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1.0 Overview

This guide outlines the process to create a new position or modify an existing position for student employees
utilizing the Manager Self Service (MSS) Create/Modify Position Request transaction type in UAccess Employee.
These are also referred to as Position Management requests.

The Student Employment Manual provides the official policy for student employees, including policies on Eligibility

for Student Employment, Allowable Work Hours, and Student Worker Job Classifications and Pay.

2.0 Roles and Approval Steps

e The Position Cross Reference role allows users to initiate Position Create/Modify Request transactions.
e Approvers must have the Position Create/Modify role as a HR Department or College/Division Approver.

e  Provisioning will determine the number of approval routing steps for each transaction.

e Workforce Systems is included as the final approver for all Position Create/Modify Request transactions.

3.0 Navigation to the Position Create/Modify Request

Two navigation options are available to start a MSS Position Create/Modify Request: Tile or Nav Bar.

3.1 Tile Option or Nav Bar Options
Tile Option: This is the easiest way to access Position Create Modify Request transactions.

1. Click on the ‘Request MSS Transactions’ tile

UAccess + Employee

r

)
Ny
DCC Create and Manage

Kl

+ UA Manager Self Service

Approvals MSS WorkCenter & Approvals

=

14 Pending

Position Cross Reference

L

Employee DCC Search

1~ ]

@,

2. Select ‘Position’ then ‘Create/Modify Position Request’.

~ Select Transaction Type

|
|
|
|
|
|
|

Nav Bar Option: Alternatively, you may use the Navigator bar to begin a Position Create/Modify Request

transaction:

1. Click on the Nav Bar icon in the top-right cover of your screen.

2. Click on ‘Menu’ with will reveal additional menu options.
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o o Wy
- NavBar '{3}

O
Recently Visited

Y

Favorites

N

Click on ‘Manager Self Service’.
Click on ‘MSS Online Forms’.
Click on ‘Position’.

Select ‘Create/Modify Position’.

oukWw

3.2 Create/Modify Position Request Page
You will now choose whether to ‘Create New Position’ or ‘Modify Existing Position’.

UAccess ' Employee

£ UA Manager Self Service Create/Modify Position
-
amm Create/Modify Position

[Olereate New Position
O Modify Existing Position

| Cancel |

The Create/Modify Position Request page displays multiple options and allows an initiator to:
e Create New Position
o Create from Scratch — All fields are left blank and the initiator 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 Modify Existing Position - Update an existing position’s attributes.

4.0 Create a New Position

As you create the new position, whether from scratch or from a cloned position, you will need to enter and select the
applicable position attributes described below:

4.1 Effective Date

The effective date 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.

Important Note: The effective date for the position not only must be on or before the employee’s start date, but it
must also be effective (active) on or before when you initiate their new hire or job change transaction.

Create/Modify Position

Transact tion: 2199174
Request Status:  Not Submitted

New Position
General Information Collapse Al Expand All
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4.2 Class Indicator
The Class Indicator determines the conditions of employment for each position. The system defaults this field to
‘Unknown’. You will need to select ‘Student Employees’ as shown below:

1. Click on the dropdown menu then select ‘Student Employees’.

Class Indc: Unknown

R Exec/Eve MEA Regular App/Fac a
ABOR Code: Extra Help Ancl App/Fac Wages |
N Federal Employees
JobTille: | Graduate Assistanis/Associates
New Job Tite?: L) jion school Students )
HR Dept: l Limited Ancillary App/Fa_c
Other Professional Service
[ POI or Contingent Worker
Post Doc Academic
Post Doc Fiscal
Post Doc Temp Funding
Works with Animals] Post Doc Wage (NEW)
Reg App/Fac/Unv Acad
. Reg App/Fac/Unv Fiscal
Supenvisor Posn: | Reg App/Fac/Unv Temp Funding
Re Appointed Wage

Location:

Position FTE:

Regular Appoin a

Student Employees
ummer/Winter Session

¥ UA Title Inform{ g,,05jemental Gompensation

UA TitleWorking Th, SKnOWn

Time Appv Posn

4.3 Position Type Code

The Position Type Code field is only applicable to University Staff and Classified Staff positions. The system defaults
this field to ‘N/A’. For student employees, this field should remain ‘N/A’.

