UNIVERSITY OF NORTH CAROLINA

SCHOOL OF THE ARTS
HUMAN RESOURCES

POSITION MANAGEMENT LEARNING
ORIGINATOR ROLE

Direct Access to Originator Job Aid Flows:

Create New Position Create New Position Create New Position Create New Position
Update Existing Position = Update Existing Position Update Existing Position
Supplemental Pay Supplemental Pay Supplemental Pay
Termination Termination Termination

Note: Click Link to Navigate Directly

Slide Navigation: Click Return to Index button at any time to return here

44 M
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ORIGINATOR ROLE: SHRA STAFF NEW POSITION & UPDATE POSITON | Login

STEPS

1. Access Position Management

2. Click For UNCSA Employees

3. Login with Microsoft

@ University of North Carolina Sch: X +

7 c

@ uncsa-sb.peopleadmin.com

o Please login

@

University of North Carolina School of the

Arts

For UNCSA Employees - Please click here to login

Guest / Other Users - Login below with the username & password used

to apply:

Log In

Authenticate with single sign-on?SS0 Authentication

&

T
= Sign in to your account

t

%y +

(&7 @ login.microsoftonline.com.

Q Sign-in options

SCHOOL OF THE ARTS

oy &

% O 2 (fl,rpdate )

44 M

UNCSA


https://employment.uncsa.edu/hr

ORIGINATOR ROLE: SHRA STAFF NEW POSITION & UPDATE POSITON | Originator & SHRA Staff Selection

@ University of North Carolina Seh X 4

STEPS

€ @ uncsa-

Q

peopleadmin.com > % @ » 0 @ :_'w.m.— )

You are now viewing the system as a member of the Originater group You are now viewing the system as a member of the Originator group

Position Management Welcome, Danlel Houle

1. Change User Group to Originator

Position Management Welcome, Daniel Houle  logout

. University of North Carolina User Group:
School of the Arts

l#2 University of North Carolirh User Group:

School of the Arts B
Originator v Originator v

2. Click Positions Descriptions ., T —

SHRA Staff Position Requests

0 Filled Postings wh EHRA Faculty — 0 Filled Postings
Last 30 days *“ ox EHRA Faculty Position Requests Last 30 days *°

Onboarding  Temporary/Student Employment

Temporary/Student Employment Position Requests
3. Select SHRA Staff S oy

SEARCH

Inbox Postings ~ Users  HiringProposals  Position Requests 3

Onboarding Tasks Special Handling Lists

EHRA Non Faculty Position Requests

Filters
There are no results to be displayed. There are no results ta be displayed.
Watch List Postings ~ Hiring Proposals  Position Requests Watch List Postings ~ Hiring Proposals  Position Requests
Applicants Per Day Applicants Per Day
SEARCH Last Week == SEARCH LastWeek =
Un Jnwatch Postings

There are no results to be displayed.

There are no results to be displayed.

RX] reTurN TO INDEX | 24|




ORIGINATOR ROLE: SHRA STAFF NEW POSITION & UPDATE POSITON | Create New Position

STEPS

e > c c a % N O © (Updee i

& uncsa-sb,peopleadmin.com

® » 0O 0 ((Update £

Position Management Welcome, Daniel Houle ~ logout

Position Management

Welcome, Daniel Houle  logout

1. Click Create New Position O e i

Home Position Descriptions ~ Classifications ~ ‘ Shortcuts ~

Home Position Descriptions Classifications ~ Shortcuts ~

ns / SHRA Staff / SHRA New Position Request 17

Position Descriptions / SHRA Staff 1

2. If New, Fill Out Required Fields SHRA Staff Position Descriptions- ASemmsyms i

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

== = e e

UNCSA - Position # x

UNCSA - Position #' () Selected records () Clear selection?
M Posiion  Employee Employee Employee  Classification Class/job (Actions) PoTeE:
earc elect 1or FosItion Numbper Number  LastName FirstName 1D Tile Departmenti Coda’ | Suparaoe

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

3. If Copying an Existing Position,

Organizational Unit

Human
Human Fe— Resources Division
080318 Sutton Aretha 960046526 Resources  poran Manager Actions v
Consultant e (Keyona
McNeill)

4. Click Start Position Request ppe =

Clone an existing Position Description?

UNCSA - Position # x

UNCSA - Position #* @)

Position  Employee Employee Employee Classification Class/job (Actions)
Number  LastName FirstName ID Title Department Code Supervisor
an
He
080318 P PRI Hum .
80318 Surton Aretha 96ogissze Re B

c . . e o o .
Modifying an Existing Position? Skip to the next slide!

KX return To INDEX |22

’ UNCSA




ORIGINATOR ROLE: SHRA STAFF NEW POSITION & UPDATE POSITON | Modify Existing Position

STEPS

1. Search for Position
2. Click Actions on the Position Row, Select View

3. Click SHRA Modify Position Request

4. Click Start on the Modify Position Confirmation

Shortcuts ~

o

If you’re creating a New Position, Skip to the next slide!

*EDO

Weicome, Daniel Houle  logout

Home Position Descriptions ~ Classifications ~ Shortcuts ~

N Request TT

Start SHRA Modify Position Request Position Request on Talent Solutions
Manager?

