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General rules



Position Maintenance
Who Is responsible for position maintenance?

Central HR Offices are responsible for the maintenance of the following
positions:

Permanent/status Civil Service positions
o  Extra Help Clerical positions
e  Undergraduate Student positions

Units are responsible for the maintenance of the following positions:
. Faculty and Other Academic
e  Academic Professional
«  Unpaid
Grad Assistants
Hourly (Academic and Grad)

Extra Help non-clerical (Professional, Technical and General
Service)




When to Recycle an Existing Position

An existing vacant position should be reused when:

(a) a position has the same p-class, title, descriptors, etc. for
the new job (a straight replacement)

or

(b) modifications are made in the position form (NBAPOSN)
to reflect a different p-class, title, updated PAPE and
coding changes, etc.

Remember:

positions must remain the same pay ID (ex: position was paid monthly, so
reused position must be paid monthly)

and

modification of faculty and other academic positions require coding
changes on NBAPOSN (descriptors, area of discipline, etc.)




When do | create a new Position?

If you need a.....

 Faculty and Other Academic
» Academic Professional

e Unpaid

o Grad Assistants

e Hourly (Academic and Grad)

« Extra Help non-clerical (Professional, Technical and General
Service)

.....and you do not have a position in one of the above
categories to re-use or recycle



When and why will | do Position Labor
Distribution change?

« when it is a long term change in funding




Position Labor Distribution Change -
Overview of Steps

Determine the Position and enter the position number

Populate the NBAPOSN form by clicking on the “next
block” icon on the tool bar.

Click Options on the menu-select Position Labor
Distribution

Revise the Position Labor Distribution-- this 1s where the
Unit will update the position FOAP information

Save




Step 1. Determine the Position and enter the
position number

:%‘:Dracle Developer Forms Runtime - Web

File Edit Options Block Iterm Eecord Query Tools Help Window

SR ENEEE R EEE TN

%8 Position Definiion MBAFOSM 6.0.1.1 (BANPROD) (1UIUC) Enter the
Position Nurnber. |WREER .| || position number
Fuosition Status: Type:
FPosition Begin Date: Fosition End Date: COA; I_

Caompensation/Classification Information

Fuosition Class: I _I Appaintment %a: I

Positian Title: Exermnpt Indicator: r
Employee Class: _I Accrue Seniority: [
Job Progression:

Salary Group: _I Range Low:

Salary Table: Range kidpoint:

_| Hange High:

Step “alue:

| BN
Job Location: I

Salary Grade:

Salary Step:

Salary Group Desc:
Reports To:

s

IS

[ |
Wyork Schedule: I

I—

I_

FProbationary Period:

Bargaining Unit:




Step 2. Populate the NBAPOSN form by clicking on
the “next block” 1con on the tool bar

Next block icon

Eg_;’,;l]racle Developer Forms Runtime - Web EI

File Edit Cptions Block Itern Record Query Tools Hel P

S [=lEy EIE Ebd B 5 B3 B

*ROD) (1L

=S S = ===
efinition MNBAFC 1.1

Position Mumber: IUUUU3U I

Position Status: Active Type: Fooled
Fasition Begin Date: 01-FEB-2004 Pasition End Date: COA: |1_

Compensation/Classification Information

Fosition Class: ! IASTFE 9MO GRDAF TEACH E Appointment % I 100.00
Faosition Title: Grad Teaching Assistant Exempt Indicator: I
Employee Class: GA IGraduate Assistants E Accrue Seniority: |

Job Progression:

Salary Group: 2008 E Range Low: —100
Salary Table: e Range Midpoint: 1.00
Salary Grade: LUMDFD Fange High: ICEEEENT
Salary Step: 0 E Step VWalue: ]
Salary Group Desc: Gradf/Fst Do Res/iRsdntsfintrns

Reports To: I E

Wyork Schedule: I
Probationary Period: I

Job Location: I

Bargaining Lnit: IGA IU-Graduate Employee Union




Step 3. Options-select Position Labor Distribution

E%gﬂracle Developer Forms Runtime - Web

Block [tem Record Query Tools Help WYindowe

i”“‘il Eosition Budget Infarmation ﬂ _LII iI '_"lxﬂlx—frjl T I_); |;< I ﬂl _I _I

Salary Budget
Comments [———_

Eringe Benefit Information
FisopeBtaminn Earnings Total L IﬁcadIPrD 12mth Ben Elig
Bosition Labor Distributions FEC ITWEBSF VST
LTgArTiA00rT Trdarir=1Ter
Croganization UnTransier

