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Run Active Position List 

Overview 
The Active Position List is used to view the active positions, both filled and vacant, in a specified department. 
Many positions are for one person only, while others are multi-incumbent. This business process guide 
demonstrates how to view each position currently active in your department and the incumbent in that position 
(or Vacant if there is no incumbent). You will also see the funding associated with the position. The steps in 
this report are similar to all other SJSU custom HR reports. 

 

1. From the Main Menu, 
navigate to SJSU Human 
Resources > 
Organizational 
Development.> Active 
Position List. 

 
  
The Active Position List 
search page displays. 
 

2. Click the Search button. 
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The Active Position List 
search results display. 
 

3. Select a Run Control ID 
from your search results. 

 
  

The Active Position List 
page displays. 
 

4. Enter criteria: 

• SETID: Enter SJ000. 
• Department: Enter 

your department 
number. 

• Sort Options: Click 
the radio button to 
select data sort on the 
report. 

• Dean/AVP Report: 
Click the checkbox for 
a department at this 
level to generate all 
departments under that 
level. 

5. Click the Run button. 
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The Process Scheduler 
Request page displays. 
 

6. Enter criteria: 

• Server Name: PSUNX 
• Type: Web 
• Format: PDF 

7. Check the Active Position 
list or Active/Inactive 
Employee List checkbox. 
Both boxes cannot be 
checked at the same time. 

8. Click the OK button. 

 

  

The Active Position List 
page displays again. 
 

9. Click the Process Monitor 
hyperlink. 
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The Process List page 
displays. 
 

10. Wait at least 15 seconds, 
and then click the Refresh 
button. 

11. Continue waiting and 
clicking the Refresh button 
until Run Status changes 
to Success and 
Distribution Status 
changes to Posted. 

12. Click the Details hyperlink. 

 

  

The Process Detail page 
displays. 
 

13. Click View Log/Trace 
hyperlink. 
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The View Log/Trace page 
displays. 
 

14. Click the PDF hyperlink. 
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The report displays. 

 
  
Sections of the Report 
 

A. Section A of the report shows the Position Type (Faculty, Staff, and so forth) and Number, as well 
as the Job Code and Titles for the position. In addition, you will see the CSU Unit (where the checks 
are distributed), the FTE for the position and the maximum number of incumbents for the position. 
Positions with Max Inc of 999 are multi-incumbent positions; indicating many individuals can be hired 
in that one position number.  

 

B. Section B of the report shows the information for the incumbent in the position. It includes the 
EmplID and Rcd #, as well as the employee’s name and their FTE. (The FTE could be different from 
the position FTE. If the position is vacant, only the word Vacant will appear.) 

 

C. Section C of the report shows the funding source for the position. This is only for the position and is 
not indicative of any employee-level funding changes you may have submitted to Accounting & 
Financial Systems. If you submitted any employee-level funding changes, they will be reflected on 
the LCD-Setup Audit report. 
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