What position to use?

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

« Search for positions in your Unit

e Search for positions by E-class or P-class In
your Unit

e Search for incumbents in your position




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

1. Goto 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
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How to get started?
*Type in the position form name NBAPOSN
*Press Enter key




Click on the drop down arrow
to begin your search
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Position Number:

ey

Position Status:

Type:
Position End Date: COA:

Position Begin Date:

Compensation and Classification

Position Class: | [T| Appointment Percent:
Position Title: |
Employee Class: [TF [ Exempt Indicator
-
[} S iorit
salary Group: | [Tl ccrue Seniority

Salary Table:
Salary Grade:

Range Low:
Range Midpoint:

Salary Step: [T Range High:
Reports To: | [Tl Step Value:
-
Probationary Period:
O~
e

Record: 151 | |
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NBQPOSN-Position List
You will see a list of all positions in the

Eile Edit Cptions Block Item Record Query Tools Help
=2 BIEEER I E I ElE =@ 1 X
BAMDE =
Employee Budget Position

Position Title Class COA Orgn Description Begin Date End Date Class Status Type
iujupRcis |LLIMP I? ’2_ |21?DDD Inst. for Math & Science Educ F0-148M-Z006 LumMpP ’A_ ’P_ =
000136 |COORD RSSPT PICOR WISTH [Ha [z 653000 |Ctr for Rsch On Women & Gend 01-oCT-Z005 RARCF [a [s
000157 |Graduate Hourly [Ha 2] 316000 |Histary 10-0oCT-Z005 CFEAM 3 [s]
nOn1Es |RES ASST PROF [aa [z 245000 [Community Health Sciences 16-SEP-20085 BACGA [a [s
|oooi3s [RES assST PROF IF ’2_ |zas000 [cemmunity Health Sciences [1e-sEP-z00s [ [Bacsa ’A_ ’S_ -
[ooD1a0 [xH SEM SERWS (LUD [en [+ 371000 [Center for Teaching Excellence [19-auG-z00s | [so501 [a [F] =
|E|D|3141 |F'r|:|grarn Manager '? ,? |912|3E|El |Per Conf-Onderdonk |14—NOU—2|3E|5 | |SA»"—\..C\A ,»"—\.7 ,; E
[oooiaz [oTHAC 12Mo AcPRO |T ’2_ |[z41000 [anthropology [os-aus-zoos [ = ’A_ ’S_ i
[oooias [Lump e [z |zz7o000 [Physical Therapy [01-mar-zoos [ [Lurp [ [e
|ooo1aa [LECTURER [aL [+ |[#13001 [chemistry admin [z6-aPR-z00s [ [ecEan [a [=
|E|D|3145 |CLIN INSTR IK ,2_ |32?UDD |Physic:a| Therapy |19—.C\F'R—2E|E|5 | |BCDFD ,»"—\._ ,S_
[ooo1ae [Post-doc [pa |1 |sss0os [DoE |os-aPR-zo0s | Bt [a [ —
[ooo1a7 [Do moT usE [en o [407o00 [Human Rresources - LIS [zs-aPR-zoos [ [a0a1s [a [P~
oooias [Lume e [z 01-1aM-2Z005 Z9-IUN-zZo05 Lurp [z [p
000149 [LumMP EE 01-JAN-2005 Lurp 3 [P
aooo1iso COORD CHMHSY aCCsWY IK ,2_ 207013 Recreation Fitness Services 27-1AarM-Z005 R o oy ,»"-\_ ,S_
|ooois1 [uis RES scHoLAR [ee |1 |7o700%= [1nst of Aviatn-Grant [14-aPR-zoos [ |eEFGF [a [=
[oooisz [sPEc lea |2 |zz4000 [vice Pres for Administration [0z3ar-zo0s [ B [a [=
|oooisz [Lume [tcp ' [8  |e24000|vice Fres for Adrinistration [16-rowv-zooa [ [Lure [ [r
|[ooois4 [Grad Teach asst [ga” |17 [ [ [01-3ar-zo0s [ [casha [= [s
|[oooiss [oTHAC <9Mo INSTR CLMCL [aF [z |s57000 [Reg Mursing Program: Guad cit [te-aus-zooa [ [ecDFa [ [=
|oooise |GrRAD RES asST [za |1 [zz201z[cRAc [oz-sEP-2004 [ |[casca [a [=
|E|D|3157 |OTH.C\C GO LOCTUR WISTR 'ﬁ ,; |734UDD |P|:|Iitic:a| Science |29—SEP—ZD|34 | |BAE»"—\.F ,? ,; -