Position Budget Totals Information [NEIBTOT]

Stalt o cition Definition Detail [NBAPOSN] ngle  © Pacied coa [1_|

Position Budget Totals [MBIBTOT]

Salary Budget History [NEIBHSP] =1 E3
BT Premium Earnings Budget History [MBIBHSR] Date Creataed: m =
Eringe Actual Budget History [NBIBHSF] —I At
Status: Erings Charge Back Budget History [MBIBHSC] Salary Group: I
COA  Fiscal Year Definition [NBAFISC] Basze Units: 12
Jobitssighment Labor Distribution History [NBIJLHS] Create FTE/Salary Records: I
__ JobrAssignment Detail [MBAJOBS] .
Positio b, ition Descriptions [PAAPDES] ;pmntment Bl [FTE
o
Position Requisition Infarmation [PAAREQL] W — I 1
List of PFosition Requistions [PAIREGL]
Budgeted Encumbered Expended Rermaining
Salary: || | hd

10



Step 4. Revise the Position Labor Distribution-- this is where
the Unit will update the position FOAP information

Eé:’,il:lracle Developer Forms Runtime - Web

File Edit Cptions Block lterm Eecord Ciuery Help Windowe

| BELY EHiE EEE =iEESE B FAE 5ol E E K3
“galPosition Budget MBAPBUD 6.0.0.1 (BANPROD) 111
Fiscal Year: [zo0a | I Employee Class: A ICS FSHipay MN/E Ben Elig
Fosition Mo: UBZ2568 _I Position Title: FLC TELECOM (LU}
’é:EI Fosition Labor Distribution RBAPBLID 6001 (BARFPROD) {1 LI
= 2004 Orgn BE4000 FTE 1
Stat AR d Budget 1D HZ004 Date Created 01-JUIL-2003
CoA [1 ] Ph HLAB04 |  Salary Group
Budgeted Encumbered Expended Hemainin ]
Salary | [ || [ |1 ] | [ ]
Mo Ind IF d IOrgn I Acct I Prog I Salary Budget Percen t =
= | 100004 GE4000 2132300 GE4001 oo 100,00
— -
JEC [ | |
Totals: I oo I 10000
| | il

a)
b)

Tab to the Percent field in the FOAPAL line(s) to be removed/changed and
enter “0” or new Percent

If additional FOAPSs are needed, click in the next row or line; enter the “new”
Fund, Org, Account, Program (FOAP) lines codes and Percent.

(ex: If splitting from one FOAP to two or more FOAPS (such as 60/40 or
33/33/34, etc.), enter additional FOAP and Percent lines. Remember Total
Percent must equal 100.00)

Step 5. Save the record 11




When and why will | recycle a vacant position
to change It from single to pooled?

 to conserve position numbers

 done only when the new position class is approved for
being pooled (see list)

12




Employee Classes that use “pooled” positions
Academic Hourly * Extra Help
--Non-clerical (general
Grad Hourly services, technical,
Fellowship professional)
--Clerical
Student e Grad Assistant (pooled
--Federal Work by Title, such as Teaching
Study Associate-Math; Grad
Assistants that Tutor)
--Non-Federal Work « Unpaid — pooled by
Study pclass
13




Recycling a vacant position to a different position type

single vs. pooled

File Edit Options Block ltem Record Query Tools Help wWindow

IR i EEE =EmEE E 2 sl o b o [ 7 X
[ _ |

’E_El Position Definition MBAPOSH 6.0.1.1 (BANPROD) (1UILUC)
Fosition Murmber: IU':”:”:'11 |
Position Status: Active Type: Poaoled
Pasition Begin Date: 02-FEB-2004 Fosition End Date: COA; |1_

Compensation/Classification Infarmation

CESAS IASTFE HRLY GRDAP _| Appointment % m
Position Title: Grad Hourly Exempt Indicator: I
Employee Class: Wlﬂcademichrad Houry _I Accrue Seniority: .l

Job Progression:

Fosition Class:

Under the Position Number, you see the position status and type.

If a position is “single” this means one position to one job and a “pooled” position
means one position to many jobs. For example, an Accountant | position has one
job. A Grad Hourly position has several jobs under the same position number. The

field used to maintain the type of position is on NBAPBUD.

