
What position to use?

Determine whether you have a position you can 
use for your new hire

• Search for positions in your Unit
• Search for positions by E-class or P-class in 

your Unit
• Search for incumbents in your position



Steps to help you determine if you have an existing Position:

1. Go to NBAPOSN by entering NBAPOSN on the General Menu 
and hit enter

2. Click the drop down arrow next to the Position Number field 
(positions for entire University will display)

3. Click the Enter Query icon, or hit F7 on your keyboard
4. Tab to or click on COA and enter Chart of Accounts, then enter 

your Organization Code
5. Tab to or click on Employee Class and enter E-class code, or 

tab to or click on Position Class and enter P-class code
6. Execute Query by clicking on the Execute Query icon or hit F8 

on your keyboard
7. If the query returns a record that displays as your position, you 

may double-click on that position number and the completed 
NBAPOSN form will display



How to Search for existing positions in your Unit

How to get started? 
•Type in the position form name NBAPOSN
•Press Enter key

NBAPOSN



Click on the drop down arrow
to begin your search 



NBQPOSN-Position List 
You will see a list of all positions in the 

University

Position numbers that begin with “C” followed by 5 digits are positions that are 
assigned to Chicago campus; 
Position numbers that begin with “S” followed by 5 digits are positions that are 
assigned to the Springfield campus; 
Position numbers that begin with “U” followed by 5 digits are positions that 
are assigned to the Urbana campus.



How to query the position list

1. Select “enter query” (10th icon from left of screen or using keyboard, select F7)
2. Tab to COA field; enter your COA, “1” or ”9”
3. Tab to Budget Orgn field; enter your org code
4. Select “execute query” (11th icon from the left of screen or using keyboard, select 

F8)
5. All positions that are “owned” by that Budget Org code will return to the screen.  (A 

scroll bar on the right of the screen will allow you to see more rows.)



NBQPOSN-Position List
Query results

This screen shows a combination of position information from the
NBAPSON and NBAPBUD forms.  



On NBQPOSN, to limit a position search by a specific 
Employee Class, in addition to the COA and Org, enter 

the specific Employee Class code of the positions you are 
querying

In this example, HA is used to search for academic hourly positions.

If you wanted to search by Position Class, follow the same steps as 
well as enter the P-class code you wish to search on.



Results of query by a specific e-class, example 
used on this screen was HA (Academic/Grad 

Hourly)

The query returns all Academic and Grad Hourly positions in this Budget Org.



NBIPINC- List of Position Incumbents

From the NBAPOSN screen, go to Options on the menu
Select “List of Position Incumbents”



NBIPINC-List of Position Incumbents 
A query form to find who is in the position as of the query 

date

Using this query form will help you determine if the position is filled or vacant.

To enter a query on this form, you must enter a position number. The query date will default 
to today’s date unless it is changed.  Then “Next Block” and the bottom of the form will 
populate with the position incumbent as of the query date.

To leave this screen, click on the black X at the end of the tool bar.
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NBIPORG- Position List by Organization
A different position query form

From the NBAPOSN screen, go to Options on 
the menu

Select “List of Positions by Department”



NBIPORG-Position List by Organization

Using this query form can help you determine what positions are already created 
that belong to the Org you are working with.

To enter a query on this form, you must enter your COA and Org code.  The 
query date will default to today’s date unless it is changed.  To populate the 
form, select “Next Block”.


