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OVERVIEW

PeopleSoft Human Resources employs its integrated, table-driven design to help your organization
keep an effective-dated history of all positions, regardless of whether they are filled.

The State of Oklahoma has chosen to use Position Management. This requires that the position be
properly configured prior to being associated with an employee. Position Management allows you to
set up all the position data in advance. When an employee is hired, he is assigned to a position, and
the system uses the position information to fill out several fields in the job data record. This process
saves time and reduces errors for those involved in the Hiring process.

When new positions are created, PeopleSoft Human Resources uses data that was entered in the
Department and Job Code Tables to insert the default values into several position data fields. Defaults
can be overridden to enter exceptions for a particular position. Positions are actually established in the
system by the Office of Personnel Management. However, agencies will have certain responsibilities
for updating and maintaining some position data.

Positions are defined on the Position Data pages, where you will create and maintain position data.
After a position is allocated and established, you will be able to update certain data related to it, such as
work location, department, and shift information. Other information is protected and will be updated
either through changes to other tables or possibly through the position allocation process.

The Position Data component contains five pages.

Description Position effective date, status, reason for action
(new position, allocation, etc.).

Work Location Location-specific information such as company
(Agency) and department.

Job Information Information about the job associated with the

position, such as job code, regular or temporary,
and full or part time.

Specific Information Information on maximum head count and
whether the position is budgeted.

Budget and The position’s current budget and incumbents.
Incumbents
COR301 Part I Managing Positions Manual Page 5 of 37
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Valid Reasons for adding/updating position information are:

Reason | Description When To Use.

Code

INA Position Inactivated Use to update the position Status from Active to
Inactive (Abolished).

ALC Allocation Use to indicate that the assigned job code has been

updated when a position is audited after it was
initially established.

NEW New Position Used only by OPM when a new position is
established.

DRC Direct Reclassification Use to update the assigned level on the Job Code of
a classified position only as directed by OPM.

LVL Level Change Used by an agency to reflect the assigned JFD level
of a classified position.

UPD Position Data Update Use when making updates to work location,

department, FTE or other data not associated with a
position allocation.

XFR Transfer Use to transfer a position from one agency to
another - usually only as a result of legislation.

OBJECTIVES

At the completion of this section, you will be familiar with the processes used to:

Create New Positions
e (Classified
e Unclassified

Update Existing Positions
e Inactivate
¢ Allocate Positions and Update Job Codes
¢ Update Department or Location

Position Inquiries

Run a standard Report

COR301 Part I Managing Positions Manual Page 6 of 37
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ADD A NEW POSITION

New positions will be added to the system only by designated personnel in the Office of Personnel
Management upon receipt of required information from an agency. The number of positions an agency
is authorized to establish is generally limited to the FTE limits set by the legislature. Exceptions are
permitted for positions specifically exempted from FTE limits, such as seasonal, Carl Albert Executive
Fellows, and other agency-specific exceptions. New classified positions are established upon receipt of
an OPM-39 for a position audit or as requested by an agency which has been delegated position
allocation authority. Unclassified positions are established only by the Office of Personnel Management
upon receipt of a request from an agency, verification of the unclassified authorization for the position,
and verification that it is within the established FTE limits.

To add a new position:

Navigation: Develop Workforce > Manage Positions > Use > Position Data

o

Home = Develop YWorkforce = Manage Positions = Use = Position Data

& Home & Worklist

Position Data

Find an Existing Value

Paosition Number: [
Description:

Position Status:

(el

L =
Business Unit: _ ey,
Department: _.ﬂ

Job Code: : 14
Repaorts To Position Number:é :

[include History [ Correct History

Clear |EIaSicSearch

Add & MNewy Yalle

To add a new position, click Add a New Value hyperlink for a new page which will allow you to enter a
new position number.

The following page will be displayed.

COR301 Part I Managing Positions Manual Page 7 of 37
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& Home (2 Worklist

Home = Develop Workforce = Manage Positions = Use = Position Data

Position Data

Add a New Value
Faosition Numt:uer:

Add

Find an Existing Yalue

NOTE: OPM will assign Position Numbers. The first three digits will reflect the company (agency)
number. (Example: 54800001) The next 5 numbers are simply assigned in numerical sequence as
new positions are established.

Input the assigned number in the Position Number field. Then click . The following page will
be displayed.

