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APPROPRIATE USE AND SECURITY OF CONFIDENTIAL AND SENSITIVE
INFORMATION

Similar to Banner, HRFE allows you to access confidential and sensitive information.
Guidelines have been created to help you manage your responsibility.

You are responsible for any activity that occurs using your logon

¢ Do not share your passwords or store them in an unsecured manner.
¢ Do not leave your workstation unattended while logged on to administrative information
systems.

You have access to very sensitive personal information

¢ Do not share confidential and sensitive information with anyone, including colleagues,
unless there is a business reason.

¢ Retrieve printed reports quickly, and do not leave the reports lying around in plain view.

e Secure reports containing confidential and sensitive information (e.g., FERPA,
EEO, or HIPAA protected data).

e Shred the documents in a timely manner when disposing of reports containing
confidential or sensitive information.

Any violation could subject you to disciplinary action.
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HR Front End Position Creation and Maintenance Quick View

Select Position Creation and
Maintenance transaction.

Complete the Position Selection screen.

View the Incumbent History for an existing
position (if necessary).

Complete the Position Data screen.

Transaction routed/applied to Banner.

HR Front End Training
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Introduction

This guide will help you understand and process Position Creation and Maintenance
transactions in the HR Front End. If includes an explanation of Position Creation and
Maintenance transactions and gives general guidelines about when it is appropriate to use
the Position Creation and Maintenance transaction type. It also provides instructions on
how to complete Position Creation and Maintenance transactions.

Assumptions

This guide assumes that you have completed the HR Front End Overview and Navigation
online course. This prerequisite helps acquaint you with the general functionality of and
navigation in the HR Front End. Material presented in the HR Front End Overview and
Navigation course is not repeated in this guide.

Before processing a Position Creation and Maintenance transaction, ensure that prior
approvals have been obtained where applicable.

What is Position Creation and Maintenance?

A Position Creation and Maintenance transaction in the HR Front End gives you the
ability to create a new position or maintain an existing position. When you search for an
existing position, you also have the opportunity to view the Incumbent History for the
position.

e Create a New Position: When you select this option, the Position Creation and
Maintenance Wizard leads you through a series of screens to create a new
position.

For example, an employee accepts a new job with your unit. No one has held this
particular type of job in the unit before, so there is no existing position number to
use. A Position Creation and Maintenance transaction must be completed to create a
new position before the employee can be appointed to the new job. Whether the unit
or a Central HR Office creates the position depends on your campus business
procedure (see Position Creation and Maintenance Responsibilities).

o Update an Existing Position and View Incumbent History: You can access an
existing position by either typing in the position number or by searching for the
position. Searching for an existing position allows you to view the Incumbent
History as part of the position maintenance process. The Incumbent History is a list
of people who hold or have held the position.

Use the Position Creation and Maintenance Wizard only for maintenance of pooled or
vacant single positions. If you select a filled single position for maintenance, you will
be prompted to go

to the incumbent’s Employee Record View. From there you would complete the
transaction as an Employee Job Record Change.

For example, when the position class and title are changed for a group of grads, the
pooled position used for these grads needs to be updated. Use a Position Creation
and Maintenance transaction to change the position class and title.

HR Front End Training 5
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Budget Organization Transfers

In the HR Front End, budget organization transfers are processed as either Position
Creation and Maintenance or Employee Job Record Change transactions, depending on
the position. The guidelines are the same as those used for updating a position, since a
budget organization transferis a specific type of position maintenance. For pooled and
vacant single positions, use Position Creation and Maintenance. For filled single
positions use Employee Job Record Change.

Re-Using Positions vs. Creating New Positions

Before creating a new position, determine if there is an existing vacant position that can be
re-used. Whether or not a vacant position can be re-used requires comparing the vacant
position to the job that will be tied to that position. To help prevent the creation of
unnecessary positions, you should re-use an existing vacant position when either of the
following applies:

e The vacant position and the job have the same P-class, Title, Position Descriptors, etc.

e The vacant position and the job belong to the same employee group, even if the P-
class, Title, Positions Descriptors, etc. do not match exactly. You have the option in
the wizard to edit the P-class, Title, Position Descriptors, etc., of the position to match
the job.

For example, a unit might have a vacant position from a job that no one will hold in the
foreseeable future. This position could be modified and used for a new employee
performing a different job within the same employee group.

If neither of the above conditions applies, then the Unit or Central HR Office can
create a new position, as appropriate.

Position Creation and Maintenance Responsibilities

Whether the Unit or a Central HR Office is responsible for position creation and maintenance
depends on the employee group and campus policy. The table below summarizes who is
responsible for position creation and maintenance. Your campus HR offices also can help you
determine who is responsible for creating and maintaining positions.

Employee Group Unit Central HR Offices
Permanent/Status Civil Service UIUC UIC UI1s
Extra Help, Clerical UIUC UIC UIsS
Extra Help, Non-Clerical UIUC UIC UIS
Student (SA) UIUC UIC UIS
Faculty and Other Academic UIUC UIC UIS

Academic Professional UIUuC UIC UIS
Unpaid UIUC UIC UIS

Graduate Assistant UIUC UIC UIS
Hourly (Acad. or Grad.) UIUC UIC UIS

Table 1: Position Creation and Maintenance Responsibilities

HR Front End Training 6
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Conventions Used in this Guide

Indicates a Note or ~~ e  Indicates a Hint such as a
— additional information 1 tip, shortcut, or additional
- that might be helpful way to do something.

to you.

Indicates a Warning
! of an action that you
should not perform or

that might cause
problems in the application.

HR Front End Training 7
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Performing Position Creation and Maintenance

You can use the Position Creation and Maintenance transaction to create a new position
or maintain an existing position. Follow these steps to complete a Position Creation and
Maintenance transaction:

Initiating Position Creation and Maintenance

You can initiate a Position Creation and Maintenance transaction from the Home Page or
Employee Record View of the HR Front End.

¥ HRFE: Home Page - Mozilla Firefox

mj I https: jfappservS-dev, admin.uillinais. edufhrFrontEnd/isp/index. jsp

o
E umronse Do ©roco

Initiate New Hire
Welcome Joe User (jusert) Position Creation gyd Maintenance January 21, 2009

ALERTS & MESSAGES

HR
No messages at this time

Home Page

=27 HOME EMPLOYEE SEARCH INK!UTEI"é

SYSTEM

UIN I Search |

Employee Self Service
Human Resources Applications
OBFS — Payroll

Varsion HRE_FRONT_END 107

b

https: /fappservS-dev.admin, vilingis. edu/hrFrontEnd/jspPcmMewSelection. jsp appseryS-dev, admin, uilincis.edu 2 @

Figure 1: HR Front End Home Page

1. From the Transactions menu, select Position Creation and Maintenance.

The Position Selection screen of the Position Creation Wizard appears.

HINT: If you are maintaining a filled single position, it is quickest to begin an
Employee Job Record Change directly from the Employee Record View of the

incumbent.

HR Front End Training 8
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Selecting a Position

There are three options for selecting a position on the Position Selection screen (see
Figure 2). The first two options allow you to maintain an existing position. Use the third
option to create a new position. A new position should only be created when there is no
acceptable position number to re- use (see Re-Using Positions vs. Creating New
Positions).

e Option 1 - I have a position number: The Position Creation Wizard defaults to
this option once opened. If you enter a known position number in this field, you are
taken directly to the Position Data screen.

e Option 2 - Search for a position: If you choose to search for a position
number, the Position Creation Wizard takes you through the Position Search
Results screen first. The Incumbent History is only accessible from the
Position Search Results screen.

e Option 3 - Create new position: If you have confirmed there is no existing

position that you can re-used, you can also create a new position. This option takes
you directly to the Position Data screen.

