EUT Course - 120
POSITION MANAGEMENT

PeopleSoft 9.2
March, 2016



CAPPS HR/PAYROLL
EUT Course ©

Centralized Accountng and Payroll Personnel System

Table of Contents

POSITION MaNAGEIMENT ..ottt b e b e re e enes 1
Section 1 - Manage POSITIONS........coiiiiieiie ettt sttt esaesneeeeseeenes 1
A @ POSTHION ...ttt bbbttt bbbtk b s et b ettt e n et 1
SEAICH TOr @ POSITION ....oviiieii bbbttt b e et sb et sb et nae e 10
UPAALE @ POSITION ...cuveteitisiecie ettt ettt e e s et et et aeese e e es e saestesbesneeneeneeneeneenrenrenns 15
MEINEAIN 8 POSIION .....iviiiiitiie bbbttt bttt 25

(O (o g [T T o 1Y 1 (o] RSSO 31
Section 2 - Process a Position Change REQUEST ..........ccooviiiieieieriee e 32
POSItION DAt CANQE. ... .couiitiitieiite ettt e e bt bbb e e e e e sbesb e be bt et e e e e st e nnesbe b e 32
Process @ RECIASSITICALION ......ccviiiiiiieere e et et 41
Section 3 - Position WOTKFIOW ... 47
Maintain Reports TO RelAtIONSNIP ......coviviiiiiiiiiiser e 47
Section 4 - REPOItS & QUETIES. ........oiiiiiiiiieieseete et 54
Audit EXCeption POSITIONS REPOIT........ciiiiiiiie et bbb 54

AL AGENCY POSITION ...ttt ettt bbbt e b e bbb e bt eb e e et e b sbe e 60

All AGENCY VACANT POSITION ...ttt ettt bbbt e e e b e 63

(€] [0155:7- 1 YRS 67

Page ii



CAPPS HR/PAYROLL

@ ' EUT Course

Centralized Accountng and Payroll Personnel System

Position Management

The CAPPS HR/Payroll Position Management (POS) business process helps define Human
Resources by position, rather than job or by employee.

With POS, you can:
e Create and track positions data and history.
e Process employee appointments by position.
e Maintain incumbent data.
e Budget for positions and departments.

e View incumbent, position, and budget histories.

Section 1 - Manage Positions

Add a Position
Section 1, Lesson 1 Exercise - Scenario: Add a New Position

Procedure

This lesson will focus on how to create a new position.
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Favorites - Main Menu -

Home Add fo Favorites Sign out

ORACLE’

Menu T o~
Search:
My Favorites

Organizational Development
Set Up HRMS

Enterprise Components
PeopleTools

Change My Password

My System Profile

H100% ~
Main Menu ..
Favorites . Main Menu ..
Search Menu: Home Add to Favorites Sign out
ORACLE ®
3 Organizational Development >
Menu 3 SetUpHRMS >
3 Enterprise Components >
Search: 5 PeopleTools v
[E] Change My Password
My Favorites | (55 wy System Profile
o L
Set Up HRMS
Enterprise Companents
PeopleTools
Change My Password
My System Profile
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Step Action

2. Click the Organizational Development menu.
| &3 Organizational Development v

3. Click the Position Management menu.

[ /9 Position Management v

4. Click the Maintain Positions/Budgets menu.
| &3 Maintain Positions/Budgets v

5. Click the Add/Update Position Info menu.
| £y Add/Update Position Info |

6. CAPPS Position Management displays the Add/Update Position Info page. This
page is used to add new positions as well as search for existing position information.

7. Click the Add a New Value tab.

Add a New Value |

8. Click the Add button.

9. The Description page is used to enter Position, Job, Work Location and Salary Plan
information of a position.

10. A key field to understand when adding position information is the Effective Date.
Effective Dates maintain a complete chronological history of data and tables,
whether it has been changed two years ago or to go into effect in two months.

The Effective Date defaults to the system date which is the current date.

11. When new positions are created, CAPPS uses information entered in the
Department, Job Code, and Location Tables and inserts the default values in several
position data fields.

Let's continue to add a new position by selecting a Job Code.
12. When new positions are created, CAPPS uses information entered in the

Department, Job Code, and Location Tables and inserts the default values in several
position data fields. There are also pre-populated based on the CAPPS HR/Payroll
standard configuration. These values may be changed to any of the available field
options.

Let's continue to add a new position by selecting a Job Code.
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Step

Action

13.

Click the Look up Job Code button.

El

Look Up Job Code

SetID:

TX032

Job Code: [ begins with ||

[egins with ~||

ot o o

Search Results

Only the first 300 results can be displayed.
View 100 First (y) 130001300 (p) Last
Job Code Description

008
0006A
0053
0055
0057
0059
0130
0132
0132XX
0134
0136
0138
0150
0152
0154
0156
0158
0158P
0160
0162
0164
0170
o7
0172

Receptionist

Receptionist Admin

Clerk |

Clerk Il

Clerk Il

Clerk IV

Customer Svc Represtatve |
Customer Service Rep Il
Customer Svc Represtatve 1!
Customer Service Rep lll
Customer Service Rep IV
Customer Services Rep V
‘Administrative Asst |
‘Administrative Asst Il
‘Administrative Asst Ill
‘Administrative Asst IV
‘Administrative Assistant V'
‘Admin Assnt V'

Executive Assistant |
Executive Assistant Il
Executive Assistant Il
License & Permit Spelst |
License & Permit Spelst Il
License & Permit Specialst Il

Step

Action

14.

Click the scroll bar.
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Look Up Job Code
0229 Systems Support Specialist Il
0230 Systems Support Specialist Il
0231 Systems Support Specialist IV
0238 Chief Info Sec Officer
0240  Programmer |
0241 Programmer Il
0241A  Programmer Il
0242 Programmer Il
0243 Programmer IV
0244  Programmer V.
0245  Programmer VI
0254  Systems Analyst |
0255  Systems Analyst Il
0256  Systems Analyst lll
0257  Systems Analyst IV
0258  Systems Analyst V
0259  Systems Analyst VI
0260  Computer Operations Spec |
0261  Computer Operations Spelst Il
0262  Computer Operations Speist Ill
0263  Computer Operations Spelst IV
0264  Computer Operations Spec V
0265  Computer Operations Spelst VI
0270  Geographic Info Speist |
0271 Geographic Info Speist Il
0272 Geographic Info Speist Il
0273 Geographic Info Speist IV
0274  Geographic Info Speist V'
0231 Telecommunications Spec |
0282 Telecommunications Spec Il
0233 Telecommunications Spec III
0234 Telecommunications Spec IV
0235 Telecommunications Spec V
02387 Network Specialist |
0238 Network Specialist ||
0239 Network Specialist Il

H100% v

Step Action

15. Click the 0243 - Programmer 1V link.
D242 ProgrammerlV |

16. Notice the default Job information that appears as it relates to the selected job code.

17. The next step to enter a new position is to indicate the Work Location information.

18. Click in the Department field.

Department ]

19. Enter the desired information into the Department field.

Enter "3000".

Department ]

20. To see the description of the Department value entered.

Press [Tab].

21. Notice the Location and Company fields populate with information based on the
Department entered.

Note: These fields may or may not populate based on infomation placed on the
Department Table.
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Step Action

22. The Reports To field is used to build reporting relationships between positions. It
can also be used to generate organizational reports in Position Management, such as
the HR Management to Staff Ratio Report.

23. Click the Look up Reports To button.
Bl
24. Click the 00000007 - Programmer V1 link.
0000007 Programmer VT ]
25. Notice the Reports To field displays the new reports to position.
26. To meet the State Auditor's Office reporting requirements, the Supervisor Level
field is also used to track reporting relationships among positions.
217. Click the Look up Supervisor Lvl (Alt+5) button.
Bl
28. Click the NON-MGR link.
29. Click the Specific Information tab.

| Specific Information |

30. Use the Specific Information page to enter information that is specific to the
position. This page is also used to trigger incumbents position-related data changes.

31. Note: After an employee has been assigned to this new position, it will be
necessary to insert a new effective dated row to update the Update Incumbents field
on Position Data - Specific Information page.

This update is to ensure the Update Incumbents checkbox is active. This will
enable select position-related updates to automatically appear on the incumbents HR
Job Data.

32. The FTE tracking is located in the Education and Government section.

Click the Expand section button.

£
33. Click in the FTE field.
FTE
34. This field can be populated with the appropriate FTE values (i.e. 0.5 for 20 hour

work week and 1.0 for 40 hour work week).

Enter the desired information into the FTE field. Enter "1".

FTE| [{l.000000
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Step Action

35. Click the Adds to FTE Actual Count option.
[C] Adds to FTE Actual Cound

36. Click the Budget and Incumbents tab.

| Budget and Incumbents I

37. After an employee has been assigned to the position, the Budget and Incumbents
page is used to view the position's current budget and incumbents.

CAPPS Position Management will display the Current Incumbents information
only.

Note: Anemployee has not been assigned to the position so this information is
currently blank.

38. Click the Save button.

5l Save
39. A new position has been created with the Position Number of 00005477.
40. This position is now available for HR to assign to an employee.

Remember that once an employee is assigned to a position the HR User notifies the
POS User to update the position data to enable automatic update of the incumbents
Job Data.

Let's walk through that update process.

41. An employee has been assigned to the newly created position number of 00005477
with an effective date of 3/26/15. The Position Data must be updated to enable
automatic updates of the incumbents Job Data.

42, Enter the desired information into the Position Number field. Enter "00005477".
Position Number: | begins with || |
43. Click the Search button.
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= > Maintain F

~ » Add/Update Position Info

FavnriteSv‘ Main Menu~ > Organizational Develop! ~ » Position

ORACLE"

[ Description || Specific Information || Budget and Incumbents || Fosition & Repor
Position Information
Position Number 00005477
Headcount Status Filled
*Effective Date [03/1172015 |i5]
Reason [NEW[3, New Pesition
“Position Status[Approved ___ v/|
-Job Information
*Business Unit TX032 |,
@,
R T a—
“Regular Shift

Title |Programmer [V

Texas Baseline Agency 032

Job Code 0243 Programmer IV

Work Location

“Reg Region [USA @, United States

Status Date |03/11/2015

Haz Duty Eligible

Current Head Count 1

e —

Action Date 03/11/2015

&

Union Code

Short Title |Programr4.

R —

Home | AddioFavorites | Sign out

New Window | Personalize Page | 5 n

Find | view Al First ' 1011} Last

out of 1

[ Key Position

@

Detailed Position Description

Department 3000 q Information Tech - 3.0 Company T32 CMPY Texas Baseline Agency 032
Location 5001 @, 5001-6546 Bell Tower St
Reports To (00000007 @, Programmer VI Dot Line @
Supervisor LvI[NON-MGR  |@,  Non Manager Security Clearance @,
Salary Plan Information
Salary Admin Plan B @, Grade 23 |@, Step| @, v
< >
®100%
Favorites ~ ‘ Main Menu~ > Organi; D ~ » Position ~ > Maintain ~ » Add/Update Position Info
Home | AddtoFavortes | Sign out
ORACLE"
New Window | Personalize Page | &
: . 5 ~
iption | Specific Informat || Budget and Incumbents H Position & Reporting
bn Information Find | View All First & 1 of 1 &/ Last
Position Number 00005477
Headcount Status Filled Current Head Count 1 outol 1
*Effective Date [J311/2015 |5 “status[Acive  v]
Reason [NEW(@, New Position Action Date 03/11/2015
*Position Status [ Approved v Status Date[03/1172015 |5 [ Key Position
b Information
*Business Unit TX032 |@, Texas Baseline Agency 032
Job Code (0243 |, Programmer IV
“Reg/Temp Haz Duty Eligivie *FullPart Tme[FulTime v/
“Regular Shift [ Not Applicable v Union Code @
Title [Programmer IV Short Title [Programr4 Detailed Position Description
rk Location
“Reg Region |USA @, united States
Department 3000 (@, Information Tech - 3.0 Company T32  CMPY Texas Baseline Agency 032
Location (5001 (@, 5001 - 6546 Bell Tower St
Reports To (00000007 @, Programmer VI Dot.Line @
Supervisor LvI[NON-MGR  |@,  Non Manager Security Clearance @
ary Plan Information
Salary Admin Plan B |@, Grade[23 |@, step|  [@, v
< >
H100% v
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Step Action

45, Click the Add a new row (+) button.