COR301 Part I Managing Positions Manual Page 8 of 37
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POSITION DATA — DESCRIPTION

o

Haorne = Develop Workforce = Manage Positions = Use = Position Data

& Home S gSign Out

Mew \Window:

|/ Description " Wark Location .~ Job Infarmation ~ Specific Infarmation ~ Budget and Incurmbents

Position Number: 4800777

il

Headcount Status: Current Head Count: out of 0

| vl itiali | +
‘Effective Date: 0141172006 | 5] ‘Status: Active Initialize El
Reason: INEW% Mew Pogition Action Date: 0111112006

‘Position Status: [Epproved ] status pate: 12171172008 [l I Key Position
Reports To: I ﬂ
Dotted-Line Report: I ﬂ

Title:

Short Title:

Long Description:

=l Detailed Job Description

B save) (& | (& Next tab ) EhAdd] (] Update/Display) | Alinclude History) [ Coneot History )

Effective Date — Enter the date the new position becomes effective. The default is the current date
(system date). NOTE: A position must be allocated and established before an employee can be
assigned to it.

Status — Defaults to Active. Indicates whether the status of the position is Active or Inactive.

Initialize — This button is displayed only when adding a new position. Click Ml to copy the
characteristics of a similar existing position. When clicked, a dialog box prompts for the number of the

position you want to copy. Click to populate the Position Data component with the
information of the position you selected. Override any information that does not apply to the new
position.

Reason — Rationale for creating the new position. Since a new position is being created, the system
defaults to NEW.

Position Status — Indicates whether the position is Approved, Frozen, or Proposed. The State of
Oklahoma will be using Approved.

Status Date — Displays the date that a position first held a particular Status value. For a new Position,
the Status Date will be the same as the Effective Date. The system defaults the Effective Date into

this field.

Reports To information and Description information are not currently being used.

Click the ‘Work Location’ Tab.
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POSITION DATA - WORK LOCATION

& Horne 3 Sign Out
Home = Develop Workforce = Manage Posiions = Use = Position Data e Wind o
/ Description § Work Location ‘( Joh Information © Specific Infarmation I\’ Budget and Incumbents
Position Number: 54800777
Headcount Status: Current Head Count: 0 out of 0
First [0 1 f 1 [P] Last
Effective Date: 01/11/2008 Status: Active
‘Regulatory Region: IUSA Q) United States
‘Company: |5=18 COffice of Personnel Management
‘Business Unit: ISdEDD COffice of Personnel Management
Department: I ﬂ
Location Code: I ﬂ
B save] [BiPrevious tab Next tab Bk Add | (] UpdaterDisplay ) | 2] Include History | [ Correct History |

Regulatory Region — Defaults to USA.

Company — Defaults from the first three digits of the position number. This number will be the same as
the Agency number. This information is not subject to update.

Business Unit — The Business Unit number defaults from the Company number. This number will be
the same as the Company (Agency) number with two additional zeros. Example: Agency 025 =
Business Unit 02500. This information is not subject to update.

Department — From the list of available options, select the Department this position is associated with.
Use the Lookup (magnifying glass) to see the available options. The agency must provide this
information to OPM. Agencies will be able to make updates to this information.

Location Code — The Location Code identifies the physical location where the person who will occupy

this position will work. Use the Lookup to search for the associated Location Code. The agency must
provide this information to OPM. Agencies will be able to make updates to this information.

Click the ‘Job Information’ Tab.
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POSITION DATA - JOB INFORMATION

o

Home = Develop Workforce = Manage Pasitions = Use = Position Data

& Home

| Description  Waork Location " Job Information ) Specific Infarmation

54800777

| Budget and Incurberts

|

Position Number:
Headcount Status:

Current Head Count: U gut of .

Wiew All Firgt (4] 1.0 1 [¥] Last
015112006 Status: Active

Job Family: I ﬂ

Effective Date:

‘Classified Indc:

Job Code: Manager Level:
‘RegiTemp: Regular =l

"FullPart Time: I Full-Time ;I

‘Regular Shift: I Mot Applicable =l

Union Code: =Y
Salary Plan: Q) Grade: Q]  Step: l_ =Y
Standard Howrs: Waork Period: Ql

SetlD: I Unclassifed Cite Code: I

Mew \Window

S Sign Cut

Classified Indicator — Select ‘Classified’ for a classified position or ‘Unclassified’ if the position is to be
unclassified. To establish an unclassified position, a valid unclassified authorization will be required.

If the Position is Classified:

Job Family — Enter the Job Family (first 3 characters of the 4-character code for job family and level)

determined for the position as the result of the position audit.

Job Code - Job Code will default from Job Family at Level | [A]. Example: Job Family = E24, Job
Code will default to E24A. After the position is established, this may be updated by the agency as a

result of their level review.
If the Position is Unclassified:

Job Family — Job Family does not apply and should remain blank.

e Job Code — Enter the Job Code for the position. This is determined by the agency and must be
included in the request for the position. This value will default to the employee’s Job Data record

when the Position is selected.

