Modify Position

You can use the Modify Position action to reflect the following changes in an employee’s
assignment: Work Days, FTE, Position Title and Attributes, or Funding.

Step 1: Enter the Effective Date of
the Modify Position.

NOTE: You must enter the Effective
Date before you select any action.
The Effective Date will become
display-only after the action is

Department §937 Imagination HE}ES Shthbieln

Imagination K-8
005439 Christie ,Agatha

Fiscal Year 2014
General Fund Balance 1,500
Title | Balance 0,090
Title IC Balance  0.000

Location 110

Employee

Actions Glossary

R

Effective Date | Seq Action Hame Empiin B9 position#  Assignment Title
selected. "
1®j 07i01/2013 1 Baseline Christie Agatha 005439 0 00007000 Teacher-K8 Gr 1-2
Step 2: Select Modify Position from 25 @i Guanromn - ‘
the Action List. Leme of Aneence
Location Change
Modify Position
Transfer Out
Ok Conct| o L
Step 3: If changing the Work Days,
enter the new Work Days for the
employee. Fiscal Year 2014 ST Help
General Fund Balance 1.500 Actions Glossary
Title | Balance 0.090
NOTE: You can click on the X to look Tie(CBalance_0.000
up Work Days.
Name Empl ID R;d Position#  Assignment Title Vacancy Status Si:lﬂ‘s Dletf“ Loc '3':;: P:TSE" ngﬂ‘ﬂ:”
Step 4 |f Changing the FTE, enter Christie Agatha 005432 0 (00007000 | Teacher-K8 Gr1-2 Active (6987 110 190 1.000%
the new FTE for the emp|0yee_ Christie Agatha 005430 0 00007000  TeacherKa Gri-2 Active 6987 110 1.000 ﬁ

Step 5: If changing Work Days
and/or FTE only, click OK to return
to the Staffing Summary page.

Step 6: If changing Position
Attributes or Funding, click on
Position Details.




BEFORE POSITION DETAIL
ENTRY, PLEASE NOTE: Please
make changes in the correct order,
beginning with the Proposed Position
Information, then moving to the
Proposed Funding Distribution. Click
Apply, then check the Chartfield
Information and make changes if
needed.

Step 7: If changing the assignment,
review the Proposed Position
Information. If making changes,
edit the existing row(s) or use the

=1 buttons to add or delete
assignment rows as needed.

NOTE: If you delete an assignment
row, click Apply prior to leaving the

page.

NOTE: To change an assignment you
will modify the position attributes such
as Position Group, Position Type, etc.

NOTE: You can type the first letter of
the word you're looking for to narrow
the list of choices.

NOTE: If the assignment is IB or AP,
check the appropriate box.

Step 8: Enter the Percent of Time
the employee is working in each
portion of their assignment. This
should total 100.

e Assignment Tite  TeacherKB AiVocal Music

Total Days | 190

Override default funding

Step 9: Click on Generate System
Title or Click on Enter Custom
Title.

NOTE: Generate System Title will
use a system format for the title. The
new Position Title will show in the
blue box. If this does not accurately
describe the assignment you may
Enter Custom Title (the blue box will
become an editable field.) If no
selection is made, the title will
populate as system-generated when
the page is saved.

v Teacher

v | Teacher

Position Type

Lowost HGSSE 6oy supject Specilc ublect o ap  Porem

v K v 08 v At - 50/ %
v K v 08 = Music ~ | Vocal Wusic - 0%

Enter Custom Titie

icensed
Gﬁenarale System Title

Assignment Title  Teacher-K8 ArtVocal Music

)Tola\ Days [ 190[3]

Total  100%




Step 10: If changing the Funding,
review the Proposed Funding
Distribution. If making changes,
edit the existing row(s) or use the

=l buttons to add or delete
funding rows as needed.

NOTE: To change the FTE
distribution on Funding rows, do not
zero out the FTE on one row, then
add a new row. Instead, add the new
row, enter the FTE for that Funding
Source, then delete the zero FTE
row.

NOTE: If you delete a funding row,
click Apply prior to leaving the page.

Step 11: To change the Funding,
select the Funding Source.

NOTE: When a Grant funding source
is selected the Project/Grant number
will auto-populate unless you choose
“Other Grants”. If you choose “Other
Grants”, you will need to identify the
Grant number.

NOTE: When a grant number
populates, the Grant End Date will
display. This field cannot be edited.

Step 12: Update the Posn FTE with
the appropriate FTE amount for
each row.

NOTE: The distribution percentages
and weighted FTE will calculate
automatically.

