
PS0035 - Employee Miscellaneous Screens 

Description  
Use the Employee Miscellaneous Screen (PS0035) to assign miscellaneous fields to individual employees. 
Use the miscellaneous employee fields that you created for various employee functions on the 
Employee Miscellaneous Data Table (PS9060). 

Using this screen, you assign applicable Employee Miscellaneous Numbers to an individual employee. 
You can generate a number of miscellaneous fields (up to 99), but not all of them will apply to all 
employees. This screen allows you to apply the necessary miscellaneous fields to individual employees. 
Then use this screen to view and maintain the information you want to track. 

The key to miscellaneous fields is the Employee Miscellaneous Number (Misc Num). Each Employee 
Miscellaneous Number represents a college-defined employee function that you want to track. When 
you want to track one of these college-defined functions for an employee, you assign the Employee 
Miscellaneous Number to that employee. 

For a report containing employee IDs and the employee miscellaneous fields assigned to them, you can 
create a DataExpress procedure of the values you place on the Employee Miscellaneous Screen 
(PS0035). This screen is provided for reporting purposes. 

 

User Functions  
Func A Add (assign) a miscellaneous field to an employee ID. 

C Change a miscellaneous field for an employee ID. 
D Delete a miscellaneous field from an employee ID. 
I Inquire or view existing miscellaneous fields for an employee ID. 

 

Key1 Employee ID 



Key2 Leave blank 
Key3 Leave blank 

Assigning Miscellaneous Fields to Employees  
Use the following steps when you want to assign miscellaneous fields to employees. 

To assign a miscellaneous field to an employee: 
1. In the Func field at the bottom of the screen, type A (add); in the Screen field, type PS9035; and 

in the Key1 field, type the employee's ID number. Press the Enter key.  
2. In the Misc Num fields, type the employee miscellaneous numbers for the functions that you 

want to assign to the employee ID.  

You can enter several miscellaneous numbers at the same time. 

3. If applicable, in the Misc Value field, type the value that applies to the employee for each 
miscellaneous function. 

For example, if the miscellaneous employee function is Additional Duties, type the descriptive 
name of the additional duty that the employee currently has, such as Building Fire Captain or 
Employee Recognition Comm.  

4. If applicable, in the Misc Date field, type the date associated with the miscellaneous function for 
the employee. 

For example, if the miscellaneous employee function is MSDS Training, type the date the 
employee completed the training. 

5. Press the Enter key. 

The process validates (edits) the data that is entered. If an error is found, an error message will 
be displayed. The Title field for each Misc Num will automatically be displayed after you have 
satisfied all the edits and pressed the enter key. 

The record for this employee's miscellaneous functions is saved. You can now view and update 
any changes to the employee's miscellaneous functions. 

Interpreting Error Messages  
The error messages related to the Employee Miscellaneous Screen (PS0035) are fairly self-explanatory. If 
you have questions about the meaning of an error message, refer to the following: 

 Error Message  Description 
1. EMP-ID (Key1) must be on 

Employee Database  
You entered an invalid employee ID number in the Key1 field. Try 
again. 

2. Emp-Misc-Num must be unique 
for employee 

You can only assign a Misc Num once to an employee. 

3. Date must be a valid date You must type a valid date using the format mm/dd/yy 



(MM/DD/YY)  
4. Date must be entered if Max-

Length is zero  
When this miscellaneous field was created on the Employee 
Miscellaneous Data Table (PS9060), zeros were put in both the 
Minimum Length and Maximum Length fields. For miscellaneous 
fields that are set up this way, when updating an employee's 
record on PS0035, you are allowed to enter only a date in the 
Misc Date field. 

5. Emp-Misc-Val must be numeric  When this miscellaneous field was created on the Employee 
Miscellaneous Data Table (PS9060), the Data Type was changed 
from the default X (alphanumeric) to N (numeric). For 
miscellaneous fields that are set up this way, when updating an 
employee's record on PS0035, you are allowed to enter only 
numeric values in the Misc Value field. 

