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 JANI/JANU 
 ANNOUNCEMENT SCREEN 
 

 INTRODUCTION 
 
 
 

The announcement file is used to track and maintain recruiting 
announcements and includes information such as: 

 
• Classification and Announcement Numbers 

• Classification and Working Titles 

• Recruitment Type (OC, AP, SW) 

• Agency Number 

• Open and Close Dates 

• Adopt Date 

• Eligibility Period 

• Type Of Exam (E&T, Oral, Written) 

• Cancel Date (if applicable) 
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JANI SCREEN DISPLAY 
 
 
 
 

JANI    RECRUIT TYP:    
ACTION CODE:             RANDOM LIST ALLOWED?: FROZEN: 
 CLASS #:  FROM CLASS #:        TO CLASS #:                  
 ANCMT #:       FROM ANCMT #:                 TO ANCMT #:                  
 CLASS TITLE:           AGENCY:      LOCATION:                
 WORKING TITLE:                                 ELIG PERIOD:        
 OPEN DT:      CLOSE DT:      ADOPTED DT:      RENEW PERIOD:    
                  *** E X A M I N A T  I O N   I N F O R M A T I O N ***  RETEST  
 TYPE    WGT       DLG   EXAM#         PROFICIENCY LEVELS/SKILL CODES                  MOS   
 W R N :   %                   /    ,    /    ,    /    ,    /    ,    /    ,    /            
 W R N :  %                   /    ,    /    ,    /    ,    /    ,    /    ,    /            
 W R N :  %                   /    ,    /    ,    /    ,    /    ,    /    ,    /            
                                                                                 
 E - T :  %                   /    ,    /    ,    /    ,    /    ,    /    ,    /            
                   EXAM TECH:   QUESTIONS:                             
 I N T :  %                   /    ,    /    ,    /    ,    /    ,    /    ,    /            
 P M R :  %                   /    ,    /    ,    /    ,    /    ,    /    ,    /            
 O T H :   %    /    ,    /    ,    /    ,    /    ,    /    ,    /           
 
 MIN PCT:  ASN   AF AM  HSP   NA/AN   FEM   POC    
 SKILLS REQUIRED:         FINAL SCORE TYPE:   TOTAL APPLICANTS:  
 NOTICE DATE:                 NOTICE CODE:                 CAPTURE DATE:  
 CANCEL DATE:             CANCEL TYPE:       LAST EFFECTIVE DATE:  
 ACCEPTED: REJECTED: TOTAL ACTIVE: 
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JANI 
Announcement Screen Definitions 

 

 

This section describes each field of JANI.  For instructions on specific data entry needs, refer to the 
section that covers that subject matter. 
NOTE:  The number shown in brackets at the right of each 'Comments' section indicates the 

maximum number of characters for that field. 
Field 
No. Field Name Comments 

1 JANI 
(Access Field) 
[16] 

Field used to identify the announcement for which inquiries and 
updates will be keyed. 

2 RECRUIT TYP 
 
 
 
 

[2] 

Identifies the recruitment type when announcement is issued 
with an LE announcement number. 

Acceptable Codes: 
AP = Agency Promotion 
SW = Statewide Promotion 
OC = Open Competitive 

3 ACTION CODE 
 
 
 
 
 
 
[1] 

Identifies the type of transaction. 

Acceptable Codes: 
C = Correct the class or announcement number 
D = Delete an announcement 
M = Merge two announcements 
N = New announcement 
R = Restore a deleted announcement 
U = Update an announcement 

4 RANDOM LIST 
ALLOWED? 

Identifies if the applicant list is approved for random 
certification.  

Acceptable Codes: 
N = Not approved for random certification 
Y = Approved for random certification 

5 FROZEN 
 
 
[1] 

Identifies if the announcement has been frozen. 

Acceptable Codes: 
0 = Not frozen 
1 = No longer used 

6 CLASS # 
(Class Number) 
[6] 

Computer assigned based on what was keyed in field 1.  If 
action code 'C' or 'M' is used, this field may be changed through 
terminal update by DAS Data Entry only. 

7 FROM CLASS # 
(From Class Number) 
 
 
 
[6] 

Computer assigned to identify the original class number 
when: 
• a class is corrected, 
• one list is merged with another list,  or 
• a list is augmented. 

If action code 'C' or 'M' is used, this field may be changed 
through terminal update by DAS Data Entry only. 

8 TO CLASS # 
(To Class Number) 
 
 
 
[6] 

Computer assigned to identify the new class number when: 
• a class is corrected,  
• one list is merged with another list, or 
• a list is augmented. 

If action code 'C' or 'M' is used, this field may be changed 
through terminal update by DAS Data Entry only. 

APPLICANT/CERTIFICATION USER MANUAL JANI.A.1 
05-02-2007 



APPLICANT/CERTIFICATION USER MANUAL JANI.A.2 
05-02-2007 

Field 
No. Field Name Comments 

9 ANCMT # 
(Announcement 
Number) 
[9] 

Computer assigned based on what was keyed in field 1.   If 
action code 'C' or 'M' is used, this field may be changed through 
terminal update by DAS Data Entry only. 

10 FROM ANCMT # 
(From Announcement 
Number) 
 
 
 
[9] 

Computer assigned to identify the original announcement 
number when: 

• an announcement number is corrected, 
• one list is merged with another list,  or 
• a list is augmented. 

If action code 'C' or 'M' is used, the field may be changed by 
terminal update by DAS Data Entry only. 

11 TO ANCMT # 
(To Announcement 
Number) 
 
 
 
[9] 

Computer assigned to identify the new announcement number 
when: 

• an announcement number is corrected, 
• one list is merged with another list,  or 
• a list is augmented. 

If action code 'C' or 'M' is used, the field may be changed by 
terminal update by DAS Data Entry only.    

12 CLASS TITLE 
[21] 

Computer assigned   

13 AGENCY 
 
[5] 

Identifies the agency for which the announcement is developed. 
 If left blank (such as when an announcement crosses agency 
lines), the system will assign "00000" .   

14 LOCATION 
[13] 

The geographic location of the position for which the 
recruitment is issued.    

15 WORKING TITLE 
[32] 

An optional working title used for specific position(s) within the 
classification.    

16 ELIG PERIOD 
(Eligibility Period) 
[2] 

The number of months an applicant may remain eligible on the 
list without reapplying. For IW739999 (Injured Worker List) this 
will auto default to 36 months.   

17 OPEN DT (Open Date) 
[6] 

The date this announcement opened.    

18 CLOSE DT 
(Close Date) 
[6] 

The date this announcement closed.  This field is blank for 
announcements that are "open until further notice".   

