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General rules
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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
• Extra Help Clerical positions
• Undergraduate Student positions

Units are responsible for the maintenance of the following positions:
• Faculty and Other Academic
• Academic Professional
• Unpaid
• Grad Assistants
• Hourly (Academic and Grad)
• Extra Help non-clerical (Professional, Technical and General 

Service)
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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.)
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When do I create a new Position?

If you need a…..

• Faculty and Other Academic
• Academic Professional
• Unpaid
• Grad Assistants
• 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
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When and why will I do Position Labor 
Distribution change?

• when it is a long term change in funding



7

Position Labor Distribution Change -
Overview of Steps

1. Determine the Position and enter the position number
2. Populate the NBAPOSN form by clicking on the “next 

block” icon on the tool bar.
3. Click Options on the menu-select Position Labor 

Distribution
4. Revise the Position Labor Distribution-- this is where the 

Unit will update the position FOAP information
5. Save
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Step 1.  Determine the Position and enter the 
position number

Enter the 
position number
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Step 2.  Populate the NBAPOSN form by clicking on 
the “next block” icon on the tool bar

Next block icon
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Step 3.  Options-select Position Labor Distribution
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Step 4.  Revise the Position Labor Distribution-- this is where 
the Unit will update the position FOAP information

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

b) If additional FOAPs 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
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When and why will I 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)
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Employee Classes that use “pooled” positions

• Academic Hourly
• Grad Hourly
• Fellowship
• Student

--Federal Work 
Study

--Non-Federal Work 
Study

• Extra Help
--Non-clerical (general 
services, technical, 
professional)
--Clerical

• Grad Assistant (pooled 
by Title, such as Teaching 
Associate-Math; Grad 
Assistants that Tutor)

• Unpaid – pooled by 
pclass
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Recycling a vacant position to a different position type
single vs. pooled

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 I 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. 
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Position Type

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. 
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Employee Classes that do not use “pooled” 
positions

• Academic Professional
• Civil Service (permanent)
• Faculty
• Other Academics
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Recycling a Position

Using a New Position class
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When and why will I recycle a vacant position 
to a different position class?

• to conserve position numbers
• 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.

• 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 payIDs.
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Recycling a Position - Overview of Steps
1. Determine the vacant Position to be used and enter the 

position number on the NBAPOSN form  
2. Click on P-class field, highlight and type in the new code
3. Click on Position Title overtype if need a working title 

(ex:  ASSOC PROF, COORD, SPECIAL PROGRAMS, 
etc.) 

4. Change E-class; if applicable
5. Save
6. Click Options on menu bar-select NBAPBUD
7. Revise the NBAPBUD information (ex: Type or Budget 

Profile); Save the record
8. Revise Salary Budget information; Save the record
9. Click Options-select Position Labor Distribution
10. Revise FOAPAL information; Save the record
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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.

Recycling a Position - Overview of Steps 
(continued)
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Step 1.  Determine the vacant Position to be used and 
enter the position number

Enter the 
position number
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Populate the NBAPOSN form by clicking on the 
“next block” icon on the tool bar

Next block icon
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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 3b. Overtype position 

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

4a. Double check 
the defaults to 
make sure they 
are correct 
(sometimes all 
values in box are 
automatically 
filled in but 
sometimes not)

Step 5.  Save the record

4. Change 
the E-class, 
if needed
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Step 6.  The Options menu is used to access other 
Position-related forms-

select Position Budget (NBAPBUD)
After Position Definition form 
(NBAPOSN) is revised; go to 
Options, select Position Budget 
(NBAPBUD)
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Step 7.  NBAPBUD-Enter revised Position Budget Information
Enter Fiscal Year and then “next block” and the form populates

The two fields updated on this general form are the Budget
Profile and Position Type (Single or Pooled)
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Step 7.  (continued)  List of Values 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

Units will only be using
B, N, R or X for positions 
they maintain.
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Step 8. Click Next Block to move to the Salary Budget
or 

Click Options-select Salary Budget
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Step 8.  Revise the Position Salary Budget Information

•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 & HLAB06)
•Date 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
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Step 9. Click Options-select Position Labor Distribution
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Step 10.  Revise the Position Labor Distribution-- this is where 
the Unit will update the position FOAP information

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

2. 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)

3. Save record
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Step 11. Go back to the main NBAPOSN screen -
Click Options -select Position Descriptions
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Step 11.  Adding Position Descriptors for 
Grad Assistant, Academic Professional and Faculty positions

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)

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
• GA003 Advising
• GA004 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
• GR005 Overseeing Work of other RAs
• GR006 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
• GT003 Leading Lab or Discussion Group in a Course Setting
• GT004 Developing Academic Instructional Materials
• GT005 Accompanying/Coaching Musical or Vocal Performances
• GT006 Providing Artistic Instruction
• GT007 Proctoring Exams
• GT008 Overseeing/Coordinating the Work of other TAs
• GT009 Holding Office Hours
• GT010 Tutoring Students



37

Step 11.  List of Position Authority Descriptor Codes 
required for   

Academic Professional and Faculty positions

• ABDRS Has budget approval authority
• APAL Has purchase authority of $5,000 or  more 

(Required for State Economic Interest reporting.)

• ARAMP RAMP Administrator
• ASLT Supervises less than 20 employees
• ASMT 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

If Faculty, or Other Academic 
position:

Unit will enter or select the 
appropriate discipline code in the 
CIPC field. (Double clicking in the box 
will open a List of Values (codes and 
descriptions) to select from.)

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)

If Academic Professional or Academic 
Hourly position:

Unit will enter the PAPE number for 
this position in the National 
Occupation Code field.  

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