COR301 Part I Managing Positions Manual
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System Defaults
e Reg / Temp — Indicates whether this is a regular position or a temporary position. Other options
used by the State of Oklahoma include: Project, Seasonal, or Student. This value will default to
the employee’s Job Data record when the Position is selected.

e Full / Part — Indicates whether the position is full- or part-time. This value will default to the
employee’s Job Data record when the Position is selected.

Once the Job Code is entered, the following fields are defaulted:
e Salary Plan, Grade, Standard Hours, Work Period — Indicating the salary components and
hours for this position. These values will default to the employee’s Job Data record when the
Position is selected.

Verify that the values are correct and change if necessary.
SetlD and Unclassified Cite Code — If this is an Unclassified position, select the SetID for the agency
(agency code plus 2 zeros) and Unclassified Cite Code authorizing the position. Use Lookup to

identify authorized codes.

The compilete list of Unclassified Cite Codes may be viewed in Administer Workforce > Administer
Workforce (GBL) > Setup > Unclassified Cite Codes.

The Unclassified Cite Code will default to the Unclassified Cite Code field on the employee’s Job
Data record when the Position is selected.

Click the ‘Specific Information’ Tab.
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POSITION DATA - SPECIFIC INFORMATION

Some values on the Specific Information page affect how information is processed through the system.

£ Home S Sign Out
Home = Develop Workforce = Manage Positions = Use = Position Data Mew Window
| Description J Wiark Location " Job Infarmation | Specific Inforrmation "_Budget and Incumbents |
Position Number: IAB007TY
Headcount Status: Current Head Count: L out of g
First (4] 1011 (] Last
Effective Date: 01/11/2006 Status:  Active
Max Head Count: |1 [T update Incumbents
Wail Drop 1D: I ¥ Budgeted Position
Work Phone: I "I Confidential Position
Health Certificate: I &l [ Job Sharing Permitted Main Content
Signature Authority: I LI
Position Pool ID: Ql
‘Pre-Encumbrance Indicator: |Immediate = Calc Group (Flex Service): I oY}
‘Encumber Salary Option: | Salary Step LI Academic Rank: I g
FTE: ™ Adds to FTE Actual Count
B save =) Previous tab Mext tab | [FEAdd) |7 Update/Displa =] Include Histor Correnot History )

Enter information into the following fields:
Maximum Head Count — Enter the maximum head count allowed for this position. This would
normally be one.

Update Incumbents — This box has been grayed out to prevent accidental selection. Incumbent data
is not automatically updated since posting requirements may have to be met and qualifications must be

certified.

Budgeted Position — This should be checked ‘on’ so the system knows that this is a budgeted
position.

CLICK THE DROPDOWN ARROW NEXT TO Education and Government TO ENTER FTE INFORMATION. FTE -
Enter the FTE value for this position to be used for defining an FTE budget.

Adds to FTE Actual Count — Select to include this position when processing FTE edits for budgeting
and report purposes.

Click the ‘Budget and Incumbents’ Tab.
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POSITION DATA - BUDGET AND INCUMBENTS

The Budget and Incumbents page is used to view the position’s current budget and incumbents. Since
this is a new position, there will be no incumbents.

o

Horne = Develop 'Workforce = Manage Positions = Use = Position Data e Yyindowy

£ Home 4 Sign out

| Description | Work Location | Job Information  Specific Information [~ Budget and Incurbents \\_

54800777

Position Number: -
g 0 Main Content
Headcount Status: Current Head Count: out of
Earnings Deductions Tax Cdn Tax Total
0.000 0.000 0.000 0.000 0.00

Current Incumbents First (4] 101 [#] L ast
EmpliD EmpIRcd®  Name
1)
B save] (Eiprevious tab ) [ tab ) Eradd) (2 updaterbisplay ] [ Zlinelude History| |3 Conect History ]

Current Incumbents — When employees have been assigned to the position in Job Data, the group
box will display the Employee ID, Employee Record Number, and Name.

Click E2=2] to save the new position in the system.
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UPDATING POSITION DATA

Position information (including allocations) is updated in PeopleSoft by inserting effective-dated rows.
This allows you to keep a chronological history of all the updates made to the position without losing
any of the data that was already in the record. Future dated rows can also be inserted. To update a
position follow the navigation listed below:

Navigation: Develop Workforce > Manage Positions > Use > Position Data

Home = Develop Workforce = Manage Positions = Use = Position Data

& Home = Woarklist

Position Data

Find an Existing Value

Faosition Mumber: |

Description: |

Fosition Status:

|
Business Unit: I:!ﬂ
Department: ﬂ
Job Code: Dﬂ
Reports To Paosition Numher::|

Cinclude History [ correct History

M|

| Search | | Clear | Basic Search

Add a Mew Yalue

Enter the Position Number and click .

