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Managing Positions

The CAPPS Manage Positions module allows agencies to create, update, clone, inactivate and reactivate agency
position numbers on the agency’s CAPPS position table.

Position numbers serve as important data holders that carry information (such as salary plan assignment, job
code, assigned standard hours and FLSA indicator) to employee Job Data when the employee record is created
or updated. In addition, position numbers must be created on the agency position table before they can be used
to hire employees or contingent workers. Once created, positions must be updated in Manage Position if certain
features of the employee’s position assignment change (such as a change in job classification code, department

ID, supervisory assignment or location).

Terms and Definitions

Term

Description

BUSINESS UNIT

A business level between the company and departments that identifies divisions for reporting and
operations. Business Unit values may include the agency number suffixed with two additional characters.
(ex. 30400)

Classified Position

A position using a job code that is part of the State Classification Plan with defined job codes, state
classification titles, and assigned salary plans with specific minimum and maximum salary ranges. The
classified designation is set up on the agency job code table when the classified job code is created.

Cloning

This process copies the characteristics of an existing position to create a new position with a new position
number. Any data that doesn’t apply to the new position can be manually changed.

COMPANY CODE

In CAPPS, this is the agency number.

DEPARTMENT ID

Every position and job is assigned to a department. Departments are controlled by Business Unit and SetID.
Agencies create departments in their agency Department Table and assign departments to specific
positions as the positions are created or updated.

Incumbent Data

When an employee is assigned to a position, the employee ID, Name and a Job Data link are displayed as
Incumbent Data in Position Management. The position headcount adjusts when an employee is assigned to
a position, but any changes to the incumbent's job record only affects the employee’s job record and not
the position.

JOB CODE

Job codes contain job classification titles, default compensation ranges, salary plan assignments and
applicable extended attributes for each job in CAPPS. The approved job codes, associated salary plans and
salary ranges as established by the State of Texas Classification Plan are maintained by the Texas State
Auditor in CAPPS under the SETID of TEXAS table.

Each agency can add specific functional job codes under its agency SETID, but this process does not change the
underlying job code assignment or salary plan.

Agencies may create functional job codes where there is a need to distinguish different job duties or categories
of employees who share a common job code.

Term

Description

FUNCTIONAL JOB
CODE

A combination of the approved statewide four (4) character job code and a two (2) character suffix that is
defined by the agency. (i.e., 0055XX where XX is the agency specific values).

LOCATION CODES

Created and maintained by the agency on the CAPPS Location Code Table. Location codes contain specific
agency business location details (such as address, office floor location and mail codes).

Non-Pay Impacting

Position-related data changes that include Reports-To, Department and Location changes. After the
changes are made in Position Data, a new, effective-dated row will be added on Manage Job for the
employee. The effective dates on both the Position Data and Job Data records will match.

Pay Impacting

Position-related data changes that update position values that can impact pay (such as job code and
Standard Hour changes). These changes require a companion transaction to be entered on Manage Job to
complete the entire transaction and pull the position changes to Manage Job.

Position

Created and maintained by agencies on the CAPPS agency Position Table and are used to capture and track
details on agency jobs. Positions are assigned unique numbers in CAPPS for agency tracking and
maintenance of agency positions and for assignment to agency employees.

Position Data

Any information related to a specific position (such as job code, Department ID, Salary Plan or Title).

POSITION A unique number assigned to an agency position that is generated in CAPPS at the time the position is

NUMBER created.

Sequencing A process allowing users to add multiple update rows for a specific position using the same effective date,
and each same effective-dated row added to the position receives a sequence number in ascending order.

Unclassified A position that is defined by the agency and is not a part of the State Classification Plan. The unclassified

Position designation is set up on the agency job code table when the unclassified job code is created.
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The following sections provide steps and screenshots to assist in creating new positions, updating existing

positions, cloning positions, inactivating positions that will no longer be in use and reactivating position numbers,
as necessary.

Note: When creating or updating positions, a JOB CODE is required to be assigned to the position. If a job
code is unavailable on the JOB CODE selection menu when the position is being created or updated, the job
code must first be created on your agency job code table.