14




Position Type

E%gl]racle Developer Forms Runtime - Web

File Edit Options Block term Record Query Tools Help Window

BRI HE EEE EEsE E 2 sl 5] E H EY

"8 Position Budget NBAPBUD 6.1 (BANPROD) (1UILUC)
Fiscal Year: 20045 | Employee Class: IHA |AcademicIGrad Hourly
Position Mo: oot | Paosition Title: IGFEId Hourly

F ] L] ] L] ] L]

Status:

Budget Profile: I

Fosition Effective Dates Budget Roll Rules
Current Salary LI
Mot Applicable ;I

Eegin Date: 02-FEB-2004 Salary:

End Date: Fremium Earnings:

Budget Authorization

Authorized By: I

NBAPBUD: The Position Type can be either “single” or “pooled”. Banner’s
default is set to the “single” type. In this example, to change the type from
single to pooled, tab to the radio button next to “Pooled” or click on it. If the
Budget Profile does not need to be revised, Save the record and now this is a

pooled position.

1N
1




Employee Classes that do not use “pooled”
positions

Academic Professional
Civil Service (permanent)
Faculty

Other Academics

16




Recycling a Position

Using a New Position class

17



When and why will | recycle a vacant position
to a different position class?

e to conserve position numbers

e done only when the new position class is the same Pay ID (example:
was Monthly, new p-class is Monthly

« Example: Position was a Research Specialist and now is being
recycled to a Clinical Psychologist. Both are on the MN payID. You
can do this.

e Example: Position was an Ac Hourly (BW payID) and you are trying
to recycle to an Ac Professional (MN payID). You cannot do this
because of different paylIDs.

18
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Recycling a Position - Overview of Steps

Determine the vacant Position to be used and enter the
position number on the NBAPOSN form

Click on P-class field, highlight and type in the new code

Click on Position Title overtype if need a working title
(ex: ASSOC PROF, COORD, SPECIAL PROGRAMS,
etc.)

Change E-class; if applicable
Save
Click Options on menu bar-select NBAPBUD

Revise the NBAPBUD information (ex: Type or Budget
Profile); Save the record

Revise Salary Budget information; Save the record
Click Options-select Position Labor Distribution
Revise FOAPAL information; Save the record

19



Recycling a Position - Overview of Steps
(continued)

11. Go back to the main NBAPOSN screen - Click Options -
select Position Descriptors; update and then Save the
record

12. Click Options from the NBAPOSN screen again-select
Regulatory Information

a) If changing to an Academic Professional p-class, enter
PAPE number in the National Occupational Code
field, Save the record

b) If faculty, enter the Area of Discipline in the CIPC
field, Save the record

Maintenance of the Position when changing the position class
IS now complete.

20



Step 1. Determine the vacant Position to be used and
enter the position number

:%‘:Dracle Developer Forms Runtime - Web

File Edit Options Block Iterm Eecord Query Tools Help Window

HPILY x| ElEE == S e sl ok jo 7 %

"3 Position Definiion NBAPOSN 6.0.1.1 (BANPROD) (1UIUC) Enter the
— =Y
Position Nurmber: |NOMER | position number

Fuosition Status: Type:
FPosition Begin Date: Fosition End Date: COA; I_

Caompensation/Classification Information

Fuosition Class: I _I Appaintment %a: I

Positian Title: Exermnpt Indicator: r
Employee Class: _I Accrue Seniority: [
Job Progression:

Salary Group: _I Range Low:

Salary Table: Range kidpoint:

_| Hange High:

Step “alue:

| BN
Job Location: I

Salary Grade:

Salary Step:

Salary Group Desc:
Reports To:

s

IS

[ |
Wyork Schedule: I

I—

I_

FProbationary Period:

Bargaining Unit:

21



Populate the NBAPOSN form by clicking on the
“next block” 1con on the tool bar

Next block icon

Eg_;’,;l]racle Developer Forms Runtime - Web wl
Eile Edit Options Block [term Eecord Query Tools Hel W on
RIS Hix S = srpsE] polee] B El E B

1efin 5.0.1.1

n Definition ~

Position Mumber: IUUUU3U I

Fasition Status:
Fuosition Begin Date:

Fasition Class:
Fasition Title:
Employee Class:
Jdob Progression:
Salary Group:
Salary Tahble:
Salary Grade:
Salary Step:

Salary Group Desc:
Reports To:

Work Schedule:
Probationary Period:

Bargaining Lnit:

Active Type:
01-FEB-Z004

Compensation/Classification Information

Fosition End Date:

|ASTFE aMO GRDAF TEACH E

Grad Teaching Assistant

GA |Graduate Asgistants

200

LNMDFD <

=

Foaled

COA |1_
Appointrment ¥ I 100.00

Exempt Indicator: =
Accrue Seniority: |

Range Low: 1.00
Range Midpoint: 1.00
Range High: IEEEEELT
Step “Walue:

GradfPst Dc Res/Rsdntsfintrns

|
—
—

Job Location: I

IGA -Graduate Employee Lnion

=

22



Step 2. Update the Position Class Code
Step 3. If necessary, overwrite Position Title with the working
title
(ex: ASSOC PROF, COORD, SPECIAL PROGRAMS, etc.)

3a. Enter new
P-Class code

on MBAPOSH 6.0.1.1 (BANPRODG {1 LILIC)

Pasition Murmhber: IUDUU3U |

Active Type:

Position End Date:

01-FEB-2004

mpensation/Classification Information

Fosition Class:

Fastion Sraius
Fosition Begin Dake:
CASHA

Employee Class:

Job Progression:
Salary Group:
Salary Tahle:
Salary Grade:
Salary Step:

Salary Group Desc:
Reports Ta:

Wiark Schedule:
Frobationary Period:
Bargaining LInit:

Single

Appoi

Exempt Indicator:

coa |1

3b. Overtype position
title with the correct
working title

' I
IHIW_I Agccrue Seniority: r
2008 _I Range Low: 1.00
ve Range Midpaint: 1.00
LUMDFD _I Range High: SE8859. 00
o Step Walue:

GradiP=t D Res/Rsdntsfintrns

|
—
—

G

Jdob Location: I

L-Graduate Employee Linion

S

23




Step 4. Change the E-class, if needed
Double check the defaults to make sure they are correct

4 C h an g e Definition MBAPOSM 6.0.1.1 (BAMPRODY (1 LUILIC)
the E_CIaSS Pasition Murmhber: IUDUU3U _I

: Status: [Aettve 0 Type: Single |
If needed Eegin Date: 01-FEB-2004 Fosition End Date: CioA; |1_
I Caompensation/Classification Information
FPasitiohClass: 5 IASTFE Mo GROAP TEACH _| Appaintment %: | 100.00
Grad Teaching Assistant Exempt Indicator: i
Employee Class: GA IGraduate Assistants J Accrue Seniority: [T
Job Progression:
Salary Group: 2005 _I Range Low: 1.00 4a DOUbIe CheCk
Salary Table: B Range Midpoint: Lo the defaults to
Salary Grade: JUNDFD _I Range High: 499849.00 * n
Salary Step: U Step Value: make sure they
Salary Group Desc: GradfPst De Res/iRsdntsintrns are COI’I’ECt
Reports Ta: I _I .
Wiark Schedule: I (Sometlmes a”
Frobationary Period: I Job Lacation: I Values |n bOX are
Bargaining Unit: GA  U-Graduate Employee Union -
automatically
filled in but
sometimes not)

Step 5. Save the record

24




Step 6. The Options menu is used to access other
Position-related forms-
select Position Budget (NBAPBUD)

E;f’%l]racle Developer Forms Runtime - Web

File Ecit [lqiaag Block e Record Query Help Window

Bosition Definitian |5| A After Position Definition form

Comments — (NBAPOSN) is revised; go to
[Essition Bugget inBAPBUDI < L Options, select Position Budget

Eegulatory Information J

~ Position History [NBIPOSH] (NBAPBUD)

FPosition Budget Totals [NBIBTOT] Single
Salary Budget History [MBIBHESF] — COA |1_
Premium Earnings Budget History [MBIBHSR] ;
Fringe Actual Budget History [NEIBHEF] il
Positiol Eringe Charge Back Budpet History [NBIBHSC] J Appointrment % | 100.00
Positiol Job/Assignment Detail [MBAJOBS] Exempt Indicator: ™
Employ JobrAssignment List by Emplovee [MBIJLET] J
Jah Prc EBaosition Classification Descriptions [PAACDES]
Sl EDSftfun Descrlptluns [PAAFDES] e 00
Position Requirements [PAAPREQ]
SRIArY | it of Position Incumbents MBIPING] e Midpoint: oo
Salary | jst of Positions by Department [NBIPORG] je High: 9899 00
Salary  List of Fositions by Position Class [MBIPLET] | alue:
Salary Eosition Reguistion Infarmation [PAAREQLY]
Reports Applicants by RequistionPositioniFosition Class [PAIPOSN] __l
Li=st of Position Requisitions [PAIREGL]
Wiark = T ) o
List of Candidates by Requisition [PAIRCARN] o

