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1. GUIDE OVERVIEW

This guide outlines the process to create a new Mass Modify Position Request within UAccess
Employee. Throughout the guide this is also referred to as Position Management Requests.

What can | modify on an existing position within the Mass Modify Position Request?

e Supervisor Position
e Time Approver Position

1.1 WHO CAN ACCESS THE MASS MODIFY POSITION TOOL?

. Initiating a Mass Modify Position Request requires the following security role:
o  MSS Position Cross Reference (UA_HR_WA POSNXREF MSS)

e Each workflow requires one of the following participants: an Initiator and/or an Approver.
o College approvers are the final approvers of this transaction type. You will not need to
wait for final approval from Workforce Systems.
o If no department or college approvers are present, the transaction will error step and a
Workforce Systems approver will be inserted to the workflow.

HR Representatives and business units are currently able to establish approval steps required via role provisioning for
MSS Position Management.

2. INITIATE MASS MODIFY POSITION REQUESTS

This section outlines the process to initiate and submit a Mass Modify Position Request.

2.1 NAVIGATION — MASS MODIFY POSITION

Mass Modify Position is located in UAccess Employee:
1. Click on the ‘Main Menu’ tab

Click on the ‘Manager Self Service’ menu item

Click on ‘MSS Online Forms’

Click on ‘Position’

Click on ‘Initiate Mass Modify PCN’

vk wnN
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Alternatively, Mass Modify Position can be requested through the Request MSS
Transactions Tile:
1. Click on the ‘Request MSS Transactions Tile’

Request M55 Transactions

=4

2. Click on ‘Position’
3. Click on ‘Initiate Mass Modify Position Request’

« Select Transaction Type

Contracts

Distribution

Employment and Job

Faculty Worklcad

People

Paosition

EI"J Initiate Mass Modify Position Reguest

E’; Create/Modify Position Request

MSS Exceptions ‘

Recruitment

The Mass Modify Position Request page displays multiple options and allows a user to:

e Search by multiple fields — Search fields include Supervisor EmplID, Supervisor Position, Time
Appr EmplID, Time Appr Position, Department Number, and College ID.

e Search for vacant positions — Selecting “Yes” or “No on Vacant Position will determine if search
results include only vacant or filled positions.

e Search for pooled positions — Selecting “Yes” or “No” on Pooled Position will determine if
search results include only pooled or non-pooled positions.
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2.2 CREATE A NEW REQUEST- SEARCH FOR A GROUP

SEARCH FIELDS

The initiator will need to specify one or more fields to search for a group to submit a transaction for.
These include:

e Supervisor EmplID

e Supervisor Position

e Time Approver EmplID

e Time Approver Position

e Department

e College
~ Search
Supervisor Emplid ‘ Equals vH Q|
Supervisor Position ‘ Equals vH q|
Time Approver Emplid ‘ Equals v‘ | Q|
Time Approver Position ‘ Equals v‘ | Q|
Department | Equals v Q|
College ‘ Equals VH Q|

Vacant Position | Equals v No )
~ -
Pooled Position | Equals wl|l ) MNeo J

VACANT POSITION

Initiators may search for vacant positions by switching the toggle to “Yes.” Once this is done, all non-
vacant positions will be excluded from the search results.

+ Search

Supervisor Emplid | Equals v‘ | Q.|
Supervisor Position | Equals v‘ | Q|
Time Approver Emplid | Equals v‘ | Q|
Time Approver Position | Equals ~ ‘ | Q|
Department | Equals v‘ | Q|
College | Equals V‘ | Q|

| Vacant Position | Equals ~ I: J HNo /I|

Pooled Position | Equals wl|l ] No J

POOLED POSITION

Similar to the vacant position search functionality, initiators may search for pooled positions by
switching the toggle to “Yes.” Once this is done, all non-pooled positions will be excluded from the
search results.

