
 
PRUAB Departmental Secondary Assignment Details Report 

 
The PRUAB DEPARTMENTAL SECONDARY ASSIGNMENT DETAILS REPORT, based upon the end users HR 
Organizational Hierarchy, provides a listing of all employees/trainees with multiple active exempt or 
nonexempt assignments.  Assignment detail and supervisor information, for each active assignment, is 
included on the report.   

This report is designed to assist organizations in identifying employees/trainees with active secondary 
assignments outside of the end users HR Organizational access in order to determine appropriate 
timekeeping procedures.  

The PRUAB DEPARTMENTAL SECONDARY ASSIGNMENT DETAILS REPORT is available under the UAB HR 
Officer responsibility and can be generated on an as needed basis. The report is delivered to the UAB 
Report Viewer as an Excel file for simple formatting.  

 

UAB HR Officer > Run Reports > Submit Processes  
 

 

 

Note:  Report results are restricted to the 
defined HR Organizational Hierarchy.   

 

http://financialaffairs.uab.edu/


Updated 29-APR-2020 

1. Select SINGLE REQUEST from the SUBMIT A NEW REQUEST window and click OK.

2. From the SUBMIT REQUEST form, click on the NAME
LOV.

3. Select the PRUAB DEPARTMENTAL SECONDARY
ASSIGNMENT DETAILS REPORT and click on OK.



Updated 29-APR-2020 

The NAME field of the SUBMIT REQUEST window populates. The PARAMETERS box opens. 

The EFFECTIVE DATE field defaults to the current date and retrieves active assignment information as of the 
date shown; however, date can be changed.   

The SUBMIT REQUEST 
window now displays the 
report name and effective 
date parameter. 

4. Click on SUBMIT to
proceed with generating
the report.

Note:   Historical dates will retrieve historical 
assignment information.  Future dates will 
retrieve future assignment information based 
upon future dated ACT documents. 



Updated 29-APR-2020 

The REQUESTS window will open displaying the REQUEST ID and PHASE of the report. 

Once the report phase is “Completed”, the report can be accessed via the UAB Report Viewer System. 

(Note: An email notification from UAB Report Viewer <UABRPTVW@cognosdb.it.uab.edu> will be sent to the 
requestor’s Blazer ID email account; however, there could be a delay in receiving the email notification.) 

http://www.uab.edu/adminsys/


Updated 29-APR-2020 

Once logged into the UAB Report Viewer System click on the Report Name to open the report.  (The report 
may be shared by clicking on the Shared icon and entering the Blazer ID of the person to receive the report. 
The report will then be available in that person’s UAB Report Viewer). 

To view a sample report which includes a brief narrative of each column, scroll down to next page. 

http://www.uab.edu/adminsys/


EMPLOYEE_NUMBER ASSN_PRIMARY_SEC ASSN_NUMBER EMPLOYEE_NAME ASSN_CATEGORY JOB_NAME ORGANIZATION PAYROLL_NAME SUPERVISOR NAME
SUPERVISOR 
ASSN NUM SUPERVISOR EMAIL

