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Position Management Overview

To Access the Position Management Module, Click the Menu button (the 3 blue dots) and
select the Position Management option. This module includes the position description and,
for unclassified staff, administrative faculty, and classified positions, it includes the request
for authorization to hire.

‘ Position Management Welcome

LSLU

NEW ORLEANS

Home Position Descriptions ™ Classifications

Unclassified Staff & Administrative Faculty
Unclassified Staff & Administrative Faculty Position Requests
Classified
Inbox Classified Position Requests on Requests 15 Special Handling Lists
Faculty

SEARCH Faculty Position Requests

Filtars

Position Management maintains position descriptions on classified, unclassified, and faculty
positions.
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Parts of the Position Description

The Position Description is comprised of the following sections:

Editing Position Request

Position Justification is used when updating a
position or requesting to fill a position.

Position Justification

Position Information S ———1

Position Information includes the basic
demographics, qualifications, and summary.

Duties and Responsibil... \

@ Physical and Mental Re._..

Duties & Responsibilities describe what the
position does.

@ Budget Information

@ Incumbent

Physical and Mental Requirements for doing the
position.

@ Position Reports To

@ Position Documents

Budget Information notes how the position is
funded. Data can be entered here or uploaded
under documents.

Position Request Summary

Incumbent will feed from PeopleSoft.

Position Reports to is the reporting relationship.

Position Documents is where you would upload
organization chart and funding source.

The Summary is a place for you to review and
the system verifies all required fields are
complete.

General Notes on PeopleAdmin

¢ Moving from screen to screen with the Next button will save your work. Hit the Save

button if you need to log off the system or walk away before completing a screen.
o All fields denoted with an asterisk (*) are required fields.
e Once positions are created, changes to the position summary, duties, and
qualifications cannot be updated without going through the approvals again.

Page 2




Training Guide
Position Management

Create New Position Description

When a new position, unlike any existing position, is needed, the initiator will start
from a blank template to create a new position description. In most cases, an
existing position is modified (to replace an open position or to re-evaluate an existing
position) or a job is cloned (when a new position with similar duties to an existing job
is needed.)

1. Click the Position Descriptions link.

Position Descriptions ~

2. Click the employee group link, for example “Classified”.

3. Click the Create New Position Description button in the upper right corner.

=+ Create New Position Description

Position Management Welcome, Sara Schexnay

Lsu User Group:

NEW ORLEANS Initiator

Home Position Descriptions ~ Classifications ~ Shortcuts|

Paosition DescriptionsClassifiedNew Pasition Description ﬁ

[
C“ New Position Description
Start Position Request

To create a new Position Description, select a title and Organizational U
Select a Position Description below to clone from an existing Position Description.

Organizational Unit

*
Lead Department [ select a Lead Department v

*
Departrment Select a Department ¥

Q More search Opi

4. Enter the desired System Job Title * into the field.
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5. The Organizational Unit information will default onto the page based on your user

access. If you have responsibilities for more than one department, you will then
select from the drop down list.

Start Position Request
6. Click the Start Position Request button.

In the Position Justification Section, Click the appropriate box for the Action
Requested.

NOTE: The remaining steps are the same whether creating a new position
description or modifying or cloning an existing one.

Position Management Welcome, Sara Schexnayder  log
Lsu User Graup:
NEW ORLEANS Initiator
Home Position Descriptions ~ Classifications ~ Shortcuts ~

Position Requests / Classified / Edit

Editing Position Request " A
Paosition Justification m
Position Information

Duties and Responsibil... [ Check spelling
- Check spelling

* formatic
© Physical and Mental Re... Requ rE.d“" ormeren
X Position Justification
@ Budget Information
© Incumbent [ Update (Fill an open position)
[J Update (Civil Service required update - Send direct to HR Operations)
Direct Supervisor
@ penvi N O career Progression Group Movement
. Action Requested
@ Position Documents

[ Create and Fill a new position

Position Request Summary Alf ot

tions (new pasitions, job corrections, other reclassifications,

erc.) must be completed on a 5F-3 form.