Once you have selected the position number you wish to work with, the Description page will be
displayed.

The search process described above is used to find the correct position record for any update to
position information: Inactivating (abolishing) a Position, allocating a position after a position audit,
assigning a level, making a Department or Location update, etc.

COR301 Part I Managing Positions Manual Page 15 of 37
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INACTIVATE A POSITION

Select a position by searching for the Position Number as directed in “Updating Position Data”.

To inactivate a position, use only the Description page. Only OPM is authorized to inactivate a
position.

POSITION DATA - DESCRIPTION

"

Horne = Develop Workforce » Manage Positions = Use = Position Data Meww WWindow

@ Home g | is S Sign Qut

|»

J( Description % Work Location ' Job Infarmation | Specific Information | Budget and Incumbents

Position Number: 80500026 Accountant

Headcount Status: Open Current Head Count: 0 out of 1

EffectiveDate:  [0624/2004 [ ostatus;  [Astve 7] =]
Reason: ng Position Inactivated § Action Date: 06/24/2004

*Position Status: IApproved v[ Status Date: |05m4rzuu4 B ™ Key Position

Reports To: I ﬂ

Dotted-Line Report: | Ql

Title: [Accountant ShortTitle: |

Long Description: Accountant E

=l Detailed Job Description

click [+1 .

Effective Date — Verify today’s date, or change if necessary.
Status — Change to ‘Inactive’.
Reason — Select ‘INA’ — Position Inactivated.

Click B 5=+¢] to save the updates.
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ALLOCATE A POSITION

When a new position is created, or after a position audit is completed, the allocation information is
entered to show the Job Family to which the position has been assigned. Only OPM or an agency with
position delegation authority will be able to allocate classified positions to a job family.

Use the process described in “Updating Position Data” to find the correct position.

Only the Description and Job Information pages are needed to enter allocation information.
However, other updates such as department or location may be made if needed. The Job Family
Descriptor (JFD) may be updated if the allocation is done by OPM or an agency with delegation
authority to allocate positions.

POSITION DATA - DESCRIPTION

o

Home = Develop Warkforce = Manage Positions = Use = Position Data Mewe Window

& Home = Worklist 2 Help S Sign Qut

| v

‘( Descriptinn 'y Work Location  Jab Information . Specific Infarmation  Budget and Incurmbents |

Position Number: 80500026 Accountant
Headcount Status: Open Current Head Count: 0 out of 1

[ First [ 10tz I Last
*Effective Date: eizazins B estatus: Aot 7] =]
Reason: Im ﬂ Allocation Action Date: 0G/24/2004

*Position Status: lm Status Date: IW E] I™ Key Position
Reports To: I ﬂ

Dotted-Line Report: | QJ

Title: [Aecountant ShortTitle: |

Long Description: Accountant =

=l  Detailed Job Deseription

. -

Select the ‘Insert Row’ button.

Effective Date — Verify today’s date, or change if necessary.
Reason — Select ‘ALC’ — Allocation

Click the ‘Job Information’ Tab.
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POSITION DATA - JOB INFORMATION

o

Horme = Develop Warkforce = Manage Positions = Use = Position Data I e Wi d oo

& Home =2

| »

| Desciption \ ‘Work Location " Job Inforrnation % Specific Information . Budget and Incumbents

Position Humber: 20500026 Accountant
Headcount Status: Open Current Head Count; 0 out of 1

First [ 4 of 2 DI Last

Effective Date: 06242004 Status: Active
*Classified Inde: [Classified =] JobFamin: [E2¢ &
Job Code: |E24A Q) secretary Manager Level:  All Cther Positions
*Reg/Temp: |Regu|ar j
*Full/Part Time: | Part-Time i
*Regular Shift | Mat Applicable =l
Union Code: I ﬂ
Salary Plan: ICLAS G/ Grade: IF Q)  step: I_ﬂ
Standard Hours: 40.00 Work Period: IW Q] weakly
Mon Tue Wed Thu Fri Sat Sun
jgoo | fsoo  [eoo  [so0 | [soo | | S
CLASSIFIED POSITION

Classified Indicator — May be updated only by OPM.

Job Family — This field shows the Job Family to which a classified position has been allocated and
may be updated, after completion of a job audit, only by OPM or an agency with delegation authority to
allocate positions.

Job Code - At the time an update is made to the Job Family, this field will automatically default to
Level | of the Job Family. A level change may then be made if appropriate.
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UNCLASSIFIED POSITION

Unclassified positions will be updated for merit system agencies only by OPM, upon receipt of required
information from an agency, and verification of the unclassified authorization and FTE limits. Non-merit
agencies will make allocations on their positions since verification of a non-merit unclassified
authorization is not required.