Hotes Fiscal Year 2014

General Fund Balance 1.500

Department 5987
Location 110

Imagination
Imagination K-8

Employee 005439 Christie,Agatha Title | Balance 0.090
Pasition 00007000  Teacher-K8 Artocal Music Title IC Balance  0.000
Effective Dt 07/01/2013 Seq 2 Action Modify Position Posn FTE 1.000
&n Action Flag
Loc Type K& P SchK8 LowGr =K High Gr pg
Type Initial Add
-
Position Group Position Type Lowest Highest General Subject Specific Subject
Grade Grade
Licensed Teacher 01 02 Classroom/Self

Contained

Assignment Title Teacher-K8 Gr 1-2

Funding Source ProjectiGrant Posn FTE
General Fund 1.000
N - Lowest Highest
Position Group Position Type e g e
[#]|[=] Licensed = | Teacher v *K » 08 -
[#]|[=] Licensed ~ | Teacher K v 08~

@ Generate System Title *) Enter Custom Title Assignment Title

£
Funding Source Grant End Date
[+] [=]| General Fund hd 30

1+] [=] Otherprojectsigrants  ~

Project/ Grant Posn FTE

G1258 10 12i31/2013

Teacher-K8 Artvocal Music

General Subject
Art

Music

Total Day

Override default funding




Step 13: Click OK or Apply to save
the changes.

NOTE: If a funding group is missing
in the chartfield grid, you will not be
able to save the change. Call your
Budget Analyst for assistance.

NOTE: If you click OK, you'll be
taken back to the View/Change page.
If you click Apply, you can stay on the
Position Details page to make
additional changes or view the
Chartfields.

NOTE: Click the collapsed Chartfield
grid arrow to view the chartfields.
You can edit the fields if needed, and
save.

NOTE: If you make additional
changes in the Position Details area
and save them, any edits you made
to chartfields will be over-written and
you’ll need to re-enter them.

i
Posn FTE Grant End Date

0.900

Funding Source
(#] [=]| ceneral Fund -
+| [=] oOtherprojects/grants  ~

Project! Grant

G1258 0.100 121312013

Budget Approval

CDK

Grant Approval HR Approval

NIA MNIA

Apply )

Cancel

SPED Approval

Override default funding

ESL Approval
NIA

NOTE: On the View/Change page,
changes you made will be highlighted
in blue.

Department 697  Imagination tiotes o
Location 110 Imagination K-8

Employee 005439 Christie,Agatha

Fiscal Year 2014
General Fund Balance  1.600
Title | Balance 0,090
Title IC Balance  0.000

Actions Glossary

s 0’

Effective Date  Seq Action Hame empiin "% position#  Assignment Title

e vew vanuow

Empl  Dept | Work | Posn Position
Status | ID % Days | FTE Details
Position

1/ & = |o7o12013 1 Baseline Christie,Agatha 005430 0 [00007000 | TeacherK8Gr12  Adive 6987 110 190 | 1000 Goei
2 [+] (=] [071012012[F] 2 Modify Position Christie Agatha 005439 0 (00007000 @j?”ﬂw“a‘ Active 6987 110 190 |3, 1[%‘;2““‘;‘"
oK Cancel | Apply

Step 14: Click OK to return to the

Staffing Summary page.
Department 5937  Imagination Notes Fiscal Year 2014 SMTabielp

Location 110 General Fund Balance 1.600
Title | Balance  0.090

Title IC Balance  0.000

Imagination K-8

Employee 005439 Christie,Agatha

D bl s

Actions Glossary

Effective Date  Seq Action Hame empiip RS position#  Assignment Titie
1/[#]|[=] o7ioti2013 1 Baseline Christie Agatha 005439 0  [00007000  TeacherK8 Gr1-2
2 (4] [=] [o7012012]E 2 Modify Position Christie Agatha 005439 0 |oooo7oon | | Eacherks Arivocal

Cancel Apply

Music




Step 15: Note that the A next to

the row has changed to a ‘
indicating a change.

Step 16: Note any changes to your
General Fund FTE and Title |
balances.

‘Staffing Summary Limited Term Staffing Summary Funding Summary Allocations & Balances

vESaSubmit| SMT Help

Department 6927  Imagination —

Location 110 Imagination K-8 General Fund Balance 1.600 DpeniEdit
Titie | Balance  0.090

Status Open Title IC Balance 0,000 Run SMT Roster

Employee Lookup

First £l 1150131 I Last

\é:::;e Hame Assignment Title % ﬁ Effective Date Notes Position# EmplID %
1 ‘ Angelou Maya Teacher-K8 Gr5 1.000  Active 06/20i2014 1 |ooooizsa 003249 | 0
2 A Baez Joan Teacher-Kgé Gr4 1.000 | Active 07/01i2012 m 00006999 021138 0
3 ‘ Banderas Antonio Teacher-K8 Gr 4 Spanish Imm 0500 Active 07/01/2013 D 00000382 016830 0
4 ‘ Banderas Antonio Teacher-K8 Gr4 Spanish Imm 0500 Leave 07/01/2013 00000382 016830 1
5 ‘ Charles Ray Teacher-K& Gr 1 Spanish Imm 08/01/2013 m 00006992 017595 | 0

@A Christie, Agatha Teacher-K8 Art'Vocal Music 1.000  Active 07/01/2013 m 00007000 005439 D

7 ‘ Curie,Marie Principal-K8 071012013 D 00003668 011362 0
2 A naicanader Tearhari® frd@nsmichimm 400N Afe n70amndr 1 nandnoss noddnd | on

The action is complete!

You have now modified a position.




