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The Fundamentals

Dr. Larry Chambers came up with the idea for the breakthrough Digital Position Tracking system. Larry
contracted with PowerObjects to develop the new Position Tracking System. Dr. Chambers and some HR
team members worked with PowerObjects to design the Position Tracking System. Position Tracking
should be useful to any human resources office within MNSCU and beyond.

Login to the Tracking System

1) Open your internet web browser (Internet Explorer, Safari, FireFox, or the browser of your choice)
a) You may be presented with a Security Alert window, clickYes

2) Type the following URL http://scsusp02
a) On your first time accessing the Portal, you may be asked to provide your HuskyNet User Name

& Password

a Tl P- Only current employees will be able to access this system

b) Wait a few seconds; you will be taken to a browser window that appears similar to this:

Position Description Tracking System Welcome Grabham, Bradley A, = |

This Site (v | 2]

{ Position Description Tracking System

Position Descriptions -
pt Document Library v

= All Positions

Mew =~ | Upload - | Actions ~ Settings - 1-100 k
= Administration Plan
» AFSCME Type Mame Title _) Supervisor _)Employee Paosition Type Last Updated Date
0 G TR EI_] 1001230 Personnel Aide Senior Bongers, Mary A, Larson, Kris E. gloa:missioner's 12292006

M, ial Pl
SRR R @) 1003274  OASIntermediate Rubinstsin, Pearsan, Jennifer E. AFSCME 1/1/2008
= MMA Mitchell E.
u MNA IEI_] 1003967 Groundskeeper Lee, David D. Turner, John E. AFSCME 10/4/2006
Intermediate

= MAPE

IEI_] 1004671 0QAS Intermediate Wiliams, Victoria Paavola, Karen L. AFSCME 9/27/2004
= MSUAASF L.
= All Positions - Bulk Edit EI_] 1005217 Account Clerk Senior Carlson, Gwen R. Ruotsalainen, Debbi E. AFSCME 1/1/2008
Reports | 1007707  OAS Intermediate \Clondon, Frances  Thole, Caryn M. AFSCME 5/18/2000

V.
0 CEIE By FITIE INES @) 1008888  Library Technician Ewing, RobinL.  Ballenges, Megan M. AFSCME 3/15/2007
Count By 5 Vi

B @] 10044 TTS3 Evans, Randyl.  Wagenius, Reuben T. MAPE 3/19/2007
= Positions Mot Filled

IEI_] 1010724 Sign Language Zimpel, Owen J. Buckentine, Heidi 1. MAPE 4/5/2006
= Positions Supervised by ME Interpreter
= Modified 3 years ago W] 1010725  Sign Language Zimpel, Owen 1. Johnson, Lanora L. MAPE 12/15/2006
= Interpreter
2] Recycle Bin E] 1010795 ITS2 Thorson, Philip 1. Pratt, Benjamin E. MAPE 1/2/2003

c) Please take a few minutes to assess the Position Description Tracking System.

U Tip: In any Web browser, the SharePoint Portal looks very similar.
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http://scsusp02/
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Learning the System
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1) From the main page you, will be able to view the position descriptions

by plan or bargaining unit.

2) Notice the Navigation Bar on the left hand side of the tracking

system.

a) There are two main sections:

Position Descriptions

Reports

a Ti - By selecting the corresponding link from this list,

you will be directed to a page showing only those specific

positions.

b) You may view the positions descriptions supervised by you,

a St BasitioraSupervised by ME

Filtering and Sorting

v

Position Description Tracking Syste

= All Positions

= AFSCME

Position Descriptions

= Administration Plan

1) On any page in the system, you may sort a column

a) Numerically or alphabetically by simply clickingon the title of the

column (i.e. name, title, supervisor,

employee, position type, etc.)

Position Descriptions

Document Library

Reports

= Commissioner's Plan
= Managerial Plan
» MMA

= MMA

= MAPE

= MSUAASF

= All Positions - Bulk Edit

® Count By Position Type

® Count By Supervisor

= Positions Mot Filled

= Positions Supervised by ME
= Modified 3 years ago

= All Positions

= Administration Plan

= AFSCME

A :
= Commissi{ %} | Ascending

= Manageri il Descending

Personnel Aide Senior

Doc t Library
Mew =~ | Upload =~ | Actions ~ Settings ~
Type Name =1 Title _) Supervisor

Bongers, Mary A.