Job Code - Insert the new Job Code. The value must be all numeric characters. If the Job Code is
not all numeric, an error message will be displayed stating that this is an Invalid Job Code and you will
not be allowed to continue.

SetlD and Unclassified Cite Code — Enter the cite code describing the authority for the unclassified
position. Use the Lookup if needed. The cite code for non-merit agencies is normally NM but another
code may be required in some cases, such as 1001 for Carl Albert Undergraduate interns, 1002 for Carl
Albert Executive Fellows, or TO08 for temporary positions.

Click E2==] to save the updates.
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UPDATE A JOB CODE / LEVEL

An update to a classified Job Code may be required when a new position is established, after
completion of a position audit, or as a result of a level review by an agency. For a classified position,
the job code is used to show the level to which the agency has assigned the position. The first 3 digits
must match the Job Family. The fourth digit will normally be assigned by the agency, but may be
assigned by OPM as a result of an appeal by the employee during a classification grievance.
Unclassified Job Codes will be updated by OPM for merit system agencies upon receipt of a request
from an agency. Non-merit agencies will update the job code on their positions as needed.

Find the correct position by searching for the Position Number as directed in “Updating Position Data”.

Only the Description and Job Information pages are needed to update a job code. However, other
updates, such as department or location, may be made if needed.

POSITION DATA - DESCRIPTION

=

Haome = Develop Workforce = Manage Positions = Use = Position Data M o

& Home S Sign out

[ Description ' Waork Location  Job Information  Specific Information  Budget and Incumbents

Position Number: 54800008 H.R. Programs Director

Headcount Status: Open Current Head Count: 0 out of 1

- = +
e Dt [Bzazons | B e [Pl ] =
T ILVL Q]  Level Change Action Date:  D1/30/2006

‘Position Status: lm Status Date: W El I Key Position
Reports To: I <

Dotted-Line Report: I Q

Title: [H.R. Programs Director Short Title:

Hurrian Resources Prograrms Directar =]

Long Description:

=l Detailed Job Descrition

Select .

Effective Date — Verify today’s date, or change if necessary. This may be the same date a Job Family
allocation was made, but cannot be earlier.

Reason — Select ‘LVL' - Level Change.

Click the ‘Job Information’ Tab.
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CORE Oklahoma

POSITION DATA - JOB INFORMATION

o

Home = Develop Workforce = Manage Positions = Use = Position Data

& Home

2 Help

EJ Wiorklist

Iewy Window e

| Description " Wiork Location §* Job Information Y Specific Information " Budget and Incurbents |

Position Mumber:

Headcount Status:

Effective Date:
*Classified Indc:

54800006 H.R. Programs Directar

Open Current Head Count: 0 out of 1

06/2452004

[Classified =] Job Family: |033 =Y
|033EI S_f Human Resaurces Pragrams

Status: Artive

Joh Code: Manager Level:  All Other Positions
Direc
*ReqTemp: | Regular j
*FullPart Time: | Fulk-Time #
*Regular Shift: | Mot Applicable &
Union Code: [ q
Salary Plan: ICLAS QJ Grade: IQ Ql  step: I_ Q
Standard Hours: 40.00 Work Period: IW Q weekly
Mon Tue Wed Thu Fri Sat Sun
jgoo  Jsoo | fsoo fsoo o eoo | |

—

Classified Indicator and Job Family — These fields will be will be grayed out and cannot be updated

by the agency.

Job Code — Insert the new 4 character Job Code. The first 3 characters of the Job Code must match
the 3 character code in Job Family. If they do not, an error message will be displayed stating that this is

an Invalid Job Code and you will not be allowed to continue.

Click E5=+¢) to save the updates.
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CORE Oklahoma

UPDATE A DEPARTMENT OR LOCATION

Find the correct position by searching for the Position Number as directed in “Updating Position Data”.

To update a Department number or Location, use the Description and Work Location pages.

POSITION DATA - DESCRIPTION

o

Home = Develop Workforce = Manage Positions = Use = Position Data Tlenie Wiindowe et

€2 Home

Description % Work Location  Job Infarmation ' Specific Information . Budget and Incumbents
I I

Position Number: 83000018 Social Services Specialist
Headcount Status: Cpen Current Head Count: 0 out of 1

First (4] 1072 I | ast
Effective Date:  [062412004 ] gtatus:  [Actve 7] =1
Reason: [UPD|Q]  Position Data Update Action Date; 0B/24/2004

“Position Status: IApproved 'I Status Date: IDSIDAUEDD#. B4 " Key Position
Reports To: | Q)

Dotted.Line Report: | Q)

Title: |Social Services Specialist Short Title: I

Long Description: Social Serices Specialist ]

=l  Detailed Job Description

-

Select .
Effective Date — Verify today’s date or change if necessary.
Reason — Select ‘UPD’ — Position Data Update

