Position Management:
Changing or Collapsing a Non-Academic Position
(UEPM)

The UEPM form can be used by the Human Resource Representative or Financial Officer to change or
collapse a non-academic standing or fixed-term position that isnot filled.

12/511,/98 INTEGRATED EUS INESS IMFORHATION 5YSTEH M1M1
11:45:31.8 DAM3
Ary of the functions included in this system can be inwvoked by
entering the corresponding function code on the command | ine next
to '"MEXT FUMCTIOHN:'. The following functions are auailable:
FUMCT 1 0H DESCR IPT 1OH FUMCT 1 0H DESCR IPT 1OH
FORH Help Selecting HRS Forms MZF | Froperty |nventory
MZAH IEB1S Adhoc Functions MZPR Purchasing System
MZAS EASY Elec. Appr. System MZUA Lendor System
MZBG Budgeting System BAMH Budget FPlanning: BudAuto
MZFH Firancial System MZIH e tory Management
MZF%S Facilities System CODE Codeset Maint. System
MZHR Human Resources System MZHC Mat Conn. Applications
MZPA Fagrol | System MZPE Fay & Effort Functions
NEXT FURCTION: wepm i) PREV HEWU: HONE
nter—FF 1 FFZ FFz FF4 FFS FFG FFY FF& FF9 FF 18——FF 1 1-—-PF 12—
HELF HEMU CHFS EHD . . . . . KEYS PRHT

1. At Next Function on M1M 1, type UEPM.
Press Enter.

> Note:
If you do not know the function to fast path, typein M3PM for alist of the Position
Management functions.



FLEASE EWTEE ADHIXN AREA AWD POSITION #, THEW FRESS EMTER
12/511,/98 FOSITION MAMAGEMENT FORAH Scresn 1.8
11:49:54 .9 UFOARTE /EVMALUATE POSITIOH LEFHM
DAM3
Form Action: -:u:l-:lo Oocument #: Uni t: Confidential: %
Effective Date: A1 / 81 / 19999 Document Status:
H Admin Area: 9949 °F‘-::5 #: 77__ - @64 Pos Tupe: _
Home Budget: . - - App Salary: Fos Status:
Class: Fos Apt Type: Fank:
Ex/MHonex: _ Job Desc #: - Fos FTE: —
Grade: Feq Job Desc #: - ___#H Cl=sf Ruwd:
Sal Plan: — Job Desc Ttl:
Fer FRep #: ____
Hork Loc: . —
Hork Unit:
@EDI lapse FPos: H Adm Pos HId: _ Mul t—apt Pos: H
Cen Pos HId: Cl=f Pos HId: Sal Red Crcl:
Submit Cl=f: M
Fosz Stat Die: ! /
Approved Classification
Job Desc #: - OHR Log #: Class: Grade:
Job Title: Fank, : EED:

Enter the following information:
1. At Form Action, typein the form action.

> Note:

If you are not the home budget area for this position but have received the form
because you are providing some of the funding, enter CHG at Form Action and go
to the Salary Budget Distribution screen to make changes to your funding.

2. At Eff Date, type in the effective date of the change. The effective date must be the same or
earlier than the appointment begin date of the employee filling the position.

3. At H Admin Area, typein the administrative area of the position you are updating.
4. At Pos#, typein the position number you want to update.
5. At Collapse Pos, typeinaY if you want to collapse this position.

Pressthe Enter key to retrieve the balance of information about this position.



FLEASE CHAMGE CLASS AMDSOR APT TYFE - OR - FPRESS ENTER T0 COMTIMUE

12/11,93 FOSI1TIOM MAMAGEMEMT FORH Scresn 1.8
12:12:39.8 UFORTE /EVALUATE POSITION LEFHM
OAM3
Form Action: QOO Document #: Ui t: Confidential: %
Effective Date: 81 / 81 / 1999 Document Status:
H Admin Area: 8684 Fos #: __ 77 — 688 eF"DE Type: P
Home Budget: B85 — B84 — 99 P App Salary: 25856 . a8__ Fos Status: UH
) ciass: sTFF &) ros Apt Tupe: ST Rarnk: X18
QE}{fHDHE}{l E Job Desc #: 9993 - Fos= FTE: 1.868
Grade: 25 Feq Job Desc #: - A Cl=f Ruwwd: C
Sal Plan: 12H Job Desc THl: SA EXT AGT