General Information

. Class Indc: Student Employees v Position Type Cd: | N/A v I

4.4 ABOR Code
The ABOR Code determines the employment category for the position. These categories are defined by either

Arizona Board of Regents or UA policy. The system leaves this field blank by default. You will need to select ‘Student
Worker’ as shown below:

1. Click on the drop down menu and select ‘Student Worker’.

"ABOR Code: 2

Job Title: Academic Professional

-HR Dept: Administrative
Athletic Director

-Location: Classified Staff
Faculty

-Position FTE: Graduate Assistant/Associate .
Head Coach L

“Alternate Title: Postdoctoral Scholar

Works with Animals?: [J| President iy
Professional

Supervisor Posn: Senvice Professt 2

Student Worker
University Staff
~

Time Appv Posn

4.5 Job Title
The Job Title is the generic job title associated with an existing job code in the system. The list is limited to only
those job titles for the ABOR code ‘Student Worker’ previously selected. See the Student Worker Job Classifications
and Pay policy for additional information. The system leaves this field blank by default. You will need to select the
applicable Job Title:

1. Click on the magnifying glass to search for an available list of job titles/job codes for student employees.
2. Select the applicable Job Title for the position.
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General Information

* Eff Date: 0710172023
* Eff Status: Active
Reason: NEW New Position

~Class Indc: Student Employees v Position Type Cd:

Look Up
setiD: uAzoo
UA ABOR code: Student Worker
| Job Code: | begins witn + |
NI
| Description: | begins with + |

Q| Academic Rank: | begins with v |

*ABOR Code: | student worker
Job Title: [
HR Dept: Q|
Location: TucsON Q@
Work Study Spitt: [NONE q]

“Altemate Title: [Sludem Group B
Works with Animals?: ()

o

Supervisor Posn:

Time Appv Posn:

o

¥ UA Title Information

UA TitleWorking Tite:
~ Encumbrance Information

Not Eligible for Work Study
~Position FTE: 0000 | - Pooled Position?: 1)
© Usedby Time and La

Search Results
View 100

ob Code Description Academic Ran}
0471 Student Advertising Representative 006

120473 Student Group B 006

120474 Student Group G 006

[120475  Student Group D 006

120476 Student Joumalist 006

[150001 __ Americorps Member-Student 006

3. Review to confirm your selected job title/job code populated into the Job Title field.

Job Title: |$tudent Group B

Q ‘ Jobcode 120473 Details

4.6 HR Dept

The HR Dept field is the department ID used to map the position to the home department. The system leaves this

field blank by default. You will need to select the applicable HR Dept:

1. Click the magnifying glass to search for a list of available HR Dept IDs.

2. Enter your search criteria in the ‘Department’ (look up a department number) or ‘Description’ (look up a
department name) field.

3. Click ‘Search’.

4. Select the applicable HR Dept ID from the search results.

N Date: 0700172023 [z,
* EN Status: Active
Reason: NEW New Position
General Information
.Class Indc: Stugent Empioyees -
" ABOR Code: Student Worker -
~Job Title: oup B
HR Dept
Location TUCSON a
NONE Q
RS Sy Nat Exgible for Work Study
*Position FTE 0.000 Pooled Position?
Alternate Title: Student Group B
Works with Animals?:
Supervisr Posn Q

Department: | bogins with +

Description: | begins with «

Oniy the first 300 results can be displayed.

Department Description

5. Review to confirm your selection populated into the HR Dept ID field.

| HR Dept: [[oros

a

Boyce Thompson Arbaretuml

4.7 Location

The Location field determines the location of the position. The locations associated with positions are limited to
only four campuses. The system defaults the field to “TUCSON’. The other locations are ‘COM_PHX’, ‘UACC_PHX’,

and ‘UA_SOUTH’.