44 M
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ORIGINATOR ROLE: SHRA STAFF NEW POSITION & UPDATE POSITON | Complete Position Information

STEPS

1.

2.

Complete Reason for Request

Indicate Changes Requested, Click Save
Move to Position Details

Complete Information as Needed

Click Save

uuuuu

|44 13

UNCSA



ORIGINATOR ROLE: SHRA STAFF NEW POSITION & UPDATE POSITON | Complete Position Information

STEPS

1. Move to Position Budget Information

2. Complete Information as Needed, Click Save
3. Move to Competencies

4. Complete Information as Needed

5. Click Save

% » 0O ®

Welcome, Daniel Houle  logout

Home: Position Descriptions =

Position Requests / .. / SHRA New Position Request / Talent Salutisns Manager / Edit

Editing Position Request Position Budiget Information

u
<o
Amount
Percentage F
Add Budget Summary Entry
Supplemental Pay Budget Summary
Congments
! I 5 L = = = = |
Origi
co
5 OFf
Commaents
[ [ e |

Editing Position Request

e » 0@

Welcome, Daniel Houle ~ logout

Competencies

Competency

Functional Competency

44 M

UNCSA



ORIGINATOR ROLE: SHRA STAFF NEW POSITION & UPDATE POSITON | Complete Position Information

STEPS

1. Move to Responsibilities and Duties

2. Complete Information as Needed, Click Save
3. Move to Additional Information

4. Complete Information as Needed

5. Click Save

|44 13

UNCSA



ORIGINATOR ROLE: SHRA STAFF NEW POSITION & UPDATE POSITON | Complete Position Information

STEPS

1. Move to ADA Checklist
2. Complete Information as Needed, Click Save

3. Move to Position Documents

4. Upload PDFs as Needed

LN N NN} [

5. Click Save

[ [ [t |

Sz@a|zie

44 M

UNCSA



ORIGINATOR ROLE: SHRA STAFF NEW POSITION & UPDATE POSITON | Complete Position Information

STEPS

1. Move to Training and Access

2. Complete Information as Needed, Click Save
3. Move to Position Request Summary

4. Review Position Request Summary

Editing Position Request

Training And Access

SHRA New Position Request: Talent Solutions M ,

Current Status: Draft

@ Action Request &

Changes Requested (SHRA)

Effective Date

@ Classification &

.......

44 M

UNCSA



ORIGINATOR ROLE: SHRA STAFF NEW POSITION & UPDATE POSITON

STEPS

1. Once Review is Complete, Select Take Action

2. Select Submit for Approval
3. Select Correct Approver

4. Click Submit!

KX return o iNDEX [ 24|

s ®» O ©

Position Management Welcome, Danlel Houle

8% University of North Carolina User Group

Schaol af the Arts
Originator v

Home Position Descriptions ~ Classifications

Position Requests / .. / SHRA New Position Request / New Position daf 4, Summary

r Take Action On Position Request

Keep working on this Position

Request
SHRA New Position Request: Talent SoIUtions NV cuncel imove to canceled) &
Current Status: Draft Submit for Appraval (move to
Position Type: SHRA Staff Created by: Daniel Houle Hiring
N Manager/Dean/Department
Division: Human Resources Qwner: Daniel Houle

Summary  History | Setings

© pction Request #

Action Reguest

Reasan for Request
Changes Requested (SHRA)

Effective Date

@ Classification  #

Please review the detals of the Titke below. Page titles prefaced with an X and highlighted in RED have errors or
missing data. Page titles prefaced with a checkmark and highlighted in GREEN have validated successfully. Once il
pages have validated successfully, you may take action on the Title using the actions listed in the Workflow actions
for this posting pane.

Classification Information

Classification Title Human Resources Consubtant

SHRAJEHRA SHRA, Staft

Class/job Code

Schematic Code 11805

Pasition Type SHRA Exempt

:‘i:;:;‘ljr:"“”’ 19,622.00

CRR 54,89 .|

Submit for Approval

Position Management

Submit for Approval (move to Hiring
Manager/Dean/Department Head)
Aretha Sutton v

Comments (opticnal)

Submit  Cancel

\ "/

e » O®

Welcome, Danlel Houle  logout

11

UNCSA



ORIGINATOR ROLE: SHRA STAFF SUPPLEMENTAL PAY | Login

STEPS

1. Access Position Management

2. Click For UNCSA Employees

3. Login with Microsoft

@ University of North Carolina Sch: X +

7 c

@ uncsa-sb.peopleadmin.com

o Please login

@

©@ ¥ O & (update

University of North Carolina School of the

Arts

For UNCSA Employees - Please click here to login

Guest / Other Users - Login below with the username & password used

to apply:

Log In

Authenticate with single sign-on?SS0 Authentication

:,/,

&

® Sign in to your account

c

%y +

@ login.microsoftonline.com.

