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1. GUIDE OVERVIEW

This guide outlines the process to create a new position or modify an existing position utilizing the
online Manager Self Service (MSS) Create/Modify Position request form within UAccess Employee.
Throughout the guide this is also referred to as Position Management Requests.

When to Create a New Position?
e No vacant positions are available
e (Create a new position for budget lines
e New title needed

What can | modify on an existing position?
o Effective Status
e Alternate Title
e Works with Animals
e  Work Study Split
e Supervisor Position
e Time Approver Position
e Encumbrance Information
e Risk Management/Export Control Questions

1.1 WHO CAN ACCESS THE REQUEST CREATE/MODIFY POSITION DOCUMENT?

e Each workflow document requires a minimum of two participants: an Initiator and an Approver.
o Systems Control is included as the final approver for all Create/Modify Position
transaction requests. Systems Control reviews all Create/Modify Position requests prior
to the data entering the UAccess Employee system.
e Initiating/Creating a DCC document request requires one of the following security roles:
o MSS Position Cross Reference (UA_HR_WA POSNXREF MSS)
o CC Create DCC Requests (UA_HR_WA_MSS_WCC_CREATE
e DCC Documents require between one and four approvers:
o Business Approvers:
= HR Department
= College Reviewer
= College/Division Approver
o Executive/Administrative Approvers
= Systems Control

College/Divisions determine the number of approval steps required.
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2. CREATE/MODIFY POSITION REQUESTS

This section outlines the process to initiate and submit a Create/Modify Position request to create a new
position or modify attributes on an existing position.

2.1 NAVIGATION — CREATE/MODIFY POSITION

The Create/Modify Document is located in UAccess Employee — www.uaccess.arizona.edu
To access the document:
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 Create/Modify Position

vk wnN

Favorites « | Main Menu~ > Manager Self Service = » MSS Online Forms = > Position = » Create/Modify Position |

UAccess EMPLOYEE

i

=t

B2  Create/Modify Position

r: Create New Position
O Modify Existing Position

Canca|

The Create/Modify Position Request page displays multiple options and allows a user to:
e Create New Position

o Create from Scratch - All fields are left blank and the user must enter all required
fields.

o Clone from Existing Position — copy an existing position’s information to use as a
template for creating a new position number.

o Clone from Denied Request — copy a position’s information from a request that has
been denied.

o Clone from Withdrawn Request - — copy a position’s information from a request
that has been withdrawn.

¢ Modify Existing Position
o Modify an existing position’s attributes.

e Return to Work in Progress
o Note: This option is only available if a user has previously saved a request form. This
option allows users to return back to a transaction previously saved and continue.
Note: Do not use the NEW position number on paperwork or for budget lines until Systems Control

has approved your transaction.
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2.2 CREATE A NEW POSITION — FROM SCRATCH

Click on the Create from Scratch radio button to open a request form where all fields are left blank for
creating a new position number.

Note: This action moves the transaction to the next page—Create/Modify Position.

EFFECTIVE DATE

The effective date on the Create/Modify Position page automatically defaults to the current date. It
can be changed to reflect a past date within the current fiscal year—however; it will not accept
future dates.

Note: The position effective date must be on or before the employees hire date.

S=a Create/Modify Position

* Position: 2038037

*Eff Date 10/29/2015 |31 Transaction: 835966

* Eff Status: Active Request Status:  Not Submitted
Reason: NEW New Position

Collapse All Expand All

CLASS INDICATOR

The Class Indicator determines the conditions of employment for each position. Some examples of
these conditions include: if the position is benefits eligible, ERE rate, how the position is paid and
budgeted.

The Class Indc. field displays a drop down list of position classifications. The system defaults this field
to Unknown. Users may leave the field with default value and Systems Control will update with
appropriate category upon approval.

General Information
rCIesslnc:: Unknown x| I Position Type Cd: | N/A v
* ABOR Code: v
*Job Title: Jobcode Details
PosITION TYPE CODE

The Position Type Code field is only applicable to Classified Staff positions. This field indicates
additional information as to the type of Classified Staff position. Some examples of this additional
indicator include: Regular, Extended Temporary Employment, etc.
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The system defaults this field to N/A. Users may leave the field with the default value with the
exception of Classified Indicator field values for Classified Staff. An error message will display
prompting the user to put a value in for Classified Staff.

General Information
*Class Indc:
* ABOR Code:
*Job Title:

Unknown vl Position Type Cd: | N/A

Jobcode Details

ABOR CODE

The ABOR Code field determines the employment category for the position. Some examples of these
categories include: Classified Staff, Professional, Faculty, etc. These categories are defined either by

the Arizona Boar

d of Regents or by UA policy.

The system leaves this field blank by default. Users must enter a value, however Systems Control will
update with appropriate value if needed upon approval.

General Information

*Class |ndc. Unknown v Position Type Cd: | N/A v
* ABOR Code; ¥
*Job Title: Jobcode Details
WORK STUDY SPLIT

The Work Study Split field is only available when the Classified Indicator value is Student Employees
or the ABOR code is Student Worker. The student work study split code defines the percent to be
paid by the federal work study and department accounts.

