8.9 HRMS Step by Step Guide
Create a New Position w/ Funding - Organizational Development Module

Overview: This guide provides instruction on creating a new position with funding and approving the
position and funding.

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

1. Navigate to Universityoy

.010raao

Add/Update Menu = i
Position Info - C

[ My Favotites

1 Organizational e

Z: ietion M

Maintain Positions/iBudgets

Idertifies positions within organizstion, budgets for positions, and allows for crestion of job requisitions

= AddUpdate Position nfo = Funding Distribution = Position Transfer only
[> Workforce Administration Enter the description, wark location, and Funding Distribution Paosition Transfer only
Deve I O p m e nt [ Compensation other information about & postion.

[ Time Collection

D Pos|t|0n Management [ Workforce Development

< (rganizational Development E PET Retroactive Funding Chanae E Conrection PET E PET Cancellation

i 1 ~ Position Management PET/Retroactive Funding Change Correction PET PET Cancellation
I Maintain el
11 Positions/Budgets
POSItlonS/BUdgets [» Review Position/Budget

] Add/Update Position » Postion Repors
Info b Reporing Tooks

— v Dictionary

2. Add/Update Universityyr
Position Info page |=
dlsplays Rlesw ilndow | B

AddiUpdate Position Info
Enter any information you have and click Search. Leave fields blank for a list of all values

HREITEST T _PPL Home | WWorklisf Aid to Favorites | Sign ou

* Add a Mew Yalue |

| Findan Existing Value || Add & New Value |

"I Click

Position Number: begins with v ||
Description: begins with |
Position Status: = v | |
Business Unit: beging with s | q,
Department: begins with v ||
Job Code: begins with + || Q
Reports To Position Number:| begins with ||
Include History
Search | Clear ‘ Basic Search B Save Search Criteria

Find an Existing Walue | Add a Mew Value
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3. Description page UnvesRel do
displays 8

HRBITEST T ALL CL Home st | MultiChannel Console | Addic

HewWindow | Customize Page | ne

D POS|t|0n Informat|0n | Description || Specific Information ||~ Fosition and Incumbent Data |
SeCtlon . B save) % Refresh | | UpdatesDisplay| | 2l Include History|

. Position Information ind | Wiew i et A
1) EffeCtlve date Position Number: ooaooooo %m;il':q - L =
d efaU |tS tO CU rre nt Headcount Status: Current Head Count: Qoutof
date. Change if ‘Effective Date: | 01/22/2007 [ Pasition Motes ‘Status: | Active | ntaize |
necessary ‘Reason; INEWQ Mew Position Action Date: 01222007
2) Status defau |tS tO :00::::::::;::' Approved Status Date:  01/22/2007
Active *Business Unit: [UCOLOCL Universily of Golorado
3) Reason defaults to Job Code: Q Manager Level: | v

N eW ‘Reg/Temp: v | ‘Full Part Time: i>i50_%_:_|

Regular Shift: NIA

4) Initialize button B

. . Title: | Short Title: Detailed Position Deseription B
provides opportunity :
Work Location
to copy data from P —
7 . ‘RegRegion:  |USA QU United States
an eXlStlng pOS|t|0n Department: | Q ‘Company: [CU @ University of Colorada
Location: | Q
Reports To: | Q Appointing ‘ Q
Authority:
[JEssential Services [class staff or A ic Year Appoi 7 [Isupenvises Classified Staff
[Ispecial Opportunity Posn  []Preplacement Physical Required [ Class Staff Spec Quals [ officer Position
H H universit
4. Description page fomar — —
. —U10IaUu _HREITEST T _ALL CU Home st | _MWultiChannel Consale | Addtc
continued B
Mew Window | Custorize Pace | 5 2
D Job |nf0rmat|0n | Description || Specific Information ||~ Position and Incumbent Data |
SeCtlon . Bl save) % Refresh | E UpdateDisplay| | Al Include History |
1 B L U t Position Information Findl | View &0 First " 4011 "] Last
) USIneSS nl Paosition Number: 0ooooooo B0l RO EUhing =
d efaU |tS tO U C O LO Headcount Status: Current Head Count: Qoutof 0
2) Enter Job Code ‘Effective Date: | 01/22/2007 [ Pasition Motes ‘Status: Active | niaize |
3) Reg /Tem P & ‘Reason: [NEW L gy Position ActionDate:  [01/2212007
. Position Status:  Approved Status Date:  (1/22/2007
Fu I I/Part TI me [Job Information
defaUIt from \]Ob ‘Business Unit; [IJCOLO G University of Colorado
Code. Either value Job Code: Q Manager Levet: | v

may be changed if RegTemp: | v FulPart Time: [ ==50% |

n eeded , for mOSt Rreuular Shift: IIA 7 |
Ob COdeS o: l Shartle: Detailed Position Deserigtion
J . Work Location

