8.9 HRMS Step by Step Guide
Position Location Change — Organizational Development Module

Overview: This guide provides instruction on updating the department and/or campus box of
employees and persons (POI's).

In version 8.9, Oracle/PeopleSoft has changed the name of Develop Workforce to Organizational
Development.

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

1. Navigate to NI
_010Tadso HREITEST T PPL Home | worklist | Add to Favorites | Sign ou
POSItIOﬂ Menu =]
Management — SR
| |® |/ Position Management
[ My Favotites - -
. . I I Reports and Reviews Malrjvtaln postions and budgets, create organizational repnr:t‘s, Print position and budget information ~
D O rg aniz a.tl ona I Recruiting I “ | Maintain Positions Budgets [ | Review PasitionBudget Info | Pasition Reports
[ WWaorkforce Administration L Idertifies posttions within organization, L~ Displays summary, historical, and vacant L Initistes creation of reports showing the
Development [> Compensation budgets for positions, and allows for crestion budgeted postion infarmation statuiz and history of positions in the
[> Time Collection of job requistions [ElPosition Summary organization

| &dcdUpdate Position Info sition Histary:
cline Distribution idoet Status

] POSltlon Management & Workforce Development

= Organizational Developrent

clivednactive Postions
=] ftive Posttion History.

1 1 ~ Position Management M_sferwnl\c_ yroll Expenze Transf_srs cumbent History
D al n al n b Maintain Retroactive Funding Chandge T Jobcode Sween History sition Status
H Fositions/Budgets =Gt Sction PET =IPosttion Funding History nefits with Mo Earnings
Positions/Budgets It ST Cancallion Ssaush Dign ot Pesten
g I Review Position/Budget

T Reports
sition Status
ElFunding Distribution - DeptiD

Info

"1 Add/Update Position b Posrion Reports

I Enterprige Learning

ncling Distribution - Postio
I nfo I Reporting Tools sitions by SpeedType
— My Dictionary

sition Commitment
‘acant Position Repart
inding Distribution Status

spenze Reports

2. Add/Update Universitior
Position Info page |=
d | S p I ayS Mew window | &

Add/Update Position Info
H H H Enter any information you have and click Search. Leave fields blank for a list of all values
71 0On Find an Existing

Value tab enter one | Find an Existing Value || Add & Mew Value |

HRESTEST T ALL CLIHome | Wiorklist | buliChann

or more Of the Search Position Number: begins with v |
. Description: begins with ||
fl e I ds Position Status: = ~ v
D Search may be done Business Unit: begins with : Q
. ae Department; begins with
by Slngle pOSItlon Jobh Code: hegins with | Q
n u m be r Or by Reports To Position Number: | begins with + |

Include History [_]Correct History

department number if
many or all positions Csewe | [ cior | pascsann @ san sty
are to have location Fing an Existing Yalus | add a New Value
changes

1 Search may be
further refined by
using Job Code along
with department
number

" Click _seareh_|

3/5/2007 Position Location Change — Organizational Development Module Page 1 of 4



3. Description page
displays

1 Click to insert
a row in the Position
Information section

'] The effective date
defaults to current
date; change if
necessary. The
effective date will
determine the local
tax charged for that
month

[1 Enter Reason of LOC

1 In Work Location
section, change
Location

] Click & save

4. If position is filled,
system inserts new
job row for
incumbent with
same effective date
of Location change

1 Click

[ Position and Incumbent Data |

Job Data

"1 Click link
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5. New window opens
in Job Data

1 Position Change row
has been inserted
with same effective
date entered in
Position

] Click [*! to insert a
row in the Work
Location section

6. New row displays

1 Use same effective
date as previous row
and enter next higher
Sequence number

1 Enter Action of Data
Change

1 Enter Reason of LTU
(Local Tax Update)

1 Click

7. Payroll page
displays

1 Change Tax Location
Code if applicable

"1 Review and Save

"I Remember to verify
Percent of Time &
Standard Hours
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8. Update
incumbent’s
Personal Data if
appropriate

1 Navigation:

Workforce
Administration,
Personal Information,
Modify a Person

1 Click to insert a
row in Biographical
History section

"1 Effective date should
be same as position
and job data changes

"1 Update Department
and/or Campus Box if
needed

"1 Review and Save

Biographic Infermation

‘Date of Birth:

Biographical History

‘Effective Date for
PERSONAL DATA:
Gender:

‘Highest Education Level:

Language Code:

Military Status

Previous Non-Employee T-
ID:

Home Department

Campus Box

Position Location Change complete
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