
Using the Job Status Inquiry (JSI) 
 
The Job Status Inquiry is a program that functions like an on screen TJC report. It allows you to drill down into 

transactions or budgets for a single cost code, export to Excel for a working TJC-like document, and generally allows 

much more flexibility than the standard TJC Report. This document outlines the use of the Job Status Inquiry (JSI). 

1. Click “View Job Status Inquiry (JSI)” on the Operations/Project Management Menu. 

 

2. Enter your 8 digit Business Unit/Job number and click “Find” in the upper left hand corner of the screen. 

 

3. The “Thru Date/Period” will default to the end of the open accounting period. If you change the From or Thru 

dates, you must click “Find” again in order to have the information update accordingly. 
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4. Use the “Additional Selections” tab to specify certain cost codes or cost types. You can also change the display of 

codes to remove accounts that have no transactions (or a zero balance within the date range chosen), or insert 

an additional column for the account Headers (cost code descriptions). The “Options” tab contains a selection 

for only posted transactions, only unposted transactions, or all transactions. Again, any time you make changes 

to these items, you must click Find in order for the information to update accordingly. In addition, changes made 

to these Header tabs will not “stick”, meaning you will have to change them every time you enter the program. 

 

 

5. The columns that show when you enter this screen are based on the column version at the top of the screen. 

There are several pre-programmed column versions to choose from. New column versions can also be created, 

but the screen will always default to version TJCR(P), and will need to be changed every time you use the JSI, 

even if you have your own version. The way to ensure you see the same thing, (aside from the Header revisions 

shown in #4), is to customize your grid and save it. This customized grid will then become the grid you see every 

time you enter the screen. 
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6. Open all Records using the arrows to the right of “Records” and then Export to Excel using the Export button on 

the top right of the grid to get your JSI View in Excel. Only the Records shown will be exported (i.e. in the below 

screenshot, only records 1-30 will export).  

 

7. To drill down into the individual transactions in the cost code, select the line on the left of the screen, then click 

the Green Checkmark on the top left of the screen. This will bring you to the Work with Account Ledger screen. 

 

8. On the Account Ledger Screen, you can again change the From and Thru date, or choose to view posted 

transactions only, unposted transactions only, or all transactions (Posted Only is the default). This grid can also 

be customized to present only the information you want to see each time you enter the Work with Account 

Ledger program. 

 


