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Section 1 
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PC Products Overview 
PC Products is a suite of complementary database reporting applications developed by Hess 
and Associates. These optional applications are available individually or in combination to local 
educational agencies (LEAs) that use LACOE’s Human Resource System (HRS) and/or 
PeopleSoft Financial System (PSFS) through a contractual agreement with LACOE. 
 
 
PC Products includes three applications: 
 

LACOE Systems 

 
 
 
PC Products provide tools to help LEAs more efficiently analyze and utilize their employee, 
payroll, and financial data extracted from HRS and PSFS. Below are some of the benefits the 
applications provide: 
 

• Create queries to easily obtain needed information 

• Explore district employee, payroll, and financial data for multiple fiscal years 

• Generate standard reports that answer “frequently asked questions” about the data 

• Create custom reports to meet each agency’s unique requirements 

• Easily transfer data to spreadsheet, database, and word processing applications 

• Generate lists, form letters, and mailing labels 

• Share the data with many users on the district’s local area network (LAN) 

• Convenient data downloads to keep PC Products updated  

• Agency control over application availability and access 

Human Resource System  
Employee Database (EDB) 

Human Resource System  
Payroll Data 

 

PeopleSoft  
Financial System  

PC Products Labels, Lists, and 
Letters (PC LLL) 

PC Products Labor Distribution 
(PC Labor) 

PC Products PSFS 
(PC PSFS) 
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PC LLL Overview 

 
 
PC LLL enables users to view district data from LACOE’s Human Resource System (HRS). 
Features of the application include: 
 

• Versatile access to district employee records 

• Fixed reports such as telephone directories and salary scatter grams 

• Ability to create custom mailing labels, lists, reports, and letters using data from the 
HRS Employee Database (EDB), Position Control Data Base (PCDB), and Control Data 
Base (CDB) 

• An option to include credential data from the California Commission on Teacher 
Credentialing (CTC) 

• Easy export of data files in various file formats 

• Daily data updates available for download from LACOE’s RAD website 

• Agency control over application availability and access

Human Resource System 
(HRS) 

Employee Database 
(EDB) 

PC Products Labels, 
Lists, and Letters 

(PC LLL) 
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Intended Audience for this Manual 
This manual aims to provide users as much useful information as possible about the PC LLL 
reporting database application.  

 

The manual assumes users: 

• Have basic computer navigational skills 

• Know basic Windows terminology 

• Are familiar with the agency’s HRS data and terminology 
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Conventions Used in this Manual 
When instructions state, “Select File | Exit from the menu”: 

1. Click on the File menu of the application’s main menu bar. This is the horizontal list of 
options displayed at the top of the PC Products Labels, Lists, and Letters window.  
The program will display a vertical list of menu options.  

 
2. Select Exit option. Click Yes to quit Labels, Lists, & Letters. PC LLL will close.  

                      
3. Command buttons are accessed from the application’s main menus. There are two 

ways to execute commands. Click the command button or press Alt + first letter of 
command under these conditions: 
i. First letter of command buttons have underscore, e.g., Save. 
ii. Command buttons are located in PC LLL windows and not within menu options 

 displayed, e.g., Alt + S for Save; Alt + C for Close; Alt + M for More in System 
 Setup window.  

                 
Confidentiality 
This manual includes real sample PC LLL screens and reports to provide a more accurate 
view of the system. To protect employee confidentiality, training databases are used for all 
PC Products applications. Sensitive data such as names, addresses, telephone numbers, 
social security numbers, employee identification numbers, and insurance information is 
fictional and does not represent real data. 

Menu Bar 

Menu Items 
 

Submenu Shortcuts 
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Technical Assistance and Support 
The following resources are available to answer questions regarding PC LLL, provide technical 
assistance, system support, and user training.  
 

• Online Help is just a click away. Press the Help button found on most PC LLL windows 
to access the online help menu. 
 

• PC LLL User Manual (this document) answers many frequently asked questions and 
provides detailed instructions for using key application features. Click the link below to 
download the PDF version of the user manual from the Resources section of the  
PC Products website. 

           https://www.lacoe.edu/BusinessServices/SchoolFinancialServices/PCProducts.aspx 
 

• Hess and Associates System Support Staff provide comprehensive system support 
and technical assistance that extends beyond LACOE’s normal operating hours. Select 
Help | Support from the application’s main menu for current system support staff 
contact information. 

 

• LACOE PC Products Support Staff provide administrative, system support, and 
technical assistance. Staff also conducts regularly scheduled training sessions at 
LACOE’s Education Center West (ECW). Please call (562) 922-8683 or email 
PCBudgetPCProductsSupport@lacoe.edu for assistance. 

 

https://www.lacoe.edu/BusinessServices/SchoolFinancialServices/PCProducts.aspx
https://www.lacoe.edu/BusinessServices/SchoolFinancialServices/PCProducts.aspx
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What Users Need to Get Started 
To access PC LLL users need: 

• PC LLL software installed on the user’s PC and/or the district’s local area network (LAN) 

• A valid PC LLL user ID and password 
Please contact your district’s in-house technology support staff or contact PC Products System 
Support if you have questions or need additional information about the items listed above. 
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Log In PC LLL 
To log in PC LLL: 

1. Double click the PC LLL icon on the computer desktop. 
2. Select User ID from the drop-down list. 
3. Enter Password. 
4. Click Login. 
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Change User ID and Password 
To change the user ID and/or password from the Login window: 

1. Double click the PC LLL icon on the computer desktop. 
2. Select User ID from the drop-down list. 
3. Click Change. 

 

4. Enter old and new User ID and Password and click Change. 

       
5. Enter Y at prompt to change your password. 

           
6. Click Login to access the application or Quit to exit when the Login window appears. 
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Verify System Setup and User Paths  
The System Setup and User Paths display the district name and various paths for key system 
files. The System Setup and User Paths windows share export and report paths. Changes to 
either path on the System Setup window will be reflected on User Paths window. 

To verify system setup: 
1. Select File I Setup from the menu. 
2. Review District Name, Export Path, and Report Path.  
3. Click Save if changes are made. 
4. Click Close to exit. 

 

                                 

To verify user paths: 
1. Select File I Setup from the menu. 
2. Click More on System Setup window. See illustration below. 
3. Review the application, database, export, and report paths.  
4. Click Close to exit. 
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Verify Last Data Update 
To verify when PC LLL data was last updated: 

1. Select File | System Info from the menu. 
2. Review dates shown in the Data as of and Last Update fields. These dates reflect when 

PC LLL was last updated, not the data “as of” date. If you did not download today’s file, 
we suggest you download it from RAD before proceeding with the update process to 
ensure you have the latest file. Data in PC LLL is as of the close of the previous 
business day. The following message will appear if a user attempts to update an older 
PC LLL data file.  

             
3. Click OK to exit. 
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PC LLL Update File 
The data file containing the previous business day’s HRS data is normally available for 
download from the LACOE RAD website each morning.   

• The data file contains new program updates. Following the correct download and 
update process ensures that both data and program updates are implemented. 

 

• Each agency should have a person who updates the district’s PC LLL data each week 
and at least one backup person with necessary RAD security access to download 
update files. 



Los Angeles County Office of Education  PC Products Labels, Lists, and Letters User Manual 
Division of School Financial Services 
 
 

II-9 

Update PC LLL Data 
PC LLL uses district Employee Data Base (EDB) data downloaded from the Human Resource 
System (HRS).  Below are instructions for updating PC LLL data. 

File Download Procedure 
Look for the PCPD-LLL.ZIP file in the appropriate PC Products folder before downloading the 
latest data file.  Users can rename the file to use as a backup before downloading the new file. 
Otherwise, it will be overwritten when the new file is saved. Also make sure PC LLL is closed 
before downloading the file. 
To download the PC LLL data file: 

1. Go to RAD website at https://rad.lacoe.edu in your web browser. 
2. Enter your RAD UserName and Password.  
3. Click Logon. 

       
4. Click Click here to go to RAD Main Menu. 

   

https://rad.lacoe.edu/
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5. Click Download. 

     
6. Click Data.  

     



Los Angeles County Office of Education  PC Products Labels, Lists, and Letters User Manual 
Division of School Financial Services 
 
 

II-11 

7. Select PC Products-LLL from Download Item list and click Continue. 

     
 
8. Click Download.  

         

 



Los Angeles County Office of Education  PC Products Labels, Lists, and Letters User Manual 
Division of School Financial Services 
 
 

II-12 

9. Click the drop-down arrow next to Save. When the Download prompt appears, choose 
Save as to save this file to the appropriate drive. 

     
 

10. Save the file to the PC LLL folder on the PC or server, e.g., C:\pcprods\LLL96. 

    
11. Click Yes to replace file if prompt appears.  
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Update Procedure 
To update PC LLL: 

1. Make sure all other users are logged out of PC LLL.  
 
 
 

2. Select File | Update Databases from the menu. 
3. Click Continue. 

       

4. Click File.  

 
5. Select data update file from the list.  
6. Click Choose. The file path will appear in the gray box below File on the Update 

window. 

 

Select File | User Activity from the main menu to display a list of users currently 
logged in. Click Close to exit. 
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7. Enter the Update Password. 
8. Click Update. The update may take a couple of minutes depending on the amount of 

district data and the speed of the server. 

 
9. Click Close when the following prompt will appears.  

       
10.  To verify the update, select File | System Info.  The dates shown in the Last Update 

 field will the most recent update.  For more information refer to Verify Last Data 
 Update on Page II-7. 

11. Click OK to exit.  

 

 

  Log out of PC LLL by selecting File I Exit and clicking Yes so that other users will not 
 be prevented from accessing the application. 
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Close the Current Program Window 
Close the current window before accessing another or exiting the application if a program 
window such as Explore Assignments or Report Builder is displayed. 

Any option listed below can be used to close an open program window: 

• Press ESC until no window is displayed. 
• Click Close if available on the current window. 
• Press Alt + C. 
• Click the Close Preview icon on the Preview toolbar. 
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Exit PC LLL 
To exit PC LLL: 

1. Press ESC one or more times to close any open windows. 
2. Select File | Exit.  
3. Click Yes to exit PC LLL. PC LLL will close. 
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Reporting Options 
Reports can be generated from PC LLL using the four methods listed below. Each method 
includes the option to produce export files in various file formats such as Excel, DBF, and 
ASCII. 

          

Report Options Description 

Explore 
 

Report writing tool for creating simple lists and export files 
quickly and easily 

Report Builder 
 

Report writing tool for creating reports and export files using 
selection criteria, grouping definitions, and formatting 
specified by the user 

Quick Report Builder Report writing tool for creating reports and export files which 
includes pre-defined selection criteria, grouping definitions, 
and formatting that can be edited by user. It does not 
include label or letter output format options. 

Fixed Reports 
 

Pre-formatted reports that are part of the application 

Run Report
 
Print            

List 
List Export 
Label 
Letter 

 
Custom Reports 

 

Fixed Reports 

 

 

Salary Scatter Gram 
 Phone Directory 
Affirmative Action
Longevity 
TB Expiration 

 

Report Builder 

 
Selection Criteria 

Grouping Definition 
Format

 

REPORTS

Employee Cleanup 
Statement of Benefits 
Salary Projection 

 

 
Explore 

Quick Lists - 
Third Party TSA Extract

Credentials 
Benefits Summary 
Stipends 
Vacant Positions 
Best – Position 
Control 

  Excel output files generally have additional report fields due to the suppression of 
 select report fields in formatted output files. 
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PC LLL Data 
PC LLL includes data extracted from the HRS Employee Data Base (EDB), Position Control 
Data Base (PCDB), and Control Data Base (CDB). Most EDB screens are replicated in PC LLL 
and displayed in the same window for easy access to each employee’s HRS assignment 
records. PC LLL contains over 450 HRS data fields that can be used to create custom reports 
and export files. Refer to the Appendix on pages A-3 through A-19 for available report data 
fields. 

HRS Employee Data Base 
The Employee Data Base contains information for all individuals who have personnel, 
retirement, or payroll relationship with the agency. The Employee Identification Number (EID) 
is the key to accessing employee information. Job assignment, salary, retirement, personal, 
leave accounting, job history, benefit, voluntary deduction, credential, tax, and other types of 
employee information is included in PC LLL. 

HRS Position Control Data Base 
The Position Control Data Base is an optional HRS module used by districts to help monitor 
and manage district staffing. The position number is the key accessing position control 
information. Position number, job class, job type, control method, FTE, bargaining unit, work 
location, labor distribution, and other types of position information is included in PC LLL. 

HRS Control Data Base 
The Control Data Base is a group of agency and district maintained tables used to build and 
maintain the Employee Data Base and Position Control. Control tables allow for the automatic 
update of certain EDB and PCDB fields and are integral to time reporting and payroll 
processing. Job class, work location, work calendar, GTN, salary, stipend, bargaining unit, 
credential, permanency, payroll, benefit, and other HRS table information is included in  
PC LLL. 

 

Please click this HRS Manual link to access and download the Human Resource 
System (HRS) Operations Manual which has detailed information about HRS fields 
and EDB screens reflected in PC LLL. 

http://www.lacoe.edu/Portals/0/Business-Technology/Business/HRS%20SYSTEM%20MANUAL.pdf
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 Explore LLL Data 
 The PC LLL Explore menu provides easy access to employee, position control, and selected 
 table data. There are options for performing custom searches, viewing, printing, and exporting 
 data to other applications. The table below highlights Explore menu options and features. 

 Menu Item Description Custom 
Filter, Sort, 
Sum? 

Print? Export? 

 Explore | Individual Individual employee data 
by assignment, including 
most HRS EDB screens 

No Yes No 

 Explore | Assignments Employee assignment 
compensation data 

Yes Yes Yes 

 Explore | Benefits Employer benefit 
contributions 

Yes Yes Yes 

 Explore | Credentials CTC credential information 
for prime assignment only, 
unless district subscribes 
for optional CTC 
information 

Yes Yes Yes 

 Explore | Deductions Employee deductions and 
reductions 

Yes Yes Yes 

 Explore | Distributions Assignment labor 
distribution  

Yes Yes Yes 

 Explore | Position Control Position Control data  Yes Yes Yes 

 Explore | Tables Selected HRS table data Yes Yes Yes 

 Explore | EDB Audit Identifies missing or 
invalid EDB data 

No Yes No 
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Explore Individual Employee Data 
PC LLL provides access to a significant amount of information about employees and non-
employees that have a personnel, retirement, or payroll relationship with the district. Using the 
Explore | Individual menu users can: 

• Access 18 screens of HRS information for a specific employee 

• Search for an employee by name, EID, or scrolling through an employee listing  

• Access the records of the last employee records viewed 

                 

Below are some of the HRS screens available: 
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Employee Search 
Access employee records by scrolling through the employee list, searching by the employee 
name, or EID. Information for the last employee record viewed may also be retrieved by 
selecting the Last Referenced command. 

By List 
1.  Select Explore | Individual | By List from the menu. The screen below will appear. 
2. Filter the list of employees by using the Status and/or Type drop-down lists if desired. 
3.  Click an employee’s name to display assignments in the Job Listing field. The prime 

 assignment will be highlighted, but another assignment can be selected. 
4. Click the button in front of the HRS screen data you wish to view. 

                

By Name 
1.  Select Explore | Individual | By Name from the menu. 
2. Enter the last name or the first few characters of the employee’s last name.  
3. Click Search. A list of employees whose last names meet the search criteria will be 

 displayed. 
4. Double-click the employee’s name to access the HRS screen menu. 
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By EID/SSN 
1.  Select Explore | Individual | EID/SSN from the menu. Search by SSN is only available 

 to districts that have contractually agreed to include SSNs. 
2. Enter the EID or social security number of the employee.  
3. Click Search. If PC LLL finds an employee with that EID/SSN, it will display the  

 HRS Screen Menu. 

      

4. PC LLL displays the box below if the EID/social security number is not found. 
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HRS Screen Menu 
The HRS Screen Menu window provides access to most HRS EDB screens including 17, 18, 
and 30. Use Explore Individual to access these three screens. 

 

HRS Screen Menu Layout 
HRS screens are grouped in the following categories: 

• Employee Information 
• Job Assignment 
• Benefits and Dependents 
• Other Information 
• Voluntary Deductions/Seniority 

 

HRS Screen Menu Options  
• Click a screen button (e.g., 04) to access corresponding HRS screen data 
• Click ** to select a different job assignment 
• Click Tables to view control table data 
• Click Help to access application help notes 
• Click OK to close the window 

 

HRS Screen Menu Controls 
Click OK to return to the previous screen from any of the following screens. 
To print screen information: 

1. Click Print. 
2. Change the printer options as appropriate. 
3. Click OK to print. 
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View Other Job Assignments 
To view the employee’s other jobs: 

1. Click **. This will display the Job List window. 

          

2. Select a job from the list. 
3. Click Select Job. The selected job will appear in the HRS Screen Menu window. 
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Employee Information 
Screen 03 - Personnel Information 

           

Screen 12 - Contact Data 
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Screen 13 - Confidential Information 

 

Screen 14 - Miscellaneous Data   
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Job Assignment Information 
Screen 06 - Labor Distribution 

        

Screen 05 - Salary/Pay Rate 
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Screen 04 - Job Assignment 

           
 
Benefits and Dependents Information 

Screen 20 - Standard Benefits 
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Screen 21 - Additional Benefits 

        

Screen 22 - Dependents 
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Screen 24 - Dependent Verification 

      

Other Information 

Screen 10 - Credential Information 
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Voluntary Deductions and Seniority Information 
Screen 23 - Voluntary Deductions 

     

Screen 11 - Longevity/Seniority Status  
This screen displays information about HRS seniority. 
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Explore Job Assignments 
Explore Job Assignments provides drop-down lists to filter employee data and customize the 
display format. Up to four columns of data can be displayed for each record. Explore Job 
Assignments, Explore Benefits, Explore Credentials, Explore Deductions, Explore Assignment 
Distributions, and Explore Position Control windows have different field data, but the 
functionality is the same.  

Explore Job Assignments Default Display 

               

Data Filters 
Drop-down lists used to limit search results.  

