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User Guide Purpose:   Illustrate how to query and navigate the Position screens. 
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Navigating to the Position Screen 
 

Step 1 – Go to the CHRIS homepage gsa.gov/chris and logon. 
 
Step 2 – From the Navigator window, click on the “??? WMT Personnelist (Read Only)” 
responsibility, then click on “View” under Position 
 

 
 
A “Decision” window appears. 
 

 
 

Step 3 - You have to make a decision.   
 
Do you want to stay on the date shown in the “Decision” window, which is normally the 
system date (current date), or do you want to date track to a past or future date? 
 
NOTE:  See “Date Information and Date Tracking” User Guide. 
 

  

http://www.gsa.gov/CHRIS
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Step 4 - To stay on the current date, click the “No”  button. 
 

 
 
The “Find Positions” window opens. 
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Querying a Position 

 
Position Query by Position Control Number (PCN) 
 
Step 1 - Click in the “Name” field. 
 

 
 
The “CHRIS Position Flexfield” window opens. 
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Step 2 - Click in the “Position Control Number” field and enter the unique PCN of the 

position you want to view, and then click the “OK”  button.   
 
NOTE:  You can find a position’s PCN by querying the “Hierarchy” screen and using 
specific search criteria to narrow down the query output.  Refer to the “User Guide – 
Position Hierarchy Navigation” for more details.   
 

 
 
The “Find Positions” window populates with your query criteria. 
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Step 3 - Click the “Find”  button. 
 

 
 
The “Position” window populates and the position you want to review, based on the PCN 
you used in your query, is viewable. 
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Navigating the Position Screens 

 
Position Occupancy 
 
Step 1 - To see if the position is occupied, and if so who occupies it, click on the 

“Occupancy”  button. 
 

 
 
If the position is occupied, the occupants Full Name, Applicant Number and Employee 
Number appear. 
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Step 2 - To close the “Position Occupancy” window, click on the  in the upper right 
hand corner of the window. 
 

 
 
It returns you to the “Position” window. 
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Position Attributes 

 
Step 1 - To see the position attributes, click on the “Extra Information” 

 button. 
 

 
 
The “Extra Position Information” window opens. 
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Step 2 - To see the position attributes associated with each of the “Extra Position 
Information Types” (i.e., CHRIS Position Information, CHRIS Telework Eligibility, CHRIS 
WMT Position Contractors, etc.), click in the “Type” you have an interest in viewing. 
 

 
 
The “Extra Position Information” window, specific to the “Extra Position Information 
Type” selected (i.e., CHRIS WMT Position Funding Information) opens. 
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Step 3 - To close the “Extra Position Information” window, click the “OK”  button. 
 

 
 
The “Extra Position Information” window closes and you’re returned to the “Extra 
Position Information Type” window. 
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Step 4 - To view the position attributes associated with each of the “Extra Position 
Information Types”, repeat steps 1 to 3. 
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Closing the Position Window 

and Logging Out of CHRIS 
 

Step 1- To close the “Position” window, click on the “x”  in the upper right corner 
of the window. 

 

 
 
It will return you to the “Navigator” window. 
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Step 2 - To close the “Navigator” window, click on the “x”  in the upper right corner 
of the window. 
 

 
 
A “Caution” window will appear. 
 

 
 

Step 3 - Click the “OK”  button.   
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The “Navigator” window will close. 
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Step 4 – To close the remaining Oracle windows, click on the “x”  in the upper 
right corner of each window. 
 

 
 
Step 5 – Click “Logout” to logout of CHRIS.   

 

 
 