The system leaves has the value of NONE by default. Users can click the spy glass to select one of the

following values:

e AR100-
e (C7525-
e F7525-

America Reads on Campus
FWS Community Service on Campus
Federal Work Study on Campus

e None — Not Eligible for Work Study

General Information

*Class Indc: Student Employees v Position Type Cd: | N/A v
* ABOR Code: Student Worker v
*Job Title: Jobcode Details
HR Dept S
| anatiap TUCSON
*Work Study Spiit: NONE |\, ot Eligible for Work Study
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Note: If the position is pooled the work study split will be adjusted for all incumbents if modified.
Please submit a position modify request if you need to change code for a specific employee when

position is pooled.

JoB TITLE

The Job Title field is the generic job title associated with an existing job code in the system. Click the
spy glass to search for a list of available job titles based on the ABOR Code previously selected.

*Job Titie: Jobcode Details

*HR Dept:
*Location: [TUCSON

If the user is unable to find an available job title that meets the position’s needs, they may select the
New Job Title? check box below the Job Title Field. This allows the user to enter free-form Job Title
request.

New Job Title?: @ @ Click to enter free-form Job Title request
New Job Title Requested

* New Job Title:

* Atternate Title: © Used by Time and Labor; changes are allowed.

Note: This check box is not available for the following ABOR Codes: Classified Staff, Student Workers
and Graduate Assistant/Associates. Please contact Systems Control if you need assistance with job
title for these ABOR codes.

HR DEPT

The HR Dept field is the department ID used to map the position to the home department. Click the
spy glass to search for a list of available HR Dept ID’s or search by Department Description.

*HR Dept: |
*Location: [TUCSON

LOCATION

The Location field determines the location of the position. The locations associated with positions
are limted to only three campuses. Click the spyglass to select one of the following for the Location:
COM PHX, TUCSON, or UA SOUTH. The system default’s this value to Tucson since majority of the
positions are located at the main campus.
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“HR Deot: [ @
*| ocation: TUCSON @,

PosITION FTE

The Position FTE field determines the Full Time Equivalent (FTE) for the position. This is the
percentage of time an employee works represented as a decimal. A full time person is 1.00, a half
time person is .500 and a quarter time persion is .250. The system default’s this value to 0.000.

I' Position FTE: 0.000 “Pooled Position?:

POOLED POSITION

The Pooled Position checkbox indicates whether or not the position is pooled (headcount greater
than 1 in the same position). If this position is pooled the system defaults the Position FTE to 0.250
by default.

*Position FTE: 0.000 "Pooled Position?:

ALTERNATE TITLE

The Alternate Title field is primarily used by Time and Labor to help differentiate the position. By
default the Job Title is carried over into this field. However, it is available to update.

* ABOR Code: Student Worker v

*Job Title: ‘ ] Jobcode Details

*HR Dept: | |@,

*Location: TUC SON A,

“Work Study Spiit: NONE |@, ot Eligible for Work Study

+Position FTE: 0.000 | *Poaled Pasition?-

*Alternate Title: L | @ Used by Time and Labor; changes are allowed.

WORKS WITH ANIMALS

The Works with Animals checkbox indicates whether the position requires incumbents to work with
living or deceased animals or by-products.

*Position FTE: 0.000 | “Pooled Position?:

Works with Animals?:
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SUPERVISOR POSITION

The Supervisor Posn field identifies the direct reporting relationship for each position within the
organization. The incumbent in the Supervisor Posn is generally responsible for directing the work,

managing performance, approving time and managing UAccess Learning for at least one staff,
appointed or faculty incumbent.

Click the magnifying glass to search for the supervisor’s position number using additional criteria
such as Position Number, Posn HR DeptlID, UA Title, EMPLID, Last Name or First Name.

Once a position is selected the Title, Emplid and Employee Name will appear next to the spy glass.

ISLpervisc-r Posn: b |

Time Appv Posn:

UA Title Information

UA Title: UA Title Details

TIME APPROVER POSITION

The Time Appv Posn field identifies the position incumbent that is responsible for ensuring
timesheets submitted by direct reports are accurate and approved on time.

Click the magnifying glass to search for the Time Approver’s position number using additional criteria
such as Position Number, Posn HR DeptlID, UA Title, EMPLID, Last Name or First Name.

Once a position is selected the Title, Emplid and Employee Name will appear next to the spy glass.

Supervisor Posn

Time Appv Posn:

UA Title Information

UA Title: UA Title Details

UA TITLE INFORMATION

The UA Title field is the description for the 3 components that tie the title together called the UA
Title Code. The three components consist of: the prefix, job code and specifier. The prefix generally
describes the temporary nature of the title and is followed by the generic title or job code
description. The specifier further describes the generic title and is usually a department, unit,
committee or special project name.

The user may click the spyglass to search for an existing title code.
Once a UA title is selected the Request UA Title Components section is no longer available.
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Before selecting a UA Title:

UA Title Information

UA Title: "%, UA Title Details

Request UA Title Components
Prefix: v
Job Title:

Specifier:

After Selecting a UA Title:

UA Title Information

UA Title: quunqt Research Associate, Biochemistry G, UA Title T11324 Details

Request UA Title Components
Prefix:
Job Title:

Specifier:

Requested UA Title:

If the user is unable to find an available UA title that meets the position’s needs, they may request
UA Title components. This section allows a user to select a prefix, enter a job title and Specifier.
Once all fields are completed the system displays the Requested UA Title. Please see example below.

