	ICSD-131 JOB STREAM PROCESSING WORK REQUEST SHEET 

Instructions


A. WHEN USED

This form is used to submit a request for processing of jobs by ICSD Production Services Computer Operations.

B. GENERAL

The form is designed to be completed online, downloaded, then emailed to DAGS ICSD PSB, Scheduling and Control Section, Kalanimoku B-30:  icsd.forms.psb.ctl1@hawaii.gov.  It may also be printed, signed, and sent by fax to PSB, Scheduling and Control at 586-1882 or sent via interoffice mail.  If the form is emailed, it must be emailed from an email account that is clearly recognizable as belonging to the REQUESTOR identified in Item #6.

C. FORM USAGE

1. HOST —  Select the Host system from the dropdown menu.  Example:   A, B, E, F or G.

2. PAGE __ of __ :  Include current page number and last page number.

3. SUBMITTED TO ICSD — The date (mm/dd/yyyy) and time (hh:mm am/pm) that the job was submitted to ICSD by the requestor.

4. DEPT / DIV — Department/Division requesting scheduling services.

5. SYSTEM NAME — Descriptive name of the system.

6. REQUESTOR — The name and phone number of the person submitting the request.

7. SPECIAL  INSTRUCTIONS / REMARKS — Any special instructions that clarify and document the request.

8. SEQ — The sequence number of the jobs that are to be processed.

9. OS JOB NAME — The name of the job to be processed.

10. PRIO — The priority of the job.

11. Exec TIME — Estimated execution time for the job.

12. PRINT LINES — Number of estimated print lines in the thousands.

13. TAPE/CARTRIDGE — Volume serial numbers all input and output tapes/cartridges associated with the job.

14. SUBMITTED TO COMPUTER — The date (mm/dd/yyyy) and time (hh:mm am/pm) that the job was submitted to Computer Operations by ICSD Scheduling & Control.

15. BY CONTROL CLERK — The name of the control clerk who submitted the job to Computer Operations. 

16. REPORTS SENT OUT — The date (mm/dd/yyy) and time (hh:mm am/pm) that the output reports from the job were sent back to the requestor by ICSD Scheduling & Control.

17. BY CONTROL CLERK — The name of the control clerk who sent the output reports from the job back to the requestor.
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