46. Click the Choose a date button.

47. Click the Month drop down list.
April v

48. Click March
March

49, Click 26.

50. Click in the Reason field.
Reas:cm:l

51. Enter the desired information into the Reason field. Enter "UPD".
ReasanD

52. Click the Specific Information tab.

| Specific Information |

53. Verify the Update Incumbents box has been checked with the insertion of the new
effective dated row. If the box is not checked, manually check the box.

This enables updates to the incumbents Job Data.

54. Click the Save button.
55. A Warning message will appear to inform you of the impact of these changes on

the incumbent.

Read the message to check for any additional actions that must be performed.

56. Click the OK button.
57. Congratulations! You have successfully completed this lesson.

End of Procedure.
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Search for a Position
Section 1, Lesson 2 Exercise - Scenario: Search for an existing Position to view the

incumbent
Procedure

This lesson will focus on how to search for position information by Department, Job Code and
Report-To information.

Favorites . Main Menu .
Home Add to Favorites Sign out

ORACLE

Menu T av

Search: ®

My Favorites

Organizaticnal Development

Set Up HRMS

Enterprise Components

PeopleTools

Change My Password

My System Profile

#100% ~
Step Action

1. Click the Main Menu button.
2. Click the Organizational Development menu.

| /3 Organizational Development v]
3. Click the Position Management menu.

[ /3 Position Management v
4, Click the Maintain Positions/Budgets menu.

[ &3 Maintain Positions/Budgets v
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Step Action

5. Click the Add/Update Position Info menu.

| & Add/Update Position Info

6. The Add/Update Position Info page provides several ways to search for an existing

Position Number.

Let's start with searching for an existing Position Number by Department.

Favorites ~ Main Menu~ > Organizati D - > Position

ORACLE

Add/Update Position Info
Enter any information you have and click Search. Leave fields blani for a list of all values
Find an Existing Value

Search Criteria

Position Number: [begins with v|

Description: begins with v

Position Status: = v v
Business Unit: begins with v @,
Department: begins with @

Job Code: begins with v @

Reports To Position Number: | begins with v

[incluge History [] Correct History [] Case Sensitive

Search Clear |Basic Search Q}ﬂ Save Search Criteria

~ » Maintain Positi gets ~ > Add/Update Paosition Info

Home Add to Favorites Sign out

New Window | 55

®100%

Step Action

7. Click the Department field.
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Favorites - | Main Menu~ > Organizational D ~ > Position ~ » Maintain Positions/Budgets ~ > Add/Update Position Info
Home | AddtoFavorites | Sign out
ORACLE’
New Window | B
Add/Update Position Info
Enter any information you have and click Search. Leave fields blan for a list of all values.
Find an Existing Value
Search Criteria
Position Number: begins with w ||
Description: begins with v
Position Status: = v N2
Business Unit: begins with [,
Department: begins with v O‘
Job Code: begins with v @,
Reports To Position Number: [ begins with
[Jinciude History []correct History [] Case Sensitive
Search Clear [Basic Search [ Save Search Criteria
#100% ~
Step Action
. - - - . " "
8. Enter the desired information into the Department field. Enter "3000".

9. Click the Search button.

10. The Search Results list the Positions that match the Department search criteria.

11. Click the Position Number 00000008.
00000008

12. CAPPS retrieves the selected position information. Note the Department ID
matches the search criteria.
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Position Information

Position Number 00000008
Headcount Status Overallocated
*Effective Date 09/01/2014 |[5]
Reason [UPD |3, Update Position
*Position Status | Approved v

-Job Information

“Business Unit (32300 |3, 032 Information Technology

Job Code 0242 |@, Programmer [I|
*Reg/Temp Haz Duty Eligible

“Regular Shift [Not Applicable ~

Title |Programmer il
Work Location
“Reg Region [USA @, United States
Department 3000 ‘@, Informaticn Tech - 3.0

Location 5001 ‘@, 5001-6546 Bell Tower St

Favorites ~ ‘ Main Menu~ > O izati D P ~ > Position = > Maintain Positions/Budgets -~ > Add/Update Position Info
Home | AddioFavorites | Sign out
ORACLE"
New Window | Personalize Page | 5
| || specific || Budget and || Position & Repo

Find | view Al First ' 1011} Last
=
Current Head Count 2 out of 1
Action Date 1012772014
[key Position

Status Date |01/01/2013 ]

Union Code|  |@,

Short Title [Programe3 Detailed Position Description

Company T32 CMPY Texas Baseline Agency 032

Reports To (00000007 |@,  programmer VI Dot Line @,
Supervisor Lvl @, Security Clearance @,
Salary Plan Information
Salary Admin Plan B @ Grade 21 |@, Step| @, v
< >
#100% ~
Step Action
13. Click the scroll bar
Favorites ~ ‘ Main Menu~ > O izati D ~ » Position ~ > Maintain Positions/Budgets - > Add/Update Position Info
Home | AddioFavorites | Sign out
ORACLE"
Job Information ~

*Business Unit 32300 |@, 032 Information Technology
Job Code 0242 | @, Programmer II|
RegTemp [Reguar V] [ az Duty Egible

*Regular Shift| Not Applicable v

Title |Programmer Iil
Work Location
“Reg Region [USA @ united States

Department 3000 ‘@, Information Tech - 3.0

Location 5001 ‘@, 5001 - 6546 Bell Tower St
Reports To (00000007 @, programmer VI
Supervisor Lyl @,
Salary Plan Information
Salary Admin Plan B @y Grade 21 |@, Step

Standard Hours| 40,00 Work Period [W @, weeky

Mon Tue Wed Thu Fri Sat

8.00 8.00 8.00 8.00 8.00

F B ysa

Updated on 10/27/2014 4:39:05PM

[5 save | |G+ RetumtoSearch |[tZ] PreviousinList ||45 NextinList |[=] Notity

| Specific | Budget and | Posttion & Reporting

<

Updated By TXTESTDEV0S

Union Code | |@,

Short Title [Programr3 Detailed Position Description

Company T32 CMPY Texas Baseline Agency 032

Dot-Line @,

Security Clearance @,

Replacement Manager Change1

Dispiay. || & include History | |[Z# Comect History

v

>

H100% v
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Step Action

14, Click the Return to Search button.
[t Retumn to Search |

15. To begin a new search,

Click the Clear button.

16. Click in the Job Code field.
I |
17. Let's search for an exisiting Position Number by Job Code.
18. Enter the desired information into the Job Code field.
Enter "0203".
1 |
19. Click the Search button.
20. The Search Results lists the positions numbers associated with the Job Code of
'0203'.
21. Click the Clear button.
22. Click in the Reports To Position Number field.
23. Enter the desired information into the Reports To Position Number field.

Enter "00000007".

24. Click the Search button.

25. The Search Results list all position numbers with the Reports To Position
Number of ‘00000007

26. Click the Clear button.

217. Congratulations! You have successfully completed this lesson.

End of Procedure.
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Update a Position

Section 1, Lesson 3 Exercise - Scenario: Update an existing position with a 'non-pay
impacting' data change.

Use CAPPS Position Data pages to make changes to any position-related information
that pertains to the job or position itself, such as moving the position from one
department to another or from one location to another as well as changing the position
status.

The position-related information within CAPPS falls into two categories:

e Non-pay impacting - Position-related information that does not impact an
employees pay. Information such as Reports To, Department and Location do
not impact an employees pay. So after these data changes are updated, a hew
effective dated row will automatically appear on the incumbents Job Data. The
effective dates on both the Position Data and Job Data records will match.

e Pay impacting - position-related information that does impact an employees
pay. Information such as job code and compensation may impact an employees
pay. These changes require the teamwork of both the POS User and HR User to
ensure the records stay in synch. For the pay impacting information require

specific security roles to make these changes.

Effective dating is a key consideration when updating position information. Position
information is updated in Human Resources by adding effective-dated data rows to the
position data and/or incumbent job records. Effective dates provide the ability to
maintain a complete chronological history of all data and tables, whether it was changed
two years ago or to go into effect in two months.

Note: Budget or Fiscal year position updates will be performed by the support team for
CAPPS.

Procedure

This lesson will focus on how to update the department for an existing position.
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Favorites - Main Menu -

Home Add fo Favorites Sign out

ORACLE’

Menu T o~
Search:
My Favorites

Organizational Development
Set Up HRMS

Enterprise Components
PeopleTools

Change My Password

My System Profile

H100% ~

Step Action

1. Click the Main Menu button.
Main Menu ..

Favorites . Main Menu .

Search Menu: Home Add to Favorites Sign out

ORACLE| ®
£ Organizational Development v
T £ SetUpHRMS v
£ Enterprise Components v
Search: 3 PeopleTools v
] Change My Password
My Favorites | (55 py System Profile
o L
Set Up HRMS
Enterprise Components
PeopleTools

Change My Password
My System Profile

H100% v
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Step Action

2.

Click the Organizational Development menu.

]

| 7 ©rganizational Development

Click the Position Management menu.
=

v]

Position Management

Click the Maintain Positions/Budgets menu.
=

]

Maintain Positions/Budgets

Click the Add/Update Position Info menu.
| £y Add/Update Position Info |

Enter the desired information into the Position Number field. Enter "00005477".
| begins with ™[ |

Position Number:

7. Click the Search button.

8. The Position Management - Description page appears displaying the selected

Position Number for update.

*Effective Date 03/11/2015 |]

Reason|[NEW[3, New Pasition
*Position Status | Approved v
Job Information
“Business Unit[TX032 |, Texas Baseline Agency 032

JobCode (0243 |@, Programmer [V
LT —
“Regular Shift| Not Applicable v

Title Programmer IV

Work Location

Favorites~ | MainMenu~ > O ional D ~ > Position ~ > Maintain Positions/Budgets - > Add/Update Position Info
Home | AddioFavorites | Sign out
ORACLE
New Window | Personalize Page | T o
Specific Budget and Position & Reporting
Position Information Find | View Al First ‘4 1 0f 1'%/ Last
Position Number 00005477
Headcount Status Open Current Head Count 0 outef 1

Status Date 03/11/2015 £l

Haz Duty Eligible

“Reg Region|USA @ united States
Department 3000 @, Information Tech - 3.0 Company T32 CMPY Texas Baseline Agency 032
Location 5001 @, 5001- 6546 Bell Tower St
Reports To (00000007 @, programmer VI Dot-Line @,
Supervisor Lvl @ Security Clearance @,
Salary Plan Information
Salary Admin Plan 8 |@, Grade[23 |@, Step| @, v
< >
#100% v

*Status __Adwa v

Action Date 03/11/2015
[J Key Position

*Full/Part Time | Full-Time v

Union Code @,

Short Title |Programr4 Detailed Position Description
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Step

Action

Click the scroll bar.

Favorites ~ Main Menu~ > O i D ~ » Position ~ > Maintain Positions/Budgets ~ > Add/Update Position Info
Home Add fo Favorites Sign out
ORACLE’
New Window | Personalize Page | i ~
on || Specific Information || Budget and Incumbents || Position & Reporting
nformation Find | View Al First &' 1011} Last
Position Number 00005477 FE
Headcount Status Open Current Head Count o out of 1
*Effective Date [P311/2015 |[3] ~status [Acive  ~]
Reason NEW[3, New Position Action Date 03/11/2015
*Position Status | Approved v Status Date [03/11/2015 El [IKey Position
[formation
*Business Unit TX032 |@, Texas Baseline Agency 032
Job Code (0243 |@, Programmer [V
*Reg/Temp Haz Duty Eligible *Full/Part Time [ Full-Time v
“Regular Shift| Not Applicable v Union Code @
Title Programmer IV Short Title [Programrd Detailed Position Description

Location

“Reg Region USA @ united States

Department 2000 @, Information Tech - 3.0 Company T32 CMPY Texas Baseline Agency 032

Location 5001 ‘@, 5001- 6546 Bell Tower St
Reports To[00000007 |, Programmer VI Dot.Line @
Supervisor Lvl (e Security Clearance @,
Plan Information
Salary Admin Plan8_ @ Grade[23 |@, step| @, v
< >
®100% v

Step

Action

10.