If you need to change the default location from ‘TUCSON’:

1. Click on the magnifying glass to search the list of available Locations.

2. Select the applicable Location from the search results.

3. Review and confirm your selection populated into the Location field.

.Location: [TUCSON Q

Last Updated: 7/25/2023
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4.8 Work Study Split
The Work Study Split field is only available when the Class Indicator value is ‘Student Employees’ and the ABOR
code is ‘Student Worker’. The Work Study Split defines the percent to be paid by the federal work study
program and department accounts. The system defaults the value to ‘None’ (Not eligible for Work Study).

.Work Study Split: NONE Q

Not Eligible for Work Study

If this will be a Work Study position, initiators will need to change the default:

1. Click on the magnifying glass to search for a list of available Work Study Split codes.
2. Select the applicable Work Study Split Code:

e AR100 — America Reads on Campus

e (7525 —FWS Community Service on Campus

e F7525 — Federal Work Study on Campus
3. Review and confirm your selection populated into the Work Study Split field.

“Work Study Split: t7525 Q e

4.9 Position FTE
The Position FTE field determines the Full Time Equivalent (FTE) for the position. This is the percentage of time an

employee works between .025 FTE (1 hour per week) through 1.00 FTE (40 hours per week). The system defaults this
value to ‘0.000’.

-Position FTE: 0.000

You will need to enter the Position FTE; however, keep in mind the following:

Student workers are limited in the total number of work hours per week they may work in all positions (See the
Allowable Work Hours for Student Workers Policy) as follows:

Fall/Spring Semester — .625 FTE maximum (25 hours per week)
Summer/Winter Session —.875 FTE maximum (35 hours per week)
Student Residence Hall Assistants —.375 FTE maximum (15 hours per week) in another position
International Students (J-1 or F-1):
e Fall/Spring Semester — .50 FTE maximum (20 hours per week) without written permission from
International Student Services
e Summer/Winter —.625 FTE maximum (25 hours per week)

O O O O

4.10 Pooled Position
The Pooled Position checkbox determines if the position will allow more than one incumbent into this single
position. If the box is checked, the position will allow more than one incumbent to hold this single position/position
number (headcount greater than 1 in the same position). The system defaults this field to unchecked (not pooled),
meaning one student employee may hold it at a time (headcount of 1).

Important Note: All incumbents in a single pooled position must share identical position attributes. Job Title,
Work Study Split, Risk Management/Security Sensitive status, etc.

If this will be a Pooled Position, initiators will need to:
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1. Click on the ‘Pooled Position’ check box.

2. The system will automatically enter the Position FTE as .250.

| "Position FTE:

0.250

* Pooled Position '?

4.11 Alternate Title

The Alternate Title field is primarily used by Time and Labor to help differentiate the position. Adding an Alternate
Title is highly recommended when a student employee holds more than one position with the same Job Title so they
can report time to the correct position worked. By default, the Job Title is carried over into this field.

“Alternate Title: ‘Studem Group B | ‘
[

The Alternative Title may be customized:

1. Click anywhere in the field and customize the Alternative Title text.

4.12 Works with Animals

The Works with Animals checkbox indicates whether the position requires incumbents to work with living or
deceased animals or by-products. The system defaults this field to unchecked (does not work with animals).

g it]e: Student Group B
\Works with Animals?: (]

Check the box if Works with Animals is applicable to this position.

4.13 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 Edge Learning. The system leaves this field blank by default. You will need to search for and

select the supervisor’s position number:

1. Click on the magnifying glass to begin your search for a Supervisor’s Position Number.
2. Enter additional search criteria in the search fields, such as Emplid, Last Name/First Name, or supervisor’s

Position Number.

