	SDM-1895  JOB INSTRUCTIONS

Instructions


A. WHEN USED


Conversion phase - Task 6.5
Conversion document - Part VII, Section 1.0
Operation Guide - Part III, Section 1.2
B. GENERAL

This form summarizes for Production Services all the necessary instructions for running a given job stream.

C. FORM USAGE    

1. HOST - the host system that the job is to run on.   Select A, B, E, F, G or Server from the drop down menu.

2. Page __ of __ Include current page number and last page number. 

3. SUBMITTED DATE - The date the Job instructions is submitted.

4. EFFECTIVE DATE - The date Production Services Branch will begin to use these instructions. (Fifteen (15) working days from 'Submitted Date').

5. DEPARTMENT - Name of department or agency.  Do not use abbreviations; Use "LABOR" instead of "DLIR".

6. DIVISION - Name of division or unit.

7. USER TO CONTACT - Name of the person in agency who is primarily responsible for this job.

8. TELEPHONE - Phone number of user to contact.

9. OS JOB NAME - The name by which this job is identified, following ICSD's OS Naming Conventions.

10. DESCRIPTIVE JOB NAME - The description name by which this job is known, such as "Payroll Edit and Validation".

11. TYPE OF JOB – From the dropdown menu, select one of the following :

format:  Reformats or converts data (or files) for another job.  Usually produces output files for edits, updates or other operations. 

edit:  Validates input data within each transaction.  Usually performs all reasonable checks, tests, and verifications for  each item of input; prints a readable listing with error messages; and writes acceptable data on tape or disk for sorting, updating, and other operations.  An edit module does not normally post data to master files, perform extensive calculations, or print reports for distribution.

update:  Applies validated input data to a file.  Usually receives input data that has been thoroughly validated by an edit module, performs additional tests that are possible only with a master file record, performs calculations, posts the input data and the results of the calculations  to the master file - and perhaps writes a report file.

backup:  Creates an exact copy of the data in the file.  

extract:  Selects data elements or records from input data or files for reporting purposes.  Usually reads one or more master or special files and builds an output file for sorting and processing by subsequent report operations without writing a new master file.

report:  Prints selected data.  Usually reads one or more report files, performs the necessary calculations and processing, and prints report without writing a new master file.

combo:  Performs two or more of the operations described above.

recovery:  Restores/reloads files which were destroyed due to an abnormal termination in another job.

scan:  Processes documents on an optical character reader or an optical mark reader.

print:  Source is from Server system routed to laser printer.

other:  Is not one of the options described above.  This requires an explanation in Item #18 REMARKS.

12. SPECIAL REQUIREMENTS - If there are no special requirements, skip this item, otherwise check all that are applicable.  Include the name of the regions.  ex:  CICSV1P, DB61,   etc.   Other special requirements may include special back-up units, special communication gear, etc.

13. INPUT FROM USER AGENCY - Enter items expected from the user agency and their disposition. Documents to be sent directly to the Data Preparation Section must have an "X" in the Data Prep column.  Documents need not be identified by name.  Work Request Sheets and tapes to be sent to the Control Section must have an "X" in the Control column.

14. DATA PREP INPUT TO CONTROL - Enter items that the Control Section is to receive from the Data Prep Section.  Ex:  Batch Documents.



14a.
BRIF DSN - Enter the data set name(s) to be transferred according to ICSD's Key-Disk Data

Transfer System.

15. INPUTS NEEDED TO SET UP JOB

15a.
NUMBER OF CONTROL STATEMENTS – From the dropdown menu select the number of control statements needed.  Limited to five (5).  If none needed, enter "NONE".  If a job requires a variable number of control cards, use the second dropdown menu to select the range of control cards.



15b-f.
Enter all items that the Control Section needs to have available to set up the job for execution. 

Ex:  Tapes, control statements layouts, etc.

16. OUTPUT FROM COMPUTER SECTION

form no. - The number assigned to this form by the ICSD Production Services Branch. Call the Scheduling and Control Unit to obtain new or existing form numbers.

program report no. - The number that appears on the output report.  The reports are listed in the order in which they are generated within each form number.

report title - The title that appears on the output report.  If no report, enter "JCL ONLY".

print lines - Approximate number of lines, in thousands, that will print on this report.  If the report size varies, give the minimum and maximum print lines.

optional – From the dropdown menu, select "X" if this output report may or may not be generated.

decollate - Enter "X" if all copies of the  report are to be decollated.  Enter "-" if forms are to remain intact.  If only specific copies are to be decollated, enter the copy number(s).  Example:  Enter "3" and "4" to decollate the third and fourth copies of a four-part form.

burst - Enter "X" if all copies are to be burst separately.  Enter " * " if all copies are to be burst together.  Enter the copy number(s) if only specific copies are to be bursted.  Enter "-" if forms are to remain intact.  Any additional information may be entered in the  "Remarks" section.

strip sides – Select from the dropdown menu: "X" if both sides are to be stripped.  "R" to strip right side only.  "L" to strip left side only.  Select "no" if sides are to remain intact.  Add a "W" if the sides are to be removed by wedging rather than cutting.  Example:  RW.

sysout class – From the dropdown menu, select one of the following codes for the report code:


A = one part paper, includes JES2 list
F = laser special form


C = special forms, separated from JES2 list
G = 3-hole laser form


E = laser report (duplex), includes JES2 list
H =  3-hole laser form


Q = laser report (quad), includes JES2 list
X = laser report, no holes



0 = SDSF Output hold queue (no printed output)

disposition - Designate clearly what is to be done with the output reports and how the reports are to be sent to the user.  When starting location, be specific; give address or building name, department and division, person's name (preferred is the position title) and method of delivery.  For ICSD messenger services schedules, call Production Services Branch.  Control Section, 586-1887.


Ex:
Liliuokalani Building 
   (Bldg)




DOE - Personnel
 (Dept., Div)
or 
     User to pick up



ATTN:  Personnel Officer
(Addressee)

Place in user output bin



Via ICSD Messenger
  (Method)
or
    Place in Will Call

17. DISPOSITION OF

17.a
DOCUMENTS-Check "Not Applicable" or “Return with Report” and specify what is to be returned.


17.b
TAPES/CARTRIDGES - Check "Return to User" and specify the tape number(s) or "Not Applicable".  If not applicable is checked, the tape(s) will be returned to the ICSD Tape Library.

18. REMARKS - Enter additional information or pertinent instructions relevant to the job.   Example:  Checking for condition codes, or Special decollating or busting instruction, or  Messenger or  delivery instructions. or job XXXXXX completes successfully (where XXXXXX is the job name).

D. REVISIONS

When revisions are made, the entries revised must be noted in Item #18 REMARKS and the EFFECTIVE DATE field completed.
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