Creating a New Position

Navigation
Dashboard: Workforce Administration; Tile: Manage Human Resources, Manage Position
NavBar: Menu, Organizational Development, Position Management, Manage Position

1. Select Add New.

Manage/Create Position

Manage Position @ Add New

v Search Criteria

Position Number | bagins with

<

Description | beginswith

Reports To Position

Position Status | begins with  ~ Number begins with  ~
Business Unit | begins with Q Department | begins with
Job Code | begins with ~ Q Company | begins with ~

Include History [J Correct History

2. Enterthe position EFFECTIVE DATE.

Manage/Create Position

Create Position Q, Search Existing

Pasition Number 00000000
Effective Date | 11/01/2024 [
Effective Sequence 0

Reason Code NEW

3. Select Add.
The Position Data page displays.

Create Position

o 0000000

nY :uu‘mlenli!ﬂn Step 1 of 5: Position Data
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E

Verify all default field values and update, if necessary.

Note: The system defaults the values for the following fields:
e REASON CODE: New

e FILED STATUS: Approved

e STATUS: Active

Enter the BUSINESS UNIT (in the Job Information section).

Select the JOB CODE.

5

6

7. Select REGULAR or TEMPORARY.
8. Select FULL TIME or PART TIME.
9

Select the REGULAR or TEMPORARY indicator.

10. Select the FULL TIME or PART TIME indicator.

11. Select the DEPARTMENT and LOCATION (in the Work Location section).

Create Position

12. Enter the supervisor’s position number in the REPORTS-TO field.
| Note: The SUPERVISOR LEVEL field is an optional field and can be populated at the user’s discretion. |

13. Adjust the hours in the STANDARD HOURS field as necessary (in the Salary Plan Information section) to
match the employee’s work schedule.
| Note: The WORK PERTOD field defaults to Weekly. |

14. Verify the default value fields.

Note: SALARY ADMIN PLAN, FLSA STATUS and the HAZ DUTY ELIGIBLE indicator default from
the values on the agency Job Code table for the job code selected. To change these values at the
position level, first update these values on the agency’s job code table.

15. Select Next.
The Additional Information page displays.

4 Position Data

Step 2 of §: Additional Information

!
2% Additional information
D Vet
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16.

17.

18.
19.

20.

21.

22.

Verify the position data is populated.

Note: The CLASSIFIED INDICATOR field defaults from the setting on your agency's Job Code table
for the selected job code. If the position is classified, the indicator displays Classified. If the position is
unclassified, this indicator displays Unclassified.

Adjust the FTE field as necessary.
For example, a full-time employee with a 40-hour weekly schedule is equivalent to 1.0 FTE. If the position
adds to the agency's FTE count, the FTE field must not be 0.

Toggle the Adds to FTE Actual Count indicator to Yes if the position adds to your agency’s FTE count.

Select Next.
The Budget Incumbents page displays.

Create Position

3 Addiional informatien

‘ ") Budgst sunbente

Review field values for accuracy.

Note: If the position will be filled, toggle the UPDATE INCUMBENTS indicator to Yes after the
position number is submitted and saved.

Select Next.
The Position and Reporting details page displays.

Create Position

1 | Poaiton Data Step 4 of 8: Position an

ing details

3| Additional infermation

3 | Budget Incumbants
Vistad

S ‘

Position Report Detall

Review all data for accuracy.
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23. Select Next.
The Review and Submit page displays.

Create Position

1 | Position Data
Visited Step § of 5: Review and Submit
Effective Date. 11401/2024 Reason Coda NEW NEW.-Now Postion
2 | Addrtional infermation
Vistad Effective Sequence 0 Approval Status Not Availatie

3 ) Bosustimumbente
Vil

Proposed Value

4 | Position and Reporting detalts
il

Review and Submit
Visiad

i

[

[

24. Review all data in the Description and Proposed Value columns to verify data accuracy.

25. Select Submit to save.
A warning message displays regarding changes to incumbent data and changes to position data.

Warning — No updates will be made to incumbent data

Position data related to job code. compensation, company, business_unit, reg/temp, ful/part-time, standard hours or classified indicator has been changed.
Incumbent job data will not be automatically updated If the change is to be applied to incumbent job data, continue Position Data save process then proceed to Workforce Administration > Manage Human Resources > Manage Job and enter the change there.

