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Introduction 
The Position Detail report demonstrates all position numbers and associated position information for a specific 

department. The following information can be obtained from the report: 

• Position Number 

• Job Code / Grade 

• Classification Title / Working Title 

• Regular / Temporary Status 

• Incumbent Name / Employee ID Number 

• Account Code 

• Fund 

• Program 

• Class 

• Project 

• Distribution Percentage / Pool ID 

• Headcount 

• Reports to Name / Reports to Position Number 
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Run Position Detail Report in PeopleSoft 
 

Log into PeopleSoft. 

1. Navigate to 

MyCSUSM 

2. Click on “My HR 

Resources”  

3. From the main 

menu, click on 

CSUSM HR Custom. 

4. Then CSUSM HR 

Administer 

Workforce. 

5. Then Position Detail 

by Department. 

 

 

 

Position Detail by Dept 

displays. 

 

 

If you have run the report 

previously, click search 

and select your value. 

 

If you have not run the 

report before, click the tab 

for “Add New Value” and 

see next section. 

  
 

Create a new value. 

 

NOTE: If you have not 

utilized this report before, 

you will need to create a 

value. 

 

Enter a name for the Run 

Control ID (this can be 

your user name or 

nickname for the search). 

 
 

  



 
POSITION DETAIL REPORT  

 

Budget – Position Detail Report    Page 3 of 4 

The Position Detail 

search page displays. 

 

Enter the department ID 

for the report you wish to 

run, then click “Run”. 

 

 
Process Schedule 

Request displays. 

 

Select a Server Name: 

PSUNX, then click OK. 

 

 

 
 

You are returned to the 

Position Details page. 
 

A Process Instance 

number is generated, 

confirming the request 

was submitted. 

 

Click the link for “Process 

Monitor”. 

 

 
 

The Process List page 

displays. 

 

The highlighted SQR 

report shows your request 

is processing, which may 

take several minutes. 

 

NOTE: You can click 

‘Refresh’ to refresh the 
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page and wait for the 

report to be displayed. 

Report Successful. 

 

Once the Run Status 

displays “Success” and 

Distribution Status 

displays “Posted”, click the 

drop-down menu for 

“Actions”, then click “View 

Log/Trace”. 

 

 
 

 

View Log/Trace page 

displays. 

 

Click the .CSV option to 

open the report in Excel. 

 

You can also open the 

report as a PDF, if 

preferred. 

 

 
 

 

View the report. 

 

The Excel report will 

display all position 

numbers, position 

information, funding 

source, Pool ID, 

incumbents, and reporting 

manager information. This 

can be sorted by 

Active/Inactive status to 

easily locate ready to use 

position numbers. 

 

 

 

 


