8.9 HRMS Step by Step Guide
Transfer Position to Another Department — Organizational Development Module

Overview: This guide provides instruction on transferring a position to another department.

Note: The screen shots used in this guide may not be representative of your access.

1. Navigate to Universibpe
. . Loloraco RACTO! Home | Wiorkiist
Maintain Wenu 5
P 0s | t| on /B u d g et s Search: i bz » Organizatio clopment > Position Management =
l:l ® L,/f Maintain Positions/Budgets
menu [ hity Favorites - . —_— " - . o
I Reporls and Reviews Idertifies positions within organization, budgets for postions, and allows for creation of job reguistions
I Recruiting = AddUpdate Position Info = Funding Distribution = Position Transfer only
H H > Workforce Administration Enter the ;escrimiun, work location, and Funding Distribution Position Tran‘sfer only
"1 Organizational b Compensation e ot rut s paston
[> Time Caollection
Management o
. g B E Position Approval E Funding Approval E PET Retroactive Funding Chanage
Position Approval Funding Approval PET/Retroactive Funding Change
aintain
[> Enterprise Learning
1+ > Reporting Tools
POSItlon/BUdgetS [ PeapleTools E Correction PET E PET Approval E PET Approval (Sponsored Proj
M — hiy Dictionary Correction PET PET Approval PET Approval (Sponsored Proj)
1 Position Transfer only
= PET Cancellation
E PER Ca:'vcel\atl‘nn

2. Position Transfer Univg,sit?,?{_,r
Only search page | S B
dlSpIayS NemedUW|

Position Transfer only

Enter any information you have and click Search. Leave fields blank for a list of all values
"1 Enter one or more of

the search fields [ Pidan Edeting Ve

Position Number: begins with v ||

D C“Ck Description: henins with ||

Search Position Status: = ~ v

Business Unit: hegins with || Q
Department: Begins with | | Q
Job Code: hegins with + | aQ
Reports To Position Number: | begins with + | Q

Search Clear | Basic Search [E Save Search Criteria
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UNIVErsity,s
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3. Description page
displays L

HewWindow | Custarnize Page | ne, #

D In POS't'On | Description | Specific Infarmation || Position and Incumbent Data |
. . B save) (QURetumto Search| (+SNestinList) (15 Previous inList) |4 Refrest |
Information area, click | =~

Position Information

| | Ellinclude History |

Findl | Wigww &l First 1of 2 ¥ Last
to |nsert arnw Position Number: 00100121 Admin Assistant lll G0l osion Fnning =
Headcount Status: Filled Current Head Count: 1outofl 0
[] The effectlve d ate Effective Date:  P213/2007 [ [Z] Paosition Motes ‘Status: [ Active ~|
defaults to Current ‘Reason: ikFR A Transter Action Date: 0211372007
B h f Position Status:  Proposed Status Date: 024122007
d ate ’ C an g e | [Job Information
necessary ‘Business Unit: [UCOLOC,  University of Calarado
Job Code: QGSMX}(- QL admin Assistant Il Manager Level: ‘ |
D R eaSO n d efaU |tS tO 'RegTemp: !E@Iar _ﬂ ‘Full’Part Time: ‘;_&&7?‘
XFR Regular Shift:  NiA o
g ;}idmih Aosistant j Short Title: Iadmasstl Detailed Position Description
'] Enter Department ork Location
Number tO Wthh ‘Reg Region: lusa Q. United States
iti i i Department: 1 0261 QL school of Education Company: cL University of Colorada
position is being
tranSferred Location: [ECIN L Economies Institute
Reports To: oot 59552Q Senior Instructar :ll]l{‘:':;':t':‘g :Dﬂiﬁngﬁﬁ Q Dean-Exmpt Prof
H H [Essential Services [Iclass Staff | or Academic Year Appointment? [ISupervises Classified Staff
D Locatl O n COd e WI I I O Special Opportunity Posn O Preplacement Physical Required [Cclass staff Spec Quals [ officer Position
update
Faculty/Exempt Professional - Minimum Maximum
..... . Proposed Costs Salary Range:
7 Click =] Position Notes oot U cost
to add appropriate S
Total:
comments about the
transfer Salary Plan Information
FTE: 1.000000 Percent of Time:| 10000  Pay Plan: Q
E[I Save Salary Admin Plan: as0 Grade: 539
[ ReV|eW and Standard Hours: 4000 Work Period: W Q. weekly
Mon Tue Wed  Thu Fri Sat Sun
8.00 8.00 8.00 8.00 8.00
USA
FLSA Status: Nanexempt v
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4. Notify receiving
department that
transfer has been
made

1 Receiving department
can access position
when effective date is
current

1 Receiving department
will likely insert
additional rows to
change other position
and/or funding data

1 Reports to field is
required for all HRMS
positions, with the
exception of student
hourly, student faculty
or retirees

1 Receiving department
must approve the
transfer and any other
additional rows of
data

1 1f position is filled at
time of transfer,
incumbent’s job data
record will
automatically update

UNIVETSILYpy

=13

HewWindow | Custornize Page | e #

| Description | Specific Infarmation || Position and Incumbent Data |

ave) eturn to Search | | +SMNewtinList| (+ZPrevious inList| |4 Retresh |
5 Retum to Search | |+ NextinList] (=P List] | Refresh

A Include Histary|

Paosition Information Find | view a1 First | 1or2 [ past
Position Number: 00100121 Admin Assistant Go To Position Funding =
Headcount Status: Filled Current Head Count: 1outofl 0
‘Effective Date: 021312007 [ 2] Postion Notes et [ Active v
‘Reason: HFR QL Transer Action Date: 0211372007
Position Status:  Proposed Status Date: 027132007
|Joh Information
‘Business Unit:  [UCOLOQ, University of Colorado
Job Code: .GSMX}(. CL Admin Assistant |1l Manager Level: .V
‘RegTemp: |Regular  jw) ‘FullPart Time: | == 50% =
Regular Shift: INiA
Title: [Admin Assistant Il Short Title: AdmAsSHll i Bosition Descrption
[Work Location
‘Reg Region: USA QU United States
Department: 10261 'Q School of Education Company: (o1} University of Colorado
Location: 1ECIN L Economies Institute
Reports To: 00150552 2L Senior Instructor :Illll)l‘:clllr':tl;:‘g |00150955 L Dean-Exmpt Prof
[Essential Services [Iclass Staff | or Academic Year Appoint 7 [ISupervises Classified Staff
O Special Opportunity Posn O Preplacement Physical Required [Cclass staff Spec Quals [ officer Position
Faculty/Exempt Professional - Minimum Maximum
Proposed Costs Salary Range:
Start Up Cost:
Moving Expense:
Total:
Salary Plan Information
FTE: 1.000000 Percent of Time:| 100.00  PayPlan: | G
Salary Admin Plan: 50 Grade: G39
Standard Hours: 4000 Work Period: W QA Weekly
Mon Tue Wed  Thu Fri Sat Sun
8.00 8.00 8.00 8.00 8.00
USA
FLSA Status: Nanexempt v
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