• Choose a value from a drop-down list to restrict search results 

• Blank out the field value to remove the restriction 

• Uncheck the Prime Jobs Only box to include secondary jobs in the results 

• Click Go to initiate the search  

Selection Criteria 
One or more defined conditions used to filter data. Selection Criteria is generally used to filter 
data when the desired field is not available on the explore window or when data is filtered by 
multiple values within the same field, e.g., filtering annual salary data for three classified 
bargaining units. Refer to Section 6 – Report Components on pages VI-4 through VI-9 for 
creating and editing selection criteria from the menu. 

• Choose a Selection Criteria from the drop-down list to restrict search results. Please 
note that Selection Criteria cannot be used in conjunction with other data filters, 
including the Prime Jobs Only filter. 

• Blank out the field value to remove the restriction 

• Click Go to initiate the search  
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Change Columns in the List 
Customize the display format by selecting other fields from the drop-down lists at the top of 
each column. Changes to the column fields are temporary.   

 

To change the column display: 
1. Select field names from the column header drop-down lists in the order they are to be 

displayed.  

             
2.  Click Go. The list in the selected format will be displayed in the Print Preview window. 

 Numeric values in the last column are automatically totaled and the record count is 
 also shown.  

                   
 

 
 Build a custom report from the Report Builder window to create a permanent format   
 for displaying balance information or if more than four data fields are needed.   
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Sort Records 
Sort By groups records in ascending or descending order using the field selected. 

 

To sort records: 
1. Select the field to sort by from the Sort By drop-down list. 
2. Click the sort direction button to reverse the sort order if necessary.  

• Plus (+) - ascending (sort from lowest to highest value) 
• Minus (-) - descending (sort from highest to lowest value) 

3. Click Go. 

To remove sorting: 
1. Select the blank value in the Sort By drop-down list. 
2. Click Go. 
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Subtotal Records 
Sum By groups related records together and displays the total, average, count, maximum, or 
minimum values of the amounts in the group. Column 1 will automatically reflect the Sum By 
field selected. The output reflects one subtotal row for each distinct field value selected.  

       
To subtotal records: 

1. Select the subtotal field from the Sum By drop-down list. It is best to select the same 
account or account segment field selected in the Sort By drop-down list. The field 
selected is automatically reflected in Column 1, and Column 2 is left blank. 

2. Select the calculate option from the Calculate drop-down list.  
 
 
 

 
 

3. Click Go. Print Preview displays the list. Filters used and sorting order, if any, will be 
displayed in the upper left corner of the report. 

        
To remove subtotals:  

1. Select the blank value in the Sum By drop-down list. 
2. Click Go.

Field Description 

Sum Totals the amounts in the group 

Max or Min Displays the largest or smallest value in the group 

Count Displays the number of records for the group 

Avg Calculates the average for the group 



Los Angeles County Office of Education  PC Products Labels, Lists, and Letters User Manual 
Division of School Financial Services 
 
 

 IV-20 

Generate Lists 
Explore search results can be viewed online, printed, or used to create export files. PC LLL will 
display a multi-page list displaying the filters used, the sorting criteria, and up to four columns 
of data. 

 
View List 
To view a list: 

1. Click Go. The list will display in the Print Preview window for online viewing. 
2. Click the printer icon on the Print Preview toolbar to produce a hard copy of the report. 

The report will print directly to the default printer. 

    
3. Press ESC on the keyboard or click the X in the upper right corner to return to the 

explore window. 

Print List from Explore Window 
To print a list: 

1. Click Go to display the list if Print is grayed out on the explore window 
2. Press Esc or click the X in the upper right corner to return to the explore window. 
3. Make desired print selections, e.g., change printer, print range, or print properties.  
4. Click OK to print. 
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Export Lists from Explore Window 
Lists from explore windows can be exported in the following file formats:   

• Excel  

• Lotus  
• Database (DBF) - use when spreadsheet file exceeds 16,383 lines 

• ASCII (text) 

     
To export a list: 

1.  Click Go to display the list if Export is grayed out on the explore window. 
2.  Press Esc or click the X in the upper right corner to return to the explore window. 
3. Click Export.  

   
4. The Create a Spreadsheet window will appear.  
5.  Enter the File Name and Type from drop-down list. The file extension will change 

 accordingly. 
6.  Click Export to generate the file. The Excel export file will automatically open and save 

 to C:\pcprods\REPORTS or the designated path. 

   

 
 Select Database (DBF) as the report output type for spreadsheets exceeding 16,383 

lines. Refer to the Appendix on Page A-19 for instructions on opening DBF file(s) 
with Excel. 
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Explore Benefits 
The Explore Benefits window provides drop-down lists to filter employee benefit contribution 
data and customize the display format. Up to four columns of data can be displayed for each 
employee record. This explore window has the same functionality as Explore Job 
Assignments. Please refer to instructions on pages IV-16 through IV-19 for filtering, sorting, 
and subtotaling records. 

Explore Benefits Default Display 

 

Explore Benefits Data 
To explore employer benefit contributions: 

1. Select Explore l Benefits from the menu. 
2. Use filters or selection criteria as appropriate. 
3. Click Go. The list will be displayed in the Print Preview window for online viewing. 
4. Click the printer icon in the Print Preview toolbar to produce a hard copy of the report. 

The report will print directly to the default printer. Print from the Explore Benefits window 
for additional printing options.  

    

5. Press ESC on the keyboard or click the X in the upper right corner to return to the 
explore window.  
 

 
 

Print from the Explore Benefits window to utilize additional print options. Data can also 
be exported from the window.   
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Explore Credentials 
Explore Credential provides customized drop-down lists for filtering credential information. This 
explore window is similar to the Explore Job Assignments window, but it does not have a Sum 
By option and includes options for creating mailing labels and letters to notify employees 
before their credentials expire. Please refer to instructions on pages IV-16 through IV-19 for 
filtering, sorting, and subtotaling records. Instructions for creating labels are on the next page. 

Explore Credentials Default Display 

  

Explore Credentials Data 
To explore credentials: 

1. Select Explore l Credentials from the menu. 
2. Use filters or selection criteria as appropriate. 
3. Click Go. The list will be displayed in the Print Preview window for online viewing. 

Click the printer icon in the Print Preview toolbar to produce a hard copy of the report. 
The report will print directly to the default printer. Print from the Explore Credentials 
window for additional printing options.  

    

4. Press ESC on the keyboard or click the X in the upper right corner to return to the 
explore window. 

Print from the Explore Credentials window to utilize additional print options. Data can 
also be exported from the window.   
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Explore Credentials - Labels & Letters  
Explore Credentials includes options for creating address labels and notification letters for 
employees listed on the credentials expiration list. 

 

Create Labels 
To create address labels: 

1. Click Labels. 
2. Click List. 
3. Click Current Form to select label type. 
4. Check Remove Duplicates box if jobs other than the prime job are included. Be sure to 

read the warning message that appears when this option is selected. 
5. Click Print. 

 

6. Click Close to return to the Explore Credentials window. 
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Create Letters 
To create letters: 

1. Click From to set up the letter text. 

                                    

2. A window will appear. Type the text to appear in the From section of the letter.  
Dr. Franklin is typed for this illustration.  

3. Click the page notepad and pencil in upper left corner. 
4. Select Close from the drop-down menu to return the Credentials Letters window. 

                              
5. Click Preview to view changes to the letter.            

             
6. Click Subject, Body A, Body B, or Footer as appropriate to make changes to these 

sections of the letter as appropriate and repeat steps 2 – 5. 
7. Click Close to return to the Explore Credentials window.
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Explore Deductions 
The Explore Deductions window provides drop-down lists to filter employee deductions/ 
reductions data and customize the display format. Specialized filters like GTN and GTN 
Description are provided to make finding desired deduction records easier. Up to four columns 
of data can be displayed for each employee record. This explore window has the same 
functionality as Explore Job Assignments. Please refer to instructions on pages IV-16 through 
IV-19 for filtering, sorting, and subtotaling records. 

Explore Deductions Default Display 

 

Explore Deductions Data 
To explore employee deductions/reductions: 

1. Select Explore l Deductions from the menu. 
2. Use filters or selection criteria as appropriate. 
3. Click Go. The list will be displayed in the Print Preview window for online viewing. 
4. Click the printer icon in the Print Preview toolbar to produce a hard copy of the report. 

The report will print directly to the default printer. Print from the Explore Deductions 
window for additional printing options. 

    

5. Press ESC on the keyboard or click the X in the upper right corner to return to the 
explore window. 

Print from the Explore Deductions window to utilize additional print options. Data can 
also be exported from the window.   
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Explore Assignment Distributions 
The Explore Assignment Distributions window provides drop-down lists to filter data and 
customize the display format. Use this window to explore accounting data. Up to four columns 
of data can be displayed for each employee record. This explore window has the same 
functionality as Explore Job Assignments. Please refer to instructions on pages IV-16 through 
IV-19 for filtering, sorting, and subtotaling records. 

Assignment Distributions Default Display 

 

Explore Assignment Distributions Data 
To explore assignment distributions: 

1. Select Explore l Assignment Distributions from the menu. 
2. Use filters or selection criteria as appropriate. 
3. Click Go. The list will be displayed in the Print Preview window for online viewing. 
4. Click the printer icon in the Print Preview toolbar to produce a hard copy of the report. 

The report will print directly to the default printer. Print from the Assignment Distributions 
window for additional printing options. 

    

5. Press ESC on the keyboard or click the X in the upper right corner to return to the 
explore window. 

Print from the Assignment Distributions window to utilize additional print options. Data 
can also be exported from the window.   
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Explore Position Control 
Explore Position Control provides drop-down lists to filter position control data and customize 
the display format. This data is from the optional HRS Position Control Data Base which is not 
used by all districts. Up to four columns of data can be displayed for each employee record. 
This explore window has functionality similar to Explore Job Assignments, but it does not have 
a Sum By option. Please refer to instructions on pages IV-16 through IV-19 for filtering, sorting, 
and subtotaling records. 

Explore Position Control Default Display 

 
Explore Position Control 
To explore position control: 

1. Select Explore l Position Control from the menu. 
2. Use filters or selection criteria as appropriate. 
3. Click Go. The list will be displayed in the Print Preview window for online viewing. 
4. Click the printer icon in the Print Preview toolbar to produce a hard copy of the report. 

The report will print directly to the default printer. Print from the Explore Position Control 
window for additional printing options. 

    

5. Press ESC on the keyboard or click the X in the upper right corner to return to the 
explore window. 

Print from the Explore Position Control window to utilize additional print options. Data 
can also be exported from the window.   
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Explore Table Data 
Other Table Data provides access to codes and related descriptions for selected HRS tables. 
These codes identify available values that can be reflected on employee records in PC LLL. 

From the Other Table Data window users can: 

• View descriptions for job class, work location, salary schedule, pay location, termination, 
permanency, bargaining unit, credential title, credential type, subject ,and leave reason 

• Print the codes and descriptions 

• Export the codes and their descriptions to a spreadsheet or database file 
 

Explore Table Data 
To explore codes and their descriptions: 

1. Select Explore | Tables from the menu. 
2. Click the button for the desired table. 
3. Click the radio button to sort data by code or description. The default sort order is by 

code. 
4.  Scroll through the list to view the desired code or description. 
5.  Repeat steps 2 – 4 to view other table data. 

            
 

Additional table data is included in the Job Class export file. 
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Print Table Data 
To print a list of control table codes and descriptions: 

1. Select Explore | Tables from the menu. 
2.  Click the button for the desired table. 
3.  Click Print Table. 

 

Export Table Data 
To export a list of control table codes and descriptions: 

1.  Select Explore | Tables from the menu. 
2. Click the button for the desired table. The export file name is automatically populated.   

The default name can be overwritten. 
3. Select file type from the drop-down list in the top right corner. The file extension is 

automatically populated. The default name can be overwritten. 
4. Click Copy. The export file will be saved to the designated path. 
5. Click OK to exit the window. 
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Audit Employee Database 
The EDB Audit window generates lists that identify missing or incorrect data in the HRS 
Employee Database.  

There are six EDB Audit options: 

EDB Audit Description 

Terminated Prime Jobs  Identifies employees that have a prime job with a 
terminated status 

Blank Sex or Ethnicity Identifies employees with no data in either the 
Sex or Ethnicity fields 

Empty Home Phone # Identifies employees that do not have a home 
phone number entered in the database 

Missing Home Address Identifies employees that do not have a home 
address entered in the database 

Invalid Date of Birth Helps identify errors in the Date of Birth field 

Check Control Tables Identifies control codes that appear in the EDB 
but are not found in the HRS Control Database 

To run an EDB audit: 
1. Select Explore | EDB Audit from the menu. 
2. Click the desired audit button. An EDB audit window displaying a list of records with 

errors will appear. If the list is empty, no errors were identified. 
3. Press ESC to exit list. 
4. Click Preview to view list in the Print Preview window. 
5. Click Print to produce a hard copy of the list. 
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Section 5  
Fixed Reports 

 



Los Angeles County Office of Education  PC Products Labels, Lists, and Letters User Manual 
Division of School Financial Services 
 
 

 V-2 

 
 
 
 
 
 
 
 
 
 

This page intentionally left blank. 

 



Los Angeles County Office of Education  PC Products Labels, Lists, and Letters User Manual 
Division of School Financial Services 
 
 

 V-3 

Fixed Reports 
The following fixed reports are available in PC LLL. Additional reports are added as the need 
arises. 

Fixed Report Description 

Salary Scatter Gram Salary column/range and step analysis by schedule 

Phone Directory Employee phone directory with various format and 
selections options 

Affirmative Action Employee statistics with various selection options 

Longevity Employees sorted by selected criteria for longevity 
reporting 

TB Expiration Employees by name, job class and location list by TB 
expiration dates.  Report may be used to generate mail 
merge and labels output. 

Employee Cleanup Form that displays current employee and dependent 
information and corresponding blank fields that can be 
used to update the information. Report includes option 
to create checklist to track forms. 

Statement of Benefits Employee benefit form with option to include 
dependent information and export data 

Salary Projection Annual salary and employee benefit projections based 
on EB rates entered by user 

Third Party TSA Extract 403(b) or 457 data in the Excel format that can be used 
to monitor contributions.  Calendar year-to-date 
employee deductions and employer contributions are 
included for PC Labor subscribers. 

Quick Lists 
 
 
BEST – Position Control 

Credentials, benefits summary, stipends, and vacant 
positions data in the Excel format with various display 
options 
 

Various assignment and position reports to assist 
districts with the update of their Position Control data 
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Salary Scatter Gram Report 
The Salary Scatter Gram Report provides the number of FTE and employees on each 
column/range of a selected salary schedule. This report is often used to help complete  
Form J-90. 

To view or print this report: 
1. Select Reports | Fixed Reports | Salary Scatter Gram. 
2. Enter a salary schedule, up to 3 job status values, and the applicable pay basis for the 

schedule. Completion of the location, work location, or pay location field is optional.  
3. The report default is prime job only. Check other option boxes as appropriate.  
4. Type the title to print at the top of the report in the Scatter Gram Report Title field if 

desired. 
5. Click Run. 
6. Click Preview to view online report or click Print to produce a hard copy of the report 

before viewing it. 
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Sample Salary Scatter Gram Format Report: 

 

 

 



Los Angeles County Office of Education  PC Products Labels, Lists, and Letters User Manual 
Division of School Financial Services 
 
 

 V-6 

Phone Directory Report 
The Phone Directory Report provides home and work contact information for employees. 

To view or print this report: 
1.  Select Reports | Fixed Reports | Phone Directory.  
2. Select an existing Selection Criteria and Grouping Definition or create new ones. 
3. Choose an output format (one column, two, column, or single line). 
4. Click Run. 
5. Click Preview to view online report or click Print to produce a hard copy of the report 

before viewing it. 
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Sample Phone Directory Format Report: 
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Affirmative Action Report 
The Affirmative Action Report provides statistical data frequently needed for various 
reporting requirements. This report has four different formats. It is also available in Excel 
export file format. Additional field data is included in the export file. 

To view or print this report: 
1.  Select Reports | Fixed Reports | Affirmative Action. 
2. Click the radio button in front of the report format you want to produce. 
3. Click the radio button in front of the employee type to include in the report. 
4. Click Preview to view online report or click Print to produce a hard copy of the report 
 before viewing it. 
5. Click Export to save an Excel file to the designated export path. The export file will 
 automatically open in Excel. 
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Sample Affirmative Action Format Report: 
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Longevity Report 
The Longevity Report groups employees by 5-year increments up to 40 years based on the 
date field and associated period range entered by the user. This report is also available in 
Excel export file format. Additional field data is included in the export file. 

To view or print this report: 
1. Select Reports | Fixed Reports | Longevity.  
2. Select the appropriate date field from the drop-down list. 
3. Enter the appropriate date range for the number of years selected (e.g., for FY 14-15 

enter the period from 07/01/1974 to view employees with 40 years of service). 
4. Enter up to 4 employee status values and 1 employee type, if desired, in the designated 

fields. 
5. Type the title to print at the top of the report in the Report Titles field if desired. 
6. Click Run. An Excel export file is automatically created and a message indicating the 

process is complete will appear in the top right corner when the report is ready. 
7. Export files will be saved to C:\pcprods\EXPORTS or the designated path. 
8. Click Preview to view online report or click Print to produce a hard copy of the report 

before viewing it. 
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Sample Longevity Format Report: 
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TB Expiration Report 
The TB Expiration Report lists employees whose TB test results expire within a specified 
period. This report has options for creating a mail merge export file and mailing labels. 

To view or print this report: 
1.  Select Reports | Fixed Reports | TB Expiration.  
2. Enter the TB test expiration date range for the report. 
3. Check Selection Criteria options as appropriate. 
4. Enter a name for the mail merge database export file as appropriate. 
5. Click Go. 
6. Click Preview below List Output to view online report or click Print to produce a hard 

copy of the report before viewing it. 
7. Click Get Label Form to select the label type if applicable. 
8. Click Preview below Label Output to view labels online or click Print to produce a hard 

copy of the labels before viewing them. 
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Sample TB Expiration Format Report: 
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Employee Cleanup Report 
The Employee Cleanup Report is a form that displays current employee and dependent 
information along with corresponding blank fields that can be completed by the employee.  
This report includes an option to create a checklist to help track the forms. 
To view or print this report: 

1. Select Reports | Fixed Reports | Employee Cleanup.  
2. Select an employee from the drop-down list or leave the field blank to include all 

employees. 
3. Click the radio button in front of Classified or Certificated as appropriate. 
4. Select a field from the Sort By drop-down list to sort report information. 
5. Check the box in front of Letters, Check List, and No Dependents as appropriate.  