Press OK to continue save process

26. Select OK.
A second message displays warning that no changes will be made to incumbent data unless the UPDATE

INCUMBENTS indicator flag is on.

Waming - Incumbent data will not be updated unless Update Incumbents flag is on

If you wish to use the auto-maintenance features of Position Management, the Update Incumbents flag must be turned on. If you wish the current incumbents’ data to be updated, go to Add/Update Position Info and check the Update
Incumbents checkbox on the Specific Information page. Leave checkbox unchecked if you do not want incumbent changes to be made

K ‘

27. Select Cancel and return to the Budget Incumbents page if the UPDATE INCUMBENTS indicator flag is
toggled to No and you want to change the indicator flag to Yes.
—or-
Select OK to continue.
A confirmation page displays indicating the new position number was successfully created.

Position Confirmaticn

7 The N P et G300133 han o westmastuly rasied

28. Select Go to Position Details to view the new position row.
The Position Details page displays.

Position Details

Effeciive Date 1 Efieciive Sequence 1i Rmasen 7 Basiness Unit 7 Department 1; b Code 1 Location . Ruparis To 1

nm1z024 o NEW.New Posson Texas Basebne Agancy 032 Operations Admi Accountant ¥ $000 - 100 M Main 5t 80000005

29. Review the new position row to ensure the data is accurate before using the new position at the
employee level.
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Updating Existing Position

Navigation
Dashboard: Workforce Administration; Tile: Manage Human Resources, Manage Position
NavBar: Menu, Organizational Development, Position Management, Manage Position

1. Enter the POSITION NUMBER.

Manage/Create Position

Manage Position () s e
+ Search Criteria

Position Number | begnswi | 00005729 v [ begna win
atus | Deginswith - Bapon begnawin ~
pent [ vegnamin q
Company [ begina wih q
v O Garrect Histary

2. Select the Include History checkbox.
3. Select Search.

4. Select Add Row to insert a new, effective-dated row.

Position Details \
==
rows
Effestive Dato 1 Effoctive Sequence 1/ Reason 1} Business Unit 1. Dopartmant 14 Job Gode 11 Location 14 Roports To 1,
0012024 o UPD-Update Position Agarcy 084 BU Entorcamant Mgl 111 CAPPS Wiy J
0112023 o UPD-Upd Mol 11 CAPPS Wy 1
o UPD-Upl Mgr il 111 CAPPS Way Y
o UPD-Up Mot 111 CAPPS Wiy
0 UPD-Upslate Position Mor il 11 CAPPS Wy
00012018 o MEW.-Nosw Pasition ] 111 CAPPS Way

5. Select or enter the EFFECTIVE DATE.
Can Request Details

*Effective Date | 12/01/2024 ]

Effective Sequence 0

*Reason Code UPD Q  UPD-Update Position

| Note: The EFFECTIVE SEQUENCE defaults to 0 if this is the only row using this effective date.

6. Enter UPD in the REASON CODE field.

7. Select Continue.
The Position Data page displays.

Manage Position
DY Stop 1 of &: Pasition 0
A st e
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date, that row receives a sequence number in ascending order.

an EFFECTIVE SEQUENCE of 1.

Note: More than one position update row using the same effective date can be entered on the
position data. If another position update row is added to the position data using the same effective

Example: The first position update row with a Sept. 1, 2024 effective date has an EFFECTIVE
SEQUENCE of 0. The next position update row for that position with a Sept. 1, 2024 effective date has

8. Update any position-specific fields as necessary (such as JOB CODE, DEPARTMENT, LOCATION,

REPORTS-TO POSITION NUMBER or STANDARD HOURS).

