
How to view, export, and print 
the "Real-Time Vacancy 

Report". Please follow ALL 
steps as needed. 
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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 "Human
Resources" Tab
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5 - Click on "Reports"
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6 - Click on
"Personnel Admin/
Org Management"
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7 - Click on "Real-
Time Vacancy
Report"
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8 - Input "Fund Ctr" information...
1"location number"00 ... i.e
1932500

9 - Click "Execute"
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8.1 - The employee
subgroup can be
changed by clicking
in the box and
clicking on the
double-box. A list is
provided to you in
Appendix A
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10 - Click "Print
Preview"
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11 - Click
"Spreadsheet"

12 - Make sure the
"Excel" button is
selected

13 - Click the
"Check Mark"
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14 - Click "Run"

16 - Click on
"Save" - MS Excel
will open.

15 - Change the
name of your file if
needed.
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17 - In MS Excel you will be able to
manipulate the columns and print the
spreadsheet to your specifications for
budget conferences/school purposes.

Created by HR Information Services - DAG

13



Appendix�A

Employee�Subgroups

10 1 A0 FT Salary 10 6 R2 Lap-Code - 19992 10 Z ZZ PreConversion
10 1 A2 FT Hourly 10 6 R3 Lap-Code - 19971 29 1 A2 FT Hourly
10 1 A3 PT Hourly 10 6 R4 Lap-Code - 20091 29 1 A3 PT Hourly
10 1 A4 HT Salary 10 6 R5 Lap-Code - 20095 29 1 A4 HT Salary
10 1 A8 Shared Time 10 6 R6 Lap-Code - 20096 29 1 A8 Shared Time
10 1 AE RegTch-3100 post 10 7 V0 VIF Instructional
10 1 AF Surplus Teacher 10 7 V1 J1 Visa
10 2 A3 PT Hourly 10 8 A0 FT Salary
10 2 B0 Board Member 10 8 A1 PT Salary
10 2 B1 Superintendent 10 8 A3 PT Hourly
10 2 B2 Board Attorney 10 8 A5 Summer Hourly
10 2 B3 Board Aides 10 8 A6 Summer Daily
10 3 A9 Hourly 10 8 A9 Hourly
10 3 I0 Intern/Student Workr 10 8 AA Summer Derive Hourly
10 4 A0 FT Salary 10 8 AB Summer Salary
10 4 A3 PT Hourly 10 8 AC InterimTchEncumbered
10 4 M0 Senior Management 10 8 AD InterimTchUnencumbrd
10 5 A7 Probationary Hourly 10 8 OT
10 6 R0 Retiree 10 9 Z0 Contractor
10 6 R1 Lap-Code - 19861 10 9 Z2 Chart Schl Instr
10 6 R2 Lap-Code - 19992 10 9 Z3 Chart Schl Non Instr
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