UA Title Information

UA Title: UA Title Details

Request UA Title Components
Prefix: | Adjunct v —
Job Title; |Professor

Specifier. [Stience

Requested UA Title:  Adjunct Professor, Science

ENCUMBRANCE INFORMATION

The Enbumbrance Information Section is used for expected (predicted) expenses which will occur
between now and the fiscal year end (June 30"). Encumbrances include prorated amounts for a pay
period which crosses the fiscal year boundary. Encrumbrances are calculated on a position-by-
position basis using the planned accounting distributions for that position and the amounts obtained
from incumbent expected pay or override amounts a the position level.

e Encumber Position Indicator (checkbox)

o Allows the option of excluding student and Supplemental Compensations positions
from encumbering.

Last Update: November 20, 2015

Page 10 of 33



Manager Self Service — Position Management

e Vacant Encumbrance Amt
o Provides the ability to encumber a vacant position based on a specified amount.

e Encumbrance Override Amt
o Allows the override of an encumbrance amount which would otherwise be
calculated based on rate-of-pay, FTE and funding period.
e Encumbrance Proration Rule
o Determines the length of time for the encumbrance override. Four options are
available:
=  Academic Year
= Date Range
=  Fiscal Year
= Fixed

Encumbrance Information
Encumber Position?: ¥ Optional for student and sup comp positions only.
Only used when position is vacant.
Only used when position is filled.
Only applies when one of the above overrides is in effect.

Vacant Encumbrance Amt: 0

Encumbrance

Encumbrance Proration Rule: FiscalYr ¥

eee e

(This rule will continue until changed.)

Additional information regarding setup of Vacant Positions and Encumbrance Overrides:

Academic Yr Rule:

e Enter the full academic year amount in Position Management request.

e The amount will be restated each pay period to reflect the prorated amount based on the
daily rate calculation.

e Daily Rate Calculation = full academic year amount divided by number of days in academic
year.

o Current encumbrance = Daily Rate times number of days reamining from the current
pay period through the end of the academic year.

e This encumbrance amount will continue from one academic year to another unless it is

removed in Position Management.

Fiscal Yr Rule:

Enter the full fiscal year amount in Position Management request.

e The amount will be restated each pay period to reflect the prorated amount based on the
daily rate calculation.

e Daily Rate calculation = full fiscal year amount divided by number of days in the fiscal year

o Current encumbrance = Daily Rate times number of days remaining from current pay
period through the end of the fiscal year

e This encumbrance amount will continue from one fiscal year to another unless it is removed

in Position Management

Fixed Rule:
1. Enter the fixed amount in Position Management request.
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o This is a set amount that will not change or recalculate over time. If $5,000 is
entered with the fixed option selected, the $5,000 will remain encumbered until the
department submits a transaction via Position Management to either change or
remove it.

2. This encumbrance amount will continue from one year to the next unless it is removed in
Position Management.

Date Range Rule:

e The amount provided in this field should coincide with the dates entered in the date range
fields.

e The encumbrance will be restated every pay period based on a daily rate calculation.

e Daily Rate calculation = Amount entered divided by the total number of days within the date
range.

o Current encumbrance = Daily rate times the number of days remaining from start of
current pay period to the end of the date range entered.
e This amount will be reset to zero at the beginning of the Fiscal Year.
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RISK MANAGEMENT QUESTIONS

The questions displayed below appear for all position requests. Please see an example of all
guestions that may appear in the Risk Management section. If displayed, the questions require a
response.

Users may click the @ icons to display additional information about that section of questions. A
message box will appear that will include external links to websites for further review.

Risk Management / Export Control Questions

Risk Management
Indicate if the person will be participating in any of the following activities
Perferming security sensitive functions as defined in the UA Pre-Employment Screening Policy i ]

Cives (™ Role will have significant financial oversight responsibilities.

Oives Ome Unsupervised contact with minors who are not enrclled students of the University.

e [ Unrestricted scoess to residence hall rooms.

(ives (mo  Fole has been designated by Dean or Vice President as "Security - or Safety Sensitive”.
(Oves  (imo Driving on University business in A, Rented, or Personal Vehicles.

Working in a laboratory setting with any of the following: i

(ves (mg  Hazardous Chemicals
':::lY&; ':::'\o Bloocdborne pathogens or other biclogical materials
(Tives  (Imo  Radicactive Materials
DY&& (:} mo  Lasers or other non-ionizing radiation
DY&; (:}I “o Working in a8 non-laboratory setting with chemical or biclogical materials.
DY&; (:) Mo Handling animals {living or deceased), animal tissues, fluids, or waste byproducts in a research setting.

DY&S (:) Mo Performing work that requires personal protective equipment including respiratony and hearing protection.

EXPORT CONTROL QUESTIONS

The questions displayed below appear for all new position requests.