9. Select Next.
The Additional Information page displays.

Manage Position
1
/Eu. 2 of 6: Additional
. )

10. Make changes to FTE as necessary.
11. Select Next.

The Budget Incumbents page displays, showing the current incumbent in the Current Incumbents
section, including a hyperlink to view employee Job Data in the Job Data column.

Man,

Step 3 of §: Budget Incumbents

[ Y

Bing HenWik 1, Effeciive Date 11 Agsien 4 Action Reasan 1 rarrida Foaltion Data 1.

JonData 11

12. Make changes as necessary.

13. Select Next.
The Position and Reporting details page displays.

Manage Positian

Step 4 of 6; Position and Reporting detalls
ozt

14. Review data for accuracy.

Managing Positions Dec. 11, 2025
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15.

16.
17.

18.

19.

20.

21.

Select Next.
The Review and Submit page displays.

Manage Position

Step B of B: Review and Submit

Oaparmert 1000 0o

Review the data for accuracy.

Select Previous to make data changes before submitting.

Select Submit when all data changes are complete.

A warning message displays regarding changes to incumbent data and changes to position data.

Warning - No updates will be made to incumbent da
on data related to job code, nsation. company, bu unit, regitemp, fullipas ™ classified indicator has been changed
Incumbent job data will not be automatically wvmea “Hhe c«_,nae ™ be sppled 1o Incumbent Job data, contiue Position Data save ptocess men proceed to Worklorce Adminisiration > Man \age Human Resources > Manage Job and enter the change there

Press OK to continue save process.

Select OK.
A confirmation page displays, indicating the position number was successfully updated.

Position Confirmation

+ The Posibon amber (00517 has Seen uccessiutty updated.

Select Go to Position Details to view the updated position row.

Position Details

Effective Date 1) Effective Sequance Reason 1 Business Unit 1} Job Code 1/ Location Reports To 1
12012024 ! Agency 084 BU — Drecor IV 111 CAPPS Way 00008908
000172024 Agercy 084 BU W 111 CAPPS Wiay
2 Agency 084 BU vt 111 CAPPS Viny
00120 Agency 084 BU Entorcoment g 1 111 CAPPS Way
0m0ViC Agarcy 084 U Entorcement Wt 111 CAPPS Viay
o0 ! €n i 111 CAPPS Wiy
90172019 0 NEV--New Poaiton Agancy 084 B e g i 111 CAPPS Way

Note: CAPPS automatically updates the employee record with an update row on Manage Job when a
non-pay-impacting change is entered on Position (such as an update to position location or reports-to

supervisor assignment).

Navigate to the employee’s Job Data page in CAPPS Manage Job to verify that these rows have been

written to the employee’s job data.

If a pay-impacting change is entered on the position record, CAPPS will not automatically update the

employee record. Manual updates must be entered for the employee on Manage Job.

Managing Positions Dec. 11, 2025
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Correcting a Position Row

Changing position data in the correct history mode overwrites any previous information on that position row
and may impact employee job records. Once a position row is corrected, review employee job records for any
Job Data corrections that are necessary.

Note: Agencies may correct position data records without restriction but may only correct employee Job Data
for current month plus one month back. Position data changes that require corresponding corrections to
employee Job Data beyond this timeframe may require a Letter of Authorization (LOA) to correct.

Navigation
Dashboard: Workforce Administration; Tile: Manage Human Resources, Manage Position
NavBar: Menu, Organizational Development, Position Management, Manage Position

1. Enter the POSITION NUMBER .
Manage/Create Position

Manage Position ® Add New

v Search Criteria

Position Number | beginswith v | |00005724 | Description | beginswith v | | |
Position Status | beginswith v | | v Reports To Position | pegin with | | |
Business Unit [ beginswitn_ v | | al Department | beginswith | | al

Job Code | begins with v/ ‘ al Company | beginswith v| | Q\

Include History @ Correct History
\
Search Clear

2. Select the Correct History checkbox.
3. Select Search.

4. Select the pencil icon on the row to be edited.

Raports o
oo

oo

0
v 0 UPO-Lpas Pastin ‘agunay se By Emaranar e o

o PO Pastin ‘Agmnay (88 U fimarzanart e 1 AP vy T
iz 6 DLt Pasten Agescy 088 BU ] sexone | 11 AP v L]

vz 65 NP b Basten Agmscy 088 BU et sexone | 11 AP v L]

5. Enter the correct date in the EFFECTIVE DATE field if the effective date needs to be corrected
Leave EFFECTIVE DATE as-is.
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6. Select Continue.
The Position Data page displays.