Position

Positiol

Accrue Seniority: T

Prl:lhatiullaljl T =TT T OO COCHIOTT

Bargaining Lnit: I




Step 7. NBAPBUD-ENnter revised Position Budget Information
Enter Fiscal Year and then “next block™ and the form populates

[E} oracle Developer Forms Runtime - Web

File Edit Options Block [{erm Eecord Query Tools Help Window

P HE=E EEE =EeEmE E = sl b El kB3
[ _ |

g5 Position Budget MBAPBUD 6.1 (BANPRODY ¢ UILIC)
Fiscal Year 2005 | Employee Class: B, IAcad.l'F'rD 12mth Ben Elig
Fosition Ro: V00114 | Fosition Title: SPEC ITWEBSP V3T
Status: Type: & Single o FPaooled COA: |1_ |

Budget Prafile: IR Recurting

Fosition Effective Dates Budget Roll Rules
Begin Date: 16-mMAY-2004 Salary: Current Salary j
End Date: Premium Earnings: Mot Applicable =]

Budget Authorization

Authorized By: I

The two fields updated on this general form are the Budget
Profile and Position Type (Single or Pooled)

26



Step 7. (continued) List of VValues for Budget Profile Codes on
NBAPBUD-displays by double-clicking in field next to blue text,
select one profile code, click “ok” and then save the record

Eg,%l]racle Developer Forms Runtime - Weh

File Edit Options Block [em REecord Query Tools Help Window

P EHE EEE

sl e = i 3 N R S

?:EI Fosition Budget MBAFBUD 6.1 (BARFRODY {1LILIC)

Fiscal Year;

Fosition Mo

2005 _ll

Loao1a

Employes Class: IGA IGraduateAssistants

Fosition Title:

Status:

IActive "I

Budget Profile: I

Begin Date:
End Date:

_ Fosition Effective Dates

02-JAN-2004

Budi

Authorizen

|oRAD RES ASST

Budget Profile (MNTYBPRO)

Description

Open Range - Grant
hdurlti
Maon-Recurring

Open Range - Mon-Recurring

Recurring

Open Range - Recurring

Mot Budgeted

Eindl QK

Qancell

i 1

o g g x
=

Units will only be using
B, N, R or X for positions
they maintain.

27



Step 8. Click Next Block to move to the Salary Budget

or

Click Options-select Salary Budget

E’g‘ﬂracle Developer Forms Runtime - YWeb

File Edit

ry Budget
oo W - - .
RELEND £ osition Definition Detail [WNEAPOSHN]

Faosition Budget Tatals [MBIBTOT]
Fizc Salary Budget Histary [MBIBHSP]

Paogj Premium Earnings Budget History [MBIBHER]
Fringe Actual Budget Histary [MBIBHEF]
Fringe Charge Back Budget Histary [NBIBHSC]
Eiscal Year Definition [MBAFISC]
tatt JohiAssignment Labar Distribution Histary [MBIJLHE]
JohiAssignment Detail [NBAJOBE]
BUS = o st s [P
FPosition Reguisition Information [FAARECLI]
p List of Position Requistions [FPAIREGL]

Block [term Record Guery Tools Help Window

5 = FAElE] sl

o o 2 X

BA IAcadJ’F’rD 12rmth Ben Elig

SFEC ITWEBSP VST

hgle

Begin Date:
End Date:

TE-hAY-2004

Salary:

Fremium Earnings:

Budget Authorization

Autharized By: I

C Pooled  COA |1_J

Budget Roll Rules

Current Salary

Mot Applicable

28



Step 8. Revise the Position Salary Budget Information

’E_;E FPosition Budget NBAPBUD 6.1 (BAMPRODY ¢ LILIC)

Fizcal ¥ear: 2005 | Employee Class: BA IAcad.l'F'rD 12mth Ben Elig
Position Mo: uoo11g | Position Title: SFEC ITWEBSF VST