3. Click ‘Search’.

4. Select the applicable Supervisor’s Position Number from the search results.

[ q

~ UA Title Information

‘Time Appy Posn:

UATitleWorking Title:  Student Group B

¥ Encumbrance Information
Encumber Position?: 0

Look Up Supervisor Posn

POsN HR Deptid: [ pegins with « |

| Working Title Job Code: | begins witn ~ |

Indicate ifthe person il be particioating in any of the fol
Performing security sensitive functions as def
Role will have significal

Unsupenvised contact
Ow  Unrestricted access io)

Oy Role hasbeen design

Ow Owm Driving on University busing
Working in a laboratory setting with any of t

Ow Om Hazardous Cher

Bloodbome path

Radioactive Matef

Om Lasers or other ng

Working in a non-laboratory

Ows  Om Handing animals (living of

0 I
uA Title: | pegins with v |
Encumbrence OverideAmt [0 |
Empl ID: | vegins with |
Encumbrance Froraiion Rule
Last Name: [ pegine with w |
~ Risk Management | Export Control Questi
Risk Managemert. First Name: | vegins with |

Security Sensitive:

Special Tmg Required: | begins with |

Restricted Research:

SetID: IAZ00
Position Number: [ wegins with | 2008505

[ vegins win |

[ vegins win |

‘ cear || cancel | gasic Lookup
Search Resuits

View 100

Working
Position FOS" yob  Title  Title

Number B84 Code &ZE code

Perionming work {hat requi

UA Title/MWorking Title

0123 L0004 151471  W02086  Assistant Director, Academic Ad

Last Updated: 7/25/2023
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5. Review and confirm you selected the correct supervisor. The supervisor’s Title, Emplid, and Employee Name will
appear for your review.

Superviser Posn: | z;;;;; g AssistanlDirector.AcademicAdvisin;|

| 01234567 Wima Widcat |

4.14 Time Approver Position
The Time Appv Posn field identifies the position number of the Time Approver who is responsible for ensuring
timesheets are submitted, accurate and approved on time. The system leaves this field blank by default. You will
need to search for and select the Time Approver’s position number:

1. Click on the magnifying glass to begin your search for a Time Approver’s Position Number.

2. Enter additional search criteria in the search fields, such as Emplid, Last Name/First Name, or Time Approver’s
Position Number.

3. Click ‘Search’.

4. Select the applicable Time Approver’s position number from the search results.

~Location:

Oves

~Work Study Split:
*Position FTE:

“Alternate Title:
Works with Animals?: [J

Supervisor Pesn
Time Appv Posn
¥ UA Title Information

UA Title/Working Title:  Student Group D

¥ Encumbrance Information
Encumber Position?: [J

Vacant Encumbrance Amt: ‘ 0
Encumbrance Override Amt: ‘ 0
Encumbrance Proration Rule: ‘ FiscalYr v

¥ Risk Management / Export Control Questi
Risk Management
Indicate if the person will be participating in any of the f

Performing security sensitive functions as d

Ores
Orves
Orves
Ores

Ono
‘Working in a laboratory setting with any of th

Ok Hazardous Chel 4 Code
Ow Bloodbome pa 036965 [0782 | 196178 (blank) | T27785 Associate Dean, Admissions

Orves
Orves

Crea
[TOCS0N =
‘NONE Q \ i Look Up Time Appv Posn x
0250 | - Pooles Help
‘Sludem Group D SetID: 00
~ | Pposition Number: ‘ begins with 36965

Posn HR Deptid: | begins with ~|

2036965 o Q0 | Assod
\

Working Title Job Code: | begins with ~ |

UA Title/Working Title: \ begins with v|

Empl ID: | begins with ~ |
First Name: ‘ begins with V|
Security Sensitive ‘ begins with V|

(e]™ Role will have signifi
One Unsupervised contact!
Omo Unrestricted access t

(e]™ Role has been designé

Driving on University busil

Special Trng Required: ‘ begins with V|

\
\
:
\
Last Name: ‘ begins with v| ‘
:
\
\
\

Restricted Research: ‘ begins with V|

Search Results

View 100

Working
Posn Job  Tide  Title
Number Deptid Code  Job code

Position

UA Title/Working Title

5. Review and confirm you selected the correct Time Approver. The Time Approver’s Title, Emplid, and Employee

Name will appear for your review.