7. Enter the correcting data as necessary.
8. Select Next to move through the position pages.

9. Review the Current Value and the Proposed Value columns on the Review and Submit page to verify the
accuracy of the changes made.

Mansge Position
-
1) T Stop & of &: Review and Submit
1 P ncunterry
- Cwacrpon Propod Ve e Value
4 m"'”wm " Dwgertratnt o w0
e - : ,
10. Select Submit if all data is correct.
A confirmation page displays advising that the position was successfully updated.
Position Confirmation
' The Position Number 00005724 has been successfully updated.
[(cowromn v | [ cowmmmecins
11. Select Go to Position Details to view the updated row.
Position Details
E3
Eecws Cuni 7y EBaction Seguaton . Faatan 7. Entmaris Ul Dpaartrmaant dul Code R T gt Ba 1 =
UL [ LPT-Ligars Prer genry BB b Rssares AromantEn | 1 SRS [T
ROIED [ LPD-iipams Frerm gy DB BY Ermirmr oot | 11 CARPS Py DT
WO VD [ UPD-Usias Frebon Agancy b6 By Eriroatet Salimanlat | T CAPPS iy DT
UPD- s Foebon Agany b By EmroaTa et | T
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Note: If a position row is corrected and there is a later-dated update row on position data, each later-

dated row must be evaluated to determine if the data that was corrected must also be carried forward
to later-dated position rows.

For example, if an employee’s department assignment was changed effective 9/1/2023 but the change

was not processed before the 9/1/2024 position row was added, the 9/1/2024 row may also need to
be corrected to carry forward the department assignment change.

12. Follow the steps above to correct the later-dated position rows if the corrected data was carried forward.

Note: Department assignment is a change that ordinarily results in a row automatically writing to the
employee’s Job Data and pulls the department change to employee job data.

Cloning a Position

Cloning an existing position may save time and effort when a new position needs to be created since the new
position details will be the same as the original position. However, individual data values on the cloned position
can be manually changed as necessary.

Navigation Path
Dashboard: Workforce Administration; Tile: Manage Human Resources, Manage Position
NavBar: Menu, Organizational Development, Position Management, Manage Position

1. Enterthe POSITION NUMBER of the position to be cloned.

Manage/Create Position

Manage Position D Add Ne
Search Criteria
osition Number | boginswith | 00004
2

2. Select the Include History checkbox.
3. Select Search.

4. Select Clone near the top right corner of the page.

Position Details \
N
! & o ]
cu 1

Effective Saquance 'i

HEW-New Positon Agency 084 U Enforcement

5. Enter the position EFFECTIVE DATE.

| Clone
Position Number 00000000
Effective Date | 11/01/2024 9
Effective Sequence 0
Reasor " NEW NEW--New Position

Note: The REASON value defaults to New Position.
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6. Select Continue.
The Position Data menu displays on the left side of the page.

caome

7. Enter any specific position data value changes as necessary.
For example, if the cloned position will retain all the same position details as the original, but will have a
different department assignment, update the department assignment in the DEPARTMENT field.

8. Enter the updated data as necessary.
9. Select Next to move through the position pages.

10. Review the changes on the Review and Submit page to verify accuracy.

— Step 3 of 5 Raview snd Subeit

11. Select Submit to save the cloned position and generate a new position number.
A warning message displays regarding changes to incumbent data and changes to position data.