Q Sign-in options

SCHOOL OF THE ARTS

oy &

% O & (update })

44 M

UNCSA


https://employment.uncsa.edu/hr

ORIGINATOR ROLE: SHRA STAFF SUPPLEMENTAL PAY | Originator & SHRA Staff Selection

@ University of North Carolina Seh X 4

STEPS
Change User Group to Originator

Q

# uncsa-

peopleadmin.com > & @ ®» O ® j_'w.m.— )

You are now viewing the system as a member of the Originater group You are now viewing the system as a member of the Originator group

Position Management Welcome, Danlel Houle

Position Management Welcome, Daniel Houle  logout

[ e, ® . . e University of North Carolina User Group: (&2 University of North Carolir's User Graup:
1 I School of the Arts School of the Arts -
Click Positions Descriptions : :
(]
Home Position Descriptions = Classifications ~ & Position Descriptions ~ Classifications

SHRA Staff
SHRA Staff Position Requests
p— i i EHRA Faculf i i

Z . Se I ect S H RA Staff Inbox Postings  Users  HiringProposals  Position Requests 3 0 T_I;I::!S';?:Isat;r[;gs o tnbox EHRA Fa:ulg Position Requests n Requests 3 o i':::’azo;;;‘"sgs o

Onboarding  Temporary/Student Employment
Temporary/Student Employment Position Requests

SEARCH SEARCH EHRA Non Faculty

EHRA Non Faculty Position Requests

Onboarding Tasks Special Handling Lists

Filters
There are no results to be displayed. There are no results ta be displayed.
Watch List Postings ~ Hiring Proposals  Position Requests Watch List Postings ~ Hiring Proposals  Position Requests
Applicants Per Day Applicants Per Day
SEARCH Last Week == SEARCH LastWeek =
Un Jnwatch Postings

There are no results to be displayed.

There are no results to be displayed.

KX return To INDEX |22
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ORIGINATOR ROLE: SHRA STAFF SUPPLEMENTAL PAY | Search for Position

STEPS =) = _

€ > C uncsarsh peopleadmin.com s G = @ § - <« (¢] uncsarsb peopleadmin.com e @ = @ § -

Iy
1. Search for Employee . V

Home Position Descriptions = Classifications ~ Shortauts + - —
. . .. . . SHRA Staff Position Descriptions - '
2. Click Actions Next to Position Row & Click View | i
e :
S i P Wi
. . oy e o Position Description: Talent Solutions Manager (SHRA Staff)
3. Click SHRA Modify Position Request oS B || Mo
Positon  Employee Employee Employee  Classification Division: Human Resources

© Classification

4. Click Start on the Modify Confirmation Page

Home Position Descriptions ~ Classifications ~ Shortcuts ~

Position Diescriptions / SHRA Staff / SHRA Modify Position Request. 7r

Start SHRA Modify Position Request Position Request on Talent Solutions
Manager?

Once it has beefl started ghis posijon request will lack the position description from other updates until the position request has

2 rerur o moex [38 =

UNCSA



ORIGINATOR ROLE: SHRA STAFF SUPPLEMENTAL PAY | Complete Position Information for Supplemental Pay

STEPS

1. Complete Reason for Supplemental Pay Request

* Reason for Request & Effective Date

2. Select Supplemental Pay

3. Move to Position Budget Information

4. Click Add Supplemental Budget Summary Entry

44 M

UNCSA



ORIGINATOR ROLE: SHRA STAFF SUPPLEMENTAL PAY | Complete Supplemental Pay Info

STEPS

1. Complete All Supplemental Pay fields
* Add additional details regardingthe | ==
specifics behind the supplemental pay -

request in the Originator Comments field

2. Click Save

|44 4d

UNCSA



ORIGINATOR ROLE: SHRA STAFF SUPPLEMENTAL PAY | Complete Position Information

STEPS

1. Move to Position Request Summary

2. Review Position Request Summary

KX return To INDEX |22

* & O®

Welcome, Daniel Houle

Position Requests /

Editing Position Request

Action Request

@ Classification
Position Detalls

© Pasition Budget Inforr

@ Supenvisory Pesition
& Competendies traiings.

@ Responsibilites and Du

@ Additional Information

T Training

© ADA Checklist

SystemsProgram
Training

logous

+

leadmin.com.

Position Management

sity of No
School of the Arts

Current Status: Draft

Position Type: SHRA Staff

Division: Human Resources

@ Action Request &

Reason for Reguest

Effective Date

: al
for this pasting {

Classification Information

Classification Titie
SHRA/EHRA
Classfjob Code
Schematic Cade
Pasition Type

Banded Salary
Minimum

CRR

. SHRA New Position Request / New Po:

Summary History Set

Home Position Descriptions Classifications

SHRA New Position Request: Talent Solutions N ¢,y :

Created by: Daniel Houle

Gwner: Daniel Houle

Changes Requested (SHRA)

@ Classification &

n definition /

Welcome, Daniel Houle  logout

User Group

Originator v

Take Action On Position Request:

Keep working on this Position

Request

Submit for Apprav
Hiring
Manager/Dean/Department
Head)

