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

You have access to very sensitive personal information
e Do not share confidential and sensitive information with anyone, including colleagues, unless there is a
business reason.
e 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.

Copyright © 2009, Board of Trustees of the University of lllinois. All rights reserved. No part of this publication may be
reproduced or used in any form or by any means — graphic, electronic or mechanical, including photocopying, recording, taping
or in information storage and retrieval systems — without written permission of the Board of Trustees of the University of

Illinois.
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HR Front End Position Creation and Maintenance Quick View

¢ Select Position Creation and
Maintenance transaction.

e Complete the Position Selection
screen.

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

e Complete the Position Data screen.

e Transaction Routed and Applied to
Banner.
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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 and gives
general guidelines about when it is appropriate to use this transaction type. It also provides
instructions on how to complete a Position Creation and Maintenance transaction.

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).

e 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.

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.
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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:

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 uliucC uic uIsS
Extra Help, Clerical uiuc uiCc uIs
Extra Help, Non-Clerical uiuc uiCc uIs
Student (SA) uiuc uic uis
Faculty and Other Academic uiuc uiC uIsS

Academic Professional uiucC 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

Conventions Used in this Guide

— information that might be ‘: 1 shortcut, or additional way to do
\ something.

—_ helpful to you.

Indicates a Warning of an
] action that you should not
- perform or that might cause

problems in the application.

Indicates a Note or additional ,/'_._‘\; Indicates a Hint such as a tip,
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Performing Position Creation and Maintenance

You can use the Position Creation and Maintenance transaction to create a hew 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

“lj l https: fappservS-dey. admin.uillinois, edufhrFrontEnd)isp/index. jsp

Home Page
Initiate New Hire

Welcome Joe User (juser1) Position Creation gpd Maintenance January 21, 2003

ALERTS & MESSAGES

HR
No messages at this time

== HOME EMPLOYEE SEARCH IlHﬂIJTEf’o TRANSACTIONS ¥

SYSTEM

UIN I Search I

Employee Self Service
Human Resources Applications
OBES — Payroll

Version: HR_FRONT_END 1.0

w

https:}{appservS-dev. admin. uilingis. edufhrFrontEndfispiPembewSelection. jsp appservS-dev. admin. ulinois.edu ) (@)

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.
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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 -1have 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.

¢ Option 3 — Create new position: If you have confirmed there is no existing position that you can
re-used, you can also create a hew position. This option takes you directly to the Position Data
screen.

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

lﬂl https: | {appservS-dey ., admin, uilineis.edufhrFrontEndfisp/PcmiewsSelection. jsp

.0 =2 23 !
Position Creation Wizard @ HOME E EMPLOYEE SEARCH @ INJOUTBOXES TRANSACTIONS ¥ G ADMIN TOOLS ¥ aHELP LOGOUT

Po Creation and Maintenance

Position Selections==

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 'Continug’

® ]

I have a position number:

O

Search for a position:

COA: BUDGET ORGANIZATION: EMPLOYEE GROUP:
|Select One % | Select One (v Select One -

o}

Create new position:

CAMPUS: COA: BUDGET ORGANIZATION: EMPLOYEE GROUP:
|Select Cne ¥ |Select One ¥ | Select One Select One L

Continue Resetl Savel Foute | Send To | Cloze | Delete Transadionl

Done appseryS-dev.admin, ullinois.edu | ‘;

Figure 2: Position Selection screen
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Maintaining an Existing Position and Viewing 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.

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

lljl https: |fappservS-dey.admin. uilingis . edufhrFrontEnd/jspfPcmMewSelection, jsp

Position Creation Wizard

P n Creation and Maintenance

Position Selections==

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
tadio button, select the appropriate Carmpus and Employee Group, and click 'Continue’.