Click the ‘Work Location’ Tab.
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CORE Oklahoma

POSITION DATA — WORK LOCATION

™

Home = Develop Workforce = Manage Positions = Use = Position Data T WA Ao

& Home 2 Warklist % Help

| »

i Deseription " ark Logation " doh Infarmation  Specific Information | Budget and Incumbents

Position Number: aa0o0o01a Social Senvices Specialist
Headcount Status: Open Current Head Count: 0 out of 1
First [0 1 or2 B Last
Effective Date; 0672452004 Status: Active
‘Regulatory Region: |54 | Q) United States
*Companms Iﬁ Department of Human Services
*Business Unit: IM Department of Human Services b
Department: |3?uuu = Field Operations
Location Code: IESCD? = Department Of Human Services

DEPARTMENT UPDATE

Department — Select the new department from the Lookup.

LOCATION UPDATE

Location — Select a new location from the Lookup.

Click B 522 to save the updates.

NOTE: Company and Business Unit will be grayed out. These fields are not available to be updated.
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CORE Oklahoma

POSITION DATA SUMMARY

To see a high-level summary of a position, use Position Data Summary. These display-only pages
contain historical information on positions and incumbents.

Navigation: Develop Workforce > Manage Positions > Inquire > Position Data Summary

Horne = Develop Workforee = Manage Positions = Inguire = Position Data Summary Mew Window =

& Home = arklis # Help S Sign Out

;’ Paosition Data Summary \_

Position Humber: 54800009  Accountant

Position Data

First [0 1or 1 [P] Last
General Work deation Payrall Info
Effective Date Action Reason Status Status Date Max Head Count  Budgeted
01507419451 Approved 050452004 1 A

The General Tab lists the Effective Date, Action Reason, Status, Status Date, Max Head Count,
and Budgeted indicator.

View additional data by selecting the ‘Work Location’ and ‘Payroll Info’ Tabs.
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CORE Oklahoma

WORK LOCATION

The ‘Work Location’ Tab lists the Business Unit, Location and Department.

—

Horme = Develop Yorkforce = Manage Positions = Inguire = Position Data Summary I Win dow

@ Home

‘( Paosition Data Summary \_

Position Number: 54800009  Accountant

Position Data

General Wark Location Payrall Info
Effective Date Reports To Unit Location Jobcode Dept
01/01/1951 54800 448
|
PAYROLL INFO

& Home ] elp S Sign Out

Home = Develop Workforce = Manage Posiions = Inguire = Position Data Summary I et WHiR o =

;’ Paosition Data Summary \_

Position Humber: 54300009  Accountant

Position Data First (4 105 1 [#] Last
General Wiark deation Pavyroll Info
Effective Date Reqg/Temp FullPart Default Hr  Work Period Shift
0150171951 Fegular Full-Time 40.00 Weekly [
|
The ‘Payroll Info’ Tab lists Reg/Temp, Full/Part time, Default Hours, Work Period and Shift.
Click @ Retum to Search] 1 view another position.
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CORE Oklahoma

POSITION HISTORY

Position History is used to view incumbent salary information. This information can be used to

anticipate approximate salary for a new position, examine exit reasons, and explore ways to reduce
turnover in a position.

Navigation: Develop Workforce > Manage Positions > Inquire > Position History

o

& Home 2 Worklist % Help
Home = Develop Waorkforce = Manacge Positions = Inguire = Position History Mews Window
Position History
Position Number: 4004 Accountant Current Position Data
First [ 104 [¥] Last
1003 kwan Jahn
Compensation Rate Sal Plan Grade Step
Position Entry Date;  12/02r2002 2,682.920000% LSD  Monthly Components  CLAS K
Position End Date: Components
Exit Reason:

Position History displays the Position Entry Date, Position End Date, Compensation Rate, Salary
Plan, and Grade.

Components — This link can be used to view the salary either at the Position Entry Date or Position
End Date associated with the employee’s position.

COR301 Part I Managing Positions Manual

Page 26 of 37
Revised: April 15, 2008



CORE Oklahoma

Current Position Data — This link can be used to access the Current Position Data page.

-

Home = Develop Workforce = Manage Positions = [nguire = Position Historny
Current Position Data
Position Humber: 4004 Accountant
Compamy 47T Bur of Marc & Dangerous Drugs
Business Lnit: 47700 MarcoticsfDangerous Drug Contr
Department; 10000 Administrative Services
Joh Code: D14 Accountant
Salary Plan: CLAS K
Max Head Count: 544
Current Head Count: 1
Headcount Status: Fartially Filled

Click to go back to Position History.