B I & &L|M »m o= = &+

= = e
+ Justification of Need
This replaces the jusiification memo.
This field is required
a0 | sovo s comue

Enter the rationale for the new position into the Justification of Need field. This

replaces the Justification Memo previously required. More details may also be
included as an attached document.

9. Click the Next >> button to move to the next screen.
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10.Complete the Position Information Section with the basic demographic data

about the position you are creating.

The Position Number will be assigned by the
system later in the process if you are creating a
new position description. Enter 'TBD' when
creating a new position description.

If the position is a 40 hour per week position, the
FTE = 1. If the position is less than 40, the FTE is
the positions hours per week divided by 40. It
should be entered in decimal format (e.g., 0.25,
0.5, etc.)

Number of Direct reports should be the number of
regular LSUHSC positions that report directly to
this position.

Indirect reports are the number of regular
LSUHSC positions that report to the direct
reports.

Student workers, contractors, and other such
positions should not be reported here.

NOTE: On Classified positions, Supervisory
Elements of the position will need to be checked.

Position Information

Job Title

Positidiatiumber

FTE

+ Appointment Type

Location-Code

Location- City

Department

Business Sector

Number of direct
subordinates

Supervisory Elements

Position Summary

The Position Summary should be a few
sentences, which describes the major purpose of
the position.

NOTE: This summary is used in position
postings.

Position Reguest
Number

Initiator Access

The Initiator Access field is an optional field where
you can add the names of those people you wish to
grant access to the Position Description (PD). No
names are required to be added, but then no one
else will be able to access the PD as initiator while it
is in the approval process

|admin istrative assistant 3

” Please select v I
Please salect

Please select hl I

Human Resource Management

Ploase select il

O Determine

O Reviews and Appr:
O recommend HiringrPromotions
O rains staff
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11.The Minimum qualifications are next.

Minimum Qualifications are those attributes a candidate must possess to be considered for
the position. Information listed here will be used to screen out applicants from consideration for
employment.

For Classified positions, the minimum qualifications must match the Civil Service job
specifications.

Minimum Qualifications

Required Education

If Other Required
Education, please
specify

Field(s) of Study

Indicate the minimum
number of years
required to perform the
Job.

Indicate the type of
eXperience required to
perform the job.

Indicate if any
combination of specific
experience, training and
education may be
substituted for the
required education or
sYperience

" Please select bl I
Check the minimum level of education required to perform the job. indicate &

This field Is reguired

Laave Blank if degree field Is not specific; add "OR RELATED™ to specified fieldy:

B|I & &£|T 9| ¢ |i=|i

i
lil
lil
Y
2

If substitution for the degree, discipline, certification, and/or years’ experience can
substitute, list specifically how this can be applied.

This must correspond to Civil Service job specifications.
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12. The next section is Duties and Responsibilities. Enter up to ten duties and
responsibilities with each accounting for between 5% and 90% of effort.

13. Click the Add Duties and Responsibilities Entry button.

Duties and Responsibilities m

#az Check spelling
Essential Duties: These are the basic job duties that an employee must be able to perform, with or without reasonable

accommodation(s). Briefly describe a maximum of 10 duties and the approximate percentage of time performing each. The
percentage of time for each duty should be at least 5% and no greater than 40%. The total percentage of time must equal 100% and
must include 5% allocated as "Other duties as assigned.”

Duties and Responsibilities

Duties and Responsibilities are specific
to the positions functions and
accountabilities. Each Duty Description
will be two or three concise statements,
with each statement beginning with an
action verb such as monitor, manage,
develop, etc.

Description

pecege o i

I Remove Entry?

| The Perqen'ga_ge of Time is specified
for each individual duty.

Otner Duties The total Percentage of Time for all
Description Other duties as assigned. duties together inCIUding the standard
Other Duties as Assigned below must
Percentage of Time 5 equal 100%.