17




ORIGINATOR ROLE: SHRA STAFF SUPPLEMENTAL PAY | Submit for Approval

STEPS

e » O®

1. Once Review is Complete, Select Take Action e “sane

Position Management Welcome, Daniel Houle

Position Management Welcome, Danlel Houle  logout

8% University of North Carolina User Group

Schaol af the Arts
Originator v

Home Position Descriptions ~ Classifications

Z . Se I ect S u b m it fo r Ap p rova I Posirion Requests / .. 1 SHRA New Position Request / New Pasition daSsmieg, Summary
-

Keep working on this Position

Request
3. Select Correct Approver SHRA New Posiion Request: Talent SOUIONS N o cocws &
2 Dra ubmit for Approval (move to
Position Type: SHRA Staff Created by: Daniel Houle Hiring
Manager/Dean/Department
Division: Human Resources Qwner: Daniel Houle Head]

Summary  History | Setings

4. Click Submit! s s e

Manager/Dean/Department Head)
Aretha Sutton v
Comments (optionall

Action Request omments (optional

Reasan for Request
Changes Requested (SHRA)

Effective Date

@ Classification & v

Please review the detals of the Titke below. Page titles prefaced with an X and highlighted in RED have errors or
missing data. Page titles prefaced with a checkmark and highlighted in GREEN have validated successfully. Once il
pages have validated successfully, you may take action on the Title using the actions listed in the Workflow actions
for this posting pane.

Submit  Cancel

Classification Information

Classification Title Human Resources Consubtant
SHRAJEHRA SHRA, Staft

Class/job Code

Schematic Code 11805

Pasition Type SHRA Exempt

:‘i:;:;‘ljr:"“”’ 19,622.00

CRR

KX return o iNDEX [ 24|
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ORIGINATOR ROLE: SHRA STAFF TERMINATION | Login

STEPS

1. Access Position Management

2. Click For UNCSA Employees

3. Login with Microsoft

@ University of North Carolina Sch: X +

7 c

@ uncsa-sb.peopleadmin.com

o Please login

@

©@ ¥ O & (update

University of North Carolina School of the

Arts

For UNCSA Employees - Please click here to login

Guest / Other Users - Login below with the username & password used

to apply:

Log In

Authenticate with single sign-on?SS0 Authentication

:,/,

&

® Sign in to your account

c

%y +

@ login.microsoftonline.com.

Q Sign-in options

SCHOOL OF THE ARTS

oy &

% O & (update })

44 M

UNCSA


https://employment.uncsa.edu/hr

ORIGINATOR ROLE: SHRA STAFF TERMINATION | Originator & SHRA Staff Selection

STEPS
C h a n ge U se r G ro u p to O rigi n ato r You are now viewing the system as a member of the Originator group

You are now viewing the system as a member of the Originator group

Position Management Welcome, Daniel Houle  logout Position Management Welcome, Daniel Houle  logout
- e. - - [ university of North Carolina User Group: [#2 University of North Carolifs User Group:
School of the Arts School of the Arts N
ick Positions Descriptions : :
.
Home Position Descriptions Classifications ~ - Position Descriptions ~ Classifications ~

SHRA Staff
SHRA Staff Position Requests
p— i i EHRA Faculf i i

Z . Se I ect S H RA Staff Inbox Postings  Users  HiringProposals  Position Requests 3 0 T_I;I::!S';?:Isat;r[;gs o tnbox EHRA Fa:ulg Position Requests n Requests 3 o i':::’azo;;;‘"sgs o
Onboarding  Temporary/Student Employment

Temporary/Student Employment Position Requests
SEARCH EHRA Non Faculty

EHRA Non Faculty Position Requests

Onboarding Tasks Special Handling Lists

SEARCH

Filters

There are no results to be displayed. There are no results to be displayed.

EHFUA Non F

Watch List Postings ~ Hiring Proposals  Position Requests Watch List Postings ~ Hiring Proposals  Position Requests

Applicants Per Day Applicants Per Day

SEARCH Last Week == SEARCH LastWeek =

Inwatch Postings

There are no results to be displayed.

There are no results to be displayed.

KX return To INDEX |22
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ORIGINATOR ROLE: SHRA STAFF TERMINATION | Search for Position

STEPS =) = _

€ > C uncsarsh peopleadmin.com s G = @ § - <« (¢] uncsarsb peopleadmin.com e @ = @ § -

Iy
1. Search for Employee . V

Home Position Descriptions = Classifications ~ Shortauts + - —
. . .. . . SHRA Staff Position Descriptions - '
2. Click Actions Next to Position Row & Click View | i
e :
S i P Wi
. . oy e o Position Description: Talent Solutions Manager (SHRA Staff)
3. Click SHRA Modify Position Request oS B || Mo
Positon  Employee Employee Employee  Classification Division: Human Resources

© Classification

4. Click Start on the Modify Confirmation Page

Home Position Descriptions ~ Classifications ~ Shortcuts ~

Position Diescriptions / SHRA Staff / SHRA Modify Position Request. 7r

Start SHRA Modify Position Request Position Request on Talent Solutions
Manager?

