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Viewing Position Data
	Step
	Action

	1. 
	Begin by navigating to the Add/Update Position Information page.
Click the Organizational Development link in the main menu.
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	2. 
	Click the Position Management link in the menu.
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	3. 
	Click the Maintain Positions/Budgets link in the menu.
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	4. 
	Click the Add/Update Position Info link in either the main menu or the in the Maintain Positions/ Budgets folder on the right of the menu.

	5. 
	The Add/Update Position Info page displays. If you know the position number, enter it here and click the Search button.
If you do not know the position number, use the search fields to find the appropriate position number. 
Click in the Position Number field.
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	6. 
	In this example, enter "00000690" into the Position Number field. 

	7. 
	Click the Search button.
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	8. 
	The Description page for the position displays. 
Notice the Effective Date for the position in the Position Information section. The effective date for a position must be on or before the effective date an incumbent is hired into the position.

	9. 
	When updating a position, you enter a new line by click the Add new row button (plus sign) in the upper right of the Position Information section.
A Reason Code is required for a position update.

	10. 
	Some of the fields in the Job Information section populate from the job code entered in position.

	11. 
	The fields in the Work Location section were filled out when the position was created.

	12. 
	In the Work Location section, the LVL 7 Dept field is a required field. The LVL 7 Dept ID is often the same as the Dept ID field in the chartstring. 

	13. 
	When this position was created the Reports To position number was entered. This is a recommended field, but not a required field.
Reports To will populate in an employee's Job Data - Job Information (WFA) page. Supervisor ID will also populate from the Reports To position data, only if the position is not vacant and there is one incumbent.

	14. 
	Scroll down to view the Salary Plan Information section.
Click the Vertical scrollbar.

	15. 
	In this example, the Standard Hours for the position are 40. When this position was created entering 40 hours automatically set the FTE to 1.00000 and the work weekdays to 8 hours per day. 
FTE can also be changed on an incumbent's Job Data - Job Information (WFA) page, but cannot be greater than the Position FTE.

	16. 
	Scroll up to view the tabs.
Click the Vertical scrollbar.

	17. 
	Click the Specific Information tab to view head count.
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	18. 
	The Max Head Count field for the position is on the Specific Information page. This field indicates the maximum expected number of incumbents for this position.

	19. 
	Notice the Headcount Status field. If the number of incumbents exceeds the Max Headcount number, then the Headcount status will be "Overallocated". 
If the number of incumbents is less than the Max Headcount number, then the Headcount status will be "Partial Filled". 
If the number of incumbents is same as the Max Headcount number, then the Headcount status will be "Filled". 

	20. 
	The Budget and Incumbents page lists the employees who currently hold this position.
Click the Budget and Incumbents 
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	21. 
	All active incumbents for the position are listed in the Current Incumbents section.

	22. 
	From each incumbents listing, you can view and/or update their Job Data pages by clicking the corresponding Job Data link.

	23. 
	Click the Position Funding tab.
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	24. 
	On the Position Funding page, funding chartstrings have been entered in the Funding Distribution section. 
In this example, there is one chartstring with an Earnings Code of REG and a distribution of 100%. Additional chartstrings can be entered with the funding distributed among them. However, the total distribution percent on all chartstrings with REG Earnings Codes must equal 100%. 
Chartstrings with other Earnings Codes are also allowable, in accordance with business and system rules similar to those in WFA Job Data and Job Earnings Distribution.

	25. 
	Congratulations!
You have reviewed position information.
End of Procedure.


	3 

	Date Created: 11/29/2012


	Date Created: 11/29/2012
	Page 3



