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The purpose of HR300: Positions with Vacancy Status and Planned Compensation Report is to show all 
positions within an Org Unit, their vacancy status and planned compensation.  Restricting by Position Vacancy 
status = X allows the report to be used to display only Vacant Positions.  The associated Job is not shown in the 
default view of the report, but can be added via the Navigation block. 
 
1. Logon to the UC Flex portal  (https://www.ucflex.uc.edu).  Go to the BW tab and click on Logon to BW. 

BW tab�Logon to BW 
 
2. Open the Human Resources folder and select HR300: Positions with Vacancy Status and Planned 
Compensation 

 
3. Possible Variables for selection:  
 

 
 
Choose your Org Unit from the Hierarchy dropdown list, or complete other selection criteria. You can Insert 
Row to create a list of Org Units.    
 
To get a list of Vacant Positions only, restrict the Position Vacancy variable to equal X.  Positions with an X in 
the Vacant column have a Staffing Status of “Vacancy Open” in R/3. 
 
Select by Job to get a grouping of positions such as Accountants, Admin Supervisors, Instructors, Technical 
Support, Deans, Professors, etc. across all Org Units. 
  
To find more options on how to use the Variable screen, refer to “BW How to use variable screen” stored on the 
UC Flex training website.  
 
 

 


