
 
DEPARTMENTAL POSITION LOOKUP 

 
Departmental Position Lookup will supply the campus financial users with online position information to 
assist in payroll planning and management.  This information provides needed data when dealing with 
personnel and position management issues such as hiring, reclassing, attendance reporting, etc.  It also 
provides the ability to export data to Excel so information can be used for budget planning, such as 
projecting position budgets and position cost for current and future years. 
 
 
Step 1:  Log on to Cal Poly Pomona Finance Web Tools http://www.csupomona.edu/~psoft/  
 

 
Step 2:  Click on Departmental Position Lookup  
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http://www.csupomona.edu/~psoft/


 
 

 
Step 3:  Enter Group ID and click on Submit  
 
 
 

 
Step 4:  Enter Department ID 

Enter Job Code only if you want to view positions with a specific job code - if not, 
leave blank      

 Click on Lookup 
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Results using only Department ID 
 

 
Click on Various to drill down and see names of employees in multi-head count positions  
 
______________________________________________________________________________ 
 

Definition of Terms for Position Lookup Results 
 

Department ID A 5-digit chartfield code that uniquely identifies 
departments/operating units. 

Position Number An 8-digit code used in position management. 
Job Code A 4-digit code that identifies job classification and is used 

in position management. 
Description Job title 
Empl ID A 10-digit code which appears on position management 

reports and uniquely identifies an employee.  
Name 
 

Employee name 
   Currently Vacant - Current year budgeted position 
   with no incumbent 
   Various - Multi-head count position (i.e. student  
    assistants, part-time faculty, etc.) 

Rate of Pay The full monthly or hourly rate of an employee. 
Distribution % Funding distribution 
Account Code Identifies the funding source used for labor cost distribution 

in the Human Resource system. 
Reporting Unit Identifies a group of employees for payroll certification and 

check distribution.  
 
 
 
 
 
 
 

 3



Results when clicking on Various  

 
 
 
Results when using Department ID and Job Code 
Only positions for Job Code 1741 are retrieved 
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At this point you can choose to export data to Excel using the Export Summary instructions  