Once it has beefl started ghis posijon request will lack the position description from other updates until the position request has

2 rerur o moex [38 =

UNCSA



ORIGINATOR ROLE: SHRA STAFF TERMINATION| Complete Information for Termination

STEPS

® » O ® (v

Welcome, Daniel Houle  logout

1. Complete Reason for Termination
 Reason for Termination & Effective Date

2. Select Termination, Click Save

3. Move to Position Documents

4. Go to Other, Click Actions, Click Upload New

<<<<<<

5. Required: Upload Resignation Letter or other

supporting documents

6. Click Save

44 M

UNCSA



ORIGINATOR ROLE: SHRA STAFF TERMINATION |

STEPS

1. Move to Position Request Summary

2. Review Position Request Summary

KX return To INDEX |22

Complete Position Information

* & O®

Welcome, Danlel Houle  logout

Position Requests /

Editing Position Request

Action Request

@ Classification
Position Detalls

© Pasition Budget Inforr

@ Supenvisory Pesition

& Competendies traiings.

@ Responsibilites and Du

@ Additional Information

T Training

© ADA Checklist

SystemsProgram
Training

+

leadmin.com.

Position Management

sity of No
School of the Arts

Current Status: Draft

Position Type: SHRA Staff

Division: Human Resources

@ Action Request &

Reason for Reguest

Effective Date

: al
for this pasting {

Classification Information

Classification Titie
SHRA/EHRA
Classfjob Code
Schematic Cade
Pasition Type

Banded Salary
Minimum

CRR

. SHRA New Position Request / New Po:

Summary History Set

Home Position Descriptions Classifications

SHRA New Position Request: Talent Solutions N ¢,y :

Created by: Daniel Houle

Gwner: Daniel Houle

Changes Requested (SHRA)

@ Classification &

n definition /

Welcome, Daniel Houle  logout

User Group

Originator v

Take Action On Position Request:

Keep working on this Position

Request

Submit for Apprav
Hiring
Manager/Dean/Department
Head)

23




ORIGINATOR ROLE: EHRA FACULTY NEW POSITION & UPDATE POSITON | Submit for Approval

STEPS

1. Once Review is Complete, Select Take Action

2. Select Submit for Approval
3. Select Correct Approver

4. Click Submit!

KX return o iNDEX [ 24|

s ®» O ©

Position Management Welcome, Danlel Houle

8% University of North Carolina User Group

Schaol af the Arts
Originator v

Home Position Descriptions ~ Classifications

Position Requests / .. / SHRA New Position Request / New Position daf 4, Summary

r Take Action On Position Request

Keep working on this Position

Request
SHRA New Position Request: Talent SoIUtions NV cuncel imove to canceled) &
Current Status: Draft Submit for Appraval (move to
Position Type: SHRA Staff Created by: Daniel Houle Hiring
N Manager/Dean/Department
Division: Human Resources Qwner: Daniel Houle

Summary  History | Setings

© pction Request #

Action Reguest

Reasan for Request
Changes Requested (SHRA)

Effective Date

@ Classification  #

Please review the detals of the Titke below. Page titles prefaced with an X and highlighted in RED have errors or
missing data. Page titles prefaced with a checkmark and highlighted in GREEN have validated successfully. Once il
pages have validated successfully, you may take action on the Title using the actions listed in the Workflow actions
for this posting pane.

Classification Information

Classification Title Human Resources Consubtant

SHRAJEHRA SHRA, Staft

Class/job Code

Schematic Code 11805

Pasition Type SHRA Exempt

:‘i:;:;‘ljr:"“”’ 19,622.00

CRR 54,89 .|

Position Management

Submit for Approval (move to Hiring
Manager/Dean/Department Head)
Aretha Sutton v

Comments (opticnal)

Submit  Cancel

\ "/

e » O®

Welcome, Danlel Houle  logout

24
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ORIGINATOR ROLE: EHRA FACULTY NEW POSITION & UPDATE POSITION | Login

STEPS

1. Access Position Management

2. Click For UNCSA Employees

3. Login with Microsoft

@ University of North Carolina Sch: X +

7 c

@ uncsa-sb.peopleadmin.com

o Please login

@

University of North Carolina School of the

Arts

For UNCSA Employees - Please click here to login

Guest / Other Users - Login below with the username & password used

to apply:

Log In

Authenticate with single sign-on?SS0 Authentication

&

T
= Sign in to your account

t

%y +

(&7 @ login.microsoftonline.com.

Q Sign-in options

SCHOOL OF THE ARTS

oy &

% O 2 (fl,rpdate )

44 M

UNCSA


https://employment.uncsa.edu/hr

ORIGINATOR ROLE: EHRA FACULTY NEW POSITION & UPDATE POSITON | Originator & EHRA Faculty Selection

@ University of North Carolina Seh. X +

STEPS
Change User Group to Originator

Position Management Welcome, Daniel Houle

2 University of North Carolina User Group:
School of the Arts

Q

# uncsa-

peopleadmin.com B EEREICT)
Originator ~

e e WrAe e e

<cripn SHRA Staff

You are now viewing the system as a member of the Originator group

Position Management Welcome, Daniel Houle

° es @ ° ° e University of North Carolina User Group: o SHRA Staff Position Requests
| of th -
1. Click Positions Descriptions v AR S — jons
Home Position Descriptions ~ Classifications ~ - Temporary/Student Employment

Temporary/Student Employment Position Requests " list.
EHRA Non Faculty
0 Filled Posti EHRA Non Faculty Position Requests m e
r— illed Postings
Post Users  HiringProposals  Position Requests 3
2. Select EHRA Faculty inbo e e : it
Onboarding Tasks  Special Handling Lists Faculty Positior

SEARCH

"Faculty Positions™ () Selected records () Clear selection?

