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HOW TO RUN THE SDSU POSITION/INCUMBENT REPORT 
 
 
 
Log into PeopleSoft 
 
Navigation Path:  Main Menu> Organizational Development> Position 
Reports> SDSU Position/Incumbent Report 
 
You will see a Run Control screen like the one below.  Type any value (I use “1”) 
in the Run Control ID and click on the “Add a new value” tab. 
 

 
 
 
 
 
 
 
 
 
 



You’ll get a second similar screen – click the yellow Add button 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Then you see a screen that allows you to either put in a single department 
number, or, if you leave it blank, you should get all the departments that you 
have security to see.   
 
Click the yellow “run” button. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



The next screen is a confirmation that you want to run the report.   
 
Click the yellow “OK” button. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



After clicking “OK”, it brings you back to a page that looks exactly like the page in 
two pictures above -  EXCEPT it has the words “Process Instance: xxxx” right 
under the yellow Run button.  This means you have already run it and now need 
to click on the blue words - “Process Monitor”.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Now you see a screen like below – look at the Run Status and Distribution Status 
columns.  They will say “Processing” and “N/A”.  You just have to keep clicking 
the yellow REFRESH button until those two columns say “Success” and 
“Posted”. 
 
When you get Success and Posted, Click on “Details”.   
 
 
 

 
 
 
 
 
 
 
 
…(still with me?) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



You get a screen like the one below.  Now click on the blue “View Log/Trace” 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



You get a screen like the one below.  To see the report, click on the blue words 
“sdlcdpos xxxx.txt”.   
 
 

 
 
Don’t panic – it will look ugly – (sorry).  After the file is open, you will see lots of 
text – with semi-colons separating data.  Do a “File Save” and put it somewhere 
you can find it (Desktop?) -  letting it save as a text file. 
 
Then open up Excel and find the file with the .txt extension. 
 
 
 
 
 
 
 
 
 
 
 
 



When you try to open it, it should bring up the text import wizard as seen below.  
Choose “delimited” and click “Next”. 
 

 
 
Check the “Other” box and type a semi-colon next to it.  Then click “next” or 
“finish” 

 
 
Voila – it’s now looking like an Excel spreadsheet!  Be sure and save it now with 
an .xls extension. 
 
You can run this whenever you want, now.   