19 ADOPTED DT 
(Adopted Date) 
[6] 

The date the list is established and becomes available for 
certification.    

20 RENEW PERIOD 
[2] 

The number of months an applicant can remain active without 
renewing availability. For IW739999 (Injured Worker List) this 
will auto default to 36 months.   

NOTE: For fields 21 – 25 the type of test being used determines which line to key on.  
 Use the following guideline: 

WRN: = When using a written test  (paper and pencil, classroom setting) 
WRN: = For a second written test being used at same time 
WRN: = For a third written test being used at same time 
E-T: = When using a Training & Experience test  
INT: = When the test is by an Interview Panel 
PMR: = When testing with a Promotional Merit Rating  
OTH: = When using another type of test - or for QLF (qualified) 
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ERROR  
CODE & MESSAGE 

 
DESCRIPTION 

77-NOTICE-ACTION Notice Date must not be keyed unless Action is 'U'. 
78-NOTICE CODE INV Notice Code must be 210A, 210B, 210C, 210D, 210E, 210X, 

10Y, or 210Z. 
79-NOTICE CODE REQD Notice Code must be present if Notice Date is keyed. 
81-CANCEL DATE INV • Cancel Date must not be more than 1 year in future; 

• Cancel Date is not of the form 'MMDDYY'; 
• Cancel Date is not numeric. 

82-CANCEL DATE REQD Cancel Date must be keyed if Cancel Type is keyed. 
84-CANCEL TYPE INV Cancel Type must be A, L, or space. 
85-CANCEL TYPE REQD Cancel Type must be keyed if Cancel Date is keyed. 
86-CANCEL I/W APPI Cancel Type 'A' must not be entered if announcement has 

examination records (JAPI). 
88-LAST EFFECTIVE • Last Effective Date must not be greater than current date; 

• Last Effective Date is not of the form 'MMDDYY'; 
• Last Effective Date is not numeric. 

91-EXAM TECH Identifies DAS staff person coordinating non-delegated 
announcement. 

93-RNEW PERIOD • The Renewal Period in months must be present; 
• The Renewal Period cannot exceed the Eligibility Period; 
• The Renewal Period must be numeric. 

95-RETEST MOS • The number of months before retaking the exam must be 
present; 

• The Retest Months fields must be numeric. 
97-QUESTIONS The Questions must be numeric. 
99-SKILL CD ERR The Skill Code keyed is not on the Skill Code Control File. 
100-ANNI TRANS REQD 'JANI' transaction must be used if inquiry. 
104-DUPL EXAM# The same Exam Number may not be used more than once. 
105-PERCENT INVALID • Only numerical digits are acceptable; 

• The terminal from which the update is being keyed has not 
been given security clearance. 

106-RANDOM Invalid random flag. 
 
 

 
 

♦♦   END  ♦♦  

8  

8  
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 JAPI/JAPU 
 APPLICATION SCREEN 
 

 INTRODUCTION 
 
 
 

The application file is used to maintain and track applicant information. 

This file includes information such as: 

• Applicant Personal Information 
8 Name, Address, and Phone Numbers 
8 Previous Employer 
8 Veteran’s Eligibility 
8 Sex and Ethnicity 

 
• The applicant’s availability for work 

• Geographic areas applicant is willing to work 

• Skill Codes (if applicable) 

• Test date and score (if applicable) 
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JAPI                                                  PAGE  OF  1 2 3

                                                                                      SSN4  4

NAME:  ADDR:  CNTY:     5 6 7

CITY:  ST:  ZIP:  TEL:  , ,           8 9 10 11

LIC#:     LST:  EMP:  CNTCT:  12 13 14 15

VP:     DOE:         DOD:         VPEL:     SEX:  DOB:  ETH:  ED:    16 17 18 19 20 21 22 23

EAGY:  , CAPDT:  LEFF:  ADCHNG:         WRNGAD:          24 25 26 27 28

CLASS#:  ANCMT#:  REF-CD:         CANCEL-DT:  29 30 31 32

CLASS:  OPT:  33 34

STATUS:  DUR:  TYPE:  EL-DT:  AV-DT:  RNEW-DT:  35 36 37 38 39 40

GEO-AV:  ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    
,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,   
,    ,        GEO-EX:     ,      AGY-AV:       ,      ,        AGY-EX:         ,       ,  

41 

42 43 44 

  CL-SK:   ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    45 

  ,   ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,     
  ,   ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,     
  ,   ,    ,    ,     ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    
,    ,    ,    ,    ,    ,    ,    ,      ORGTEST:  EXAM-DT:  EXPIR-DT:  46 47 48

BCH1:  AP-REC:  AC:   RJ:     REPR:       LOAGY:         SRVCR:       49 50 51 52 53 54 55

EXAM:  RAW:       ,    ,    ,    ,   ,      RTAKE:  VP:     SR:      56 57 58 59 60

EXAM:          RAW:       ,    ,    ,    ,    ,       RTAKE:         SCR-CD:      FINAL:  61 62 63

BCH2:          NARR:     ,    ,      LEFF:  NOTICE:       CAP-DT:  ACT:   
                                                                                 

64 65 66 67 68 69

 



JAPI 
Application Screen Definitions 

 
This section describes each field of JAPI.  For instructions on specific data entry needs, refer to 
the section that covers that subject matter. 

JAPI consists of the two following sections: 

  a. Personal Data    -  also known as “APPL” - fields 1 through 28 (top of screen). 
  b. Application Data -  also known as “APEX” - fields 29 through 69 (bottom of screen). 
NOTE: The number shown in brackets at the end of each 'Field Name' indicates the 

maximum number of characters allowed for that field. 
 

Field 
No. 

 
Field Name 

 
Comments 

1 JAPI 
[26] 

Access field.  Identifies the application record for which 
inquiries and updates will be keyed. 

2 PAGE 
[2] 

The page number of the application record currently being 
viewed. 

3 OF . . . 
[2] 

The total number of pages that the applicant has on the 
system. 

4 SSN4 
[4] 

Auto-populates applicant’s last four digits of the SSN if the 
applicant is an active employee.  

5 NAME 
[22] 

Applicant's name (last, first, middle initial) 

6 ADDR (Address) 
[31] 

Applicant's street address 

7 CNTY (County) No longer used 
8 CITY 

[13] 
The city of applicant’s residence 

9 ST (State) 
[2] 

The state of applicant’s residence 

10 ZIP (Zip Code) 
[5] 

The zip code of applicant’s residence 

11 TEL  (Phone #) 
[32] 

The residence/business/message phone(s) where the 
applicant can be contacted. 

