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# Instructions Screenshot 

1 

The Jobs tab reports 
display information 
similar to the Positions 
tab, but organize it by 
person rather than 
position. 
 
The Primary Jobs 
report shows the 
employee’s permanent 
primary position, 
whereas the Current 
Jobs report displays 
the employee’s current 
job. 

 

2 

The report information 
includes the 
employee’s title and 
job class, as well as 
annual salary, salary 
grade and step.  

3 The report includes FTE 
and Last Paid Date. 

 

4 

The Begin Date shown 
is the date the 
employee started in the 
current job. 

 

Jobs reports	  

FAST HR Quick Guide	  
	  

This quick guide describes the reports available under the FAST HR Jobs tab: Primary Jobs, 
Current Jobs, Probation End Dates and Salary Distribution. These reports are similar to those 
under the Positions tab but display information by person rather than position. 
 
For more resources, including a guide on FAST HR codes, visit www.uvic.ca/hr/fasthr. 
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# Instructions Screenshot 

5 

The Probationary End 
Dates report displays 
the date the 
probationary period 
begins and ends for 
each applicable 
employee. If a person 
has more than one job, 
information will appear 
on more than one line. 

 

6 

To filter for upcoming 
probationary end dates, 
enter today’s date in 
the Probation End 
Date filter, and Greater 
Than in the dropdown 
field, before executing 
the report. This will 
produce a list of all jobs 
with future 
probationary end dates. 

 

7 

The Salary 
Distribution report 
provides the same 
information as is 
provided to employees 
on the MyPage>Pay 
Information tab. This 
includes Starting 
Salary, Progression 
and Performance 
increases. 
 
TIP: The Salary 
Distribution report 
provides the same 
information as the 
annual Salary Notices 
previously distributed 
to departments. 

 

   

	  
	  


