
How to Find a Position Number  
 
 

Actions What you will see  

A position Number is a unique number identifying a position within ANU. A position number will not change 
however the employee attached to the position can be changed. 

1. Your Position Number 

Step 1. Log into HORUS self service 
using your ANU UID and password. 
 
Step 2. Navigate to the ANU 
Delegations tile. The page will load on 
View my ANU delegations and your 
position number will appear next to 
Current Position:. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 

 
 
 
 
 

https://selfservice.horus.anu.edu.au/


2. A Position Number reporting to you as the supervisor 

Step 1. Log into HORUS self service 
using your ANU UID and password. 
 
Step 2. Make sure you are in Manager 
Self service. 
 
Step 3. Navigate to the My Team tile. 
 
Step 4. Next to the employee’s name 
click the down arrow.  
 
Step 5. In the Actions pop up click Job 
and Personal Information. 
 
Step 6. Click into View Employee 
personal info. The position number will 
appear next to Position:. 

 
 
 
 
 

 
 
 
 

 

 

https://selfservice.horus.anu.edu.au/


3. A Position Number in your Department/College or Division via HRMS 

Step 1. Log into the HR Management 
System (HRMS). 
 
Note: If you do not have HRMS access 
contact your Recruitment Support team 
for assistance. 
 
Option 1. Search via last known 
incumbent 
 
Step 2. Navigate to the Workforce 
Management tile. 
 
Step 3. Search using the appropriate 
fields (recommended Empl ID or First & 
Last name) 
 
Step 4. Click into the employees record. 
The position number will be listed as 
pictured. 
 
Option 2. Search Via Position 
Management 
 
Step 5. Navigate to the Position 
management tile. 
 
Step 6. Search using the appropriate 
fields (recommended Department 
(code) or Reports To Position Number if 
known). 
 
Step 7. Brows through listed Positions 
to locate the Position number you are 
searching for. You will need to click into 
the records to determine if they are 
vacant. 
 
 
  

Option 1. 

 

 
 

 
 
 
Option 2. 

 

https://services.anu.edu.au/information-technology/software-systems/hr-management-system
https://services.anu.edu.au/information-technology/software-systems/hr-management-system


 

  
 

4. A Position Number in your Department/College or Division via Insight 

Step 1. Log into the Insight portal. 
 
Note: If you do not have HRMS access 
you will not be able to access the reports 
in insight. Contact your Recruitment 
Support team for assistance. 
 
Step 2. Navigate to the Staff tile. 
 
Step 3. Navigate to the management 
tile. 
 
Step 4. From the list click the link to the 
Position Management Report 
(department security). 
 
Step 5. Filter the Organisation and 
select the position occupancy 
parameters and click Run Report at the 
bottom of the webpage. 
 
The report will generate online and can 
be downloaded via the drop down. The 
information for all active position 

 
  

https://insight.anu.edu.au/analytics/bi/


numbers in the elected organisation are 
included in this report. 
  

 
 

 

 

 
 

 

  

 


