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/
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Here you will find many wseful utilities and have access to information nommally only accessible through use of PeopleSoft client software.

People Soft Financial Information

Department Summary - Use to display a department financial summary.

Bummary by Chartfleld - Use to display a department financial summary by chartfield. From the result sereen, you can diill down to display transaction
detail

Individual PO Lookup - Use to display a single purchase ordet by enitering a specific PO number.
PO Lookuy by Date - Use to display purchase orders ab the Department of Chartfield string level by a date range.

Departmental Position Lookugp - Use to display position information by Dep artment

University Trees - De this to display the trees for funds, departments, programs and classes.

Forms and Documents

Dowrdoad Forms - Use thilo find end download finance related fomms,
Firancial Services Guide - Univetsity Financial Bervices ditecloty and ledget id reference
Glossary of Tetms Guide - A Bsttyg of words and their definitions as they relate to G,
Quick Tips - Helpfll tips and reminders for users.

Trainitiz haterial - Power Point presendations from training classes.
Additional Weh Page References
University Budget Informatior

University Financial Bervices

Procurement Support Services
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étep 2: Click on Iﬁébaftfnental Position Lookup


http://www.csupomona.edu/~psoft/
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Welcome to the Finance Web Tools Position Lookup pagel

Appropriate use of Public Information

The following Web pages contain non-confidential public information. No confidential personal
information can he accessed, such as but not Ilmltad to social security number, ethnicity, gender, home
address, physical description, home teleplt H dical history and performance evaluations.

This information is being made available as a tool for payrol nd It is the intent
that this information be interpreted in an ethical and professional manner and used only for job-related
tasks

Enter Group ldentification code and press the "Submit” button
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Submit
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Step 3: Enter Group ID and click on Submit
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Position Lookup by Department and Job Code

This utility allows you to review position information by Deptid and/or Jobcode

Department Id: [g7700
Job Code: I
Lookup
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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



Results using only Department ID

Position Lookup Result

Deptld: B7700  Accounting Serices

Job Code:
Job Rate of Account

osition# Code Description Pay Distr % Code

00001285 1038 Admin Analyst/Spelst EF12 Mo 000031551 4F43.00 100% 67700-POMO160130000000602 677
000012686 1762  Accountant | 0000358493 4,113.00 100% B7700-POMO160130000000602 677
00001267 1762 Accountant | 007146464 3E74.00 100% 67700-POMO160130000000602 677
00001268 1741 Accounting Technician Il 0.00 100% B7700-POMO160130000000602 677
00001291 1741 Accounting Technician Il 000042302 3,228.00 100% B7700-POMO1B0130000000602 677
00001292 1038 Admin Analyst/Spcist E I-12Mo 007032532 4 B50.00 100% B7700-POMO1B0130000000602 677
00001294 3312 Dir Accounting Sves 000045019 8E17.00 100%  B7700-POMOTB0120100000602  E77
00001295 1038 Admin Analyst/Spclst ElI-12Ma 000045097 5 A579.00 100% B7700-POMO1B0130000000602  E77
00002035 1038 Admin Analyst/Spclst EINF12 M 0ooos7sa1 278950 100% B7700-POMO1G0130000000602 E77
00002218 1870 Student Assistant i 100% B7700-POMO160130300000602 677
00002357 1874 Brdg Student Assistant Currently Yacant 0.00 100% 67700-POMO160130300000602 677
00003456 1038 Admin Analyst/Spelst EF12 Mo 387400 100% B7700-POMO160130000000602 677
00003503 1762 Accountant | Currently Yacant 0.00 100% 67700-POMO160130000000602 677
00003536 1871  Stdnt Trnee,On-Cmps Wk Stdy Yarious 25% B7700-POMO160200100000602 677
0ooD4022 1038 Admin Analyst/Spclst 12 Mo Currently Vacant 0.00 100% B7700-POMO1B0130000000602 677
00004023 3312 GAAP and Tax hManager 007310212 7.084.00 100% B7700-POMO1B0120100000602 677

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.




Results when clicking on Various

Position Lookup Result

Deptld: 67700 Accounting Services

Job Code:

Job Rate of Account
Position# Code Description Pay Distr % Code
00002218 1870 Student Assistant 006972407 §.29 100%  B7700-POMO160130300000602 B77
00002218 1870  Student Assistant 000109447 8.29 100%  B7700-POMO160130300000602 B77
00002218 1870 Student Assistant 004895579 8.29 100%  B7700-POMO160130300000602 B77

Results when using Department ID and Job Code
Only positions for Job Code 1741 are retrieved

Position Lookup Result

Deptld: E7700  Accounting Services
Job Code: 1741 Accounting Technician Il

Job Rate of Account
Position# Code Description Name Pay Distr % Code
00001283 1741 \Accounting Technician |l Currently Vacant 0.00 100%  67700-POMO1B0130000000602 677
00001291 1741 JAccounting Technician Il 000042302 3,2258.00 100%  B7700-POMO1B0130000000602  B77

Printable Summary
This link will open a new window displaying the surmmary in a printable farmat.

Expart Surnrmar
To export summary into Excel, click this link, when data appears do the followip®, click the edit button on the menu bar, click select all, then click the edit button
again and click copy. Open a blank sheet in Excel, click the edit button and @tk paste special, when box appears, click on Text then OK. If data is not in separate
columns, then highlight Column A, click on Data, then click on Text to Coldmns, delimited should be checked, click on Next and choose Sermicolon, then click on
Finish. Format daga’to meet your needs and then save file.

At this point you can choose to export data to Excel using the Export Summary instructions