No Dependents is used in conjunction with the Letters option. 
6. Type special instructions or messages in the field provided to print the text on the 

bottom portion of the form. 
7. Click Run. 
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Sample Employee Cleanup/Verification Format Report: 

 
 
 
 
      See sample of Employee Cleanup/Verification Check List on next page. 
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Sample Employee Cleanup/Verification Check List: 
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Statement of Benefits Report 
The Statement of Benefits Report produces a list of employer-paid benefits for each 
employee with options to include dependents and other employer contributions from HRS 
Screen 023. This report is also available in several export file formats. Additional file data is 
included in the export file. 

To view or print this report: 
1. Select Reports | Fixed Reports | Statement of Benefits. 
2. Filter data using bargaining unit, employee type, and/or pay basis as appropriate. Leave 

fields blank to produce reports for each employee. 
3. Check Print Dependents and/or Deductions (Screen 23) to include this information on 

the report. 
4. Enter the file name and select a file type to create an export file. 
5. Click Run. 
6. Click Preview to view online report or click Print to produce a hard copy of the report 

before viewing it. 
7. Click Export to save the file to the designated export path. The export file will 

automatically open if you select Excel as the export file type. 

 
 
 
 
 
 
 

See sample report on next page. 
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Sample Statement of Benefits Format Report: 
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Salary Projection Report 
The Salary Projection Report produces salary and benefits projections for the current year as 
well as up to three future fiscal years. Employee benefit projections are calculated using rates 
entered by the user. There are also options for incorporating step, salary, and benefit 
increases. This report is only available as an Excel export file. 

To view or print this report: 
1. Select Reports | Fixed Reports | Salary Projection. 
2. Select job status and pay basis values from the drop-down lists. The other drop-down 

selections are optional, however, if a work calendar is selected, refer to the next page 
for additional instructions. 

3. Enter or update employee benefit rates to project benefit costs. Enter PEPRA retirement 
rates in the STRS (New Employees) and PERS (New Employees) fields. 

4. Enter the export file name. The report is only produced in the Excel format. 
5. Click radio button to select projection year. 
6. Complete remaining fields as appropriate. 
7. Click Execute. The file will be saved to the designated export path and automatically 

open in Excel. 

  
 
 

See sample report on Page V-21.  
 
 

A percentage increase to benefits will affect all health and welfare benefits. 
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Work Calendar Modification  
Select a work calendar from the drop-down list when the number of work calendar days and/or 
pay periods reflected in HRS differs from the number of days and/or periods used to project 
salary and benefits. Only assignments tied to the work calendar selected will appear on the 
report. 
 
To modify work calendar days and months: 

1) Select a work calendar from the drop-down list. 
2) Enter the number of work calendar days to use for hourly assignment projections in the 

Cal Days field if different from the number reflected on the HRS calendar. Calendar 
days entered will be reflected in Column Z (Work_Days) of the report. 

3) Enter the number of work calendar months to use for monthly and lump sum projections 
in the Cal Months field if different from the number of HRS pay months. Fractions with 
up to two digits after the decimal can be entered. Calendar months entered will be 
reflected in Column AH (New_Months) of the report. 
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Sample Salary Projection Report in Excel Format: 

See field descriptions on pages V-22 to V-25. 
(Report contains 113 columns of data) 
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Salary Projection Report Field Descriptions 
 

Column Field Field Description Source 
A EID Employee Identification Number HRS EDB/Screen 003 
B Name Employee Last and First Name HRS EDB/Screen 003 
C Emp_Type Employee Type HRS EDB/Screen 003 
D Sacs_Fund Fund with Sub Fund 

01.0-xxxxx.x-xxxxx-xxxxxx-xxxx-xxxxxxx 
HRS EDB/Screen 006 

E Sacs_Resrc Resource with Project Year  
xx.x-14000.0-xxxxx-xxxxxx-xxxx-xxxxxxx 

HRS EDB/Screen 006 

F Resource Resource  
xx.x-14000.x-xxxxx-xxxxx-xxxx-xxxxxxx 

HRS EDB/Screen 006 

G Sresource Project Year 
xx.x-xxxxx.6-xxxxx-xxxxx-xxxx-xxxxxxx 

HRS EDB/Screen 006 

H Goal Goal  
xx.x-xxxxx.x-11100-xxxxx-xxxx-xxxxxxx 

HRS EDB/Screen 006 

I Function Function  
xx.x-xxxxx.x-xxxxx-10000-xxxx-xxxxxxx 

HRS EDB/Screen 006 

J Object Object  
xx.x-xxxxx.x-xxxxx-xxxxx-1000-xxxxxxx 

HRS EDB/Screen 006 

K Location Location  
xx.x-xxxxx.x-xxxxx-xxxxx-xxxx-1000000 

HRS EDB/Screen 006 

L Percent Percent Full Time HRS EDB/Screen 005 

M Years_Srv Years of Service Report Calculation 

N Or_Hire_Dt Original Hire Date HRS EDB/Screen 003 

O Empl_Stat Employment Status HRS EDB/Screen 003 
P Job_Stat Job Status HRS EDB/Screen 004 
Q Ann_Sal Annual Salary Report Calculation 
R Pro_Ann_Sa Prorated Annual Salary Report Calculation 
S Sal_Base Salary Base HRS CDB/Screen 024/025 
T Ft_Rate Full Time Rate HRS EDB/Screen 005 
U Pro_Ft_Ra Prorated Full Time Rate Report Calculation 
V Sal_Rate Salary Rate HRS EDB/Screen 005 
W Pro_Sal Prorated Salary Report Calculation 
X Pct_Ft Percent Full Time HRS EDB/Screen 005 
Y Pro_Pct_Ft Prorated Percent Full Time Report Generated 

Z Work_Days Work Days* HRS EDB/Screen 005 or User 
Defined 

AA Pro_Work_D Prorated Work Days Report Calculation 
AB A_Dt Anniversary Date Report Generated 
AC Pay_Bas Pay Basis HRS EDB/Screen 005 
AD Sal_Sched Salary Schedule HRS EDB/Screen 005 

*This is a user defined value. It will default to the HRS calendar work days value if nothing is entered.
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Salary Projection Report Field Descriptions (Continued) 

Column Field Field Description Source 
AE Sal_Range Salary Range/Column HRS EDB/Screen 005 
AF Sal_Step Salary Step HRS EDB/Screen 005 
AG Pay_Months Pay Months HRS EDB/Screen 005 

AH New_Months Projected Months* HRS EDB/Screen 005 or User 
Defined 

AI Pay_Cycle Pay Cycle HRS EDB/Screen 005 
AJ Pos_No Position Number HRS EDB/Screen 004 
AK Ret_Plan Retirement Plan HRS EDB/Screen 005 
AL Wrk_Cal Work Calendar HRS EDB/Screen 005 
AM New_Pers Pension Reform Status** HRS EDB/Screen 003 
AN Stip_Desc1 Periodic Stipend 1 Description HRS EDB/Screen 005 
AO Stip_Amt1 Periodic Stipend 1 Amount HRS CDB/Screen 026 
AP Stip_Amt1a Annual Periodic Stipend 1  Report Calculation 
AQ Stip_Desc2 Periodic Stipend 2 Description HRS EDB/Screen 005 
AR Stip_Amt2 Periodic Stipend 2 Amount  HRS CDB/Screen 026 
AS Stip_Amt2a Annual Periodic Stipend 2  Report Calculation 
AT Stip_Desc3 Periodic Stipend 3 Description HRS EDB/Screen 005 

AU Stip_Amt3 Periodic Stipend 3 Amount  HRS CDB/Screen 026 

AV Stip_Amt3a Annual Periodic Stipend 3  Report Calculation 
AW Stip_Desc4 Periodic Stipend 4 Description HRS EDB/Screen 005 
AX Stip_Amt4 Periodic Stipend 4 Amount  HRS CDB/Screen 026 
AY Stip_Amt4a Annual Periodic Stipend 4  Report Calculation 
AZ Stip_Desc5 Periodic Stipend 5 Description HRS EDB/Screen 005 
BA Stip_Amt5 Periodic Stipend 5 Amount  HRS CDB/Screen 026 
BB Stip_Amt5a Annual Periodic Stipend 5  Report Calculation 
BC D1stip_Cd Dated Stipend 1 Code HRS EDB/Screen 005 
BD D1stip_Lvl Dated Stipend 1 Level HRS EDB/Screen 005 
BE D1stip_Ern Dated Stipend 1 Earnings Type HRS EDB/Screen 005 
BF D1stip_Des Dated Stipend 1 Description HRS EDB/Screen 005 
BG Dstp_Amt1 Dated Stipend 1 Amount HRS CDB/Screen 026 
BH Dstp_Amt1a Annual Dated Stipend 1  Report Calculation 
BI D2stip_Cd Dated Stipend 2 Code HRS EDB/Screen 005 
BJ D2stip_Lvl Dated Stipend 2 Level HRS EDB/Screen 005 
BK D2stip_Ern Dated Stipend 2 Earnings Type HRS EDB/Screen 005 

*This is a user defined value. It will default to the Pay_Months value if nothing is entered. 
*PEPRA status is indicated by “1.” Classic status is indicated by “*.”
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Salary Projection Report Field Descriptions (Continued) 

Column Field Field Description Source 
BL D2stip_Des Dated Stipend 2 Description HRS EDB/Screen 005 
BM Dstp_Amt2 Dated Stipend 2 Amount HRS CDB/Screen 026 
BN Dstp_Amt2a Annual Dated Stipend 2  Report Calculation 
BO Tot_Stip Total Periodic Stipend  Report Calculation 
BP Pro_Stip Total Prorated Periodic Stipend  Report Calculation 
BQ Tot_Dstip Total Dated Stipend  Report Calculation 
BR Pro_Dstip Total Prorated Dated Stipend  Report Calculation 
BS Ann_Stip Total Annual Periodic Stipend  Report Calculation 
BT Pro_A_Stip Total Annual Prorated Periodic Stipend Report Calculation 
BU Ann_Dstip Total Annual Dated Stipend Report Calculation 
BV Pro_A_Dstp Total Annual Prorated Dated Stipend Report Calculation 
BW Pj Prime Job* HRS EDB/Screen 004 
BX Pro_Wrk_Hr Prorated Work Hours Report Calculation 
BY Wrk_Hrs_Pd Work Hours Paid HRS EDB/Screen 005 
BZ Barg_Unit Bargaining Unit Code HRS EDB/Screen 004 
CA Job_Class Job Class Number HRS EDB/Screen 004 
CB Wrk_Loc_No Work Location Number HRS EDB/Screen 004 
CC Wrk_Site Work Location Sub-Site HRS EDB/Screen 004 
CD Pay_Loc Pay Location HRS EDB/Screen 003 
CE Dist_Cd_3 District Code 3 HRS EDB/Screen 014 
CF Dist_Cd_4 District Code 4 HRS EDB/Screen 014 
CG Wrk_Loc_Nm Work Location Name HRS EDB/Screen 004 
CH Job_Title Job Class Title HRS EDB/Screen 004 
CI Barg_Desc Bargaining Unit Code Description District Codes Table 028 
CJ Pay_Desc Pay Location Description HRS EDB/Screen 003 
CK Anniver_Dt Anniversary Date HRS EDB/Screen 004 
CL Step_Incr Step Increase Report Generated 
CM STRS STRS Contribution Report Calculation 
CN PERS PERS Contribution Report Calculation 
CO Medicare Medicare Contribution Report Calculation 
CP OASDI OASDI Contribution Report Calculation 
CQ Cafeteria Cafeteria HRS EDB/Screen 020  

CR Income Income Protection HRS EDB/Screen 020  

CS Unemploy Unemployment Insurance Report Calculation 

*Prime job is indicated by “X.” 
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Salary Projection Report Field Descriptions (Continued) 

Column Field Field Description Source 
CT Worker_Cmp Workers Comp Report Calculation 
CU PERS_Red PERS Reduction Report Calculation 
CV OPEB_Con OPEB Contribution Report Calculation 
CW OPEB2_Con OPEB2 Contribution Report Calculation 
CX Total_Ben Total Benefits Report Calculation 
CY Total_Sal Total Salary and Benefits Report Calculation 
CZ In_Lieu Cash in Lieu Report Calculation 
DA Medical Employer Paid Medical Report Calculation 
DB Dental Employer Paid Dental Report Calculation 
DC Vision Employer Paid Vision Report Calculation 
DD Life_Insur Employer Paid Life Insurance Report Calculation 
DE LARISA LARISA Report Calculation 
DF Other Other Not Populated 
DG STRS_PERS STRS/PERS Report Generated 
DH ARP_LARISA ARP or LARISA HRS EDB/Screen 021 
DI TSA_Contrib TSA Contribution Report Calculation
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Third Party TSA Extract Report 
The Third Party TSA Extract Report provides 403(b) or 457 data in the Excel format that can 
be used to monitor contributions. Calendar year-to-date employee deductions and employer 
contributions are included for PC Labor subscribers. This report is also available in several 
export file formats. 

To view or print this report: 
1. Select Reports | Fixed Reports | Third Party Extracts.  
2. Click Current Year Labor Data to select the path to the PC Labor data file. 
3. Click the radio button to select the pre-tax retirement plan data type for the report. The 

file name will automatically be entered based on the plan selected. You can overwrite 
the file name and change the default file format if desired. 

4. Enter the appropriate calendar year and check the appropriate month. 
5. Select the mailing label type from the drop-down list. 
6. Click Run. The file will be saved to the designated export path.           
7. Click Preview to view labels online or click Print to produce a hard copy of the labels 

before viewing them.      

         
 

                         See sample report and labels on next page. 
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Sample Third Party TSA Extract Report in Excel Format (selected columns shown): 

*This report contains 24 columns of data.   

 
 

Sample Third Party TSA Extract Labels: 
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Quick Lists Reports 
There are four Quick Lists available in PC LLL. The reports are easy to run and contain 
frequently used data. The lists are only available in the Excel format.  

• Credentials

• Benefits Summary (4 reporting options)
o Benefits Summary by Plan
o Benefits Summary Scattergram Plan
o Benefits Summary by Bargaining Unit
o Benefits Summary Scattergram Bargaining Unit

• Stipends (3 reporting options)
o Stipends by Name
o Stipends by Name and Account Number
o Stipends

• Vacant Positions (2 reporting options)
o Vacant Positions List
o Vacant Positions List with Labor

To view or print a quick list report: 
1. Select Reports | Fixed Reports | Quick Lists.
2. Select one of the reports. The Excel export file will automatically open and save to the

designated export path.

See sample reports on next page. 

Vacant Positions List reports include active FTE vacancies. Active FTE positions 
with incumbents on unpaid leave are reflected as vacancies. 



Los Angeles County Office of Education  PC Products Labels, Lists, and Letters User Manual 
Division of School Financial Services 
 
 

 V-29 

Sample Credentials Quick List Report in Excel Format: 

*This report contains 59 columns of data. 

 

Sample Benefits Summary by Bargaining Unit Report in Excel Format: 

 

Sample Stipends by Name and Account Number in Excel Format: 
*This report contains 45 columns of data. 

 

Sample Vacant Positions Report with Labor Information in Excel Format: 
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BEST – Position Control Reports 
There are six BEST – Position Control Reports available in PC LLL. The reports are 
intended to assist districts with the update of their Position Control data. 

 Assignment By Control Method 

 Position Control - FTE 
o Available with account string information 

 Position Control – Non FTE 
o Available with account string information 

 Position Control – Stipends 

 Non-FTE Accounts 

 Vacant Position List 
o Available with account string information (same report as the Vacant 

Positions Report in the Quick Lists) 
 

To view or print a quick list report: 
1. Select Reports | Fixed Reports | BEST – Position Control. 
2. Select the radio button in front of the report. If Include Account String is not grayed 

out, that option may be selected to include labor distribution in the report. 
3. Click the Run Selected Report button and the Excel export file will automatically open 

and save to the designated export path. 
 

 
 
 

See sample reports on next page. 
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Sample Assignment By Control Method report: 

*This report contains 22 columns of data. 

 

Sample Position Control – FTE report: 

*This report contains 20 columns of data. 

 

Sample Position Control – Non FTE report: 

*This report contains 23 columns of data. 

  

Sample Position Control – Stipends report: 
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Sample Non-FTE Accounts report: 

*This report contains 24 columns of data.

Sample Vacant Position List report: 
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PC LLL Label Wizard  
The Label Wizard enables users to easily create a variety of preformatted Avery 5160 labels. 

To create labels: 
1. Select Report | Label Wizard from the menu.
2. Use filters as appropriate.
3. Select sort order from the drop-down list as appropriate.
4. Select one of the following label types from the drop-down list.

• Name (Last,First) / Address
• Name (First Last) / Address
• Name (First Last) / Job Class  / Address
• Work Location  / Name (Last,First)
• Work Location  / Name (First Last)
• Job Class  / Name (Last,First)
• Job Class  / Name (First Last)
• Name (Last,First) / SSN

5. Click Run.

6. Click Preview to view the labels online.

7. Click the printer icon in the Print Preview toolbar to produce the labels. Print from the
Build Labels window for additional printing options.

8. Press ESC on the keyboard or click the X in the upper right corner to return to the Build
Labels window.
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Section 6  
Report Components 
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Report Components 
This section covers the three primary components needed to create a report definition (report): 
selection criteria, grouping definition, and format.  All three components are needed to 
successfully generate reports, labels, letters, or export files. The selection criteria component 
is also used to filter certain PC LLL explore output.  
 

 

 

Report Component Description 

Selection Criteria (Records) What records do you want to see? (e.g., certificated 12 month  
employees) 

Grouping Definition (Rows) How do you want to arrange records? (e.g., sort, total, and page 
break by work site) 

Format  (Columns) What data do you want to see in columns on the report? (e.g., name, 
EID, job class) 
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Selection Criteria  
Selection criteria determines which employee records to include in a list or report. Create 
selection criteria to limit the data to a specific group of records or include all records. In 
simplest terms, selection criteria is one or more pre-defined conditions saved with a specific 
name. It does not impact sorting or formatting of data. 

Create New Selection Criteria 
There are two options for creating new selection criteria. The first option is covered in this 
section of the user manual. The second is covered in Section 7 – Building & Viewing Custom 
Reports. 