12 LIC  
(Driver's License #) 
[7] 

The applicant's Oregon driver's license number 

13 LST (License State) 
[2] 

The state in which applicant is licensed to drive.  (used only 
when licensed in Oregon). 
Acceptable code:  OR 

14 EMP (Present/Last 
Employer) 
[30] 

The applicant's present or last employer's name plus the city 
and state of employment. 

15 CNTCT  
(Contact Code) 
[1] 

No longer used 

16 VP  (Veterans’ 
Preference Points) 
[2] 

Indicates the points the applicant requested and qualified for 
based on their DD214/DD215. 

17 
 

DOE (Date of Entry) 
[6] 

The date the applicant first entered military service 
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Field 
No. 

 
Field Name 

 
Comments 

18 DOD  
(Date of Discharge) 
[6] 

The date the applicant was discharged from military service 

19 VPEL  
(Veterans’ Preference 
Eligibility) 
 
 
 
 
 
 
 
[1] 

This field is keyed only if the terminal operator is trying to 
override the following error messages: 
• 120-VPEL RE DOE 
• 121-VPEL-EMPL  
• 122-DOD TOO OLD 

Acceptable codes: 
P = Identifies a State Employee who has not previously 

been appointed from a list on which the applicant used 
veterans’ preference. 

V = Identifies applicant as meeting veterans’ preference 
criteria. 

20 SEX 
 
 
 
[1] 

The sex of the applicant 
Acceptable codes: 
F = Female 
M = Male 
U = Unknown 

21 DOB (Date of Birth) 
[6] 

No longer used 

22 ETH  
(Ethnic Code) 
 
 
 
 
[1] 

Identifies the applicant's ethnicity 
Acceptable codes: 
A = Asian or Pacific Islander 
B = African American 
H = Hispanic 
I = Native American or Alaskan Native 
U = Unknown 

23 ED (Economically 
Disadvantaged) 
[1] 

No longer used 
 

24 EAGY  
(Employing Agency) 
[11] 

Identifies up to two state agencies the applicant works for (if 
the applicant is a current state employee). 
Computer assigned. 

25 CAPDT  
(Capture Date) 
[6] 

The date the applicant's personal data was entered into the 
computer.   
Computer assigned. 

26 LEFF  
(Last Effective Date) 
[6] 

The effective date of the last change made to the applicant's 
personal data.   
Computer assigned. 

27 ADCHNG 
(Address Change Date) 
 

[6] 

The date a change was made to the applicant's address.  
Computer assigned, but may be changed through terminal 
update. 

Acceptable format:  MMDDYY 
 
 

WRNGAD  (Wrong 
Address Date) 

[6] 

The date correspondence was returned to the state because it 
was not deliverable to the address listed.  

Acceptable format:  MMDDYY 
28   
29 CLASS # Computer assigned based on what was keyed in the JAPI 













 JAPI 
 Post Disposition Codes Manually 
If the certificate does not display when accessed through J280, the disposition code cannot be 
posted to the J280 file and you must post the disposition code manually. 
 
Manual posting is updating the applicant’s JAPI status to what it would have been changed to if the 
certificate had been dispositioned in the J280 file. 
 
The procedure varies depending on the disposition code.  Follow these procedures for each 
disposition code.   

NOTE:  For full descriptions of disposition codes, refer to the J280 section. 

DISPOSITION CODE PROCEDURE 
 A 
(Appointed) 

Applies to all records at the same or lower classification to which 
appointed. 

Key: DC in STATUS (field 35) and DCM in NARR (field 65) on all JAPI 
records for which the classification is the same or lower salary 
range than the classification to which appointed. 

D2  (No longer available 
for this location) 

Status on list is not affected.   
Update geographic availability codes as needed 

D3 (No longer available 
for positions for this 
duration of 
appointment) 

Status on list is not affected. 
1) Display JAPI for the same class and announcement number that 

appears on the certificate. 

2) Update the duration code in DUR (field 36) and type code in TYPE 
(field 36) as needed. 

D4 (No longer available 
for positions at this or 
lower level) 

Follow the same procedures listed for Disposition Code A. 

D5 (Waived 
appointment due to 
personal 
circumstances) 

Key:   DC in STATUS (field 35), and  
 DCM in NARR (field 65) on every JAPI record. 

FR (Failed to reply) Key:   DC in STATUS (field 35) and DCM in NARR (field 65) for the 
class and announcement number for which applicant failed to 
reply. 

NSC (Not suitable for 
any position in the 
classification) 

Key:   DC in STATUS (field 35) and 'NSC' in NARR (field 65) 

NSA  (Not suitable for 
any position in the class 
within the agency) 

For Statewide Lists: 
Key: a. the agency number followed by an A – this must be the same 

agency number appearing on the certificate  
  Example:  10700A 
 b. DCM in NARR (field 65) 

For Agency Specific Lists:   
Key: DC in STATUS (field 35) and DCM in NARR (field 65) 

WA  (Wrong address) Key: a.  the date of the certificate in WRNGAD (field 28) 
 b.  DC in STATUS (field 35) 
 c.  DCM in NARR (field 65) 
This will automatically inactivate All JAPI records for this 
applicant. 
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EXAMPLE 
JAPI Application Record Dispositioned Manually 
   
JAPI 000000000  PAGE  001 OF  008 
 
NAME:  DOE, JOHN  ADDR:  111 FIRST ST CNTY:     
CITY:  SALEM ST: OR ZIP:  97301 TEL:   5030000000, 5030000000,           
LIC#: 0000000    LST: OR EMP: DAS,SALEM,10700 CNTCT:  
VP:     DOE:         DOD:         VPEL:     SEX:  M DOB:  000000 ETH:   B ED:    
EAGY:  44000,00000 CAPDT:  060202 LEFF:  090402 ADCHNG:   WRNGAD: 
CLASS#:   C9117* ANCMT#:   SR739999 REF-CD:         CANCEL-DT: 000000 
CLASS:  PROGRAM REP 1 OPT:  Media Specialist 
STATUS:  DC DUR:  P TYPE:  F EL-DT:  000000 AV-DT:  000000 RNEW-DT:  062404 
GEO-AV:  24M,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,  

,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,  
,    ,       GEO-EX:     ,      AGY-AV:       ,      ,        AGY-EX:        ,        ,  

  CL-SK:    ,    ,   ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,   
  ,   ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,   
  
