
 
 
 
 
 
 
 
 
 

 
Description 
This report provides a list of active positions (both vacant and filled) based upon selection criteria.  Data in the Cognos 
report is refreshed overnight from CHRS.  This replaces the old SACHR025 report run in CMS HR. 
 
Step 1: Navigate to the My Sac State employee portal and click the Cognos link 

 
 
Step 2:  Sign into Cognos with your single sign-on credentials, then navigate to the report 

• Under Team content > select Human Resources > CHRS Department Users > Active Position Report 
(SACHR025) 

 
 
 
 
 

ACTIVE POSITION REPORT 
(SACHR025) 
Budget Planning & Administration 
 



 
Step 3:  Enter report parameters 

1. Select date for your report (defaults to current date) 

 
 

2. Select deptIDs (departments) 

 
 

3. Click “Finish” at the bottom corner of the screen 

 
 

4. When the report is finished, you can export by clicking the “HTML” drop-down and selecting the 
“Excel” version 

 
 
 
 
 



 
5. Select the Play button to run the report again 

 
 

Access: 
• If access is needed for campus reports, ask your department contact to submit a CARS request on your 

behalf for SAC_RPTHRALL 
• If you can see the Active Position Report in Cognos, but don’t see your deptIDs, submit a CARS request 

requesting the DEPARTMENT HR REPORTS roll and list the departments you can’t see: 

 
 
 

Additional Resources: 
• Video Training: https://www.csus.edu/administration-business-affairs/budget-

planning/_internal/_documents/chrs-position-management-training.mp4 
• Scheduling Cognos reports: https://www.csus.edu/information-resources-technology/data-

research/_internal/_documents/rev-cognos-11.2.4-upgrade-user-guide.pdf 
• IRT Resources: https://www.csus.edu/information-resources-technology/data-research/data-analytics-

reporting.html 
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