 
To create a new selection criteria: 

1. Select Report | Selection Criteria from the menu. 
2. Highlight New and click Select.  

    

Menu | Menu Item Description 

Report  | Selection Criteria Build selection criteria for use with Explore features 
or the Report Builder 

Report  | Report Definition  
 

Build selection criteria within the Report Builder as 
a component of the report  
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3. Enter a name for the selection criteria. There is no set naming convention for report 
components. Users can enter any name. 

              
4. Select a field from the Available Fields drop-down list. Refer to the Appendix on 

pages A-3 through A-19 to view the list of fields available. 

                                                               
5. Select a comparison operator from the Conditions drop-down list. Refer to the 

Appendix on Page A-21 to view the complete list of operators and descriptions.  

          

6. Click Valid under List Values to display available field values. Select a value from the 
drop-down list or enter the value for the condition in the 1 Character Example box. 

                                  
7. Click Insert to add this condition to the selection criteria. 

 
8. Repeat steps 4 - 7 to add additional conditions.
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9. Click F10 – Save or press F10 when finished. 

                   
10.  Click Save. 

    
11. Click OK or Esc to exit Selection Criteria.  

 



Los Angeles County Office of Education  PC Products Labels, Lists, and Letters User Manual 
Division of School Financial Services 
 
 

 VI-7 

Other Selection Criteria Features 
Selection criteria contains one or more conditions. Each condition limits the records that 
appear in the report or in the explore list. 
 
Create a Condition with a List of Values 
Create a condition to select records with values that match or do not match a list of example 
values. The In List operator selects records with values that match the example values.  
The Not In List operator selects records with values that do not match the example values. 
To create a condition to match a list of values: 

1. Select a field from the Available Fields drop-down list.  
2. Select In List from the Conditions drop-down list. 
3. Click Valid to display available values for the selected field. 
4. Double-click the condition values. The values will appear in the Example box. 

 
5. Click Insert to add the condition. 
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Create a Condition with a Range of Values 
Create conditions to select records with values that include a range of values or exclude a 
range of values. A Between operator will select records with values between the beginning 
and ending range boundaries as well as values equal to the two boundary values. A Not 
Between operator will select records with values outside the boundary range. 

To create a condition to select records within a range of values:  
1. Select a field from Available Fields drop-down list. 
2. Select Between from the Conditions drop-down list. 
3. Click Valid to display a list of possible values for the selected field. 
4. Double-click the beginning range value in the Valid drop-down box. If the value is not 

listed, type it in the Example box. 
5. Double-click the ending range value in the Valid drop-down box If the value is not listed, 

type a comma (,) followed by the value. 
6. Click Insert to add the condition to the selection criteria. 

 

Condition Connectors 
Condition connectors join two or more selection criteria conditions. By default multiple 
conditions are joined with an invisible AND. The first condition must be true, AND the second 
condition must be true, AND so on for a record to be selected. 
Conditions can also be joined together using OR to create more complex selection criteria. 
When OR is used, only one condition must be true for a record to be selected. If there is a 
condition set (more than one condition) preceding or following OR, only one condition or 
condition set must be true, but all conditions within the set must be true for a record to be 
selected. 

To join conditions using OR: 
1.  Create the first condition and insert it in the selection criteria. 
2. Click OR. 
3. Create the second condition and insert it into the list. 
4. Repeat steps 2-3 to join additional conditions using OR. 
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Edit Selection Criteria  
Remove Conditions from the Selection Criteria 
Remove conditions from selection criteria: 

• Click Remove to delete only the selected condition 

• Click Remove All to clear all of the conditions 

 
 
 
Change Condition Order 
Use the up and down arrow buttons to change the order of the conditions. In most cases, the 
order of the conditions will not affect search results. 

• Click the down arrow button to move the selected condition down one position 

• Click the up arrow button to move the selected condition up one position 

 

 
Change Existing Selection Criteria 
To edit conditions after selection criteria has been saved: 

1. Select Report | Selection Criteria from the menu. 
2. Highlight the selection criteria to edit and click Select. 
3. Double-click to edit a condition line. Insert will change to Overwrite. 
4. Make changes to the condition. 
5. Click Overwrite to update the condition.  
6. Repeat steps 2 - 4 to insert, remove, or arrange other conditions as needed. 
7. Click Save if using the same selection criteria name. Otherwise, enter a new name and 

click Save. 
8. Press “Y” to overwrite the existing selection criteria. 

 

 The message above will not appear if the selection criteria is saved using a new name. 
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Delete Selection Criteria 
To delete selection criteria: 

1. Access the Report Builder by selecting Report | Report Definition from the menu. 
2. Select the desired selection criteria to delete from the Selection Criteria drop-down list. 
3. Click Delete at the bottom of the window or press Delete on the keyboard. 
4. Click Yes. 
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Grouping Definition 
Grouping definition determines the following elements of a report: 

• Sort order 

• Subtotaling 

• Placement of page breaks 

There are two options for creating new grouping definitions. The first option is covered in this 
section of the user manual. The second is covered in Section 7 - Building & Viewing Custom 
Reports. 
 

 

Create New Grouping Definition  
To create a new grouping definition: 

1. Select Report | Grouping Definition from the menu.                     
2. Highlight New and click Select.  

                                        

Menu | Menu Item Description 

Report | Grouping Definition Build grouping definition for use with the Report 
Builder 

Report | Report Definition  
 

Build grouping definition within the Report Builder 
as a component of the report  
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3. Enter a name for the grouping definition. 
4. Double-click a field in the Available Fields drop-down box to add it to the Sort Order 

drop-down box. 
5. Repeat Step 4 to include additional fields. 
6. Use the up or down arrow to change the sort order. 
7. Click Ascending or Descending to establish the sort order of the selected field.  

• A plus sign (+) appears in front of fields with records sorted in ascending order. 
• A minus sign (-) appears in front of fields with records sorted in descending order. 

8. Highlight a field name in the Sort Order drop-down box and click Remove to remove it 
from the sort order. Click Remove All to remove fields from the Sort Order drop-down 
box.  

9. Click F10 – Save. 

                
   10.   Click Save. 

            
11. Click OK or press Esc to exit Grouping Definition. 
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Other Grouping Definition Features 
Create Subtotals 
Subtotal amounts on the report when the subtotal field value changes. 
To create report subtotals: 

1. Click Sub Total on Grouping Definition to access Sub Totals. The subtotals definition 
name will be the same as the grouping definition name. 

2. Double-click a field in the Available Fields drop-down box to add it to the Sub Total 
drop-down box. Only fields listed in the Sort Order drop-down box on Grouping 
Definition can be used to subtotal data. 

3. Repeat Step 2 to include additional subtotals.  
4. Use the up or down arrow to change the subtotal order. 
5. Click OK when finished to return to Grouping Definition. 

        
6. Click F10 – Save on Grouping Definition to save the change. 
7. Click OK to exit Grouping Definition. 
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Create Page Breaks 
Create a page break when the page break field value changes. 

To create page breaks: 
1. Click Page Breaks on Grouping Definition to access Page Breaks. The page breaks 

definition name will be the same as the grouping definition name. 
2. Double click a field in the Available Fields drop-down box to move it to the Page 

Breaks drop-down box. Only fields listed in the Sort Order drop-down box on Grouping 
Definition can be used to create page breaks. 

3. Repeat Step 2 to include additional page breaks. 
4. Click OK when finished to return to Grouping Definition. 

 
5. Click F10 – Save on Grouping Definition to save the change. 
6. Click OK to exit Grouping Definition. 
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Output Formats 
Format determines which fields appear on reports, labels, letters, export files, and the order in 
which the fields appear. Each column on reports and in output files represents a data field. 
Each row represents a record that matches selection criteria conditions. 
 
There are four functional output formats in PC LLL. List Format and List Export are the 
output formats most often used. The label and letter output types are not used as often 
because many users find it easier to export data from the application to create letters and 
labels using the mail merge feature in Microsoft Word or other software.  

• List Format 

• List Export 

• Label Format 

• Letter Format 
 

 



Los Angeles County Office of Education  PC Products Labels, Lists, and Letters User Manual 
Division of School Financial Services 
 
 

 VI-16 

List Format 
List Format determines which field data appears as columns on a report and the order in which 
the fields appear. The number of columns displayed on a report depends on the page 
orientation, paper size, font size, and page width. Up to three lines of field data per record can 
be reflected on a report.  The format does not affect the sort order. 
 

Create List Format 
To create a new list format: 

1. Select Report | Report Definition from the menu. 
2. Select the blank value from the List Format drop-down list in the Report Builder. 
3. Click Edit or double-click the Nothing in Here line in the View Box to go to List Format.  
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4. Enter a name for the list format. 
5. Double-click a field name(s) in the Available Fields drop-down box to add it to the  

Line 1 drop-down box.  
6. Repeat Step 5 to include additional fields. 
7. Click Line 2 and/or Line 3 as appropriate to add additional lines of field data. 
8. Click F10 – Save. 
 

     
 

9. Click Save. 

 
10.  Click OK or press Esc to exit List Format.  
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List Format Options  
Suppress Report Data 

Suppress prevents the field value from repeating on subsequent lines. If an account appears 
on a report 20 consecutive times, the account will only print on the first line. The next 19 lines 
in the account field will be blank.   

To suppress field data: 
1. Highlight the field and click Suppress. Two asterisks (**) are displayed next to fields 

with the suppress option. 

   
2. Click F10 – Save to update the format. 

 
List Options  

List Options provides additional format features. The option(s) selected will be applied to all 
reports. 

 
 
 
 

 

 

   
To select additional format features: 

1. Click Options on List Format to display format options. 
2. Check the box next to the selected option(s). 
3. Click OK to save the settings and return to List Format. 

 
4. Click F10 – Save to update the format.  

Option Description 

Double Space on Account Adds an additional line between each account 

Summary Mode Only reflects total lines 

Skip Records Skips the number of records entered in the 
adjacent drop-down box 
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List Export 
List Export creates electronic output files in various file formats. Export files contain the same 
fields and records reflected on the formatted report but do not include subtotals, totals, page 
breaks, report titles, or other grouping and format features. 
 

 
 

Create List Export File 
To create a list export file: 

1. Select an existing report from the Reports drop-down list. 
2. Type the export file name in the Export File Name field. Do not include spaces or 

symbols as part of the file name. 
3. Select the export file format from the Type drop-down list. The following file formats are 

available: 
• Excel  
• Lotus 123 
• Database (DBF) – use when spreadsheet file exceeds 16,383 lines 
• Text 
• Tab Delimited (Tab) 
• Comma Delimited (Comma) 

4. Check the Format box to produce text in its proper case. Otherwise, the text is in capital 
letters. 

 

 

 

The case for acronyms or abbreviations may not reflect accurately if the Format box is 
checked. Refer to the Appendix on Page A-19 for instructions on opening DBF file(s) 
with Excel. 
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Label Format 
Label Format creates mailing labels with up to five different lines. One or more lines can be left 
blank. 

Create Label Format 
To create a label format: 

1. Select Report | Report Definition from the menu. 
2. Select the blank value from the Label Format drop-down list in the Report Builder. 
3. Enter a name for the label format. 
4. Double-click a field name in the Available Fields list box to add it to the Line 1 list box. 

Most labels have one field per line except address labels which usually have the city, 
state, and zip code reflected on the same line. 

5. Select the appropriate radio button at the bottom of Label Format and repeat Step 4 to 
add a field to one or more of the remaining lines. 

6. Click F10 - Save or press F10.  

         
7. Click Save. 

   
8. Click OK to exit Label Format. 
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Letter Format 
Letter Format enables users to select fields to include in a mail merge. This feature is rarely 
used in PC LLL. Please contact Technical Support staff if you need assistance setting up a 
letter format. 
 
Graph Format  
Graph Format is not currently available.  Most users create graphs and charts in Excel or other 
software using data exported from PC LLL. 
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Section 7  
Building & Viewing 

Custom Reports 
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PC LLL Report Builders 
The PC LLL Report Builder and PC LLL Quick Report Builder are powerful tools for creating a 
wide-range of on-demand custom reports using HRS data available in the application. The 
Quick Report Builder is a simplified version of the Report Builder that automatically includes 
the most frequently used data elements for selection criteria, grouping definition, and list 
format in the report definition. It does not include options for creating labels and letters.  

In the Report Components Section of the user manual, the three primary building blocks of 
reports (selection criteria, grouping definition, and format) are covered in detail.  

In this section, we demonstrate how to: 

• Create a report using existing report components 

• Create a report using new report components 

• Edit an existing report 

• Create a report using the Quick Report Builder 

• Generate a report to create report output 

• Preview, print, and export report output  
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Create Reports Using the Report Builder 
Create Report Using Existing Report Components 
To create a report using existing report components: 

1. Select Report | Report Definition from the menu. 

                  

2. Select a selection criteria from the Selection Criteria drop-down list. ACTIVE JOB 
STATUS_SELECTION CRITERIA is selected for this illustration. 

                 

Number of user’s custom reports  
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3. Select a grouping definition from the Sort/Subtotals/Pagebreaks drop-down list 
(grouping definition is the same as sort/subtotals/pagebreaks). ACTIVE JOB  
STATUS_ GRP DEFINITION is selected for this illustration. 

                 
 

4. Select a list format from the List Format drop-down list. ACTIVE JOB STATUS_ 
FORMAT is selected for this illustration. 
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5. Enter the Export File Name and select the Type from the drop-down list. 
6. Enter a report title, message, or note in Top of Page Title for List as appropriate. It will 

appear in the upper left corner of the formatted report. 
7. Click Save or press F10.  
8. Enter the report name when prompted. PC LLL will suggest a name for the report  

based on the selection criteria name. 
9. Click Save. 

10.  Click Run to generate report output. 
11.   Click Output to preview, print and/or export report. 

             
 

Report Sample 

 
 

Users can enter titles or other information that will be displayed in the upper left corner 
on formatted reports. Titles, messages, and notes are not included in Excel or other 
export files. 
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Create Report Using New Report Components 
To create a report using new report components: 

1. Select Report I Report Definition from the menu.  

                    
2. Select the blank value from the Selection Criteria drop-down list. 
3. Click Edit or double-click the Nothing in Here line in the View Box to go to Selection 

Criteria. 
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4. Enter a name for the selection criteria. CERTIFICATED SALARIES_SEL CRITERIA is 
entered for this illustration. 

                    
5. Select a field from the Available Fields drop-down list. 

                                        
6. Select a comparison operator from the Conditions drop-down list. 

   
7. Click Valid to display available values. 
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8. Double-click the value in the Valid list box. If the value is not listed, type it in the 
Example box. 

                             
9. Click Insert to add the condition to the selection criteria. 

   
10.  Repeat steps 5 – 9 to add additional available fields or conditions. 
11.  Click F10 - Save when finished. 
12.   Click Save. 
13.   Click OK or press Esc to return to the Report Builder. 

     
14.   Select the blank value from the Sorts/Subtotals/Pagebreaks drop-down list. 
15.  Click Edit or double-click the Nothing in Here line in the View Box to go to Grouping 

Definition. 
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16. Enter a name for the grouping definition. CERTIFICATED SALARIES_GRP 
DEFINITION is entered for this illustration. 

17. Double-click a field name in the Available Fields list box to add it to the Sort Order list 
box. 

18. Repeat Step 17 to include additional sort fields. 
19. Click Sub Totals on Grouping Definition to include report subtotals. 

    
20. Double-click a field in the Available Fields list box to add it to the Sub Total list box. 
21. Repeat Step 20 to include additional subtotals. 
22. Click OK when finished to return to Grouping Definition. 
23. Click F10 – Save.  
24. Click Save. 
25. Click OK to return to the Report Builder. 
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26. Select the blank value from the List Format drop-down list in the Report Builder. 
27. Click Edit or double-click the Nothing in Here line in the View Box to go to List Format. 

        
28. Enter a name for the list format. CERTIFICATED SALARIES_FORMAT is entered for 

this illustration. 
29. Double-click a field name in the Available Fields list box to add it to the Line 1 list box. 
30. Repeat Step 29 to include additional fields. 
31. Click Line 2 and/or Line 3 as appropriate to add additional lines of field data. 
32. Click F10 – Save. 
33.   Click Save. 
34. Click OK or press Esc to return to the Report Builder. 
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35. Enter the export file name and select the file type from the drop-down list. 
36. Click Save.  
37.   Enter a name for the report. CERTIFICATED SALARIES REPORT is entered for this    

illustration. 
38. Click Save.  

 
39. Click Run. 
40. Click Output to preview, print, and/or export report output. 

There is no set naming convention for reports and report components. Some users 
prefer to use names such as “Sum by Barg Unit” to describe the report component. 
See the Report Builder illustration on Page VII-15. 
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Edit an Existing Custom Report 
To edit an existing custom report: 

1. Select Report I Report Definition from the menu. 
2. Select the report to edit from the Reports drop-down box. CERTIFICATED SALARIES 

REPORT is selected for this illustration. 
3. Place the cursor in the Selection Criteria drop-down box to edit the selection criteria. 

Use the same process to edit the other report components. 
4. Click Edit or double-click a line in the View Box to go to Selection Criteria. 

 
5. Double-click the condition to edit. ANNUAL SALARY is selected for this illustration. 

Insert will change to Overwrite. 

    
6. Select a comparison operator from the Conditions drop-down list as appropriate.  
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7. Click Valid to display available values. 
8. Double-click the value in the Valid list box. If the value is not listed, type it in the 

Example box. Forty thousand (40000) is entered for this illustration. 

 
9.  Click Overwrite to change the annual salary condition. 

      
10. Click F10 – Save when finished.  
11. Click Save if using the same selection criteria name. Otherwise, enter a new name and 

click Save. 
12. Press “Y” to overwrite the existing selection criteria. 
13. Click OK or press Esc to return to the Report Builder. 
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View an Existing Custom Report 
To view an existing custom report: 

1. Select Report l Report Definition from the menu. 
2. Select the report to view from the Reports drop-down menu to display report 

components. 
3. Place the cursor in the selection criteria, grouping definition, or format detail drop-down 

box to display report component elements in the View Box. List Format detail is 
displayed in the View Box in the illustration below. 