Fer FRep #: BZA
Hork Loc: UP —
Hork Unit: 828
Col lapse Pos: H Adm Pos HId: H Mul t—apt Pos: H
Cen Pos HId: H Cl=f Pos HId: H Sal Red Crel: M
Submit Cl=sf: %
Fos Stat Dte: B4 ¢ 28 J 1997
Approved Classification
Job Desc #: - OHR Log #: Class: Grode:
Job Title: Rarnk, : EEO:

At this time you can make changes to the following fields:
5. At Pos Type, typein the new position type if it is changing.

> Note:
Standing positions must be permanently funded.

6. At Class, typeinthe new personnel classif it is changing.

> Note:
Press PF1 to view the appropriate class codes.

7. At Pos Apt Type, type in the new position appointment type if it is changing.

> Note:
Press PF1 to view the appropriate appoi ntment type codes.

8. At Ex/Nonex if Class = STFF, type in the new exempt/non-exempt code if it is changing.

> Note:
Press PF1 to view the appropriate exempt/non-exempt codes.

Press the Enter key to establish the edits for the position being updated.




UVERIFY HORE UMIT, HORE LOC: ENTER AMY DESIRED DATA ELEHEWNTS; PRESS PF2

A9/ 14 /a9 FOSITION MAMAGEMEMT FORM Screen 1.8
13:21:11.7 LUFDATE /EVALUATE POSITIOM LUEFH
DAz
Form Action: AOO Oocument #: Unit: Confidential: %
Effective Daote: @9 S @1 7 1999 Oocument Status:
H Admin Arec: @64 Fos #: 2754 - Q86 Fos Type: F
o-lnme Budget: 82 - B84 - 66 UUP BBud Salary: 128868 BE__ Fos Status: N
Bud Class: STFF Pos Apt Tupe: STH €Fari: HA_
Ex/Monex: E Job Desc #: - Fo= FTE: 1.86GA

LRELd Grade: 268 ﬂHeq Job Desc #: - A Cl=f Ruwwd: U
Lipzal Flan: 12M ﬂEud Job Ttle: LEAD PROGRAMHMER AMALYST —

f For Rep #: @20

pPlork Loc: UP -

LiHork Unit: 826

Col lapse Pos: H Adm FPos HId: H Mul t—apt Pos: H
Cen Pos HId: H Cl=f Pos HId: H Sal Red Crel: M
wbmit Cl=f: %

Fos Stat Dte: @81 / @1 / 1999
Approved Classification
Job Desc #: - OHR Log #: Class: Grade:
Job Title: Fanl : EEQD:

Required fields may vary depending upon the appointment type:
1. At Home Budget, type in the new budget number if the home budget is changing.
2. At Bud Salary, typein the new annual salary if it is changing

3. At Rank, typeinthe new rank if it is changing for Agricultural Extension Agents and
Administrators.

> Note:
Press PF1 for alist of valid rank codes.

4. At Bud Grade, typein the new gradeif it is changing.

> Note:
Press PF1 to list the valid grades.

5. At Req Job Desc#, type in the new job description number being requested if there is one already
established.

6. At Sal Plan, typeinthe new salary planif it is changing.



10.

11.

> Note:
Type in the monthly plan for Administrators and Staff. For Technical Service, type
in the weekly plan (ex. 52W).

At Bud Job Titl for positions that have not been classified, type in the new requested personnel
job titleif it is changing.

At Per Rep #, typein the new Human Resource Representative number if it is changing.

> Note:
Press PF1 for alist of Human Resource Representative numbers.

At Work Loc, typein the new physical work location if it is changing.

> Note:
Press PF1 to list the valid location codes.

At Work Unit, type in the new work unit if it is changing.

> Note:
Press PF1 to list the valid work units.

At Submit Clsf, if you want the position reclassified or classification to begin, typeinaY. This
will send the form to Salary Classification for classification. If there is no change in the
classification or you do not want the position classified, type in an N.

Press PF8.

