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8.9 HRMS Step by Step Guide 

Initialize (Copy) New Position w/ Funding - Organizational Development Module 
 
Overview: This guide provides instruction on creating a new position with funding by copying an 
existing position 

 
 
 

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

 
 

1. Navigate to Add a 
New Value 

 
� Organizational 

Development 
� Position Management 
� Maintain 

Positions/Budgets 
� Add/Update Position 

Info 
 
 
 
 
 
 

2. Add/Update 
Position Info page 
displays 

 
� Click  
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3. Description page 
displays 

 
� Position Information 

section: 
a)  Effective date 

defaults to current 
date. Change if 
necessary 

b)  Status defaults to 
Active 

c)  Reason defaults to 
New 

d)  Initialize button 
provides opportunity 
to copy data from 
an existing position 

e)  Click  
 
 
 
 
 

4. Default Position 
Data page displays 

 
� Enter Position 

Number to be copied 
� Click  
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5. Description page 
displays 

 
� Data has been copied 

from existing position 
a)  Not all fields, 

however, will be 
copied 

b)  Note that Position 
Number has not 
been assigned 

c)  Effective Date is 
current date; 
change if necessary 

d)  Retain or change 
position data as 
needed on all pages 

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

f) Review and Save 
 

g)  After New Position 
has been saved, 
Position Notes may 
be added on either 
Description or 
Specific Information 
pages 

 
� Click 

 to 
enter comments 
(optional) 
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6. To Enter Funding 
Distribution Data 
for the New 
Position: 

� Click 

link 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
7.  Funding 

Distribution page 
displays 

 
� Choose either AMT or 

PCT for method of 
distributing funding 

� Enter estimated 
salary or percent of 
salary to be paid from 
SpeedType/FOPPS 

� Enter SpeedType. 
FOPPS attributes will 
display after tabbing 

� 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) 

� If using PCT 
distribution, row/rows 
must = 100% 

� Funding Notes may 
be added 
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8.  Save Funding 
Distribution 

 
� REMEMBER: 

FUNDING MUST 
EXIST BEFORE 
POSITION CAN 
BE APPROVED 
BOTH FUNDING 
& POSITION 
MUST BE 
APPROVED 

 
 
 
9.  For Further 

Information: 
� See Create New 

Position w/ Funding 
step-by-step guide 

Initialize (Copy) New Position w/Funding complete 