   
 

To run a report, a selection criteria, a grouping definition, and either a list, label, or 
letter format must be selected. After clicking Run to generate the report, the Last Run 
date and time appear in the upper left corner of the Report Builder. Last Run refers to 
the most recent date and time the report was generated, not the data “as of” date.  
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Create Output Files Using the Report Builder  
Create a Formatted Report 
To create a formatted report:  

1. Select Report I Report Definition from the menu. 
2. Select a report from the Reports drop-down box in the Report Builder. 
3. Click Run. 
4. Click Output to preview or print report output.  

        
5. Select the radio button in front of List. 
6. Click Continue.  
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7. Click Preview or Print from the List Output to view the report. If the line width exceeds 
the page width, adjust the Paper Size, Orientation, and/or Print. Refer to List Output 
Features on Page VII-20 for more information on formatting report output. 

       
8. Click Preview to review the report in Print Preview. The complete report can be sent to 

the default printer by clicking the printer icon on the toolbar. Return to the List Output to 
print selected pages of the report or print to another printer. 

 

Report Sample 

        
9. Press Esc to return to List Output. 

10. Click Cancel to return to the Report Builder. 
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Create an Export File   
To create an export file: 

1. Select Report I Report Definition from the menu. 
2. Select a report from the Reports drop-down box in the Report Builder. 
3. Enter the Export File Name in the field provided. Do not include spaces or symbols as 

part of the file name.  
4. Select the file format from the Type drop-down list.  
5. Check the optional Format box to display text in the proper case. Otherwise, all text is in 

capital letters. The case for acronyms or abbreviations may not reflect accurately if the 
Format option is selected. 

6. Click Run. The export file automatically saves to the designated export path. Refer to 
Verify System Set Up and User Paths in Section 2 – Getting Started on Page II-6 to 
verify path for export file format. 

  
 
 

 
 

   
                         

  

  See sample export file on next page. 

Select Database (DBF) as the report output type for spreadsheets exceeding 16,383 
lines. Select Excel (XLS) for spreadsheets with 16,383 or fewer lines. Refer to the 
Appendix on Page A-19 for instructions on opening DBF file(s) with Excel. 
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    Report Sample in Excel Format 

                              

  
 
Create Label Output 
Refer to Section 6 – Report Components on Page VI-20 for creating label output files.  
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List Output Features 
List Output provides features to adjust the report format before previewing or printing it. Output 
cannot be viewed or printed if the line or page width requires adjustment. These features can 
be used to create a PDF file, change the paper size, report orientation, spacing, titles, print 
size and/or left margin.  

 

Below is an overview of List Output features. 

Features Description 

Line Width Number of characters reflected on a report line. The line width 
must be less than or equal to the page width. 

Page Width Current maximum available page width based on the output 
settings. Change the paper size, orientation, and/or print size to 
adjust the page width. 

Paper Size Letter (standard 8.5” by 11”) or legal (standard 8.5” by 14”)   

Orientation Portrait for the lines to span the short side of the page, allowing 
for more lines per page or landscape for the lines to span the 
long side of the page, allowing for greater line width 

Spacing Single or double 

Titles Print on every page or only on the first page of the report 

Print Regular (10 point font) Small (9 point font) or Fine (8 point font) 

Left Margin Adjust left margin 

The status message at the bottom of the window indicates an estimated page count 
which may change as the report format is adjusted. 
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PC LLL Quick Report Builder  
The Quick Report Builder includes the same report fields and most of the same functionality as 
the Report Builder. As the name implies, the Quick Report Builder enables users to quickly set 
up and run custom reports. 

The Quick Report Builder differs from the regular Report Builder in the following ways: 

• The Quick Report Builder automatically populates the selection criteria, grouping 
definition, and format report components with data frequently used to create custom 
reports. 

• The Quick Report Builder does not include label and letter format options. 

To build a new custom report using the Quick Report Builder: 
1. Select Report | Quick Report from the main menu. 
2. Click New. 
3. Enter the report name. 
4. Click Save. The Selection Criteria, Sorts/Subtotals/Pagebreaks, and List Format fields 

are automatically populated with data fields commonly used to create custom reports. 
Users can edit report components as desired. 
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5. Place the cursor in the Selection Criteria field and click Edit or double-click to update 
selection criteria. For this example the Job Type field was added.   

6. Click Save. 

 
7. Click OK to return to the Quick Report Builder window. 
8. Place the cursor in the Sorts/Subtotals/Pagebreaks field and click Edit to update the 

grouping definition.  For this example the Name Last First field was replaced with the 
Job Class Number field.   

9. Click Save. 

 
10.  Click OK to return to the Quick Report Builder window. 
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11.  Place the cursor in the List Format field and click Edit to update the report format.   
 For this example the Work Calendar, Retirement Plan, and Work Loc Numb fields 
 were added to the format. The Work Loc Title field was moved to the bottom of the list. 

12.  Click Save. 

     
13.  Click OK to return to the Quick Report Builder window.  
14.  Enter an export file name and select the file type to produce an export file.  

 Below is a screen shot of the modified report definition. 
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Section 8  
Report Utilities 
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Report Utilities 
The three report utilities listed below are very useful for report and output management.  These 
utilities are accessed by selecting Report | Report Utilities.  

• Report Lister 
• Change Column Names 
• Report Synchronizer  

 
 
Report Lister  
The Report Lister is a repository of a user’s custom reports, selection criteria, grouping 
definitions, and formats. It can be used to view or print report definitions and report component 
detail stored within the application on the user’s computer. The Report Lister is a good tool for 
organizing PC LLL reports and components.  

To print or view libraries:  
1. Select Report | Report Utilities | Report Lister. 
2. Click the radio button for the desired library. 
3. Click Preview or Print 
4. Click Cancel when finished. 
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Change Column Names 
Change the field name reflected in the column header on formatted reports. The original 
database field name and the header name in export files will not change. 
 
 To change a column header name:  

1. Select Report | Report Utilities | Change Column Names from the menu. 
2. Identify the field name to change in the User name column. 
3. Place the cursor in the corresponding field of the Format column name and overwrite 

the existing name. 

 
 

4. Press Enter on the keyboard to save the change. 
5. Repeat steps 2 through 4 to change additional column names. 
6. Press ESC or click X in the upper right corner when finished.  

 
 

Column name changes are temporary. Modified column names will revert to the system 
default name whenever the system is updated, which is daily for most users. 
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Report Synchronizer  
The Report Synchronizer enables users to share their custom reports with other users. 

To share reports: 
1. Select Report | Report Utilities | Report Synchronizer I Reports or Quick Report 

from the menu. 
2. Make sure all other users are logged out of PC LLL. 

 
3. Click Continue. 
4. Double-click the name(s) of the report to share or click Select All to share all reports 

listed. 
• A minus sign (-) appears in front of reports that will not be shared. 
• A plus sign (+) appears in front of reports that will be shared. 

               
5. Select the user(s) that will get a copy of the report.   

• To add recipients: Select the User ID from the Available Users drop-down 
box and click the right arrow or double-click the User ID. 

• To remove recipients: Select the User ID from the Recipients drop-down 
box and click the left arrow or double-click the User ID.  
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6. Click Synchronize when finished. 
7. Click Yes. 

 

 
 

8. Click Close when synchronization is complete. 
 
 
 
 
 
 
 

Click Select All to include all the reports listed. Click Deselect All to exclude all the 
reports listed.  
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PC LLL Report Fields Sorted by HRS Screen Number - Link to PDF and Excel versions of matrix: https://www.lacoe.edu/BusinessServices/SchoolFinancialServices/PCProducts.aspx

Employee Database (EDB)
Personnel Action Data Screen (003)

Field Name HRS FIELD (if applicable) Description HRS Manual Type Table Name Screen Name and Number
Selection 
Criteria Sorting Length

EID EID Employee's identification number Bulletin 343, 06/01/2010 C EMPLOYEE Personnel Action Data Screen (003) Y Y 9

EID_4 NA Last four digits of EID - C EMPLOYEE Personnel Action Data Screen (003) Y Y 4

NAME Last First Name Employee's last name, first name III-19 C EMPLOYEE Personnel Action Data Screen (003) Y Y 30

NAME First Last NA Employee's first name last name - C EMPLOYEE Personnel Action Data Screen (003) Y Y 30

NAME First NA Employee's first name - C EMPLOYEE Personnel Action Data Screen (003) Y Y 30

NAME Last NA Employee's last name III-19 C EMPLOYEE Personnel Action Data Screen (003) Y Y 30

PRIME JOB Primary Job Prime job number III-20 C EMPLOYEE Personnel Action Data Screen (003) Y Y 1

EMP_DESC Employee Description Employee Description III-20 C EMPLOYEE Personnel Action Data Screen (003) Y Y 20

EMPLOYEE TYPE Employee Type Employee type III-20 C EMPLOYEE Personnel Action Data Screen (003) Y Y 1

PERM INDICATOR Permanency Indicator Permanency indicator code III-20 C EMPLOYEE Personnel Action Data Screen (003) Y Y 1

PERM.IND.TITLE Permanency indicator description Description of permanency indicator code II-84 C PERM Personnel Action Data Screen (003) N Y 24

NEW_PERS Pension Reform Status Pension reform status Bulletin 3508, 02/07/2013 C EMPLOYEE Personnel Action Data Screen (003) Y Y 1

PAY LOCATION Pay Location Pay location code III-20 C EMPLOYEE Personnel Action Data Screen (003) Y Y 3

PAY LOC TITLE Pay location description Pay location description II-83 C PAY_LOC Personnel Action Data Screen (003) N Y 25

ORIG HIRE DATE Original Hire Original hire date III-20 D EMPLOYEE Personnel Action Data Screen (003) Y Y 8

PROB. SERVICE 1st Prob Service First probationary service date III-20 D EMPLOYEE Personnel Action Data Screen (003) Y Y 8

SENIOR DATE Seniority Date Seniority date III-20 D EMPLOYEE Personnel Action Data Screen (003) Y Y 8

F_WORK_DT 1st Work Date First work date III-21 D EMPLOYEE Personnel Action Data Screen (003) Y Y 8

LAST ACTION Last Actions Last action codes III-21 C EMPLOYEE Personnel Action Data Screen (003) Y Y 8

L ACTION DATE Last Action Date Last action effective date III-21 D EMPLOYEE Personnel Action Data Screen (003) Y Y 8

MIN RCD Minimum Record Minimum data record III-21 C EMPLOYEE Personnel Action Data Screen (003) Y Y 1

EMPLOYEE STATUS Employment Status Employment status III-21 C EMPLOYEE Personnel Action Data Screen (003) Y Y 1

STATUS EFF DATE Status Date Date of status effective date III-21 D EMPLOYEE Personnel Action Data Screen (003) Y Y 8

EMPLOYEE TERM NA Termination code III-21 C EMPLOYEE Personnel Action Data Screen (003) Y Y 2

Job Assignment Screen (004)

JOB NUMBER Job Job number III-25 C JOB Job Assignment Screen (004) Y Y 1

POSITION NUMB Position Position number III-25 C JOB Job Assignment Screen (004) Y Y 6

POS_1 NA First digit of position number - C JOB Job Assignment Screen (004) Y Y 1

POS_2 NA Second digit of position number - C JOB Job Assignment Screen (004) Y Y 1

POS_3 NA Third digit of position number - C JOB Job Assignment Screen (004) Y Y 1

POS_4 NA Fourth digit of position number - C JOB Job Assignment Screen (004) Y Y 1

POS_5 NA Fifth digit of position number - C JOB Job Assignment Screen (004) Y Y 1

POS_6 NA Sixth digit of position number - C JOB Job Assignment Screen (004) Y Y 1

BOARD APPR DATE Board Approval Board approval date III-25 D JOB Job Assignment Screen (004) Y Y 8

CREDENTIAL Credential Credential code III-25 C JOB Job Assignment Screen (004) Y Y 5

CREDENTIAL EXP Cred Exp Date Credential expiration date III-26 D JOB Job Assignment Screen (004) Y Y 8

ACADEMIC RANK Acad Rank Academic rank III-26 C JOB_TBL Job Assignment Screen (004) N Y 1

JOB CLASS NUMBR Job Class Job class number III-26 C JOB Job Assignment Screen (004) Y Y 6

JOB CLASS TITLE Job Class Job class title II-20 C JOB_TBL Job Assignment Screen (004) N Y 25

JOB TYPE Job Type Job type II-20 C JOB_TBL Job Assignment Screen (004) Y Y 1

JOB STATUS Job Status Job status III-26 C JOB Job Assignment Screen (004) Y Y 1

JOB STATUS DATE Status Date Job status date III-26 D JOB Job Assignment Screen (004) Y Y 8

JOB PERM INDIC Job Permanency Job permanency indicator III-26 C JOB Job Assignment Screen (004) Y Y 1
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Field Name HRS FIELD (if applicable) Description HRS Manual Type Table Name Screen Name and Number
Selection 
Criteria Sorting Length

Job Assignment Screen (004) (Continued)

JOB FAMILY Job Fam Groups related jobs III-26 C JOB_TBL Job Assignment Screen (004) Y Y 2

C ENTRY DATE Class Entry First worked date in classification III-26 D JOB Job Assignment Screen (004) Y Y 8

WORK LOC NUMB Work Location Work location number III-26 C JOB Job Assignment Screen (004) Y Y 5

WRK_SITE Work Location Work location sub-site III-26 C JOB Job Assignment Screen (004) Y Y 3

WORK LOC.TITLE Work Location Work location description II-38 C WORK_TBL Job Assignment Screen (004) N Y 30

WORK PHONE Work Phone Work phone number III-27 C JOB Job Assignment Screen (004) Y Y 13

WORK EXT Ext Work extension III-27 C JOB Job Assignment Screen (004) Y Y 4

ANNIVER DATE Anniv Date Anniversary date III-27 D JOB Job Assignment Screen (004) Y Y 8

PASS PR DATE Pass Prob Date Pass probation date III-27 D JOB Job Assignment Screen (004) Y Y 8

EVALUATION TYPE Eval Type Type of evaluation III-27 C JOB Job Assignment Screen (004) Y Y 1

EVALUATION DATE Eval Due Date Due date of evaluation III-27 D JOB Job Assignment Screen (004) Y Y 8

BARG UNIT Barg Unit Bargaining unit code III-27 C JOB Job Assignment Screen (004) Y Y 2

BARG.UNIT TITLE Code Bargaining unit code description II-84 C BARG District Codes Table (028) N Y 25

UNIT MEMBER Unit Member Member of a collective bargaining unit III-27 C JOB Job Assignment Screen (004) Y Y 1

MILEAGE ELIG Mileage Elig Eligible for mileage III-27 C JOB Job Assignment Screen (004) Y Y 1

LEAVE REASON Leave Reason Code for leave of absence III-27 C JOB Job Assignment Screen (004) Y Y 2

LEAVE DESCRIPTN REASON Leave reason description III-27 C LEAVE Job Assignment Screen (004) N Y 20

LEAVE TYPE Leave Type Employee is on paid or unpaid leave III-27 C JOB Job Assignment Screen (004) Y Y 1

LEAVE DATE BEG Leave Begin Beginning date of leave of absence III-27 D JOB Job Assignment Screen (004) Y Y 8

LEAVE DATE END Leave End Ending date of leave of absence III-28 D JOB Job Assignment Screen (004) Y Y 8

TERM REASON Termination Reason Code for termination III-28 C JOB Job Assignment Screen (004) Y Y 2

TERM. DESCRIPTN Termination Reason Termination code description II-84 C TERMINAT Job Assignment Screen (004) N Y 20

TERM DATE Termination Date Date employee is to be terminated III-28 D JOB Job Assignment Screen (004) Y Y 8

REHIRE ELIG Termination Rehire Elig Code whether employee is eligible for rehire III-28 C JOB Job Assignment Screen (004) Y Y 1

Job Classification Table (004) - Additional Fields

WORK_SCHED PERS Work Sched PERS work schedule II-21 C JOB_TBL Job Classification Table (004) Y Y 2

FLSA_STAT FLSA Fair Labor Standards Act II-21 C JOB_TBL Job Classification Table (004) Y Y 1

OT_ELIG Overtime Eligibil Overtime eligibility for job class II-21 C JOB_TBL Job Classification Table (004) Y Y 1

CATEGORY CODE EEO Cat EEO Category II-22 C JOB_TBL Job Classification Table (004) N Y 2

SUB CATEGORY CD EEO Sub EEO Category II-22 C JOB_TBL Job Classification Table (004) N Y 1

RET_PLN Ret Plan Retirement plan II-23 C JOB_TBL Job Classification Table (004) Y Y 2

RET_ST Ret Stat Retirement status II-23 C JOB_TBL Job Classification Table (004) Y Y 1

SENIOR_FAM Seniority Family Groups jobs for seniority II-24 C JOB_TBL Job Classification Table (004) Y Y 2

RET_SUBJ Mass Retro Subj Job class is subject to retro II-24 C JOB_TBL Job Classification Table (004) Y Y 1

RET_STEP Mass Retro Steps Number of steps for retro II-24 C JOB_TBL Job Classification Table (004) Y Y 2

RET_RANGE Mass Retro Ranges Indicates the number of ranges for retro II-24 C JOB_TBL Job Classification Table (004) Y Y 3

Salary/Pay Rate Screen (005)

PAY CYCLE Cycle Pay cycle III-31 C JOB Salary/Pay Rate Screen (005) Y Y 2

PAY BASIS Basis Pay basis III-31 C JOB Salary/Pay Rate Screen (005) Y Y 1

PAY MONTHS Pay Mos Pay months III-31 C JOB Salary/Pay Rate Screen (005) Y Y 2

ILL PLAN Ill Plan Illness plan III-31 C JOB Salary/Pay Rate Screen (005) Y Y 2

VAC PLAN Vac Plan Vacation plan code III31 C JOB Salary/Pay Rate Screen (005) Y Y 2

TIME REPORT LOC Time Rpt Locn Time report location code III-32 C JOB Salary/Pay Rate Screen (005) Y Y 3

TIME RPT CODE Time Rpt Cd Time report code III-32 C JOB Salary/Pay Rate Screen (005) Y Y 1

EARN TYPE Earnings Types Earnings type code III-32 C JOB Salary/Pay Rate Screen (005) Y Y 3

EARN TYPE2 Earnings Types Earnings type code 2 III-32 C JOB Salary/Pay Rate Screen (005) Y Y 3
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Field Name HRS FIELD (if applicable) Description HRS Manual Type Table Name Screen Name and Number
Selection 
Criteria Sorting Length

Salary/Pay Rate Screen (005) (Continued)