@ I 595535 @

| have a position number:

O

Search for a position:

COA: BUDGET ORGANIZATION: EMPLOYEE GROUP:

ISEIEEt Cne % | Select One + Select One A

O

Create new position:

CAMPUS: COA: BUDGET ORGANIZATION: EMPLOYEE GROUP:
|Select One | Select One % | Select One » Select One A

Continue Hesetl Savel Houtal Send TDI Closel Delete Transac‘tinnl

Done appservS-dev, admin wilinois.edu G

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 | have a position
number. Type the position number 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.
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) HRFE: Position Creation and Maintenance/Position Selection - Mozilla Firefox

‘Ij I https: /{appservS-dev.admin, vilinois. eduf/hrFrontEnd) jspfPcmiewSelection. jsp

Position Creation Wizard == HOME EMPLOYEE SEARCH e INJOUTBOXES TRANSACTIONS ¥ C ADMIN TOOLS ¥ a 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}

I have a position number:

®
Search for a position:
COA: 3a BUDGET ORGANIZATION: 3b EMPLOYEE GROUP:
|4 v | 320000 - Auditoriurn v | Select One =
Select One
A - Faculty and Other Acadermics
o) B - Academic Professionals
Create new position: C- C!\r!l Ser\r!ce WEthpt T Entry
D - Civil Service Time Rpt Feeder
CAMPUS: COA: BUDGET ORGAN 7
|Select One ¥ | Select One | | Select One ¥ H_ Academic Hourly & Grad Hourly A
L - Lurp Sum
I - Summer
F - Postdoc Fellow/ResAssocdintm
Continue Resetl R - Residents Savel Rnutal Send TnI Clnsal Delete Transaminnl
5 - Student
L) - Unpaid
W - Wirtual

appservS-dey. admin uilinois.edu ) @

Figure 4: Searching for a position in the Position Selection screen

3. If you do not know the position number, 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.
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"3 HRFE: Position Creation and Maintenance/Position Search Results - Mozilla Firefox E\@\E\

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

Position Creation Wizard —F HOME EMPLOYEE SEARCH INNOUTBOXES TRANSACTIONS ¥ ADMIN TOOLS ¥ HELP LOGOUT

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'.
Those with a Position End Date present.

s - = Position Begin Last Job End
Position P2sition Title P-Class E-Class Date Type coA Budget Org et ‘ Date ‘
- - - - i -~
95413 | ¥H CLERICAL (LS) 99913 - X{H CLERICAL | EH-C5 8152008 s 4. U.nwerswty af SQD.DDD Geo.rgla £
LSy Extra Help Hlinois -Springfield | Auditorium Smith 3
99942 - ¥H STGHD EH-5 4-1 by of 390000 -
595415 | RH STGHD [L5) zyeons  |po o TMETSHE )
(L) Extra Help Tlinois -Springfield | Auditarium

H PARA PROF
(L5]

EH-
Exztra Help

99913 - XH CLERICAL | EH-CS 4 - University of 380000 - Jang

595739 | WH CLERICAL (LS 8272007 5 3/5/2008
=) (L) Extra Help 271 Ilinois -3pringfield | Auditarium Jones it
EH-C5 4- L by of 390000 -
595807 | ¥H TECH (LS) 9922 - ¥H TECH (L5) 8/1/2007 P nversity o
Extra Help Ilinois -3pringfield | Auditarium
¥HPARA PROF 99962 - XH PARA EH-C35 4- L by of 390000 -
506319 11542006 p  Gotnwerstyo -
L5y PROF (LS) Extra Help Tlinois -5pringfield | Auditorium
¥HPARA PROF 99967 - XH PARA EH-C5 4 - University of 390000 - Hector
s98480 |, nReE A T L 5 i eaicfintd | s e Vilegas | b
4 >

IncLmbert H\s‘toryl
Continuek :: ) Saval Route | Send Tol Closel Delete Transadionl

Done appservS-dev.admin,uilincis.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.
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3 HRFE: Position Creation and MaintenancefIncumbent History - Mozilla Firefox

!ﬁl https:}/appseryS-dey. admin. uilinois. edufhrFrantEnd]jspfpcmsearchresults.da

- 5. =) 21 !
@ HOME C EMPLOYEE SEARCH @ INIDUTBOXES Tmusncnnusv g ADMIN TOOLS ¥ OHELF LoGouT

Position Creation Wizard

Position Creation and Maintenance

Position Selection=>  Position Search Results=>  Incumbent History

lIncumbent History of Position 595535 (XH PARA PROF (LS))

This listing shows all past and present ermployees who hold or have held Active Jobs in this position.