  ,   ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,   
  
  ,   ,    ,    ,     ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,    ,     

,    ,    ,    ,    ,    ,    ,    ,      ORGTEST:   062002 EXAM-DT:  062002 EXPIR-DT: 062404 
BCH1:  DAS AP-REC: 062002  AC:   X    RJ:      REPR:       LOAGY:         SRVCR: 00850 
EXAM:   RAW:       ,       ,       ,   ,   ,   ,  RTAKE:   VP:     SR:      
EXAM:          RAW:       ,   ,   ,   ,    ,   ,  RTAKE:   SCR-CD:  IO FINAL:  QLF 
BCH2:    NARR: DCM,  ,    ,        LEFF:  090402 NOTICE:   CAP-DT:  062402 ACT:   
 

 

 

♦♦  END  ♦♦ 
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JLST SCREEN DISPLAY 
 

 
 

1JLST PAGE:   
STATUS DISPLAY 
 PRINT/  ON-LINE: OFF-LINE: DISPLAY: DELETE:    SSN:    2 3 4 5 6

 CL:    ANN: AGY: REQ: CERT:    TERM:    
CERTIFICATE REQUEST DATA 

7 8 9 10 11 12

   * PREV CERT NO:    AGENCY: REQUEST:    
 RANDOM:   ASIAN: AF AM: HISPANIC: NA/AN:   ALL POC:   FEMALE:  

13 14 15 
17 22

 CLASS:  
 ANNOUNCEMENT:    

23 
16 18 19 20 21 

   * WORKING CLASS TITLE:    
24 

 TYPE OF LIST:   REPR:   SR: TP: LO: TR: SH: RC:   
25 

 PERM/SEASONAL:      RL: TE: OT: 
 PART/FULL-TIME:    
 TOTAL NO. POSITIONS:    

26 

38 
34 

27 28
35 
31 

36
32

37
3329 30

 MAXIMUM NO. NAMES:    40 
39 

 POSITION NOS:    
   * GEOGRAPHIC AVAILABILITY:    

41 
42

 LOCATION OF POSITION:    43 
   * CLS SKILLS:    
  *  SKILL OPTION: *  SEX: *  AGE:   

44 

   * ECONOMICALLY DISADVANTAGED:    *  ANTICIPATED APPOINTMENT DATE:    
45 46 47

48 49

APPLICANT/CERTIFICATION USER MANUAL 
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 JLST 
 Screen Definitions 
 
This section describes each field of JLST.  For instructions on specific data entry needs, refer to 
the section that covers that subject matter. 

 
NOTE: The number shown in brackets in the “Field Name” column indicates the maximum number 

of characters for that field. 
 

Field 
No. 

 
Field Name  

 
Comments 

1 PAGE 
[2] 

The page number of the certification screen. 

2 ON-LINE 
[1] 

A code that directs the computer to print the certificate on the 
printer in your office.   

3 OFF-LINE 
[1] 

A code that directs the computer to print the certificate at the 
DAS Computer Center.  This is an overnight process.   

4 DISPLAY 
[1] 

A code that directs the computer to display the candidates' 
names and addresses on your monitor. 

5 DELETE 
 
 

[1] 

A code to direct the system to delete the certificate. 

NOTE:  Certificates can only be deleted through the JLST 
screen the same day the certificate is requested.  To delete a 
certificate after the date of initial input, refer to instructions in 
section J280. 

6 SSN  
(Social Security Number) 

No longer used 
 

7 CL  
(Classification Number) 
[6] 

Identifies the class number for which a certificate has been 
requested (appears for those pulled on the current day only).  

8 ANN  
(Announcement Number) 
[9] 

Identifies the announcement number for which a certificate is 
requested (for those pulled on the current day only).   

9 AGY  
(Agency Number) 
[5] 

Identifies the agency that requested the certificate (for those 
pulled on the current day only). 

10 REQ  
(Request Number) 
[6] 

The number assigned by the agency that identifies their request 
for certification. 

11 CERT  
(Certificate Number) 
[5] 

A number that identifies the certificate.   

12 TERM  
(Terminal ID Number) 
[4] 

Identifies the terminal used to request the certificate.  

13 PREV CERT NO 
(Previous Certificate 
Number) 
[5] 

Identifies the number of the previous certificate when 
requesting a supplemental list. 

14 AGENCY  
(Agency Number) 
[5] 

Identifies the requesting agency's number.   

 

8 

8 







B.  Using NETSCAPE Internet Browser 
 

1. First, request your certificate of eligibles as usual through the APPL/CERT system. 
 
2. Bring up Netscape and access the electronic certificate download site at: 
 https://columbia.das.state.or.us:3045/cics/pjec/ppdjw100
 
 You will get this dialog log-in box:  

 
 
 
 
 
 
 
 
 
 
 

3. Enter your user name and password the same as when you log into APPL/CERT; 
 Click on <OK> 
 
4. You are now at the “Electronic Certification Download’ site with this screen: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Certificate Number:  Key the certificate number in the “certificate number” field.  
 NOTE:  It’s critical that the cursor is as far left in this field as it will go. 
 
6. Agency: Select the appropriate agency number from the drop-down list  
 Click on <Look Up>  

 NOTE: Keying the first digit will take you to the beginning of all agency numbers 
beginning with that number and you can scroll down from there.  
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 JLST 
 Request a Supplemental Certificate 
 
• Supplemental certificates cannot be pulled on Information Lists. 
• A supplemental certificate will only certify candidates who have not yet appeared on either the 

original certificate or a subsequent supplemental certificate, with the exception of HIRE 
candidates.   

• When a supplemental certificate is requested, the supplemental becomes an extension of the 
original.   

• If either the original certificate or the supplemental certificate is deleted, the  entire certificate is 
deleted and it cannot be restored.   

• An appointment cannot be made from a certificate that is deleted. 
 

Step 1  Clear screen 

Step 2 Key:  JLST 

 <ENTER> 

Step 3 In  PREV CERT NO  (field 13),  key  the certificate  number from  the  previous 
certificate requested for this recruitment. 

 Example: To request the first supplemental, enter the original certificate number; 
   To request a second supplemental, enter the first supplemental certificate 

number; 
   To request a third supplemental, enter the second supplemental certificate 

number. 

Step 4 Key all fields with the exact information keyed on the original request. 
 Exception: The MAXIMUM NO. NAMES  (field 40) can vary. 

 <ENTER> 

 
Step 5 Record the certificate number and the number of names certified on the 
 “Request for Certification” form. 

Step 6 Review names of candidates on the certificate by one or more of the following 
methods: 

a. PRINT ON LINE: prints the certificate on your printer  
  Move cursor to PRINT/ON-LINE (field 2)  
  Key:  Y    
  <ENTER> 
b. PRINT OFF LINE: Instructs the computer to print the certificate at the DAS 

Computer Center.  This is an overnight process.  DAS 
distributes certs next day. 