‘_alHRFE: Position Creation and Maintenance/Position Selection - Mozilla Firefox

‘lj l https: | appservs-dey. admin. uilinois. edufhrFrontEnd/jsp/Pcmilewselection. jsp

Position Creation Wizard

Position Creation and Maintenance

Pogition Selectionz=

Position Selection
If you know the position number, enter the number and click Continue. If you wish to create a new paosition, click the Create Mew
radio button, select the appropriate Campus and Employee Group, and click 'Continue'.

@® s

| have a position number:

o

Search for a position:

COA: BUDGET ORGANIZATION: EMPLOYEE GROUP:
|Se\ect One % |Select One ¥ Select One =

C

Create new position:

CAMPUS: COA: BUDGET ORGANIZATION: EMPLOYEE GROUP:
|Se\ect One ¥ | Select One % | Select One % Select One v

Contlnuel Resatl Savel Routel Send ToI Closal Delete Transadlonl

Done appservS-dev.admin.uilingis.edu ) @

Figure 2: Position Selection screen

HR Front End Training 9
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Maintain an Existing Position and View Incumbent History

There are two ways to select a position for maintenance - typing the position number or
searching for the position. Only by searching for the position can you view the
Incumbent History. The Incumbent History is a list of all employees who hold or
have held the position.

_‘1 HRFE: Position Creation and Maintenance/Position Selection - Mozilla Firefox

“lj I https: |{appservS-dev. admin. uilinois. edufhrFrontEndf jspfPemiewselection. jsp

Position Creation Wizard

Position Creation and Maintenance

Position Selection=>

Position Selection
If you know the position number, enter the number and click Continue. If you wish to create a new position, click the Create Mew
radio button, select the appropriate Campus and Employee Group, and click 'Cantinue’.

O] ISSSSSS
I have a position number:
O
Search for a position:
COA: BUDGET ORGANIZATION: EMPLOYEE GROUP:
|Select One ¥ | Select One v Select One n
O
Create new position:
CAMPUS: COA: BUDGET ORGANIZATION: EMPLOYEE GROUP:
|Select One ¥ | Select One % | Select One v Select One M
Continue Resetl Savel Rmutal Send TDI Clnsel Delete Transaminnl
Dane appseryS-dey. admin uilinois.edu ) @

Figure 3: Entering a Position Number in the Position Selection screen

2. If you know the position number and do not want to view incumbents, select 1
have a position number. Type the position humber in the field and click
Continue.

The Position Data screen appears. (see Figure 8).

WARNING: If you type the position number for a single position with
an active incumbent an error message appears at the top of the
Position Selection screen. The message instructs you to access the
Employee Record View of the incumbent to edit the Position Data
via an Employee Job Record Change.

HR Front End Training 10
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) HRFE: Position Creation and Maintenance/Position Selection - Mozilla Firefox

“lj I tps: {fappseryS-dey. admin. uilinois. edufhrFrontEnd) jsp/Pemtlewselection. jsp

Position Creation Wizard HOME EMPL OYEE SEARCH INOUTBOXES TRANSACTIONS ¥ C ADMIN TOOLS ¥ 0 HELP . LOGOUT

Position Creation and Maintenance

Position Selection=>

Position Selection
If you know the position number, enter the number and click Continue. If you wish to create a new position, click the Create Mew
radio button, select the appropriate Campus and Employee Group, and click 'Cantinue’.

o] e

I have a position number:

®
Search for a position:
COA: 3a BUDGET ORGANIZATION: 3b EMPLOYEE GROUP:
|4 v |39EIEIEID - Auditorium v ESeIect One i~
Select One
A - Faculty and Other Academics
o) B - Academic Professionals
Create new position: - C!wl Service Webept Trm Entry
D - Civil Service Time Rpt Feeder
CAMPUS: COA: BUDGET ORGAN : 2l
|Select One ¥ | Select One v | Select One ™ H . academic Hourly & Grad Hourly M
L - Lurnp Sum
I - Summer
F - Postdoc Fellow/ResAssocdintm
Continue Resetl R - Residents Savel Rmutal Send TDI Clnsel Delete Transaminnl
S - Student
L - Unpaid
W - Wirtual

appservS-dev. admin.uilinois. edu 7} @

Figure 4: Searching for a position in the Position Selection screen
3. If you do not know the position humber, or if you know the position number, but
wish to view incumbents, you can search for a position.

a. Select Search for a position. Select a value from the COA and Budget Organization
lists.

The Budget Organization list filters to contain only organizations that are valid for the
COA selected.

b. Select as Employee Group from the list and click Continue.
The Position Search Results screen appears.

HR Front End Training 11
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"3 HRFE: Position Creation and Maintenance/Position Search Results - Mozilla Firefox

‘lj l https: | /appservS-dey . admin. uillinois.edufhrFrontEndfijspfpcmnewselection. do

Position Creation Wizard

Position Creation and Maintenance

Position Selection=> Position Search Results>>

Table will display all positions that meet search criteria except:
Those with a Status of Closed'.
Thosze with a Position End Date present.

A . _ Position Begin Last Job End
Position  Position Title P-Class E-Class Date Type coAa Budget Org I T Date
- - - R i ”~
95413 | ¥HCLERICAL (s) | D013 BHCLERICAL |EH-C5 |, e g | 4 Universtyof 350000 Geornis A
(LS) Extra Help Ilinais -Springfield | Auditorium Smith 3
505415 | %H STEHD (L5) 99942 - ¥H STGHD EH-5 7i21 /2008 P 4 - University of 390000 -

LSy Extra Help Ilinais -Springfield | Auditorium

11j16/2007

( gField kol
99913 - ¥H CLERICAL | EH - C5 4-U by of | 300000- lane B
595739 | ¥H CLERICAL (L5) gjz7jzony |5 eSO - 352008
(L) Extra Help Tlinois -Springfield | Auditorium Jones
EH-CS 4-U by of | 300000-
595507 | #H TECH (LS) 99922 - ¥H TECH (L5) 6/1/2007 3 niversy o
Extra Help Ilinois -3pringfield | Auditorium
KHPARA PROF | 99962 - XH PARA EH-CS 4-u tyof | 390000-
506319 11542006 P niversity o
Ls) PROF (LS) Extra Help Ilinois -3pringfield | Auditorium
%H PARA PROF 999632 - XH PARA EH-C5 4 - Universty of | 390000 - Hector
spssan 1 o . s s US| v

£
Incumbent H\s‘toryl
Continue ( :: ) Saval Route | Send Tol Closel Delete Transadionl

Dane appservS-dev.admin ilinois.edu | O

Figure 5: Position Search Results screen

NOTE: Last Incumbent information is listed for single positions (Type S) only.

c. To maintain a single filled position, click the incumbent’s name in the Last
Incumbent column. Maintenance of single filled positions requires an Employee Job
Record Change transaction.

The incumbent’s Employee Record View displays.

WARNING: If you navigate to the Employee Record View at this point, you
will not be able to return to the Position Search Results. Use the incumbent
link only if you intend to maintain a single filled position.