Since this may be a position distribution change, this screen may be the increase or decrease side of your
budget amendment. This screen may be changed anywhere in the approval cycle. However, this screen
must be changed before final Financial Officer approval.

Y ou can bypass this screen by pressing PF8 and the Financial Officer will complete this screen.

Y ou may make the following changes to the Salary Budget Distribution screen:

For each budget distribution that you have financial responsibility for, change as follows:



12/711,/95 FOS1TIOM MAMNAGEMEMT Screen 2.8

13:23:48.3 SALARY BUDGET OISTRIBUT 10H LEFHM
DArM:3
H Admin Area: 8684 Fos #: BEE77-B080 Fos Type: P
Home Budget: B5-884-99 UP Hew Pos Salary: GEESG6. B8 Fos Status: UM
Temp Pos BA: M 0ld Pos Salary: S5856. 88 Obj Code: 185
Budget unid AAR#¥ Tep Cd al % | Amnht |  HMHet Change
1. oEISEIEM'EI'EI UF HE 18 BEd 5] 1.7 SE36 |
Z. B15 - 8.3 _a.SEIEIEI I SHEE . OE
3. t’I — I
4. — I
5. — I
= — I
T. — I
g. — I
g. — I
18, — I
MEXT EEY:
MEXT FUNCTION: C{HELF, HEHU, EHD?
1. At Budget:

= Thefirst distribution line must be the home budget and general funds. If thereisno
genera fund charge to this budget and fund, enter a zero in the salary amount
column or leave it blank.

> Note:
ARL isan exception to the general funds requirement.

2. If you are only changing the amount associated with the budget, do not change thisfield.
3. If you are changing a budget, enter the new budget number for this distribution.

. At Fund, change the fund number associated with the budget for this distribution.

. At Trn Cd, typein the transaction code indicating the source or destination of funds.

> Note:
For miscellaneous funds, |eave this field blank for they do not require a budget
amendment.

. At Sal%, DO NOT typein this column.



. At Sal Amnt, type in the amount to be budgeted to this budget and fund.

. For budget distribution(s) not under your financial responsibility:
6. At AA#, typein the administrative area number for which the funding is changing.
7. At Sal Amnt, type in the amount of adjustment for the administrative area.

> Note:
This may be an increase or adecrease in funding.

Thisform must then be forwarded to each Financia Officer whose funding is changing on the position
before the final approval of the home budget Financial Officer.

Non-home budget area:

If this position is split with another area and you are the receiver of the forwarded form, complete as
follows:

. If the budget and fund that you want to adjust is one of the current distributions, go to that line
and change as follows:

12511,/92 FOSITIOM MAMAGEMEMT Screen 2.8
13:32:24.8 SALARY BUDGET OISTRIBUTIOH LEFHM
OAM3
H Admin Area: 8684 Fos #: BEA77-B86 Fos Type: F
Home Budget: B5-884-99 UP HMNew Pos Salary: GEASG. B8 Fos Status: UH
Temp Pos BA: H 0ld Pos Salary: 55856 . 88 Obj Code: 185
Budget Frnd AA#® Tt Cd  Sal % Sal Amnt | HMet Change
1. oESEEI499 UF BE18  DEd a_ 91.7 b1 5 bl w S
z2. B2E2828 UP BE18  B25 — 6_8.3 il 151515 B | SHEE . A6
3. — I
4. — I
3. — I
G, — I
7. — I
g. — I
g, — I
18. — I
MEXT KEY:
MEXT FUHCTION: CHELF, MEHU, EHDX

3. At Trn Cd, typein the transaction code indicating the source of funds.



> Note:
For miscellaneous funds, leave this field blank for they do not require a
budget amendment.

. At Sal%, DO NOT typein this column.

. At Sal Amnt, type in the amount to be budgeted to this budget and fund.

. If the adjustment requires you to enter a new distribution, go to the line with your administrative
area number listed and change the following:

1. At Budget, typein the budget number for this distribution.

> Note:
If you are going to split the amount that your areais responsible for between
2 or more budget/fund combinations, go to the next available blank line and
fill in the information as appropriate.

. At Fund, type in the fund number associated with the budget for this distribution.

. At Trn Cd, typein the transaction code indicating the source of funding.