  Move cursor to OFF-LINE (field 3) 
  Key:  Y  and  press  <ENTER>    

c. DISPLAY ONLY:  the names of candidates will be displayed on your screen. 
  Move cursor to DISPLAY (field 4) 
  Key:  Y   and  press  <ENTER> 

   Press  <ENTER>  again to view the next page 
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JLST 
Delete a Supplemental Certificate of Eligibles List 

 
Supplemental Certificates can be deleted through JLST only on the same day as requested.  
However, the supplemental can be deleted or canceled through J280 on either the same day the 
supplemental is pulled or at a later date.  Refer to the J280 Section for instructions. 
 
Unlike the original Certificate, a deleted supplemental certificate does not change the status of the 
original certificate or any other supplementals. 
 
Unlike the original Certificate (which cannot be restored if deleted via JLST), a supplemental 
certificate deleted via JLST can be restored (either on the same or successive days) through 
J280. 
 
When a supplemental Certificate of Eligibles List is deleted from JLST, the system will not 
generate another supplemental until the next day.   However, if deleted from J280, the system will 
generate another supplemental on the same day. 

 

Step 1 Display the JLST screen for the supplemental Certificate to be deleted 
 
Step 2 Key a 'Y' in DELETE (field 5) 
 
Step 3 <ENTER>  

(The message 'Cert Update' will be displayed at the top of the screen) 
 
Step 4 Confirm the deletion  

  Clear the screen and then try to retrieve the certificate again.  If the deletion was 
processed correctly, a ‘Y’ will still appear in DELETE (field 5). 

 
 
 

 
 ♦♦   END  ♦♦  
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 AGENCY TITLE 
  

1 

 
PREVIOUS CERT. 
NO. 
 

8 

 
 
 
AGENCY NUMBER 

9 

 
 
 
REQUEST NUMBER 

10 

 
  CLASS TITLE 

2 

 
  CLASS NUMBER 

11 

 
  ANNOUNCEMENT NUMBER 

12  
  WORKING TITLE 

3 

 
 TYPE OF LIST REQUESTED (Not limited to examples listed.) 

 � AP � IO � IW � LO       � OC
 � RL � SR � SW � TR 
13 

 
R EPR. CODE 

 

14 
 
 LIST ORDERED BY 
 
4 A V A I L A B I L I T Y 

  ANTICIPATED APPOINTMENT DATE 

5 

BUILD OFF-LINE 

Yes 
6 

 � (P) Permanent 

 � (S) Seasonal 

15 � (B) Perm/Seas 

 � (F) Full-Time 

 � (P) Part-Time 

16 � (I) Intermittent 

� (J) Job Share 

� (E) Full/Part 

� (B) Any  
 NUMBER OF POSITIONS 
 

17 

 
 MAXIMUM NUMBER OF NAMES 
 

18  
 POSITION NUMBER(S) 

 

 
 GEOGRAPHIC AVAILABILITY & LOCATION 
 
 

 

19 

 
 

20 

 CLASS SKILL CODES 
 

 

 

 

21 

 
 REMARKS 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
7 

 
 CLASS SKILL OPTION 
   YES - Candidates may have one or more of requested skills. 

22 

TYPE AP IO IW LO OC RL SR SW TR CERT NO. ON LINE OFF LINE
             

             

             

             

             

             

SIGNATURE OF APPOINTING AUTHORITY 
 
 
24 

DATE 
 
 
25 

APPROVALS 
 
 
26 

DATE PROCESSED 
 
 
27 

DEPARTMENT OF ADMINISTRATIVE SERVICES 
Human Resource Services Division 

REQUEST FOR CERTIFICATION 
 



INSTRUCTIONS 
 

Submit this form to the Recruitment Unit when requesting certification of names 
from the Human Resource Services Division eligible lists. 

  

FIELD DESCRIPTION 
 
 
 1 - 5 Complete information as described in each field. 
 
 6 If box checked, certificate will be printed by Human Resource Services Division after 6:00 pm and shipped 

the next working day.  This is usually done when the cert i f icate is large and would t ie 
up the on-site printer.  

 
 7 Use for additional information or for additional skill code space. 
 
 8 If requesting a supplemental certificate this must be completed; otherwise, leave blank. 
 
 9 - 12 Complete information as described in each field. 
 

13 Type of lists include: 
  AP - Agency Promotion IO -  Informational List IW - Injured Worker 
  LO - Layoff (Agency Use) OC - Open Competitive 
  RL - Statewide Reemployment List 
  SR  - Secondary Recall (OPEU represented employees only) 
  SW - Statewide Promotion  TR - Transfer 

 
   
 14 Complete only if the position being filled is OPEU represented and you are requesting a Secondary Recall 

list of OPEU employees who had been laid off. 
 
 15 – 16 Indicate availability as described in each field. 
 
 17 Indicate total number of vacant positions to be filled. 
 
 18 Indicate maximum number of eligible candidates you wish. 
 
 19 List the position number(s) of the vacant position(s) to be filled from this certificate. 
 
 20 List the city/county geographical code(s) AND city/county name for location of position.  Refer to the 

APPL/CERT User Manual for listing of acceptable codes and names. 
 
 21 List the skills required for the position.  Refer to APPL/CERT User Manual for listing of acceptable skill 

codes per classification. 
 
 22 If the box is not checked, certificate will include applicants will ALL of the skills requested. If the box is 

checked "yes", certificate will include applicants with ONE or more of the skills requested. 
 
 23 After certificate has been processed, complete the information in each appropriate column, including the 

Certificate Number and whether printed on-line (in your office) or off-line (overnight print-out from Human 
Resource Services Division). 

 
 24 - 26 Complete information as described in each field. 
 
 27 Enter the date the request was input. 

PD107 
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JLST 
ERROR CODES 

 

ERROR 
CODE & MESSAGE DESCRIPTION 

03-DONT SUPPLMT Certificate has been finalized or cancelled. 
04-PREV CERT NO 1. Certificate Number keyed has not been assigned to a previous list of 

eligibles; 
2. Certificate has expired or was deleted; 
3. Supplemental Certificates are not available on Information Lists. 

05-PREV CERT NO Previous Certificate Number entered but could not be found. 
1. Certificate Number keyed has not been assigned to a previous list of 

eligibles; 
2. Certificate has expired or was deleted; 
3. Supplemental Certificates are not available on Information Lists. 

06-CERT AT MAX Certificate cannot be supplemented if the previous certificate had a suffix 
of 'Z'. 

07-AGY MISS No Agency Number listed. 
08-AGY ZERO Agency Number of zero can only be for 'IN' or 'RS' list. 
09-AGY RESTRICT Agency Number must be the same as the operator's employing agency; 

Agency Number must be an umbrella agency grouping;  or 
Certificate must be requested from a master terminal. 

