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Update/Reclassify an Existing Position




Create a New Position Description

EPA (Faculty-Non Faculty), SPA, Graduate Assistant and Temporary

Login to PeopleAdmin at https://jobs.nccu.edu/hr. Select the Position Management
module by hovering over the Applicant Tracking heading located at the top right hand
section of the screen. The heading of the page will turn to orange.
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To start the process, select “Position Management” from the top right corner drop down
menu. Note: The navigation bar will change from the color blue to orange.
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https://jobs.nccu.edu/hr

Note: The EPA choices display positions with current actions in progress.

Select Create New Position Description
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Opan Saved Search v search: Search | Hide search options
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© Saved Search: "EPA Position Descriptions™ (/05 llers Found) g | Actons. |
234 567809 % 26| Next—
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B [ Parkes actve
a Active
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Click on the orange Create New Position Description button located on the top right
corner of the page:

Create New

Choose the position request you would like to start.

e Request New Position

New positions can either be cloned (copied) from an existing position description or
created from scratch.
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https://nccu-sb.peopleadmin.com/hr/actions/new?action_definition_id=7

To Create a New Position by Cloning (Copying) an Existing Position

‘ Identify the position to be cloned (copied) from the list of Approved Position
Descriptions at the bottom of the screen. Review the position description to ensure
it is accurate by hovering over the Actions button and choose View. Use the back
button on your browser to return to the previous screen.

To clone the position, click the radio button next to the selected position description
and click on the orange Start Position Request button located in the top right corner
of the page.

NOTE: The fields on the new position will pre-populate with all the information from
the existing position (except the position number) and can be edited as needed.
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Position Descriptions | EPA | Request New Position

L: Request New Position Cancel

Working Title
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Location * S, o B
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Department

Clone an existing Position Description? I

FE

EPA Posiion Descriptions @
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To Create a New Position From Scratch

# Enter the Working title in the Position Title field. Select the location, division,
department from the drop-down list. Click on the orange Start Position Request
button located in the top right corner of the page.

[l Fositicn Descriptions. lassifications | My Profie  Help

Tameny Jones. you have O meszages. | HR Admin[=] € logout

Position Descripions | EPA | Request Mew Position

- .
| Request New Position Stan Postion Request TR T2
Working T
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o Human Resources 9]
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Classification Details

‘ You may skip this step if you do not know the role title, or, you may propose and
select a role title by scrolling through the list of Role Titles or creating a filtered
search. To create a filtered search click on “Filter these results” and a feature box
will pop-up to enter criteria. The role title will default for cloned positions.

Note: The final determination of Role Titles is based on a
classification/compensation review by Human Resources.
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m=) To view details about the working title, hover over Actions and choose View.
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Click the radio button next to the selected Working Title and hover over to edit in
the drop down button in the top right corner to go to the Position Details tab.
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Position Descriptions | EPA | EPA Workfiow Test_1 / Edit

Editing Position Ci _Save
Classification Selection If you are not editing from an existing position, use “Filter these results” to search all position/classification (career band) titles by a key word. Your Class/Comp analyst in DHR can assist you in choasing a career band with L
related competencies most closely matching your business need.To view a classification summary, click on the arrow to the right by *Actions" and select View Classification. Retur from the summary using the Back arrow at top
© Employee left. To select a classification and proceed with creating the position, click on the button to the left of the title and select Next>> in the orange box at top or bottom of screen If in the process of viewing or changing
Position Details titke you open the tab, you have opened a new window within the system and need to close the Classifications tab after reviewing the information. Closing this tab wil retum you to the Position
i i Descriptions tab and your request in progress.
© Position Funding Infor Classifications - Filter these results
© ADA Checklist Form
EPA Ciassifications
© Supervisory Position o
@ Position Documents & Saved Search' "EPA Classifications™ (20% llems F ound) @
Summary 2/3 45 6 7 |Net—
Classification Job Title Classification Status. Last Updated
EPAPATest- 0825 Aoproved ‘September 25, 2014 a1 05.04 AM
dassmcation form QA Approved ‘September 26, 2014 at 05:44 AM
EPA Classificaton Test_1 ‘Approved ‘September 20, 2014 at 03:50 AM
Oual Employment Other Agency  Approved
Chancatior Approved
VC Student Aftairs & EM Approved
Chief Legal Coun: Approved
Vica Chancelior Approved
ProvestVice Chancellor Approved