Warning Nuupc.ne will be made to incumbent data

Position data related to job code, compensation, company, business regtemp. fullpart-ime, standard hours of classibed indiator has been changed
Incumbent job data will not be automatically updated. If the change is to be appéed o incumbent job data, continue Posi |m Data save process then proceed to Workdorce Admanistration > Manage Human Resources > Manage Job and enter the change there

Press OK to continue save process

x| [ cmet |

12. Select OK.

13. Make note of the newly-created position number and select Go to Position Details to view the new
position entry in Manage Position.

[eyr—

S ——

The position was cloned and a new position number and position row entry were successfully created.

Poaitien Details

L [ore— - s Depnan P [ e
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Inactivating a Position

Once a position is created on the agency position table, the position record cannot be deleted. However,
positions can be inactivated.

If a specific position number is not needed or will no longer be used, the status can be updated to inactive, and
it will not be available for assignment. The agency must ensure that the date a position is made inactive does
not occur during any periods that the position was assigned to an agency employee. The CAPPS position module
will not process an inactivation row while the position is assigned to an employee.

Navigation
Dashboard: Workforce Administration; Tile: Manage Human Resources, Manage Position
NavBar: Menu, Organizational Development, Position Management, Manage Position

1. Enter the POSITION NUMBER of the position to be inactivated.

Manage/Create Position

Manage Position = @ Add New

v Search Criteria

Position Number | beginswith v | | 00006185 Description | begins with v

Position Status | begins wih v begins with v

Business Unit | beginswith v Q Departn begins with

<

Job Code | begnswin v Q Company | begins with

<

Include History [ Correct History

/ - |

2. Select the Include History checkbox.

3. Select Search.

4. Select Add Row.

Position Details

r 00006185 |

==l
i
Effoctive Date 11 Effective Sequonce 1| Ruason 11 Businoss Unit 11 Departmant 1, Jab Cotle 11 Location 11 Raports To 1
9012024 0 UPD-Updale Pasticn Agency 004 BU At Aant 0 111 CAPPS Way
a0z o UPD-Upedale Pastion Agency D84 BU
o802 o UPD- Upsdale Pastien Aency 034 BU
oarz021 o UPD-Upsdale Pasibon Agency 034 BU
oa0t UPD-Ugedale Pastion Agency D34 BU drvn A
a1 0 NEW-Naw Positon Agsecy 034 BU saciive Administation o Agant 8

5. Enter the EFFECTIVE DATE.

6. Enter UPD in the REASON CODE field.

Cance Request Details

“Effective Date | 12/01/2024 H

Effective Sequence 0

*Reason Code |UPD Q

7. Select Continue.
The Position Data page displays.
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13.

14.

15.
16.
17.

Select Inactive from the STATUS dropdown menu.
flanage Fosibon

——
Ty

O | Aoy B84 B0 wiPart Tems | Fulk-Ter ¥
b e
. ———
B I "
-
N T R p—

9. Select Next to move through the position pages until the Review and Submit page displays.
1) Foarin e Step 5.of 6: Review and Submit
(3] i e ‘ "
10. Review the Current Value and Proposed Value columns for accuracy.
11. Select Submit.
12. A warning message displays regarding changes to incumbent data and changes to position data.

Waming ~ No updates will be made to incumbent data

Position data related to job code, compensation, company, business_unit, reg/temp, ful/part-time, standard hours or classified indicator has been changed
Incumbent job data will not be automatically updated. If the change is to be applied to incumbent job data, continue Position Data save process then proceed to Workforce Administration > Manage Human Resources > Manage Job and enter the change there

Press OK fo confinue save process

Select OK.
A second warning displays advising that the position is inactive and assumed to have no incumbents.

\Waming — Posifion is inactive. No incumbent updates will be made.
Inactive positions are assumed to have no cument incumbents. If you expect incumbent updating to take place, the position must first be re-activated by changing effective status to 'Active’

The position cannot be assigned to an employee again unless another action is entered to make the
position active again.

Select OK to continue.
If the UPDATE INCUMBENTS indicator was not toggled to No when the position status was updated to
Inactive, a warning displays advising that the UPDATE INCUMBENTS indicator should be turned off.