14. Physical and Mental Requirements Section focus on what is needed to get the job
accomplished. Use the drop down arrow to update from the preset minimally.

15. Scroll down the page you will find the Essential Skills for Lab and Clinical section.
This section will primarily be utilized for those positions pertaining to labs or clinics if
applicable.
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17. Next, complete the Budget Information Section.

As an alternative to entering the

data on this screen, the department can complete a Funding Source Spreadsheet and
attach it later in the Position Documents Section.

Welcome,

Classifications =

Description / TT Actuarial Manager / Edit

Budget Information

%5 Check spelling
Budget Information - Base

Add Budget Information - Base Entry

Budget Information - Supplement

My Profile  Hely

User Group:

Initiator

Chortcuts -

e

Budget information can be added
by clicking the Add Budget
Information - Base Entry button.
This information is not always
readily available, and can be
added later in the workflow
process. If it is available, the
Initiator will enter it here.

When entering a new position
description there will be no
incumbent in the position, so
no Incumbent Salary will be

18.

19.

20.

21.

entered. If the Initiator has
Budget Salary information
available, it will be entered here.

Add Budget Information - Supplement Entry

Salary Information

Incumbent Salary |

Budgeted Salary |?2DCJO

The Incumbent screen will display next. This should be left with the message that
“This position description is vacant.”

Next is the Position Reports To Section. You will select the Functional Position
Title and employee the new position will report to. A list of active Position Titles with
Position Number and Incumbent displays. If the correct Functional Position Title is
not displayed, you can search for it using the Position Descriptions - Filter these
results link.

Under the Position Documents Section, you should upload related documents.

Hover over the Action link to upload documents. Select Upload New. The
Organization Chart is required for all new positions. The organizational chart should
contain at a minimum what position this will report to, what other positions report to
that leader, and which positions report into the new position.

PDF conversion must be completed for the document to be valid when applicable.

Document Type Name  Status (Actions)

Organizational Chart - Required Actions w é——
Funding Sources Actions w
Other Documents Actions w
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22. Enter the information into the Description field. Click the Browse button to select the

file from your computer.

NEW ORLEANS
/2 Choose File to Upload
@-C:;-| || « MyDocuments » PeopleAdmin ~ [ 3] Search Peopiedmin o
Organize v Mew folder =~ Ol ®
B Desktop “ Mame Date modified
& Downloads E
. F Test org chart for Cloning Position Descri...  7/24/2018 12:31 P
% Recent Places ffile tol
Test position justification attachment.docx  7/24/20181232 P |, ¢\ 1
' Libraries
[Z] Documents L
& Music
&) Pictures
B Videos
1% Computer
S8 Local Disk (C3)
9 koconnS (\\entfilesrvr) (03)
9 afcsdatS (Ventfilesnvr) (T:) i - .
File name: Test org chart for Cloning Positior = | All Files (%) ~

23. Click the Open button.

Home Position Descriptions ¥

Admin / Manage Documents w

Name |Organizational Chart -
Description g Position Description

File to upload O:\My Documents\Pe] Browse...

Link to Online Organizational Chart - Required

Classifications ~

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

Shortcuts ¥

24. Click the Submit button.

25. Resignation Letters, separation emails or non-renewal notices should be included

when replacing open or soon to be open positions.

26. The Funding Sources spreadsheet would be uploaded on this page if you elect not
to enter the data on the Budget Information page.
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Pasition Funding Document

Position Title
Position Number (enter TBD for new positions)
Base Pay
Project/Grant/ Current i Proposed
Department Fund Program Class Account % Dist Salary Salary Proposed Salary
Supplemental Pa
Project/Grant/ Current i Proposed
Department Fund Program Class Speed Type Account % Dist Salary Salary Proposed Salary R

27. Once all the information is input, you reach the Position Request Summary Section.

Positions Welcome, My Profile  Help | logout
Lsu User Group: .
L5 o | The New Position
NEW ORLEANS . . .
Description: with a Current
Home Position Descriptions ¥ Classifications ~ Status: Draft displays in the
Position Requests / ... / New Position Description / New Position definition / Summary W|ndOW Each SeCt|On Of the

position description has an Edit
B link allowing you to make
B b roven changes if needed. If no
R Add zo Wacch Lis changes are required, you can

New Position Description: TT Actuarial Manager (Unclassified) move the position description
forward in the workflow

Position Type: Unclassified Created by: Karen O'Connor proceSS.