Fosition Rumhber | J

Record: 147 | | | | | =osc=

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
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Select “enter query” (10t icon from left of screen or using keyboard, select F7)

Tab to COA field; enter your COA, “1” or 79"

Tab to Budget Orgn field; enter your org code

Select “execute query” (11t icon from the left of screen or using keyboard, select
F8)

All positions that are “oyvned” 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.)
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Position [} lass r Description Begin Date End Date Class Status Type
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NBQPOSN-Position List
Query results

£ Oracle Developer Forms Runtime - Web: Open = NBAPOSN - NBQPOSN

This screen shows a combination of position information from the
NBAPSON and NBAPBUD formes.
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Title Class COA Orgn Description Begin Date End Date Class Status Type
™ |visiting Research Specialist i [ea [t [zeo000|[Psychology [15-FEB-2004 | [raccr & [z =
|uoosez [academic Hourly [Ha [t [290000[Psychalogy [o4-28m-2004 | ErT & [
[uooBEs [acaderic Hourly e [t [z9=000[psychology [1z-18M-2004 | [saaaa [a [p
[boss7s [U ws EnNTRY LEVELAUNSKILLED  [sa [t [299000 [Psychology [15-auG-zo04 | [21-mav-zoos [3wan1 = [P
|ungozs |sPEC RsDIS [ea [t [z99000|Psychalagy [o1-1uL-zo03 | [sacan s [s
[uzz355 [PROF EMERITUS s [1 [z9=000[Psycholoay [01-30L-2004 | [BEABG [ P
[uzzze1 |[coORD OF RES PRGMS [ea |1 |zas000|Psycholoay [o1-30L-2004 | [Rarca o |s
|uzz3sz [coORD OF RES PRGMS ea [t [zeo000|[Psychology [o1-30L-z004 | [repPca & [s
[uzz362 [RES SPEC OF BEHAWIORAL SC.  [BA | [t [zo9000 [Psycholoay [01-30L-2004 | [zacca PN E
[uzz364 [RES SPEC OF BEHAVIORALSC.  [Ba | |1 [z22000 [Psycheloay [o1-30L-z004 | [sacca [« |5
|uzz36s [POST DOC FELLOW [z [t [299000([Psychalogy [o1-30uL-2z004 | [cELAA &[5
[uz3ans [wisiting Scholar ba ' [1 [z9=000[Psychology [p1-10L-z004 | [BEFAF [a [s] —
[uz3410 [Rescach Specialist ea [t [zec000|[Psychalogy [o1-30L-2004 | Ere & [z
[uzzazo |[PosST DOC FELLOW [ee |1 |za9000([psycholoay [o1-30L-2005 | [cEUAA o |s
[uz34z1 [POST DOC FELLOW [ze [t [z9=000[Psycholoay [o1-30L-2005 | [cELAA & s
[uzz428 |[Romana Professarial Scholar [an |1 |zs9000|[Psycheloay [o1-30L-2005 | [eanEn & s
|uzza34 [POSTDOC FELLOW [ze [t [zeo000|[psychalogy [o1-30L-2005 | [cELAA [« |5
[uzz437 [PoSTDOC FELLOW [ze [t [ze=000[Psycholoay [o1-30L-2008 | [cELAA e
[U30137 [Coard of Research Programs ,; |1— [z9=2000 [Psychology [p1-DEC-Z004 | [Rapca |? E
[usozie [coorD oF RESEARCH PROGR:  [Ba | |1 [z22000 [Psycheloay [o1-FEB-200S | [RepPca & [z
[usnzza [wisiting Scholar a ' [1 [z9=000[Psychology [o1-FERB-200S | [racaa [a [s]