HINT: You can identify a single filled position by looking at the
Type and Job End Date columns. A single filled position has
Type S, and the Job End Date is either blank or in the future.

d. If you want to view past and present incumbents for a position, highlight

the row for that position and click Incumbent History below and to the
right of the results table.

The Incumbent History screen appears for the selected position.

HR Front End Training 12
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3 HRFE: Position Creation and MaintenancefIncumbent History - Mozilla Firefox

lljl https:}{appseryS-dev. admin. uilinois. edufhrFrontEnd]jspfpcmsearchresults .do

A =3 24 I
Position Creation Wizard @HOME C EMPLOYEE SEARCH @ IN/OUTBOXES Tmsm:nuusv G ADMIN TOOLS ¥ OHELF LOGOUT

Position Creation and Maintenance
Position Selection=>  Position Search Results=>  Incumbent History
lIncumbent History of Position $95535 (XH PARA PROF (LS))
Thig listing shows all past and present employees who hold or have held Active Jobs in this position.
{Lastjincumbent UIN aJob End Date Position Title
Trevar Brown 123456789 71352008 ®H PARA PROF (LS)
Return |
3e
Contlnuel Savel Houtel Send Tol C\ose' Delete Transaction
Done appservS-dev. admin.uilinois. edu |} @

Figure 6: Incumbent History screen

e. From the Incumbent History, click Return to return to the Position
Search Results and complete position maintenance.

The Position Search Results screen reappears (see Figure 5).
f. Select the row that contains the position to be maintained and click Continue.

The Position Data Screen appears.

HR Front End Training 13
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Creating a New Position

The third option on the Position Selection screen is Create new position. Before
creating a new position, determine whether you can use a position that already exists.
(See the Re-Using Positions vs. Creating New Positions section.)

3 HRFE: Position Creation and Maintenance/Position Selection - Mozilla Firefox

mj I https: jfappservS-dew. admin. vilinois. edu/hrFrantEndfjspiPcmblewSelection. jsp

i 5.0, =) {2 I
Position Creation Wizard @ HOME E EMPLOYEE SEARCH @ INFOUTBOXES TRANSACTIONS ¥ Q ADMIN TOOLS ¥ B HELP LOGOUT

Puosition Creation and Maintenance

Paosition Selection==

Position Selection
If you know the position number, enter the number and click Continue. If you wish to create a new position, click the Create New
radio button, select the appropriate Campus and Employee Group, and click 'Continue’

@] e

I have a position number:

Search for a position:

COA: BUDGET ORGANIZATION: EMPLOYEE GROUP:
|Se\ect One % | Select One (v |Se|ect One A

@
Create new position:

CAMPUS: COA: BUDGET ORGANIZATION: EMPLOYEE GROUP:
| S - LIS Springfield - |4 “ | 320000 - Auditorium ~ [E - Civil Serice Extra Help ~
Select One
- Faculty and Other Academics
- Academic Professionals
Civil Service Web/Dpt Trn Entry Eend TDI ClDSEI Delete Transact\onl
ivil Service Time Rpt Feeder

Cortinue I Reset

Civil Service Extra Help
- Grads and Predoc Fellows k
- Academic Hourly & Grad Hourly
- Lump Sum
- Surmrmer
- Postdoc Fellow/ResAssocintm
- Residents
- Student
- Unpaid
- Wirtual

<CcwmoDoz ITooooe

appservS-dev, admin, uilingis.edu [} @

Figure 7: Creating a new position in the Position Selection screen

4. If you need to create a new position:

a. Select Create new position. Choose the appropriate Campus, COA,
and Budget Organization for the new position.

The Budget Organization list filters based on the COA selected.
b. Select an Employee Group from the list and click Continue.

The Position Data screen appears. The Position # is automatically assigned
by the HR Front End.

HR Front End Training 14
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Editing Position Data

Whether you are creating a new position or maintaining an existing position, the final
screen of the Position Creation Wizard is the Position Data screen. On this screen,
you can view/edit information related to the position.

(0)
Position Creation Wizard OHELF . LOGOUT

Transaction #: -1 Position #: $95535

Fosition Selection=> Position Search Results=> Position Data

Position Data Take Ownership | Release Gwnership | Transaction History |

Review the position data. Edit the fields as necessary

CHANGE DATE : POSITION END DATE:

14222008

POSITION#: POSITION CLASS © POSITION TITLE : POSITION EMPLOYEE CLASS
[s9s535  [a@982 - #H PARA PROF (LS) v [ ParAPROF o) EH- CS Extra Help v
TYPE: POSITION BEGINDATE :  PAPES :
|- Single [ 11/18/2007 | Blank - Blank

SALARY [ BALARYRANGE

GROUP: TABLE: GRADE: STEP: LOW: MIDPOINT:  HIGH:
[oe —Juc [emse [ |[[rosm [1oas [as0

BARGAINING UNIT: PDPROB PERIOD:  ACCRUE SENIORITY: JOB PROGRESSION:
I NOME I I M- No I Mo Job Progression

POSITION DESCRIPTORS:

Blank Remove

IABDPS - Has Budget responsibility v ded
BUDGET PROFILE : BUDGET COA’: BUDGET ORG :
[~ Mot Budgeted v [« | 390000 - Auditorium v

POSITION LABOR DISTRIBEUTION
COA Index Organization Account Program Activity Location Percent

Remove Update

COA™: Iti - University of lllinois -Springfield %
mdex: [ | v
Fund*: l_"
Organization ; [
Account : l_"
Prugram’: l_"
e
Location: | | v

Percent:

Update LDI Add LD

Required fields *

Save | Route SendTol Close DeleteTransact\onI

Figure 8: Position Data screen

5. Type or select values for the position in the required fields (*). If applicable, add or
edit values in additional editable fields.

HINT: Information regarding the required fields is found in Table 2:
Required Position Data fields. For more information on required and
non-required fields, see Online Help. To access Online Help, click Help
in the navigation bar at the top of the screen.

HR Front End Training 15
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Field Name

Defaults and Allowed Values

Change Date

Defaults to today’s date. If the change needs to be retroactive,
change this value to the day the change should have taken effect.
Future-dated position changes are not allowed.

Position Number

This value is automatically assigned by the HR Front End and is not
editable.

Position Class

This list is filtered based on the employee group associated with
the position.

Position Title

A default title may appear in this field depending on the employee
group.

Position Employee Class

This value defaults based on the position class and is editable. The
list is filtered based on

e Employee Group selection on the Position Selection screen for
new positions

e Employee Group already affiliated with the position for
existing positions

Position Type

This value defaults based on the employee group and is editable.
Allowed values are Single or Pooled.

Position Begin Date

If you are maintaining an existing position, the original begin date
defaults.

PAPE#

This field is required for positions with employee group B or
Chicago HA positions. If required, choose a value from the list. If
the position employee class does not require a PAPE number, this
field will not be editable.

Budget Profile

For a new position, this value defaults based on the employee group.
It is editable for all employee classes except E*, H*, LP, MM, and SA.

Budget COA This value defaults for an existing position. The field is only editable
when creating a new position.
Budget Org This value defaults based on the Organization selected on the Position

Selection screen. When creating a new position, this field in not

Position Labor Distribution

editable.
The required fields in this section are COA, Fund, Organization,
Account, Program, and Percent. The Total of the Percent values for all
labor distribution rows must equal 100. Hint:
& e If an Index code exists for the account, this can be
'\\%) used to automatically fill in many of the required
segments. You must type or select the Account code
after entering the Index.

e It is appropriate to change the Position Labor
Distribution when there has been a long-term
change in funding for the position. If the
Organization code in the labor distribution

changes, it may also be necessary to change the
Budget Org.

