September 14, 2006

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.
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You'll get a second similar screen — click the yellow Add button
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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.
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The next screen is a confirmation that you want to run the report.

Click the yellow “OK” button.
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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”.
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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”.

3 SDSU Position,/Incumbent Report - Microsoft Internet Explorer

=10 x|
J File Edit ‘“iew Favorites Tools Help |
J Back + = - ) ot | Qisearch (G Favorites  iMedia 4 | B S = e
J-"‘Qdfess @https:,l',l’cmsweb.sdsu.edu,l’psp,l’HSDPRD,I'EMPLOYEE,I’HRMS,I’C,I’SD_CUSTOM_Cj @GO |JLinks @CNV MEW @HSDTRN @HSDTRS 2
| Google - | || [Clszarch - & | 52 E Popups okay | % Check - ' Autolink -~ ] AutoFil [ options &9

Home

Add to Favorites

Mew Window | Help | Customize Page |n -

Process List

View Process Request For

User ID: Q. Type: I ‘lLast: 10 IDa\,rs vl Refresh |
Server: I 'I Name: Q Instance:| to |

Run | -I Distribution | v[ ¥ Save On Refresh
Status: Status

Process List

485 SOR Report SDLCDFOS  803sszsiq Do 43006 11.0247AM

POT Processing  MiA Details

4822 SR Report soLcDPOs  snassastt Qo VIO BTN giiess  postes  Details

4788 S0R Report GEULCDI1 803852511 g%”T3’2“DE T233IPM ooress Posted  Details

4768 S0R Report SDLCDPOS 803852511 g%mTarzuna TAI39PM g ivess  Posted  Details -
|@ I_I_E|° Internet y

...(still with me?)



You get a screen like the one below. Now click on the blue “View Log/Trace”
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You get a screen like the one below. To see the report, click on the blue words
“sdlcdpos xxxx.txt”.
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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”.
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Check the “Other” box and type a semi-colon next to it. Then click “next” or
“finish”
Text Import Wizard - Step 2 of 3 : |

This screen lets yvou set the delimiters wour data contains, You can see
R waur kext is affecked in the preview below,

elimiters
¥ Tab [ Semicolon [ Comma

[T Space | Other: IJ Text gualifier: |" TI

[T Treat consecutive delimiters as one

~Daka preview

Lept ID [Position Nbr [hit (Job Code [Title U]ﬂ
33100 pooooldz f8l [BE3lz irector of Oper & Prod sl
[F2100 Roooozoe [fel  [F3l:z irector of Engineering & IT I
[F2100 poooo4drs f8l [F218 roadcast Operation Mgr il
[23100 pLooooszs fe81 [p740 coounting Technician ITT 121

[-]
4] I |
Cancel | < Back | Mext = I Einish |

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.