4) Manager Level field —

. ‘RegRegion:  |USA Q. United States
optional (defaults to

Department: | Q ‘company: U QL University of Colarada
Non‘Manager) Location: [ Q
i i : i Appointing I
5) Use optional Detailed | Fevortse: | i atnorty: %
W Iln k [CIEssential Services [Iclass staft or & ic Year Appoi ? [Isupervises Classified Staff
[Ispecial Opportunity Posn  []Preplacement Physical Required [ Class Staff Spec Quals [officer Position

to add extra details
about position
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5. Description page
continued

"1 Work Location

section:

1) Enter Department
(5 digit org #)

2) Company and
Location default
from Department.
Location code may
be changed

3) Enter Reports To
position number
(required for all
HRMS positions,
with the exception
of student hourly,
student faculty or
retirees)

4) Appointing Authority
optional

5) Essential Services
& Proposed Costs
optional

6. Description page
continued

1 Salary Plan
Information section:

1) Enter FTE (optional)

2) Percent of Time &
Standard Hours
default when Job
Code is entered. A
change to either
one updates the
other

3) FLSA defaults
based on job code

08/28/07

Universityys

yloraao

HREITEST T ALL CLIHome | Viorklist

=13
[— ~
Joh Code: | Q Manager Level: | M N
‘RegTemp: | v| ‘FullPart Time: | >=50% v

Regqular Shift: [RI3

ditle: | SHort:Til: | Detailed Position Description
[Work Location
i Mea
‘RegRegiom:  |USA L United States
Department: | aQ *Company: ECU A University of Colorado
Location: | Q
Reports To: | Q Appointing | Q
Authority:
[ClEssential Services [Iclass staft or A ic Year Appoi 2 [Jsupenises Classified Staff
il Special Opportunity Posn O Preplacement Physical Required [ class Staff Spec Quals [Cofficer Position

Faculty/Exempt Professional - Minimum Maximum

Proposed Costs

Salary Range: | |
start Up Cost: |

Moving Expense: | |

Total:

Universityys
Coloradc HRESTEST T ALL CllHome
>
~
FacultyExempt Professional - Minimum Maximum
Proposed Costs Salary Range: | |
Start Up Cost: | [
Moving Expense: | [
Total:
Salary Plan Information
FIE: [  Percent of Time: |
Salary Admin Plan: Grade:
StandardHowrs: |  0.00 WorkPeriod: | Q
UsA
FLSA Status: Nonexempt v
& save J [=] Motity I &= Pr (= Next tab Eetdd | FlUpdsteDisplay | & Include Histary [E Carrect History
Description | Specific Information | Position and Incumbent Data
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7. Specific
Information page
"1 Max Head
Count defaults to
Q0
"1 Pay Group defaults
based on job code
(MON or BW),
change if needed

"1 Employee Type
defaults based on job
code (Salaried or
Hourly), change if
needed

(] Hazardous Materials
Requirements—
required. Provide
Yes/No answer

1 Optional entries:
Background Checks;
Education &
Government;
Required HIPAA
Access

8. Save your work

) Click 5 sawe

71 “Saved’ displays
upper right page
corner and Position #
displays

08/28/07

Universitypy
L 010Iado

=3

TT ALL CU Home

Mew Window | Custornize Page | B,

Desctiplion ||~ Specific nformation || Fosition and Incumbent Data

|

B szve)

- Refresh |

2] Update/Display | | ]l Include History |

Position Number: 00000000 GoTHEosHaREAinG
Headcount Status: Current Head Count: 0outof 0
Specific nformation Fined | Wieww A1 First 1ot 1 Last
Effective Date: 012212007 [£] Position Nates Status: Active
Max Head Count: ; TS
- v
SR = [CJupdate Incumbents
"Pay Group: ‘ Q Include Salary Plan/Grade
*Employee Type: ‘ |
\Background Checks Budgeted Position
[Icriminal History Records [IFinancial History Records [[] confidential Position
[CIMotor Vehicle Records [[]other Background Check [JJob Sharing Permitted
Education and Government
Classified Indicator: Surv Spous
FIE | 0000000 Calc Group (Flex Service): | Q
Adds to FTE Actual Count Academic Rank: [ Q
'R'eﬁ'uiréd HIPAA Access :_Fv".equiremél'l'ls for H‘azar[‘ln‘lls'M%ﬂer‘iais‘HamlI‘inQ or Exp‘i‘)éufé
CIpri [CIPayment Hazardous Chemicals Cives ONo
[CITreatment [ operations Radioactive Materialsflonizing Radiation OiYes Mo
[IResearch Infectious MatisiHurman Blood or Bodily OYes O Ne
Universityy
_010rado
>

