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PURPOSE AND DESCRIPTION 

Purpose 

This document explains the key activities involved in the Job Data Notepad. It provides an 
overview of the sub-processes involved, as well as step-by-step procedural guidance to perform 
the activity. 

The Job Data Note is used to add information details for various Job Data rows including retroactivity 
and is to be viewed by employees that have access to Job Data such as Payroll, DPRs, Recruitment and 
Shared Services.  The Job Data Note allows the viewer to have a better understanding of the reasoning 
behind an action in a Job Data row. Accessibility includes Payroll, DPRs, Shared Services and recently 
added Recruitment access.  
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JOB DATA NOTEPAD 

Step Action 

1.  Log into INFORMS and select Human Resources (HCM) from the home landing page 
below. 

 

2.  Then, navigate to Workforce Administration>Job Information >Job Data. 
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Step Action 

3.  Add the Empl ID and select the Search button. 
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4.  Once on the Employee record, go to the Notepad  icon located under the Job Indicator 
field. The Job Data Notepad will then be displayed. 
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Step Action 

5.  Add a New Note and select the Save button. 

 

 