Time Appv Posn: | [2036965 Q, | Associate Dean, Admissionsl

23456789 Julie Russell

4.15 UA Title Information

The UA Title field will be pre-populated for student employees with their Job Title (See Section 4.5) and cannot be
changed or customized.

4.16 Encumbrance Information

The Encumbrance 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

Last Updated: 7/25/2023
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boundary. Encumbrances 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.

The system defaults this field to unchecked (position is not encumbered). Most student positions are not
encumbered and this section. Do not complete this section unless you will encumber the position.

¥ Encumbrance |nformation

Encumber Position?: [ @ Optional for student and sup comp positions only.

Vacant Encumbrance Amt: | 0 | ©@ Only used when position is vacant.

Encumbrance Override Amt: ‘ 0 ‘ @ Only used when position is fillad.

Encumbrance Proration Rule- |m| © Only applies when one of the above overrides is in effect
—_— (This rule will continue until changed.)

4.17 Security Sensitive Questions
The Security Sensitive Questions below appear for all position requests and require an answer.

Performing secunty sensitive functions as defined in the UA Pre-Employment Screening Policy i ]
(v (o™ Role will have significant financial oversight responsibilities.
Ovee O ne Unsupervised contact with minors who are not enrolled students of the University.

Unrestricted access to residence hall rooms.

Ovee O e Role has been designated by Dean or Vice President as "Security - or Safety Sensitive”.

There is an expanded and newer description for each of these in the UA Pre-Employment Screening Policy. Users

may click the i-doticon @ to display additional information about that section of questions. A message box will
appear with external website links for further review.

If one or more questions are pre-populated with a ‘Yes’ answer and cannot be changed (grayed out), it means that
the HR Background Check Team has marked the position as always security sensitive. Questions may be directed to
the HR Background Check Team at preemployment@arizona.edu.

Note: The answer to these questions drive whether a background check applies to student employees. Under
current policy, student employees who are in security-sensitive positions or who disclose a felony conviction are
subject to a fingerprint-based criminal records check.

4.18 Risk Management Questions
The Risk Management Questions below appear for all position requests and require an answer. You must indicate if
the incumbent will be participating in any of those activities.

O ves O Driving on University business in UA, Rented, or Personal Viehicles.
Workmg ina Iaboratury setting with any of the following: [i]
Dves e Hazardous Chemicals
Oves Ono Bloodborne pathogens or other biological materials
Oves Ono Radioactive Materials
O ves One Lasers or other non-ionizing radiation
O ves O Working in a non-laboratory setting with chemical or biclogical materials
Yes " Handling animals (living or deceased), animal tissues, fluids, or waste byproducts in a research setting
O ves One Performing work that requires personal protective equipment including respiratory and hearing protection
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Users may click the i-dot icon % to display additional information about that section of questions. A message box
will appear with external website links for further review.

4.19 Export Control Questions
The Export Control Questions below appear for all position requests and require an answer. You must indicate if the
incumbent will be participating in any of those activities.

Export Control

i}

Additional information is available on the Export Control Website

Have access to ITAR controlled data, technology, materials information, software or equipment?

Have access to EAR controlled technology or encription software code?
Oves O Involved with a 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. Is sponsored by a defense agency?

e. Is related to space, missile technology, or biolegical/chemical weapans?

f. Requires foreign national approval by sponsor or no foreign nationals are allowed?
Involved with a project that has a technolegy control plan in place?

Have reason to believe the applicant will need an export license?

Users may click the i-doticon @ to display additional information about that section of questions. A message box
will appear with external website links for further review.

4.20 Comments
Initiators and Approvers may add Comments to a request if it has not been fully approved.

UAccess does not require a comment for student employee positions; however, a comment may be added for
reference or to assist the approvers with their review.

Request Comments (2000 char)
You may enter comments in this area. | |

[ )

4.21 Attachments
Initiators and Approvers may upload and remove Attachments to a request. Attachments for Position Create/Modify
Requests can be viewed by anyone who has access as an initiator or approver.

UAccess does not require attachments for student employee positions.