Click @ Retum ta Search] 1 view another position.
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CORE Oklahoma

POSITION BUDGET STATUS

Position Budget Status shows a condensed view of the position information. The State of Oklahoma
will be developing additional functionality to accommodate position budget information.

Navigation: Develop Workforce > Manage Positions > Inquire > Position Budget Status

-

& Horne

Horme = Develop Workforce = Manage Positions = Inguire = Position Budget Status

2 Wiorklist

Position Budget Status \l_

Pewy Win d o

Position Number: 4004 Accountant

Position Status: Active Approved Status Date: 076011158451 Budgeted
Business Unit; 47700 Marcotics/Dangerous Drug Contr

Job Code: D14 Accountant

Department: 10000 Administrative Sarvicas

Max Head Count: 9899

Actual Head Count: 1 Total Budget FTE: 1.00 Total Budget Amount: 34I595_g4nnggﬂ
Current Budget Head Count: i} Current Budget FTE: Current Budget Amount:

Head Count VYariance: 1 FTE Variance: 1.00 Amount Variance: 34.595-U4ﬂ

¥ Current Incumbents First [ 1011 [ L
EmpliD Hame Employee Status ~ Position Entry Date
1003 Kavan,John Active 12022002
Annual Rate FulliPart Time Reg/Temp Standard Hours FTE Sal Plan Grade Step
34,595.040087] Components  Full-Time Regular 40.00 1.00 CLAS 18
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CORE Oklahoma

CURRENT INCUMBENTS

Displays information on the current incumbent(s).

Information includes: EmpliD, Name, Employee Status, Position Entry Date, Annual Rate, Full/Part
Time, Reg/Temp, Standard Hours, FTE, and Salary Plan and Grade.

The Components link accesses the Salary Components Page.

COMPONENTS
o
% Home (2 Worklist # Help
Home = Develop Workforce = Manage Positions = Inguire = Position Budget Status e Wind o
Ealary Components
Kwan,Jahn EmpliD: 1003 EmplRcd Nbr: 0
Compensation Rate: 2,882.0z20000%g WaD

Compensation Frequency: M Muarithly

Pay Components
f Amounts Y Chenges  § Conwersion |
Rate Code Seq Details Comp Rate
1 MAANKL 0 Details  2,882.92000053] ush Manthly

Currency Frequency Points  Percent Rate Code Group

Ok | | Cancel |
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CORE Oklahoma

Amounts:

Information includes: Rate Code, Sequence, Details, Compensation Rate, and Frequency.
Changes:

Information includes: Change Amount and Change Percent.

Click to get back to the Position Budget Status page.

Click QRetun to Search 1 view another position.
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CORE Oklahoma

RUN A REPORT

SELECT A REPORT

To run a report, select it from the appropriate menu in your PeopleSoft application.

Navigation: Develop Workforce > Manage Positions > Report > Active Position History

RUN CONTROLS

-

f Home 2 wo rklist 72 Help &

Active Position History

Find an Existing Value s

Run Control ID:||

Advanced Search

Add a Mew Walue

1] |

Home = Develop Workforce = Manage Positions = Report = Active Position History Mew =

Sign Dut

s

Run Control ID — Click on and select a ‘Run Control ID’.

A Run Control is a database record that provides values for these settings. Instead of entering the
same values each time you run a report, you create (and save) a run control with those settings. The

next time you run the report, you select the run control, and the system fills in the settings.
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CORE Oklahoma

£ Home
Horne = Develop Workforce = Manadge Positions = Report = Active Position History Pl e VT d 1S
{ Parameters %
Run Control ID: 100 Report Manager Process Monitor [Run |
Languaie:

As Of Date: IUSIDSI2UU3 Bl

As of Date — Type in the ‘as of date’ for your report.
Click _ Fun
SPECIFYING WHEN AND WHERE TO RUN REPORTS

Submit a process request from the Process Scheduler Request page in your browser. This page
shows you the options that you have selected for a particular process request and what processes are
available to submit.
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CORE Oklahoma

After clicking Ko | following ‘Process Scheduler Request’ page will be displayed.

—

Home = Develop Warkforce = Manage Positions = Report = Active Position History Mewy Window

2 Home

Process Scheduler Request

User ID: KCLOWERS Run Control ID: 100

Server Name: I PEUN 'I Run Date: IDSID--UEUUS ]
Recurrence: I "I Run Time: I 5:19:28PM
Time Zone: I 'I Resetto Current DatefTime |

Process List
Select Description Process Name Process Type *Type *Format
¥ Active Position History Report FOS004 S0R Report fwen =] |PDF =] Fd

[ [Camer

The options available on this page are determined by your security profile.

Select the run options that you want to use in running your process. Depending on your security, you
can select the server, and run date and time variables for your process. Next, select the checkbox in
the Process List for each process that you want to run.