Employee First  Employee Last (Actions)
Working Title Position Number ~ Name Mame Department

There are no results to be displayed.

EHFUA Non F

Watch List Postings  Hiring Proposals  Position Requests

Applicants Per Day

SEARCH LastWeek ™

There are no results to be displayed.

KX return To INDEX |22
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ORIGINATOR ROLE: EHRA FACULTY NEW POSITION & UPDATE POSITON | Create New Position

S I EI S Position Management Welcome, Daniel Houle  logout
B User Group

University of North Carolina
chool of the Arts

1. Click Create New Position

Position Descriptions / EHRA Faculty

EHRA Faculty Position Descriptions

2. If New, Fill Out Required Fields O ————— 2 e e
’ 9 = [

Description, select a title and Organizational Unit. Select a Position
Description below to clone from an existing Position Description.

3. If Copying an Existing Position, i e

Employee First  Employee Last (Actions) ) i
Working Title Position Number ~ Name Name Department Organizational Unit

Search & Select for Position Number

4. Click Start Position Request

Clone an existing Position Description?

Modifying an Existing Position? Skip to the next slide!

|44 13

UNCSA



ORIGINATOR ROLE: EHRA FACULTY NEW POSITION & UPDATE POSITON | Modify Existing Position

STEPS

1. Search for Position

Home Fosion Descripiions = Clsications = Soreuts = Home Position Descriptions ~ Classifications ~ Shortauts ~

2. Click Actions on the Position Row, Select View

o

New Position Description: Associate Professor (EHRA Faculty)

3. Click EHRA Modify Position Request o =
4. Click Start on the Modify Position Confirmation
If youlre creating a New Position’ Skip to the next slide! i‘lt::aEg:rn;AModifyPosition Request Position Request on Talent Solutions

|44 13
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ORIGINATOR ROLE: EHRA FACULTY NEW POSITION & UPDATE POSITON | Complete Position Information

STEPS

1. Complete Reason for Request

2. Indicate Changes Requested, Click Save

3. Move to Position Details

4. Complete Information as Needed

5. Click Save

44 M

UNCSA



ORIGINATOR ROLE: EHRA FACULTY NEW POSITION & UPDATE POSITON | Complete Position Information

STEPS

1. Move to Position Budget Information
2. Complete Information as Needed

3. Click Save

Editing Position Request

Account Code

o

44 M

UNCSA



ORIGINATOR ROLE: EHRA FACULTY NEW POSITION & UPDATE POSITON | Complete Position Information

STEPS

1. Move to Responsibilities and Duties
2. Complete Information as Needed, Click Save

3. Move to Additional Information

4. Complete Information as Needed

5. Click Save

44 M

UNCSA



ORIGINATOR ROLE: EHRA FACULTY NEW POSITION & UPDATE POSITON | Complete Position Information

STEPS

1. Move to ADA Checklist
2. Complete Information as Needed, Click Save

3. Move to Position Documents

4. Upload PDFs as Needed

[ [~ [t

5. Click Save

44 M

UNCSA



ORIGINATOR ROLE: EHRA FACULTY NEW POSITION & UPDATE POSITON | Complete Position Information

STEPS

1.

2.

Move to Training and Access

Complete Information as Needed, Click Save
Move to Position Request Summary

Review Position Request Summary

Training And Access

Position Reauffists / ... / NeW@osition Description / New Position definition / Summary
= Take Action On Pasition Request v

B print Preview

New Position Description: Associate Professor (EHRA Faculty) ¢
C St : Draft

© Action Request &

44 M

UNCSA



ORIGINATOR ROLE: EHRA FACULTY NEW POSITION & UPDATE POSITON | Submit for Approval

STEPS

Welcome, Danlel Houle  logaut

1. Once Review is Complete, Select Take Action

2. Select Submit for Approval =

New Position Description: Associate Professor (E ::;;;’W,;c,m,‘m

Current Status: Draft Submit for Approval (move to
0 . Position Type: EHRA Faculty Created by: Daniel Houle :""E P—
anager/DeanyDepartment
I Division: Information Owner: Daniel Houle Head]g o
° ° Technologies
Summary  Hstory | Settings

Submit for Appraval (move to Hring
Manager/Dean/Departrment He sl
Comments (optional)

@ Action Request &

Reason for Request

Changes Requested (SHRA)
Effective Date
© Classification  #

4« “

UNCSA



ORIGINATOR ROLE: EHRA FACULTY SUPPLEMENTAL PAY| Login

STEPS

1. Access Position Management

2. Click For UNCSA Employees

3. Login with Microsoft

@ University of North Carolina Sch: X +

7 c

@ uncsa-sb.peopleadmin.com

o Please login

@

©@ ¥ O & (update

University of North Carolina School of the

Arts

For UNCSA Employees - Please click here to login

Guest / Other Users - Login below with the username & password used

to apply:

Log In

Authenticate with single sign-on?SS0 Authentication

:,/,

&

® Sign in to your account

c

%y +

@ login.microsoftonline.com.

