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Guide for Creating Position Listings and Projecting Positions 
 

This guide provides instructions which will be used to create a position listing needed for the annual 

department budget submission. Included in these instructions is how to export data to Excel and how to 

project position budgets for the current year. 

 

To download Position information for projections 

 

Step 1:  Step 1:  Log on to Cal Poly Pomona Oracle PeopleSoft Enterprise System : 

https://cmsfin.cms.csupomona.edu/psp/FPOMPRD/ 

 

 

Step 2:  Click on Position Lookup  

 

 
 

 

Results 

 

 
 

 

 

 

 

https://cmsfin.cms.csupomona.edu/psp/FPOMPRD/
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Step 3:  Enter Department Id and click on Submit .  

 

Results 

 

 
 

Results 

 
 
 

Step 4: To Export Data to Excel click on Download icon located on upper right hand corner of result screen.  
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Results 

 

 
 

Step 5:    Adjust column widths 

 

Results 

 

 
 

Step 6:   Sort and total by account code 

Step 7:   Add a column to project annual salary 

To project annual salary, multiply rate of pay times 12 unless there are known changes 

(change in employee, timebase change, leave without pay etc.)  

 

Step 8:   Totals for account code should be entered on the Budget Journal Import Template. The 

account code should be changed to the equivalent chartfield string before entering summary 

information on template.  (See Guide to How to Prepare Budget Submission) 

 
Account Code Sample:                                                      Chartfield String Sample: 

 

DeptID  Fund    Account    Class Prog                                     Account  Fund DeptID Prog  Class 

67700 – POM01 601300    0000  0602         601300  POM01 67700  0602  00000 

 

 


