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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.

(D | PeopleAdmin
(I | sepucant TRackNG v

] Postings  Applicants  Hiring Proposals  Onboarding Events | MyPiofle  Help

Tammy Jones, you hiave I messages TR Admi

Welcome to your Online Recruitment System

£ Inbox (s items need your attention)

Displaying items for group "HR Admin”.

Posings(0) | Users(§) g Proposals(0)  Posion Requests (0] Specal Handing Lits (0}

Job Title Type Current State Owner

To start the process, hover over Position Description on the Navigation Bar and select the
type of position to be updated or reclassified - SPA Position Request or EPA Position Request.

XD | PeopleAdmin

POSITION MANAGEMENT

Home [EEITINIEMININH  Classifications | MyProfie  Help
Tammy dones, you heve 3messages. | HR Admin[x] €  logout

Posifion Descriptions | SPA

SPA Position Descriptions
Open Saved Search v Search: | Search | More search opsns
Ad hoc Search Al Position Descriptions 0o
@ Saved Search: "All Position Descriptions™ (505 llems Found) @ Acons
« Previous 2 3456789 . 202 Next —

] Working Tite Position Number Emplayee First Name Employes Last Name: Supervisor Status.

O test 2012001PD app Active

g 2012002°D SPA User2 Aiive

B 20120030 o8 PA Active

a PA Test Aciive.

5] Ative

‘ Hover over the Action Link on the right of the position you want to modify then click on
View. Click on the applicable action.
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https://jobs.nccu.edu/hr

D | PeopleAdmin
G

LB Classifications | My Profle  Help

Tammy Jones, you have Imessages.  HR Admin |»| ¢ logout

Position Descriptions | EPA | EPA Workfiow Test_1

Position Description: EPA Workflow Test_1 (EPA) Take Acion On Posiion Descrgion v
Edit
Current Status: Aive = Pint Preview
Pasition Type: EPA & Modiy Existing Posiion Description -Reclassfication
Depariment: Department and/or Salary Adjustment Request

& Modiy Existing Posiion Description -Update of
Duties - No Salary Adjustment

& Modify Posifion Funding

Summary ~ Sefings  History

A confirmation screen will pop-up to notify you once you start this type of action, the position
description will be locked from other updates. Click sz to continue the process.

(D | PeopleAdmin

@ | -

Position Deseriptions [KEEE S T = )

Tammy Jones, you have 3messages.  HR Admin »| € logout

| EPA | Modiify Existing Salary Adjustment Request

i

Start Modify Existing Position Description §Reclassification and/or Salary Adjustment Request Position Request on EPA Workflow Test_1?

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

El

Position Action Justification

Tl ey classitications | My Profile  Help

Tamany Jones. you nave 3 messages | HR Admin[¥] & logout

sty .. ( Oescriptian . 1 EPA Workfiow Test_1 | Edit
Editing Position Request Position Action Justification sove | [CTIEEE
Position Action Justif...
¥ Check spelling v
© Classification Seloction
Select the requested position action If a reclassification, level change, or salary increase is requested. explain the factors influencing the request for review The proposed effective date must be a future date. subject to change for
L payroll entry  The requested salary, If entered, must reflect a budgeted amount 10 be identified with a funding source and is subject to DHR and budget review and approval avadable.
© Position Details Hoquied information L
Position Funding Infor Reason for Modification
© ADA Checklist Form
© Analyst's Notes Reason for Position C
Modification Roplacoment of Employes
© Supervisory Position [Replacement of Suparvisar_= | Thvs fleld i reauisd
@ Position Documents

Position Request Summary
Explanation of
Requested Change
Current Caret Band! [ e
Proposed Effective Date [——"] Thi fek s requred
I applicable, % .
Increase requested : This field Is requvad

Position Request
Number

-
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Classification Selection

To request a change in the Classification Title click the radio button next to the proposed
Classification Title and click “View Classification”. Note: Classification Titles are determined
based on a classification/compensation review by HR.

/Moy ¥ [— i Satury Al WSt 1 EVA WorkTlow Thet_ 1 ( £

Classification Selection

Classifications

@ Saved Search “EPA Classifications™ | Found) @

To view the Classification Title hover over the Actions and choose “View Classification”.

{Actions)
| Actions |

GENERAL

View Classification

Lrtinnc -

Employee

This tab provides information for the current employee in the position.