Q Sign-in options

SCHOOL OF THE ARTS

oy &

% O & (update })

44 M
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https://employment.uncsa.edu/hr

ORIGINATOR ROLE: EHRA FACULTY SUPPLEMENTAL PAY | Originator & EHRA Faculty Selection

@ University of North Carolina Seh. X +

STEPS
Change User Group to Originator

Position Management Welcome, Daniel Houle

2 University of North Carolina User Group:
School of the Arts

Q

# uncsa-

peopleadmin.com B EEREICT)
Originator ~

e e WrAe e e

<cripn SHRA Staff

You are now viewing the system as a member of the Originator group

Position Management Welcome, Daniel Houle

° es @ ° ° e University of North Carolina User Group: o SHRA Staff Position Requests
| of th -
1. Click Positions Descriptions v AR S — jons
Home Position Descriptions ~ Classifications ~ - Temporary/Student Employment

Temporary/Student Employment Position Requests " list.
EHRA Non Faculty
0 Filled Posti EHRA Non Faculty Position Requests m e
r— illed Postings
Post Users  HiringProposals  Position Requests 3
2. Select EHRA Faculty inbo e e : it
Onboarding Tasks  Special Handling Lists Faculty Positior

SEARCH

"Faculty Positions™ () Selected records () Clear selection?

Employee First  Employee Last (Actions)
Working Title Position Number ~ Name Mame Department

There are no results to be displayed.

EHFUA Non F

Watch List Postings  Hiring Proposals  Position Requests

Applicants Per Day

SEARCH LastWeek ™

There are no results to be displayed.

KX return To INDEX |22
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ORIGINATOR ROLE: EHRA FACULTY SUPPLEMENTAL PAY | Search & Modify Position

STEPS

1. Search for Position

2. Click Actions on the Position Row, Select View
3. Click EHRA Modify Position Request

4. Click Start on the Modify Position Confirmation

Shortcuts ~

o

If you’re creating a New Position, Skip to the next slide!

New Position Description: Associate Professor (EHRA Faculty)

e History Assoclated Classification

© Classification

Weicome, Daniel Houle  logout

Home Position Descriptions ~ Classifications ~ Shorteuts ~
AFacully @ Modify Position Request ¥7

Start EHRA Modify Position Request Position Request on Talent Solutions
Manager?

44 M

UNCSA



ORIGINATOR ROLE: EHRA FACULTY SUPPLEMENTAL PAY| Complete Information for Supplemental Pay

STEPS

1. Complete Reason for Supplemental Pay

* Reason for Request & Effective Date
2. Select Supplemental Pay, Click Save
3. Move to Position Budget Information

4. Complete Information as Needed

:
i HE
i Ef

L, 000000000

Remave Entry?
_BudunSum

Supplemental Pay BudbetS:

‘Add Supplemental Pay Budget Summary Entry
s

Comments

Business Officer

wfary

44 M

UNCSA



ORIGINATOR ROLE: EHRA FACULTY SUPPLEMENTAL PAY | Complete Supplemental Pay Info

STEPS

1. Complete All Supplemental Pay fields
* Add additional details regardingthe | ==
specifics behind the supplemental pay -

request in the Originator Comments field

2. Click Save

|44 4d

UNCSA



ORIGINATOR ROLE: EHRA FACULTY SUPPLEMENTAL PAY | Review Request Summary

STEPS

o L]
1. Move to Position Request Summary
Classifications = Shartcuts ~
Position Requests / / New Position cription 1 y
L] L] L]
2. Review Position Request Summary
p—
[ Add to Watch List
New Position Description: Associate Professor (EHRA Faculty) ¢
Current Status: Draff
o r ed by: Dy | H
. Daniel Houle
Summary
Supplemental Pay Budget Summary © Action Request &
Fund Code
Code
AAAAAA
ntage F J Reason for Request
Changes Requested (SHRA)
Requesting Department
i
Appointment Begin Date a8
© Classification &
Appointment End Date MMDDAYYYY | €8
Payment Begin Date MMDDYYYY | 8
Payment End Date MwoDNYYYY | &8 @ Position Details  #

|44 13
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ORIGINATOR ROLE: EHRA FACULTY SUPPLEMENTAL PAY | Submit for Approval

STEPS

1. Once Review is Complete, Select Take Action

2. Select Submit for Approval

3. Click Submit!

Welcome, Danlel Houle  logaut

-
1 Take Action On Position Request v

Keep working on this Position

New Position Description: Associate Professor (E ::;::'m‘;::;m,‘m

Current Status: Draft Submit for Approval (maove to
Positian Type: EHRA Faculty Created by: Daniel Houle Hring
) _ Manager/Dean/Department
Division: Information Owner: Daniel Houle Hend)
Technolog
Summary stoy | Setting

@ Action Request &

' e prof i
Reason for Request
Changes Requested (SHRA) Request to Post- With Changes
Effective Date

© Classification  #

4« “

UNCSA



ORIGINATOR ROLE: EHRA FACULTY TERMINATION| Login

STEPS

1. Access Position Management

2. Click For UNCSA Employees

3. Login with Microsoft

@ University of North Carolina Sch: X +

7 c

@ uncsa-sb.peopleadmin.com

o Please login

@

©@ ¥ O & (update

University of North Carolina School of the

Arts

For UNCSA Employees - Please click here to login

Guest / Other Users - Login below with the username & password used

to apply:

Log In

Authenticate with single sign-on?SS0 Authentication

:,/,

&

® Sign in to your account

c

%y +

@ login.microsoftonline.com.