Status: IActi\re "I Type: @ Single ¢ Pooled COA; |1_ |

’ZE Fosition Salary Budgets HBAPBLID 6.1 (BAMPRODY C1LULIC)
005 Crgr: ] Date Created: 24-AUG-2004 =
Status: Approved Budget 1D: |HZ005 Salary Group:
: i FPhase: HLABDS Base Units: 12
Create FTE/Salary Records: r
Fosition Budget FPosition Annual Budget Appointment Budget FTE
Basis Basis ¥
I 12 7 I 12 <7 100 = I 1
Budgeted Encumbered Expended Hemaining
salary: | | [ L | r

*Make sure the Fiscal Year is current (ex: in the 2005-06 FY, enter 2006)
Status will default as Approved (do not change)

*COA defaults in from the main PBUD screen

*Orgn code may need to be entered

*Budget ID and Phase reflect same as Fiscal Year (H2006 & HLABOG6)
sDate Created should be the same as the Position Begin Date on main PBUD form
«Salary Group stays blank

*Base Units is to be 12 (monthly) or 26 (bi-weekly)

*Budget Appointment % is 100

*Budgeted FTE is 1.0

*Budgeted Salary (amount) is zero

«Save the record

29




Step 9. Click Options-select Position Labor Distribution

E%gﬂracle Developer Forms Runtime - Web

Block [tem Record Query Tools Help WYindowe

E __i!-';-‘“l'l Fosition Budget Information ﬂ _ilI iI ,_Hlxﬂll_f.Jl O I_).r I;< I £| _I _I

Salary Budget
Comments [———_
Eringe Benefit Information
FisopeBtaminn Earnings Total L IﬁcadIPrD 12mth Ben Elig
Bosition Labor Distributions FEC ITWEBSF VST
LTgArTiA00rT Trdarir=1Ter
Croganization UnTransier
Position Budget Totals Information [MBIBTOT]
Stat " - ) ngle .
Position Definition Detail [MBAP OSM]
Position Budget Totals [MBIBTOT]

FPaooled COA; |1__|

Salary Budget History [NEIBHSP] =1 E3
BT Premium Earnings Budget History [MBIBHSR] Date Creataed: m =
Eringe Actual Budget History [NBIBHSF] —I At
Status’ fringe Charge Back Budget History [NBIBHSC] Salary Sroup:
COA  Figcal Year Definition [NBAFISC] Base Units: 12
Jobitssighment Labor Distribution History [NBIJLHS] Create FTE/Salary Records: I
__ JobrAssignment Detail [MBAJOBS] .
Positio b, ition Descriptions [PAAPDES] ;pmntment Bl [FTE
o
Position Requisition Infarmation [PAAREQL] W — I 1
List of PFosition Requistions [PAIREGL]
Budgeted Encumbered Expended Rermaining
Salary: || | hd
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Step 10. Revise the Position Labor Distribution-- this is where
the Unit will update the position FOAP information

Eé:’,il:lracle Developer Forms Runtime - Web

File Edit Cptions Block lterm Eecord OCQuery Help WYindow

| _I_I_IQIAI_I_I_I JJ[B‘EB_Alil-_HIIDI-fI/leﬁl_I_I
ga Position Budget MBARPBUD 6.0.0.1 (BANMPROD) (1L
Fiscal ¥ear: 2004 I Employee Class: A ICS FaHpay MIE Ben Elig
Fosition Mo: JE2568 I Fosition Title: FLC TELECONM (LG
*e8 Position Labor Distribution RMBAPBUD 6.0.0.1 (BARMPROD) 1 UILUC)
Fisc: 2004 Crgn: 64000 FTE: 1
Status: AR proved Budget 10 H2Z004 Date Created: 01-JIUIL-2003
COA 1 Phase: HLABD4 Salary Group:
Budgeted Encumbered Expended Femaining
Salary: | | I| | |! | | | | ]
I Index IF'-'”d IOrgn I Acct I Frog I Salary Budget Fercen t =
= | 100004 4000 213300 GE4001 .an 100.00
— -
RN [ L3
Totals I oo I 1oo.oon
4 | |

Tab to the Percent field in the FOAPAL line(s) to be removed/changed and enter “0” or
new Percent

If additional FOAPs need to be added, click in the next row or line; enter the “new Fund,
Org, Account, Program (FOAP) lines codes and Percent.

