How to Run the Filled Positions Report
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11.

Navigate to: Workforce Administration > Workforce
Reports > Filled Positions

Click on the Add a New Value Tab

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

Click the Add button.

If you want to run the report by Department, click the
For Central Office Use radio button.

If you want to run the report by Location (like the
example), click the For Site Use radio button.

Enter a Location/Department, or click the A icon to
view a list of Locations/Departments from which to
choose.

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

Click the Run button.

NOTE: The system does not allow for both Location/
Department and Job Code, but if you want to see
positions for a specific Job Code, enter a Job Code, or

click the/Q] icon to view a list of Job Codes from which
you can choose.

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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How to Run the Filled Positions Report

Status: Status

Process . Di
Select Instance Seq. Process Tvpe Name User  RunDateMime Run Status Status
© nias SGR Report SDPM281 123424 DS/16A2005 10:50:31AM FDT  Queusd A Details
F 217826 SGR Report SDPM281 123424 0BME200510:52.45AMPDT  Success Posted Details
Go hacklo Filled Position Report
& save | = Nofify
Process List| Server List
FProcess Detal 2 2 2
14. Click the View Log/Trace link.
Instance: 217826 Type: SQR Report
Hame: SDPM281 Description: Filled Positions
Run Status: Success Distribution Status: Posted
Run Control ID: karinfilledpasitions ' Hold Request
Location: Server © Queue Request
o
Server: PENT Cancel Request
' Delete Request
Recurrence: © Restart Request
Request Created On: 08/ 6/2005 10:55:24AM POT Parameters Transfer
Run Anytime After: 031 6/2005 10:52:454M FDT Messange Log
Began Process At: 08M1B/2005 10:55:41 AM PDT Batch Timings
Ended Process At: 08M6/2005 10:56:11AM PDT View LoaTrace

Ok I Cancel

few LogfTrace 15. Click the .PDF link that contains the Process

Name: SDPM281 Process Type: SQR Report
Run Status: Success

Filled Pasitions

Distribution Node: FSREFORTS Expiration Date:  [08/23Z005

Datetime Created
08 1.217000AM PDT
097162005 10:56:11.217000AM PDT
Meccage Log 09162005 10:56:11.217000AM PDT

Distribute To

User 123424

Return

16. Your report will open in Adobe Acrobat Reader.
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~Frovess Lot | el | 12. Click the Refresh button to update the Run Status.
223.!2’}‘”“‘ - : jfjr foor flmm 13. When Run Status becomes “Success” and Distribution
R 5] Distrution = ¥ Save On Refresh Status becomes “Posted”, click the Details link.

Report ID: 138146 Process Instance: 217826 Message Log Instance number that you noted above (Step 11)
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Filled Positions Report
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Status Emp ID Sms Reod Jobegde Degcriptbicon Financiale Chart Flalds
Pos [Hum Ppes Descr Poce Dept  FTE Poa LoC HOM Accounlt Code Resource PBudget Account FProgram Class Fund Extended  Projeck
{V y
Aotive 123458 Doe . Jane o 2102 Resource Specialist-Spec E
10005027 FEeE Epc Mo 0324 1L.0000 0324A 03246500300112E0321014750° 0324 3003 0g 11zE 11z0 5770 Q1000 4730
Aotive 987654 Ooe John o 2000 Regular Teacher
10005010 Clerm Tchr 0324 L.0a00  0324A Q324000100011070102010000 0324 ooaLo 0gQ 1107 1000 1112 21000 ooog
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Aotive 4838703 Smith.5ally o 2000 Regular Teacher
10005010 Clerm Tchr 0324 L.0a00  0324A Q324000100011070102010000 0324 ooaLo 0gQ 1107 1000 1112 21000 ooog
Aotive 897564 Smith,5am o 2612 Secondary Counselor
10005038 Counselor 0324 0.8700 03z24A Q324301000015011602010000 0324 aoloo0 o 1501 A11Q 1110 21000 o000
10017557 Counselor 0324 0.3300 031244 032473540001501L1602010000 0324 T340 Lli] .'I.SAIZIl 3110 1112 21000 0000
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