Position Requasts (.. | Madify Existing Position Description aniion Sal I EPA L1 4 B

Editing Position Request Employee

First Name Dabea
Last Mame Purker
Work Email

Employes ID 820035622

user search o

Aoproved
Aoproved
Approvad
Approvad
Approved
Appeoved
Approved Paner, Evalos
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Select the reason for the action under the Action Type by clicking in the check box. Any
changes, including minor changes, will follow the process below.

Update the other fields as required or appropriate and use the next button to continue the
position details tab.

Note: While in the Editing mode you can access a specific tab directly instead of by clicking
on the tab name on the left side under Editing Action.

Position Details

The current incumbent information will default under Position Details. Update the other fields
as required and use the next button to continue to the Position Funding Information tab.

Tomeny Jones, you nave I messaoes. [HR Adnin =] (© iopout

Position Reguesis | ... | Madily Existing Position Description Reclassification and/or Salary Adpusiment Request | EPA Workfiow Test_1 | Edit

Editing Position Request Position Detalls Save | <= riov | (CEEEEE

Schematic Code

EPA Position Type

Position Overview

Primary Purposs of the
‘Poaition

Position Funding Information

Update the other fields as required and use the next button to continue to the ADA Checklist
Form.

Position Requests | . | Wodity Exist Description 1 EPA Woekflow Test_1 | Edit

Editing Position Request Position Funding Information Save <prev | IR

Indicate the funding source(s) for this pos

that the annus budgeted must equal the
TVFUND- Provides a list of Funds 3)

ontinue to select “Add Funding Source
Budget Summary

Add Budget Summary Entry
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Position Requests ( ... | Modity Exiwting Poaition Descrigtion Reclassilication andior Salary Adjustment Request | EPA Workfiow Test_1 / Eg

Editing Position Request Position Funding Information Save (Rl e > |
@ Position Action Justi
© Cla
on *Add Funding Source Details Entry” to enter budget and other required code ct “SAVE" after each entry. Please note that the annual amount budgeted must equal the
© Employee jon wner Finan nese 10 ) FTVORGN- f Or 3
3 - Fo ¢ 10 the Banner Training Guide If the position ha e
@ Position Details 10 scroll down below the last saved entry 1o
Position Funding Infor...
© ADA Checklist Form Budget Summary
® A
Stato Appropriated
o F 1 Non.State Please select B
Appropriated Funding
©

I non-state, seloct

source of funding LT =

W other, designate
source

s this position partially
o fully funded on =)
ARRA stimulus 4

Fund
org
Account
Program
Date Funds End
Annual Amount

Percentage of FTE

Remove Entry?

Job Duties

Edit existing job duties. Additional duties may be added by clicking on *“**2=5m 1 qyties
may be deleted by checking the box next to “Remove Entry”. Make sure the percentage adds

to 100%. Use the buttons to continue the ADA Checklist Form.

Editing Action Job Duties [(save | [«<Prev |

© Classification Details
¥ Check spelling ¥

* Required Information

@ Position Details

Job Duties

@ Physical Demands Job Duties

© Class/Comp Review On this screen, please list in order of importance, and in detail, the job function and duties assigned to this posifion and estimate the percentage of time given o each
function. To begin entering each individual duty, click the Add Entry button. Enter each percent of time and duty, and click the Add Entry bution. Percentages must add

© Supervisory Position up to 100%. You may copy and paste from another document. Do not include duties which censtitute less than 5%. To a Job Duty click the Add Entry button below.

© Budget Information

@ Internal Documents
Please Note:

@ Employee Details

Action Summary If this position supervises professional/operational/classified employees click here to copy and paste the standard Performance Management Duty Link
Percentage Of Time 40

Perform and Provide Gemeral Cleaning Duties in

Zcademic and Administration Suildings.

Conduct Inspections.

-Provide general cleaning duties within the
Description academic, administration building zones in

compliance with custodian route sheet

schedules to ensure that areas within

designated areas will be maintained at a 96% -

level of cleanliness daily.

[ >

[Z] Remove Entry?
Percentage Of Time 10

Jeb Training
-Ensure staff is trained on proper procedures

and guidelines related to ing.
-Ensure staff is trained on the correct use of
Descripti and chemicals.