EARN TYPE3 Earnings Types Earnings type code 3 III-33 C JOB Salary/Pay Rate Screen (005) Y Y 3

SALARY SCHEDULE Sched Salary schedule III-33 C JOB Salary/Pay Rate Screen (005) Y Y 1

RANGE/COL Range Range or column on salary schedule III-33 C JOB Salary/Pay Rate Screen (005) Y Y 3

SALARY STEP Step Step on salary schedule III-33 C JOB Salary/Pay Rate Screen (005) Y Y 2

SALARY EFF DATE Eff Date Effective date of current salary rate III-33 D JOB Salary/Pay Rate Screen (005) Y Y 8

PERCENT FT %Full-Time Percent of full-time service III-33 N JOB Salary/Pay Rate Screen (005) Y Y 6

CALC METHOD Calc Meth Calc method III-33 C JOB Salary/Pay Rate Screen (005) Y Y 1

FT RATE Full-time Rate Full-time rate III-33 N JOB Salary/Pay Rate Screen (005) Y Y 10

SALARY RATE Salary Rate Salary rate III-33 N JOB Salary/Pay Rate Screen (005) Y Y 10

STIPEND PSN 1-5 Stipends Periodic stipends 1-5 III-34 C JOB Salary/Pay Rate Screen (005) Y Y 24

STIPEND POSTN 1 Stipends Periodic stipend 1 III-34 C JOB Salary/Pay Rate Screen (005) Y Y 3

STIP_DESC1 Stipends Stipend name of periodic stipend 1 II-70 C JOB Salary/Pay Rate Screen (005) Y Y 10

STIPEND POSTN 2 Stipends Periodic stipend 2 III-34 C JOB Salary/Pay Rate Screen (005) Y Y 3

STIP_DESC2 Stipends Stipend name of periodic stipend 2 II-70 C JOB Salary/Pay Rate Screen (005) Y Y 10

STIPEND POSTN 3 Stipends Periodic stipend 3 III-34 C JOB Salary/Pay Rate Screen (005) Y Y 3

STIP_DESC3 Stipends Stipend name of periodic stipend 3 II-70 C JOB Salary/Pay Rate Screen (005) Y Y 10

STIPEND POSTN 4 Stipends Periodic stipend 4 III-34 C JOB Salary/Pay Rate Screen (005) Y Y 3

STIP_DESC4 Stipends Stipend name of periodic stipend 4 II-70 C JOB Salary/Pay Rate Screen (005) Y Y 10

STIPEND POSTN 5 Stipends Periodic stipend 5 III-34 C JOB Salary/Pay Rate Screen (005) Y Y 3

STIP_DESC5 Stipends Stipend name of periodic stipend 5 II-70 C JOB Salary/Pay Rate Screen (005) Y Y 10

STIP DATE 1 CD Stipends Dated stipend 1 code III-34 C JOB Salary/Pay Rate Screen (005) Y Y 2

STIP DATE 1 LVL Stipends Dated stipend 1 level III-34 C JOB Salary/Pay Rate Screen (005) Y Y 1

D1STIP_DES Stipends Stipend name of dated stipend 1 II-70 C JOB Salary/Pay Rate Screen (005) Y Y 10

D1STIP_ERN Stipends Dated Stipend 1 earnings type III-34 C JOB Salary/Pay Rate Screen (005) Y Y 3

D1STIP_DT1 Stipends Dated stipend 1 date 1 III-34 D JOB Salary/Pay Rate Screen (005) Y Y 8

D1STIP_DT2 Stipends Dated stipend 1 date 2 III-34 D JOB Salary/Pay Rate Screen (005) Y Y 8

D1STIP_DT3 Stipends Dated stipend 1 date 3 III-34 D JOB Salary/Pay Rate Screen (005) Y Y 8

D1STIP_DT4 Stipends Dated stipend 1 date 4 III-34 D JOB Salary/Pay Rate Screen (005) Y Y 8

STIP DATE 2 CD Stipends Dated stipend 2 code III-34 C JOB Salary/Pay Rate Screen (005) Y Y 2

STIP DATE 2 LVL Stipends Dated stipend 2 level III-34 C JOB Salary/Pay Rate Screen (005) Y Y 1

D2STIP_DES Stipends Stipend name of dated stipend 2 II-70 C JOB Salary/Pay Rate Screen (005) Y Y 10

D2STIP_ERN Stipends Dated stipend 2 earnings type III-34 C JOB Salary/Pay Rate Screen (005) Y Y 3

D2STIP_DT1 Stipends Dated stipend 2 date 1 III-34 D JOB Salary/Pay Rate Screen (005) Y Y 8

D2STIP_DT2 Stipends Dated stipend 2 date 2 III-34 D JOB Salary/Pay Rate Screen (005) Y Y 8

D2STIP_DT3 Stipends Dated stipend 2 date 3 III-34 D JOB Salary/Pay Rate Screen (005) Y Y 8

D2STIP_DT4 Stipends Dated stipend 2 date 4 III-34 D JOB Salary/Pay Rate Screen (005) Y Y 8

RETIRE RATE Retire Rate Retirement rate III-34 N JOB Salary/Pay Rate Screen (005) Y Y 10

OVERRIDE O/Ride Override the retirement reporting rate III-34 C JOB Salary/Pay Rate Screen (005) Y Y 1

WORK DAYS Work Days Number of work days in a year III-34 N JOB Salary/Pay Rate Screen (005) Y Y 5

WORK CALENDAR Work Cal Work calendar III-35 C JOB Salary/Pay Rate Screen (005) Y Y 2

WRK HOURS PAID Work Hrs/Dy Work hours per day III-35 N JOB Salary/Pay Rate Screen (005) Y Y 5

SESS TYPE Sess Type Session type III-35 C JOB Salary/Pay Rate Screen (005) Y Y 1

RETIRE PLAN Retirement Plan Retirement plan III-35 C JOB Salary/Pay Rate Screen (005) Y Y 2

RETIRE STATUS Retirement Status Retirement status III-36 C JOB Salary/Pay Rate Screen (005) Y Y 1
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Field Name HRS FIELD (if applicable) Description HRS Manual Type Table Name Screen Name and Number
Selection 
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Salary/Pay Rate Screen (005) (Continued)

RETIRE SPECIAL Retirement Spl Retirement special indicator III-36 C JOB Salary/Pay Rate Screen (005) Y Y 1

RETIRE DATE Retirement Eff Date Retirement effective date III-36A D JOB Salary/Pay Rate Screen (005) Y Y 8

PERS C SR Retirement PERS Case Sts PERS case status - C JOB Salary/Pay Rate Screen (005) Y Y 1

STRS_CLS Retirement STRS Cls Cd STRS class code - C JOB Salary/Pay Rate Screen (005) Y Y 2

STRS_B_HRS Retirement STRS Base Hrs STRS base hours - N JOB Salary/Pay Rate Screen (005) Y Y 10

Labor Distribution Screen (006)

ACCOUNT SEQ_NO NA Sequence number - C ACCOUNT Labor Distribution Screen (006) Y Y 2

SACS_FUND NA Fund code and sub code, e.g. 01.0-xxxxx.x-xxxxx-xxxxxx-xxxx-xxxxxxx III-40 C ACCOUNT Labor Distribution Screen (006) Y Y 4

FUND Fund  Fund code, e.g. 01.x-xxxxx.x-xxxxx-xxxxx-xxxx-xxxxxxx III-40 C ACCOUNT Labor Distribution Screen (006) Y Y 2

SFUND SACS FUND Sub fund code, e.g. xx.0-xxxxx.x-xxxxx-xxxxx-xxxx-xxxxxx III-40 C ACCOUNT Labor Distribution Screen (006) Y Y 1

SACS_RESRC NA Resource and Project Year code, e.g. xx.x-14000.0-xxxxx-xxxxxx-xxxx-xxxxxxx III-40 C ACCOUNT Labor Distribution Screen (006) Y Y 7

RESOURCE Resrce/ProjYr Resource, e.g. xx.x-14000.x-xxxxx-xxxxx-xxxx-xxxxxxx III-40 C ACCOUNT Labor Distribution Screen (006) Y Y 5

GOAL Goal Goal code, e.g. xx.x-xxxxx.x-11100-xxxxx-xxxx-xxxxxxx III-40 C ACCOUNT Labor Distribution Screen (006) Y Y 5

FUNCTION Func Function code, e.g. xx.x-xxxxx.x-xxxxx-10000-xxxx-xxxxxxx III-40 C ACCOUNT Labor Distribution Screen (006) Y Y 5

SACS OBJ Obj Object code, e.g. xx.x-xxxxx.x-xxxxx-xxxxx-1110-xxxxxxx III-40 C ACCOUNT Labor Distribution Screen (006) Y Y 4

OBJECT MAJOR NA Major object code, e.g. xx.x-xxxxx.x-xxxxx-xxxxx-1xxx-xxxxxxx - C ACCOUNT Y Y 5

SACS LOC Sch/Loc School/Location code, e.g. xx.x-xxxxx.x-xxxxx-xxxxx-xxxx-1330000 III-40 C ACCOUNT Labor Distribution Screen (006) Y Y 7

LOCATION MAJOR NA School/Location code, e.g. xx.x-xxxxx.x-xxxxx-xxxxx-xxxx-13xxxxx - C ACCOUNT Y Y 2

ACCOUNT PERCENT Percent  Account percent III-40 N ACCOUNT Labor Distribution Screen (006) Y Y 10

SACS ACCT NA Account string, e.g. 01.0-14000.0-11100-10000-1110-1330000 III-40 C ACCOUNT Labor Distribution Screen (006) Y 37

SACS ACCT1 NA First 19 characters of account string, e.g. 01.0-14000.0-11100-xxxxx-xxxx-xxxxxxx III-40 C ACCOUNT Labor Distribution Screen (006) 19

SACS ACCT2 NA Last 18 characters of account string, e.g. xx.x-xxxxx.x-xxxxx-10000-1110-1330000 III-40 C ACCOUNT Labor Distribution Screen (006) 18

LOCATION NA NA - C ACCOUNT Y Y 4

MANAGE_CD NA NA - C ACCOUNT Y Y 4

OBJECT NA PBAS object code, e.g. xx-21100-xxxxxxxx-xxxx - C ACCOUNT Y Y 5

PROGRAM NA PBAS program code, e.g. xx-xxxxx-65018800-xxxx - C ACCOUNT Y Y 8

PROG  FUNC TYP NA PBAS function type - C ACCOUNT Y Y 1

PROG PROG -3 NA PBAS three middle digits of program, e.g. xx-xxxxx-xxx188xx-xxxx - C ACCOUNT Y Y 3

PROG GRANT YEAR NA PBAS last two digist of program, e.g. xx-xxxxx-xxxxxx00-xxxx - C ACCOUNT Y Y 2

ACCOUNT NA PBAS account string, e.g. 01-21100-65018800-0000 - C ACCOUNT Y Y 22

Credentials Information Screen (010)

CRED TYPE Type Credential type III-180 C CRED Credentials Information Screen (010) Y Y 2

CRED TYPE DESC Type Credential type description III-180 C CRED_TYP Credentials Information Screen (010) N Y 40

CRED TITLE Title Credential Title III-180 C CRED Credentials Information Screen (010) Y Y 4

CRED TITLE DESC Title Credential title description III-180 C CRED_TTL Credentials Information Screen (010) N Y 40

CRED DOC ID Doc Number Credential document number III-180 C CRED Credentials Information Screen (010) Y Y 12

CRED CBEST CBEST Date CBEST date III-180 C CRED Credentials Information Screen (010) Y Y 10

CRED REG.NO Regis No Registration number III-180 C CRED Credentials Information Screen (010) Y Y 5

CRED REG. DATE Regis Date Registration date III-180 C CRED Credentials Information Screen (010) Y Y 10

CRED ISSUE DATE Issue Date Date credential was issued III-180 C CRED Credentials Information Screen (010) Y Y 10

CRED EXPIRE DT Expir Date Date credential expires III-180 C CRED Credentials Information Screen (010) Y Y 10

CRED AUTH_CODES Auth Authorization codes III-180 C CRED Credentials Information Screen (010) Y Y 25

CRED REN_CODES Renew Renewal codes III-180 C CRED Credentials Information Screen (010) Y Y 25

CRED MAJORS Maj/Min/Subj Major  III-180 C CRED Credentials Information Screen (010) Y Y 25

CRED MINORS Maj/Min/Subj Minor  III-180 C CRED Credentials Information Screen (010) Y Y 25

CRED SUBJECT Maj/Min/Subj Subject III-180 C SUB_SSN Credentials Information Screen (010) Y Y 4

 08/07/2018 A-6



Field Name HRS FIELD (if applicable) Description HRS Manual Type Table Name Screen Name and Number
Selection 
Criteria Sorting Length

Credentials Information Screen (010) (Continued)

CRED SUBJ DESC Maj/Min/Subj Subject description III-180 C SUB_SSN Credentials Information Screen (010) Y Y 20

CURR_CRED NA Current credential - C CRED NA Y Y 1

SEID NA State EID - C EMPLOYEE NA Y Y 10

Longevity/Seniority Status Screen (011)

SENIORITY SEQ NA Sequence number - C SENIOR Longevity/Seniority Status Screen (011) Y Y 2

SENIORITY STAT Status Seniority status - C SENIOR Longevity/Seniority Status Screen (011) Y Y 1

SENIORITY FAMLY Family Seniority family - C SENIOR Longevity/Seniority Status Screen (011) Y Y 2

SENIORITY LEVEL Level Seniority level - C SENIOR Longevity/Seniority Status Screen (011) Y Y 3

SENIORI JOB CLS Job Class Number Seniority job class number - C SENIOR Longevity/Seniority Status Screen (011) Y Y 6

SENIORI JOB TTL Job Title Seniority job title - C SENIOR Longevity/Seniority Status Screen (011) Y Y 25

SENIORITY BEGDT Begin Seniority begin date - D SENIOR Longevity/Seniority Status Screen (011) Y Y 8

SENIORITY ENDDT End Seniority end date - D SENIOR Longevity/Seniority Status Screen (011) Y Y 8

SENIORITY CREDT Credit Seniority credit - N SENIOR Longevity/Seniority Status Screen (011) Y Y 7

SENIORITY CRTSQ Cert Seq Certificated sequence number - C SENIOR Longevity/Seniority Status Screen (011) Y Y 3

SENIORITY CSIGN NA Negative or positive seniority - C SENIOR Y Y 1

Contact Data Screen (012)

PREFIX Prefix Employee prefix III-44 C EMPLOYEE Contact Data Screen (012) Y Y 4

SUFFIX Suffix Employee Suffix III-44 C EMPLOYEE Contact Data Screen (012) Y Y 4

STREET Current Address Street III-44 C EMPLOYEE Contact Data Screen (012) Y Y 30

CITY City City III-44 C EMPLOYEE Contact Data Screen (012) Y Y 20

STATE State State III-44 C EMPLOYEE Contact Data Screen (012) Y Y 2

ZIP Zip Code Zip code III-45 C EMPLOYEE Contact Data Screen (012) Y Y 9

PHONE Home Phone Home telephone number III-45 C EMPLOYEE Contact Data Screen (012) Y Y 13

PHONE INDICATOR Phone Directory Indicator Information printed in personnel directory III-45 C EMPLOYEE Contact Data Screen (012) Y Y 1

BARG PHONE IND Collective Bargaining Directory Indicator Information printed in collective bargaining directory III-45 C EMPLOYEE Contact Data Screen (012) Y Y 1

EMERG CONTACT Emergency Contact Contact person in case of an emergency III-45 C EMPLOYEE Contact Data Screen (012) Y Y 30

EMER RELATION Relationship Relationship to the employee III-45 C EMPLOYEE Contact Data Screen (012) Y Y 8

EMER PHONE Contact Phone Telephone number of emergency contact person III-45 C EMPLOYEE Contact Data Screen (012) Y Y 13

** EMP_SSN Current SSN Nine-digit social security number - C EMPLOYEE Contact Data Screen (012) Y Y 11

SSN_4 NA Last four digits of current social security number - C EMPLOYEE Contact Data Screen (012) Y Y 4

PRIOR SSN Prior SSN Prior social security number III-21 C EMPLOYEE Contact Data Screen (012) Y Y 11

PRIOR NAME Prior Names Prior name III-46 C EMPLOYEE Contact Data Screen (012) Y Y 30

PRIOR NAME 2 Prior Names Prior name III-46 C EMPLOYEE Contact Data Screen (012) Y Y 30

PRIOR NAME 3 Prior Names Prior name III-46 C EMPLOYEE Contact Data Screen (012) Y Y 30

** The full SSN is only made available to districts that have a signed PC Products Addendum.  If no addendum exists, then it will display as XXX-XX-3333

Confidential Information Screen (013)

SEX Sex Gender III-48 C EMPLOYEE Confidential Information Screen (013) Y Y 1

ETHNIC Ethnicity - Yes, Hispanic or Latino Employee is of hispanic origin III-49 C EMPLOYEE Confidential Information Screen (013) Y Y 1

DOB Date of Birth Birthdate III-49 D EMPLOYEE Confidential Information Screen (013) Y Y 8

DOB MONTH Handicap Birth month III-49 C EMPLOYEE Confidential Information Screen (013) Y Y 2

DOB YEAR NA Birth year III-49 C EMPLOYEE Confidential Information Screen (013) Y Y 4

DOB DAY NA Birth day III-49 C EMPLOYEE Confidential Information Screen (013) Y Y 2

HANDICAP Handicap Handicap or disability III-50 C EMPLOYEE Confidential Information Screen (013) Y Y 1

CIT/VISA Citizenship/Visa Type of citizenship or visa III-50 C EMPLOYEE Confidential Information Screen (013) Y Y 2
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Confidential Information Screen (013) (Continued)

CIT/CNTRY Country Employee current country of citizenship III-50 C EMPLOYEE Confidential Information Screen (013) Y Y 3

VISA EXPIRE DT Visa Expiration Date Date visa expires III-50 D EMPLOYEE Confidential Information Screen (013) Y Y 8

MILITARY Military Status Current military status III-50 C EMPLOYEE Confidential Information Screen (013) Y Y 1

PERM/TEMP Perm/Temp Permanent or temporary III-51 C EMPLOYEE Confidential Information Screen (013) Y Y 1

PART/FULL Full/Part Full-time or part-time employee III-51 C EMPLOYEE Confidential Information Screen (013) Y Y 1