Please see an example of all questions that may appear in the Export Control section. If displayed the
questions require a response.

Users may click the @ iconsto display additional information about that section of questions. A
message box will appear that will include external links to websites for further review.
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Export Control
i) L\éddfh‘onaf information iz available on the Export Control Website.

)ves (O)mo  Have sccess to ITAR controlled data, technology, materials information, software or equipment?
Oives Oimo Have access to EAR contrelled technology or enaiption software code?
ves  Oiwo Involved with & project that:

a. Has restrictions on the release of certain project information?

b. Has publication or access and dissemination restrictions?

c. Has a military connotation or end-use?

d. |s sponsored by 8 defense agency™

e. |s related to space, missile technology, or bioclogical/chemical weapons?

f. Requires foreign national approval by sponsor or no foreign nationals are allowed?

(ves (Imo  Involved with a project that hes a technology control plan in place?
(Jves (Jmo  Havereascn to believe the applicant will need an export license?
ATTACHMENTS

Initiators and Approvers may upload and remove attachments to a request. Attachments for
Position Management can be viewed by anyone who has access as an initator or approver.

To Add an Attachment:
1. Click the Add Attachment link.

2. Click the Browse button an navigate to your saved document for uploading. Select the
document.

3. Once the document path has loaded, click Upload.
4. The document will display with the description and document extension type.

To View an Attachment:

1. Click the link in the View Attachment column for the document you wish to view.
2. The document will open up in a separate window.

To Delete an Attachment:

1. Select the radio button next to the attachment you want to remove.
2. Click the Delete Attachment link.

3. A confirmation message will say Attachment Deleted Successfully.

Attachments Personalize | Find | View All | &Y | 58 First' 4 1 of 1'%/ Last
] IView Attachment |Description IAnached File
l"-x‘iew Attachment ’TEST.COCI‘. lTEE-.T.C ocXx
+| Add Attachment \=—| Delete Attachment
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SUBMITTING REQUEST FOR APPROVAL

To submit the Position Create request for approval.
1. Click on the Submit button

Request Comments (2000 char)

Submitted by: Last Updated By:
Submit Date: Last Update: 10/29/15 1:14:58.000000PM
Attachments Personalize | Find | View All | £ | I First' 4 1 of1'»' Last
| View Attachment IAttached File
View Attachment |TE5T.::-c:~:
\+| Add Attachment —| Delete Attachment
Save for Later Cancel

Note: The request can be cancelled by clicking on the Cancel button. Users may also save the

request by clicking on the Save for Later button. Requests will be saved for 30 days.

*Do not use the NEW position number on paperwork or for budget lines until Systems Control

has approved your transaction.

Last Update: November 20, 2015
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2.3 CREATE A NEW POSITION — CLONE FROM EXISTING POSITION

Click on the Clone from Existing Position radio button to open a request form where all fields are
populated from an existing position number. The user is able to make changes to any of the fields pre-

populated.

The user may enter a Position Number/Search for Position Number and select continue.

@r‘%g Create/Modify Position

Create New Position From Clone

Position: [:]O.J Continue >>>

Cancel

REVIEW PRE-POPULATED FIELDS & SUBMIT REQUEST

All fields are pre-populated from the existing position. The user has the option to update any of the
existing fields with new values. Once they are satisfied with field values they may add attachments
if necessary and submit the request for approval.

Please refer to the section How to Create a Position — from Scratch on page 5 for additional details
on each field that can be changed, adding attachments and submitting the request for approval.

8sa Create/Modify Position

* Position: 2038082
* Eff Date: 1110212015 |5 Transaction: 836623
* Eff Status: Active Request Status:  Not Submitted
Reason: NEW New Position
Collapse All Expand All
General Information
*Class Indc Classified Staff Salary W, Position Type Cd: | Regular .
* ABOR Code: Classified Staff v
* Job Title: Business Manager €N Jobcode 070040 Details
*HR Dept 0442 & science Administration
*Location: TUCSON @
*Position FTE: *Pooled Position?: []
« Alternate Title: |Business Manager ‘ @ Used by Time and Labor; changes are allowed.

Works with Animals?: []
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2.4 CREATE A NEW POSITION — CLONE FROM DENIED REQUEST

Initiators have the ability to clone previously denied New Position requests by accessing the specific

transaction in the Create/Modify Position page. If available, a new radio button will appear with

description Clone from Denied Request. The user has the option to select a denied request for cloning

up to 30 days after it was initially denied.

To clone a previously denied New Position request:
1. Select the Clone from Denied Request radio button

A list of transactions that have been denied within the past 30 days will appear.

Transaction

Transaction

Transaction

Transaction

Transaction

Transaction |2

Position

2037660

2037685

Transaction Pick List
v

Jobcode

040139

120474

158031

Their Transactions (Click Link to Choose)

Dept

9011

3222

Status

Denied

Denied

Denied

Denied

Denied

New/Mod

New

New

New

New

New

Cancel

Last Updated

1012112015
3:55:31.000000PM
10/06/2015

2:49:06.000000PM
10/12/2015
8:12:33.000000AM
10/14/2015
1:13:09.000000PM

2. Click on the link in the transaction column to select for cloning.

This action moves the transaction to the next page—Create/Modify Position Form.