Table 2: Required Position Data fields

Once you complete the Position Data screen, the transaction is ready to be routed and

applied to Banner.

HR Front End Training
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Appendix A - Position Creation and Maintenance Process Flow

Choose PCM to begin
wizard

v
Enter/Search for position
number or choose create

new position

'

Create a position
OR maintain pooled or
acant single position

Click incumbent’'s name to

NO (maintain filled single) | navigate to ERV

Enter/Edit information on
Position Data screen

L A

Complete an Employee
Job Record Change to
update Position Data

Save transaction and
Route

!

v

A

Apply transaction to
Banner
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Appendix A: Screenshots from HRFE Video

Position Creation & Maintenance - HR Front End

Welcome to the:

Position Creation

and Maintenance

course

HR Front End Training

Click the Next button
to continue
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|  Course Menu Position Creation & Maintenance - HR Front End

This course will help to equip you when working with Position Creation &
Maintenance in the HR Front End Application.

CHAPTER YOU WILLLEARN ABOUT

1 - Common Terminology

Common Terminology
What Position Creation & Maintenance is
Position Creation & Maintenance Quick View

2 —Initiating a Position Creation
& Maintenance Transction

How to select the Position Creation & Maintenance
transaction fromthe home screen

About each option in the Position Creation and Maintenance
Wizard

3 —Maintaining an Existing
Position and Viewing Incumbent
History

How to search for a position

How to view incumbent history

How to maintain a position on the Position Data Screen
How to Route

4 —Creating a New Position

How to Create a New position with a new position number
About the required fields
How to Route

5 — Course Review

You will participate in activities that will assess your
understanding of the content covered in this course

HR Front End Training

b b Ll kS B

iCIick the Next button
to continue.

ADOBE“CAPTIVATE™
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& Course Menu

-

Position Creation & Maintenance - HR Front End

Appropriate Use and Security of Confidential and Sensitive
Information

Users are responsible for any activity that occurs during their logon. The HR Front
End Application allows users to access confidential and sensitive information.
Guidelines have been created to help users manage their responsibility.

Do NOT share passwords or store them in an unsecured manner

Do NOT leave workstation unattended while logged on to administrative
information systems

Do NOT share confidential and sensitive information with anyone, including
colleagues, unless there is a business reason

Retrieve printed reports quickly, and do not leave the reports lying around in
plain view

Secure reports containing confidential and sensitive information (e.g. FERPA,
EEO, or HIPAA protected data)

Shred the documents in a timely manner when disposing of reports containing
confidential or sensitive information.

-

Click the Next button
to continue.

ADOBE"CAPTIVATE™

HR Front End Training
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LT Position Creation & Maintenance - HR Front End

Chapter 1

Common Terminology

In this Chapter, you will learn:

+ Common Terminology
+ \What Position Creation & Maintenance is

e Position Creation & Maintenance Quick View

Click the Next button
to continue

(O] ) Gl LD L Eid (29 k= | | ADOBE CAPTIVATE™

HR Front End Training
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g o Position Creation & Maintenance - HR Front End

Position Creation & Mainenance - Button Functionality

FUNCTIONALITY
The Applyfeature completes the transaction and applies the data to Banner.

The User must have Apply permissions for this button to be active
The Close button enables the user to exitthe transaction.

The Continue button is used to proceed through the screens of a Wizard

The Delete Transaction butionis usedto delete atransaction fromthe
system.

The Print Friendly View button opens a separate window that will align the
datafromthe currentscreen in a format that can be easily printed.

The Route feature sends the transaction on to the nextstopin the
predetermined routing for the transaction.

The Save buttonis used to save the transaction to be workedonat a time in
the future. Saved transactions can be accessed in the User's Inbox (My Inbox]

The Send To feature allows the transaction to be sentto a userthat is notin
the predetermined routing for the transaction.

!Click the Next bLitIonI
to continue

HR Front End Training



 Course Menu Position Creation & Maintenance - HR Front End

What is Position Creation
& Mainenance?

A Position Creation and Maintenance transaction in the HR Front End gives you the ability to
create a new position or maintain an existing position. When you search for an existing
position, you also have the opportunity to view the Incumbent History for the position.

« Create a New Position: When you select this option, the Position Creation and
Maintenance Wizard leads you through a series of screens to create a new position.

Update an Existing Position and View Incumbent History: You can access an existing
position by either typing in the position number or by searching for the position. Searching
for an existing position allows you to view the Incumbent History as part of the position
maintenance process. The Incumbent History is a list of people who hold or have held the
position.

Use the Position Creation and Maintenance Wizard only for maintenance of pooled or vacant
single positions. If you select a filled single position for maintenance, you will be prompted to
go to the incumbent's Employee Record View. From there you would complete the
transaction as an Employee Job Record Change.

Click the Next button
to continue.

HR Front End Training
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Budget Organization
Transfers

In the HR Front End, budget organization transfers are processed as either Position

Creation and Maintenance or Employee Job Record Change transactions,
depending on the position. The guidelines are the same as those used for updating
a position, since a budget organization transfer is a specific type of position

maintenance. For pooled and vacant single positions, use Position Creation and
Maintenance. For filled single positions use Employee Job Record Change.

Click the Next button
to continue.

HR Front End Training
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Re-Using Positions vs.
Creating New Positions

Before creating a new position, determine if there is an existing vacant position that can be re-
used. Whether or not a vacant position can be re-used requires comparing the vacant
position to the job that will be tied to that position. To help prevent the creation of
unnecessary positions, you should re-use an existing vacant position when either of the
following applies:

* The vacant position and the job have the same P-class, Title, Position Descriptors, etc.

* The vacant position and the job belong to the same employee group, even if the P-class,
Title, Positions Descriptors, etc. do not match exactly. You have the option in the wizard to
edit the P-class, Title, Position Descriptors, etc., of the position to match the job. For
example, a unit might have a vacant position from a job that no one will hold in the
foreseeable future. This position could be modified and used for a new employee
performing a different job within the same employee group.

If neither of the above conditions applies, then the Unit or Central HR Office can create a new
position, as appropriate.

Click the Next button
to continue.

ADOBE“CAPTIVATE™
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Position Creation & Maintenance - HR Front End

Position Creation &
Maintenance

Whether the Unit or a Central HR Office is responsible for position creation and maintenance

depends on the employee group and campus policy. The table below summarizes who is
responsible for position creation and maintenance. Your campus HR offices also can help
you determine who is responsible for creating and maintaining positions.

Employee Group Unit Central HR Offices

Permanent/Status Civil Service uiuc uic uIs
Extra Help, Clerical uluC uic uIs
Extra Help. Non-Clerical JIv uIC uis
Student (SA) UIUC uIs
Faculty and Other Academic

AcademicProfessional UIUC uIs

Unpaid
Graduate Assistant Jiuc uis
Hourly (Acad. or Grad.) Jiuc uis

Click the Next button
to confinue.

O | | \ ADOBE"CAPTIVATE™
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Position Creation & Maintenance Quick View

HR Front End Training

» Select Position Creation and
Maintenancetransaction.

* Complete the Position Selection
screen.

* View the Incumbent History for an
existing position.(if necessary).

* Complete the Position Data screen.

 Transaction Routed and Applied to
Banner.