Last Updated Date: 08/05/2024
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~ Search

Supervisor Emplid | Equals v|| al
Supervisor Position | Equals v Q|
Time Approver Emplid [ Equals ~|| =Y
Time Approver Position | Equals ~|| Q|
Department [ Equals v a
College | Equals ~|| Q|

Vacant Position | Equals ~v[(J Mo )

| Pooled Position | Equals v|[ LT )l

2.3 CREATE A NEW REQUEST- FIELDS

GROUP ID DETAILS

A unique Group ID will be generated for each request. This Group ID can be used to track/manage
the list after it is submitted.

The initiator will enter a custom description into the ‘Description’ field. All approvers in the
workflow will be able to see this description.

Request Sup/Time App Change

» Search

w Group Details
Group ID 470 Status MNew

Process Instance

EFFeECTIVE DATE

The effective date on the Mass Modify Position page automatically defaults to the first day of the
current pay period. If the initiator would like to override this date, the ‘Override Effdt’ toggle may
switched to ‘Yes’. Once this toggle has been selected, any effective date may be entered and the
date entered will populate the list of selected rows.

Request Sup/Time App Change

» Search
w Group Details
GroupID 470 Status New
Description
Process Instance
« Page Controls
selectall () Mo
Supervisar PCN | c,|| Apply Selected | ‘ Clear All Supervisor PCN ‘ Override Effdt () MNo
Time Approver PCN | q|| Apply Selected | ‘ Glear All Time Approver PCN ‘ Effective Date | 07/22/2024. Apply Selected Effdt
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SELECT INDIVIDUAL/SELECT ALL

The initiator will need to select which positions to edit. One or more individual positions in the
search results may be selected with the Yes/No toggle in each row of the search results.
Alternatively, all positions in the search results may be selected by switching ‘Select All’ toggle to
‘Yes’.

Request Sup/Time App Change

» Search
¥ Group Details
Groupmn 472 status Now
Description
Pro
~ Page Controls
setectall () Ho )
lpervisor PeN | Q] [ eply Selected | [ Clear Al Supervisr Override Effdt () Mo
i Approver PN | Q| [ ey seletes | [ clear i Time Approver P Effective Date | 0772272024 Apply Selected Efid
v Results
o5 rows
[%][a
selected ercte Date EneiD  Name  Fosivon Mumber Depattment  College Supenvisor Position Employee 10 and Name Time Appraver Posison Tine Agpraver

3 owosanes waree oz s e B

D ooz osoze e e wmme s
Ow | e - o v mmme o2z

3 orzezzs wsi0ie o e mes emuss

0 onzsaezs et oz s s sesrr

3 or2am023 = o sove s )
O | wes0ss oz sve e zorrose

3 or2am023 wisa0 o sone omss zoreus0
O ) | oeams s oz sve mmr wreos0

SUPERVISOR/TIME APPROVER POSITION

Once the selected positions have been identified from within the search results, the initiator will edit
the supervisor and/or time approver of the selected positions by entering the updates into the
‘Supervisor PCN’ and/or ‘Time Approver PCN’ fields then click ‘Apply Selected’. The requested updates
will display in the ‘Supervisor Position’ and ‘Time Approver Position’ columns of the search results.

Request Sup/Time App Change

» Search

~ Group Details
GroupID 472 Status New

Description

Process Instance

v Page Controls

Setectal (J o )

Supervisor PON | Q] [ awmy seiectea | | [ ciear At supervisor o | overrige gt () No )
Time Approver PCN | a ‘ Apply Selected | ‘ Clear All Tme Approver PCN ‘ Effective Date | 07/22/2024 Apply Selected Efidt
~ Results
e9rows
= [=][a]
Selected Effective Date. Empl ID Name Fosition Number Department College ‘Supervisor Position Employee ID and Name. Time Approver Fosition Time Approver o
W) oweams 2004780 o sowe | zoeaoso 20000
) wo2ntes m022 02 s |wme p
Q™) 0772412023 2033088 o4z SONG 282 2078242
N ) ommeem 84042 s s |zens e
N ) o e o sowe e P
W ) o e o2 s |zews e
Qm e 2pes0as o sove | zomse 2oz
N ) omeem znssiao o s |zemss 210z
W ) o P 2 s |amer 201050
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Additionally, if the initiator would like to remove the supervisor and/or time approver PCNs from all
selected rows, the ‘Clear All Supervisor PCN’ and ‘Clear All Time Approver PCN’ buttons are available.