APPL TERM Appt Term Tenure status III-51 C EMPLOYEE Confidential Information Screen (013) Y Y 1

FUND SOURCE Fund Source Funding source III-51 C EMPLOYEE Confidential Information Screen (013) Y Y 1

AMER_IND Amer Indican/Alaska Native Employee is of american indian/alaskan native origin III-49 C EMPLOYEE Confidential Information Screen (013) Y Y 1

ASIAN_IND Asian Indian Employee is of asian indian origin III-49 C EMPLOYEE Confidential Information Screen (013) Y Y 1

AFR_AMER Black or African American Employee is of black (not hispanic origin) origin III-49 C EMPLOYEE Confidential Information Screen (013) Y Y 1

CAMBODIAN Camobodian Employee is of cambodian origin III-49 C EMPLOYEE Confidential Information Screen (013) Y Y 1

CHINESE Chinese Employee is of chinese origin III-49 C EMPLOYEE Confidential Information Screen (013) Y Y 1

FILIPINO Filipino Employee is of filipino origin III-49 C EMPLOYEE Confidential Information Screen (013) Y Y 1

GUAMANIAN Guamanian Employee is of guamanian origin III-49 C EMPLOYEE Confidential Information Screen (013) Y Y 1

HAWAIIAN Hawaiian Employee is of hawaiian origin III-49 C EMPLOYEE Confidential Information Screen (013) Y Y 1

HMONG Hmong Employee is of hmong origin III-49 C EMPLOYEE Confidential Information Screen (013) Y Y 1

JAPANESE Japanese Employee is of japanese origin III-49 C EMPLOYEE Confidential Information Screen (013) Y Y 1

KOREAN Korean Employee is of korean origin III-49 C EMPLOYEE Confidential Information Screen (013) Y Y 1

LAOTIAN Laotian Employee is of Laotian origin III-49 C EMPLOYEE Confidential Information Screen (013) Y Y 1

OTH_ASIAN Other Asian Employee is of other asian origin III-49 C EMPLOYEE Confidential Information Screen (013) Y Y 1

OTH_PAC_IS Other Pacific Islander Employee is of other pacific islander origin III-49 C EMPLOYEE Confidential Information Screen (013) Y Y 1

SAMOAN Samoan Employee is of samoan origin III-49 C EMPLOYEE Confidential Information Screen (013) Y Y 1

TAHITIAN Tahitian Employee is of tahitian origin III-49 C EMPLOYEE Confidential Information Screen (013) Y Y 1

VIETNAMESE Vietnamese Employee is of vietnamese origin III-49 C EMPLOYEE Confidential Information Screen (013) Y Y 1

WHITE White Employee is of white origin III-49 C EMPLOYEE Confidential Information Screen (013) Y Y 1

HISPANIC NA Employee is of hispanic origin III-49 C EMPLOYEE Confidential Information Screen (013) Y Y 1

ETHNIC_1 NA First ethnicity selected - C EMPLOYEE Y Y 15

ETHNIC_2 NA Second ethnicity selected - C EMPLOYEE Y Y 15

ETHNIC_3 NA Third ethnicity selected - C EMPLOYEE Y Y 15

ETHNIC_4 NA Fourth ethnicity selected - C EMPLOYEE Y Y 15

ETHNIC_5 NA Fifth ethnicity selected - C EMPLOYEE Y Y 15

Misc Personal Data Screen (014)

TB DATE TB Date Tuberculosis date III-73 C EMPLOYEE Misc Personal Data Screen (014) Y Y 7

PHYS EXAM DATE Physcial Exam Date Date of employees next physical exam III-73 D EMPLOYEE Misc Personal Data Screen (014) Y Y 8

EDUCATION LEVEL Education Level  Highest level of education completed III-74 C EMPLOYEE Misc Personal Data Screen (014) Y Y 2

ED LVL YEARS Education Level Year Year degree, certificate, or diploma was received III-74 C EMPLOYEE Misc Personal Data Screen (014) Y Y 2

DL NUMBER Driver's License Nbr Driver's license number III-74 C EMPLOYEE Misc Personal Data Screen (014) Y Y 8

DL EXPIRE DATE Expir Date Expiration date of driver's license III-74 D EMPLOYEE Misc Personal Data Screen (014) Y Y 8

DL CLASS Class Driver's license class III-74 C EMPLOYEE Misc Personal Data Screen (014) Y Y 1

DIST CODE 1 District Code 1 Defined by district III-74 C EMPLOYEE Misc Personal Data Screen (014) Y Y 2

DIST DATE 1 Date 1 Date defined by district III-75 D EMPLOYEE Misc Personal Data Screen (014) Y Y 8

DIST CODE 2 District Code 2 Defined by district III-74 C EMPLOYEE Misc Personal Data Screen (014) Y Y 2

DIST DATE 2 Date 2 Date defined by district III-75 D EMPLOYEE Misc Personal Data Screen (014) Y Y 8

DIST CODE 3 District Code 3 Defined by district III-74 C EMPLOYEE Misc Personal Data Screen (014) Y Y 6

DIST CODE 4 District Code 4 Defined by district III-74 C EMPLOYEE Misc Personal Data Screen (014) Y Y 6

DIST CODE 5 District Code 5 Defined by district III-74 C EMPLOYEE Misc Personal Data Screen (014) Y Y 30
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Misc Personal Data Screen (014) (Continued)

DIST CODE 6 District Code 6 Defined by district III-74 C EMPLOYEE Misc Personal Data Screen (014) Y Y 30

Education Screen (015)

DEGREE Degr Degree earned or pursued III-77 C DEGREE Education (015) Y Y 4

DEG TYPE Type Type of degree III-77 C DEGREE Education (015) Y Y 1

YR DEGREE Yr Year the degree was earned III-77 C DEGREE Education (015) Y Y 4

INST NAME Institution  Name of institution awarding the degree III-77 C DEGREE Education (015) Y Y 15

INST CODE Institution Code Institution awarding the degree III-77 C DEGREE Education (015) Y Y 6

DEGREE MAJOR Major Major field of study for the degree III-77 C DEGREE Education (015) Y Y 14

DEGREE MINOR Minor Minor field of study for the degree III-77 C DEGREE Education (015) Y Y 14

CR EARNED Credits Earnd Number of course credits earned III-77 C DEGREE Education (015) Y Y 3

CR NEEDED Credits Req Number of course credits needed III-77 C DEGREE Education (015) Y Y 3

Experience and Organization Screen (016)

EXP_TYPE Experience Typ Type of work experience III-78 C EXP Experience and Organization Screen (016) Y Y 1

EXP_NAME Experience Employer Previous employer III-79 C EXP Experience and Organization Screen (016) Y Y 15

EXP_CODE Experience Code Represent a company or profession III-79 C EXP Experience and Organization Screen (016) Y Y 6

EXP_LOC Experience Loc Location of school or business III-79 C EXP Experience and Organization Screen (016) Y Y 2

EXP_OFFICE Experience H/P Highest position held in the organization III-79 C EXP Experience and Organization Screen (016) Y Y 1

EXP_TITLE Experience Title/Function Work title or function of work experience III-79 C EXP Experience and Organization Screen (016) Y Y 20

EXP_BEG Experience From Beginning date of the work experience III-79 D EXP Experience and Organization Screen (016) Y Y 8

EXP_END Experience To Ending date of the work experience III-79 D EXP Experience and Organization Screen (016) Y Y 8

EXP_SALARY Experience Ending Salary (1000s) Maximum salary earned at work experience III-79 C EXP Experience and Organization Screen (016) Y Y 2

PRO_NAME Prof Org Organization/Society Name Abbreviated name of affiliated professional organization III-79 C PROF Experience and Organization Screen (016) Y Y 15

PRO_OFFICE Prof Org Highest Office Code of highest office held in the professional organization III-79 C PROF Experience and Organization Screen (016) Y Y 1

PRO_BEG Prof Org From Year the employee first held the office III-79 C PROF Experience and Organization Screen (016) Y Y 4

PRO_BEG_YY NA Last two digits of the From date C PROF Y Y 2

PRO_END Prof Org To Year the employee left the office III-79 C PROF Experience and Organization Screen (016) Y Y 4

PRO_END_YY NA Last two digits of the To date C PROF Y Y 2

Skills and Languages Screen (017)

LANGUAGE Language Languages proficient III-81 C LANGUAGE Skills and Languages Screen (017) Y Y 15

LANG_PROF Proficiency Fluency/proficiency in the language III-81 C LANGUAGE Skills and Languages Screen (017) Y Y 1

SKL_TYPE Skill Type Type of skills the employee acquired III-81 C SKILLS Skills and Languages Screen (017) Y Y 7

SKL_YR_PRO Skill Proficiency Employee's proficiency using this skill III-81 C SKILLS Skills and Languages Screen (017) Y Y 1

SKL_MO_EXP Skill Experience (Months) Number of months of experience using this skill III-81 C SKILLS Skills and Languages Screen (017) Y Y 3

SKL_YR_LU Skill Year Last Used Last year in which the employee used this skill III-81 C SKILLS Skills and Languages Screen (017) Y Y 4

Licenses, Honors and Comments Screen (018)

LIC NAME License/Certificate Name of license or certificate III-83 C LICENSE Licenses, Honors and Comments Screen (018) Y Y 14

LIC YEAR Year Obtained Year the license/certificate was received III-83 C LICENSE Licenses, Honors and Comments Screen (018) Y Y 2

LIC EXP DT Date Expires Expiration of license/certificate III-83 C LICENSE Licenses, Honors and Comments Screen (018) Y Y 7

LIC_YY NA Year the license/certificate expires III-83 C LICENSE Licenses, Honors and Comments Screen (018) Y Y 2

HNR_AWARD Honor/Award Type of honor/award received III-83 C HONORS Licenses, Honors and Comments Screen (018) Y Y 18

HNR_YEAR Honor Year Obtained Year the honor/award was received III-83 C HONORS Licenses, Honors and Comments Screen (018) Y Y 4

HNR_YY NA Year the honor/award was received III-83 C HONORS Licenses, Honors and Comments Screen (018) Y Y 2

COMMENTS Comments Comments regarding the employee III-83 C EMPLOYEE Licenses, Honors and Comments Screen (018) Y Y 60

Benefits and Additional Benefits Screens (020/021)

BENEFIT ELIG CD Benefit Elig Benefit eligibility III-55 C EMPLOYEE Standard Benefits/Adtl Standard Benefits Screens (020/021) Y Y 1

DEPENEDENT # OF Dependents Eligible employee dependents III-55 C EMPLOYEE Standard Benefits/Adtl Standard Benefits Screens (020/021) Y Y 2
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Field Name HRS FIELD (if applicable) Description HRS Manual Type Table Name Screen Name and Number
Selection 
Criteria Sorting Length

Benefits and Additional Benefits Screens (020/021) (Continued)

CAFETERIA MAX Café Max Cafeteria maximum III-55 N EMPLOYEE Standard Benefits/Adtl Standard Benefits Screens (020/021) Y Y 7

BEN. VERSION NA Version of benefit table II-76 C BENEFITS Standard Benefits/Adtl Standard Benefits Screens (020/021) Y Y 2

BEN. SEQUENCE # NA Benefit sequence number - C BENEFITS Standard Benefits/Adtl Standard Benefits Screens (020/021) Y Y 2

BEN. TYPE NA Identifies the type of benefit II-77 C BENEFITS Standard Benefits/Adtl Standard Benefits Screens (020/021) Y Y 3

BEN. TYPE DESC. NA Description of the benefit plan code II-77 C BENEFITS Standard Benefits/Adtl Standard Benefits Screens (020/021) Y Y 8

BEN. PLAN Plan Benefit plan code III-55 C BENEFITS Standard Benefits/Adtl Standard Benefits Screens (020/021) Y Y 3

BEN. PLAN DESC. Description Description of coverage level III-55 C BENEFITS Standard Benefits/Adtl Standard Benefits Screens (020/021) Y Y 7

BEN. COVER Coverg Benefit plan coverage III-55 C BENEFITS Standard Benefits/Adtl Standard Benefits Screens (020/021) Y Y 2

BEN. DEDUCT GTN Deduction Number Benefit deduction gross-to-net number III-55 C BENEFITS Standard Benefits/Adtl Standard Benefits Screens (020/021) Y Y 3

BEN. DEDUCT AMT Deduction Employee Benefit deduction amount III-55 N BENEFITS Standard Benefits/Adtl Standard Benefits Screens (020/021) Y Y 10

BEN DED OVERIDE Deduction Override Benefit deduction override indicator III-55 C BENEFITS Standard Benefits/Adtl Standard Benefits Screens (020/021) Y Y 3

BEN. CONTRB.GTN Contribution Number Benefit contribution gross-to-net number III-56 C BENEFITS Standard Benefits/Adtl Standard Benefits Screens (020/021) Y Y 3

BEN. CONTRB AMT Contribution Employer Benefit contribution amount III-56 N BENEFITS Standard Benefits/Adtl Standard Benefits Screens (020/021) Y Y 10

BEN CON OVERIDE Contribution Override Benefit contribution override indicator III-56 C BENEFITS Standard Benefits/Adtl Standard Benefits Screens (020/021) Y Y 3

BEN. EFFECT DT Effective Date Benefit effective Date III-56 D BENEFITS Standard Benefits/Adtl Standard Benefits Screens (020/021) Y Y 8

BEN. ENDING DT Effective End Date Benefit ending Date III-56 D BENEFITS Standard Benefits/Adtl Standard Benefits Screens (020/021) Y Y 8

BEN. PEND FLAG P Pending benefit eligibility approval III-56 C BENEFITS Standard Benefits/Adtl Standard Benefits Screens (020/021) Y Y 8

BEN. PAY BEG DT Payroll Begin Date Benefit payroll effective date III-56 D BENEFITS Standard Benefits/Adtl Standard Benefits Screens (020/021) Y Y 8

BEN. PAY END DT Payroll End Date Benefit payroll ending date III-56 D BENEFITS Standard Benefits/Adtl Standard Benefits Screens (020/021) Y Y 8

Dependents By Name Screen (022)

DEPENDENT NAME Dependent Name Name of dependent III-85 C DEPEND Dependents By Name Screen (022) Y Y 26

DEPENDENT SSN Dependent SSN Dependent SSN III-85 C DEPEND Dependents By Name Screen (022) Y Y 11

DEPENDENT DOB Birthday Dependent birthdate III-85 D DEPEND Dependents By Name Screen (022) Y Y 8

DEPENDNT RELATN Rel Relationship of dependent III-85 C DEPEND Dependents By Name Screen (022) Y Y 1

DEPENDNT STUDNT Stu Identifies if dependent is a student III-85 C DEPEND Dependents By Name Screen (022) Y Y 1

DEPENDENT BEN 1 Plan Code 1 Dependent eligibility for a given benefit plan III-85 C DEPEND Dependents By Name Screen (022) Y Y 3

DEPENDENT BEN 2 Plan Code 2 Dependent eligibility for a given benefit plan III-85 C DEPEND Dependents By Name Screen (022) Y Y 3

DEPENDENT BEN 3 Plan Code 3 Dependent eligibility for a given benefit plan III-85 C DEPEND Dependents By Name Screen (022) Y Y 3

DEPENDENT BEN 4 Plan Code 4 Dependent eligibility for a given benefit plan III-85 C DEPEND Dependents By Name Screen (022) Y Y 3

DEPENDENT BEN 5 Plan Code 5 Dependent eligibility for a given benefit plan III-85 C DEPEND Dependents By Name Screen (022) Y Y 3

DEPENDENT BEN 6 Plan Code 6 Dependent eligibility for a given benefit plan III-85 C DEPEND Dependents By Name Screen (022) Y Y 3

DEPENDENT BEN 7 Plan Code 7 Dependent eligibility for a given benefit plan III-85 C DEPEND Dependents By Name Screen (022) Y Y 3

DEPENDNT BENALL Plan Code 1-7 Concatenates dependent benefit plan codes 1-7 III-85 C DEPEND Dependents By Name Screen (022) Y Y 27

DEPENDNT INS DT NA Dependent insurance date - D DEPEND Y Y 8

DEPENDNT REV ST NA Dependent reversal date - C DEPEND Y Y 1

DEPENDNT REV DT NA Dependent reversal status - D DEPEND Y Y 8

Voluntary Deductions Screen (023)

DED. SEQUENCE # NA Deduction sequence number - C CONTRIB Voluntary Deductions Screen (023) Y Y 2

DED. GTN GTN Number Gross-To-Net Number III-64 C CONTRIB Voluntary Deductions Screen (023) Y Y 3

DED. GTN DESC Description Description of the GTN Number III-64 C CONTRIB Voluntary Deductions Screen (023) Y Y 10

DED. GTN TYPE Typ Deduction type code III-64 C CONTRIB Voluntary Deductions Screen (023) Y Y 1

DED. VENDOR Vendor Code Vendor code III-64 C CONTRIB Voluntary Deductions Screen (023) Y Y 10

DED. DEDUCT AMT Deduction Amount Deduction amount III-64 N CONTRIB Voluntary Deductions Screen (023) Y Y 10

DED. BALNC. AMT Deduction Balance Balance decrements III-65 N CONTRIB Voluntary Deductions Screen (023) Y Y 10

DED. BEGIN DATE Beginning Date Deduction beginning date III-65 D CONTRIB Voluntary Deductions Screen (023) Y Y 8
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Field Name HRS FIELD (if applicable) Description HRS Manual Type Table Name Screen Name and Number
Selection 
Criteria Sorting Length

Voluntary Deductions Screen (023) (Continued)

DED. END DATE Ending Date Deduction ending date III-65 D CONTRIB Voluntary Deductions Screen (023) Y Y 8

TSA_CNTRIB NA DED. DEDUCT AMT multiplied by period (e.g. 10) - N CONTRIB N N NA

Direct Deposit Screen (025)

DD_INST_ID Fin Institution Financial institution number - C EMPLOYEE Direct Deposit Screen (025) Y Y 9

DD_ACCT_NO Account Number Account number - C EMPLOYEE Direct Deposit Screen (025) N N 17

DD_ACCT_TP Account Type Account type - C EMPLOYEE Direct Deposit Screen (025) Y Y 1