10-AGY INVALID Agency Number is invalid. 
11-PREV CERT Duplicate Certificate Number - must enter previous certificate number to 

supplement. 
12-CLASS FROZEN Class is frozen - no certificate can be pulled. 
13-CLS INVALID Class is not listed on the Compensation Control File. 
14-ALL POC OR ETHNIC Must select one or the other (not both). 
15-ACMT DELETED Announcement requested has been deleted. 
16-LIST CANCEL Announcement has been cancelled. 
17-ACMT ADOPT Announcement file (JANI) is not adopted. 
18-ACMT FROZEN Announcement entered is on the Announcement Control File but cannot 

be used at this time. 
19-ACMT CANCEL Announcement has been cancelled. 
20-ACMT INVALID Announcement not listed on the Announcement Control File. 
21-NO MF ACMT Not currently used. 
22-TYPE INVALID Code entered is not an acceptable code. 
23-TYPE I/W ANN 
(I/W=Invalid with) 

Type of list (field 26) was either not entered or it does not correspond 
with the announcement number. 

24-PE RANGE NO Not currently used. 
25-PE FREEZE CD The keyed position number has a freeze code. 
26-PERM/SEAS Code entered is not one of the acceptable codes. 
27-PT/FT Code entered is not one of the acceptable codes 
28- NO PA1 PRINT Error generated when an online print is requested and there is no printer 

identified for 'pa1' to the computer for the user. 
29-TOT POS REQD Total Number of positions must be entered; or 

Position Numbers must be numeric. 
30-OVER MAX  NMS 
(Over maximum no. names) 

A Certificate is pulled and there are over 1,485 names;  or 
An INFO list is pulled and there are over 4,950 names. 
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 J280 
 Cancel or Delete a Certificate or Supplemental Certificate 
 
CRITICAL: • Do not cancel any certificate from which an appointment has been 

made. 
 • Deleting/canceling the original certificate will also delete/cancel all 

supplementals. 
 • Deleting/canceling a supplemental will not change the status of the 

original certificate or other supplementals. 
 
Step 1 Clear screen  

Step 2 Key: J280 
  class number 
 asterisk 
 comma 
 announcement number 
 comma 
 certificate number (or supplemental certificate number) 

 Example:  C0103*,LE950682A,M606 

 <ENTER> 

Step 3 Review the Employee Identification Numbers (EINs)/Applicant IDs on the screen with 
those on the certificate/ supplemental  to make sure the correct certificate/ supplemental 
is displayed. 

Step 4 Key the following field:  

Field 
No. 

 
Field Name 

 
Comments 

7 ACTION CODE: Key: appropriate code 
Acceptable codes: C = Cancel 
    D = Delete 

 
Step 5 <ENTER>   

Step 6 <ENTER>  again to view the changes made  
 
IMPORTANT: 
A. Post disposition codes prior to canceling or deleting a certificate.  After a certificate is 

cancelled, you will be unable to post the disposition code in the J280 file and part of the 
recruitment file’s documentation is lost. 

B. If certificate is:  
1 Cancelled:   'C' will be displayed in ACTION CODE (field 7)  and  'CAN' will be 

computer assigned in DISP (field 10) to records not already dispositioned. 
2 Deleted:   'D' will be displayed in ACTION CODE (field 7).  
3 A cancelled or deleted certificate can be restored as long as it has not been finalized 

(still appears on J280). 
 

♦♦  END  ♦♦ 
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 J280 
 Finalized  Certificates 
                                                                                                                                             
 
Certificates of Eligibles are finalized monthly.  The finalization is automatically generated by the 
APPL/CERT system.   
 
After a Certificate is finalized, disposition codes can only be processed by manually updating the 
candidate’s status code through their JAPI application record.   
Refer to Post Disposition Codes Manually in the JAPI section. 
 
Certificates are purged from the APPL/CERT system about a week after being finalized. 
 
When the system finalizes a certificate, it will automatically assign an 'NA1' disposition code to Social 
Security Numbers not already posted with a disposition code.   
 
Disposition codes are reflected on the applicant's J350 History File. 
 
 
 
 ♦♦   END  ♦♦  
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 United States and Territories 
 ABBREVIATIONS 
                                                                                                                         
 

Alabama...............................AL Montana .................................MT 
Alaska...................................AK Nebraska ...............................NE 
Arizona .................................AZ Nevada...................................NV 
Arkansas ..............................AR New Hampshire.....................NH 
California..............................CA New Jersey............................NJ 
Canal Zone...........................CZ New Mexico...........................NM 
Colorado ..............................CO New York................................NY 
Connecticut ..........................CT North Carolina .......................NC 
Delaware..............................DE North Dakota .........................ND 
Dist of Columbia..................DC Ohio........................................OH 
Florida ..................................FL Oklahoma...............................OK 
Georgia ................................GA Oregon...................................OR 
Hawaii...................................HI Pennsylvania..........................PA 
Idaho .....................................ID Puerto Rico............................PR 
Illinois ....................................IL Rhode Island..........................RI 
Indiana ..................................IN South Carolina.......................SC 
Iowa.......................................IA South Dakota.........................SD 
Kansas .................................KS Tennessee.............................TN 
Kentucky...............................KY Texas......................................TX 
Louisiana..............................LA Utah........................................UT 
Maine....................................ME Vermont..................................VT 
Maryland...............................MD Virginia...................................VA 
Massachusetts.....................MA Virgin Islands.........................VI 
Michigan...............................MI Washington............................WA 
Minnesota.............................MN West Virginia.........................WV 
Mississippi...........................MS Wisconsin ..............................WI 
Missouri ................................MO Wyoming ................................WY 

 
 
 CANADA ABBREVIATIONS 
                                                                                                                
 

Alberta ..................................AB Nova Scotia ...........................NS 
British Columbia..................BC Ontario....................................ON 
Manitoba ..............................MB Quebec...................................PQ 
New Brunswick....................NB Saskatchewan.......................SK 
Newfoundland ......................NF Yukon Territory.......................YT 
Northwest Territory..............NT 

 
 
 
  

♦  ♦  END ♦  ♦  
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LOG ON TO APPL/CERT 
 
 
Step 1: Obtain your Userid and password (keep in a secure location) 
 
 
 
 
 
 
Step 2: Access Mainframe 
 
 Receive:  Initial Screen (cursor automatically appears in position for the next step): 

 
Step 3: Key:  E23   (the screen now looks like this:) 

  
Step 4: <ENTER> 

 Next Screen: CICS Welcome Screen 

 
 

Userid:  _________________ 

Password:  ______________ 
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Step 5: Press Clear/Pause Key  
 (clears the screen) 
 
Step 6: Key:  CESN 

 <ENTER 
 
 Next Screen: CICS Sign-On Screen 

 
Step 7: Key:   User ID 
 Press: Tab 
 Key: (Your private password) 
 
Step 8: <ENTER> 
 
 
 Next Screen: 

 
 
Step 9: Clear screen  
 (Sign-on is complete and you can now access the APPL/CERT screens). 
 