Click the Add (+) new row button.

11.

In this example, change the Effective Date to March 16, 2015.

12.

Click the Choose a date button.

Ed

13.

Click 16.

14.

Enter the reason for the new row.

Click the Look up Reason button.

Page 18
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Step

Action

15.

Click the UPD link.
(NI |

16.

Click the Look up Department button.

17.

Click the Information Tech - 3.2 link.

Information Tech - 3.3

Favorites - Main Menu~ > Oi izati D p ~ > Position M; ~ » Maintain Positions/Budgets - > Add/Update Position Info
Home | AddtoFavortes | Sign out
ORACLE
New Window | Personalize Page | 5 n
Specific Budget and Position & Reporting
Position Information Find | View Al First' ' 1012'" Last
Position Number 00005477 B3]
Headcount Status Open Current Head Count 0 outol 1
*Effective Date [03/16/2015 | “status[Active |
Reason|UPD |2, Update Position Action Date 031172015
“Position Status [ Approved v Status Date [03/11/2015 [ key Position
Job Information
*Business Unit[TX032_|@, Texas Baseline Agency 032
Job Code (0243 |@, Programmer IV
“RegiTemp Haz Duty Eligible “FullPart Time [Full-Time v
“Regular Shift [Not Applicable ~ Union Code @,
Titte [Programmer IV Short Title |Programr4 Detailed Position Description

Work Location

“Reg Region USA @, United States

Department 3002 %@, Information Tech - 3.2 Company T32  CMPY Texas Baseline Agency 032

Location 5001 @ 5001- 6546 Bell Tower St
Reports To (00000007 [@,  Programmer VI Dot-Line @,
Supervisor Ll @, Security Clearance @,
Salary Plan Information
Salary Admin Plan B |3, Grade[23 |@, step| |@ v
< >
H100% v

Step

Action

18.

Click the scroll bar.
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Favorites - Main Menu~ > O izati D ~ > Position M; ~ » Maintain Positi ~ > Add/Update Position Info
Home Add to Favorites Sign out
ORACLE
— . = ey
Job Information ~

“Business Unit TX032 |@, Texas Baseline Agency 032

Job Code (0243 |@, Programmer IV
“RegiTemp
*Regular Shift[ Not Applicable ~

Title Programmer IV

Haz Duty Eligible

*Full/Part Time | Full Time v
Unien Code @
Short Title [Programr4 Detailed Position Description

Work Location
“Reg Region |USA @, United States

Department 3002 x|@, Information Tech - 3.2 Company T32 CMPY Texas Baseline Agency 032

Location 5001 @, 5001 - 6545 Bell Tower St

Reports To[00000007 |, Programmer VI Dot-Line @
Supervisor Lvl @ Security Clearance @,
Salary Plan Information

Salary Admin Plan B @, Grade 23 |@, Step @,

Standard Hours | 40.00 Work Period W @, Weekdy
Mon  Tue Wed Thu  Fri sat  Sun
200 [ 200 200 | 200 | 200
M B ysa

Updated on 03/18/2015 2:49:46PM Updated By TX_HR_UPD_MAINTAIN_POSITION

[5] Save | [Gr Retumn to Search | |[=] Nofify # Update/Display || 5 Include History

Description | Specific Information | Budget and Incumbents | Position & Reporting

< 2>

#100% v

Step

Action

19.

Click the Save button.

20.

Clicking the Save button causes CAPPS Position Management to validate the new
information against the incumbents’ job record and existing position data. The result
of this validation may generate either a warning or an error message.

* A warning message alerts of a potential data entry error or change. However, it
allows the updates to be saved, if desired.

* An error message stops the process due to data entry or process error. It requires
the user to correct the problem before continuing.

In this example, a warning message was generated to inform the user that no updates
will be made to the incumbent data. However, if there were incumbents the job
data would need to be maintained accordingly.

21.

Click the OK button.
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Favorites ~ ‘ Main Menu~ > O izati D p ~ > Position = > Maintain Positions/Budgets -~ > Add/Update Position Info
Home | AddtoFavortes | Sign out
ORACLE"
New Window | Personalize Page | i n
on || Specific Information || Budget and Incumbents || Position & Reporting
nformation Find | View All First ¥ 10f2' Y Last
Position Number 00005477 H=
Headcount Status Open Current Head Count 0 out of 1
*Effective Date[03/16/2015 |[) *status[Acive V|
Reason [UPD |3, Update Position Action Date 03/1/2015
*Position Status [ Approved v Status Date[03/11/2015 | [ Key Position
“Business Unit TX032 |3, Texas Baseling Agency 032
Job Code p257  |@, Systems Analyst IV
“RegiTemp Haz Duty Eligible “FullPart Time [Full-Time
*Regular Shift [ Not Applicable ~ Union Code: @
Title |Systems Analyst IV Short Title [SysAnalysd Detailed Position Description
Location
“Reg Region [USA @, United States
Department 3000 O§ Information Tech - 3.0 Company T32 CMPY Texas Baseline Agency 032
Location 5001 @, 5001-6546 Bell Tower St
Reports To[00000007 |, Programmer VI Dot.Line @
Supervisor Lvl @, Security Clearance @,
Plan Information
Salary Admin Plan B @ Grade 22 |@, Step| @, v
< >
H100% v
Favorites ~ ‘ Main Menu~ > Organizational D ~ » Position ~ > Maintain Pesitions/Budgets - > Add/Update Position Info
Home | AddtoFavortes | Sign out
ORACLE"
_ ——— — ey o
~

Job Information
*Business Unit TX032 |@, Texas Baseline Agency 032
Job Code 0257 @ Systems Analyst IV
“Regular Shift [Not Appiicable |

Title |Systems Analyst IV

Haz Duty Eligible

Work Location

“Reg Region USA @ united States
Department (3000 @, Information Tech - 3.0
Location 5001 @, 5001- 6546 Bell Tower St
Reports To 00000007 |@,  Programmer VI
Supervisor Lvl @

Salary Plan Information

Salary Admin Plan B |2, Grade[22 |@, Step
‘standard Hours|  40.00) Work Period W &, Weekly
Mon  Tue Wed Thu  Fri sat
200 [ 800 200 | 800 [ 200

rEysa

Updated on 03/11/2015 5:06:10PM

Save

[Er Retum to Search | [[Z] Nofify

Description | Specific Information | Budget and Incumbents | Position & Reporting
<

Updated By TX_HR_UPD_MAINTAIN_POSITION

Union Code @,

Short Title |SysAnalys4 Detailed Position Description

Company T32 CMPY Texas Baseline Agency 032

Dot-Line @

Security Clearance| |,

@,

sun

Updzie/Diepiay,. | 5 Include History || Correct His

v

>

H100% v
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Step Action

24, Click the Save button.

25. After a 'non-pay impacting' update has been made to position data, CAPPS
automatically inserts a row on the incumbents Job Data.

Let's look at an example of this activity on the incumbents Job Data.

26. Click in the Position Number field.
Position Number: | begins with || |

27. Enter the desired information into the Position Number field. Enter "00005306".
Position Number: | begins with || |

Favorites ~ Main Menu~ > O i D ~ » Position ~ > Maintain Positions/Budgets ~ > Add/Update Position Info

Home Worldist Add fo Favorites Sign out

ORACLE’

New Window | &
Add/Update Position Info

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value | Adda New Value

Search Criteria

Position Number: [begins with w][00005306 x
Description: begins with »

Position Status: = v v
Business Unit: begins with ™ Y
Department: begins with » QA

Job Code: begins with v @,
Reports To Position Number: [ begins with \/

[incluge History [] Correct History [] Case Sensitive

Search Clear |Basic Search Q}ﬂ Save Search Criteria

Find an Existing Value | Add a New Value

H100% ~

Step Action

28. Click the Search button.

Search
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Favorites - Main Menu~ > Oi izati D p ~ > Position M; ~ » Maintain Positions/Budgets - > Add/Update Position Info
Home | Workist | AddtoFavortes | Sign out
ORACLE’
New Window | Personalize Page | 5 n
Specific Budget and Position & Reporting
Position Information Find | View Al First'*' 1011'} Last
Position Number 00005305 #=]
Headcount Status Filled Current Head Count 1 out of 1
*Effective Date [08/2972014 |[5) “Status [Acive V]
Reason [UPD |3, Update Position Action Date 08/20/2014
*Position Status [ Approved v Status Date [11/012012 |5 [ key Position
Job Information
“Business Unit[32200 |3, 032 Operations Admin
Job Code 0152 |@, Administrative Asst Il
*Reg/Temp Haz Duty Eligible “FullPart Time [ Full-Time v
*Regular Shift [ Not Applicable ~ Union Code: @
Title |Administrative Asst Il Short Title Ad Asst 2

Detailed Position Description

Work Location

Location 5000 OJ 5000 - 100 N Main St
| , , , _
Step Action
29. Click the Budget and Incumbents tab.
Budget and Incumbents
30. This page displays a list of the Current Incumbents assigned to this position.
31. Click the Job Data link.
ob Data
32. Several indicators on the incumbents Job Data identify that position data has been
updated.
The Action, Reason Code and the selected Position Management Record
checkbox. Also, notice the Effective Date is the same on the Job Data as it is on the
Position Data.
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| work Location || Job Information || Job Labor || Payroil || Satary Pian || Compensation

Empl ID 00000000259

Employee Empl Record 0

Work Location First'‘& 1071 @) Last

“Effective Date: 0872912014 ) =
Effective Sequence: Action: [Position Change v|

HR Status: 8 Reason Code [UPD]@,  update Position
Payroll Status:

“Job Indicator: [Primary Job <]

0

Position Number:

Asstll

Position Entry Date: 061512014
Position Management Record

Regulatory Region: UsA United States
Company: T32 CMPY Texas Baseline Agency 032
Business Unit: 32200 032 Operations Admin
Department: 2000 Operations Admin
Department Entry Date:

Location: 5000

D: [p32 &

5000 - 100 N Main St

Texas Baseline Agency 032

Last Start Date:
Expected Job End Date:

Code: | Retirement 90-Day Wait

Eamings Distribution Benefits Program Participation

¢ |

®100% ~

Step Action
33. Click the scroll bar.

Job Data

Work Location

*Effective Date: 0892014 |
Effective Sequence: Action: [Position Change:
HR Status: Reason Code [UPD@, Update Position

Payroll Status:

“Job Indicator: [Primary Job

Position Number:

Asstll
o Lata)

Position Entry Date: 06/15/2014
[¥| Position Management Record

Regulatory Region: USA United States
Company: T32 CMPY Texas Baseline Agency 032
Business Unit: 32200 032 Operations Admin

Department: 2000 Operations Admin

Department Entry Date:

Location: 5000 - 100 N Main St
ID:

Texas Baseline Agency 032

Last Start Date:
Expected Job End Date:

Code: | Retirement 90-Day Wait

‘ Job Data

Eamings Distribution Benefits Program Participation

Work Locatien | Job Information | Job Labor | Payroll | Salary Plan | Compensation
< I ——

H100% v
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Step Action

34. Click the OK button.
35. Congratulations! You have successfully completed this lesson.

End of Procedure.

Maintain a Position

Section 1, Lesson 4 Exercise - Scenario: Maintain an existing position requiring a 'pay
impacting' data change.

Effective dates are always important in CAPPS, but they take on special meaning when
you maintain positions, particularly when you change data in the fields that appear in
both the Position Data and Job Data pages.