DD_APPRVAL Status Account status - C EMPLOYEE Direct Deposit Screen (025) Y Y 1

DD_SET_DT Set-up Date Set-up date - D EMPLOYEE Direct Deposit Screen (025) Y Y 8

DD_PREN_DT Pre-Note Date Pre-note date - D EMPLOYEE Direct Deposit Screen (025) Y Y 8

Payroll Tax Status Screen (030)

FED_ALLOW Federal Reg Allow Number of Federal regular allowance III-68 N EMPLOYEE Payroll Tax Status Screen (030) Y Y 2

FED_MRT_ST Federal Tax Marital Status Federal marital status III-69 C EMPLOYEE Payroll Tax Status Screen (030) Y Y 1

FED_ADD_WH Federal Additional W/Holding Federal additional dollar amount III-69 N EMPLOYEE Payroll Tax Status Screen (030) Y Y 10

FED_ADD_AL NA Number of Federal additional allowance - N EMPLOYEE Payroll Tax Status Screen (030) Y Y 2

ST_ALLOW State Reg Allow Number of State regular allowance III-69 N EMPLOYEE Payroll Tax Status Screen (030) Y Y 2

ST_MRT_ST State Tax Marital Status State marital status III-69 C EMPLOYEE Payroll Tax Status Screen (030) Y Y 1

ST_ADD_WH State Additional W/Holding State additional dollar amount III-69 N EMPLOYEE Payroll Tax Status Screen (030) Y Y 10

ST_ADD_AL State Additional Allow Number of state additional allowance III-69 N EMPLOYEE Payroll Tax Status Screen (030) Y Y 2

SUP_TX_OPT Supplemental Taxing Option Supplemental taxing method III-69 C EMPLOYEE Payroll Tax Status Screen (030) Y Y 1

SDI_COVER SDI Coverage Coverage for disability insurance III-69 C EMPLOYEE Payroll Tax Status Screen (030) Y Y 1

AEIC_STAT AEIC Identifies Advanced Earned Income Credit III-69 C EMPLOYEE Payroll Tax Status Screen (030) Y Y 1

SUI_EXEMPT SUI Exemption Exemption for unemployment insurance III-70 C EMPLOYEE Payroll Tax Status Screen (030) Y Y 2

WC_EXEMPT W/C Exemption Worker's Compensation coverage III-70 C EMPLOYEE Payroll Tax Status Screen (030) Y Y 1

Leave Account Balances Screen (031)

SICK_BAL 5102 Ill/Inj Balance Illness balance III-193 N EMPLOYEE Leave Account Balances Screen (031) Y Y 10

VAC_BAL 5101 Vacation Balance Vacation balance III-193 N EMPLOYEE Leave Account Balances Screen (031) Y Y 10

Time Balances Screen (033)

HOURS DAILY 5121 Daily FY Daily balance of hours for fiscal year III-193 N EMPLOYEE Time Balances Screen (033) Y Y 12

HOURS FY 5120 Hourly FY Hourly balance for fiscal year III-193 N EMPLOYEE Time Balances Screen (033) Y Y 12

HOURS OVT 5161 Overtime HRS-F Overtime hours balance for fiscal year III-193 N EMPLOYEE Time Balances Screen (033) Y Y 12

HOURS REG 5160 Reg HRS-F Regular hours balance for fiscal year III-193 N EMPLOYEE Time Balances Screen (033) Y Y 12

HOURS TOT 5116 Total HRS Pd-F Total paid hours balance for fiscal year III-193 N EMPLOYEE Time Balances Screen (033) Y Y 12

Gross Dollars Balances Screen (034)

FED_YTD 5509 Total Federal YTD Employee federal year-to-date balance III-196 N EMPLOYEE Gross Dollar Balances Screen (034) Y Y 12

GROSS_YTD 5501 Total Gross YTD Employee gross year-to-date balance III-196 N EMPLOYEE Gross Dollar Balances Screen (034) Y Y 12

STATE_YTD 5505 Total State YTD Employee state year-to-date balance III-196 N EMPLOYEE Gross Dollar Balances Screen (034) Y Y 12

W-2 FEDERAL 5580 Fedrl Gross-P (Box 1) W-2 prior year federal gross balance III-196 N EMPLOYEE Gross Dollar Balances Screen (034) Y Y 12

W-2 FWT 5538 FWT Ded-P (Box 2) W-2 prior year federal withholding balance III-196 N EMPLOYEE Gross Dollar Balances Screen (034) Y Y 12

W-2 HEALTH 5629 Health Ben-P (Box 12) W-2 prior year health benefit balance III-196 N EMPLOYEE Gross Dollar Balances Screen (034) Y Y 12
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Gross Dollar Balances Screen (034) (Continued)

W-2 MED TAX 5577 Med Ded-P (Box 6) W-2 prior year medicare deduction III-196 N EMPLOYEE Gross Dollar Balances Screen (034) Y Y 12

W-2 MEDICARE 5574 Med Gross-P (Box 5) W-2 prior year medicare gross balance III-196 N EMPLOYEE Gross Dollar Balances Screen (034) Y Y 12

W-2 OASDI 5515 OASDI Gross-P (Box 3) W-2 prior year OASDI gross balance III-196 N EMPLOYEE Gross Dollar Balances Screen (034) Y Y 12

W-2 OASDI TAX 5518 OASDI Ded-P (Box 4) W-2 prior year OASDI deduction III-196 N EMPLOYEE Gross Dollar Balances Screen (034) Y Y 12

W-2 STATE 5581 State Gross-P (Box 16) W-2 prior year state gross balance III-196 N EMPLOYEE Gross Dollar Balances Screen (034) Y Y 12

W-2 SWT 5539 SWT Ded-P (Box 17) W-2 prior year state withholding balance III-196 N EMPLOYEE Gross Dollar Balances Screen (034) Y Y 12

Other Fields

Date

AGE IN YEARS NA Age in years - C EMPLOYEE Y Y 2

YEARS SERVED NA Years served - C EMPLOYEE Y Y 2

Salary Calculation

HRLY_RATE NA Hourly rate - N JOB Y Y 10

DAILY_RATE NA Daily rate - N JOB Y Y 10

ANNUAL SALARY NA Annual salary - N JOB Y Y 10

SALARY BASE NA Base salary - N JOB Y Y 10

ANN BASE NA Annual base salary - N JOB Y Y 10

STRS A SAL NA STRS annual salary - C JOB Y Y 1

TOT_STIP NA Total periodic stipend - N JOB Y Y 10

ANN_STIP NA Annual periodic stipend - N JOB Y Y 10

TOT_DSTIP NA Total dated stipend - N JOB Y Y 10

ANN_DSTIP NA Annual dated stipend - N JOB Y Y 10

SAL_W_STIP NA Salary rate with dated stipends - N JOB Y Y 10

ANN_W_STIP NA Annual rate with dated stipends - N JOB Y Y 10

Salary Proration

PERCENT FT PRO NA Prorated Percent full-time - N ACCOUNT Y Y 10

WORK DAY PRO NA Prorated work days - N ACCOUNT Y Y 10

WRK HRS PD PRO NA Prorated work hours per day - N ACCOUNT Y Y 10

D_RATE_PRO NA Prorated daily rate - N ACCOUNT Y Y 10

FT RATE PRO NA Prorated full-time rate - N ACCOUNT Y Y 10

SALARY RATE PRO NA Prorated salary rate - N ACCOUNT Y Y 10
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Other Fields (Continued)

ANNUAL SAL PRO NA Prorated annual salary - N ACCOUNT Y Y 10

RETIRE RT PRO NA Prorated retirement rate - N ACCOUNT Y Y 10

PRO SAL BASE NA Prorated base salary - N ACCOUNT Y Y 10

ANN BASE PRO NA Prorated annual base salary - N ACCOUNT Y Y 10

Benefits Proration

DED_AMT NA Total deduction amount - N JOB Y Y 10

CON_AMT NA Total contribution amount - N JOB Y Y 10

BEN CON. PROAMT NA Prorated contribution amount - N BENEFITS N Y 10

BEN DED. PROAMT NA Prorated deduction amount - N BENEFITS N Y 10

CON. PROAMT NA Total prorated contribution amount - N ACCOUNT N Y 10

DED. PROAMT NA Total prorated deduction amount - N ACCOUNT N Y 10

Other

OES NA Group code for annual salary - C JOB Office of Emergency Services Y Y 1

OES_DESC NA Group code range for annual salary - C JOB Office of Emergency Services N Y 20

PAU NA Principal Administrative Unit code - C JOB Y Y 3

PAU_DESC NA Principal Administrative Unit description - C PAU_TBL N Y 35

DIVISION NA Division description code - C JOB Y Y 1

DIV_DESC NA Division description - C DIV_TBL N Y 35

Position Control Database (PCDB)
Basic Position Information Screen (012)

PC POSITION # NA Position number PC I-3 C PDB Basic Position Information Screen (012) Y Y 6

PC JOB CLASS # Job Class Job class number PC III-9 C PDB Basic Position Information Screen (012) Y Y 6

PC JOB TITLE Job Class Title Job class title PC III-9 C PDB Basic Position Information Screen (012) Y Y 25

PC CNTRL METH Control Method Control method PC III-10 C PDB Basic Position Information Screen (012) Y Y 1

PC FTE Position Units Allocation of FTE PC III-11 N PDB Basic Position Information Screen (012) Y Y 9

PC DOLLAR AMT Position Dollars Maximum pay allocation PC III-11 N PDB Basic Position Information Screen (012) Y Y 10

PC STATUS Position Status Status of the position PC III-11 C PDB Basic Position Information Screen (012) Y Y 1

PC STATUS DATE Status Date Date position is established PC III-11 D PDB Basic Position Information Screen (012) Y Y 8

PC ACTIVATE DT Active Date Date position is activated PC III-11 D PDB Basic Position Information Screen (012) Y Y 8

PC CLOSE DATE Cose Date Date position is closed PC III-12 D PDB Basic Position Information Screen (012) Y Y 8

P_FTE_PAID Incumbent Statuses Filled FTE count of paid employees PC III-13 N PDB Basic Position Information Screen (012) Y Y 10

P_FTE_VACN Vacancy Statuses Total Vacant FTE count of all open jobs PC III-14 N PDB Basic Position Information Screen (012) Y Y 10

PC FILL STATUS NA Fill status indicator - C PDB Y Y 1

PC WORK LOC # Work Location Work location of position PC III-14 C PDB Basic Position Information Screen (012) Y Y 8

PC WORK TITLE Work Location Title Work location description PC III-14 C PDB Basic Position Information Screen (012) Y Y 30

PC RPT GROUP Report Group Report group PC III-14 C PDB Basic Position Information Screen (012) Y Y 6

PC BARG UNIT Bargaining Unit Bargaining unit code  PC III-14 C PDB Basic Position Information Screen (012) Y Y 2

Labor Distribution Screen (013)

PC FUND Fund Fund and sub fund code, e.g. 01.0-xxxxx.x-xxxxx-xxxxx-xxxx-xxxxxxx PC III-19 C PDB_ACC Labor Distribution Screen (013) Y Y 4

PC RESOURCE Resrce/ProjYr Resource and Project Year code, e.g. xx.x-14000.0-xxxxx-xxxxxx-xxxx-xxxxxxx PC III-19 C PDB_ACC Labor Distribution Screen (013) Y Y 7

PC GOAL Goal Goal code, e.g. xx.x-xxxxx.x-11100-xxxxx-xxxx-xxxxxxx PC III-19 C PDB_ACC Labor Distribution Screen (013) Y Y 5
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Labor Distribution Screen (013) (Continued)

PC FUNCTION Func Function code, e.g. xx.x-xxxxx.x-xxxxx-10000-xxxx-xxxxxxx PC III-19 C PDB_ACC Labor Distribution Screen (013) Y Y 5

PC OBJECT Obj Object code, e.g. xx.x-xxxxx.x-xxxxx-xxxxxx-1110-xxxxxxx PC III-19 C PDB_ACC Labor Distribution Screen (013) Y Y 4

PC LOCATION Sch/Loc School/Location code, e.g. xx.x-xxxxx.x-xxxxx-xxxxxx-xxxx-1330000 PC III-19 C PDB_ACC Labor Distribution Screen (013) Y Y 7

PC ACCOUNT % Percent Account percent PC III-19 N PDB_ACC Labor Distribution Screen (013) Y Y 7

PC ACCOUNT NA Account string, e.g. 01.0-14000.0-11100-10000-1110-1330000 PC III-19 C PDB_ACC Labor Distribution Screen (013) N Y 37

Financial Information Screen (014)

PC PAY BASIS Pay Basis Pay basis PC III-24 C PDB Financial Information Screen (014) Y Y 1

PC ENUMB OPTN Project Option Type of projection calculation PC III-24 C PDB Y Y 1

PC WORK CAL Work Calendar Work calendar PC III-24 C PDB Financial Information Screen (014) Y Y 2

PC PERCENT FT Percent Full-Time Percent full-time PC III-24 N PDB Financial Information Screen (014) Y Y 6

PC SAL SCHED Vacant Salary Sched Salary schedule for position PC III-24 C PDB Financial Information Screen (014) Y Y 1

PC SAL RANGE Vacant Salary Range Salary range or column for position - C PDB Financial Information Screen (014) Y Y 3

PC SAL STEP Vacant Salary Step Salary step for position PC III-24 C PDB Financial Information Screen (014) Y Y 2

PC SAL RATE NA Salary rate of position - N PDB Y Y 10

PC INC DATE Step Inc Months Number of months used to project PC III-24 D PDB Financial Information Screen (014) Y Y 8

PC MONTHS NA Pay months - C PDB Y Y 2

PC STIPENDS Stipends Periodic stipends 1-5 PC III-24 C PDB Financial Information Screen (014) Y Y 15

PC RETIRE PLAN Retire Plan Retirement plan PC III-25 C PDB Financial Information Screen (014) Y Y 2

PC BENEFIT PACK Benefit Pkg District contributions to standard benefits PC III-25 C PDB Financial Information Screen (014) Y Y 2

PC BENE PACK MO Benefit Months Number of months of benefit package PC III-25 C PDB Financial Information Screen (014) Y Y 2

PC ADDN PACKAGE Addl Contribution Pkg District contributions to other types of benefits PC III-25 C PDB Financial Information Screen (014) Y Y 2

PC ADDN PMO Addl Contribution Months Number of months of additional benefit package PC III-25 C PDB Financial Information Screen (014) Y Y 2

Incumbent Information Screen (018)

PC INCUMBENT Incumbent Name Name of incumbent PC III-42 C P_INCUMB Incumbent Information Screen (018) N Y 30

PC PRIME NA Prime job number indicator III-20 C P_INCUMB Personnel Action Data Screen (003) Y Y 1

PC JOB Job Job number PC III-42 C P_INCUMB Incumbent Information Screen (018) Y Y 1

PC INC PCT Percent Full-Time Percent full-time PC III-43 N P_INCUMB Incumbent Information Screen (018) Y Y 6

PC INC LOC Work location description Work location description PC III-43 C P_INCUMB Incumbent Information Screen (018) N Y 30

Other Fields

PC FTE PRO NA Prorated FTE - N PDB_ACC Y Y 7

PC DOLLAR PRO NA Prorated dollar amount - N PDB_ACC Y Y 10

PC PCT FT PRO NA Prorated Percent full-time - N PDB_ACC Y Y 10

PC SAL PRO NA Prorated salary rate - N PDB_ACC Y Y 10
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Conditions List 

The following operators are used to build selection criteria conditions. 

Comparison Operator Description 

Equal To (=) Selects one field value to include 

Not Equal To (≠) Selects one field value to exclude 

Greater Than (>) Selects field values greater than the selected 
value 

Greater Than Equal To (≥) Selects field values greater than or equal to the 
selected value 

Less Than (<) Selects field values less than the selected value 

Less Than Equal To (≤) Selects field values less than or equal to the 
selected value 

Between Selects field values within a range including the 
beginning and ending values   

Not Between Selects field values outside a range of values 

In List Selects one or more values to include  

Not In List Selects one or more values to exclude from the 
field chosen 

Anywhere In Selects field values with a specific string of 
values in a specific order. If “mas” is the value 
selected to filter by last name, names such as 
Thomas, Massey, Masters, and Comast will be 
selected. 
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Major Object and Sub Object Codes 
California School Accounting Manual 

Major Object – account type defined by the first digit of the object code 

Major Object Object Range Description 

1*** 1000 – 1999 Certificated Personnel Salaries 

2*** 2000 – 2999 Classified Personnel Salaries 

3*** 3000 – 3999 Employee Benefits 

4*** 4000 – 4999 Books and Supplies 

5*** 5000 – 5999 Services and Other Operating Expenditures 

6*** 6000 – 6999 Capital Outlay 

7*** 7000 – 7999 Other Outgo & Other Financing Uses 

8*** 8000 – 8999 Revenues 

9*** 9000 – 9999 Balance Sheet 

 

Sub Object - account type defined by the first two digits of the object code 

Sub Object Object Range Description 

11** 1100 – 1199 Certificated Teachers’ Salaries 

12** 1200 – 1299 Certificated Pupil Support Salaries  

13** 1300 – 1399 Cert. Supervisors' and Administrators' 
Salaries 

14** - 18** 1400 – 1899 Not Defined 

19** 1900 – 1999 Other Certificated Salaries 

21** 2100 - 2199 Classified Instructional Salaries 

22** 2200 - 2299 Classified Support Salaries 

23** 2300 - 2399 Classified Supervisors’ and Administrators’ 
Salaries 

24** 2400 - 2499 Clerical, Technical, and Office Staff 
Salaries 

25** - 28** 2500 - 2899 Not Defined 

29** 2900 - 2999 Other Classified Salaries 
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Open Database (DBF) Files with Excel 
Below are two options for opening database output files in Excel format when the spreadsheet 
file exceeds 16,383 lines. 
Option 1 

1. Open Excel. 
2. Locate folder with the file. 
3. Make sure the Excel spreadsheet and the directory where the DBF file is located are 

visible. 
4. Use the left mouse button to select the file. 
5. Drag and drop the file onto the Excel spreadsheet to open the file. 
6. Save as an Excel file. 

   
Option 2 

1. Open Excel. 
2. Select File>Open.  
3. Locate folder with the file. You will not initially see file listed. 
4. Select All Files (*.*) from drop-down list in lower right corner of screen. The DBF file will 

now be listed. 
5. Highlight the file. 
6. Click Open. 
7. Save as an Excel file.  
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