TEL 
REPORTING 

METHOD
1001010 Y 1001010 Example, One 01 Regular FT AC100N1.ADMIN ASSOCIATE 311401800 Med - Preventive Medicine Monthly Fouad, Mona N 1006196 workflow@uab.edu
1001010 N 1001010-2 Example, One 04 Irregular AC100N1.ADMIN ASSOCIATE 310000000 School of Medicine Dean's Office Biweekly Mack, LaKisha 1022864 workflow@uab.edu TEL
1002402 Y 1002402 Example, Three 03 Regular PT RL118N1.Research Interviewer 310008400 Comprehensive Cancer Center Biweekly Hardy, Claudia M 1008986 workflow@uab.edu TEL
1002402 N 1002402-2 Example, Three 03 Regular PT RL118N1.Research Interviewer 311401800 Med - Preventive Medicine Biweekly Townsend, Sh'Nese R. 1055829 workflow@uab.edu TEL
1004269 Y 1004269 Example, Four 01 Regular FT 0136.Instructor 481000000 History 12/12 Monthly Faculty Davis, Colin J 1001298 workflow@uab.edu
1004269 N 1004269-4 Example, Four 04 Irregular 0A03.Credentialed Course Instructor 221005000 University Honors (Org Ret) Monthly Sloane, Michael E 1004595 workflow@uab.edu
1004387 N 1004387-6 Example, Five 04 Irregular CG208N0.Data Processing Spec I 311300000 Family & Community Medicine Chair Office Biweekly Brooks, Nancy Powell 1013394 workflow@uab.edu TEL
1004387 Y 1004387 Example, Five 03 Regular PT CG208N0.Data Processing Spec I 311402800 Med - Pulmonary/Allergy/Critical Care Biweekly Harrington, Kathleen 1004731 workflow@uab.edu TEL
1008173 N 1008173-8 Example, Six 04 Irregular 0A03.Credentialed Course Instructor 379700000 Health Behavior Monthly Fontaine, Kevin R 1061917 workflow@uab.edu
1008173 Y 1008173-3 Example, Six 21 Post Doc Employee M826.Postdoctoral Fellow 311401800 Med - Preventive Medicine Monthly Cherrington, Andrea L 1005490 workflow@uab.edu
1010460 N 1010460-3 Example, Seven 04 Irregular HN136E0.NURSE PRACTITIONER 311401800 Med - Preventive Medicine Monthly Lewis, Cora Elizabeth 1004482 workflow@uab.edu
1010460 Y 1010460 Example, Seven 01 Regular FT N060001.NURSE PRACTITIONER-INPATIENT 701410000 Advanced Practice Provider Monthly Brown, Catherine 1058368 workflow@uab.edu
1012144 Y 1012144 Example, Eight 03 Regular PT RL118N1.Research Interviewer 310008400 Comprehensive Cancer Center Biweekly Hardy, Claudia M 1008986 workflow@uab.edu TEL
1012144 N 1012144-3 Example, Eight 03 Regular PT AA309N1.Program Coord I 311401800 Med - Preventive Medicine Biweekly Hardy, Sharonda 1008984 workflow@uab.edu TEL
1018786 N 1018786-5 Example, Ten 04 Irregular 0A03.Credentialed Course Instructor 480000000 College of Arts and Sciences Monthly O'Beirne, Rosie 1015496 workflow@uab.edu
1018786 N 1018786-7 Example, Ten 04 Irregular 0A03.Credentialed Course Instructor 481800000 Sociology Monthly Cockerham, William Carl 1021516 workflow@uab.edu
1018786 Y 1018786-8 Example, Ten 04 Irregular 0207.Adjunct Instructor 343006000 Nursing Acad Support 12/12 Monthly Faculty Buckner, Karen E 1005709 workflow@uab.edu
1000000 Y 1000000-2 Example, Eleven 20 Post Doc Trainee ZZZ9.Postdoctoral Trainee 311401800 Med - Preventive Medicine Trainee Outman, Ryan C. 1044533 workflow@uab.edu
1000000 N 1000000-3 Example, Eleven 04 Irregular HP804E0.Physician 709350000 Transplant Operations Monthly Berthiaume, Brian 1047666 workflow@uab.edu
1000000 N 1000000-4 Example, Eleven 04 Irregular ZM103E0.TEACHER 696000000 BREMSS Monthly Acker, Joe E 1005596 workflow@uab.edu
1007227 Y 1007227-3 Example, Twelve 46 Trainee ZZZ8.Graduate Student Trainee 311401800 Med - Preventive Medicine Trainee Outman, Ryan C. 1044533 workflow@uab.edu
1007227 N 1007227-4 Example, Twelve 06 Student B845.Student Asst 481700000 Social Work Biweekly Pollio, David E 1071243 workflow@uab.edu TEL
1070106 N 1070106-2 Example, Thirteen 04 Irregular MPNE.Intern 311401800 Med - Preventive Medicine Monthly Fizer, Dawn K. 1053557 workflow@uab.edu
1070106 Y 1070106 Example, Thirteen 11 Federal Work Study 0TEN.Student Asst/Work Study 311654400 Ped - Rehabilitation Medicine Biweekly Gibbs, Victoria L. 1051126 workflow@uab.edu TEL
1079946 N 1079946-3 Example, Fourteen 06 Student B845.Student Asst 143002000 Hill Student Center Biweekly Booker, Phillip James 1079099 workflow@uab.edu TEL
1079946 N 1079946-2 Example, Fourteen 04 Irregular MPNE.Intern 311401800 Med - Preventive Medicine Monthly Fizer, Dawn K. 1053557 workflow@uab.edu
1079946 Y 1079946 Example, Fourteen 11 Federal Work Study 0TEN.Student Asst/Work Study 141004000 Career & Professional Development Biweekly Enyinda, Victoria A 1060741 workflow@uab.edu TEL

Employee Name
Sticky Note
Employee ID as assigned via ACT

haley
Sticky Note
None set by haley

Primary Assignment Flag
Sticky Note
Primary Assignment = Y
If Payroll is:
Monthly/Faculty/Trainee - No Timekeeping Required
Biweekly - Campus KRONOS Timekeeping
Non-Primary Assignment = N
If Payroll is:
Monthly/Faculty/Trainee - No Timekeeping Required
Biweekly - Manual Timekeeping Procedures


Assignment Number
Sticky Note
Employee Active Assignment Number 
Note:  Ended/Terminated Assignments, as of the Report Effective Date, will not display.  

Employee Name
Sticky Note
Employee Name

Assignment Category
Sticky Note
Assignment Category of Active Assignment

Supervisor
Sticky Note
Supervisor Name for Active Assignment as identified via ACT.

Job Title
Sticky Note
Job Title of Active Assignment

Organization Code
Sticky Note
Organization Code in which Assignment is affiliated. 
Note: If the employee/trainee assignment within the end users HR Organizational Security is "terminated", as of the effective date of the report, only the active assignments outside of the end users HR Organizational Hierarchy displays.

Payroll Name
Sticky Note
Payroll in which Active Assignment is paid on.
Monthly/Faculty and Trainee = Exempt Assignment
Biweekly = Nonexempt Assignment

TEL Reporting Method
Sticky Note
TEL -  If Primary = Y, Campus KRONOS Timekeeping required
TEL -  If Primary = N, Manual Timekeeping required

Supervisor Assignment Number
Sticky Note

Supervisor Email
Sticky Note

haley
Text Box
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