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

guerying
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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
Hourl
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Title Class COA  Orgn Description Begin Date End Date Class Status Type
ETR |Academic Hourly Ha [t [z99000 [psycholagy 04-1aW-zo04 | [sAaAa b P~

|unoas4 |Academic Hourly Ha [t [z99000 [psychology lz-3aH-zood | sanaa b
[Ugn644 [GRAD HOURLY [Ha [t [209000 [Psychalogy [30-1UL-zood | [cFsaa |
|U6D714 |GRAD HOURLY a [t [299000 [psychalogy [13-AUG-2004 | |cFsaa N
|us4azs |Grad Hourly IH |1_ 233000 Psychology l18-1aW-zoO4 | |cFsaa |? E
[ugaa4s [sPEC [Ha [t [299000 [Psychalogy [o1-auL-zoos | [sasan o s
|u77088 |SPEC a [t [299000 [psychalogy jo1-luL-zoos | lsanan o [z
|U79791 |GRAD HOURLY a [t [299000 [psychalogy jo1-juL-zoos | [SETY a5
[us7s31 [sPEC [Ha [t 299000 [Psychology [o1-auLzoos | [sanas &[5
|usB237 |GRAD HOURLY a [t [299000 [Psychalogy jo1-uL-zoos | |cFzaa b s
|usszas [sPEC a [t [299000 [psychalogy jo1-uL-zoos | [sasan &[5
[usss7 [sPEC [Ha [t [z93000 [Psychology [01-30L-2003 | [sAnAA W s
\uszszo |sPEC Ha |1 [299000 [Psychalogy lot-auLzoos | sasan & [z
lus7a11 |sPEC Ha [t [299000 [Psychalogy lot-auLzoos | sasan & [z
| | [ O[] | | | [
. . — = : : . . = -

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




NBIPINC- List of Position Incumbents

& Oracle Developer Forms Runtime - Web: Open = NBAPOSN
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PositioN Budget Totals [MBIRBTOT]

Salary Bdget History [MBIBHSF]

... Premium Efyrnings Budget History [NBIBHSR]

Positit i ge actuMN\Budaget History [NBIEHSF]
Fringe ChargeNgack Budget History [MBIBHSC]
Job or Assignmeyt Detail [MNEAIOBS]

Positio Job or Assignmen®\List by Employees [MBIILST]

Descriptions [PAMCDES] on End Date: COA:

Positio Position Classificatid
Position Descriptions

Position Requirements

C o Sk

List of Positi sss [NBIPLST]
Positia Position Req Appointment Percent:

Positio spplicants by
Emplo1 List of Positio

) i [ Exempt Indicator
List of Candid

= [ Accrue Seniority

Range Lows:
Range Midpoint:

Salary Group:
Salary Table:
Salary Grade:

Salary Step: Range High:
Reports To: Step VYalue:
[T
Probationary Period:
_F

From the NBAPOSN screen, go to Of)tions 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
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Position Number: [uzisor [+ Query Date: [1o-mav-zoos [ Status: [a
Title: |academic Hourly Budget FTE: 1.00
Position Begin Date and End Date: |01—SEP—2005 Filled FTE: Ii.oo

D Mame sSuff Status FTE Begin Date End Date
200400000 Kitty R C [o0 ] [& [ oo [25-sep-2005 I
. . itty att o B
- I [ [ [ - -
| I [ [ [ . .
- I [ [ [ - -
[ I [ [ [ [ [
| I [ [ | r r
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- I [ [ [ - -
[ I [ [ [ L [
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[ I [ [ [ [ .
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[ I [ [ [ . .
] I [ [ L I I
FTE Total: | .oo
Identification Mumber. | v‘]

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.