Click the Next button|
to continue.

g

b A L ol | Aoose"carmvaTE™)
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Chapter 1 Review

In this Chapter, you have learned:

¢ Common Terminology
* \What Position Creation & Maintenance is

e Position Creation & Maintenance Quick View

Click the Next button
to continue

|~ ] | ) )L k I \ \ ) ADOBE“CAPTIVATE™

HR Front End Training
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Position Creation & Maintenance - HR Front End

Chapter 2

Initiating a Position Creation &
Maintenance Transaction

In this Chapter, you will learn:

* How to select the Position Creation & Maintenance
transaction from the home screen

* About each option in the Position Creation and
Maintenance Wizard

Click the Next button
ta continue

HR Front End Training
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e Position Creation & Maintenance - HR Front End

Home Page Do E ewroveeseancn & woursoes B rmansacnions v omronsy e ©@iogonr

Welcome Anderson, Shannon {sandrsn) Position Creation and Maintenance November 30, 2009
ALERTS & MESSAGES —————————————— i

HR — To initiate the transaction click Position
No messages at thistime | craation and Maintenance from the
Tansactions Menu.

Employee Self Service
Human Resources Applications

il AT You can initiate a Position Creation and
Maintenance transaction from the Home Page
or Employee Record View of the HR Front End.

@ Q @ Q Q E Q Q m—g ADOIIE'CAPHVRTEN)
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Position Creation Wizard =THOME v [EFIOVIISCARCH S BOUTOONIS =TTRARACTIONY =ADNNTONSY SVIELF

Position Creation and Maintenance

Position Selection>>

There are three options for selecting a
position on the Position Selection

Position Selection . _ ~ screen. The first two options allow
If you know the position number, enter the number and click Continue. If you wish to create a new position, click you to maintain an existing position.

radio button, select the appropriate Campus and Employee Group, and click Continue”. Use the third option e eate

(?have a position number: position. A new position should only
’ be created when there is no
acceptable position number to re-use.

(o) Hover over each option to read more.
Search for a position:

COA: BUDGET ORGANIZATION: EMPLOYEE GROUP:
|Sele:t One ¥ | Select One ¥ Select One v
(@)

Create new position:

CAMPUS: COA: BUDGET ORGANIZATION: EMPLOYEE GROUP:
| Select One ~ | Select One ¥ |Select One ¥ | Select One v

Contre | Reset | Seve| Rote | Sena T Close | Deete Transecion |

|Click the Next butlonI
to continue.,

Q E G G Q G E G ; ; ADOBE"CAPTIVATE" )
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Chapter 2 Review

In this Chapter, you have learned:

* How to select the Position Creation & Maintenance
transaction from the home screen

* About each option in the Position Creation and
Maintenance Wizard

HR Front End Training

Click the Next button
to continue

ADOBE"CAPTIVATE™
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HR Front End Training

Position Creation & Maintenance - HR Front End

Maintaining an Existing Position
and Viewing Incumbent History

In this Chapter, you will learn:

* How to search for a position

* How to view incumbent history

* How to maintain a position on the Position Data
Screen

* How to Route

Click the Next button
to confinue.

34
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TRANSACTIONS ¥ HELP @ LOGOUT

p

Position Selection>>

Position Selection
If you know the position number, enter the number and click Continue. If you wish to create a new position, click the Create New
radio button, select the appropriate Campus and Employee Group, and click Continue’.

o B N There are two ways to selecta

I have a position number: pOSiﬁOﬂ for maintenance - typlng

the position number or searching

@® for the position. Only by searching
Search for a position: for the position can you view the
Incumbent History. The
Incumbent History is a list of all
employees who hold or have held
the position. We are going to
search for a position.

COA: BUDGET ORGANIZATION: EMPLOYEE GROUP:
iSelect One v | Select One ¥ | Select One
: ]

Select 2 from the Chart of Accounts dropameLovee sroup:
down menu. Select One

Save| Route| SendTo| Close | Delete Transaction |

Q E G G Q G E G ; ; ADOBE"CAPTIVATE" )

HR Front End Training

35



= Gourse Mend Position Creation & Maintenance - HR Front End

Position Creation Wizard E“J HOME E EMPLOYEE SEARCH @ INOUTBOXES TRANSACTIONS ¥ 2% ADMIN TOOLS ¥ B HELP @ LOGOUT

Position Creatio

Position Selection>>

Position Selection
If you know the position number, enter the number and click Continue. If you wish to create a new position, click the Create New
radio button, select the appropriate Campus and Employee Group, and click 'Continue"

(@] ]

I have a position number:

@

Search for a position:

COA: BUDGET ORGANIZATION: EMPLOYEE GROUP:
|2 ~ 1458000 - Chemistry i~ | select One
456013 - Children & Adoles Ct ~
456014 - Nutrition & Well Ctr
e} 456015 - Psychiatry Center
456016 - Surgery Center I . X
456017 - Oncology Center The Budget Organization list filters to contain

CAMPUS: toeone - Craniofacial & Maxilofacial Center. only organizations that are valid for the COA
Select One | 456020 - Bariatrics selected. The listis also filtered based on
AerIa 7 Eiver C ancer your security permissions.

456022 - Transplant Center - EEI
SIS 456023 - NeuroScience Center

Continue | Reset | 456024 - Medicine Call Center ‘ 5wc| nuu| Send To | Close | Delete Transaction

Create new p

456025 - Primary Care Plus
A57000 - Latin AM Cultural Ctr

465000 - Grounds Maintenance

456000 - Support and General Services SeIGCt 458000 - Chemisn'y from the

4886001 - Support Serv Adm Budget Organization drop down menu.
466002 - Patient Accounting ~

Q D G G Q G E G E a ADOBE"CAPTIVATE™ )

HR Front End Training



< Course Menu CH.3

P.4112

AD = 2
Position Creation Wizard @ HOME E EMPLOYEE SEARCH @ INOUTBOXES @ TRANSACTIONS ¥ G ADMIN TOOLS ¥ B HELP @ LOGOUT

Position Creation & Maintenance - HR Front End

Position Creation and Maintenance

Pasition Selection>>

Position Selection
If you know the position number, enter the number and click Continue. If you wish to create a new position, click the Create New
radio button, select the appropriate Campus and Employee Group, and click 'Continue’

o —

I have a position number:

®

Search for a position:

COA: BUDGET ORGANIZATION: EMPLOYEE GROUP:
[2 v | 458000 - Chemistry v {Select One >
S [

B - Academic Prnfessinale
C - Cvil Service Web/Dpt T| =

D - Cwil Semace Time Rpt
E - Civil Senvice Extra Help| € 1€Ct A= Faculty and Other

O

Create new position:

CANDA: S0k BUDGET ORGANIZE  _ Grads and Predoc FellaAcademics from the Employee Group
| Select One ~ | Select One ¥ | Select One ™ |1 _ Academic Hourly & Grd drop down menu

L- Lump Sum :

M - Summer

P - Postdoc Fellow/ResAssoc/Intm
Continue | Reset | R - Residents Save | Route | SendTo| Close | Delete Transaction |
S - Student
U - Unpaid
V - Virtual

Q E G G Q G E G a a ADOBE"CAPTIVATE" )
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Position Selection>>

Position Creation & Maintenance - HR Front End

Position Selection
If you know the position number, enter the number and click Continue. If you wish to create a new position, click the Create New

radio button, select the appropriate Campus and Employee Group, and click Continue’

o —

I have a position number:

®
Search for a position:

EMPLOYEE GROUP:

COA: BUDGET ORGANIZATION:
¥ [A- Faculty and Other Academics [+

[2 ~ | 458000 - Chemistry

o

Create new position:
CAMPUS: P. BUDGET ORGANIZATION: EMPLOYEE GROUP:
Select One|Click Continue. ect One ¥ |Select One » Select One

SEROO0

HR Front End Training

Save| Route| SendTo| Close | Delete Transaction

G E G G a ADOBE"CAPTIVATE" )
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HOME E EMPLOYEE SEARCH @ INDUTBOXES @ TRANSACTIONS ¥ E ADMIN TOOLS W BH[LP @ LOGOUT

When you click Search, the syster:'l =

returns only exact matches to the
Budget Org.