Note: Cloning only COPIES the fields and information to a NEW request form. You will be

assigned a new position number and transaction ID when cloning.

3. Review the pre-populated fields. The user has the option to update any of the existing fields
with new values. Once they are satisfied with field values they may add attachments if

necessary and submit the request for approval.

Please refer to the section How to Create a Position — from Scratch on page 5 for additional
details on each field that can be changed, adding attachments and submitting the request for

approval.

Last Update: November 20,

2015
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2.5 CREATE A NEW POSITION — CLONE FROM WITHDRAWN REQUEST

Initiators have the ability to clone previously withdrawn New Position requests by accessing the specific
transaction in the Create/Modify Position page. A new radio button will appear with description Clone
from Withdrawn Request. The user has the option to select a withdrawn request for cloning up to 30
days after it was initially withdrawn.
To clone a withdrawn Create New Position request:

1. Select the Clone from Withdrawn Request radio button

A list of transactions that have been withdrawn within the past 30 days will appear.

Their Transactions (Click Link to Choose)

Transaction |Position Jobcode Dept Status ‘Ne\'w’r.’lod Net 1D Last Updated

Transaction (2012782 070550 1003 Withdrawn New %JK%%B?OOOOOPM
Transaction [2013555 070050 0788 Withdrawn New ?;.vlgé”vL%gZUEILWODOUPI;I
Transaction |2037694 196265 0663 Withdrawn New 125; ;U%OUOUPM
Transaction [2037714 0713 Withdrawn New 12'}”?3’%3}10%0000':,"‘
Transaction [2037739 113091 2529 [Wwithdrawn New 1gfggfg10560000;1.1
Transaction |2037793 070140  |0717 Withdrawn New ;00;;.253%1056000,3,‘1
Transaction |2037912 120475 (2101 Withdrawn New ;%‘:ios'é?;oooop”
Transaction [2037913 120475 (2101 Withdrawn New ;FEC:’S_%}IE‘OOOOP“
Transaction (2037939 120473 (8009 Withdrawn New 22015

Transaction |2038021 6801 Withdrawn New ;g;%ﬁ?&ooom
Transaction |2038074 113091  |9006 Withdrawn New 1002015

3:23:52.000000PM

Cancel

2. Click on the link in the transaction column to select for cloning.
This action moves the transaction to the next page—Create/Modify Position Form.

Note: Cloning only COPIES the fields and information to a NEW request form. You will be
assigned a new position number and transaction ID when cloning.

3. Review the pre-populated fields. The user has the option to update any of the existing fields
with new values. Once they are satisfied with field values they may add attachments if
necessary and submit the request for approval.

Please refer to the section How to Create a Position — from Scratch on page 5 for additional
details on each field that can be changed, adding attachments and submitting the request for

approval.
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2.6 MODIFY AN EXISTING POSITION

The Modify an Existing Position option allows the user to modify attributes on a position. The following

attributes are available for modification:
e Effective Status (Inactive/Active)
e  Work Study Split
o Alternate Title
e Works with Animals
e Supervisor Position
e Time Approver Position
e Encumbrance Information
e Risk Management / Export Control Questions

1. Click on the Modify Existing Position radio button to open a request form for modifications. The user

can search for a position or simply enter a Position Number and select continue.

ﬁi@ Create/Modify Position

Modify Position

Position: i:lulg Continue ===

Cancel

2. The Create/Modify Position page opens and the user can take the appropriate changes to the fields.
Once they are satisfied with field values they may add attachments if necessary and submit the request

for approval.

Please refer to the section How to Create a Position — from Scratch on page 5 for additional details on

each field that can be changed, adding attachments and submitting the request for approval.

The following field is only available when modifying a position:

EFFECTIVE STATUS

The Eff Status field allows the user to make a position active or inactive. However, the position

cannot be inactivated when at least one current or future incumbent exists.

B=sa Create/Modify Position

* Position: 1837496 Business Manager Position History
* Eff Date: 11/02/2015 |5 Transaction: 836625
| * Eff Status: Active oA | Request Status:  Not Submitted

If the user tries to make a position status inactive then an error message will display.
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3. APPROVE/DENY POSITION MANAGEMENT REQUESTS

3.1 APPROVE POSITION MANAGEMENT REQUESTS

Position Management requests pending approval can either be accessed through the pagelet or the

Manage Position Create/Modify page. The option to approve a request will only appear if the user has

both the appropriate approval role and is the next step in the approval chain.

To approve a position management request

R/

%+ Click on the Approve button

Export Control
© Additional information is available on the Export Control Website.

soRware of equipment

weapons
nationals are allowed

Last Updated B

ibmilDate. 1102115 4:34PM Last Update 11002115 4:34:47.000000PM

ents Personalize | Find | View All | &2 | [ First & 10f1 * Last

ment Description Attached File

View Attachment

—! Delete Attachment

o =

Create or Modify Positions
Transaction 836630:Pending

Initiator is not Col Approver

*| Add Attachment

Self Approved Skipped Pendina Not Routed
No approvers found luttiple Approvers Multiple Approvers
« > ! » ® b &
PN HR Department Approver = PM College Reviewer I College Approver ! P Systems Contro! Approver

11702/15 - 4:34 PM

Once the position management request is approved, a confirmation page displays the information

from the previous page in view only mode. The green box in the process monitor (the rectangular

boxes on the bottom of the page) shows that the first approval step has been satisfied.