(ex: If splitting from one FOAP to two or more FOAPS (such as 60/40 or 33/33/34, etc.),

enter additional FOAP and Percent lines. Remember Total Percent must equal 100.00)
Save record 31




Step 11. Go back to the main NBAPOSN screen -
Click Options -select Position Descriptions

Egjﬂ'tlracle Developer Forms Runtime - Web

Eile Edit Block Itern Record Query Tools Help Window

Position Definition | = FrslE] bl =] o [ 7 X

Cormments
Position Budget (NEAPEUD] [
Regulatory Information J
Fosition Histary [MBIFOSH]
Ergsitia Fosition Budget Totals [MBIBTOT] Single
Fasitior Salary Budget Histary [NBIBHSP) COA: |1_
Eremiurm Earnings Budget Histary [MBIBEHSR] .
Eringe Actual Budget Histary [NBIBHSF] et
Pasitiol Fringe Charge Back Budget Histary [MBIBHSC) J Appointment % I 100.00
Positiol JobfAssignment Detail [MBAJOBS] Exempt Indicator: M
Employ JobiAssignment List by Employee [MBILILST] J Accrue Seniority: m
Fosition Classification Descriptions [PAACDES]
Job Pr
ion riptions [PASP Y|
Salary IS __ I FI ons | ] I;e Lo 1.00
 Bosition Reguiraments [PAAPREQ] i _ —_—
Salary | it of Position Incurnbents [NBIPING] e Midpoint: I
Salary | ist of Positions by Department [NBIPORG] e High: 999938.00
Salary List of Positions by Position Class [MBIPLST] Walue:
Salary Fosition Requistion Information [PAARE QU]
Reports Applicants by Reguisition/PositionfPosition Class [PAIPOSK] |
List of Position Reguisitions [PAIREGL]
Wiork = T ) _—
. Listof Candidates by Reguisition [FAIRCAM] -
Prﬂhatlullaly T =TT, T CA=a=a =i iy =gy P

Bargaining Lnit: I




Step 11. Adding Position Descriptors for
Grad Assistant, Academic Professional and Faculty positions

Eg,%l]ral:le Developer Forms Runtime - Weh

Window

I EHE EEE =EEE E R AR s = E E
| _|

’E:E Position Description PAAPDES 5.0 (BANPROD) (1LILICY

Puasitian: auo9gy |Grad Res Asst J
Puaosition Class: CASGA IASTFE Gmo GROAP RERCH

Use Default Position Clazsification Descriptions for this Position? r

o
o
(=
o

Description Activity Date
25-FEB-2004 | —

?‘E Ciption List

Cancel |

If code is known, enter the code(s) in the blank Code field and Save.
or
Double-click in the Code field then choose Position Class Descript (PTVCDES)
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Step 11. Adding Position Descriptors for
Grad Assistant, Academic Professional and Faculty positions
(continued)

Fosition Class: ICASGA IASTFE

’%?:3 Fositon Classincaton Descrption PAACDES 5.0 (B FPosition Class Description Walidation (FTYCDES)

Find|g%
Coded Position Classification
ot — |H||||1 - I[“In
GA00Z TechnicallSuppart Services
— GANOZ Advising
I GADD4 Cutreach Duties
GO0 Internship/Pre-Prafessianal
GROO Conducting Experiments
— GRO02 Qrganizing ar Analyzing Data
GRO0O3 Presenting Findings in a Publication or Dissertation
— GRO04 Caollabarating with Faculty in Preparing Publications
—— GRO0S Owverseeing Work of Other RAs
GRO0A Other Research Activities
ETOm Teaching Classes
GTO0Z Grading Student Assignments
— GT003 Leading Lab or Discussion Group in a Course Setting
— GTO04 Developing Academic Instructional Materials
— GTO05 AccompanyingiCoaching Musical arVacal Pefarmances
GTOOE Providing Artistic Instruction
GTOay Froctaring Exams
GTOog OwverseeingiCoordinating the Work of Other TaAs
GTOOH Halding Office Hours
GTOo Tutoring Students
1| | i
Eindl Ok Qancell

Click in the code field, a list of values displays and then click/highlight the desired

description and click OK (or double click on the code). Save the record. (The list above

shows Grad descriptors)
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Step 11. List of Position Descriptors
for Grad Assistant and Grad Research Assistant
positions (continued)

