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I. Purpose
e  Overview of guide’s objective

e  Assisting users in locating position numbers
e  Explaining position data attributes in CHRS

Il. Accessing Common Human Resources System (CHRS)
e Navigating to CSU, Chico Human Resources Service Center
e Path to “Common Human Resources System Login” in the left menu bar
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e  Navigation in CHRS:
o Main Menu > Organizational Development/Position Management > Maintain Positions/Budgets >
Add/Update Position Info

NavBar: Menu

Menu > Organizational Development >

@ Position Management

Recently Visited
Maintain Positions/Budgets

O E Add/Update Position Info

Favorites

e  Option to “Add to Favorites” — Click the three dots (:) in the top-right corner of the page, then select "Add
to Favorites" to easily access this page in future sessions.

New Window | Help ﬂ

lll. Searching for a Position Number
e Overview of the Add/Update Position Info screen
e Common search fields and use cases:
o Department ID - Enter your Dept ID to view all positions within that department. This is usually
the easiest and most useful search option.
o Position Number - Use this if you know the exact position number and want to view a specific
position.
o Reports To Position Number — Enter a manager or director’s position number to see all positions
that report to them.
o Job Code - Use this when you know the job code to find all positions with that classification.
Position Status — Filter by Active or Inactive positions.
o Multiple Filters — Combine any of the above fields to narrow down your search results.
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IV. Position Details Overview
e Description Tab

o Position Information
= Position Number - The eight-digit code which represents the position
=  Headcount Status - Will be either Open or Filled
= Current Head Count - Shows how many people currently hold the position out of the total
allowed. Most roles have one person, but Student and Lecturer positions can have up to 999
= Status - Will be either Active, Frozen or Inactive
= Effective Date - The date the position number was last changed and why it was changed.
o Job Information
= Job Code - Identifies the job type (e.g., ASC, ASA, MPP).
=  Reg/Temp - Shows if the position is Regular (permanent) or Temp (temporary), based on the
position itself, not the employee status.
=  Union Code - Indicates the bargaining unit for the job code.
= Title - Matches the job code description, except for MPP roles where it reflects the working
title.
= Detailed Position Description - Clicking this link opens a window with the job title and may
also show funding details, such as splits and Program Codes.
o Work Location
=  Department - The Dept ID which the position belongs to.
= Reports To - The position number which this position reports to. This is always a position
number rather than a CHRS ID number.
o Salary Plan Information

= Grade - Usually shows the position level, like ASC 1 or ASC 2, AAS 1 or AAS 2. It can also
indicate the time base for some jobs—6 means a 10/12 schedule, and 8 means an 11/12

schedule.
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Work Location

*Reg Region |USA Q | United States
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e  Specific Information Tab
o Expandable section - Initially displays with the Education and Government section rolled up but can
be expanded upon clicking on the carrot next to the title.
o Max Headcount - 1 for a single headcount position or 999 for multi headcount
FTE - 1 for single headcount, .01 for multi headcount
o Position Pool ID - Some positions still show value in the Position Pool ID field, but this is being phased
out and will eventually be blank for all positions.
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Position Number 10041759

Headcount Status  Open Current Head Count 0 out of 1
Specific Information Qjl tota | [ > ][] 1 views
Effective Date  03/09/2018 Status Inactive
Max Head Count 1
Incumbents
Mail Drop ID

Update Incumbents
WorkPhone| | Clinclude Salary Plan/Grade
Force Update for Title Changes
Health Certificate v
Budgeted Position
O Confidential Position
Job Sharing Permitted
Available for Telework

Signature Authority v
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Position Pool ID |GF1 Q | ¢ 100e cenp

Encumber immediatel v
“Pre-Encumbrance Indicator y J Cale Group (Flex Service) Q

“Encumber Salary Option | S3ary Step v/ Academic Rank Q

o v] #1e [ 1.000000] O Adds to FTE Actual Count
“Classified Indicator

e  Budget and Incumbents Tab
o Displays Name and CHRS ID number of current incumbent(s).
o Shows if the position is vacant.
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Position Number 10041759

Headcount Status  Open ‘Current Head Count 0 out of
Current Budget

Earnings Deductions Tax Cdn Tax Total
0.000 0.000 0.000 0.000 000

Current Incumbents
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0 0.00 0412272025 Job Data

e CSU Position Data Tab

o Unit - A three-digit code used by the State Controller’s Office (SCO) to identify the department. Each
CSU, Chico Dept ID matches one SCO Unit.

o Primary Fund - Shows where the position’s expenses are charged. Some funds are specific (like GFND
= G1006), while others (like T8508 — Student Learning Fee) appear as “Other.”

o MPP Classification - Standard codes used to classify MPP positions across the CSU system.
=  Job Family Code
= Job Function
=  Reporting Category

o CSU Working Title - A descriptive, informal job title used to reflect the actual duties of the position; it
may differ from the official job code description.
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000 Q
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MPP Job Family Code
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MPP Reporting Category
€5U Working Title | Admin Analyst'Spcist 12 Mo
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