VC Fingnce snd Adminisustion  Approved

utonsi Advancement  Approved

VC Graduate Ed & Research Appeoved
ces Approved Acsonsy
Dean Approved Actonsy

Directory of Library Ser
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Complete all required information that did not default from Classification details and use
the “next” button to continue through the Position Documents tab. Click the Summary tab
to review edits.

Employee Details
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Editing Position Description Employee Save | [<cPev ] [[INEEE
Classification Selection

Employee
Positi{ Emiam} Details

[ Vacate Position |

Position Funding Infor :
s “ First Name Detra 1
@ ADA Checklist Form
Parker
© Supervisory Position e
@ Position Documents Work Email
Summary Employss ID 820038622
Users - Filter these results
user search o
© Saved Search "user search” (/ llems Found) @
User Group Defoutt Group Status Full Name (Actions)
Enmployee Emgsayes Aoprove Parker, Demick Adtionse
® Agprover, Empioyes Employss Approves Parker, Dsbra Actionss
Employee Empioyee Approved Parker. Sanys Adtionse
Employen Empiayes Approved Parker, Hadnan Adionss
Empioyes Empsayes Approves Parker. Fracdie. Adtions
Empioyer Empiayee Approves Parker. Anita Adtonse
Empioyes Empioyes Agproved Parker, Evales Adions
Sebect User -

Position Details
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Position Descriptions | EPA | EPA Workflow Test_1/ Edil

Editing Position Description ~ Position Details Save | [<cpev] R i
© Classification Selection
"% Check spelling |
© Employee
* Required Information
Pasition Details
Employee Information
© Position Funding Infor
© ADA Checklist Form Employee FirstName  Debra
© Supervisory Position Employee LastMame  Parker
© Position Documents Banner I 820035622
Summary Faculty Rank (if applcable)
Classfication Information
Position/Classification
Title
Schematic Code
EPA Pasition Type
Pasition Overview
veat
Primary Purpose of the
sition
vest i
g o v
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Position Funding Information
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Classifications

Tammy Jones, you have 0 messages. | HR Admin [v] &  logout

Position Descriptions | EPA | EPA Workflow Test_1 / Edit

Editing Position Description  Position Funding Information Save | [<<Prev

Classification Selection
e Indicate the funding source(s) for this pasition. Click on *Add Funding Source Details Entry” to enter budget and other required codes. Select “SAVE” after each entry. Please note that the annual amount budgeted must equal the

@ Employee requested salary.If you are unsure of what fund to use, the most up to date information may be found in Banner Finance on these forms: 1) FTVORGN- Provides a list of Org Codes 2) FTVFUND- Provides a list of Funds 3)
FTVACCT- Provides a list of AccountsThese forms show istings of all active funds. For addifional help, refer to the Banner Training Guide. If the position has more than one funding source, continue to select “Add Funding Source
Position Detalls Details Entry” and “Save” until all sources are entered. Each time you add an additional entry, you will need to scroll down below the last saved entry to enter a new funding source.
Position Funding Infor... Budget Summary B
& ADA Checklist Form
Add Budget Summary Entry

& Supervisory Position

@ Position Documents

Summary

ADA Checklist

- —
¢ JIErs e R e "*Mémwwwwwu

Fle Edit View Favodtes Tools Help
) LegalShield Michal A.Jo- 23 Login (2) 2 Login 28 NCCU Listens

North Carclina Central Un.. BB Sugqested Sites v )

