
 
County of San Bernardino 

WPE, STEP ADVANCES & JOB STATUS UPDATES 
 

REV.TM 10-01-2010 Page 1 of 4 WPE, Step Advances & Job Status Updates 
 

Reports 

SBWP002 – Step Advance Notice 
This report identifies employees that are due a salary increase (step 
advancement).  The report is designed to be a turn around document.  
Departmental payroll specialists should review each employee on the report and 
indicate whether they should be given the step advancement for the next pay period.   
Payroll specialists should pay particular attention to the number of step hours 
worked and the estimated next step due date.  To give departments the time 
necessary to complete an employee’s work performance evaluation, employees may 
appear on the report a few pay periods prior to their step advancement due date.  
Payroll specialists should only approve employees that are entitled to the step 
increase for the next pay period.  Those employees that appear on the report for 
future pay periods will continue to be reported until the work performance evaluation 
has been completed and the step advancement is given.    The signed report and 
copies of the completed work performance evaluations should be returned to HR for 
processing. 

SBWP003 – Job Status Update 
This report identifies employees that either have or will in the near future 
satisfy the required number of hours worked to complete their probationary 
period of employment.  This may include a job status update such as 'Probation to 
Active' or 'Training to Probation'. The report is designed to be a turn around 
document.  Departmental payroll specialists should review each employee on the 
report and indicate whether their job status should be updated.   Payroll specialists 
should pay particular attention to the number of job status hours worked and the 
estimated job status end date.  To give departments the time necessary to complete 
an employee’s work performance evaluation, employees may appear on the report a 
few pay periods prior to their step advancement due date.  Payroll specialists should 
review all employees that have satisfied the number of hours worked.  Those 
employees that appear on the report with future job status end dates will continue to 
be reported until the update occurs.    The signed report and copies of the completed 
work performance evaluations should be returned to HR for processing.  Updating 
an employees job status is critical, ensuring future events such as step 
advancements and work performance evaluations will be generated by the 
EMACS system when they are due. 

SBBEN019 – Open Work Performance Evaluations 
This report identifies all employees that are scheduled to receive a work 
performance evaluation.   The report includes all types of evaluations including 
annual, step advancement, probation and training.  If the evaluation has not been 
completed or waived, the employee will be reported.  Payroll specialists should 
review each employee listed paying particular attention to the Evaluation Due Date.  
Completed evaluations should be sent to HR for processing. 



 
County of San Bernardino 

WPE, STEP ADVANCES & JOB STATUS UPDATES 
 

REV.TM 10-01-2010 Page 2 of 4 WPE, Step Advances & Job Status Updates 
 

EMACS Pages 

Employee Evaluation 

Navigation 
Main Menu > Workforce Development > Performance Management > Employee 
Evaluation 

This page shows all work performance evaluations for a given employee.  The 
evaluations are presented by notification date in descending sequence (most recent 
first).  Click on 'View All' to display prior evaluations.  A scroll bar will appear on the 
right side of the page.  Use the scroll bar to see prior evaluations.  Alternatively, use 
the small triangular button to the right of 'View All' to page through the evaluations. 

 
Fields and Descriptions: 
♦ SB Review Notification Date – the date the evaluation was created 
♦ Due Date – the date the evaluation is due (should be completed) 
♦ Job Code – Employee’s job code at the time the evaluation was created 
♦ Department – Employee’s department at the time the evaluation was created 
♦ Job Status – Employee’s job status at the time the evaluation was created.  

Valid values are Active, Probation, and Training. 
♦ Step – Employee’s step at the time the evaluation was created 
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♦ Type – Identifies the purpose of the evaluation.  Valid values are Performance, 
Salary Increase or Both (Performance & Salary). 

♦ Source – Identifies how the evaluation was created.  Valid values are System or 
User. 

♦ Evaluation Type – Identifies the evaluation type - Annual, Step, or Probationary 
♦ Completion Date – Date the evaluation was completed 
♦ Next Step – Identifies the next step that the employee will receive if the 

evaluation is for a salary increase. 
♦ Waived – Identifies whether or not the evaluation has been waived.  Evaluation 

may be waived by departmental request or automatically by the system. 
♦ Waived Reason – If the evaluation is waived, this identifies the reason why the 

waiver was done.  Valid reasons are Conversion, No longer in Job Code, 
Termination, Department Request, Out of Date -meaning that there are more 
recent evaluations, Step already given, MOU Change or Other. 

♦ Waived Date – Date the evaluation was waived 
♦ Comment 
♦ Last Updated Date 

Open Evaluations by Department 
Use this page to view all open evaluations for a given department. 
Navigation 
Main Menu > Workforce Development > Performance Management > Open 
Evaluations 
A search page will open.  Enter the department ID in the space provided and click on 
'Search'. A list of open evaluations for that department will appear.  Click on the 
'Detail' button to display the evaluation for an employee.  This page can be a time 
saver and if used properly would reduce the need for paper reports. 
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The Search page may be used to obtain a list of all department ID’S within a given 
department range.  For example, if a payroll specialist for Auditor-Controller needs to 
view all open evaluations for that department, the following partial department ID, 
'34', would be entered on the search page. 

This would result in the following list of departments being returned for review. 
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