> Note:

For miscellaneous funds, leave this field blank for they do not require a budget
amendment.

. At Sal%, DO NOT typein this column.
. At Sal Amnt, type in the amount to be budgeted to this budget and fund.

> Note:

If the adjustment did not require you to use the line that the
home Financial Officer entered on this screen, remove the line
before sending the form back to the home Financial Officer.

Press PF8.

If the Salary Budget Distribution screen was changed, the Source/Destination of Funds screen will
appear. This screen must be completed when the Salary Budget Distribution screen is completed.

> Note:



This screen will not appear for miscellaneous funds.
This screen may be the increase or decrease side of the budget amendment.

If you removed a budget from the Budget Distribution screen, the reduction will automatically appear on
the Source/Destination of Funds screen.

121192 FOSITION MAMAGEMEMT Screan 2.9
12:27:26 .1 SOURCE/DESTIMATION OF FUMDE LEFPHM
OAM3
H Admin Areaq: @604 Fos #: BEE7Y7-000 Fos Type: F
Home Budget: B5-8684-99 UF Mew Pos Salary: GEESE . EH Fos Status: UM
GEHERAL FUHDS: BA#:
AG FEO. FUHDS: Frndg Eff Dte: 81 / B1 / 1999 EBR#:
A IL 1ARY EMT: BA#:
UMW SERL): Auto/Bat BACASEX: A EBR#:
FP.L.94-422: BR#:
SOURCE /DEST IMAT 10H Ok j Trn Iner Fosition Fo= EA
Budget Fund Cd C=20ecr AR# # Suf Amoun t Typ
1. E2a2e Uy as gy 1B EpQ 5151 I = V=] S F
I 0“0 0 0" O — i
3. — - -
4. — - -
= — - -
= — - -
7. — - -
HORE BUDGETS : H
MEXT EEY:
MEXT FUNCTION: CMEMU, KENS, EMD

To complete the Source/Destination of Funds screen, do the following:
. Fill in thisscreen only for your area of financial responsibility.
. For each line that automatically appears on the screen, complete as follows:
4. At Trn Cd, typein the transaction code.
Enter one line for each budget, fund and object category funding source.
1. At Budget, type in the budget number to be increased or decreased.
2. At Fund, typein the fund number to be increased or decreased.

3. At Obj Cd, typein the University object code to be increased or decreased.



4. At Trn Cd, typein the transaction code.

> Note:

This code must be the same transaction code entered on the previous screen -
Salary Budget Distribution or entered on the line that automatically
appeared on this screen.

. Atlncr/(-)Dec, type in the amount. This may be an increase or decrease to this budget, fund and
object code.

. At Position #, if you are reducing an unfilled position to fund this position, type in the position
number you are reducing.

Press PF8 if you want to enter additional information in the Note Pad; if not, press PF12.
> General Notes:
. If you are the home budget area, sub (SUB) the form for approval.

. If you are not the home budget area, the form will return to the home budget area
when you approve (APP) the form.

Special Conditions Affecting Form Processing
If you have entered a job description number in the Req Job Desc# field, the following will occur:

. If thejob description number isfor a PS86 position or an Agricultural Extension Agent, the form
will be processed upon the final approver in Phase 2.

. If thejob description number isfor a position other than a PS86 or Agricultural Extension Agent,
the form will be processed upon the final approver in the Central Cycle.

If you did not enter arequested job description number, the following will occur:
. |If the Submit Clsf isan N, the form will be processed upon the final approver in Phase 2.

. If the Submit Clsf isa Y, the form will be submitted to the Central Cycle for Salary Classification
approval. When the form is approved by Salary Classification, an UEPZ form will be created and
submitted to your approval path for UEPZ. Thiswill appear as an item on the BAFM screen for
the first approver.



If you have completed the Salary Budget Distribution and the Source/Destination of Funds screens, a
budget amendment form will be created via a batch process when the form has completed the approval
cycle. See above for each situation. An ABBP form will be submitted to the first approver. The ABBP
will appear as an item on the BAFM screen.

If you are reducing a position to provide the funding for the position being created, the position being
reduced will be updated when the budget amendment has completed the approval cycle.
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