[ZENLLIRRITEY  classifications | My Profile  Help

Tammy Jones, you have 0 messages  HR Admin ] € logout

Position Descriptions | EPA | EPA Workliow Test_{ | Edit

Editing Position ADA Form save | [<<pPrev| IS E
© Classification Selection
CHECKLIST FOR DETERMINING THE GENERAL PHYSICAL REQUIREMENTS, PHYSICAL ACTIVITIES, VISUAL ACUITY, AND WORKING CONDITIONS OF POSITIONSCheck each box that corresponds with the physical
@ Employee aspects of the essential functions of the position. Essential functions are the fundamental job duties, meaning the position exists to perform the function; there are a limited number of employees among whom the performance of
the function can be distributed; and/or the incumbent is hired for expertise or ability to perform the function due to its high specialization The Americans with Disabilities Act of 1990 (ADA) and associated Federal regulations
Position Details protect qualified individuals with disabilities from discrimination in il areas of employment. To be considered qualified, an individual must be able to perform the essential functions of a pasition, with of without reasonable
® Postion Funding Inor accommodation. It is important that the physical tasks associated with the essential functions be identified appropriately 5o that persons vath disabilties can determine if any accommodation is necessary.
ADA Checklist Form ADA Compliance Information
@ Supervisory Position
Climbing: Ascending or descending laddsrs. stairs. scaffolding. ramps. poles and the i, using feet and legs andior
© Position Documents hands and arm. Body agilty is ‘arphasized. Ths facio s imporiant the amoont and kind of lmping requireq excesds that requl |
71 Balancing: Mai ng. standing or crouchi . sippery or erratically a
Summary 2 “This factor i amount and kind of bal -, eds ¥
77 Stoaping: Bending body downward ing spine at the waist. This factor s i ifi toac
degree and requi  the lower extremities and

T Knesling: Bending legs at knee to come to a rest on knee or knees.
Crouching: Bending the body downward and forward by bending leg and spine.
I Crawling' Moving about on hands and feet.
I Reaching Extending hand(s) and arm(s) in any direction
Standing: Partcularly for sustained periods of time.
7 Walking: Moving about on foot to accompish tasks, particularly for long distances or moving from one work site to another
The physical activity of Pushing: Using upper extremities to press against something with steady force in order to thrust forward, downward or outward
this poskion =1 Pulling: Using upper extremities 1o exert force In order 10 draw, drag, haul or tug objects in a sustained motion,
= Lifing Ralsing objecsfrom  lower 1 & higher position o meniog objects huzonely fom poskon-o posbon T feckr o

important If it occurs to a he upper extrrmies and back m
Fingering: Picking, pinching, typing or ng. primarily than amas
in handiing

I Grasping: Applying pressure 10 an object with the fingers and paim
Fesling: Percaiving atiibutes of objects, such as size, shape, temparature or texture by touching with skin. particularly
hat of finger tips

alking: Expressing or exchanging ideas by means of the spoken word. Those activities in which they must convey
detailed or important spoken nsiructions o oher workers accurael, loudy,or quicky

Hearing q of sounds at nor ing levels with o without corraction. Abisty 10 receive
and to fir

Repstifive motions: Substantial movements (motions) of the wrists. hands, andior fingers.
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Supervisory Position
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Watch List