‘Waming — Update incumbents flag should be turned off for a position with no incumbents.

Since this position doesn't have employees assigned 1o it, the Update Incumbents flag should be turned off. Uncheck the Update Incumbents
checkbox on the Specific Information page

Select Cancel to turn off the UPDATE INCUMBENTS indicator.

Select the Budget Incumbents page.

Toggle the UPDATE INCUMBENTS indicator to No.

Managing Positions
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18. Select Next to return to the Review and Submit page.

Manage Position

Step 6 of 6: Review and §i

Description Proposed Value Current vaiue

‘Status 3 of Effoctive Date | A

Review and Subenit
(&) S

‘ Action Date 02132028 0002024

19. Select Submit to save.
A confirmation page displays advising that the position was successfully updated.

Position Confirmation

v

20. Select Go to Position Details to view the updated position row.
The position status shows as Inactive.

View Position

Number 00006185
-

7 UPD UPD-Update Pesibon

s Approved

Position Status Aperaved

Reactivating a Position

Navigation
Dashboard: Workforce Administration; Tile: Manage Human Resources, Manage Position
NavBar: Menu, Organizational Development, Position Management, Manage Position

1. Enter the POSITION NUMBER of the position to be reactivated.

Manage/Create Position

Manage Position D) Add Ne /
Search Criterla
Position Number | begin wan
n

2. Select the Include History checkbox.

3. Select Search.
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10.

11.

12.

0

Select Add Row.

EReciive Sequence 11

Business s 1|

=] [=][=][=

*Effective

Date

Request Details

010172025

i)

Effective Sequence 0

“Reason Code |UPD Q| UPD-Update Position

Enter UPD in the REASON CODE field.

Select Continue.
The Position Data page displays.

Select Active the STATUS field dropdown menu (in the Position Information section).

Select Next to move through the position pages until the Budget Incumbents page displays.

Toggle the UPDATE INCUMBENTS indicator to Yes.

Manage Position

Step 3 of 6 Budget Incumbents
o

Manage Position

Propused Vsiue Cument Vaiue

Review the Current Value and the Proposed Value columns for accuracy.

Select Next to move through the position pages until the Review and Submit page displays.

Managing Positions
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13. Select Submit.
A warning message displays regarding changes to incumbent data and changes to position data.
‘Warning ~ No updates will be made to incumbent data

Position data related to job code, compensation, company, business_unit, regtemp, full/part-time, standard hours or classified indicator has been changed
Incumbent job data will not be automatically updated. if the change is to be applied to incumbent job data, continue Position Data save process then proceed to Workforce Administration > Manage Human Resources > Manage Job and enter the change there

Press OK to continue save process

14. Select OK to continue.
A warning displays regarding the Update Incumbents flag.

Warning - Update incumbents flag should be tumed off for a position with no incumbents.

Since this position doesn't have employees assigned 1o it, the Update Incumbents flag should be turned off. Uncheck the Update Incumbents
checkbox on the Specific Information page

15. Select OK if this position will be filled.
A confirmation page displays advising that the position was successfully updated.

Position Confirmation

" The Ponion Ruméur S000H1EH b Doun e ewatally spdafd.

16. Select Go to Position Details to view the updated position row.
The POSITION STATUS was successfully updated.

View Position

01012026
0 0
n UPD UPG-Updata Positon

s Approved

s Approved Max Head Count 1

5 Adive Status Date 021182020

o 02132025

job Shanng Permitied N

Deleting a Position Row

Deleting a position row may impact employee job records. Verify if the job records need corrections before
deleting a position row on Manage Position.

Navigation
Dashboard: Workforce Administration; Tile: Manage Human Resources, Manage Position
NavBar: Menu, Organizational Development, Position Management, Manage Position

1. Enter the POSITION NUMBER.

Manage/Create Position

Manage Position @ Acd New
« Search Criteria

Position Number | beginswith Description | begins with

Reports ToPosition ooy

Position Status | begins with v, v
Business Unit | beginswith Q Department | beginswith  +
JobCode | begnswith v, Q Company | begins with

Include History Correct History

\
2. Select the Correct History checkbox.