ADA Checklist Form

Update the other files as required and use the next button to continue to the Analyst’s Notes.

NCCU PeopleAdmin Training Module IV — Position Management Update/Reclassify An Existing Position 011615 Page 6 of 9



Watch List ANAGEMENT ¥

Home [ISWGLFRENINY  ciassifications | MyProfie  Help

‘Tammy Jones, you have 3 messages.  HR Admin [v] ¢ logout

Position Requests | ... | Modily Existing Position Description -Reclassification andior Salary Adjustment Request | EPA Workiow Test_1 | Edit

Editing Position Request

-]
-]
-]
]

©

©

(<

Position Action Just...
Classification Selection
Employee

Position Details
Position Funding Infor.
ADA Checklist Form
Analyst's Notes
Supervisory Position
Position Documents

Position Request Summary

ADA Checklist Form Save | [ ssPrev =

CHECKLIST FOR DETERMINING THE GENERAL PHYSICAL REQUIREMENTS, PHYSIGAL AGTIVITIES, VISUAL AGUITY, AND WORKING CONDITIONS OF POSITIONSCheck each box that corresponds with the physical
aspects of the essential functions of th  Essential the job duties, meaning the position exists to perform the function; there are a limited number of employees amang whom the performance of
the function can be distributed; andior the incumbent is hired for expertise or abiliy to perform the function due to its high specialization. The Americans with Disabilities Act of 1990 (ADA) and associaled Federal regulations.
protect qualified individuals with disabilties from discrimination in all areas of employment. To be considered qualified; an individual must be able to perform the essential functions of a position, with or without reasonable
accommodation. It is important that the physical tasks associated with the essential functions be idenified appropriately so that persons with disabilties can determine if any accommodation s necessary.

ADA Compliance Information

T Cimbing: Ascending or descending ladders, stais, scaffoking, ramps, poles and the ke, using fest and legs andior
hands and arms. Bocy agiy is emphasized Tis factor i importa i the ﬂmmml and kind of cimbing required exceeds tha requ
T Balancing: Maintaining body equilirium 1o prevet sippery or eratically P
moving surfzces. This factor s important f the amount and kind of balancing i b ordinary locomati
= Stooping: Bending bady downward and forward by bending spine at the waist. This faclor is importantf t occurs to a considerable
degres and requires full use of the lower exiremities and back muscles.
¥ Knesiing: Bending legs at knee 1o come 1o a rest on knes or knees.
T Crouching: Bending the body downward and forward by bending leg and spine.
T Crawiing: Moving about on hands and feet.
Reaching: Extending handis) and am(s) in any direction
T Standing: Particulary for sustained periods of fme
= Walking: Maoving about on foot to acoompiish tasks, particularly for lang distances or maving rom one work sit o another.
The physical activity of T Pushing: Using upper extremilies 1o press against something with steady force in order to thrust forward, downward or outward.
this position T Puling: Using upper extremiies to exart force in arder o draw, drag, haul or tug objects in a sustained motion
T Lifling: Raising objects fram 2 lawer to a higher positian or moving objects harizontally from posilion-to-position. This factor s
important i it occurs 10 a considerable degree and requires the substantial use of the upper extremities and back musc.
T Fingaring: Picking, pinching, typing or otherwise working. primarily with fingers rather than with the whole hand or arm as
in handing.
T Grasping: Apphying pressure to an object with the fingers and palm_
Fecling Perceiving atfibutes of objects, such as size, shape, femperature or lexiure by touching with skin, parficularly
mamfﬁngerlm
ing: Expressing or exchanging Those aciiviies in which they must convey
detalled o impariant soken nsiutions to kit aumratdy Toudily, or quickly
I Hearing Percehingth ntus of sounds at nomal speaking evls withor wilboutcotcton. Ayt recshve
and to make fine di ound.
T Repetilive motions: Substantial movements (mations) of he wrists, hands anufnrﬁngxs

Supervisory Position

Update the other fields as required and use the next button to continue to the Position
Documents tab.