[P PANTS  Classifications | My Profie  Help

Tamemy Jones, you have 0 messages.  HR Admin[v] € logout

Position Descriptions | EPA ( EPA Workiow Test_1 | Edit

Editing Position Description Supervisory Position Save | [<<Prev | EEEE
© Classification Selection The Supervisor Tab allows you 1o select the position to which your new position will report. If you are not editing from an existing position, use “Filter these results” to search all supervisors by a key word. PLEASE NOTE: The L
= selection list of supervisors is dependent on the POSITION TYPE (SPA or EPA) being created. To select a supervisor in a different Position Type (for example EPA supervising SPA), click on “Filter these results™ and select the
© Employee Position Type to which the supervisor of the position belongs. Then click on “Search” to access the list of supervisors in the selected Position Type. To select a position description to which your new position will report and
i D Z‘?f.ie.fa ;m creating the position description, click on the Radio Button to the left of the position description you want to select, then and click on the orange “Next>>" button located on both the top and bottom night-hand comers
© Position Funding Infor Position Descriptions - Filter these results
© ADA Checklist Form
SR R EPA Position Descriptions. o
© Position Documents & Saved Search: "EPA Position Descriptions™ (707 lloms Found) @
Summary 2 3 4 5(6/7(8/9 25 2 | Next—
Working Title Supervisor Status. (Actions)
EPA Workliow Test_t Debra Parver Active Actionsy
EPAPATest-0925 Actwe Actonsy
PO form 0 ™ user EPA Viorkfiow Test_1 (Detea Parker) Actve Actoaze
EPAPD Form Test_1 Actve Actonse
EPA Posan validation 1 Debra Parer Actve Actions
EPA Roguest Tes_1 h_ Tost Actve Actionsy
A Test Debra Parcer Actwe Actionsy
© PD workfiow QA EPA app user PD form ga - classi (app user) Active Actionsy
(None) 12882 Chnstopher Buckner Actve Actionsy
(Nooe) 811562 Betty Walingham Active
(None) 817143 Hope Tyehimba Actve
(Nore) 611526 Debra Sauncers-White Active
(Nons) 611542 Wendol Piips Actve
(Nooe) 511589 Actve
(4one) 516049 Actve <

Position Documents

Other documents may also be attached, i.e., relevant memos, position budget
justification, etc. To attach a document, hover the cursor over the button next to
the document type.

The following drop down choices will appear for you to select.

e e B
T T — T T

leadmin.com e pouticr de

m‘\é"”‘,ﬂ o~
Fle Edt View Faworter Took Help
W &) LegalShield Michae! A Jo.. 28 Login (2) 28 Login 23 NCCU Listens ] North Carolina Central Un...

§ Suggested Sites v 5] Web Sice Gatlery +

CEENED | FOSTON MANAGEMENT

[INISTRPIMS  Classimications | MyProfie  Help

Tammy Jones. you have 0 mezzages  HR Admin[<] C  logout

Position Descriptions / EPA | EPA Workfiow Test_1/ Edil

Editing Position D save | [<<rev] DEE
© Classification Selection PDF conversion must be completed for the document to be valid when applicable
© Employee Document Type  Name Status (Actions)
Posttion Details Organizational Chart Actionse
© Position Funding Infor Memao Upload New. t
Croate New
@ ADA Checkiist Form Choose Esisting Sove| (<cpen) IR
. Add by URL
© Supervisory Position
Position Documents.
Summary
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- Select Upload New to upload a document from your files. Click on submit. All
uploaded files must be converted to PDF and you should see a message “PDF
Complete” when the files have successfully uploaded.

Upload a test

To upload your document, provide a name and description of the document. To choose a file to upload, click the Choose File button and select the file from your computer. When you are ready to submit your document, click the
Submit button_

Name test 10-03-12 08:2352

Description

File to upload

[ submit |

- Select Create New to open the system format editor to create a document. Once
you are finished click on Submit then Confirm.

Create a New test

Name test 10-03-12 08:27:32

Description
B I U & X, x2 =i EE» [Esouce B & HeEt e B EHOE
Styles |l Format | N Font |l Size ™ =T AT E E E E

- Select Choose Existing to link a document that was previously attached by
selecting the document from the list, then click on Submit then Confirm.

Your Previously Uploaded Documents

A list of documents previously uploaded
will appear here.
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Summary

The Summary Tab provides the opportunity to review the position request and make any
changes before submitting it for further approval. The top section provides information
about the action, i.e. current status, position type, who created the action and the owner,
etc.

| MyProfie  Help

Position Descriptions | EPA | EPA Workflow Test_1

Position Description: EPA Workflow Test_1 (EPA)

Current Status: Active

Position Type: EPA
Department Department

© Classification Selection Eait

None specified
© Employee Edit
Seated User
Details
First Name Debra

ot Man Parker
Work Email

Employee ID 820035622

- To initiate the approval queue, hover over the “Take Action On Position” button
and chose from the list of available actions.

mmm) Once the Action is selected, a comment box will appear and a comment may be
added that will be incorporated into the e-mail notification sent to the next approver.
Please keep in mind these comments will become part of the position record and
cannot be removed.

