LCD Department Position
Roster 8.9

Business Process Guide

é To view online tutorial, visit: http://www.fullerton.edu/cms/Training/docs/index.html

The LCD Department Position Roster allows identified department users to view all positions and
associated funding information for a specific CMS department as defined by their security access.

Frequency: Ad hoc

Step 1:
Navigate to the correct page:

Menu > CSUF HR > LCD >
Department Position Roster

Note: You may navigate to the
appropriate link using the menu
list on the left or the link in the
body of the page.

[> bty Favorites
[~ CSUF HR
[* HR Inguire
[> Student Workers
[ Employee Self Service

[ Lco

Lahor Cost Distribution

b LAPP KI LED Inquiry KI LCD Reports
-
LD Inguiry = Labor Expenze by Department

[ LCD Reports

= = Funding Department Roster
[* Position Wizard

Step 2:

Once you have selected
Department Position Roster
search page will appear. Click the
Search  putton to display your job
roster(s).

If you have access to only one
department, your roster will
display.

Department Position Roster
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value
[= =] FLCMP

Department: [ pegins with =] |
Description: | begins with j |

™ Case Sensitive

( Search } Clear |Elasi|: Search 5] Save Search Criteria

SetlD:

Jegpe

Note: If you have security access
to multiple departments/rosters
you will be required to choose
which department roster’s you
want displayed.

Department Position Roster
Enter any information you have and click Search. Leave fields hlank for a list of all values.

Find an Existing Value
[= = FLCMP

Department: [ pegins with v |
Description: | begins with j |

I Case Sensitive

SetlD:

e

Search | Clear | Basic Search Save Search Criteria

Search Results

Fir=t El 1-100 of 273 O

Description

ALR Data Coordination
Academic Advisement
Academic Senate

Department
FLCRMP 10001
FLCRMP 10002
FLCRMP 10003
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The Department Position Roster is displayed:
Department: 10050

The Department Position Roster identifies active positions that are assigned to a department. it
includes current funding infarmation. To Yiew Position Members Click on the Position Number.

Roster of Positions by Department

o . Primary . i o Requires
Fosition FOLLD Fund — - e — Fingerprints ?

Funding | Lecurer AY 1A 318 2358 R0O3 9999 15 774 More Then One Found 00024866 i M

200022895 Funding A\i“h‘”g’*ssma‘e MA 329 2364 RI1 0093 g 253 MoreThen OneFound 00024885 N N
3 00023131 ’:‘STA';S”W””C”U’” NA 328 1035 ROT 1 0 0.00 More Then One Found 00024885 N N
Step 3: Position Member(s)

To view current employees in a specific
position click the CMS position number link.
(view above)

All employees tied to the same CMS Position il (=i 400062036 il
number will display 2 Halloway, Sam 800168296 0 0.270000
3 Jenkins, Al 800208360 0 0600000

To return to the roster, click

Return to Department Position Roster Views Return to Department Position Roster iew:

Step 4:
Position Summary

To view funding information for a specific

q Department: 10050 Chemistry & Biochemistry
position click on the Funding | p¢on Fiscal Y
(view above). Position Humber 00022864 ! ear 2006
e . ) . Position Title Lecturer AY
Position information and Chartfield funding
information is displayed. Budget Level Position Pool
Pool ID G01 Dept General Fund

To return to the roster click _
Feturn to Depadment Position Roster Wiews

Chartfields Find Firat (4] 10F1 )

DeptlD Charged 10050 Chemistry & Biochemistry
Fund THEFD C2U Operating Fund
Class

Project

Combination Code 10050-G-601100

Distrb % 100.000

Return to Department Fosition Roster View
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The following table lists CMS field names and their definitions used for the LCD Department Position

Roster.

Field

Definition

CMS Position Number

This field identifies the CMS position that an employee occupies within a specific
department. Unlike the SCO position humber, the CMS position number has no meaning
behind it. It is a randomly generated eight digit number that has data elements attached to it
which define an appointment for a person.

Description Identifies the title of the CMS Position Number.
Job Code Identifies the job classification of the employee.
Union Code For represented employees, identifies the union and MOU under which the employee has

been appointed. For non-represented employees, Union Code is used to distinguish:
executive, management, excluded, or confidential appointments.

Max Head Count

Identifies how many employees may be hired into a specific CMS position number.

Max Head count displaying 9999 identifies “blanket” positions, meaning multiple employees
can occupy this position at the same time.

Max Head count displaying 1 identifies a position that may only be occupies by a single
incumbent at any time, etc.

Number of Employees

Identifies how many employees are currently employed under the position number for a
specific department.

Accumulated FTE for
position

Identifies the total FTE’s (full time equivalent) for the position’s current incumbents.

Reports to Position
Number

Identifies a position’s “reports to” by means of the reporting manager's CMS Position
Number.

Reports To

Identifies the position’s “reports to” by means of the manager(s) last, first name.

Requires Fingerprints

Identifies whether the position requires fingerprinting upon hire.

Conflict of Interest

Identifies if this position is required to file a “Conflict of Interest” disclosure statement
each year.
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