- 0AS Intermediate Rubinstein,
= MMA This column type cannot be filtere Mitchell E.
u MNA T wm 1003967 Groundskesner | ee Mawid 0
T— S=l
_Employee Position Type /=) Last Updated Date
Larson, Kris | ‘%l Ascending 12/29/2006
%1 | Descending
Pearson, Jen| 1/1/2008
i3 == ter fro
Turner, John) Administration Plan 10/4/2008
AFSCME
Paavola, Kar Commissioner's Plan 8/27/2004
Runtsalainen Managerial 1/1/2006
Thale, C MAPE 5182000
ole, Caryn n 18/
Ballengee, M MNA 3/15/2007

MSUAASF

Mew =~ | Upload = | Actions - Settings *
Type Name Title =1 () Supervisor
‘%‘l AonTop S 5, Mary A,
il ZonTop Open Menu
| o | Rubinstein,
R —car e = Mitchell E.
Academic Appeals and Probation Officer Lee, David D.

Account Clerk
Account Clerk Senior
Account Clerk Senior
Accounting Officer

Accounting Officer Intermediate - Grants...

Accounting Officer Senior
Accounting Technidan
Accounting Technician

Administrative Director of Advising Cent...

Admissions Counselor

Admissions Counselor - Transfer and Stud. ..

Admissions Rep - Territory Manager
Assistant Athletic Director of Promotion...

Assistant Director for Career Developmen...
Assistant Director for Employee Relation. ..

Assistant Director for Health Promotions

Williams, Victoria
=
Carlson, Gwen R,

Condon, Frances

Ewing, Robin L.
Evans, Randy L.

Zimpel, Owen 1.
Zimpel, Owen 1.

Thorson, Philip 1.
Bongers, Mary A.

Evans, Randy L.

humanresources@stcloudstate.edu

http://www.stcloudstate.edu/humanresources/

Phone: (320) 308

-3203
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b) At any time, you may return to the main page by
AAYLX & OHohed| AW3 KW @zLIJLISNI £ STiG O2NYSNI 2F (GKS

Position Description Tracking 2fGtem

ition Description Tracking System

Position Descriptions

Document Library

= All Positions
Mew =~ | Upload - | Actions - Settings -~
= Administration Plan

= AFSCME

Type Mame Title () Supervisor () Employee

Viewing the Position s

1) To view any of the Position Description documents, simply click on the corresponding position
numbero f AaGSR dzy RSNJ 4GKS dabl YSé [/ 2fdzYyo
/

Position Description Tracking System \Welcome Grabham, Bradley A, - | (&

This Site v| |

(@ Position Description Tracking System
D

/
Document Lil;(ary
New ~ | U#ad ~ | Actions ~ Settings ~

Position Descriptions

= All Positions

Windows Internet Explorer

= Administration Plan

= AFSCME s | EiE Title CIELpsriED &y  Some files can harm your computer, IF the File information looks suspicious
« Commissioner's Plan | 1001230/ | Personnel Aide Senior Bongers, Mg v ar yau do nat Fully trust the source, do not open the File,

| ¥ou are opening the Following File:

File narme: 1001230.doc
Fram: scsuspl2

a) The following dialog box will open P> [

oK l [ Cancel ]

u Tlp If you feel you can trust
0KS R2O0dzYSy (i QKA SI@dzNM (E&> (1Kt RO dy Sy i

State of Minnesota | EMPLOYEE NAME
POSITION DESCRIPTION \ A s

ACGENCY DIVISION ACTIVITY

5t Cloud Stats University
CLASSTFICATION TITLE

Reallocation Request to Persorre] Officer
ITLE {if diffsrent) | POSTTION CONTROL NUMBER

WORKTNG TI

Personnal Aids 51
PREPAREDEY

Human Fasource Assistant
PEEVIOUS INCUMEENT

01001230
Appraizsl Pariod (FROMTO)

Kris Larzon
EMPLO’YEE S SIGNATURE {thiz position DATE EM:FLO’YER S SIGNATUEE {this position DATE
ionaccurately reflects my cursnt job) curtaly seflects employes's qument job)

Position Purpoze:

- function for all classified sppointmeants. Diract the

. eﬂ.he MnSCU Pawumelsnd Pa}mll S)‘amﬁxsudxmﬁed amplovass. Aamtmstmmamgpawumel policias and procadurss

n with six collactive CU Ralations
ﬁxStClmld Stata University.
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