If you want to monitor the progress and easily access it later, add the action to your
watch list. You will be able to view it quickly from your home screen. Select
Submit.
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Take Action

Move directly to 'Level 1 Review'

Comments (optional)

Note: You have the ability to add this
action to your watch list by checking the
box located in the Comment section.

d this action to your watch list?

r
Submit Cancel

Information messages will appear at the top of the screen to let you know your action has
been routed to your selected approver or to alert you to an error. Successful transitioned
messages appear in Green and Error messages appear in Red.

@ Action was successfully transitioned @' Department can't be blank

@ Action was successfully transitioned, and it was added to your watch list.

‘Watch List | POSITION MANAGEMENT ¥

LEGLUEEELL ILLE)  Role itles | My Profle  Help

Lynn Riggs, you have 1 message.  Hiring Official ~ @ logout

Actions | ... I New PD Action: Instruct Faculty & Executive | New Position definition / Summary

New PD Action: Instruct Faculty & Executive :
Associate Professor (Instructional/Executive )
Current Status: Level 1 Review

Position Type: Created by: Lynn Riggs
Instructional/Executive Owner Level 1
Department: Law School

Operations - 3N1000

Summary History Settings

@ Classification Details

Position Classification Details

Role Title Associate Professor/12-Mth

Role Code 01025

FLSA

Contribution Level
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Update/Reclassify an Existing Position

Login to PeopleAdmin at https://jobs.nccu.edu/hr. Select the Position Management
module by hovering over the Applicant Tracking heading located at the top right hand
section of the screen. The heading of page will turn to orange.
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Fle Edit View Favorites Tools Help
% B LegolStieid Michael AJo.. 24 Login 2) 24 Login 2 NCCU Listens ] North Carolina CentralUn.. 1B Suggesisd Sites v

@ | PeopleAdmin
APFLICANT TRACKING

L) Postings  Applicants  Hiring Proposals  Onboarding Events | My Profle  Help

Tammy Jones, you have Omessages.  HR Admin x| € logout

Welcome to your Online Recruitment System

Shortcuts

& Inbox (s items need your attention)

Dispiaying items for group "HR Admin”
Postngs()) = Users(B)  Hiing Proposais (1)  Posiion Requesis (D) Special Handing Lists (0}

Wy Regorts
Job Title Type Current State Owner

My Links

Useful Links

Your Appiicant Poriz
(How Applicants access your PeopleAdmin system)

{1 Watch List 4 tems)

Postings (1) Hinng Proposals (1) Posiion Requests (3)

Job Title Type  CumentState Stats Owner
Assistant Professor- TJ {MINE! OK: LORA AND NORMA) - LOLI ERA Posted HR Employment

To start the process, select “Position Management” from the top right corner drop down
menu. NOTE: The navigation bar will change from the color blue to orange.

- — [ — . i
m\@ hitps:/ncc-sb popleadmin.com 1 P-a0X ]W | 8 Noth Caoin CertaUni. X |_‘ {378
Fle Eit View Fawores Toos Hep
55 £ LegaShied Michael A Jo. 23 Login 2) 2 Login 2¥NCCU Listens ) Notth Caroina Centrl Un... Bf Suggested Sites v ] Web Slce Gally v

Watch List J HaGSIL

LW  Position Descripions  Classifications | MyProfie  Help

‘Tammy Jones, you have 0 messages. ﬁﬁtﬁlﬁ] C logout

Welcome to your Online Recruitment System
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https://jobs.nccu.edu/hr

- v - PeOpIRSIMIN.COMY 1) pesion Sescrptions & A j1 searen wE e oW | =

# Most Visited @ Getting Started | | LegatShield Michael A.. 28 Login (2) 3 Login 2% NCCU Listens | | North Carolina Central.. | | Suggested Sites | | Web Slice Gallery

[ZUTUL TR Classifications | MyProfie  Help

SPA Position Requests

Position Descriptions | EPA | PO form ga - classi

r ‘ Position Description: PD form ga - classi (EPA) Fait
Current Status: Active
Position Type: EPA
Ospartment: Department
Modty Existing Positi
Duties ~ No Salary Adpst
& Moddy Position Funding
Summary  Settag
© Classification Selection Edit
Classification
Position/Classification Titlo classification form QA
Schematic Code 2%
EPA Position Type EPANFac
EPA E-class toutt
Description of Work tost
p: X Ltypeidal I

Note: The Actions choices display positions with current actions in progress.