 
 
 
 

♦♦  END  ♦♦ 
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HELPFUL HINTS 
JANI 

 
 

1. ADOPTING ANNOUNCEMENTS ON JANI - The adopt date must be entered as a separate 
step on JANI to avoid an error message. 
A. EXCEPTION:  The adopt date is system generated for the following announcements: 

� HR � LO � TR 

� IO � SR  

For the above recruitment types, the system-generated adopt date 
defaults to the current date.  When setting up a JANI screen: 

• press <enter> for the system to accept the announcement;   
• press <enter> again and system generates the adopt date. 

 
2. CANCEL ANNOUNCEMENT  vs  DELETE ANNOUNCEMENT –  
 

A. DIFFERENCES: 

• Delete will remove all trace of the entire announcement 

• Cancel will make the announcement unusable, but will retain the JANI screen 
information 

 
B. HOW / WHEN TO USE: 

• CANCEL - The cancel action is generally used after an announcement is set up in 
JANI and then you discover the position will not be filled after all.  Using the cancel 
action will retain documentation of the processing that took place for the recruitment. 

• DELETE - The delete action is used when a mistake was made on the entry of the 
record and should never have occurred – deleting the action will totally remove any 
trace of the incorrect entry.   

 
 

JANI ERROR CODE EXPLANATIONS 

56-TOO MANY APEX 
This JANI error message occurred once when there were only 2 applicants on the list. 
The transaction worked fine, but had a problem with an end-of-file processing due to the 
small number of applicants.  If you receive this message and have questions, please 
contact DAS Data Entry. 

 

mailto:Entry.Data@das.state.or.us
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JAPI 

 
 

JAPI includes 2 distinct sections: 
 APPL = fields 1 - 28 (this is the top half of the JAPI screen that provides the applicant’s 

personal information) 
 APEX = fields 29 - 69  (this is the lower portion of the JAPI screen that provides the 

application data related to a specific list such as test date, score, expiration 
date, etc.) 

 
 

CORRECTING APPLICANT’S ADDRESS  
a. If a record status is AW and you correct their address in one of the applicant’s JAPI 

records, all of the applicant’s records with AW status will be re-activated. 
b. If an applicant’s record is AW, but the applicant says the address showing is correct, all of 

the applicant’s records with AW status will be re-activated by keying the current day’s 
date in ADCHNG (field 27) 

 
CLASSIFICATION NUMBER - The number assigned to each state job classification entered on 
JAPI is prefixed by one of the following: 

   C = Classified or X = Management Service 

NOTE:  The following lists are not set up on APPL/CERT  
 E = Unclassified J = Judicial  
 K = Lottery   L = Legislative  
 U = Unclassified Y = Exempt 
 Z = Executive Service 
 
GRADE NOTICES – System automatically generates a notice on new application entries or 
when the final score field has been keyed.  When a change (that does not affect the final score) 
is made to an existing record, the system does not automatically generate a new grade notice. 

• Generate A Notice Manually – to manually instruct the system to generate a new 
“Application And Examination Notice”, key one of the following codes in NOTICE (field 67): 

a. 229 = for a grade notice to be delivered to the applicant 
b. 229A = for an agency information notice – delivered to the agency of record 
c. 229R = for a reject notice to be delivered to the applicant 

 
 NOTE: You may use 229A notices for any documentation purposes or when you wish to 

send information to candidates who are currently active on a list.  Since the 
notice includes the applicant’s name and address, this makes a quick and easy 
way to send mailings – just slip the notice and any other letter or document into 
a window envelope.   

 
 Examples of why you might wish to use the notice code include: 

a. You’re opening another recruitment and wish to encourage candidates on one 
list to apply to the new one.  

b. You want to personally deliver the notice to your applicant. 
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• Suppress A Grade Notice – to instruct the system NOT to generate a notice (after keying 
data into JAPI), key four asterisks (****) in NOTICE (field 67) before pressing <ENTER>. 

 
 
POST DISPOSITION CODES MANUALLY 
Posting disposition codes before the certificate is finalized is accomplished through J280. After 
the certificate is finalized, any changes to an applicant’s status that would have occurred as a 
result of a disposition code must be manually input on the applicant’s JAPI record.  This is 
referred to as “manual disposition coding”. 
 
If the certificate does not appear on J280 when accessed as directed below, the certificate has 
already been finalized and disposition codes must be posted “manually” through the JAPI 
screen.  Refer to JAPI – Post Disposition Codes Manually for instructions.  
 
TEST DATES - if test dates were accidentally keyed on a rejected application.  Call DAS Data 
Entry for assistance on correcting the record. 
 
WRONG ADDRESS - The system will not generate a grade/reject notice on a record that has a 
wrong address code (JAPI field 28). 
 
UPDATING SKILL & GEOGRAPHIC CODES – sometimes when skill or geographic codes are 
re-keyed incorrectly, rows of question marks (????) appear after pressing <ENTER>.  The only 
way to correct this is to re-key all the skill or geographic codes. 
 

JAPI ERROR CODES 
93-ACMT CLOSED 
If this JAPI error message appears after entering a reject code of OH: 
1. Rekey AP-REC (field 50) with the date the announcement closed 
2. Key 4 asterisks (****) in NOTICE (field 67) to suppress a grade notice. 
3. <ENTER> 
4. Change JAPI to JAPU 
5. Rekey the correct receive date in AP-REC (field 50) 
6. Rekey the OH in RJ (field 52) 
7. Rekey EXAM (field 56) 
8. <ENTER> 
120-VPEL RE DOE 
Because veterans’ eligibility laws continue to evolve, the system is not always 
compatible with statutory requirements.  This error code usually requires an “over-ride” 
of “V” to be keyed into field 19 of the JAPI record. 
122-DOD TOO OLD 
Because veterans’ eligibility laws continue to evolve, the system is not always 
compatible with statutory requirements.  This error code usually requires an “over-ride” 
of “V” to be keyed into field 19 of the JAPI record. 
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JAPI ERROR CODES 
ACCEPTED/GRADED APPLICATIONS 
First, confirm the correct test number was entered.  If it’s correct, 
determine if the application should be entered as a “regrade” or as a 
“reject”.  Refer to your Recruitment User Manual or contact your DAS 
Recruitment Specialist for assistance. 

