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Position Control Report: 
how to access and print
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1 - Click on "Login
to Portal"
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2 - Input Login
information
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3 - Click on "ERP" tab
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4 - Click on the "Human
Resources" tab
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5 - Click on "Reports"

Created by HR Information Services - DAG

6



6 - Click on on
"Personnel Admin/
Org Management"
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7 - Click on
"Position Control
List (Site Version)"
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8 - Input "Fund Ctr" information...
1"location number"00 ... i.e 1932500
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9 - Click on the appropriate tab you
would like to view, for this example,
the "FT Occupied" tab was
selected..

10 - Right-click on blueish-grey area and select "Print Version" (a
pop-up window will appear)
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11 - Click on drop
down box and
select "Landscape
Format"

12 - Click "OK" - a
file download
window will appear
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13 - Click either
"Open" or "Save"...
for this example
"Open" was
selected.
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14 - Click on "File" then "Print" ... or ...
click on the "Printer Icon" and select
"OK" when the "Print" window opens.

15 - Once the
report has printed,
please close the
Adobe program
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16 - Click on the next tab, and repeat steps 10
through 16 as needed for each report.
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