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Select Show Overallocated Positions to return only
those positions that have an FTE balance of less
than zero.

Select Show Positions with Vacancy to return only
those positions that have an FTE balance of greater
than zero.

Select Show Incumbents to include the employees
attached to the positions that show up on the report
(this checkbox may be used with any combination
of the above checkboxes).
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Navigate to: Workforce Administration > Workforce
Reports > Allocations Status

Click on the Add a New Value tab.

Enter a Run Control ID. Name the report something
unique that you will remember. You only need one Run
Control ID. Do not keep clicking on Add a New Value

Tab each time you run a report.

Click the Add button.

Enter your Department Number, or click the QAlto
view a list of departments from which to choose.

Effective Date. Defaults to current date. Enter an
effective date if you would like to see future vacancies
for your department.

Leave the Show Overallocated Positions and Show
Positions with Vacancy checkboxes unselected to
return all positions for the Department selected above.

Click Save. (Only the first time you are setting up your
report.)

Click the Run button.

Select PSNT from the drop-down menu for Server
Name.

Click the OK button.

Note your Process Instance number and click the
Process Monitor link.
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13. Click the Refresh button to update the Run Status.

14. When Run Status becomes “Success” and Distribution

Status becomes “Posted”, click the Details link.

15. Click the View Log/Trace link.

16. Click the .PDF link that contains the Process

Instance number that you noted above. (Step 12)

17. Your report will open in Adobe Acrobat Reader.
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If you find that you are overallocated or have an inactive position(s), you may:
1. Complete a Change Position Attributes PAR to request a position allocation change.

2. Complete an Assignment Change PAR to transfer someone out of the overallocated or inactive
position.

3. Contact your Budget Analyst.