Attachments

‘a’; ‘ ‘ Ql View Al
‘ i ‘ D ipti | Attached File

+  AddAttachment —  Delete Attachment

View Attachment

4.22 Submit Request for Approval
To submit the Position Create/Modify Request for approval:

1. Click the ‘Submit’ button.

‘E‘ ‘E‘ View Al

‘ View Attachment ‘ Description ‘ Attached File

+  AddAttachment —  Delete Attachment

(e} ‘ View Attachment
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2. Once the request is submitted, the workflow will display the routing steps to final approval by Workforce Systems.
The number of steps may vary.

Create or Modify Positions
Transaction 2200409:Pending

tiator is not Col Appro
ending T ot Routed | ot Routed T
Multiple Approvers ST Multiple Approvers || Multiple Approvers =
(§) PMHR Departiment Approver [ PM College Approver PM Systems Control Approver
&

5.0 Modify an Existing Position

The Modify an Existing Position option allows the initiator to modify attributes on a position. The following
attributes are available for modification:

e Effective Status (Inactive/Active)
e  Work Study Split

e Alternate Title

e Works with Animals

e Supervisor Position

e Time Approver Position

e Encumbrance Information

e Security Sensitive Questions

e Risk Management Questions

e Export Control Questions

Click on ‘Modify Existing Position’.

Search for a Position number using the magnifying glass or simply enter a Position Number and select ‘Continue’.
The Create/Modify Request opens with the existing position attributes.

Make the applicable changes to the fields.

You may add comments or attachments, if desired.

Submit the request for approval.

o vk wWN R

Note: Refer to Create a New Position for detailed information on each fields.

5.1 Eff Status: Inactivate Positions
In Modify Existing Position, the Eff Status field allows the initiator to make a position inactive. However, the position
cannot be inactivated when at least one current or future incumbent exists.

" Eff Status:

Reason:

ABOR Code:
lobcade: TS T

6.0 Approve/Deny Position Management Requests
Position Create/Modify Requests that are pending approval can either be accessed through your approvals pagelet
or the Manage Position Create/Modify path. 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.
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To approve a Position Create/Modify Request:
1. Click on your MSS WorkCenter & Approvals tile on your MSS homepage

MSS WorkCenter & Approvals

Eie

2 Pending

2. If you have any Position Management requests ready for your approval, they will be listed in your MSS
Approval Summary with a count of the number of transactions pending.

MS S Workcenter |E| «

MSS Tasks MSS Inquiry/Reports Resources MSS Year End
MSS Approval Summary o

= 4w

Transaction Type |CU|Im

[Posion tanagement E |

3. Click on the Position number of the request you wish to review and approve.

Pending Position Management

‘Pusitinn ABOR Code | Alternate Title | HR DeptlD | Dept Name Eff Date
BT oo oot ot o Pt S o5
4. The Position Create/Modify Request will open for your review.

a. You may add a Comment and click ‘Save Comment’ (optional)

b. You may add or delete an Attachment (optional)

5. Choose your action:

a. Click the ‘Approve’ button. Your approval step change to ‘Approved’ and the transaction will route
to the next approver in the chain.

b. Click the ‘Deny’ button. Denying a transaction will require a Comment. Once the transaction is
denied, it will not continue routing and will be ‘view only’. No further action can be taken on the
request. UAccess will send an email notification of the denied request to the initatior.

c. Click the ‘Exit’ button to leave the transaction without taking action.

7.0 Frequently Asked Questions
1. How can I change an existing position to pooled?

Please contact HR Workforce Systems at workforcesystems@arizona.edu to change a position to pooled. Please
include the position number in your emailed request.

2. How do | change FTE for a student employee position?
You will need to update the FTE on the New Hire or Job Change transaction.

3. Can | change the Job Title on a position from Student Group B to Student Group C?
No, you will need to create a new position with the Job title of Student Group C.

4. We would like to move an employee’s position from our department to another department, how can | do
this?

You will need a vacant position in the new department then process a Job Change (Position/Assignment Change)
to move the employee to the new position in the new department.
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