‘ Hover over the Action tab, and click “View”.

Ele Edt View Higtory Bookmarks Tools Help - e — e L G
 CrTe—— -
€ P @ hups/nccush peoplesdmincom b/ posit tionsiposition_type_id=: e |[Q seorch A8 % 8=
B Most Visited @ Getting Started | LegaiShield Michael A... 23 Login 2) 2 Login 2 NCCU Listens | | H it 1
EPA Position Descriptions -
Open Saved Search v Search: Search More search options

EPA Position Descriptions. o

& Saved Search. "EPA Position Descriptions™ (/ /0 lleis Found) @ Asvona.]
2 34586 789 25 26 Next—
"] Wiorking Tite Position Number Employee First Name Employee Last Name Supervisor Status.
B erawo 1 Debra Parker Active &
] EPAPATESt EPAWorkflow Test_1 (Debea Parker) Inactive
| Potoimga-o 20 user EPAWorkflow Test_1 (Debea Parker) Active
T EPAPD Form Test 1 Actve View
B eparosisonval 1 Debra Parker Actve Edt
] EPARequestTest_1 n_ Test Actve
1 huTest Detea Parver Active
E1 PO wordiow Q- EPA anp user PD form ga - dassi (app user) Actve
T (Nonej 712862 Chvistopher Buckner Actve
] (ione) 611562 Bety Wilingnam ctve.
Bl one 617143 Hope Tyenimba etve.
El (None; 611526 Debra ‘Saunders-White Active
Mione 611542 Wendell Phaips Acte
El one 611569 Active
Bl (vone 615049 actve
1 (None) 611573 Actve
1 (None 611532 Wetissa Holloway Acive
Bl (ione 61271 sanora Davs e
Bl (None; 77112 Temance Jones Actve
B (Nooe) 712800 Etionne Thomas fctve
] (None 712825 Adrian Gaddis Actve
Tl (None) 7714 Amy Marion Actve Actionsy
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Click on Modify Existing Position Description — Reclassification and/or Salary
Adjustment Request.

Fie Edt View Higtory Bookmarks Tooks Help - — ———— — - (=13

!Nnhr‘\r‘ — x|+ .

€, @ np

eopleadmin,com e/ pestian dese

[LEICULIRIAEEY  classifications | MyProfie  kelp

Tammy Jones, you have 0 messages. HR Admin ~ € logout

Position Descriptions: | EPA | PD form ga - classi

Position Description: PD form qa - classi (EPA)  Edit

Current Status: Active

£ Print Preview

Position Type: EPA.
Department: Department

% Modify Existing Position Description Red

andior Salary Adjustment Request

& Modify Existing Position Description -Update of

Duies — No Salary Adpstment

Modify Postion Funding

Summary  Setngs sty

© Classification Selection Edit

Classdfication

Posifion/Classification Tile ~_ /assication form QA

Schematic Code iz
EPA Position Type EFAlNFac
EPA E-class festt
€] @ hitpadjoceursbpempledmin,com’actons/newlaction,deftion yd=8Apostion,desciption clla B A=

# Most Visited @ Getting Started | LegaiShield Michael A.. 2 Login (2) 2 Login 2 NCCU Listens | | North C:

Watch List

[EUTLL IR  Classifications | MyProfie  Help

Tommy Jones, you have 0 messages. HRAdmin v ¢ logout

Start Modify Existing Position p and/or Salary Request Position Request on PD form ga - classi?

Once it has been started, this position request will lock the position description from other updates until the position request has completed.

Stan
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