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

| Find an Existing Value || Add & New Value |

Position Number:
Description:
Paosition Status:
Business Unit:
Department:

Job Code:

begins with v |

begins with ||
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Reports To Position Number:

]
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3. Description page UnvesRel do
displays 8

HRBITEST T ALL ClHome | Worklist | MuttiChannel Consol Add to Favori Sic

MewWindow | Cuslomize Page | & #

D POS|t|0n Informat|0n | Description || Specific Information ||~ Fosition and Incumbent Data |
SeCtlon . B save) 7 Rafrash | | UpdatesDisplay| | 2l Include History|

a) Effective date :Z:::::::::m 00000000 il Poeiia b JHding :L'L:J':ew A La =
defaults to current Hearcount Status: CurrentHead Comt: 0 autof 0
date. Change if ‘Effective Date:  |01/22/2007 [ Fosition Notes ‘Status: [actve v Initialize 14—/
necessary ‘Reason: [MEW Q. e position Action Date: 01222007

b) Status defaults tO ::p::::r:t:;:z Approved Status Date:  01/22/2007
Active ‘Business Unit: |[UCOLOCL  University of Golorado

c) Reason defaults to sobcode: [ A Levet: | v

N eW ‘RegTemp: v ‘FullPart Time: | ==50% b4
d) Initialize button e

- . Title: Short Title: | Detailed Position Deseription B
provides opportunity :
Work Location
to copy data from P —
S . ‘RegRegion:  |USA QU United States
an eXIStlng posmon Department: | Q ‘company: U QL University of Colarado
e) Cllck |r'|itia|iZE | Location: | Q
Reparts To: | Q Appointing ‘ a
Authority:
[CIEssential Services [class staff or A ic Year i 7 [ supenises Classified Staff
[special Opportunity Posn [ Preplacement Physical Required  [] Class Staff Spee Quals [ officer Position
4. Default Position University,/

.010rado REITEST T ALL CU Home Mutlichannel

Data page displays | @

Mew Window | 15

D Enter POSIIIOI‘I Default Position Data

Number tO be C0p|ed Enter a Position Number to default from
. Position Number: I—Q
71 Click % ok | cancel

5/15/2007 Initialize (Copy) New Position w/Funding — Organizational Development Page 2 of 5



Universityys

5. Description page
displays =

Mew Window | Customize Page | g, =

[] Da‘ta haS been C0p|ed | Description || Specific Information ||~ Fosition and Incumbent Data |

H H e & save) % Refresh | | UpdatesDisplay| | 2l Include History |
from eXIStI ng pOSItlon Position Information Fiea el pree (g [y
a) Not all erIdS, Postion Nioners | ooobanmi G0 Ta Pasttion Funding =
h owever’ W| | | be Headcount Status: Current Head Count: Doutof 0
Copied Effoctve Date; 11222007 H [£) Position Motes T [atve ]
b) Note that POSition ‘Reason; INEW L ey Pasition Action Date; 014222007
Position Status:  Approved Status Date: (12272007
N um be r h asn Ot [Job Information
been aSSigned ‘Business Unit: |[UCOLOCL  University of Goloradn
C) Effective Date is Job Code: G3ASC QL Admin Assistant I Manager Levet: [ [
CU rrent date ’ ‘RegTemp: | Regular »| ‘FullPart Time: | == 50% hdl
. Regular Shift: NI,
Ch ange If necessary i pdminiAsglstantil Short Title: {Aemasstil Detailed Position Descriptian
d) Retain or change ork Location
pOSItlon d ata as ‘Reg Region: |UsA @ United States
needed On a" pag E‘S Department: [10281 L schoaol of Education ‘Company: cu S, University of Colorado
e) Enter Reports To: Location: [1conT O Cortinuing Edus Gtr-Termp Bl 94
pos|t|0n number Reports To: 0015055204 geniar Instructor i::’l‘?;'r':r';"” 00150955 2 pean-Exrpt Praf
(required for all Dioveauoovomatyposn Drvemmsometemmicatonied. Do st sveccuts  Dlomeavonton