Department: LSUNO Owner: Karen O'Connor
Administration Services

Current Status: Draft

Summary Histary Settings

@ Position Justification  Edit
Paosition Justification

Action Requested Creare and fill new position

Needed to oversee pension and post-employment benefit issues related to
health insurance plans, as well as other managerial and professional work

lustification of Need

28. For new positions which have not been graded by compensation, the initiator can
save the description in this state and notify compensation to begin an evaluation.
This will allow the pay range to be finalized before budget and dean approval is
obtained. Eliminating the need to go back for approvals if the salary range is
changed.
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29. NOTE: Make sure that all information on the position description is complete,
with the possible exception of Budget and Compensation, before initiating the
approval process.

30. To take action, hover over the Take Action On Position Request button at the top
right hand corner of the page and select one of the following:

.
NOTE: Please note, to save this request

Keep working on this Position
Request

and submit later, please select ‘Keep

working on this Position Request’. If

there are additional approvers within the
_ department, you will need to select the

Submit (move to Department . R

Approver) appropriate action per the workflow.

WORKFLOW ACTIONS

Cancel {move to Canceled)

31. You will receive a pop up window ‘Take Action’ which will send an email in Outlook to
the next approver to notify them they have an action pending. Please note, comments
will be tied to the historical record of this action.

Submit
32. Click the Submit button.

33. If any required fields were omitted, you will receive a pink band across the top of the
screen notifying you of what updates are required. Go back to that section using the
edit button above that section of the summary.

'D "Justification of Need" is required and All required fields must be set before transitioning.

Positions Welcome,

L5SLU)

NEW ORLEANS

Position Descriptions ~ Classifications ~

If the request was completed successfully, a pop up

window will provide you an opportunity to add comments, |.
which will be included in the email. Any comments will be iﬂ?n"::;ntzﬁéﬂn?ﬁdge”
saved in the position history. Click Submit to send to |

the next level.

Submit Cancel

34. Once submitted, you will receive a blue band notifying you it has been transitioned.
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B- Position Request was successfully transitioned

Positions

35. You can follow the progress of the position approvals through the Classified Position
Request option.

{EW ORLEANS

Position Descriptions ™ Classifications ¥

Unclassified Staff & Administrative Faculty
Unclassified Staff & Administrative Faculty Position Requests
Classified

- . on Rec

Classified Position Requests

Faculty

Faculty Position Requests

(Actions)
Position Position

Functional Position Position Request Request
Tide Number Number Department Position Request Name Workflow State Created Date
RESEARCH ASSOCIATE ] Modify Position Description October 01, 2019 at ,
7 00016585  UODOOTPR  Psychiatry RESEARCH ASSOCIATE 1 Budget 09-30 AM Actions v

36. Clicking on the position, then History, you can see where it went and when each step
approved.

Summary History Settings

Workflow Notes En

#  Emails Sent

"SB env; not sent: Action submitted for review " sent to 2 users.

Performed "Submit " Sara Schexnayder (Department App

Position Request status changed to "Budget”. It has been in this state for 0 hours.

#  Email Sent

"SB env; not sent: Action submitted for review " sent to 1 user

Performed "Override™ Sara Schexnayder (HR Compens:

Position Request status changed to "Department Approver”. It was in this state for 3 full days.

Position Request Created Sara Schexnayder (HR Compens:

It was in this state for 0 hours
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Modify Existing Position Description

This action is initiated to replace an open position, to update job duties for an

existing position, or to request a re-evaluation of a position.

