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NEED ADDITIONAL INFORMATION? 
 

For further questions on this process please contact cms@sonoma.edu 

OBJECTIVE:  
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Lesson 1: Faculty Workload Detail Report 
 

 

Faculty Workload Detail Report 
 

Step Action Screenshot 
1 Enter the run control ID 

for this process or 
search for an existing 
run control to use. 

If Then 
A run 
control 
exists and 
you know 
the ID…. 

Enter it in 
the Run 
Control ID 
box and 
click 
Search. 

A new run 
control 
needs to 
be 
created 

Click on 
Add a New 
Value, enter 
a name for 
the run 
control, and 
click Add. 

 

 

 
 

 

Navigation: Son Customizations>Son Campus Wide>Faculty Workload Detail Report 
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2 Enter the term you wish to 

run the process for. 
 
Enter the Academic Group. 
 
Enter the Acad Org. 

 

 
 

3 For the server name 
please select PSUNX.  
 
 It is important that the box 
is checked and that under 
Type you have Web 
selected and under 
Format you have PDF 
selected. 
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4 Click OK  

 
 

5 Click on the Process 
Monitor 

 
 

 
6 Click the yellow Refresh 

button until the Run 
Status reads Success 
and the Distribution 
Status reads Posted 
 
Click on the blue Details 
Link. 
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7 Click on the View 

Log/Trace Link 
 

 
8 Click on the CSV file.  

 
Your CSV file should 
automatically display for 
you in Microsoft Excel. 
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