{Lastjincumbent UIN aJob End Date Position Title
Trevor Brown 123456789 7132008 #H PARA PROF (LS)
Return |
3e
Continue | Save | Foute | Send To | Closs | Delete Transaction

Dore appservS-deyv.admin.uillinois. 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.
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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 HREE: Position Creation and Maintenance/Position Selection - Mozilla Firefox

ulj l https: jfappseryS-dev.admin.uilinois. edufhrFrontEnd) jspfPomblewSelection. jsp

o . 24 I
=) HomE C EMPLOYEE SEARCH woursoxes B rmansacrions v gmmu T00LS ¥ BHELF LOGOUT

Position Creation Wizard

P n Creation and Maintenance

Fosition Selections=»

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 Continug’

O ]

I have a position number:

@)
Search for a position:
COA: BUDGET ORGANIZATION: EMPLOYEE GROUP:
| Select One ISeIect One |Se|ect One v

@®
Create new position:

CAMPUS: COA: BUDGET ORGANIZATION: EMPLOYEE GROUP:
I 5 - UIS Springfield he Ixi “ | 390000 - Auditorium ~ [E - Civil Senice Extra Help i~
Select One

- Faculty and Other Academics

- Academic Professionals

- Chvil Service YWeb/Dpt Trm Entry Eend ToI C\osel Delete Transacﬂonl

- Civil Service Time Rpt Feeder
wira Help

- Grads and Predoc Fellows k

- Academic Hourly & Grad Hourly

- Lump Sum

- Summer

- Postdoc Fellow/ResAssocdntrn

- Residents

- Student

- Unpaid

- Wirtual

Continue | Reset I

cCcwonozr zoooos

appservS-dey, admin. ulinis.edu (4 G

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. Selectan Employee Group from the list and click Continue.

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

Position Creation Wizard

a HELP @ LOGOUT

Transaction #: -1 Position #: $95535
Fosition Selection=> Position Search Results=> Position Data

Position Data

Review the position data. Edit the fields as necessary.

Take Cwnership | Release Cwnership | Transaction History |

CHANGEDATE:  POSITION END DATE:
[i2z12008
POSITION #"; POSITION CLASS : POSITION TITLE : POSITION EMPLOYEE CLASS :
[ses535  [99962 - XH PARA PROF (LS) v [%H PaRA PROF (LS) EH - CS Extra Help v
TWPE": POSITION BEGIN DATE:  PAPE:
|5 single  [11118r2007 [ Brank - Blank
SALARY SALARY RANGE
GROUP:  TABLE: GRADE: STEP: || LOW: MIDPOINT:  HIGH:
|2m02  [uc - [ooss R A EE R EX
BARGAINING UNIT: PD PROB PERIOD:  ACCRUE SENIORITY: JOB PROGRESSION:
| NONE | | M- Mo | Mo Job Prograssion
POSITION DESCRIPTORS
Blank Remave
|AEIDRS - Has Budget responsibility v A
BUDGET PROFILE : BUDGET COA™: BUDGET ORG :
|- not Budgeted v [« | 380000 - Auditorium v

POSITION LABOR DISTRIBUTION
Index

Account Program Activity Location Percent

Remove

COoR™: Iti - University of lllinois -Springfield

Index: li l_v
Fund*: l— l_"
Organizalinn*: l— l_*'
Account s li l_"
program’s| [
e
Location: li l_v
Percent*: l—

Update

TOTALS

Update LD | Add LD

Reguired figlds *

Save Routel Send Tol Close | Delete Transaction

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.
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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. Itis
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 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 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 |tis 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 Team
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Appendix A — Position Creation and Maintenance

Process Flow

Choose PCM to begin
wizard

A

Enter/Search for position
number or choose create
new position

Create a position
OR maintain pooled or
acant single position?

YES

v

Enter/Edit information on
Position Data screen

v

Save transaction and
Route

NO (maintain filled single)—»;

Click incumbent’s name to
navigate to ERV

A

Apply transaction to
Banner

Complete an Employee
Job Record Change to
update Position Data
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