Position Selection>> Position Search Results>>

Table will display all positions that meet search criteria except
Those with a Status of ‘Closed" This list will not include positions

Those with a Position End Date present with a position end dates

- . it Budget | Job End
Position Eesition Title P-Class EcClass Date i Last Incumbent Date
WstgResearch Assoc. | BCBGF - OTHAC 12MO | AL - Acad 12mth T. 3 [P 5

Prof ACPRO RSRCHVISTN | Ben Elig
BORA- OTHACGNO:  LAR.; s Maria Yarelas 5/15/2008 |
ACPRO 9/12mth Ben Elig

02364 Alexey Andresv 11f15/20C #|

Professor

BAEFA-OTHACSMO | Ad - Acad
1642005 MQM ishirm 8/15§200€
LCTUR CLNCL Sf1zmthBenlg | - Chi o2 Nishimueg | 8/15¢
ARCAA - TENUROMO | Ad - cad
ASPRO 9/12mth Ben Elig
AACAA - TENUROMO | Ad - Acad
ASPRO 9/12mth Ben Elig
ABCAA - TENUROMO | Ad - Acad
ASPRO 9/12mth Ben Elig

[ TGTHAC <5ma LCTUR. | BDEAF - OTHAC <3MO | AF - Acad <omth | T = ] T = 1
E:ﬂ |snojzoos | l 455000 ‘M ‘s.rlstzu:l;:
| o

<

6§30/2006 Tom Driver

TENUR 9MC ASPRO 6/30/2006 2 Preston Snee

C02416 | TENUR 9MO ASPRO 6/30/2006 B 458000 | Lawrence Miller

|Click the Next button

to continue.,

Save| Roue| Senc

7T F A

Q @ Q @ & Q ToC § | E; ADOBE"CAPTIVATE” |
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@ HOME E EMPLOYEE SEARCH @ INJOUTBOXES YRNISAC'IIOHS v DMIN TOOLS ¥ BH[LP @ LOGOUT

Position Creation Wizard

Position Seli =
e To maintain a single filled position, click the x
Table will st jncymbent’s name in the Last Incumbent column. Last Incumbent information
QEE: :::ﬁ Maintenance of single filled positions requires an is listed for single positions
Employee Job Record Change transaction. (Type S) only.

roiien  |f you navigate to the Employee Record View at = cos Bt | Lastd umbent | oo

cozses | this point, you will not be able to return to the TOREEYE | | ey freee | 11715720088

"Position Search Results. Use the incumbent link "¢ e
cozsn1 ¢ only if you intend to maintain a single filled position. ;n;“’&::‘: Maria Varelos Sp15/200e— |

242 LY ou can identify a single filled position by looking at ;n:smcnfa;
i Type_afmd Job End Date columns. A single 2-Unverstyof | oo
__filled position has Type S, and the Job End Date o - Chicage

s 2 ol 3
cozers 1is either blank or in the future. mo  Fyouwant to view past and present incumbents for

'y == a position, highlight the row for that position and
g click Incumbent History below and to the right of
- = the results table.

Marlynne Nishimura | 8/15/200€

02416 | Terwons ovror rvom wvr
ASPRO 9/12mth Ben Elig

TOTHAC <omoLCTUR | BOEAF - OTHAC <9MO | AF - Acad <omth |
Ifw l | 5110j2006

<

Contine |

SEE000 bl ) L a3 | Aose"capmvare”,

HR Front End Training
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Position Creation & Maintenance - HR Front End

1.0 =
Position Creation Wizard @ HOME E EMPLOYEE SEARCH @ INOUTBOXES @ TRANSACTIONS ¥ c ADMIN TOOLS ¥ 0 HELP @ LOGOUT

Position Creation and Maintenance

Position Selection>> Position Search Results>> Incumbent History

Incumbent History of Position C02430 (OTHAC <9mo LCTUR VISTN)
This listing shows all past and present employees who hold or have held Active Jobs in this position.
{Lastiincumbent umn A Job End Date

Position Title
JOTHAC <8mo LCTUR VISTN
JOTHAC <Smo LCTUR VISTN

Michael Davis 670014864 7152006
Douglas Kakvin 65324821 81 572008

Tana Wit 652645397 [515/2009

I Return |

JOTHAC <Smo LCTUR VISTN

Click Return to return to the Position Save| Route| SendTo| Close | Delete Transaction
Search Results.

X
Here you can view the list of incumbents, the
UIN, the Job End Date, and the Position Title.

Q E G G u G E G G a ADOBE"CAPTIVATE™ )

HR Front End Training
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Position Selection=> Position Search Results>>

Table will display all positions that meet search criteria except
Those with a Status of Closed".
Those with a Position End Date present.

Budget Job End
Dais T Los org Last Incumbent Date

o Position Title P-Class E-Class

76376 | VSTRES ASSTRROF | DoGF - OTHACIZMO | AL - Acad 12mtt 7142003 5 S : 456000 | Richard Parizs 143142010
ASPRO RSRCHVISTN | Ben Elig -

&)

AABASA - TENUR 9MO AA - Acad

76891 | TENUR 9MO ACPRO ACPRO i Ben Eig 7i1/2003 5 2 456000 | Robert Standaert 8/15/2005
AAAAA - TENUR SMO Al - Acad X 3
77017 | TENUR 9MO PROFS i a1 Ben Eig 7i1f2003 ’ . . . "
. BAMG -OTHACSMO | AF - Acad <omth | To maintain a postion highlight —
PROFS EMRTS Nongen Elig 2% the row of a single vacant
AACAR-TENUR9MO | AA-Acad position or a pooled position.
77215 | TENUR 9MO ASPRO ASPRO s Ben Ehg 7i1/2003 B/15/2006
AABAA - TENUR 9MO AA - Acad Ty
+ o & Duncan Wardrop
77548 | TENUR 9MO ACPRO oG ol o i 7112003 5 i 456000 | Duncan Wardr oF
< >

Click Continue.

m.nmmm|

Save | Route| SendTo| Close | Delete Transaction |

@ Q @ Q G E G a LE_‘. ADOIIE"CAF“\!ATE‘:
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B HELP @ LOGOUT

Position Creation Wizard

C76615 New Transaction=PCM
Pasition Selection>> Position Search Results>> Position Data

Position Data

Review the position data y o haye now entered the
- pos POSIition Data screen. You will
S Slnllk [ be able to make changes to
[222i2008 il 9
necessary fields.
POSITION # : POSITION { POSITION TITLE : POSITION EMPLOYEE CLASS :
[c76615 | BACAF - UTHAC 9MO ASPRO VISTN v |visiting Lecturer AA - Acad 9/12mth Ben Elig

»

TYPE: POSITION BEGINDATE :  PAPE=:
|5-single * 71112003 | Blank - Blank

SALARY SALARY RANGE
GROUP: TABLE: GRADE: STEP: LOW: MIDPOINT: HIGH:
| 2010 | An UNDFD i} [10 |10 | 83399 0

BARGAINING UNIT: PD PROB PERIOD: ACCRUE SENIORITY: JOB PROGRESSION:
INONE | ! N - No No Job Progression

-POSITION DESCRIPTORS:

Blank R\ancwa]

|Click the Next button
|AEDRS - Has Budget responsibility v ﬁl to continue.