3. Select Search.
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4. Select the Delete (trash can) icon on the position row to be deleted.

Position Details

Position Number 00005908

Headeount Status Filled
Current Head Count 1of 1
Add Row
 rows)

i

Effective Date 1 Effective Sequence ™. Reason 74 Business Unit 71 Department 14 Job Code 74 Location Reports To 7t

0800172024 o UPD-Update Position Agency 084 BU information Servces Director V1 111 CAPPS Way a
09012023 0 UPD--Update Position Agency 084 BU information Services Director V1 111 CAPPS Way a
090172022 0 UPD-Update Position Agency 064 BU information Services Director Vi 111 CAPPS Way o
08012021 0 UPD--Update Position Agency 084 BU Information Services Director V1 111 CAPPS Way ]
090172020 0 UPD-Update Position Agency 084 BU nformation Sensces Director Vi 111 CAPPS Way o >
080012019 o HEW-New Posibon Agency 084 BU Information Services Director Vi 111 CAPPS Way ] >

A warning message displays regarding corresponding current or future job records for current incumbents.

Corresponding current or future job records will be deleted for all current incumbents

f this position has current incumbents, and the Position Management system had previously inserted a matching record into their Job history, it wil aiso be deleted This will only take place if the matching record is stll the current record or a future record for that incumbent

5. Select OK.
The Position Details page displays without the deleted row.
[Position Details
Position Number 00005908
Headcount Status  Filled Clone
Current Head Count 10of 1
p—
Effective Date 1. Effective Sequence 7. Reason 71 Business Unit 1. Department . Job Code 1. Location 1. Repons To 1.
0172023 o UPD--Update Position Agency 084 BU Informabion Senvices Director VI 11 CAPPS Way 2 a
09/01/72022 0 UPD-Update Position Agency 084 BU Information Senvices. Director VI 111 CAPPS Way 2 o
0800172021 [} UPD-Update Fosition Agency 084 BU Information Services Director VI 111 CAPPS Way 2 ]
080172020 o UPD--Update Position Agency 084 BU Information Services. Director VI 111 CAPFS Way 2 n »
08012019 o NEW-New Position Agency 084 BU Information Services Director VI 111 CAPPS Way rd a

Position Updates and Employee Job Data

For filled positions, CAPPS automatically writes an update row to employee Job Data when updates are made on
position data for:

e REPORTS-TO

e DEPARTMENT

e TOCATION

These changes are automatically written to Manage Job and do not require manual entry of another row on
employee Job Data. Users should navigate to employee Job Data in CAPPS Manage Job to verify the rows were
written to Job Data.

These rows will not automatically write to employee Job Data if the effective date of change entered on Position
Data is an earlier-dated row than the data rows on employee Job Data.

For example, if a Sept. 1, 2024 position data row is updated to change an employee’s department and
location assignment, but there is an existing Oct. 1, 2024 data row already on employee Job Data, CAPPS
cannot create an earlier-dated row on Job Data and overwrite any later-dated rows on employee Job Data.

The agency super user must manually refresh the employee’s job data rows equal to the date of the position
data change, and any later-dated rows on Job Data to populate those changes on employee Job Data.

For filled positions, CAPPS will not automatically write an update row to employee Job Data when certain
updates are made on position data, such as:

e Job code changes

e Changes to Standard Hours

e Salary plan and step changes

A corresponding transaction on Manage Job must be entered manually to complete the action on employee Job Data.

For example, if an employee receives a promotion effective Dec. 1, 2024, an update row must be entered
on position data to update the employee job code and salary group assignment. Then, a promotion
transaction to update the job code, salary plan and employee compensation rate would be entered
effective Dec. 1, 2024 on Manage Job to complete the promotion action.
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Revision History

Date Description of Change Changed By

Dec. 11, 2025 Initial release. M. Hoffman
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