Click on the Exit button to return to the search menu.

Last Update: November 20, 2015
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3.2 ADDING AD HOC APPROVERS AND REVIEWERS

Ad hoc approvers and reviewers can be added by HR Department, College Reviewers and College
Approvers at any step following an approval step in the chain. For example, the HR Department can
add an ad hoc approver or reviewer after the College Reviewer or College Approver steps. Note: the
Ad hoc Approver will stop the routing flow until the user takes action—the Ad hoc Reviewer notifies
the user of the transaction and does not require approval.

To add an ad hoc approver or reviewer:
1. Click on the + sign to the right of the approval step the ad hoc step will follow.

o Do NOT add an AHDOC APPROVER after the Systems Control Step. Systems Control is
the final step in the workflow and will deny requests that include an adhoc APPROVER
after their step. **Users may however add adhoc REVIEWER’s after systems control
step if needed.

Create or Modify Positions
Transaction 836632:Pending l
Not Routed

Initiator is not Col Approver
Self Approved Skipped Pending
« & o1 No approvers found 5 @ Multiple Approvers E @ Multiple Approvers
PM HR Department Approver & —* PM College Reviewer % Pi College Approver Pl Systems Control Approver
11/02/15 - 4:55 PM

b4

Do NOT add
APPROVERS

after Systems
Control Step

2. This will activate the Insert additional approver or reviewer window.
a. Typeinthe user id for the ad hoc approver or reviewer
a. See Approver/Reviewer Search below if the user id is unknown
b. Click on either the Approver or the Reviewer radio button
c. Click on the Insert button

Insert additional approver or reviewer
Note: the User

ID must be
typed in caps!

Choose an approver or reviewer to insert

UserID: |ACEOSPADES T=C
Insertas: (@) Approver >
(O Reviewer

Insert ||| Cancel

3. Approver Reviewer Search
The spy glass in the Insert additional approver or review window will activate the
Approver/Reviewer Search option (see previous section)
1. Type the user’s name or user ID
2. Click on the Search button
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A list of users meeting the search criteria will appear

3. Select the ad hoc approver or reviewer by clicking on the individual’s name or user id.

The Insert additional approver or reviewer window will reappear
4. Click on either the Approver or the Reviewer radio button

5. Click on the Insert button

Approver/Reviewer Search

Name: |begins with Vv iﬂ;&éréﬁébade

User ID: | begins with V| |

Cear | Cancel |

User D Name
VACEOSPADES Ace O Spade

1-10f1

3
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3.3 DENY POSITION MANAGEMENT REQUESTS

The option to deny a request appears if the user has both the appropriate approval role and is the next
step in the approval chain.

To deny a request
1. Type the reason for denial in the comments section
2. Click on the Deny button

Request Comments (2000 char)

Type in reason for denial here

Submitted by Last Updated By
Submit Date: 11/02/15 4:39PM Last Update 11/02/15 4:39:29.000000PM
Attachments Personalize | Find | View Al | & | ] First'* 10f1 ' * Last
| View Attachment Description Attached File

(O |View Attachment

[#] add Attachment = Delete Attachment

e z

Create or Modify Positions

Transaction 836903:Pending (@ ViewHide Comments
Initiator is not Col Approver
Self Approved Skipped Pending Not Routed
;1 No approvers found 2 Multiple Approvers | _ Sea Multiple Approvers ¢
“ PM HR Department Approver 4 = PM College Reviewer » @ PM College Approver E’ ’ @ PM Systems Control Approver IE'

11/02/15 - 4:39 PM

Comments

Once the position management is denied, a confirmation page displays the information from the
previous page in view only mode. The process monitor shows that the position funding change
has been denied. Additionally, an email is sent to the initiator notifying him/her of the denied
request.

Click on the Exit button to return to the search menu
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4. RETURN TO SAVED- POSITION MANAGEMENT REQUESTS

Initiators have the ability to return to saved Position Management requests by accessing the specific
transaction in the Create/Modify Position page. A new radio button will appear with description Return
to Work in Progress. The user has the option to select a saved request for cloning up to 30 days after it

was initially saved.

To return to a saved Position Management request:
1. Select the Return to Work in Progress radio button
e Alist of transactions that have been saved within the past 30 days will appear.

Transaction Pick List

My Transactions {Click Link to Choose)

Transaction |Position Jobcode Dept Status New/Mod Net ID Last Updated
836926 2038096 120474 Not Submit New L 5 %
T 12:32:21.000000PM
Cancel

2. Click on the link in the transaction column to return back to a request.
Note: This action moves the transaction to the next page—Create/Modify Position.

5. WITHDRAW:- POSITION MANAGEMENT REQUESTS

Initiators have the ability to withdraw Position Management requests by accessing the specific
transaction in the Manage Position Create/Modify page. Withdrawing the request essentially 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:

1. Search for the request in the Manage Position Create/Modify.
2. Once transaction is selected and opened click the Withdraw button.