1. Click the Position Descriptions link.

Position Descriptions ~

2. Click the employee group link, for example “Classified”.

LS
NEW ORLEANS
Home Position Descriptions ~ Classifications ~

/ Position Descriptions / Classified

Classified Position Descriptions

To add a new column to the search rasults, select the column from the drop down list.

Saved Searches v m

Ad hoc Search x by dept & number

Ad hoc Search @ Save this search? Selected records o X Clear selection?

Bl:z:345067zs

Position
| Systemn Job Title Number Department First Mame Last Nam
O DENTAL ASSISTANT 2 00017987 hﬁ%ﬁ“%%eé‘éf Faculty Practice
HOSP ADMISSIONS LSUNO D/S-Academic and Clinic
U TECHNICIAN 2 00035153 (NO1220155)
0 DENTAL ASSISTANT 2 00017653 (g yo gy 2aemic and Clinic

J MEDICAL RESEARCH SPEC 00017525  LSUNO Oral Pathology (NO1225500)

3. Enter the position title, position number, or incumbent name into the Search field and
click the Search button.
4. Click the Functional Position Title for the position you wish to modify from the list.

This will open the position description.

Page 13



Training Guide
Position Management

Position Management

Welcome, Sara Sq

LSU

NEW ORLEANS

Home Paosition Descriptions ~ Classifications ~

I Position Descriptions / Classified / ADMINISTRATIVE COORDINATOR 1

B
Position Description: ADMINISTRATIVE COORDINATOR 1 (Classified)

Current Status: Active

Position Type: Classified Created by: PeopleAdmin
Department: Human Resource Integrations
Management (NO1674000)

Summary History Associated Classification

© Paosition Information

5. Click the Modify Position Description link.

Positions Welcome,

User Group:

Initiator

& Print Preview
& Print Preview (Employee View)

* View Supervisor

I* Modify Position Description I

LS

NEW ORLEANS

Position Descriptions ¥ Classifications ~

Position Descriptions / Unclassified / Modify Position Description 1
Start Modify Position Description Position Request on

completed.

Start

My Profile Help logout
User Group
Initiator ~

Shortcuts ~

Actuarial Manager?

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

6. Click the Start button. The warning message is not important; it just indicates the
nightly feed from PeopleSoft to update the position will not continue when there is an

open position request.

7. The rest of the processes continues just as a new position.
with step 7 on page 4.

Follow the steps starting
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Clone Existing Position Description

This action is initiated to create a new position similar to an existing position. From
an existing position description within your access, you can copy or ‘clone’ that
position description. This will pull in pertinent information from the ‘cloned’ position
description into this action and allow for edits. As an example, the work in the group
has increased and leadership is requesting another Research Associate 1 position.
If the position you want to duplicate is not within your span of control, contact the
Compensation department for assistance. This should not be used to fill an open
job where the position number and budget have already been established; use
Modify the existing position in that case.

_ Position Descriptions ~ o o _
1. Clickthe Position Descriptions link.

2. Click the employee group link.

3. Click the Create New Position Description link.

=+ Create New Position Description

4. When cloning a position, leave the title and organizational information blank.

5. Use the Search feature or select a position to clone from the list. Click the circle next
to the position.

Clone an existing Position Description?

by dept & number x

"by dept & number” @ ¥ Delete this search?

Pasition

Systern Job Title Number Department
O ADMINISTRATIVE 00056217 ?\J&]I%I‘;JRE%&J rce Management
T e
o ?F"JELEJI;TIQESOU RCE 00039477 LI}LJS]I %?‘ZLRE?OSISIJ rce Management

6. Click the Start Position Request button at the bottom of the screen.

Start Position Request

7. Follow the steps as outlined for creating new positions starting at step 7 on page 4.
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Approve a Position Description

You will receive an email, notifying you that a position description needs your approval. If
you have multiple roles, you will want to note in the email what type of action needs your
attention along with the position title. The easiest way to approve is to follow the link in the
email to open the position needing your attention. .

