[image: ]

HRMS 
Job Overview
Use this procedure to view, cancel and delete jobs you have scheduled to run in the background and customize your Job Overview screen. 

Roles: Decentralized Benefits Processor, Decentralized Financial Reporting Processor, Decentralized Garnishment Administrator, Decentralized Grievance Administrator, Decentralized Grievance Inquirer, Decentralized Leave Correction Processor, Decentralized Organizational Management Processor, Decentralized Organizational Management Inquirer, Decentralized Payroll Analyst, Decentralized Payroll Inquirer, Decentralized Payroll Processor, Decentralized Payroll Supervisor, Decentralized Personnel Administration Inquirer, Decentralized Personnel Administration Processor, Decentralized Personnel Administration Supervisor, Decentralized Time and Attendance Inquirer, Decentralized Time and Attendance Processor, Decentralized Time and Attendance Supervisor, Decentralized Tax Reporter. 

Note: Field definitions can be accessed within HRMS by pressing the “F1” key on the keyboard, or via On Line Quick Reference (OLQR), HRMS Data Definitions Resource Guide, and Glossary.

	
1. Enter transaction code “SMX” in the Command field and click the “Enter” button ([image: ]) or press Enter on the keyboard.
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You can also click “System” on the menu bar and select “Own Jobs”. This option will open the “Job Overview” in a new SAP session.
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2. [bookmark: _GoBack]The “Job Overview” has Seven (7) selection areas to assist in managing the log results:

· Refresh 
· Release 
· Stop Sign 
· Trash Can   
· Spool   
· Job log   
· Step 







3. To Open a job in “Finish” status:
· Select the box next to the job name then click on “Spool” or double click on the spool in the “Spool” column.
· Click on the “Type” ([image: ]) to display results.
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· Refresh: Updates job’s status.
· Release: Not active in HRMS.
· Stop Sign: Cancels an active job.
· Trash Can: Deletes a job. 
· Spool: Displays the spool. (You can also double click on the spool in the Spool column).
· Job log: Displays overview of the job’s status and error messages.
· Step: Displays Step List Overview screen for jobs that produced more than one spool.
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4. To Cancel a job in active status:
· Select the box next to the job name.
· Click on the “STOP” button “([image: ])”.
· Click “Yes” on the “Terminate Selected Jobs?” pop up.
· Job “Status” will show “Canceled”. 





5. To Delete a job in Finished or Canceled status:
· Select the box next to the job name. 
· Click the “Delete” button “([image: ])”.
· The job will no longer be available. 
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If additional columns are needed, a layout can be changed, saved or a previously saved layout can be selected.
· Change Layout: Click on “Settings”, “Layout”, and “Change Layout” to add, remove, or reorder columns.
· Save Layout: After changing your layout you can save it for future use by clicking on “Settings” “Layout”, and “Saving”. 
· Select Layout: If a layout has been previously saved, you can retrieve it by clicking on the “Settings”, “Layout”, and “Choose”.
· Save Default Layout: Click on “Settings”, “Layout”, and “Management”.  Select the layout you created and then click on the “Define default setting” button “[image: ]”. Click on save button and green arrow back to the “Job Overview”.
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