Quick Guide

Create a New Position

Click theOrganizational Development link.

[ organizational Development

Click thePosition Management link.

|[> Faosition Management |

Click theMaintain Positions/Budgets link.

[ Maintain
FositionsiBudgets

Click theAdd/Update Position Info link.

Click theAdd a New Value link.

When entering a new position, Do NOT enter atkosNumber. The Position Number i
assigned by the system and will remain 00000000 thwetrecord is saved.

Click the Add button.
Add

Click thePlus (+) button to add a new row.

NOTE: The 'Initialize' button may be used to ‘clone’ aifpon. For additional
instructions, see thdPosition Date - Clone an existing position" process.

Enter the effective date of the new position itmeEffective Date field.

NOTE: The effective date of the position must be on oliexathan the effective date of
the employee's record in job data.

Click theL ook up Business Unit button.

2]

10.

Click an entry in either thBusiness Unit or theDescription column.

lIniversity of Maine,

11.

Enter the desired information into thab Code field.

NOTE: Once the job code has been entered, marheatmaining fields on this panel
will populate with default information from the jalode table.

12.

Title defaults from Job Code Table, but can bengjed. Enter the desired information ir
theTitle field.
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13. Enter the desired information into theng Title field.
NOTE: Data must be entered in this field. Data ettén this field populates the 'Busingss
Title' field in Job Data. An Error will appear omet Position Audit Report if left blank.
Enter title up to 254 characters.

14, Enter the desired information into tBepartment field.

15. Enter the desired information into tReports To field.

16. Click theL ook up Supervisor Lvl button.
[&]

17. Click an entry in thé. ook UP Supervisor Lvl list. ltems in either the Supervisor Level pr
Description column my be selected.
Superisor

18. Click theL ook up Grade button.

19. Click an entry in thé ook Up Grade List. Items in either Salary Grade or Description
columns may be selected.
[Umz Salaried Plan Grade 03]

20. Click theSpecific Information tab.
Specifc Information

21. Enter the desired information into thlax Head Count field.
Regular positions with a One-to-one ratio posit@mcumbent should have this field
value set to '1'. Multiple incumbent positions (&nt, Part-time Faculty, Temp) should
have a field value of '999'.

22. Click theBudgeted Position option.

23. Click thedrop down arrow to select from th@re-Encumbrance Indicator list.

24. Click theNone list item.

25. Click thedrop down arrow to select from th€lassified I ndicator list.

26. Select the appropria@assified Indicator.

27. Enter the desired information into tR& E field.

28. Click theAddsto FTE Actual Count option.

O
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29. Click theBudget and I ncumbents tab.
I |

30. The Budget and Incumbents panel is informatiomaisplays information for incumbent
in a current active position and cannot be chanijyeddata will appear on this panel unt
the position has been assigned to an employedidgta.
Click theContract Data tab to continue.
Contract Data|

31. Contract Data is maintained for employees whetantracts or funding for a specified
length of time.
Enter the desired information into t@entract Begin Date field.

32. Enter the desired information into tB&pected End Date field.

33. Click thedrop down arrow to select from th€ontract Type list.

34. Select the appropriat@ontract Type.

35. Click thedrop down arrow to select from th€ontract Status list.

36. Click theActive list item.

37. Enter the desired information into theaximum End Date field.

38. Enter the desired information into tBentract Comment field. This is aroptional field
for storing contract information.

39. Click theECCP tab.
Eccr]

40. Click theL ook up ECCP Program button.

41. Click SALARIED in theECCP Program column.

42. Click theLook up Work Year Calendar button.

43. Select the appropriate item from W&ork Year Calendar list.
ronthly 3 Manth

44, Click thedrop-down arrow to select from th€ategory Name list.

45, Select an appropriate item from Bategory Name list.

[ConTACTS |
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46.

Click the drop-down arrow to select from ey list.

47.

Select an appropriate item from ey list.

48.

Click thePlus (+) key to add a new row.

49.

Click thedrop-down arrow to select from th€ategory Name list.

50.

Select the appropriate item from iategory Name list.

HE |

51.

Click thedrop-down arrow to select from th& ey list.

52.

Select the appropriate item from ey list.

FRZ_M

53.

Click thePlus (+) key to add a new row.
Continue to add rows until values have been addedlf Categories.
NOTE: The 'Points' total is programmatically calculateddd on the selection in the Ke

column.

Y

54.

Click theOther | ncumbents tab.

Other Incurnberts|

55.

The 'Other Incumbents' panel will display anyimbent indicated by this position
number in Additional Pay.

To continue: Click th&ave button.

56.

End of Procedure.
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