138-TOO SOON 

REJECTED APPLICATIONS 
First, confirm the correct test number was entered.  If it’s correct: 

a. Return to ‘RJ’ (field 52) and key ‘OC’ 
b. Key 4 asterisks ( * * * * ) in NOTICE (field 67) to suppress the 

grade notice. 
c. <ENTER> 
d. Change JAPI to JAPU 
e. Re-key the correct reject code in RJ (field 52) 
f. <ENTER> 

 
 
 

♦♦  END  ♦♦ 



APPLICANT/CERTIFICATION USER MANUAL  HINTS.D.1 
02-13-2001 

HELPFUL HINTS 
JLST  

 
 
FILLING MULTIPLE POSITIONS: 
JLST provides fields to identify either 1 or 2 positions to be filled.  However, a certificate of 
eligibles may be used to fill more than only two positions.  Additional position numbers may be 
identified in field 43 for your documentation purposes or on a simple memo for your recruitment 
file. 
 
TYPE OF LIST:  (field 26) – Must be the same as the announcement number prefix (i.e., OC, 
SW, or AP)  except  when the announcement number prefix is LE.  When the announcement 
number prefix is LE, the type of list is either OC, SW, or AP. 
 
GEOGRAPHIC AVAILABILITY (field 42) – Following are some examples of how the 
geographic availability codes work on the system: 
• Metropolitan area codes (PMA, EMA, and SMA) are not valid codes for this field – you must 

request either city codes,  county codes, or “ALL” 
• You can request up to 6 city and/or county codes 
• If you request a county code, applicants who have only listed a metropolitan area will not 

appear  
• If you request a city code, applicants with either the city code or the metropolitan area code 

(that includes the city you wish selected) will appear 
 
SUPPLEMENTAL CERTIFICATES 
An appointment cannot be made from a certificate if the certificate or any supplemental to the 
certificate has been deleted. 
 
 
 

♦♦  END  ♦♦ 
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HELPFUL HINTS 
JMSG Display 

 
This section describes each field of JMSG.  The JMSG screen provides DAS/HRSD 
Recruitment a communication link with agency staff providing information such as: 

• weekly data entry status updates 
• application workload status 
• recruitment processing status  
• important recruitment-related messages as needed 

 
 
 
 

           JMSG     DEPARTMENT OF ADMINISTRATIVE SERVICES  
                     APPLICANT CERTIFICATION NEWSLETTER  
 
 

     ACTION CODE:     DATE: TIME:  
  
 
                            MESSAGE  
 
     ____________________________________________________________ 
     ____________________________________________________________ 
     ____________________________________________________________ 
     ____________________________________________________________ 
     ____________________________________________________________ 
     ____________________________________________________________ 
     ____________________________________________________________ 
     ____________________________________________________________ 
     ____________________________________________________________ 
     ____________________________________________________________ 
     ____________________________________________________________ 
     ____________________________________________________________ 
 
 

         F7 = SCROLL BACK F8 = SCROLL FORWARD                                                                                                        

 
 
 
 

1 2 3 

4 

5 6 
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HELPFUL HINTS 
Reading JMSG 

 
The JMSG screen provides DAS/HRSD Recruitment a communication link with agency 
staff providing information such as: 

• weekly data entry status updates 

• application workload status 

• recruitment processing status  

• important recruitment-related messages as needed 

When JMSG is accessed, the most recent message appears first. 
 

Step 1 Clear screen 

Step 2 Key:  JMSG 

 <ENTER> 
 
 EXAMPLE  of JMSG screen: 

 
 
Step 3 Move From Page to Page 

• F8 (PF8) to page forward  

• F7 (PF7) to page back 
 
 
 

♦♦  END  ♦♦ 
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POST DISPOSITION CODES MANUALLY 
Posting disposition codes before the certificate is finalized is accomplished through J280. After 
the Certificate is finalized, any changes to an applicant’s status that would have occurred as a 
result of a disposition code must be manually input on the applicant’s JAPI record.  This is 
referred to as “manual disposition coding”. 
 
If the Certificate does not appear on J280 when accessed as directed below, the Certificate has 
already been finalized and disposition codes must be posted “manually” through the JAPI 
screen.  Refer to Post Disposition Codes Manually in JAPI for instructions.  

 
 

Considerations to be aware of when posting disposition codes: 

1. If a disposition code of 'NA1' has already been posted to a candidate's record, do not 
change the disposition code or the record.  The NA1 code indicates an Applicant ID change 
has been made and this candidate's records are now under a different Applicant ID.  You 
may wish to: 

a. Call Data Entry at (503) 378-2179 to verify if an Applicant ID change has 
been done. 

b. Post manually by updating the candidate’s JAPI record, depending on which 
disposition code has been assigned.  Refer to the JAPI section. 

 
2. Enter disposition codes before processing any updates to application records.  If 

any candidate on the list requested their application records to be updated, post  
disposition codes before updating their JAPI record.  The application record 
should remain the same as it was when it certified until after the disposition code 
has been posted.  Refer to Update Applicant Records for directions on 
updating an applicant's record(s). 

 
3. It may be necessary to post a disposition code to an applicant's record whose 

name is on a cancelled or deleted Certificate.   Restore the Certificate then post 
the disposition codes. This can be done through J280 if the Certificate has not 
been finalized. 

 
 If the Certificate has been finalized, it will be necessary to post disposition codes 

manually.  
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MISCELLANEOUS 

 
 
 

ENTER – If the ‘enter’ key on your PC does not work, check with your IS staff. 
 
REFRESH A FIELD  -  Re-key the first digit of the field.   
 
Oregon Employee Identification Number (EIN)/Applicant ID is unknown – how do I retrieve 
the application record? 

JAPI records can only be accessed with an EIN or Applicant ID.  However, with the 
applicant’s name, you can cross-search for their EIN or Applicant ID using the J400 screen. 

 
UPDATING SKILL & GEOGRAPHIC CODES 

Sometimes when skill or geographic codes are re-keyed incorrectly, rows of question marks 
(????) appear after pressing <enter>.  To correct this, re-key all the skill or geographic 
codes. 

 
City, County, & Metropolitan Codes – How they relate 
 When requesting a Certificate of Eligibles list, you must request either a city or county 

geographic code or you may request “all”.   

 Applicants may select a metropolitan geographic code on their application, but the 
APPL/CERT system does not recognize metropolitan codes when a Certificate of Eligibles 
list is requested from the JLST file. 
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