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
[E] Position Notes ¢

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

"1 Click

G0 To Position Funding

link

7. Funding
Distribution page
displays

"1 Choose either AMT or
PCT for method of
distributing funding

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

1 Enter SpeedType.
FOPPS attributes 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
distribution, row/rows
must = 100%

1 Funding Notes may
be added
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University,
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_.010Tado

Ei»
| Description || Specific Information ||~ Fosition and Incumbent Data |

Bl save)

Mew Window | Gustornize Page | (8 &

% Refresh | | UpdatesDisplay [/ | ZlInclude History |

Position Information

Find | View &1 First |* 10f1 "l Last
Position Number: 00000000 Go To Position Funding =
Headcount Status: Current Head Count: Qoutef [
‘Effective Date: 014222007 [ Positian Nates ‘Status: Active v| [ nitiaize |
*Reason: [NEW QL g Position ActionDate:  [01/2212007
Position Status:  Approved Status Date:  01/22/2007
[Job Information
‘Business Unit: |[UCOLOCL  University of Goloradn
Job Code: m S Admin Assistant 1] Manager Level: | ¥
‘RegTemp: Regular ‘FullPart Time: | == 50% b

Regular Shift: NI,

Title: |Admin Assistant Il Short Title: |Admagstiln Detailed Position Descrintion
Work Location
“Reg Region: iUSA @ United States
Department: 10261 @ school of Education *Company: [6U @ university of Colorado
Location: [1CONT QU Continuing Educ Gtr-Temp Bl 94
ReportsTo:  [00150553C0  genior Instructar Appointing 00150955 | pean-Exmat Prof
Authority:
[Essential Services [Iclass staft or A ic Year i 2 O Supernvises Classified Staff
[Ispecial Opportunity Posn  []Preplacement Physical Required  []Class Staff Spec Quals [officer Position

LHIveraie
“iatyof

_010Taao

MuttiChannel C Add

Er

Mew Window | Customize Page | &

| Funding Distribution || Pasifion and Incumbent Data |

B save) | QRetumto Search] |4 MextinList) | +Z Frevious inList] |4 Refresh |

EmpliD: 5o To Position Data
Go To Funding Histo
Funding ‘of1 ] Last

Eind | Wiew &1 First
=

Sequence: 0
Entered Date: 12/14/2006

Position Number: 006732830

Findd | Vigwe Al First 1) 4 of 1 L2 Last

Funding Motes

Funding Status:

Froposed

Status Date: 12142008

AppriReject:
Distribution Customize | Find | Eﬁ First = 1of1 2 Last
b Funding End SpeedType : Projfidg  |Exp | Iransfer
Percent |*Speed Type Date. Description Fund |Org Program Project Sub Class End D Transfer I |Status rr
1l | Q| E] =
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8. Save Funding
Distribution

1 REMEMBER:
EUNDING MUST
EXIST BEFORE
POSITION CAN
BE APPROVED
BOTH FUNDING
& POSITION
MUST BE
APPROVED

9. For Further
Information:

[l See Create New
Position w/ Funding
step-by-step guide
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| Funding Distribution | Posilion and Incurnbent Data |

Hew Window | Customize Page | B A

& save) | CiRetunto Search| (4 MNextinList] (1E Previeus inList |

2 Refresh |

Funding

Position Number: 00675830

Funding Notes
Funding Status: Appraved

: :
*Funding Begin Date; 111052006 5

Distribution
‘Percent (*Speed Type Date Ennd

1] 100,000 41021358

Amt Pct

|College af
|Engineeting

5o To Position Data
Go To Funding History

Find | Wiewe &1 First | 1of1 | Last
Sequence: a EI
Entered Date: 081 3/2006
Find | Wiew All First " 1of 1" Last
Status Date: 11/20/2008
ApprReject: Vedral, James Leno
Customize | Find | i rrst o1 Las

10 |40042 23882 el
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