Position-related information within CAPPS falls into two categories:

e Non-pay impacting - position-related information that does not impact an
employees pay. Information such as Reports To, Department and Location do
not impact an employees pay. So after these data changes are updated, a hew
effective dated row will automatically appear on the incumbent Job Data. The
effective dates on both the Position Data and Job Data records must match.

e Pay impacting - position-related information that does impact an employees
pay. Information such as job code and compensation may impact an employees
pay. These changes require the teamwork of both the POS User and HR User to
ensure the records stay in synch. The pay impacting information require
specific security roles to make these changes.

CAPPS Paosition Management has business processes to assist in tracking
discrepancies between Position Data and Job Data:

e Audit-Exception Positions Report - identifies the position-related fields that
exist on both the Position Data and Job Data that are out of synch.

e Security Roles - based on the Roles assigned to the POS User and the HR
User, email notifications are sent to alert the user when data is out of synch.

Procedure

This lesson will focus on the steps to maintain the information between the Position Data and Job
Data pages.
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Step

Action

Position-related data exists on both the Job Data and Position Data pages within the
CAPPS HR/Payroll System. It is critical that this related information remain in
synch to maintain the data integrity of the employee records.

Based on the security roles of the HR User and POS User, each has access to update
position-related data in their assigned modules (Human Resources and Position
Management, respectively). Because of this relationship across modules,
maintenance to the records must occur on frequent bases.

Let’s walk through this maintenance process:

These are the activities that must be taken when HR initiates a position-related data
change that is 'pay impacting'.

Let's walk through the steps after receiving notification of the position-related data

change.

Favorites . Main Menu
Home Workdist Add fo Favorites Sign out
ORACLE

Menu T av

Search:

My Favorites

CAPPS Interfaces

Self Service

Manager Self Service
Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
SetUp HRMS

CAPPS Utilties
Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password
My System Profile

http://audaap92.core.cpa.state.tx,us:3000/psp/HCMTXB/EMPLOYEE/HRMS/h/ #100%

Step

Action

Click the Main Menu button.
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Step Action

4, Click the Organizational Development menu.
[ ™9 Organizational Development v
5. Click the Position Management menu.
| 73 Position Management v
6. Click the Maintain Positions/Budgets menu.
[ /3 Maintain Positions/Budgets v
7. Click the Add/Update Position Info menu.
| ) Add/Update Position Info |
8. The POS User has been notified via email of a position-related data change to an

employees' HR Job Data that does not exist in Position Management.
Here are the updates that must be placed in Position Data:

Position Number: 00005204

Effective Date: 04/01/2015

Job Code: 0158 - Administrative Asst V
Salary Plan: A

Salary Grade: 17

9. Enter the desired information into the Position Number field. Enter "00005204".
Position Number: | begins with vm |

10. Click the Search button.

11. These are the fields that must be updated to match the Job Data record for the
incumbent.

12. Click the Add a new row at row 1 (Alt+7) button.

13. The HR Job Data record was updated with an effective dated row of
04/01/2015. This must also be the effective date for the new row in Position Data.

14. Click the Look up Reason (Alt+5) button.

15. Click the UPD link.
Eeg
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Favorites~  MainMenu~ > O —

ORACLE"

Position = > Maintain F

[ Description || Specific Information || Budget and Incumbents || Fosition & Repor

Position Information
Position Number 00005204
Headcount Status Filled
*Effective Date 04/01/2015 |}
Reason |[UPD @,

Status | Approved v

“Pos
-Job Information

“Business Unit 52400 |,

Job Code 0156 @

e T —)

“Regular Shift

Title |Adminisirative Asst [V

Update Position

Find | view Al First &' 102" Last
=
Current Head Count 1 out of 1
Action Date 04/01/2015
Status Date[11/01/2012 | [ key Position

052 HR Administration

Administrative Asst IV

Haz Duty Eligible

Union Code

Short Title Ad Asst 4

~ » Add/Update Position Info

Home | Worklist | AddioFavorites | Sign out

New Window | Personalize Page | 5 n

@

Detailed Position Description

Work Location
“Reg Region [USA @, United States
Department 4000 Q HR Admin Company T52 Texas Baseline Agency 052
Location 6001 @, 6001-600 S Maple St
Reports To (00005430 | @, Manager IIl Dot.Line @
Supervisor Lvl @, Security Clearance @
Salary Plan Information
Salary Admin Plan A @ Grade |15 |@, Step| @, v
< >
®100% ~
Step Action
16. Click the Job Code field.
Job Code 0156
Favorites - ‘ Main Menu~ > Of i D p ~ » Position ~ » Maintain F ~ » Add/Update Position Info
Home | Worklist | AddioFavorites | Sign out

ORACLE"

[ Description || Specific Information || Budget and Incumbents || Pos
Position Information
Position Number 00005204
Headcount Status. Filed
“Effective Date [04/01/2015 |5
Reason [UPD @,

*Position Status | Approved v

-Job Information
“Business Unit 52400 |3,
Job Code @ Administrative
A LT —
“Regular Shift

Title Administrative Asst IV

Work Location

Update Position

ition & Reporti

Find | view Al First #1012 Last
=
Current Head Count 1 outof 1
Action Date 04/01/2015
Status Date 11012012 |5 CKey Position

052 HR Administration

AsstIV
Haz Duty Eligible

Union Code

Short Title Ad Asst 4

New Window | Personalize Page | 5 n

@

Detailed Position Description

“Reg Region [USA @, United States
Department 4000 Q HR Admin Company T52 Texas Baseline Agency 052
Location 6001 @, 6001-600 S Maple St
Reports To (00005430 @, manager IIl Dot Line @
Supervisor Lvl @, Security Clearance @
Salary Plan Information
Salary Admin Plan A @ Grade 15 |@, step| @ v
< >
®100% ~
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Step Action

17. Enter the desired information into the Job Code field. Enter "0158".

Job Code[[ET ]

18. Press [Tab].

19. Notice the Job Code, Salary Admin Plan and Grade now reflect the updated

information.

Position Information
Position Number 00005204
Headcount Status Filled
*Effective Date [04/01/2015 |[5
Reason [UPD |,
“Position Status[Approved v/
Job Information
“Business Unit 52400 |3,

Job Code 0158

L —
*Regular Shift| Not Applicable v

Title Administrative Assistant V'

Work Location

Update Position

052 HR Administration

Administrative Assistant V

Favorites - Main Menu~ > Oi izati D p ~ > Position M;
ORACLE
Specific ? Budget and Position & Reporting

~ » Maintain Positions/Budgets - > Add/Update Position Info

Home ‘Worklist Add fo Favorites

New Window | Personalize Page |

Find | View Al First'4' 1012} Last

F=

Current Head Count 1 outof 1

Status Date | 11/01/2012

Haz Duty Eligible

'Slalus__AL‘live v

Action Date 04/01/2015

[ [ Key Position
*FulliPart Time [Ful-Time v

Union Code | |@,

Short Title |Ad AsstV Detailed Position Description

Sign out

*Reg Region USA @, United States
Department 4000 ‘@, HR Admin Company T52 Texas Baseline Agency 052
Location 6001 ‘@, 6001-600 S Maple St
Reports To 00005430 @, Manager Ill Dot-Line @,
Supervisor L @ Security Clearance @,
Salary Plan Information
Salary Admin Plan A @ Grade 17 |@, step| @ v
< >
w100% v

Step Action

20. Click the scroll bar.
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Favorites - Main Menu~ > O izati D p ~ > Position M; ~ » Maintain Positi ~ > Add/Update Position Info
Home Worklist Add to Favorites Sign out
ORACLE
— . - ey oo
Job Information ~
*Business Unit (52400 |@, 052 HR Administration
Job Code 0168 14 Administrative Assistant V
*RegiTemp Haz Duty Eligible “Full/Part Time  Full Time v
“Regular Shift [ Not Applicable v Union Code @,
Title [Administrative Assistant V Short Title [Ad Assi V.

Detailed Position Description

Work Location

“Reg Region |USA @, United States
Department 4000 @, HR Admin Company T52  Texas Baseline Agency 052
Location 6001 @, 6001-600 S Maple St
Reports To 00005430 (@,  Manager I Dot-Line @
Supervisor Lvl @ Security Clearance @,
Salary Plan Information
Salary Admin Plan A |3, Grade[17 |@, step| |@
Standard Hours | 40.00 Work Period W @, Weekdy
Mon  Tue Wed Thu  Fri sat  Sun
200 [ 200 200 | 200 | 200
M B ysa
Updated on 0411512015 2:25:56PM Updated By TXTEST2 Replacement Manager Change1
[5) Save ||[Gr Retum to Search |[[Z] Nofily Eh Add 1 Include History | [Z» Comect History

v
Description | Specific Information | Budget and Incumbents | Position & Reporting

< 2>

#100% v

Step Action

21. Click the Save button.

22. This warning message was generated to inform the user that updates will not
be automatically made to the incumbent Job Data.
The update in our example was made to 'pay impacting’ position-related data
initiated by the HR User, so the incumbents job data was modified accordingly.

23. Click the OK button.

24. After the position information has been updated, the POS User must contact the HR
User to re-synch the Job Data and Position Data records for the incumbents.

25. The next step is to run the Audit - Exception Positions Report.

26. After receiving the notification (via email) from the HR User regarding the Position

Data Override and updating the Position Data, the POS User will run the Audit-
Position Exceptions Report to ensure the update has been completed.

It is recommended to run this report frequently to identify any other position-related
discrepancies between Position Data and Job Data.

This report is discussed in detail later in the course.
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Step

Action

217.

Congratulations! You have successfully completed this lesson.
End of Procedure.

Clone a Position
Section 1, Lesson 5 Exercise - Scenario: Create a new position that has the same job
code, department and location as an existing position.

Procedure

This lesson will focus on how to create a new position that has the exact characteristics as an
existing position.

Favorites . Main Menu
Home Add to Favorites

Sign out

ORACLE
Menu T o-
Search: @
My Favorites
Organizational Development
Set Up HRMS
Enterprise Components
PeopleTools
Change My Password
My System Profile
piff ore.cpa.state.be.us: Psp: MTXB/EMPLO h/ ®100% -
Step Action
1. Click the Main Menu
2. Click the Organizational Development menu.
| 3 Organizational Development v
3. Click the Position Management menu.

[ /7 Position Management v|
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Step Action

4, Click the Maintain Positions/Budgets menu.
[ 3 Maintain Positions/Budgets v
5. Click the Add/Update Position Info menu.

| &1 Add/Update Position Info |

6. Click the Add a New Value tab.

Add a New Value |

7. Click the Add button.
8. At this point, you would have identified an existing position that has the appropriate

characteristics to clone.

9. This button only appears when a new positions is being added.

Click the Initialize button.

| Initialize |
10. Enter the desired information into the Position Number field. Enter "00005289".
11. Click the OK button.
12. Click the scrollbar.
13. Click the Save button.
14. Position Management has created a new Position Number with the exact

characteristics as an existing position.

15. Congratulations! You have successfully completed this lesson.
End of Procedure.

Section 2 - Process a Position Change Request

Position Data Change

Section 2, Lesson 2 Exercise - Scenario: An incorrect location was entered on a
Position that must be corrected

What if you've just saved a hew data row, and discover that you entered the wrong
information in one of the fields that you changed? You don't want to insert a new row to
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correct the mistake, nor do you want to delete the row because it's essentially correct.
To solve this problem, use the Correction action to fix the data but keep the row intact.

Warning: Correcting position data overwrites any previous information for that effective
dated row.

Procedure

This lesson will focus on how to correct a mistake on a newly created position row.

Favorites . #ain Menu 2
S EN Home Add fo Favorites Sign out
Menu T o
Seatch‘ @
Step Action
1. Click the Main Menu button.
2. Click the Organizational Development menu.
| 5 Organizational Development v
3. Click the Position Management menu.
[ /7 Position Management v
4, Click the Maintain Positions/Budgets menu.
[ 73 Maintain Positions/Budgets v
5. Click the Add/Update Position Info menu.
| &) Add/Update Position Info |
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Step Action

6. Enter the desired information into the Position Number field. Enter “00005380".
Position Number: | begins with || |

7. Click the Search button.

8. When making a correction to position data it is important to consider the following:

CAPPS cross-updates data when you're making corrections, provided that:

« A correction is being made to a current or future effective-dated position
row.
Note: The actual effective date cannot be changed.