PeopleAdmin

| N MANAGEMENT ¥

[ZENIL IS classifications | My Profile  Help

Tammy Jones, you have 3 messages.  HR Admin[=] € fogout

Position Requests ( ... | Modiy b 1 EPA Workfiow Test 1 / Edit
Editing Position Request Supervisory Position Save | [<<Prey
@ Position Action Justif s [
The Supervisor Tab allows you to 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
© Classification Selection 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
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 willreport and
© Employee proceed with 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 right-hand comers.
of the page
© Position Details Page.
Position Descriptions - Filter thy it
Position Funding Infor P flterthese results
© ADA Checkiist Form EPA Postion Descriptions. @
© Analyst's Notes
- © Saved Search "EPA Position Descriptions” (777 (-1 ) o
Supervisory Position
234|/5)(6)(7[e](0 2% 26 | Next—
© Position Documents
Position Request Summary Working Title Position Number Employee First Name Employee Last Name Supervisor Status. (Actions)
EPAWorktow Tes_t Dobra Fartar Actve Actionsy
& EPAPATest- 0925 Actve Actionss
PD form ga - issi 00 user EPA Worklow Test_1 (Debea Parker) Actve Actionsy
EPAPD Fom Test 1 Actve Actionsy
EPA Possion validaton 1 Detra Parver Acwe Actonsy
O EPA Request Test 1 n_ Test Acove Actonsy
i Detra Parver Actwe Actonsy
PO workfow 0A- EPA £ user POform ga- classi (appuser)  Actwve Actonss
(None) 12882 Crrstopher Buckner Acwe Actonss
(None) o11562 Bety Wilingham Actve Actons
(None 7143 Hopo Tyshimoa Actve onsy
(None) 611528 Detra Saungers-Whte Acve Actonse
(Nooe 611542 Wended Prilips Actve Acticnss

Position Documents

Updated organizational charts are required for all position actions. Documents may be
attached, i.e., relevant memos, position budget justification, etc.

To attach a document, hover the cursor over the *== putton next to the document type.
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Position Descriptions | EPA | EPA PA Test - 0926 | Edit

Editing Position Description Position Documents Save | | <<prev | [EERE
@ Classification Selection PODF conversion must be completed for the document to be valid when applicable
© Employee Document Type  Name Status  (Actions)
Position Details. Organizational Chart Actionsy
© Position Funding Infor Wamo Lo
@ ADA Checklist Form Save | | <<Prev | [EEEEH

@ Supervisory Position
Position Documents

Summary

Summary

The Summary Tab provides the opportunity to review the position request and make any
changes before submitting it for further approval. The overall Summary shows the Summary,
History, and Settings (Posting Settings) in a tab view format.

PeopleAdmin
POSITION MANAGEMENT ¥

Home Position Descriptions Classifications | My Profike Help
Tammy Jones, you have 3 messages. |HR Admin[v] & logout

Position Descriptions | EPA | EPA PA Test - 00/26

|=‘ I Position Description: EPA PA Test - 09/26 (EPA)
Edit
‘Current Status: Active
Fosition Type EPA
Department Department

Modity Pasition Funding

Summary Setiings History

© Classification Selection Edit
None specified
© Employee Edit

This position description is vacant

© Position Details Edit
Employee Information

Employes First Name
Employee Last Name
Banner ID

hitps://nccu-sk.peopleadmin.com/hy/ position_descriptions/111 |

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 that
these comments will become part of the position record and cannot be removed.

NCCU PeopleAdmin Training Module IV — Position Management Update/Reclassify An Existing Position 011615 Page 8 of 9



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

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.
dd this action to your watch list

Submit Cancel

g

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

@ Position Description was successtully updated. %

e L
i s TR || Fosimon wenscemen -

Classifications | My Profiie  Help

Tammy Jones, you nave 3 messages.  HR Admin (=] & logout

Position Descriptions | EPA

EPA Pasition Descriptions

ERA POSIlion Descriptions o

@ Saved Search "EPA Position Descriptions™ - [*] Actions
2 34 5/68 78 9 % 28 Next —
Position Number Employes First Name Employes Last Name supervisor status.
Detra Parker Actve
EPA Workllow Test_1 (Debra Parker] inactive
an user EPA Workliow Test_1 (Debra Parker) Active
Adtive
Detra Park Acive
= Test Active
Debra Park Act
ap user PO 100 G4 - cassi (app usen) Active Actonsv
12082 Chistapher Buckner Actve
Nane 611562 ey Wilingham Actwe Actonsy
Nane, 617143 Hope Tyenimba Actwe
Nane) 611526 Dstra Sauncers-vinite Active Actonsy
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