Request Sup/Time App Change @ QL D
» Search
~ Group Details
GroupID 472 Status Hew
Description
Process Instance
+ Page Controls
SelectAll () No
Supervisor PCN | Qll Apply Selected ‘ [ ctear an supervor PN ‘ Ovemide Effdt () Mo )
Time Approver PCN | Q|| Apply Seiected ‘ ‘ Glear All Tims Approver PCN ‘ Effective Date | 07/22/2024 Apply Selccted Eft

SAVE/SUBMIT TRANSACTION

Once the desired supervisor and/or time approver PCN changes are entered, the initiator must click
either ‘Save’, to save the transaction for later, or ‘Submit’, to submit it for approval. Both options are
located at the bottom of the page, below the search results.

~ Results
[=][a]
Selected Efiective Date EmpllD  Mame Position Number Department  College  Supervisor Position Employee ID and Name Time Approver Pasition Time Approver -
Ne ) oTeizezt 2078241 osez sone  teTa0ne 2018050
O % ) o7i2021 2081825 a4z SCNC 2033527 2033527
No. ) 06/07/2021 2083198 0442 SCNC 1073010 2018050
O R ) owomoz 2082085 ous2 s reranie 018050
O M ) 03012024 2083827 044z sone 2018050 2018030
() Ny twiszom 2071488 ouez sene 2017417 2018050

Once a transaction has been saved or submitted, a confirmation message will appear. Click on ‘OK’
to proceed past the confirmation message.

Group 1D : 477 Submitied.

0K

Note: Once a transaction has been saved, the search results list will only include the rows selected for
change.

3. APPROVE/DENY SUPERVISOR/TIME APP REQUESTS

3.1 WHO CAN APPROVE/DENY THE MASS MODIFY POSITION?

Mass Modify Position Requests which are pending approval can either be accessed through the pagelet
or the Manage Mass Modify Position Request page. The option to approve a request will only appear if

Last Updated Date: 08/05/2024
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the user has the appropriate approval role and is the next step in the approval chain.

e Approving a Mass Modify Position Request requires the following security roles:
o MSS Position Cross Reference (UA_HR_WA POSNXREF MSS)
o  WPM HR Department Approver (UA_HR_WA_MSS_WPM_HR_Dpt_Apr)
and/or
o WPM College Division Approver (UA_HR_WA_MSS_WPM_Col_Apr)

3.2 APPROVE SUPERVISOR/TIME APP REQUESTS

I SelectAll () No

Approval Action [ ] |
| Approve |

~Results 0

Deny

() Ne

Employee Details Previous Values New Values

EmplID : Supervisor Position 2085770 Supervisor Position 2083541
Position Number 1836495 Supervisor Name Supervisor Name |
DeptID 0442 Time Approver Position 2018050 Time Approver Position 2018050
Supervisor Name ¢ Supervisor Name
Pending Txn 2362373 View Position Modify Request

To approve a Mass Modify Position Request

1. Select individual rows in the group, or click the ‘Select All’ toggle

2. Select ‘Approve’ from the Approval Action drop down menu

3. Click on ‘Apply’
Once the Mass Modify Position Request is approved, a confirmation page displays the
information from the previous page in view only mode. Selecting the transaction link in
each row will display the current stage in the approval path.

4. Click on the ‘Exit’ button to return to the search menu

3.3 DENY MASS MODIFY POSITION REQUESTS

| SelectAll () Ne ) |

Approval Action [ ~] || aeply
w Results Approve
[[Deny |
[® o ]

Employee Details Previous Values New Values

EmplID : Supervisor Position 2085770 Supervisor Position 2088541
Position Number 1836495 Supervisor Name Supervisor Name |
DeptID 0442 Time Approver Position 2018050 Time Approver Position 2018050
Supervisor Name ( Supervisor Name 1
Pending Txn 2362373 View Position Modify Request

To deny a request

1. Select individual rows in the group, or click the ‘Select All’ toggle

2. Select ‘Deny’ from the Approval Action dropdown menu

3. Click on ‘Apply’
Once the transaction is denied, a confirmation page displays the information from the
previous page in view only mode. Additionally, the initiator will receive an email notification
regarding the denied request.