* The position data row has a matching job row (same effective date, created
from the
Position Data pages) in the Job Data pages.

» The matching job data row in the Job Data pages is also current or future.

« Position data has not been overridden on the Job Data - Work Location tab
for related incumbents.

Warning: Correcting position data overwrites any previous information for that
effective dated row.

9. This position record requires an update to the Location number.

Let's start by inserting a new effective-dated row.

10. Click the Add a new row at row 1 (Alt+7) button.

11. Click in the Reason field.
ReasanD

12. Enter the desired information into the Reason field. Enter "UPD".
Rea5=]|1|:|

13. Click the Look up Location (Alt+5) button.
El

14. Click the 5002 - 12451 Twinkle Toes Cir link.

B002 - 12451 Twinkle Toes Cif
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Favorites ~ ‘ Main Menu~ > O i D P ~ > Position = > Maintain Positions/Budgets -~ > Add/Update Position Info
Home | AddioFavorites | Sign out
ORACLE"
New Window | Personalize Page | 5 n
| || specific || Budget and || Position & Repo
Position Information Find | view Al First &' 102" Last
Position Number 00005380 el
Headcount Status Open Current Head Count 0 out of 1
*Effective Date[03/18/2015 |[) *Status[Acive V|
Reason [UPD |3, Update Position Action Date 03122015
“Position Status [ Approved v Status Date[06/01/2014 | [ Key Pos
-Job Information
*Business Unit[32100 |2, 032 Executive Administration
Job Code 0519 |@, Planner IV
*Regular Shift [ Not Applicable ~ Union Code: @
Titie Planner IV Short Title Planner 4 Detailed Posttion Description
Work Location
“Reg Region [USA @, United States
Department 1000 Q Executive Admin Company T32 CMPY Texas Baseline Agency 032
Location 5002 x|@, 5002 - 12451 Twinkle Toes Cir
Reports To 00005248 (@, Planner v DotLine @,
Supervisor Lvl @, Security Clearance @
Salary Plan Information
Salary Admin Plan B @ Grade 23 |@, Step| @, v
< >
®100%
Favorites ~ ‘ Main Menu~ > Organi D ~ > Position ~ > Maintain Pesitions/Budgets - > Add/Update Position Info
Home | AddioFavorites | Sign out
ORACLE"
— - — e
Job Information ~
*Business Unit 32100 |@, 032 Executive Administration
Job Code 0519 |@, Planner IV
*Reg/Temp Haz Duty Eligible ‘FullPart Time [FulTime /]
*Regular Shift| Not Applicable ~ Union Code @,
Title Planner IV Short Title Planner 4 Detailed Position Description
Work Location
“Reg Region USA @, United States
Department 1000 @, Executive Admin Company T32  CMPY Texas Baseline Agency 032
Location 5002 x|@, 5002 - 12451 Twinkle Toes Cir
Reports To 00005248 |@,  Planner v Dot-Line @,
Supervisor Lyl @ Security Clearance @,
Salary Plan Information
Salary Admin Plan B @y Grade 23 @, step| @,
Standard Hours|  40.00) Work Period W 1@, weekly
Mon  Tue Wed Thu  Fri sat  Sun
800/ [ 3.00 8.00| [ 800/ [ 800
F B ysa
Updated on 0318/2015 2:12:15PM Updated By TX_HR_UPD_MAINTAIN_POSITIONReplacement Manager Change1
Save | |[Gh Retum to Search | [Z] Notify & Updaie/iepiay. | & Include History | |2 Correct Hie
|l Save |[io" Return to Search ||= Notily | A I A
| Specific | Budget and | Position & Reporting
< >
H100% v
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Step Action

16. Click the Save button.

17.
information.

You have successfully inserted a new effective dated row with the new location

Position Information

Favorites~ | MainMenu~ > O ional D
ORACLE
Description || Specific Information || Budget and Incumbents

~ » Position

Position & Reporting

~ > Maintain Positions/Budgets ~ > Add/Update Position Info

Home Add fo Favorites Sign out

New Window | Personalize Page | & o

Find | View Al First'*' 1013} Last
Position Number 00005380 =
Headcount Status Open Current Head Count 0 outor 1
*Effective Date [03/18/2015 |[5] “staws[Adve |
Reason|UPD 3, Update Position Action Date 031872015
*Position Status | Approved v Status Date [06/0172014|[s) [ Key Position
Job Information
*Business Unit[32100 |3, 032 Executive Administration
Job Code (0519 |@, Planner IV
*Reg/Temp Haz Duty Eligible *FullPart Time [Full Tme v
“Regular Shift[ Not Applicable v Union Code @,
Title Planner IV Short Title Planner 4 Detailed Position Description
Work Location
“Reg Region USA @ united States
Department [1000 @, Executive Admin Company T32  CMPY Texas Baseline Agency 032
Location 5002 @, 5002 - 12451 Twinkle Toes Cir
Reports To (00005248 @, Planner v Dot-Line @
Supervisor Lyl @, Security Clearance @,
Salary Plan Information
Salary Admin Plan B |, Grade[23 |@, step| @, v
< >
H100% ~

Step Action

18. Click scroll bar.

Page 36




©

Centralized Accountng and Payroll Personnel System

CAPPS HR/PAYROLL
EUT Course

Favorites ~ Main Menu~ > O izati D:

~ > Position M

ORACLE

Job Information

*Business Unit[32100 |@, 032 Executive Administration

Job Code (0518 |@, Planner IV
“RegrTemp [Regiar ]
“Regular Shift[Not Appiicable v

Title Planner IV

Haz Duty Eligible

Work Location

“Reg Region |USA @, United States
Department 1000 @, Executive Admin
Location 5002 @, 5002 - 12451 Twinkle Toes Cir
Reports To 00005248 |@,  Planner v
Supervisor Lvl @,
Salary Plan Information
Salary Admin Plan B |@&, Grade[23 |@, Step
Standard Hours | 40.00 Work Period (W@, Weekly
Mon  Tue Wed Thu  Fri sat

8.00| 3.00 8.00| 3.00 8.00;

rEysa

Updated on 03/18/2015 2:17:33PM

Updated By TX_HR_UPD_MAINTAIN_POSITION

[5) Save |[G Refum toSearch | (=] Notify 51 Include History | |7+ Correct His

Description | Specific Information | Budget and Incumbents | Position & Reporting v

< 2>
w100% ~

~ » Maintain Positions/Budgets - > Add/Update Position Info

Home Add to Favorites Sign out

— ey o

*Full/Part Time | Fyll-Time v

Union Code| |,

Short Title [Planner 4 Detailed Position Description

Company T32 CMPY Texas Baseline Agency 032

Dot-Line @

Security Clearance| | @,

Sun

Step Action

19. Click the Return to Search button.

[+ Retumn to Search |

20.

Twinkle Toes Cir.)

The position record has been updated, however, you realize the location number
should have been entered as 5003 (125 E. Apple Pie Rd) instead of 5002 (12451

Let's reaccess that positon number (00005380) to make the correction.

21.

Position Number:

Enter the desired information into the Position Number field. Enter "00005380".
|begins with s || |

22.

A mistake has been made but it is not necessary to insert a new row to correct the
mistake, nor is it necessary to delete the row because it's essentially correct.

Let's enable the 'Correct History" checkbox.

23. Click the Correct History option.

||:|C0rrect History |

24, Click the Search button.
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Favorites - Main Menu~ > Oi izati D p ~ > Position M; ~ » Maintain Positi ~ > Add/Update Position Info
Home | AddtoFavortes | Sign out
ORACLE
New Window | Personalize Page | 5 n
Description || Specific Information || Budget and Incumbents || Position & Reporting
Position Information Find | View Al First'*' 1013} Last
Position Number 00005380 B3]
Headcount Status Open Current Head Count 0 out of 1
*Effective Date[03/18/2015 |[) *Status[Acive V|
Reason [UPD |3, Update Position Action Date 03122015
*Position Status [ Approved v Status Date [06/01/2014 |5 [ key Position
Job Information
*Business Unit[32100 |2, 032 Executive Administration
Job Code 0518 |@, Planner IV
“RegfTemp Haz Duty Egibie “FullPart Time [FifF ime v
*Regular Shift [ Not Applicable ~ Union Code @
Title [Planner IV Short Title |Planner 4 Detailed Posttion Description
Work Location
“Reg Region [USA @, United States
Department 1000 ‘@, Executive Admin Company T32 CMPY Texas Baseline Agency 032
Location 5002 @, 5002 - 12451 Twinkle Toes Cir
Reports To(00005248 | @, Planner v Dot-Line @
Supervisor Lvl @, Security Clearance @
Salary Plan Information
Salary Admin Plan B @, Grade 23 |G Step @, v
< >
#100% v
26. To make changes to current or historical rows of data, the Correct History button

must be grayed to indicate correction mode is active.

27. Click scroll bar

28. Ensure you have accessed the correct effective dated row before proceeding to make

the changes.

In this example, this is the correct effective-dated row.

29. Change the location information to the correct location.

effective dated row

Warning: Correcting position data overwrites any previous information for that
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Favorites ~ ‘ Main Menu~ > O izati D p ~ > Position = > Maintain Positions/Budgets -~ > Add/Update Position Info
Home | AddtoFavortes | Sign out
ORACLE
New Window | Personalize Page | 5 n
Specific Budget and Position & Reporting
Position Information Find | View Al First'' 1013} Last
Position Number 00005380 B3]
Headcount Status Open Current Head Count 0 out of 1
*Effective Date[03/18/2015 |[) *Status[Acive V|
Reason [UPD |3, Update Position Action Date 03122015
*Position Status [ Approved v Status Date [06/01/2014 |5 [ key Position
Job Information
“Business Unit (32100 |3, 032 Executive Administration
Job Code 0518 |@, Planner IV
“Reg/Temp Haz Duty Eligible “Full/Part Time [ Full-Time v
*Regular Shift [ Not Applicable ~ Union Code: @
Title |Planner IV Short Title |Planner 4 Detailed Posttion Description

Work Location

“Reg Region [USA @, United States

Department 1000 @, Executive Admin Company T32  CMPY Texas Baseline Agency 032

Location 5002 @, 5002 - 12451 Twinkle Toes Cir
Reports To(00005248 | @, Planner v Dot.Line @
Supervisor Lvl @, Security Clearance @
Salary Plan Information
Salary Admin Plan B @, Grade 23 |G Step| @ v
< >
®100%

Step Action

30. Click the Look up Location (Alt+5) button.

31. Click the 5003 - 125 E Apple Pie Rd link.

5003 - 175 E Apple Pie Rd
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Favorites - ‘ Main Menu~ > Of i D p ~ » Position ~ » Maintain F - > Add/Update Position Info
Home | AddioFavorites | Sign out
ORACLE"
New Window | Personalize Page | 5 n
[ Description || Specific Information || Budget and Incumbents || Fosition & Repor
Position Information Find | view Al First #1013 " Last
Position Number 00005380 el
Headcount Status Open Current Head Count 0 out of 1
*Effective Date[03/18/2015 |[) *Status[Acive V|
Reason [UPD |3, Update Position Action Date 03122015
“Position Status [ Approved v Status Date[06/01/2014 | [ Key Po:
-Job Information
“Business Unit (32100 |3, 032 Executive Administration
Job Code (0518 |@, Planner IV
“Regular Shift [Not Applicable ~ Union Code @,
Titie Planner IV Short Title Planner 4 Detailed Posttion Description
Work Location
“Reg Region USA @, United States
Department 1000 Q Executive Admin Company T32 CMPY Texas Baseline Agency 032
Location [5003 x|@, 5003125 E Apple Pie Rd
Reports To 00005248 (@, Planner v DotLine @,
Supervisor Ll @, Security Clearance @,
Salary Plan Information
Salary Admin Plan B @ Grade 23 |@, Step| @, v
< >
®100% ~
Favorites ~ ‘ Main Menu~ > Organi D ~ > Position ~ > Maintain ~ > Add/Update Position Info
Home | AddioFavorites | Sign out
ORACLE"
— = S A—
Job Information ~
*Business Unit 32100 |@, 032 Executive Administration
Job Code 0519 |@, Planner IV
“Reg/Temp Haz Duty Eligible “FullPart Time [Ful-Tme /|
*Regular Shift| Not Applicable v Union Code @,
Title Planner IV Short Title Planner 4 Detailed Position Description
Work Location
“Reg Region USA @, United States
Department 1000 @, Executive Admin Company T32  CMPY Texas Baseline Agency 032
Location [5003 x|@, 5003 -125 E Apple Pie Rd
Reports To 00005248 |@,  Planner v Dot-Line @,
Supervisor Lyl @ Security Clearance @,
Salary Plan Information
Salary Admin Plan B @y Grade 23 @, step| @,
Standard Hours|  40.00) Work Period W 1@, weekly
Mon  Tue Wed Thu  Fri Sat  Sun
200 [ 800 200 | 800 [ 200
F B ysa
Updated on 03/18/2015 2:12:53PM Updated By TX_HR_UPD_MAINTAIN_POSITION
5] Save |G Return to Search | |[=] Notify 1 Update/Display || & Include History |7 Coreci Hil
|im) =ave [ief Retum to Search ||I=) MOT | v
| Specific | Budget and | Posttion & Reporting
< >
0% v
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Step Action
33. Click the Save button.
34. Notice the new location has been corrected for the same effective-dated row.
35. Congratulation! You have successfully completed this lesson.
End of Procedure.

