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This job aid is to assist agencies in producing Monthly Position Status Reports in EXCEL format. 

· NAVIGATION PATH:  Main Menu> Core-CT HRMS> Organizational Development> Position Management> Position Reports> Monthly Position Status Report
1. Select an existing Run Control ID or enter a new one and click [image: image25.png]



a. The page below will appear:
[image: image20]
2. Enter *As of Date as the first of any month the report is run - The Office of Policy and Management (OPM) is instructing that Agencies MUST run the Monthly Position Status Report on the 10th of the month and include the “as of date” as the first of that month
3. Enter the correct *Fiscal Year which corresponds to the *As of Date
4. Check the box for the Check for Excel Output Format
5. Select either Summary Mode (no positions) or Detail Mode (position level detail) 

6. Enter your SetID (AGNCY, UNIVS, LEGMN, JUDCL)
7. Enter your Department - for agencies with multiple departments use the parent code for the entire agency or any individual department code for only those sections
8. Once completed, press the [image: image2.png]


 button at the top
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9. Verify Server Name is “PSUNX”
10. Verify *Type is “Web”
11. Verify *Format is “LP”
12. Click on the [image: image4.png]


 button
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13. Click on the Process Monitor hyperlink
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14. Press the [image: image7.png]


 button every couple of minutes until the Run Status reads “Success” and the Distribution Status reads “Posted”. For large agencies with thousands of positions this report may take hours to run to success.
15. Click on the Details hyperlink for the CTHRR005
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16. Click on the View Log/Trace hyperlink
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17. Using the mouse, Right click on the hyperlink with the file name starting with “CTHRR005” and ending in “.LIS” and select “Save target as…”
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18. Save file in directory of your choice.

19. Save Type: ‘LIS File’.  If this option is not available, navigate to end of this document and follow the alternate directions.
20. Click ‘Save’
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Click ‘X’ at the bottom of the screen next to the download is completed message. [image: image11.png]View Log/Trace
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22. Open a new blank EXCEL worksheet
23. Click Data>Click the “From Text” Icon and then go to your saved file and select to import -remember to change Files of Type:  to “All Files”
24. Locate the file and import it into Excel
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The following screen below will come up:
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25. Click ‘Delimited File’.

26. Enter in the ‘Start import at row’ field = 12 
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28. Checkmark the Semicolon in the Delimiter box - you will see lines appear between the columns of text
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30. Change “Text” instead of “General” in Text Import Wizard Step 3 - this will ensure that all digits of each number are printed to the file and the leading zeros are not deleted  (Note:  You may need to scroll down to view data in the Data Preview box)
31. Click “Finish”

An excel workbook will appear with the following dialog box.
32. Click ‘OK’ on the dialog box
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33. Report output should appear in query format as an excel file.

34. Excel Spreadsheet.
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5 |DeptiD Fund Cls(SID) PosType Approp NonApprop FillPd FillNonPd Vac
6 AES48000 11000 10010 Perm.-Full Time 69 1 58 0 12
7 |AEsasoo0 11000 10010 Perm.PartTime 0 25 247 0 00
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11 AES48000 12060 20244 Perm.-Full Time o 08 08 o o
12 AES48000 12060 20402 Perm.-Full Time o 2 2 o o
13 AES48000 12060 20463 Temp.-Full Time 0 6 3 0 3
14 AES48000 12060 20731 Perm.-Full Time o 67 6.7 o o
15 AES48000 12060 20731 Temp.-Full Time 0 1 o 0o 1
16 AES48000 12060 20737 Perm.-Full Time o 2 2 o o
17 AES48000 12060 21501 Perm.-Full Time o 07 07 o o
18 AES48000 12060 21798 Perm.-Full Time o 03 03 o o
19 AES48000 12060 21968 Perm.-Full Time o 2 2 o o
20 AES43000 12060 21968 Temp.-Full Time 0 1 1 0o o
21 AES43000 12060 22030 Temp.-Full Time 0 1 1 0o o
22 | AES43000 12060 22268 Temp.-Full Time 0 1 o 0o 1
23 AES48000 12060 22287 Perm.-Full Time o 1 1 o o
24 | AES43000 12060 22344 Temp.-Full Time 0 1 1 0o o
25 AES43000 12060 22361 Temp.-Full Time 0 15 15 0o o
26 AES43000 12060 22404 Temp.-Full Time 0 1 1 0o o
27 AES43000 12060 22406 Temp.-Full Time 0 1 1 0o o
28 AES43000 12060 22456 Temp.-Full Time 0 2 1 0o 1
29 | AES43000 12060 30099 Temp.-Full Time 0 1 1 0o o
30 AES48000 12060 30116 Perm.-Full Time o 1 1 o o
31 AES48000 12060 30388 Perm.-Full Time o 05 05 o o
32 | AES48000 12060 30388 Temp.-Full Time 0 3 3 0o o
33 | AES48000 12060 30481 Temp.-Full Time 0 1 1 0o o
34 AES43000 12060 30525 Temp.-Full Time 0 1 1 0o o
35 AES43000 12060 34913 Temp.-Full Time 0 15 15 0o o
36 AES43000 12060 34917 Temp.-Full Time 0 1 1 0o o
37 AES43000 Filled/approp 61

38 *** End of Report ***
39




Alternate Instructions:
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19. (Alternative) Save as type dropdown should be populated with “.LIS Document” or “All Files”
20. (Alternative) Click “Save”
21. (Alternative) After you save the document to your file, click on ‘Close’ to remove the download box from the screen
22. (Alternative) Open a new blank EXCEL worksheet.
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23. (Alternative) Return to Step 22 and continue with directions
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