NOTE: All reports at the State of Oklahoma are run on the PSUNX server. The only exception is for
Crystal reports. Crystal reports are run on the PSNT server.

PeopleSoft gives you the option to create new output types (including email and Web) and to create
distribution lists for Web viewing. The most commonly used output type is .pdf.
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CORE Oklahoma

MONITORING A PROCESS REQUEST

Click from the Process Scheduler Request page, to return to the process ‘Parameters’ page.
To check the status of your report, select the Frocess Manitar linkto continue.

o

& Hame 2 Warklis S Sign Out
Home = Develop Workforce = Manage Positions = Report = Active Position History ey Wind o 1=
( Parameters
Run Control ID; 100 Report Manager  Process Monitor Run

Language:

As Of Date: IUBIUSIEDUS [E31]

When running a report from a PeopleSoft application, the system automatically starts the ‘Process
Monitor’. The Process Monitor is a tool designed to track the status of all completed and pending
Process Scheduler requests.

Depending on how much data you ask the system to retrieve, and depending on the system's current
processing load, your report might take only a few moments or considerably longer to run.
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CORE Oklahoma

£ Home =)  Help S Sign Out
Hore = PeopleTools = Process Monitar = Inguire = Process Requests ey Vind oo 1]
f’ Process List \4 Server List
User: IKCLOWERS g Type: | j Last: |1 |Days j Refrash

Server: I 'I Run Status: | j Instance:l to |

™ view Job ttems

view sl First (4 109 ] Last

Instance Seq. Process Type Process Name User Run Date/Time Run Status  Details
446 SOR Report PCOS004 KCLOWERS 03/04/2003 5:19:29PM PST Success Details
445 S0OR Repaort POS004 KCLOWERS 03/04/2003 5:09:55PM PST Success Details
444 S0R Report FERD15 KCLOWERS 03/04/2003 5:09:22PM PET Success Details
443 S0R Report PCS00M KCLOWERS 03/0452003 5:06:53FM PST Success Details
442 Application Engine HR_FASTYIEWY KCLOWERS 0300452003 5:05:53FPM PST Success Details
441 SGR Report PCS0M KCLOWERS 03/04/2003 5:03.00PM PST Success Details
440 Application Engine TL_ST_LIB KCLOWERS 030452003 316:91PM PST Success Details
434 Application Engine TL_ST_LIB KCLOWERS 030452003 3:07:47PM PST Success Details
438 Application Engine TL_TIMEADMIMN KCLOWERS 03/04/2003 1:55:33PM PST Success Details =

G0 back to Active Position History

Click ﬂl to update this page with the latest system activity. If the ‘Run Status’ column
displays ‘Initiated’ or ‘Processing’, the report is still running. When it displays ‘Success’, the system has
finished running the report.
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CORE Oklahoma

VIEWING REPORTS

To view your report output, select Cietails

browser window.

and the ‘Process Detail’ page will be displayed in another

Instance Seq. Process Type Process Name User Run Date/Time Run Status  Details
44 SOR Report POS004 KCLOWERS 03/0452003 5:19:29PM PST Success Details
445 S0R Report POSE004 KCLOWERS 03/0452003 5:09:59PM PST Success ] I
PROCESS DETAIL PAGE
Click the View LogTrace |ink to view report, as shown below.
£ Home @ Worklist® Help & Sign Out
Home = PeapleTools = Process Monitor = Inguire = Process Requests Mew Window
Process Detail
Instance: 609 Tyme: SOR Report
Name: POS001 Description: Position Status Report
Run Control ID: 100 &
Location: Server ®
-
Server: PEUN
” Delete Request
Recurrence: r
Request Created On: 03/04/2003 4:55:28PM PST Parameters Transfer
Run Anytime After:  03/04/2003 4:5418PM PST Message Log
Bepan Process At 03/04/2003 4:55.37PM PST Batch Timings
Ended Process At 03/04/2003 4:56:04PM PST View ?ulgrrrace
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CORE Oklahoma

The ‘Report Log Viewer’ will automatically open.

Instance: 446 Type: S0QF Eeport
Name: POE004 Run Cntl ID: 100

Status: Success Submitted By: ECLOWERS
Server: PSR Recurrence:

Active Position History Report

Message | og 1107 bytes 2003-03-04 17:20:37
Trace File 0 bytes 2003-03-04 17:20:35
pos004 446.PDF 14951 bytes 2003-03-04 17:20:37

Click the link to the report, or the associated file, that you want to view. Example: pos004_446.pdf.

Once you click the report link the file will automatically open in your browser. You can view and/or print
from the open window. Close the window after viewing or printing.
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The system will return to the active window.

Select Go back to Active Position History link to return to the original selection window.
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