If you prefer not to follow the link, you can also log into the system and see all the items
needing your attention. In this example, there are two postings and one position request.
Click on the title to move to the request. By clicking on the position title, you will be taken to
the position needing your attention.

. Position Management Welcome,

1.

LSLU

NEW ORLEANS

Home Position Descriptions ~

Classifications ~
Inbox ing Proposal Special Handling Lists

SEARCH

‘ | \ Filters ‘

TITLE CURRENT STATE DAYS IN CURRENT STATE

Assistant Professor or Associate Professor Budget Review 12

CLINICAL INSTRUCTOR Initiator 0

Before approving the position description, you must read through it and make sure that
no additions or modifications are necessary. If the initiator modified an existing
position, you will note on the summary in grey what the current position description
reads. In this case the initiator changed the number of Direct reports from 4 to 6.

No. of Direct Reports to this 6
Position

No. of Indirect Reports to this
Position

2

2.

If you find something needing to be changed, you have the ability to make changes or
to send it back to the prior step to make changes. Each section has an Edit feature
that will allow you to make changes within that section.

NOTE: You must click the Save button to save any additions or modifications
made to a section.
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3. Once satisfied with the position, click the Take Action On Position Request button.

Positions ‘Welcome, - MyProfile Help logout
le I User Group
NEW ORLEANS Department Approver v
Home Position Descriptions > Classifications ~ Shortcuts ~

E

Current Status: Department Approver

Pasition Type: Unclassified

Department: PEOPLESOFT
ADMIN SUPPORT ORG

Position Justification

Action Requested

lustification of Need

Position Requests / ... / New Position Description / New Position definition / Summary

New Position Description: TT Training Coordinator (Unclassified) Edic

Summary History Settings

@ Position Justification  Edit

Take Action On Position Request w

& Print Preview
[ Add to Watch List

Created by: Karen O'Connor
Owner: Department Approver

Fill an open position (or planned opening)

Needed for training staff and development of knowledge transfer materials
in accordance with training plans for LSU Health Financials, Human
Acbonia: e

Pocciiccnr cod Covilone daeob

4. The Workflow Actions will display. The position description can be moved forward or
backward through the process depending on what actions or modifications were taken or
need to be taken. For this example, the position description will move forward through
the process to Budget.

o

6. Comments may be added in the Comments box, but are not required.

~

o

transitioned.’

Click the Submit (move to Budget) link.

Click the Submit button.

Position Request was successfully transitioned

Position Management

L5SLU)

NEW ORLEANS

A message will display at the top of the page 'Position request was successfully
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View Status of Position Description Request
1. Click the Main Menu button. (three dots on upper left)
2. Click the Position Management button.
3. Select the appropriate User Group: from the list.
4. Click the Position Descriptions link.

5. Click the .... Position Requests link.

LSLU

NEW ORLEANS

Home Position Descriptions ~ Classifications ~

Position Requesy  Undlassified Staff & Administrative Faculty

Unclassified Staff & Administrative Faculty|Position Requests
Classified

UﬂClai Classified|Position Requests

Faculty
Toaddanewc  Faculty Position Requests

6. Enter the desired title into the Search Keyword field.

(L1

n

7. Click the Search button.
8. The Workflow Status will let you know where it is in the process.
9. To view the current description, click on the title.

10. The “History” tab will let you know who where it is in the process

Summary History Settings

Workflow Notes En

#»  Emails Sent

"SB env; not sent: Action submitted for review " sent to 2 users

Performed "Submit " Sara Schexnayder (Department App

Position Request status changed to "Budget”. It has been in this state for 0 hours.

#  Email Sent

"SB env; not sent: Action submitted for review " sent to 1 user

Performed "Override” Sara Schexnayder (HR Compens:

Position Request status changed to "Department Approver”. It was in this state for 3 full days.

Position Request Created Sara Schexnayder (HR Compens:

It was in this state for 0 hours
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