Process a Reclassification

Section 2, Lesson 1 Exercise - Scenario: Reclassify a position and view the
incumbents’ job record updates linked to the position.

Procedure

This lesson will focus on how to update a position for a reclassification.

Home Add fo Favorites Sign out

ORACLE’

Menu T o~

Change My Password
My System Profile

#100% -

Step Action

1. Click the Main Menu link.
Main Menu ..
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Favorites - Main Menu

Search Menu: Home | AddtoFavorites | Sign out

ORACLE]| ®

Organizational Development
Set Up HRMS
Enterprise Components

a

Menu =

a
3 PeopleTools

Search:

v

Change My Password

My Favorites My System Profile

5
Set Up HRMS
Enterprise Components
PeopleTools

Change My Password
My System Profile

®100%

Step Action

2. Click the Organizational Development menu.
| &3 Organizational Development v]

3. Click the Position Management menu.
[ /3 Position Management v|

4, Click the Maintain Positions/Budgets menu.
[ 3 Maintain Positions/Budgets v]

5. Point to the Add/Update Position Info menu.
| &y Add/Update Position Info |

6. A position requires a reclassification resulting in a job code change. This type of
update requires information to be changed on both the Position Data and Job Data
pages.

Let's start by making the update to the position-related job code.

7. Enter the desired information into the Position Number field. Enter "00005291".
Position Number: | begins with vm |
8. Click the Search button.
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Step Action

9. Note the current Job Code, Salary Plan and Grade information for this
position. This will be the primary information updated for this reclassification.

10. Click the Add a new row at row 1 (Alt+7) button.

11. The Effective Date has been updated to the system date which is the current date.

Note: This date will be needed by the HR User to when updating the incumbent Job

Data.
12. Click in the Reason field.
Reason |:|
13. Enter the desired information into the Reason field. Enter "UPD".

Reason |:|

14. Click the Look up Job Code (Alt+5) button.

El

Look Up Job Code

Set ID: ™@032
Job Code: [ begins with ||
[egins with ~||

Search Results

Only the first 300 results can be displayed.
View 100 First (4) 130001300 (3) Last

Receptionist
Receptionist Admin
Clerk |
Clerk It
Clerk Ill
Clerk IV
Customer Svc Represtatve |
Customer Service Rep Il
0132XX  Customer Svc Represtatve I1|
0134 Customer Service Rep Ill
0136 Customer Service Rep IV
0138 Customer Services Rep V.
0150 ‘Administrative Asst |
0152 ‘Administrative Asst Il
0154 ‘Administrative Asst IIl
0156 ‘Administrative Asst IV
0158 ‘Administrative Assistant V
0158P  Admin AssntV/
0160 Executive Assistant |
0162 Executive Assistant Il
0164 Executive Assistant Il
0170 License & Permit Spelst |
0171 License & Permit Spelst Il
0172 License & Permit Specialst Il

H100% v

Step Action

15. Click the scroll bar.
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Look Up Job Code

0271 Geoegraphic Info Spclst Il
0272 Geographic Info Spcist Il
0273 Geographic Info Spclst IV
0274 Geographic Info Spclst V
0281 Telecommunications Spec |
0282  Telecommunications Spec Il
0283  Telecommunications Spec IIl
0284  Telecommunications Spec [V
0285  Telecommunications Spec V
0287 Network Specialist |

0288  Network Specialist ||

0289 Network Specialist IIl

0290 Network Specialist IV

0291 Network Specialist vV

0292 Network Specialist VI

0294 Business Continuity Coord |
0300 ‘Web Administrator |

0301 ‘Web Administrator ||

0302 ‘Web Administrator |1l

0303 ‘Web Administrator IV

0304 ‘Web Administrator V'

0331 Printing Services Technician |
0332 Printing Services Tech Il
0333 Printing Services Tech Il
0334 Printing Services Tech IV
0335 Printing Services Technician V'
0351  Micrographics Technician |
0352 Micrographics Technician Il
0354  Micrographics Technician il
0356 Micrographics Tech IV

0367  Photographer |

0363 Photographer II

0518 Planner |

0517 Planner ||

0518 Planner IIl

H100% v

Step Action

16. Click the Network Specialist 1V link.
Wetwork Specialist I

17. The position job code has been changed from a Network Specialist 111 (0289) to a
Network Specialist IV (0290).

Note: This type of change impacts the Salary and Grade of the position qualifying
it as a '‘pay impacting' change.

18. Click the Budget and Incumbents tab.
| Budget and Incumbents I

19. Notify the HR User and give them the Employee 1D, Position Number and
Effective Date of the position that was reclassed. This information is needed to
update the Job Data record.
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~ » Maintain Positions/Budgets - > Add/Update Position Info

Home | Worklist | AddioFavorites | Sign out

New Window | Personalize Page | 5

Position Information
Position Number 00005291
Headcount Status Filled

Reason |[UPD @,

-Job Information

*Business Unit[32300 |3,

Work Location

*Position Status | Approved v

Favorites - ‘ Main Menu~ > Of i D p ~ » Position
ORACLE"
[ || specific || Budget and || Position & Repo

*Effective Date 04/02/2015 |[5]

Update Position

032 Information Technology

Job Code 0290 @ Network Specialist IV
“RegiTomp (R w] [l ar buty Eiible

“Regular Shift [Not Applicable ~

Title Network Specialist [V

Status Date |11/01/2012

Find | view Al First &' 102" Last
=
Current Head Count 1 out of 1

Action Date 04/02/2015

2] [key Position

Union Code| |,

Short Title [NetwrkSp4 Detailed Position Description

“Reg Region [USA @, United States
Department 3001 Q Information Tech - 3.1 Company T32 CMPY Texas Baseline Agency 032
Location 5001 @, 5001-6546 Bell Tower St
Reports To (00000001 @, Executive Director, Agency 032 Dot.Line @,
Supervisor Lvl @, Security Clearance @
Salary Plan Information
Salary Admin Plan B @ Grade 22 |@, Step| @, v
< >
®100%
Favorites ~ ‘ Main Menu~ > Organi; D ~ » Position ~ > Maintain Pesitions/Budgets - > Add/Update Position Info
Home | Workist | AddtoFavorites | Sign out
ORACLE"
— — = SRR —
Job Information ~
*Business Unit[32300 |3, 032 Information Technology
Job Code (0290 |@, Network Specialist IV
*Regular Shift| Not Applicable v Union Code @,
Title [Network Specialist IV Short Title [NetwrkSpd Detailed Position Description
Work Location
“Reg Region [USA @ united States
Department 3001 @, Information Tech - 3.1 Company T32  CMPY Texas Baseline Agency 032
Location 5001 @, 5001- 6546 Bell Tower St
Reports To 00000001 /&, Executive Director, Agency 032 Dot Line @,
Supervisor Lyl @ Security Clearance @,
Salary Plan Information
Salary Admin Plan B @y Grade 22 |@, step| @,
Standard Hours|  40.00 Work Period W @, weekly
Mon  Tue Wed Thu  Fri sat  Sun
800/ [ 3.00 8.00| [ 800/ [ 800
P = ysa
Updated on 04/15/2015 2:16:27TPM Updated By TXTEST2 Replacement Manager Change1
Save |G Refum to Search | = Notity Dispiay. || & include History | |[Z# Comect History
|im) =ave [iof Retum to Search ||I=) MOT | v
| Specific | Budget and | Position & Reporting
< >
H100% v
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Step Action

21. Click the Save button.
22. Clicking the Save button causes CAPPS Position Management to validate the new

information against the incumbents’ job record and existing position data. The result
of this validation may generate either a warning or an error message.

* A warning message alerts of a potential data entry error or change. However, it
allows the updates to be saved, if desired.

» An error message stops the process due to data entry or process error. It requires
the user to correct the problem before continuing.

In this example, a warning message was generated to prompt the user to review the
Commitment Accounting Budget record and update funding or chart fields as
required for payroll distribution.

23. Click the OK button.
o]
24. Multiple warning and error messages may appear based on the information that

requires validation.

In this example, a warning message was generated to inform the user that updates
will not be automatically made to the incumbent Job Data. The update in our
example was made to 'pay impacting' data, so the incumbents job data must be
maintained accordingly.

25. Click the OK button.
26. This position reclassification is 'pay impacting' due to the change in the job code.

Next, it will require an update to the incumbents job data record. The POS User
must notify the HR User of the change to Position Data.

The HR User must now update the incumbents Job Data record with this new
information.

Let's take a look at the fields the HR User must update on the incumbents Job Data.

217. Position and Job Data Changes
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Step Action

28. HR must update the following fields on the Job Data page for the position
incumbent :

Effective Date

Action / Reason
Override Position Data
Job Code
Compenstion Rate

Let's take a look at these fields on the Job Data pages.

29. The Effective Date must match the Effective Dated row on the Position Data page.
30. Override Position Data enables the HR User to update position-related data.

31. The Action and Reason Code will be updated with the appropriate value.

32. The Job Code field to match the update made to the Position Data.

33. The Compensation Rate will also be updated.

34. After the notification has gone to the HR User, the POS User may run the Audit-

Position Exceptions Report to ensure the update has been completed. The report is
also used to identify any other position-related discrepancies between Position Data
and Job Data.

35. Congratulations! You have successfully completed this lesson.
End of Procedure.

Section 3 - Position Workflow

Maintain Reports To Relationship

Section 3, Lesson 1 Exercise - Scenario: Update the 'Reports To' position on an
existing position

Note: CAPPS Position Management provides_automatic reporting structure changes
when a manager position is vacant:

o For Managers/incumbents: The Reports To field is automatically updated for
manager vacant position to the next level up within the reporting structure. It
will also automatically roll-down when the vacant manager position is filled.
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e For Non-Employees (Contingent Workers): The Reports To field is assigned in

Position Data. The roll-up and roll-down functionality is not applicable to
Contingent Workers. The non-employee's position must be updated manually.

Procedure

This lesson will focus on maintaining the reporting structure among positions.

Favorites - Main Menu -

Home Add fo Favorites Sign out

ORACLE"
Menu 34
Search:
®
My Favorites
Organizational Development
Set Up HRMS
Enterprise Components
PeopleTools
Change My Password
My System Profile
#100% v
Step Action
1. Click the Main Menu option.