4. Click on the ‘Exit’ button to return to the search menu

Last Updated Date: 08/05/2024
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4. RETURN TO SAVED- MASS MODIFY POSITION REQUESTS

Initiators can return to saved a saved Mass Modify Position Request by accessing the specific transaction
through the Initiate Mass Modify Position Request page. A new section will appear above the search
criteria with the name ‘Work in Progress’.

To return to a saved Mass Modify Position request:
1. Select the saved group under the ‘Work in Progress’ section

Request Sup/Time App Change A Qn

~ Work In Progress

Group 1D Description Created Datefime

80 Test 080124 £58°M

~ Search

Supervisor Emplid | Equals v al

Supervisor Position [ Equals vl| al

Time Approver Emplid | Equals v al

Time approver postton | Equas < al

Department | Equals v al

College ‘ Equals v ‘ ‘ o.‘

Vacant Position | Equals v/l N

Pooled Position | Equals v N

[ seaen ][ ciear |

2. Positions selected within the saved group will be available for further editing of the supervisor and/or time
approver.
3. Click on ‘Save’, to save the transaction for later, or ‘Submit’ to submit the transaction for approval .

5. WITHDRAW- MASS POSITION MODIFY REQUESTS

Initiators can withdraw Mass Position Modify requests by accessing the specific transaction in the
Manage Position Create/Modify page. Withdrawing the request cancels the request from all pending
approvers. Initiators may withdraw a request up until final approval. These requests are stored for 30
days and may be cloned to create a new request.

How to withdraw a request:

Search for the group number of the request in the Manage Mass Modify Position Request
Select individual rows in the group, or click the ‘Select All’ toggle

Select ‘Withdraw’ from the Approval Action dropdown menu

Click on ‘Apply’

PwNPE

6. VIEW SUBMITTED REQUESTS

Pending approval requests are available for viewing in two areas:
e Pagelets
e Manage Position Create/Modify Requests

6.1 REQUESTS PENDING APPROVAL - PAGELET

Opening the MSS WorkCenter & Approvals tile on the UA Manager Self Service homepage

Last Updated Date: 08/05/2024
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automatically displays a pagelet summary listing all transactions pending the individual approver’s

action.
MSS Workcenter 8| «
MSS Tasks MSS Inquiry/Reports Resources MSS Year End
MSS Approval Summary S o~
Transaction Type Count

DCC New/Additional

Job Changes

MSS Personal Updates

l.
e The pagelet provides a Transaction Type link which will open the transactions of that
type requiring the user’s approval. Each transaction type displays a total count of
transactions available for approval.
e To work on Mass Management Position Requests, click on ‘Mass Management Position’ which will be
listed on the pagelet if transactions are pending approval.

Note: If a transaction type link is displayed on the pagelet, it means no requests are
available for approval at this time.

6.2 MANAGE MASS MODIFY POSITION REQUESTS

The Manage Mass Modify Position Request allows users provisioned with the UAccess Employee
Position Cross-Reference role to view Mass Modify Position Requests that are pending, approved,
denied or withdrawn.

To access Manage Mass Modify Position:
1. Click on the ‘Main Menu’ tab
2. Click on the ‘Manager Self Service’ menu item
3. Click on ‘MSS Online Forms’
4. Click on ‘Manage Supervisor/Time Approve’

@ L P @

NavBar: Menu {E}

Menu > Manager Self Service > MSS Online

O |

Recently Visited
Position
Q = Initiate Mass Modify
Favorites

E Manage Mass Modify PCN

- E Pasition Distribution History
Menu
E Create/Modify Position

E Manage Position Create/Modify

&8
5
Employes DCC

Search

E Request Position Dist (New)

= Manage Posn Dist Request (New)