BE000 DEDEE. o

HR Front End Training
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POSITION DESCRIPTORS:

Blank Rmnvel

|ABDRS - Has Budget responsibility v ﬁl

BUDGET PROFILE : BUDGET COA : BUDGET ORG :
| Blank ~ [ 458000 - Chemistry

POSITION LABOR DISTRIBUTION
COA Index Fund Organization Account Program i Location Percent

Remove Update

COA™: | 2 - University of lllinois - Chicago ~
mdex: [ [~
Funa:] 0 | =
organization:| | =
accoum| | ¥
Program : l— I—V
Acvin: | [~
Location: [ [~

Pescent:|

Once necessary changes have
been made, click Route.

Required fields *

Save| [Rouiz | Send To| Close| Delste Transaction |

[:] [:] C] G :] CI CJ Cj :j :] ADOBE"CAPTIVATE™
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Position Creation & Maintenance - HR Front End

Position Creation Wizard

* Success routing to ORG:Default: Apply A C-2-FT-458-458000 (39977 :492964)

Transaction #: 89977 Position #: C766 : er=No {Nonej:Not Completed:, Stop: ORG:Default:Apply A C-2.FT-
458458000 (89977:492964) Once the transaction has been

Position Selection>> Position Search RefOUted you will get a success
routing message.

Position Creation & Maintenance Take Ownership | Release Ownership | Transaction History |
Review the position data. Edit the fields “Transctions can be direct apply

so if you have the Take

Paosition Data

CHANGEDATE:  POSITION END DATE:

Ownership button, take
[o2222008 ownership and apply.

POSITION # : POSITION CLASS : B POSITION EMPLOYEE CLASS
[c7e61s [BNEIBA- OTHAC 9MO ACPRO EXTNS VISITING LECTURER AA - Acad 9/12mth Ben Elig
| BACAF - OTHAC 9M0O ASPRO WISTN Visiting Lecturer

TYPE : POSITION BEGINDATE :  PAPE=
|S-Single - | 712003 | Blank - Blank

|Click the Next button
to continue.

Q Q Q @ Q I&Q Q Q Q @Q ADOBE"CAPTIVATE"™ |
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HR Front End Training

Position Creation & Maintenance - HR Front End

Chapter 3 Review

In this Chapter, you have learned:

+ How to search for a position

+ How to view incumbent history

+ How to maintain a position on the Position Data
Screen

+ How to Route

CH.3
P.12/12

Click the Next button
to continue

ADOBE"CAPTIVATE™
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 Course Menu Position Creation & Maintenance - HR Front End

Chapter 4

Creating a New Position

In this Chapter, you will learn:

* How to Create a New position with a new position
number

* About the required fields

* How to Route

Click the Next button
to continue

HR Front End Training

ADOBE“CAPTIVATE™

47



= Course Mend Position Creation & Maintenance - HR Front End

Position Creation Wizard

Position Selection>>

TRANSACTIONS ¥

Position Selection

If you know the position number, enter the number and click Continue. If you wish to create a new position, click the Create

New radio button, select the appropriate Campus and Employee Group, and click Continue’.

O |

| have a position number:

O

Search for a position:

COA: BUDGET ORGANIZATION: EMPLOYEE GROUP:
| Select One ¥ | Select One v Select One

®

Create new position:

et Select S-UIS from the Campus drop

IS - UIS Springfield
| Select One ‘down menu.

| C - UIC Chicago —T

The third option on the Position
Selection screen is Create new
position.

® G - UIGC Global
: ngfield
|U - UIUC Urbana f Champaign

SEE000

HR Front End Training

Save| Route| SendTo| Close | Delete Transaction

——r—— - -
WD ES R soosecarmuare”
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Position Creation & Maintenance - HR Front End

Position Creation Wizard @HOME E EMPL OYEE SEARCH @ INOUTBOXES @TMSABTIOIISV

B ADMIN TOOLS ¥ B HELP @ LOGOUT

on Cre

Position Selection>>

Position Selection

If you know the position number, enter the number and click Continue. If you wish to create a new position, click the Create
New radio button, select the appropriate Campus and Employee Group, and click "Continue’

o

| have a position number:

Search for a position:

COA: BUDGET ORGANIZATION: EMPLOYEE GROUP:

|Sa|ect One » |Se|ect One ~

Select One

®

Create new position:

CAMPUS: COA: BUDGET ORGANIZATION: EMPLOYEE GROUP:
| S - UIS Springfield ~ [Select One:v | Select One ¥ | Select One
Select One

Save| Route| SendTo| Close | Delete Transaction

Select 4 from the Chart of Accounts drop
down menu.

@ Q @ Q Q E Q Q m—g ADOIIE'CAPHVRTEN)
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@HOME E EMPLOYEE SEARCH E INOUTBOXES @Imcrm«s v E ADMIN TOOLS ¥ BHELP @ LOGOUT

‘ Position Creation Wizard

Position Selection>>

Position Selection ’
00000 - STUUETT SEVICES . . .
If you know the position number, enter the number 4 526001 - Student Volunteer and Service The Budget Organization list filters to
New radio button, select the appropriate Campus ar 626002 - Office of Disability Services contain only organizations that are valid for
1629000 - Lib Studies Colloquium Courses ist i
(o) I 535000 - Public Affais Reporting the COA selected. The listis also filtered
I have a position number: 642000 - Music Courses based on your security permissions.
652000 - Building Maintenance
654000 - Campus Relations
O 655000 - TV Ofiice
Search for a position: 657000 - Legislative Studies

Cco: BUDGET ORGAMIZATION: EMPLOYE] 570000 - Legal Studies
674000 - Intemnational Student Services —

Select One ¥ | Select One Select Olf & P : .
! o R St WIS o Select 660000- Health Services from
694000 - Teacher Education the Budget Organization drop down
® 696000 - Computer Science menu.
Create new position: 703000 - Astronomy-Physics
714000 - Human Senices
726000 - LAS Special Programs

CAMPUS: |COA: o v | EMPLOYEE GROUP:
| S - UIS Springfield ~ |4 v [Select One iv |Select One

Cortinue | Resst | Save| Route| SendTo| Ciose | Delete Tr

Q @ Q Q @ G E&‘ g‘; Q a ADOBE‘C#F“VATEN/
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Position Creation Wizard

Position Selection>>

HOME E EMPLOYEE SEARCH O INOUTBOXES @ TRANSACTIONS ¥ E ADMIN TOOLS ¥ n HELP @ LOGOUT

Position Selection

If you know the position number, enter the number and click Continue._ If you wish to create a new position, click the Create

MNew radio button, select the appropriate Campus and Employee Group, and click ‘Continue’.

o [—

| have a position number:

©

Search for a position:

COA: BUDGET ORGANIZATION: EMPLOYEE GROUP:
| Select One ¥ | Select One v |Ss|act One

@

[
Create new pasition: Select B- Academic Professionals
con: from the Employee Group drop down
menu.

