Position Management – Position Management QRG
Nav>Workforce Administrator page>Position Management Tile>Manage Position Tile

For editing a current position, Add + a row, make the change needed and Submit.

[bookmark: _Hlk83116051]Add a New Position (see documentation Position Management – Reclassify a Position for changing a current position to a different position)
[bookmark: _GoBack]Add New Position: click +Add [image: ], put Effective Date (be sure it is the start date or before start date), Continue

Position Data: Add Job Code (search if necessary) – the rest of job information will autofill (BE SURE JOB CODE INFO IS CORRECT because it pulls the info from it) – Change if necessary
Just fill in the * required fields – nothing else (Classified must have Salary Admin Plan and Grade). Next.

Step 1 of 5: Position Data
[image: ]

Step 2: Specific Information
Leave FTE at 0.00 or change to 1.00 (I like 1.00 so it autofill’s in Job Data).
Next
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Step 3: Attachments
Nothing to add
Next
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Step 4: Budget Incumbents
Nothing to add
Next
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Step 5: Review and Submit
Review and hit Submit

[image: ]

Position Confirmation
WVC has no approvers except Reagan or Tim
Click on Multiple Approvers to see who can approve

 [image: ]
Write down the new Position Number

Check notifications (flag) for an alert or action to approve (if you are the approver).

[image: C:\Users\tmarker\AppData\Local\Temp\SNAGHTML1b7aa42.PNG]

That’s it! 
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Step 2 of 5: Specific Information
Effective Date 0412112022
Effective Sequence 0
Education and Government]
Position Pool ID
“Pre-Encumbrance Indicator | Encumber Immediately
“Encumber Salary Option | Salary Step

“Classified Indicator | Classiied

Reason Code NEW New Position

Approval Status Not Available

Calc Group (Flex Service)
Academic Rank

]

Adds to FTE Actual Count () No )

1.000000
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Step 3 of 5: Attachments
Effective Date 0412112022
Effective Sequence 0
Attachments
You have not added any Attachments.

Add Attachment

Reason Code NEW New Position

Approval Status Not Available
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[Step 4 of 5: Budget Incumbents

Effective Date 0412112022 Reason Code NEW New Position
Effective Sequence 0 Approval Status ot Available
Current Budget
Head Count 0 Amount 0.0007

Current Budget FTE 0.00
Incumbents

No

Update Incumbents

Include Salary Plan/Grade No

Force Update for Title Changes No




image6.png
Step 5 of 5: Review and Submit
Effective Date 041212022

Effective Sequence 0

Key Information
Description

Business Unit
Department

Job Code

Max Head Count
Location Code

Company

Proposed Value

HR150

99230

100140

MAINL

150

Reason Code NEW New Position

Approval Status Not Available
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tion Num

Position Number 00014367
Headcount Status Open
Current Head Count 0 of 1

Manage Position

~New Position Pending

Wanatchee Position Request

© Approved

Tim Marker
Wanatchee - HR Offce. >
04721122 11:57 AM

2 skipped

No approvers found.
Wanatches - Budgst Office:

Z Pend

Muliple Approvers
Wanatchee - HR Offce.

~Comments

System at 04121122 - 11:57 AM
Seif Approved (18081,4050)

System at 04121122 - 11:57 AM
Not enough approvers viere found at: step number 2, path 5, stage 10. Routing to next step.
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ViewAl | @

@ Positon Number 00014357 has been Approved. | X
Position Number 00007433 has been Approved. X
Positon Number 00007462 has been Approved. X

Position Number 00007543 has been Approved. X
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ed Status | Approved
“status || Active
Action Date | 04/21/2022
arposten () e )
Budgeted Position (_ Yes ()
Confidential Position () No )
Job Information

“Business Unit |HR150

“Job Code | 100140

“Regular/Temporary || Regular

*Regular Shift || Not Appiicable

“Title | Workforce Ed Coordinator |

CTC Budget #1
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Funding Source |

» CTC Budget #2
» CTC Budget #3
CTC Position Information

Project End Date |
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Supportive Data ‘
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“Department 99230

cation | MAINL
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Q| Wenatchee Valley College “FulliPart Time

Q| Workforce Ed Coordinator Union Code

Short Title
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‘ Position Required by
Accreditation or Compliance
| Cyclic Appointment
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Employed (If Cyclic)

Q| United States Company
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Q| Wenatchee Valley Main Campus Security Clearance

Add
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