NBIPORG- Position List by Organization
A different position query form

& Oracle Developer Forms Runtime - Web: Open > NBAPOSN
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Position Definition B IS« 221 @ X
Position Budget Totals [MBIBTOT]

Salary Budget Histaory [MBIBHSP]

Premium Earnings Budget History [NBIBHSR]
Fringe Actual Budget History [MBIBHSF]

Fringe Charge Back Budget History [MBIBHSC]
Job or Assignment Detail [MBEAIOBRS]

Positio lob or Assignment List by Employee [NBIILST]

Positio

——

Positio Position Classification Descriptions [PASACDES] on End Date: COM: l_
Position Descriptions [PAAPDES]
Position Requirements [PasPRED]
List of Position Incumbents [NBIFPIMNC]

Comg

List of Positions by Position Class [NBIPLST] )
Position Requistion Information [PAAMRECQL] Appointment Percent:

Positid spplicants by Requisition/Position/Position Class [PAIPOSH]
Employ List of Position Requisitions [PAIRECL]

List of Candidates by Requisition [PAIRCAMN]
Salary Group: | [T|
Salary Table: I_F Range Low: ’7
Salary Grade: F Range Midpoint:
Salary Step: I_F Range High: ’7
Reports To: | [T| Step value: ’7

[ I
—

[ =
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Positia

[ Exempt Indicator

[ Accrue Seniority

Probationary Period:

Faosition Mumber; press LIST for valid Position Mumbers |
Record: 171 | | | | =osc=

From the NBAPOSN screen, go to Options on
the menu

Select “List of Positions by Department”




NBIPORG-Position List by Organization

coa: [1 [+ Organization: [z29000 [~ [Psychology Query Date: |03-JUL-z00s [
Budget Johb Annualized
Position Title Status Begin Date End Date Type FTE FTE FTE

|wisiting Research Specialist i [a [15-FEB-2004 [ [s | 1.0000 | .ano | -

[uoosss |cademic Hourly F [04-38m-z004 [ |P— | 1.0000 | 000 |

[uoossa [scademic Hourly [ [12-38M-2004 [ R [ 1.0000 | .ano |

[uogszs |sPEC RSDIS [a [o1-3UL-2003 [ [s | 1.0000 | .000 |

[uzz3ss |PRoF EMERITUS [a [o1-3UL-2004 [ P | 1.0000 | .000 |

[uzzzs1 |cooRD OF RES PRGMS [ [01-7uL-2004 [ [s [ 1.0000 | 1.000 |

[uzzzs2 |cocRD OF RES PRGMS [a [o1-3UL-2004 [ [s | 1.0000 [ 1.000 |

[uzzze3 |RES SPEC OF BEHAW SCI [a [o1-3UL-2004 [ [s | 1.0000 [ 1.000 |

[uzzz84 |[RES SPEC of BEHAW SCI [ [01-7uL-2004 [ [s [ 1.0000 | 1.000 |

[uzzzes |PoST DoC FELLOW [a [o1-3UL-2004 [ [s | 1.0000 | .000 |

[uz3a08 |wisiting scholar [a [o1-3UL-2004 [ [s | 1.0000 | .ano | o

[uzza10 |RES sPEC [ [01-7uL-2004 [ [s [ 1.0000 | 1.000 |

[uzzaz0 |PoST DoC FELLOW [a [o1-3UL-2005 [ [s | 1.0000 | .000 |

[uzzaz1 |PoST DoC FELLOW [a [o1-3UL-2005 [ [s | 1.0000 | .000 |

[uzzazs |Rermano Professarial Scholar [ [01-7uL-2005 [ [s [ 1.0000 | .ano |

[uz3434 |PosTDOC FELLOW (& [01-30L-z00s [ [s] | 1.0000 [ .oom |

[uzza37 |PosTDOC FELLOW [a [o1-3UL-2005 [ [s | 1.0000 | .000 |

[uzza41 [PosTDOC FELLOW [ [01-7uL-2005 [ [s [ 1.0000 | .ano |

[uzzaaz |PosTDOC FELLOW [a [o1-3UL-2005 [ [s | 1.0000 | .000 |

[uzzaa3 |PosTDOC FELLOW [a [o1-3UL-2005 [ [s | 1.0000 | .0a0 | -

Fasition Mumber.
Record: 17 | | | =08C=

1

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”.