CAMPUS:
| S - UIS Springfield v |4

EMPLOYEE GROUP:
| [SelectOne |

Select One
and Other Academics

Continue | Reset |

CE00d

HR Front End Training

- Academic Pro 3
C - Cwil Service Web/Dpt Tm Entry
D - Civil Service Time Rpt Feeder
E - Civil Service Exira Help
G - Grads and Predoc Fellows
H - Academic Hourly & Grad Hourly
L - Lump Sum
M - Summer
P - Postdoc Fellow/ResAssoc/Intm
R - Residents
S - Student

G G G Q a ADOBE"CAPTIVATE™ )
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Position Creation & Maintenance - HR Front End

ation Wizard

Position Creation and Maintenance
Position Selection>>

Position Selection

If you know the position number, enter the number and click Continue. If you wish to create a new position, click the Create
New radio button, select the appropriate Campus and Employee Group, and click ‘Continue”

O [ ]

I have a position number:

O

Search for a position:

COA: BUDGET ORGANIZATION: EMPLOYEE GROUP:

ISE|EC1 One % | Select One % Select One

@

Create new position:

CANMPUS: BUDGET ORGANIZATION:

2 P: EMPLOYEE GROUP:
S - UIS SpriClick Continue. | ~ | 660000 - Health Services v [B- Academic Professionals

Save| Route| SendTo| Close | Delete Transaction |

Q E G G D G E G ; a ADOBE"CAPTIVATE™ |

HR Front End Training



| "< Course Menu

Position Creation & Maintenance - HR Front End

Position Creation Wizard

[ Transacton #: 1 Position #: SADIIS New Transaction-PCM |
Position Selection>> Position Data Type or select values for the position in the
Position Data required fields (*). If applicable, add or edit values

! in additional editable fields.
REVEY Notice that the system 4

automatically generates a new

CHANG

M0 position number for you.

POSITION # : POSITION CLASS ¥ POSITION EMPLOYEE CLASS :
[s40335 | Select One | BA - AcadiPro 12mth Ben Elig

-

TYPE : POSITION BEGIN DATE :  PAPE? :
[S-single ~ | [Blank - Blank

- SALARY ~SALARY RANGE
GROUP: TABLE: GRADE: STEP: LOW: MIDPOINT: HIGH:
[~ [NONE-NONE - [NONE-NONE - [ -~ ||] [

BARGAINING UNIT: PD PROB PERIOD:  ACCRUE SENIORITY: JOB PROGRESSION:

[NONE [ [N-No =

|Click the Next button
to continue.

BIOOOS DEDEE. wowome)
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Information Regarding the Required Fields

Field Name

Defaults and Allowed Values

Change Date

Defaulis totoday's date. If the change needsto be retroactive, change this
valuetothe day the change should have taken effect. Future-dated
position changes are notallowed.

Position Number

This value is automatically assigned by the HR Front End and is not
editable.

Position Class

This list is filtered based on the employee group associated withthe
position.

Position Title

Adefaulttitie may appearinthis field depending on the employee group.

Position Employee Class

This value defaults based on the position class andis editable. The listis
filteredbased on
+ Employee Group selection on the Position Selection screen for new
positions
+» Employee Group already affiliated with the position for existing
positions

Position Type

This value defaults based on the employee group andis editable. Allowed
values are Single or Pooled.

Position Begin Date

If you are maintaining an existing position, the original begin date defaults.

CEROO0
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Click the Next button

to continue.
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Information Regarding the Required Fields

Field Name

Defaults and Allowed Values

PAPEZ

This field is required for positions with employee group B or Chicago HA
positions. If required, choose a value from the list. If the position
employee class does notrequire a PAPE number, this field will not be
editable.

Budget Profile

For a new position, this value defaults based on the employee group. Itis
editable for all employee classes exceptE*, H*, LP, MM, and SA.

Budget COA

This value defaults for an existing position. The field is only editable when
creating a new position.

BudgetOrg

This value defaults based on the Organization selected on the Position
Selection screen. 'When creating a new position, this field in not editable.

Position Labor Distribution

The required fields in this section are COA, Fund, Organization, Account,
Program, and Percent. The Total of the Percent values for all labor
distribution rows mustequal 100

= HINT:

= [f an Index code exists forthe account, this can
be used to automaticallyfill in many of the
required segments. You musttype or select the
Account code after entering the Index.

Itis appropriate to change the Position Labor
Distribution when there has been a long-term
change infunding forthe position. If the
Organization code in the labor distribution
changes, itmay also be necessary to change the
Budget Org

HR Front End Training

Click the Next button
to continue
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BUDGET PROFILE : BUDGET COA: BUDGET ORG :

[ Blank v [a~

[BBEIIIJ - Health Services

CH.4
P.10/12

PO »

[Edit] | Remove

maex:[ [ v
Fund = [
0rganiz;||ion*: l— I_"
Account : l—"
Program’: l_"
P
Location: | | v
Percent :

COA™: [4 - Univarsity of lllinois -Springfield »

Upaate Once the required fields have
been filled out, click Route.

Required fields *

SEE000

HR Front End Training

Save |[Route] Send To| Ciose | Delete Transaction
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Position Creation Wizard 0 HELP @ LOGOUT

« Success routing to CAMPUS: Default: Apply B S-4 ({89980:492971)

X

Transaction #: 89980 Positio . {189728):0wner=No (None):Not Completed:, Stop:

SUENENT T Once the transaction has been

Position Selection>> Position ‘routed you will get a success
Position Data routing message.

Review the position data Edit POsition Creation & Maintenance
Transctions can be direct apply
so if you have the Take

Take Ownership | Release Ownership | Tr History |

CHANGEDATE:  POSITION|

1113012009 Ownership button, take

POSITION # : POSITION CLASS ownership and apply.

[sanzze  |RAGAA - COOE
ISeIecl One

POSITION EMPLOYEE CLASS :
| BA- Acad/Pro 12mth Ben Elig

TYPE : POSITION BEGIN DATE :  PAPE=:
S- Single - |11/1/2009 [ 49319 - cOORDINATOR
| | Blank - Blank

SALARY

[ SALARY RANGE

GROUP:  TABLE: GRADE: STEP: || LOW: MIDPOINT:  HIGH:
2010 AA UNDFD [o~ || & [10 [sssassn

= [NONE-NONE - [NONE-nONE - | -~ ||| [ [

i
BARGAINING UNIT: PD PROB PERIOD:  ACCRUE SEMIORITY: JOB PROGRESSION: |Click the Next button
|NONE | IN - Mo ENE Job Progression | to continue

‘,zm @ Q Ih; G ADDIIE'(AP“VATE":}
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 Course Menu Position Creation & Maintenance - HR Front End

Chapter 4 Review

In this Chapter, you have learned:

* How to Create a New position with a new position
number

* About the required fields

* How to Route

HR Front End Training

CH.4
P.12112

Click the Next button
to continue
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You have reached the conclusion of the Position

Creation and Maintenance Course. Feelfree to

navigate to any section of this course. In order to

certify your completion of this course, please click
the COMPLETE COURSE button below.

[ COMPLETE COURSE |

BEGIN COURSE

:] pr— l:J :J I: ‘4 fce fToc l_ I_. ADOBE"CAPTIVATE™
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