Mew Window | Custarnize Page | [,

[ Description | Bpacifc Information |~ Eosition and Incmbent Data |

B save) (CiRetunte Search) (4SMextinList] | +5Previous inList] |2 Refresh |

Position Information

2 Update/Display| | &0 Include History |

First 1ot

Find | View All Last

Position Number: 00679011  StudentAsstlv GoilnEostionEunding B
Headcount Status: Open Current Head Count: 0outof 1

*Effective Date: ﬁ 2032006 El E] Position MNotes ‘Status: E{we v|

*Reason: ‘W Q MNew Position Action Date: 027082007

Position Status: Proposed Status Date:  12/03r2006

[Job Information

*Business Unit: :UC—O—L_OQ University of Colorado

Job Code; [#104 @ sudentasstiv Level: | Mor-Manager v

‘Reg/Temp: *Full/Part Time: |<750% ~

Regular Shift: IiA

Title: |Student Asst v Short Title: |§!§ v Detailed Position Description
Work Location

‘RegRegion:  |USA |CL  United States

Romartmands  GIAA0 01 Pl & Pt Soinn s AT A
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9. After New Position
has been saved,
Position Notes may
be added on either
Description or
Specific
Information pages

1] Click
E] Position MNotes

enter comments
(optional)

10. Notepad page
displays

[] Click
Add a Mew Note |

11. Enter/Save Note

[] Enter note/comments

1 Click

Save |

[1 Click on Position

Data Page link to
return to page

08/28/07

Deescription | Specific Information || Position and Incumbent Data |

Sawve Return to Search | | 42 Mesxtin List +Z Prewvious in List % Refrash
¥

| Update.fDispIay:] 4@ Include Histor\,r)

Last

Position Number: 0079011 Sturdent Asst IV Go To Position Fundin
Headcount Status: Open Current Head Count: Ooutof 1
Specific Information Find | “iewe &1 First (04 of 4
Effective Date:  12/03/2006 m Position Notes Status: Active
| 1 \
Max Head Count: FErbents
. College/ProfiTeachiClerical ~
Wrkrs Comp: [Jupdate Incumbents
[ T A Rivwaalkiy Franlnvao oL . _
=| Notepad
 Instructions
~* Selection Criteria
‘Position: Search
‘Eff Date:
Earliest Note Date 1 End ()
Add a New Note Return To: Position Data Page

There are no existing notes for the specified search criteria

Return To: Position Data Pacge

=| Note Detail - Selected Note

[* Instructions

Selected Note
Position: 00679011 Created: 02/06/2007 12:32PM
Eff Date: 2006-12-03 Creator: Smith, Jane C
Last Update:
by

Subject: [Mew Position

Mote Text: Mew position authorized by Mark Stanker to support PBS general administrative @
duties and payroll production assistance.

Save Undo Changes

Return To: kHote Selection Page

Fosition Data Page
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12.Add Funding
'] From the Position
Data page, click Go
To Position Funding
link

13.Funding

Distribution page
displays

1 Funding Begin Date
defaults to 1% day of
current unprocessed
pay period; change if
necessary

"1 PCT method of
distributing funding is
default. Choose
AMT if needed

1 Enter percent of
salary (or estimated
salary amount) to be
paid from the desired
SpeedType/FOPPS

1 Enter SpeedType,
FOPPS will display
after tabbing

1 Enter Funding End
Date, if applicable.
Each row in
Distribution may have
a different funding
end date

[ Click to insert
additional rows as
needed (one row for
each ST)

1 1f using PCT method,
sum of % in all rows
must = 100%

"1 Funding Notes may
be added, if needed

08/28/07

Umversttygf

_010Tado

HREITEST T ALL CU Home | Worklis

Ei»

Description ||~ Specific Information || Fosition and Incumbent Data |
=

% Refresh |

2 Update/Display | | Al nchde H‘i/ ory)

Position Number: 00000000 5o To Position Funding

Headcount Status: Current Head Count: goutof 0
Specific Information Find | Visw &I First - 4of1 " Last
Effective Date: 012272007 @ Paosition Motes Status: Active
Max Head Count: [ 1] Incumbents
Wrkrs Comp: | X ] Update Incumbents
‘Pay Group: [ = Include Salary Plan/Grade
‘Employee Type: |:‘ L

| Funding Distribution || Position and Incumbent Data |
=] Save]

