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Position Funding Report Guide 

Purpose 
The Position Funding Report displays all of the active positions within a Dept ID as well as details 
regarding the classification of that position, the current incumbent, and the funding chartfields associated 
with that position. 

Process 
Navigate to the Position Management page of the University Budget Office website found here:  
https://www.csuchico.edu/bud/position-management.shtml 

Click on the Position Funding Report hyperlink found under the Procedures & Guides heading 

 
Note: The hyperlink will take you to Box where the Excel spreadsheet is found. When first selecting the 
file, Box will take you to the online version of Excel where you can preview the spreadsheet but it is 
recommended you download the spreadsheet as the desktop version of Excel tends to work better 
(filtering in particular). 

Details 
The following section will break down the various aspects of the report 

Filters 
The report should open without any filters being selected. The top level of the report allows for filtering by 
Division as well as College/Area/Unit via the Slicer Windows shown below 

 

  

https://www.csuchico.edu/bud/position-management.shtml
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For example, clicking on the Academic Affairs division and the College of Humanities & Fine Arts Unit will 
return positions for all Dept IDs under the College of HFA 

 
If you would like to “unfilter” after making a selection, simply click the funnel with the red “x” in the upper 
right corner. 

 
If you are only wanting information for a single Dept ID then you can also filter to that department by using 
the drop-down menu from the report header. 

 
NOTE: The drop-down menu filter in particular tends to be a bit more finicky in the online version of Excel 
which is why we recommend downloading the file to your desktop in order to use the desktop version of 
Excel. 
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Report Information 
There are three main categories of information being displayed in this report 

1. Position Details (Outlined in blue) 
2. Incumbent/Employee (Outlined in green) 
3. Position Funding (Outlined in yellow) 

 
1. Position Details 

 
These fields show attributes related to the position itself.  

• The Position_Dept is the department the position is housed under in HR but could be different 

from the funding department depending on if the position has split funding.   

• Job function/category (MPP vs. staff vs. tenure track, etc.). 

• Position Number identifies the unique position an employee is placed in. 

• Position classification (Job Code and Grade) and the description/title of the position. 

• Reports To position number for that position. In the example above, the bottom four positions all 

report up to position # 00000258, Director University Budget Office and the Director then reports 

up to position #00003711 which must be in a separate Dept ID. 

2. Incumbent/Employee 

 
Above displays the name and employee ID of the individual occupying the position. 

3. Position Funding 
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This section shows the details of how the position costs out when payroll is recorded each month. In this 
case most of the positions cost out to fund G1006, Dept ID D12500 without a program code. The Director 
position is split funded with 85% of the payroll expense posting to the above mentioned chartfield and 15% 
is posted elsewhere. If the report had been filtered by that position number rather than Dept ID, the report 
would display both sides of the funding split. 

Summary 
The Position Funding Report is meant to assist administrative employees in processing payroll paperwork 
to find positions available to them in their department and clearly display the details of the position as well 
as the related funding attributes. This report will be updated monthly after the fiscal month has closed. 
Please reach out to the University Budget Office at finlcd@csuchico.edu if you have any additional 
questions. 

mailto:finlcd@csuchico.edu
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