GA001 Clerical Support

GA002 Technical/Support Services

GAO003 Advising

GAQ004 Outreach Duties

GP001 Internship/Pre-Professional

GR001 Conducting Experiments

GR002 Organizing or Analyzing Data

GR003 Presenting Findings in a Publication or Dissertation
GR004 Collaborating with Faculty in Preparing Publications
GRO005 Overseeing Work of other RAS

GRO006 Other Research Activities
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Step 11. List of Position Descriptors
for Grad Teaching Assistant positions
(continued)

GT001 Teaching Classes

GT002 Grading Student Assignments

GTO003 Leading Lab or Discussion Group in a Course Setting
GTO004 Developing Academic Instructional Materials

GTO005 Accompanying/Coaching Musical or Vocal Performances
GT006 Providing Artistic Instruction

GTO007 Proctoring Exams

GT008 Overseeing/Coordinating the Work of other TAs

GT009 Holding Office Hours

GTO010 Tutoring Students
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Step 11. List of Position Authority Descriptor Codes

required for

Academic Professional and Faculty positions

« ABDRS
« APAL

« ARAMP
e ASLT
« ASMT

Has budget approval authority

Has purchase authority of $5,000 or more
(Required for State Economic Interest reporting.)

RAMP Administrator
Supervises less than 20 employees

Supervises 20 employees or more
(Required for State Economic Interest reporting.)
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Step 12. Regulatory window on NBAPOSN Options menu—
Unit needs to complete this code when revising a position
based on the attributes of the e-class

E%gﬂracle Developer Forms Runtime - Web wlﬂlgl ;Iglil

File Edit Cptions Block Itern Eecord Query Help ‘Window

| BIe el EEE Sl e e s

g5 Position Definition NEBAPOSH 5.0 (BAMPROD) (1UIUC)

Position Murmber; IUQQQUU |

Fosition Status: Active Type: Single
Pasition Begin Date: 01-JUL-2003 Pasition End Date: COA; |1_
Compensation/Classification Information
Fosition Class: AAEAN ITENUR Mo ACFRO _I Appointment %: | T
Position Title: TENUR 8O ACPRO Sxempt ndester || f Faculty, or Other Academic
Employee Class: A |Acad 951 2mth Ben Elig _I Accrue Seniority: !

position:

Bl 7n Regulatory Information NBAPOSM 6.0 (BANPROD) (1UIUC)
Sa

Sa Paosition Group Code: I . ;
Sa [cree ] < Unit will enter or select the
Sa Federal Occupation Code: H H H H H
N Nations! Oecuation Goe appropriate d|SC|pI|ne_cogIe in the
Re Occupational Title Code: CIPC fl6|d. (DOUbIe C“Cklng In the bOX
\':':: Faor California Pension Purposes, is this position considered: WI" open a LiSt Of Values (COdes and
Ba descriptions) to select from.)
Certificated o Classified -

. Then SAVE
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Step 12. Regulatory window on NBAPOSN Options menu—
Unit needs to complete this code when revising a position
based on the attributes of the e-class (cont’d)

Eg’,;l:lracle Developer Forms Runtime - Web

File Edit Options Block Itern Eecord Query Tools Help Window

| BRI HEl EFEE  ElEEsEs s phElEs] 5 |

E O E e
=1

*ga Position Definition MBAPOSM 6.01.1 (BANPROD) (1UIUC)

Position Mumber: IUUU1 71 I

Position Status: Active Type:

FPasition Begin Date: 01-JUr-2004 FPasition End Date:
Compensation/Classification Information

Pasition Class: SARGA ISF'EC STEWC FIMAD _I

Puosition Title: SPEC STSWC FINAD

Employee Class: B2 |[acadFro 12mih Ben Elig EN

Jal ’{EI Regulatory Information RNBAPOSM 6.0.1.1 (BARMNFPROD) {1 LUNUIC)
Sa

Single

cos |1

Appointment % I 100.00
Exempt Indicator: 1=

Accrue Seniority: .

If Academic Professional or Academic
Hourly position:

Unit will enter the PAPE number for
this position in the National

Sa Position Group Code: | _I
Sa CIPC:

Sa Federal Occupation Code:

=a I Mational Occupation Code: I 4

Re Uccupational [itle ode:

Wt

Pn For California Pension Purposes, is this position considered:

Ba

Certificated = Classified L.

Occupation Code field.

Then SAVE
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Maintenance of the Position to change the position
class and related forms is now complete.
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