Main Menu .
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Favorites - Main Menu

Search Menu: Home | AddtoFavorites | Sign out

ORACLE ®

Organizational Development
Set Up HRMS
Enterprise Components

&

Menu a

&
3 PeopleTools

B

=

v

Search:

Change My Password

My Favorites My System Profile

o
Set Up HRMS

Enterprise Components
PeopleTools

Change My Password
My System Profile

®100%

Step Action

2. Click the Organizational Development menu.
| 5 Organizational Development v]

3. Click the Position Management menu.
[ /3 Position Management v|

4, Click the Maintain Positions/Budgets menu.
[ 73 Maintain Positions/Budgets v]

5. Click the Add/Update Position Info menu.
| &) Add/Update Position Info |

6. Enter the desired information into the Position Number field. Enter “00005393".
Position Number: | begins with vm |

7. Click the Search button.

8. Use this Description page to change the Reports To field. To do this, first insert a
New row.

9. Click the Add (+) a new row button.
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Step

Action

10.

Use the Effective Date field to specify the date of the Reports To relationship
change. It defaults to the current system date, but it can be changed to a future date,
if needed. In this example, use the default date.

11.

Specify the reason for modifying the record in the Reason field.

Click the Look up button.

12.

Click the UPD Update Position link.
UPD Update Position

13.

Next, update the Reports To field to reflect the position reporting relationship
change.

14.

Click the Look up button.

15.

Select 00000005 - Manager 1V position number.

00000005 Manager IV

16.

Notice the Reports To position description has been updated to a Manager 1V.

Favorites ~ Main Menu~ > O izati D ~ > Position ~ > Maintain Positi ~ > Add/Update Position Info

ORACLE’

Description || Specific Information || Budget and Incumbents || Position & Reporting

Position Information Find | View All First' ' 1012'" Last
Position Number 00005393 B3]
Headcount Status Filled Current Head Count 1 outol 1
*Effective Date [03/17/2015 | “status[Active |
Reason UPD &, Update Position Action Date 031772015
*Position Status Status Date |07/01/2014 E] [ Key Position
Job Information
*Business Unit TX032 |@, Texas Baseline Agency 032
Job Code (0154 (@, Administrative Asst Il
*Reg/Temp Haz Duty Eligible *Full/Part Time
“Regular Shift[Not Applicable /| Union Code @,
Title Adminisirative Asst I1] Short Title [Ad Asst 3

Home Add to Favorites Sign out

New Window | Personalize Page | I ~

Detailed Position Description

Work Location

“Reg Region [USA @, United States
Department 3001 @, Information Tech - 3.1 Company T2 CMPY Texas Baseline Agency 032
Location 5004 @, 5004 - 9856 Cross Mountain Cv
Reports To p0000005 x| @, Manager IV Dot.Line @
Supervisor Lvl MANAGER |@,  Manager Security Clearance @

Salary Plan Information

Salary Admin Plan A |3, Grade[13 |@, step| |@ v

#100% ~
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Step
17.

Action

Click the scroll bar.

“Regular Shift [ Not Applicable v
Title |Administrative Asst Il

Work Location

“Reg Region USA @ united States
Department 3001 @, Information Tech - 3.1
Location 5004 @, 5004 - 9856 Cross Mountain Cv

Reports To J0000005_ x|,  Manager IV
Supervisor Lvl MANAGER @, Manager

Salary Plan Information

Salary Admin Plan A @, Grade 13 |@ Step
Standard Hours_ 40.00) Work Period W @, weekly
Mon Tue Wed Thu Fri Sat
8.00 8.00 8.00 8.00 8.00

F B ysa

Updated on 03/17/2015 9:09:56AM

[5 save | |G+ Retum toSearch ||=] Notity

Description | Specific Information | Budget and Incumbents | Position & Reperting

<

Updated By TX_HR_UPD_MAINTAIN_POSITIONReplacement Manager Change1

Favorites~ | Main Menu+ > O ional D! ~ > Position ~ > Maintain Positions/Budgets = > Add/Update Position Info
Home | AddioFavories | sign out

ORACLE

SR — - R —

Job Information ~
*Business Unit TX032 |, Texas Baseline Agency 032
Job Code 0154 |@, Administrative Asst Il
*Reg/Temp Haz Duty Eligible *FullPart Time [Full-Time v

Union Code | |@,

Short Title |Ad Asst 3 Detailed Position Description

Company T32 CMPY Texas Baseline Agency 032

Dot-Line @

Security Clearance @,

O,

%] & Include History ||[Z# Correct Hie

>
H100% ~

Step

Action

18.

Click the Save button.

19.

Let's take a look at how this update has impacted the incumbents Job Data.
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~ » Position

= > Maintain F

Favorites~  MainMenu~ > O

ORACLE

Job Information
“Business Unit TX032 |@, Texas Baseline Agency 032
Job Code (0154 |@, Administrative Asst II]

*Reg/Temp
“Regular Shift [Not Applicable ~

Title |Administrative Asst Il

Haz Duty Eligible

Work Location

“Reg Region |USA @, United States
Department 3001 @, Information Tech - 3.1
Location 5004 @, 5004 - 9856 Cross Mountain Cv
Reports To[00000005  |@,  Manager IV
Supervisor Lvi MANAGER |@, Manager

Salary Plan Information

8.00| 3.00 8.00| 3.00 8.00;

rEysa

Updated on 0317/2015 9:10:34AM

Save |[Gh Return to Search | (=] Nofily

| Specific | Budget and | Position & Reporting

<

Salary Admin Plan A |3, Grade[13 |@, Step
Standard Hours|  40.00) Work Period W &, Weekly
Mon  Tue Wed Thu  Fri sat

Updated By TX_HR_UPD_MAINTAIN_POSITIONReplacement Manager Change1

~ » Add/Update Position Info

Home | AddioFavorites | Sign out

— ey o

“Fupar Tme [FiTine ]

Union Code| |,

Short Title |Ad Asst 3 Detailed Position Description

Company T2  CMPY Texas Baseline Agency 032
Dot-Line @

Security Clearance| |,

Y

Sun

Updzie/Diepiay,. | 5 Include History || Correct His

v
>

®100%

Step Action

20. Click the scroll bar.

~ » Position

~ > Maintain

Favorites~ | MainMenu~ > O

ORACLE’

\ Description H Specific Information H Budget and Incumbents. H Position & Repol
Position Information

Position Number 00005393
Headcount Status Filled
“Effective Date [03/17/2015 |[5]
Reason|UPD 3, Update Position

n Status | Approved v

*Posi
Job Information
*Business Unit TX032 |@, Texas Baseline Agency 032
Job Code (0154 |@, Administrative Asst II]
Regrtemp
“Regular Shift

Title | Administrative Asst Il

Haz Duty El

Work Location
“Reg Region USA United States
Department 3001 Information Tech - 3.1

5004 - 9856 Cross Mountain Cv

@,
@,
Location 5004 @,
@,
@

Current Head Count 1

Status Date |07/01/2014 3

~ » Add/Update Position Info

Home | AddioFavorites | Sign out

New Window | Personalize Page | & ~

Find | View All First &' 1012 '»/ Last

outol 1

[ —
Action Date 031772015

[ Key Position

“Fupar Tme [FaTine /]

Union Code @,

Short Title |Ad Asst 3 Detailed Position Description

Company T32 CMPY Texas Baseline Agency 032

Reports To 00000005 Manager IV Dot-Line @,
Supervisor Lvl MANAGER Manager Security Clearance @,
Salary Plan Information
Salary Admin Plan /A @, Grade[13 |@, step|  |@ v
< >
H100% ~
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Step Action

21. Click the Budget and Incumbents tab.

| Budget and Incumbents

22. Notice the Position Data - Budget and Incumbents page displays the

appears on the incumbents current job record.

has become vacant.

Next, let's take a look at the impact on a Job Data record when a Manager position

update as it

23.
position.

up to the next level manager.

This automatic process happens nightly. It inserts a new row on the inc
record with a specific Action/Reason Code.

workers). Their job records may be updated by a Core user, as needed.

This is an example of a job record that has been impacted by a vacated manager

Automated 'Reports To' Change: When a management position becomes vacant,
incumbents (excluding Contingent workers) that Report To that position are rolled

Note: This automated process does not apply to non-employees (Contingent

umbent job

Favorites - ‘ Main Menu~ > O D ~ » Position ~ > Maintain Positions/Budgets ~ > Add/Update Position Info
Job Data £
OR
Work Location || Job Information || Job Labor || Payroll || Salary Plan | Compensation ~
Test Employee S EmplID 00000000066
[ e Employee Empl Record 0
Work Location Find  First '’ 10f 1% Last
“Effective Date: 031702015 [ GoTorow| HE
g Effective Sequence: 1] Action: [Position Change v
HR Status: Active Reason Code UPD|@, update Position
Payroll Status: Active *Job Indicator: [Primary Job v|
Current ]
Gy | Position Number: 00005393 @ Administrative Asst Il
E™  Pposition Entry Date: 0770112014
+ Position Management Record
ooy | Regulatory Region: usa United States
Company: T3z CMPY Texas Baseline Agency 032
Business Unit: TX032 Texas Baseline Agency 032
Department: 3001 Information Tech - 3.1
Desey | Department Entry Date: 0110712013
Location: 5004 5004 - 9856 Cross Mountain Cv
Establishment ID: 032 & Texas Baseline Agency 032 Date Created:  03/27/2015
Last Start Date: 010712013
Expected Job End Date:
Code: | ERS Refirement Contributor v
Job Data Employment Data Earnings Distribution Benefits Program Participation v
< >
H100% ~
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Step Action

24. Click the scroll bar.

Job Data = B
Work Location First ‘4" 1 0f 1 2 Last A~
T [=
Des| “Effective Date: 03172015 |5 cotorow | HE
Effective Sequence: (1] Action: V]
HR Status: Active Reason Code
Payroll Status: Active +Job Indicator: V|
Cy
Current ]
Position Number: 00005393 Q Administrative Asst Il
Position Entry Date: 0770112014
Cu + Position Management Record
Regulatory Region: usa United States
EM™ | company: T32 CMPY Texas Baseline Agency 032
Business Unit: TX032 Texas Baseline Agency 032
oog | Department: 3001 Information Tech - 3.1
Department Entry Date: 010712013
Location: 5004 5004 - 9856 Cross Mountain Cv
Establishment ID: 032 @ Texas Baseline Agency 032 0372712015
L5 Last Start Date: 010712013
Expected Job End Date:
Code: ERS Retirement Contributor
Job Data Employment Data Benefits Program Participation
oK Cancel Apply .
Work L=== s pmfa s st =1=nss| Payroll | Salary Plan | Compensation
s S S Pl Pevron | Sekany Faan | Comb
< >
H100% ~

Step Action

25. Click the OK button.

26. Congratulations! You have successfully completed this lesson.

End of Procedure.

Section 4 - Reports & Queries

Audit Exception Positions Report

Section 4, Lesson 1 Exercise - Scenario: Run an Audit Exception Positions Report

Procedure

This lesson will focus on running the CAPPS Position Management Audit Exception Position

report.
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Step Action

1. The Audit - Position Exceptions report displays discrepancies between position-
related data and incumbent job data.

This exercise will walk through the steps to run this report.

Favorites Main Menu -
S Home Add fo Favorites Sign out
Search: ®
Step Action
2. Click the Main Menu button.
3. Click the Organizational Development menu.
| /3 Organizational Development v]
4, Click the Position Management menu.
[ 75 Position Management v
5. Click the CAPPS Reports menu.
| 7 CAPPS Reports v]
6. Click the Audit - Position Exceptions menu.
[ £  Audit - Position Exceptions |
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Step Action

7. Run Control IDs are used to run system processes.

A Run Control ID is an identifier that, along with an User ID, uniquely identifies
the process running. The Run Control ID provides information used when the
process is run.

Special characters are not allowed with the exception of the underscore ('_").

8. Run Control IDs are stored by User ID. However, we suggest that you add your
initials on the Run Control ID in the event that the Production Support needs to
assist with a possible issue.