Request Comments (2000 char)

Submitted by Last Updated By:

Submit Date: Last Update 11/03/15 12:32:21.000000PM
Attachments Personalize | Find | view Al | & | First ‘4’ 1 0f1 '’ Last
View Attachment Description Attached File
(O |View Attachment
(#] Addattachment  [=] Delete Attachment

Save for Later Submit Withdraw Cancel
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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

The UAccess Employee main page automatically displays a pagelet summary listing the transactions
pending the individual approver’s action.
o The pagelet provides a transaction link directly to the transactions requiring the user’s
approval.
e Each transaction type displays a total count of transactions available for approval.
o Selecting the home key on the first tab on the upper right side of any page will return the
user to the MSS Approval Summary Pagelet.

2

[~
/
&
4

MSS Approval Summary

Transaction Type

/|

Contracts

pd

Daily Contracts

Daily Grad NOA Activity ™ Remember to Refresh!

19

Job Changes

Pending Payment Request

Position Distribution

Position Manaqementl

Terminations
Title Management

By ury ey VY ey pury WY gy VY TN ey
o

Note: if a transaction type link is not available, this means no requests are available for
approval at this time.

e Once a user selects a transaction type from the MSS Approval Summary they are directed to
the individual transaction pagelet.

e Additional details for each transaction are made available to allow for selection of the
transaction to work next.

Pending Position Management

Position |ABOR Code :Alternate Title HR DeptlD |Eff Date
12038083 | Student Worker | Student Group C | 0430 |2015-11-03
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6.2 MANAGE POSITION CREATE/MODIFY REQUESTS

The Manage Position Create/Modify Requests allows users with the UAccess Employee Position

Cross-Reference role to view position management documents that are pending, approved, denied,

saved or withdrawn.

The Search dialog box provides multiple options for accessing position management transactions.

1. Enter the HR Dept or other criteria listed in the Search dialog box

2. Click on the Search button

A list of values that meet the search criteria will be displayed
3. Click on any of the values listed to access specific transactions

1. The user’s role and current approval step will determine whether the record is view only

or available for change or approval.

Manage Position Create/Modify
Enter any infermation you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Search Criteria

Transaction Number: |= v

Position Number: @,

HR Posn DeptiD: x @,

Class Indicator: [= v] | v|
UA Title:

Effective Date: El
Incumbent Emplid:

Incumbent Last Name:

Incumbent First Name: [WI

Request Status: = v| [Pending v
Initiator NETID: begins with VvV

Clear |Basic Search [gf Save Search Criteria
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7. SCENARIOS — WORKFLOW PATHS

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

SELF APPROVAL

Initiator with HR Dept, College Reviewer or College approval role(s)

e The step for the specific approval role automatically self approves when the request is
submitted.

Please see the example below:
HR Department Approver initiating a request

Create or Modify Positions
Transaction 837309:Pending

Initiator is not Col Approver

Self Approved Skipped Pending Not Routed
1l % ot Noapprovers found | Multiple Approvers | _| g Multiple Approvers N
“ Pi HR Department Approver > A PM College Reviewer » @ PHM College Approver IE] » PM Systems Control Approver E]
11/04/15 - 9:05 AM

AUTO APPROVAL

Approver listed on multiple steps in path(s)

e  Multiple paths for the same approver are automatically approved on all steps.
Please see the example below:

College/Division approving a request in which they are listed in multiple paths/steps.

Terminate Job

Job Number 0, Position Number 1862586, HR Dept Number 8009:Pending
Initiator not Col Rv/Flex/Appr

Self Approved Approved Pending
i il Multiple Approvers | _
« JT HR Dept Approver 4 « JT College Reviewer p @ JT Systems Approver [E

11/05/15 - 10:03 AM 11/05/15 - 10:07 AM

Job Number 1, Position Number 1826494, HR Dept Number 8009:Pending

Initiator not Col Rv/iFlex/Appr

Self Approved Approved Pending
N i Multiple Approvers | _
¢ JT HR Dept Approver » « JT College Reviewer p @ JT Systems Approver [:l

11/05/15 - 10:03 AM 11/05/15 - 10:07 AM

Before:
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Terminate Job
Job Number 0, Position Number 1862586, HR Dept Number 8009:Approved

Initiator not Col Rv/Flex/Appr

Self Approved Approved Approved
“ JT HR Dept Approver P ¢ JT College Reviewer = « JT Systems Approver
11/05/15 - 10:03 AW 11/05/15 - 10:07 AM 11/05/15 - 10:09 AM

Job Number 1, Position Number 1826494, HR Dept Number 8009:Appioved

Initiator not Col RviFlex/Appr

Self Approved Approved Approved
« JT HR Dept Approver =P ¢ JT College Reviewer o “ JT Systems Approver
11/05/15 - 10:03 AM 11/05/15 - 10:07 AM 11/05/15 - 10:09 AM

After:

COLLEGE INITIATES A REQUEST

College initiates a request

e The HR Department Approvers are notified of the change via email.
o The request will automatically route to Systems Control upon submission.

