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Information Tools Section 4 

 
Introduction In addition to the EHRP Position Management pages (covered in previous 

sections of this chapter), an end-user can obtain Position Management 
information in condensed formats from the following: 
 
• 

• 

Inquire Pages 
- Position History 
- Vacant Budgeted Positions 

Reports 
- Active/Inactive Positions 
- Active Position History 
- Incumbent History 
- Vacant Position Report 
- Exception Override Report 
- OF8 Report 

 
Inquire Pages 
vs. Reports 

Inquire pages are queries that are built into EHRP for users to easily access.  
Since EHRP is accessed in a browser format, the inquiries can be printed 
using the Print button on the browser tool bar. Inquire pages will allow the 
user to view data that meets inquiry criteria. 
 
Reports are also queries that are built for users to easily access data.  Reports 
can be printed, as well.   

 
Procedure The following steps detail the procedure for generating the Position 

Management Inquire pages: 
  
1 In the Search By field, select either “Name” or “EmplID”.   
  
2 Type the appropriate employee information based on the Search By field 

selected.  You will be taken into the Inquire page. 
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Position 
History  

The Position History inquire page provides information on incumbents 
currently and previously assigned to a position.  Included are position entry 
and end dates, and salary information. 
 
The view also contains a hyperlink (Current Position Data) that provides 
detailed summary information for the position. 

 
Navigational 
Path 

Home  Develop Workforce  Manage Positions (USF)  
Inquire  Position History 

 
Position 
History  

The following is a sample of the Position History View: 
 

 

HR Training Manual 04/24/2002 2-46 Information Tools 



 POSITION MANAGEMENT  

 
 

Current 
Position Data 
Hyperlink 

Clicking on the Current Position Data hyperlink displays the following 
information: 
 

 
Vacant 
Budgeted 
Positions  

The Vacant Budgeted Positions inquire page provides information on each 
vacant position in a selected department (admin code). This view contains 
three pages: Position Information, Job Code Information, and Work 
Location.   Using the three pages of this view, HR Staff can determine what 
positions are vacant in a particular admin code and specific attributes of those 
positions. 

 
Navigational 
Path 

Home  Develop Workforce  Manage Positions (USF)  
Inquire  Vacant Budgeted Positions 
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Position 
Information 
Page  

The following is a sample of the Position Information page for the Vacant 
Budgeted Positions view: 
 

 
Job Code 
Information 
Page  

The following is a sample of the Job Code Information page for the Vacant 
Budgeted Positions view: 
 

 
Work 
Location Page  

The following is a sample of the Work Location page for the Vacant 
Budgeted Positions view: 
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Active/ 
Inactive 
Positions 
Report 

The Active/Inactive Positions Report provides information on active or 
inactive positions in a specific department (admin code) as of a specified date.

 
Navigational 
Path 

Home  Develop Workforce  Manage Positions (USF)  
Report  Vacant Budgeted Positions 

 
Procedure The following steps detail the procedure for creating an Active/Inactive 

Position Report: 
  
1 Follow the navigational path: 

 
Home  Develop Workforce  Manage Positions (USF)  
Report  Active/Inactive Positions 
 
The following Active/Inactive Position page appears: 
 

 
  
2 Click on the Add a New Value hyperlink.  

 
The following Add a New Value sub-page appears: 
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3 Type a Run Control ID and click .   

 
NOTE: The Run Control ID must not contain any spaces. 
NOTE: If you  have already created a Run Control ID, you can click the Find 
an Existing Value link and select your Run Control from the list. 
 
The following Report Request Parameters page appears: 
 

 
  
4 Select the As Of Date for the report. 

  
 

5 Use the dropdown list to select the report you want to generate: Active 
Positions,  Inactive Positions or Both. 
 

Click  . 
 
The following Process Scheduler Request page appears: 
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6 In the Server Name field, select “PSUNX” from the drop down menu. 
 

Click  . 
 
The Report Request Parameters page reappears. 
 

7 

 
Click the Process Monitor hyperlink. 
 
The following Process List page appears: 

HR Training Manual 04/24/2002 2-51 Information Tools 



 POSITION MANAGEMENT  

 
 

 
 
Once the Run Status field displays “Success”, you can view the report. 
NOTE: Click the Refresh button to update the status of the report. 
 

8 Click the Details hyperlink. 
 

  

 
  
9 Click the View Log/Trace hyperlink. 

 
The following Report/Log Viewer page appears: 
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10 Click the hyperlink for the Report (the .PDF file). 

 
NOTE: The name of the file will autogenerate in the system. The other two 
links, Message Log and Trace File will always appear. 
 
Acrobat Reader will open and the following report appears: 
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11 Click the Printer icon in Adobe Acrobat to print the report. 
  
12 Close Acrobat Reader. 

 
Active 
Position 
History 
Report 

The Active Position History Report lists all current and historical data 
related to a particular position. 

 
1 Follow the navigational path: 

 
Home  Develop Workforce  Manage Positions (USF)  
Report  Active Position History  
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2 Follow steps 2-12 in the Active/Inactive Positions report instructions to run 

this report. 
 
 
 

 
Incumbent 
History 
Report 

The Incumbent History Report shows, by position, all current and former 
incumbents (employees who have held a position), beginning with the current 
incumbent and going back in time.  This report prints entry and exit dates for 
each incumbent, as well as starting and ending salaries. 

  
1 Follow the navigational path: 

 
Home  Develop Workforce  Manage Positions (USF) 
Report  Incumbent History Report 
 
The following Incumbent History Position page appears: 
 

 
2 Follow steps 2-12 in the Active/Inactive Positions report instructions to run 

this report. 
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Vacant 
Position 
Report 

The Vacant Position Report provides a listing of all currently vacant 
positions within a particular Department (admin code). 

 
1 Follow the navigational path: 

 
Home  Develop Workforce  Manage Positions (USF)  
Report  Vacant Position Report 
 
The following Vacant Positions Report page appears: 
 

 
  
2 Follow steps 2-12 in the Active/Inactive Positions report instructions to run 

this report. 

 
Exception/ 
Override 
Report 

The Exception/ Override report audits the data in fields that match in the 
Position Data component and the current incumbent Job Data component. 
You can choose to print incumbent job data where you have prevented 
automatic cross-updating from occurring (overrides), or you can print only 
exceptions where the incumbent job and position data are out of sync for 
other reasons (exceptions). 

The Exception/Override report lists the position name and the name of the 
employee assigned to the position and shows the data in the fields that match 
in the Position Data component and Job Data. 

 
1 

 
Follow the navigational path: 
 
Home  Develop Workforce  Manage Positions (USF)  
Report  Exception/Override Report 
 
The following Vacant Positions Report page appears: 
 

HR Training Manual 04/24/2002 2-56 Information Tools 



 POSITION MANAGEMENT  

 

 
  
2 Follow steps 2-12 in the Active/Inactive Positions report instructions to run 

this report. 

 
OF8 Report The OF8 Report is an unofficial document that provides information for a 

specific position.  This report resembles the paper OF-8 document used for 
PD's and contains information such as title, occupational series, and grade. 
 

Navigational 
Path 

Home  Develop Workforce  Manage Positions (USF) 
Report  OF8 Report 
 
The following OF8 Report page appears: 
 

 
2 Follow steps 2-12 in the Active/Inactive Positions report instructions to run 

this report. 
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Example – 
OF8 Report 

The following is an example of the OF8 Report: 
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