(2L Return to Search | [+ Mextin List | [+=Previous inList] [ Refresh |

5o To Pasition Data
5o To Funding Histary

Funding Find | iew &l First 1ef1 Last
+
Position Number: 00673011 =S
Sequence: 0 Entered Date: 02/06/2007
Find | “iewe A&l First L4 4 of 4 L2 Last
""" Funding E|

Funding Status: Froposed Motes Status Date: 02i08/2007

*Funding Begin Date: |12/032006 [ O aAmt @ Pct
Distribution | Find | ﬁ First 1af 1

AppriReject:

AEIE]|
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14.Save Funding | Funding Distribution || Position and Incumbent Data |

DIStrIbUtlon ﬁSaveJ QReturnto Search) J-ENextinList:l +E Previous inList) f;Reflesh)
REMEMBER: Go To Position Diata
FUNDIN M TBE 50 To Funding History
CREATED AND Funding Find | View Al First 101 Last
SAVED BEFORE Position Number: 00673011 HE
POSITION CAN BE Sequence: 0 Emtered Date: 02/06/2007
APPROVED. Finel | Wiew &1 First | 1cf1 " Last
""" Funding =
Funding Status: Proposed Motes Status Date: 02i06/2007
BOTH FUNDING AND *Funding Begin Date: 12032006 [ Oamt @ Pet ApprReject:
POSITION REQUIRE Distribution | Find | i First [1] 1-2of 2 [ Last
APPROVAL rr ‘Percent |*Speed Type D:{I:m e ezs::Ttm?l Fund |Org Program Project
PBS Ad
1/[#]|[=]|| 25.000 51038638 Q| El Suppmm'” 51010 10007
‘ 2|[® E|‘| 75.000 ‘|51u45303 Q ‘| S ‘10 ‘5100? ‘muur ‘ ‘

Create a New Position with Funding complete

See page 8 for additional funding tips
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HRMS Tips for using Funding Distribution

| Funding Distribution || Position and Incurmbent Data | Add new funding row |

ﬁ Sawe QReturn to Sealch) +E Nextin List) +Z Previous in List:l ‘3 Refresh )

Go To Position Diata
Go To Funding History

Funding Find | wigw &1 First 1t 8 [ Last
+
Position Number: 005081082 =
Sequence: 1 Entered Date: 07/22/2004
Find | view &) First [ 1t a M Last Remove funding with
=1 Funding
Add/Remove Funding Status: Approved m Mates El(status Date: 07/18/2002 current or f_uture
o . _ ) 07/01/2002 |5 . funding begin date
distribution row *Funding Begin Date: Amt Pct ApprReject: Affleck, Lisa C
\)iﬂrihutiun | Einct | B mrst U gora 0 Laat
E 100,000 51039635 FIEk 10 51008 10007
’ FinancefOp

For a NEW position (or for updates to positions with expired funding), funding must be entered in order for the
position to be approved. Regardless of the new position’s effective date, when the new funding row is added, the
funding begin date defaults to the first day of the current (unprocessed) payroll period. Users may modify that date if
needed.

Add a new Funding Row for each Funding Begin Date.

Entered Date is the date the funding was added. The first row added on this day will always be Sequence 0. Any
additional rows added on the same day will increase the sequence number by 1 for each row entered. Rows entered
on following days will have an updated Entered Date, and the Sequence will start at 0 again.

Correct or Update Current/Future Funding —

O If funding for a current or future payroll period is in Proposed status, type over the existing data without adding
an additional Funding row, and resave. If desired, the entire funding row for a current/future funding begin date
may be removed entirely by clicking the Delete button by the Funding Notes icon.

[0 For an Approved current or future funding distribution, add a new Funding row. The distribution will then display
in Proposed status. Type over the existing data, add/remove rows as needed, and resave. (Note: this process will
insert an additional funding row. If the row is not needed, delete it.)

Payroll Expense Transfers with Retroactive Funding Changes (PETR and PETP) — the PET process will add a
new funding row to the most current Entered Date, and the Sequence will be increased. This is the only situation
where the Entered Date will not be updated to reflect the date the row was added to the funding page.

Funding strings — each new Funding Row adds to the top of the previous funding components, to create a new
funding string. When funding is added, any funding distribution with a begin date in current or future payroll
periods will be saved in Proposed status. However the underlying components of the Funding String will retain
their original approval status. The system no longer assigns a proposed status to the entire funding string when a row
is added, nor is the whole string approved when one component is approved.

No Action Taken — this status is assigned to any current funding components that are not approved before the
current payroll is processed. Once in No Action Taken status, the funding row can not be approved by anyone,
including ES staff.
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