6. Emplyee Miscellaneous Value 
must be equal to or less than Max 
Length. 

When this miscellaneous field was created on the Employee 
Miscellaneous Data Table (PS9060), the Maximum Length for the 
Misc Value field was set to a number less than 50 and now you 
have typed too many characters. For example, if Maximum Length 
is 30, you have probably typed 31 or more characters. 

7. Emp-Misc-Val must be equal or 
greater than Min Length 

When this miscellaneous field was created on the Employee 
Miscellaneous Data Table (PS9060), the Minimum Length for the 
Misc Value field was set to a number greater than 0 and now you 
have not typed enough characters. For example, if Minimum 
Length is 5, you have probably typed only 4 or fewer characters. 

8. Emp-Misc-Val must be spaces if 
Max length equals zero 

This is similar to number 4 above. When you created this 
miscellaneous field on the Employee Miscellaneous Data Table 
(PS9060), you probably put zeros in both the Minimum Length and 
Maximum Length fields. If Minimum Length and Maximum Length 
are set to zero, then you cannot enter anything into the Misc Value 
field when updating an employee's record on PS0035. For 
miscellaneous fields that are set up this way, you are allowed to 
enter only a date in the Misc Date field. 

9. Emp-Misc-Num must be on the 
Emp- Misc-Tbl-M (PS9060)  

You are trying to assign someone a Misc Num that has not been 
set up on the Employee Miscellaneous Data Table (PS9060). 

Additional Considerations  
Take the following information into consideration when working with miscellaneous employee fields. 

• If you do not enter a zero in both the Minimum Length and Maximum Length fields on the 
Employee Miscellaneous Data Table (PS9060), you do not have to enter a date in the Misc. Date 
field on the Employee Miscellaneous Screen (PS0035). You can if you want, but it will not affect 
anything. 

• The miscellaneous employee fields (you can create up to 99 of them) will not be deleted when 
you separate an employee. 

• Before you begin, it is suggested that you do some preliminary planning for using miscellaneous 
employee fields: 

o Write out on paper all your ideas for miscellaneous employee fields.  
o For each miscellaneous field, determine the minimum and maximum length that you 

want for the Misc. Value field on the Employee Miscellaneous Screen (PS0035). If you 



want, you can set them all to have a minimum length of zero and maximum length of 
50.  

o Decide whether you want the Misc Value to have a data type of X (alphanumeric) or N 
(numeric).  

o Consider grouping like items together and leaving some numbers vacant between 
groups (for example, 20 through 29 for training programs). 

Database Reporting Information 
For producing DataExpress procedures, use the following database structure information. 

For the Employee Miscellaneous Data Table (PS9060): 

• The data elements reside in the Table 5 (TBL5) database in the data set Employee Miscellaneous 
Table Master (Emp-Misc-Tbl-M).  

• The primary link (DataExpress key field) is Emp-Misc-Num which links to the data set Employee 
Miscellaneous Detail (Emp-Misc-D).  

For the Employee Miscellaneous Screen (PS0035): 

• The data elements reside in the Employee (EMP) database in the Emp-Misc-D data set.  
• The primary link (DataExpress key field) is the Emp-ID which links to the Employee Master (Emp-

M) data set to obtain an employee's' name. 

Using Miscellaneous Employee Fields - Overview  
The PPMS miscellaneous employee fields allow colleges to define customized fields for any number of 
employee functions, for example, special training received, assignment of additional duties, and 
assignment of special equipment, to name a few. When you assign a miscellaneous field (representing a 
function) to employees, you can then track and update the status of that function for each of the 
employees to whom it is assigned. 

Using the miscellaneous employee fields is a two-step process. 

1. Using the Employee Miscellaneous Data Table (PS9060), you create and define the 
miscellaneous fields for the employee functions you want to track.  

2. Then using the Employee Miscellaneous Screen (PS0035), you assign the miscellaneous fields to 
individual employees.  

The key to miscellaneous fields is the Employee Miscellaneous Number (Misc Num). Each Employee 
Miscellaneous Number represents a college-defined employee function that you want to track. When 
you want to track one of these college-defined functions for an employee, you assign its Employee 
Miscellaneous Number to the employee. 

To be assigned access to these screens, contact your Application Security Manager. 
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