9. If you have set up a Run Control ID, you can search for it using Find an Existing
Value. If this is the first time to run this particular process, you can Add a New
Value.

10. Click the Add a New Value tab.

| Add a New Value

11. Enter the desired information into the Run Control ID field. Enter "Test".
L |

12. Click the Add button.

13. Click the Report Version drop down list.

14. The Report Version lists the available reporting options.

15. Click the Agency list item.
Agency

16. Click the Choose a date button.

17. Click the number 4
[4]

18. The Report Request parameters can be saved in one of two ways.

(1) Click on Save and not run the process; this is useful when you want to change
the way you will run a regularly scheduled job.

(2) Click on Run. The Run Control ID will be saved with the information on the
screen, and the process will be run.
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Step Action

19. Click the Run button.
20. Use the Process Scheduler Request page to enter or update parameters, such

as report output type and format.

For this report, no information needs to be updated.

21. The Description field helps to uniquely identify a process.

22. The Process Name field displays the name of the process as it appears in the
techincal definition.

23. The Process Type field displays the type of process, such as SQR Report, Bl
Publisher and so on.

24. Use the Type field to select the type of output to generate for this job. The choices
are File, Printer or Web.

File: Writes the output to a file that will appear in an Output Destination specified
by the user.

Printer: You can enter a custom printer location if you have the appropriate security
access.

Web: Sends all output of the process to the report repository, including log and trace
files.

25. Use the Format field to define the output format for the report. The available
format is PDF.

26. Click the OK button.

217. The report is now running. Notice that the report has been assigned a Process
Instance number. Make a note of this number for future tracking of this report.

28. Process Scheduler is used to run reports, Process Monitor to monitor the status of
the report.

Process Monitor is used to:

« Check the status of submitted process requests.

« Cancel process requests that have been initiated or are currently processing.

* Hold process requests that are queued, and queue process requests you have put on
hold.

Click the Process Monitor link.
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Step Action

29. Process Monitor provides a Process List page to view the status of submitted
report/process requests.

30. The Process List group box lists all the requested processes for the user.

31. The current Run Status of your process is Queued. The process will be finished
when the Run Status is Success, and the Distribution Status is Posted. Continue to
click the Refresh button until the screen shows Success and Posted.

32. Click the Refresh button.
[  Refresh |

33. The Run Status is Success, and the Distribution Status is Posted. The process is
complete and ready to view.

34. Click the Details link.

35. Click the View Log/Trace link.

36. The output format for this report is a .PDF file.

Click the hsas0206 _5492088.PDF link.
hsa=0206 5492088.FDH

37. The Position Audit Report for Exceptions is used as a tool to identify
discrepancies and reconcile Position Data and Job Data records.
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Step Action

38. Click the Down Arrow to view additional report pages.
39. The report is sorted by Agency, Business Unit and Department ID.
40. The report lists two rows of data for a single Position and the incumbent. The top

row is the Position Data and the bottom row is the incumbent's Job Data.

41. The position-related information displayed on the two rows should match exactly,
including the Effective Date.

42. Notice in this example, the Job Code and the Shift information are different. To
correct these discrepancies, the Position User would notify the HR User and they
must confirm which record is accurate and then make the appropriate updates.
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View Log/Trace
Report
ReportID: 158661
Name: HSAS0206
Run Status: Success

Audit - Position Exceptions
Distribution Details
Distribution Node: PSUNX

File List

Name

SQR_HSAS0206_5492088 log

hsas0206_5492088 PDF

hsas0206_5492088 out

Distribute To

Distribution .

1D Type Distribution 1D

User

Process Type:

Expiration Date:

File Size (bytes)
1,630

7718

79

TX_HR_UPD_POSITION_REPORTS

Process Instance: 5492088
SQR Report

03/16/2015

Datetime Created
03/09/2015 3:46:33 511474PM CDT
03/09/2015 3:46:33 511474PM CDT
03/09/2015 3:46:33 511474PM CDT

capps

Centralized Accounting and Payrall/Personne System

®100%

Step Action
43. After the report has been viewed and/or printed, close the browser tab to return to
the View Log/Trace page.
Click the Return button.
44, Click the OK button.
45, Click the Go back to Audit - Position Exceptions link to run another report.
|50 back to Audit - Position Exceptiond
46. Congratulations! You have successfully completed this lesson.
End of Procedure.

All Agency Position

Section 4, Lesson 2 Exercise - Scenario: Run the All Agency Positions query

The query includes the following information:

e Position Number
« Effective Date
e Description
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¢ Business Unit

e Job Code
e Reports To
e Location

e Department ID
Procedure

This lesson will focus on running the All Agency Position query using Query Viewer.

Step Action

1. Note: This CAPPS homepage is for training purposes only. Not all menu items
shown will be seen in an Agency environment.

Menu items seen on the CAPPS homepage will vary based on the users security
role.

Favorites - Main Menu -

Home Worldist Add fo Favorites Sign out

ORACLE’

Menu T o~

Search: @
CAPPS Interfaces
Self Service
Manager Self Service
Time Admin Self Service
Workforce Administration
Benefits
Time and Labor
Payroll for North America
Organizational Development
SetUp HRMS
CAPPS Utilties
Enterprise Components
Worklist
Tree Manager
Reporting Tools
PeopleTools
Change My Password

#100% -

Step Action

2. Click the Main Menu button.
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Step Action

3. Click the Reporting Tools menu.

[ 5 Reporting Tools v]
4. Click the Query menu.

3 Query v]
5. Click the Query Viewer menu.

[  Query Viewer |

6. Use the Query Viewer page the run the All Agency Positions query to view a list of
current Agency positions.

7. Enter the desired information into the *Search By - begins with field.
Enter "TX_HR_AGY_POSITION_ALL".

8. Click the Search button.
| Search |
9. Queries meeting the entered criteria are displayed under Search Results.

Notice that the query name TX_HR_AGY_POSITION_ALL appears in the list.

10. Use the Run to HTML link in the query list to open a query in a new browser
window.

11. Use the Run to Excel link to download a query to an Excel spreadsheet.

12. Use the Run to XML link to download query in XMLP format.

13. Use the Schedule link to schedule a time for the query to run.

14. Use the Favorite link to add a query to the Favorites menu.

15. For this lesson, use the Run to HTML to see the query output.

Click the HTML link.

T
16. The All Agency Positions (TX_HR_AGY_POSITION_ALL) query page opens in
a new browser window.
17. This output may be downloaded as an Excel Spreadsheet, CSV Text File or XML

File for future reference.

18. Congratulations! You have successfully completed this lesson.
End of Procedure.
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All Agency Vacant Position
Section 4, Lesson 3 Exercise - Scenario: Run the All Agency Vacant Positions
query

The query report lists the following information:

e Department ID
e Position Number
« Position Description

e Job Code
e Location

e Full/Part

« Reg/Temp

e Reports To

e« Max Head Count
o Salary Plan

e Salary Step

e Salary Grade

Procedure

This lesson will focus on running the All Agency Vacant Positions query using Query Viewer.

Step Action

1. Note: This CAPPS homepage is for training purposes only. Not all menu items
shown will be seen in an Agency environment.

Menu items seen on the CAPPS homepage will vary based on the users security
role.

Page 63



CAPPS HR/PAYROLL C S
EUT Course

Centralized Accounting and Payroll/Personnel System

Favorites . ‘ ‘Main Menu .
Home Worldist Add fo Favorites Sign out
ORACLE"
Menu T a~-
Search:

CAPPS Interfaces
Self Service

Manager Self Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
SetUp HRMS

CAPPS Utilties

Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

10% -
Main Menu ..
Favorites .. ‘ Main Menu ..
Search Menu: Home | Workist = AddioFavorites | Sign out
ORACLE| ®
[ CAPPS Interfaces v
Menu (=] Self Service »
£3 Manager Self Service v
Search: £ Time Admin Seif Service »
=] ‘Workforce Administration »
CAPPS Inforac = penetts .
Self Service 3 Time and Labor >
Manager Seff 8~  Payroll for North America >
Time Admin Sel (=] Qrganizational Development »
Workforce Adm| 3 SetUp HRMS K
Benefits £ CAPPS Uiilities v
Time and Labor (1 Enterprise Components v
Payroll for Nortr (3 Workdist v
Organizational { £ Tree Manager v
= Reporting Tools v
Set Up HRMS
"S5 PeopleTools »
CAPPS UNITES =5 Change My Password

Enterprise Com,
Worklist

Tree Manager
Reporting Tools
PeopleTools

Change My Password
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Step Action

3. Click the Reporting Tools menu.

| — Reporting Tools v]
4, Click the Query menu.

[ OQuery v]
5. Click the Query Viewer menu.

[ £ Query Viewer |

6. Use the Query Viewer page the run the All Agency Vacant Position query to view
a list of current Agency positions.

7. Enter the desired information into the *Search By - begins with field.
Enter "TX_HR_AGY_POSITION_VACANT".

8. Click the Search button.
| Search |
9. Queries meeting the entered criteria are displayed under Search Results.

Notice that the query name TX_HR_AGY_POSITION_VACANT appears in the

list.

10. Use the Run to HTML link in the query list to open a query in a new browser
window.

11. Use the Run to Excel link to download a query to an Excel spreadsheet.

12. Use the Run to XML link to download query in XMLP format.

13. Use the Schedule link to schedule a time for the query to run.

14. Use the Favorite link to add a query to the Favorites menu.

15. For this lesson, use the Run to Excel to see the query output.

Click the Excel link.

16. A dialog box will appear asking the question: *'Do you want to open or save...?"
the Excel file. Next, select the desired function.
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Favorites = | Main Menu~ > Reporting Tools = > Query = > Query Viewer(cl
Home Worldist Add fo Favorites Sign out

ORACLE"
New Window | Personalize Page | i
Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values

*Search By begins with TX_HR_AGY_POSITION_VACANT
Search Advanced Search

Search Results

*Folder View |—All Folders — hd
Query Personalize | Find | view Al |20 |E First ¥ 1011 Last
Query Name Descrintion Owner Folder Rurio Runlo QUm0 schedue Addfo
TX_HR_AGY_POSITION_VACANT All vacant positions Public HR HTML Excel XML  Schedule  Favorite

Do you want to open or save TX_HR_AGY_POSITION_VACANT_16838.xds (56.5 KB) from hemtest.cpa.state. tius?

Open Save |v|  Cancel

®100% ~

Step Action

17. Click the Open button.
Open

18. The TX_HR_AGY_POSITION_VACANT query results open in a new sheet in
Excel for review.

19. Congratulations! You have successfully completed this lesson.
End of Procedure.
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Glossary

Business Unit

Core User

Department

Error Message

HTML

Query

Run Control ID

Warning
Message

Business Unit is a business level between Company (Agency) and
Department for reporting and operations.

A Business Unit value is typically the Agency Number appended with
two additional characters (e.g., 30400).

A Core User is a select agency user (a.k.a. Super User) with access
to core CAPPS system functionality. This access is typically not
available to self-service users.

A Department in CAPPS continues to identify an operational entity
within an agency. Multiple departments can be organized by Business
Unit, which is essential for system security as well as position and job
information.

An error message stops the process due to data entry or process
error. It requires the user to correct the problem before continuing.

HTML stands for HyperText Markup Language. It is a text description
language used for publishing content on an internet web site.

A Query is an interactive tool used to gather information or data from
the CAPPS system. Queries are already formulated, and you run them
when you need them. The answers are shown in a browser window;
alternatively, you can download the data into an Excel spreadsheet.

A Run Control ID is an identifier that, when paired with a User ID,
uniquely identifies a process that is running. The Run Control ID
defines parameters or criteria that are used when running the process.

A warning message alerts of a potential data entry error or change. It
does, however, allow updates to be saved.
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XML
XML stands for Extensible Markup Language. It is a text-based
formatting language used to share data on internet and intranet web
sites.

XMLP

XMLP stands for XML Protocol, and is a standard being developed
by the W3C (World Wide Web Consortium) for encapsulating XML.
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