Alternatively, Manage Mass Modify Position can be found within the Manage MSS

Last Updated Date: 08/05/2024
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Transactions Tile:
1. Click on the Manage MSS Transactions Tile

Manage M55 Transactions

@,

- T,

Ea:dh

2. Click on Position
3. Click on Initiate Mass Modify Position Request

« Select Transaction Type

Contracts

Distribution

Employment and Job

MSS Exceptions

People

Position

|_—£_f‘ Manage Mass Modify Position Request

a
m Manage Position Create/Modify

Recruitment

The Search dialog box provides a lookup field to search for the group number of transactions.
1. Enter the group number
2. Click on the Search button
3. Click on the group number associated with the search to access specific transactions
NOTE: The user’s role and current approval step will determine whether the record is
view only or available for withdrawal, approval or denial.

4. SCENARIOS — WORKFLOW PATHS

The following examples describe the workflow paths a user may encounter when initiating or approving
a transaction.

12
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SELF APPROVAL

Initiator with HR Dept, College Reviewer or College approval role(s) self approves when the request is submitted.

HR Department Approver initiating a request
e The request automatically receives HR Department level approval

Please see the example below:
Approval Path @

Create or Modify Positions

+ Transaction 2362579 Pending

Initiator is not Col Approver

& Approved

PM HR Department Approver ¥
08/05/24 13 12PM

z Pending

Multiple Approvers

at 08/05/24 - 12:12 PM

d process for GrouplD 509. ProcessID 3156712 for

r WP from file WPM1_MMP_509_ _2024-
12-11-43 initial creation.

System at 08/05/24 - 12:12 PM
Self Approved {15081 4050)

COLLEGE INITIATES A REQUEST

College initiates a request

e The HR Department Approvers are notified of the change via email.

o Therequest will automatically receive final approval.

Please see the example below:

Approval Path x

Create or Modify Positions

w Trangaction 2362324 Approved

Initiator iz Col Approver

& Approved

P College rover >
D&Cllz-f%-'t%p

~ Comments

t08/01/24 - 4:40 PM

Mass Load pgftess for GrouplD 477. ProcessiD 3156476 for

identifier WEB1 from file WPM1_MMP_477_ _2024-08-
itial creation.

System at 08/01/24 - 4:40 PM
Self Approved (150581,4050)

Last Updated Date: 08/05/2024
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SKIPPED STEPS

The system skips steps if it does not find approvers
e Steps are skipped if no one is assigned to an approval role
e Atleast one approver is required for the path

Please see the example below:

Approval Path @

Create or Modify Positionsg

+ Transaction 2362373 Pending

Initiator iz not Col Approver

% Pending

Multiple Approvers
PM College Approver >

« Comments

at 08/02/24 - 6:43 PM
Mass Load process for GrouplD 500. ProcessID 3156597 for
identifier WPM1 from file WPM1_MMP_500_ 24-
08-02-18-43-23; initial creation.

NO APPROVERS FOUND

Transactions routed to an Error Step if no approvers assigned
e All steps are skipped if no approvers are assigned
o A Workforce Systems Approver will troubleshoot the transaction

Please see the example below:

Approval Path ®

Create or Modify Positions

+ Transaction 2362320 Pending

% Pending

Multiple Approvers
PM Systems Control Approver >

~ Comments

at 08/01/24 - 10:53 AM
Mazs Load process for GrouplD 469 ProcessiD 3156443 for
identifier WEM1 from file WPM1_MMP_489_ _2024-
05-01-10-52-43; inifial creation.

5. ERROR/WARNING MESSAGES

Last Updated Date: 08/05/2024
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The following examples describe the error or warning messages a user may encounter when initiating or
approving Mass Supervisor/Time App transactions.

Position has a pending transaction

This error is created when a selected position within a group currently has a pending Modify Position
transaction. You must deselect that individual/position before continuing.

Please see the example below:

Position 1836495 has a pending transaction.

6. CONTACT INFORMATION

If you are experiencing problems or just have questions about the Manager Self Service Mass Modify Position, please

contact us at 520-621-3664 or email us at employeeselfservice@arizona.edu.

Last Updated Date: 08/05/2024
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