Please see the example below:

Create or Modify Positions
Transaction 836926:Pending

Initiator is Col Approver

Pending

N Multiple Approvers =
@ PN Systems Control Approver

Self Approved Reviewer
v PM College Approver —T*| 6 Reviewer E
11/03/15 - 1:17 PM
Reviewer
60 Reviewer

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 At least one account approver is required for the path

Please see the example below:
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Create or Modify Positions
Transaction 837281:Approved

Initiator is not Col Approver

Self Approved Skipped
b o1 No approvers found
J Pl HR Department Approver — PM College Reviewer

11/03/15 - 4:49 PM

Approved

« PM College Approver

11/03/15 - 5:16 PM

Approved

JIE Systems Control Approver

11/04/15 - 8:23 AM

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 Systems Control Approver will troubleshoot the transaction

Please see the example below:

Create or Modify Positions
Transaction 837314:Pending

Initiator is not Col Approver

Skipped Skipped
1 No approvers found —b -+  No approvers found
=+ PM HR Department Approver —+ PM Collage Reviewer

Skipped
»1  No approvers found
=+ PM College Approver

Pending )
Multiple Approvers _E]
PM Systems Control Approver
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8. ERROR/WARNING MESSAGES

The following examples describe the error or warning messages a user may encounter when initiating or
approving documents.

8.1 ANOTHER APPROVER HAS TAKEN ACTION

A single step may have multiple approvers

e More than one approver can simultaneously review a transaction; however, only ONE can take
action.

The following error message indicates another approver has already completed the step.

™ The page at https://hr-stg.mosaic.arizona.... ﬂ

Page data is inconsistent with database. (18,1)
When trying to save your page data, the system
' found that the information currently in the database
did not match what was expected.

This problem can happen if another user has
changed the same information while you were
making your changes. Note the changes you have
made, then cancel the page. Reload the page and
view any changes made by the other user. Ensure
your changes are compatible and retry, if
appropriate.

If the problem persists, it may be a result of an
application or other programming error and should
be reported to technical support staff.

& Possible application errors that can cause this -
message include:

- changing page data from SavePostChange
PeopleCode. without making a corresponding
change to the database.

ii - changing the database via SqlExec at various i
points, for data that is also in the component

buffers.

- database auto-update fields maintained by

triggers didn’t get defined correctly in Record Field
definition or in Record Properties definition.

i

8.2 EFFECTIVE DATE WARNING — (CREATE)

ra———

The effective date on the Create/Modify Position page automatically defaults to the current date. It can
be changed to reflect a past date within the current fiscal year—however; it will not accept future dates.

See the error message below:

@ Invalid Effective Date

The chesen effective date is invalid

Message Ref: 20020, 12

In this case, the date limits are 07/01/2015 to 11/04/2015

Continue =>>
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8.3 OUTSTANDING REQUESTS EXISTS FOR THIS POSITION (MODIFY)

Users are only allowed to have one pending modification request at a time. The following error message
will display if an existing request is pending.

@ Outstanding Request Exists for this Position

Message Ref: 20020 8

Only one in-process request per position is allowed. This position has a current request in
process.
Outstanding Request Net |D: ACESPADE (Ace Spade), Status: Pending

Continue >>>

8.4 MISSING INFORMATION (CREATE/MODIFY)

A request cannot have missing required fields upon submission. If the user tries to submit a request with
missing information the following error message will display. The message will refer the user back to the
field that is missing information.

@ Required Entry is Missing or Invalid

Message Ref: 20020 18

One of the data entry fields is invalid or blank. Cerrect to continue.
Correct the entry for the "Work Study Split’.

Continue ===

8.5 POSITION INCUMBENT EXISTS (MODIFY)

A position cannot be inactivated when at least one current or future incumbent exists. If the user tries to
make a position status “inactive” the following error message will display.

@ Position Incumbent Exists

This position cannct be inactivated since at least one current or future incumbent exists.

Message Ref. 20020 16

Continue ==>
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8.6 NO ATTACHMENTS HAVE BEEN ADDED (CREATE/MODIFY)

If a user clicks on the view attachments link but no attachments exist, the following error message will
appear.

_| Attachments B iza L Eind I \Gaw Al LG | [ Gt s o bliact
Message

An invalid parameter has been passed to the file attachment function. (2,788) FILE_ATTACH_WRK.ATTACHVIEW.FieldChange Name:view_attachment PCPC:359 Statements
Called from:UA_ATTACH Aftach.OnExecute Name:View Statement:102

Called from:UA_ATCH_FUNCLIB.ATTACHVIEW.FieldFormula Name:attachview_fieldchange Statement8

Called from:UA_WPM_APPROVE.GBL.UA_ATCH_DERIVED.ATTACHVIEW.FieldChange Statement1

"

An invalid parameter has been passed to one of the following functions: AddAttachment(), ViewAttachment(), or DeleteAttachment().

OK

T TOOTOTUIT eITunmnTy

9. CONTACT INFORMATION

If you are experiencing problems or just have questions about the Manager Self Service Position
Management, please contact us at 621-3664 or email us at UASelfService @fso.arizona.edu.
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