Q Sign-in options

SCHOOL OF THE ARTS

oy &

% O & (update })

44 M

UNCSA


https://employment.uncsa.edu/hr

ORIGINATOR ROLE: EHRA FACULTY TERMINATION | Originator & EHRA Faculty Selection

@ University of North Carolina Seh. X +

STEPS
Change User Group to Originator

Position Management Welcome, Daniel Houle

2 University of North Carolina User Group:
School of the Arts

Q

# uncsa-

peopleadmin.com B EEREICT)
Originator ~

e e WrAe e e

<cripn SHRA Staff

You are now viewing the system as a member of the Originator group

Position Management Welcome, Daniel Houle

° es @ ° ° e University of North Carolina User Group: o SHRA Staff Position Requests
| of th -
1. Click Positions Descriptions v AR S — jons
Home Position Descriptions ~ Classifications ~ - Temporary/Student Employment

Temporary/Student Employment Position Requests " list.
EHRA Non Faculty
0 Filled Posti EHRA Non Faculty Position Requests m e
r— illed Postings
Post Users  HiringProposals  Position Requests 3
2. Select EHRA Faculty inbo e e : it
Onboarding Tasks  Special Handling Lists Faculty Positior

SEARCH

"Faculty Positions™ () Selected records () Clear selection?

Employee First  Employee Last (Actions)
Working Title Position Number ~ Name Mame Department

There are no results to be displayed.

EHFUA Non F

Watch List Postings  Hiring Proposals  Position Requests

Applicants Per Day

SEARCH LastWeek ™

There are no results to be displayed.

KX return To INDEX |22

43




ORIGINATOR ROLE: EHRA FACULTY TERMINATION | Search & Modify Position

STEPS

1. Search for Position

Home Fosion Descripiions = Clsications = Soreuts = Home Position Descriptions ~ Classifications ~ Shortauts ~

2. Click Actions on the Position Row, Select View

oo
3. Click EHRA Modify Position Request i) 5
4. Click Start on the Modify Position Confirmation
If youlre creating a New Position’ Skip to the next slide! i‘lt::aEg:rn;AModifyPosition Request Position Request on Talent Solutions

|44 13

UNCSA



ORIGINATOR ROLE: EHRA FACULTY TERMINATION | Complete Information for Termination

STEPS

1. Complete Reason for Termination
 Reason for Termination & Effective Date

2. Select Termination, Click Save

3. Move to Position Documents

[ son | o | oems e |

4. Required: Upload Resignation Letter or other

supporting documents

5. Click Save

44 M

UNCSA



ORIGINATOR ROLE: EHRA FACULTY TERMINATION | Review Request Summary

STEPS

o L]
1. Move to Position Request Summary
Classifications = Shartcuts ~
Position Requests / / New Position cription 1 y
L] L] L]
2. Review Position Request Summary
p—
[ Add to Watch List
New Position Description: Associate Professor (EHRA Faculty) ¢
Current Status: Draff
o r ed by: Dy | H
. Daniel Houle
Summary
Supplemental Pay Budget Summary © Action Request &
Fund Code
Code
AAAAAA
ntage F J Reason for Request
Changes Requested (SHRA)
Requesting Department
i
Appointment Begin Date a8
© Classification &
Appointment End Date MMDDAYYYY | €8
Payment Begin Date MMDDYYYY | 8
Payment End Date MwoDNYYYY | &8 @ Position Details  #

44 M

UNCSA



ORIGINATOR ROLE: EHRA FACULTY TERMINATION | Submit for Approval

STEPS

Management co el Houle  logaut DanlelHoule  logout

1. Once Review is Complete, Select Take Action | - i

Originator ~

Home Position Descriptions = Classifications ~

Position Requests / ... / New Position Description / New Position definitigssisiygmmary

2. Select Submit for Approval =

Keep working on this Position
Request
WORELOW ACTIONS

New Position Description: Associate Professor (B c.c.i move w canceiea

Current Status: Draft Submit for Approval (move to

Hriny

- - Position Type: EHRA Faculty Created by: Daniel Houle
X y Manager/Dean/Department
I Division: Information Cwner: Daniel Houle Head)
° H Technologies
Summary  History | Settings
@ Action Request & Submit for Approval (mave to Hring

Manager/Dean/Departrment He sl
Comments (optional)

—
Action Request

HiNing new assaciate professar In Modern At department
Reason for Request

Changes Requested (SHRA) Request to Post- With Changes

Submit | Cancel

Effective Date

© Classification  #

KX return o iNDEX [ 24|
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ORIGINATOR ROLE: TEMPORARY/STUDENT NEW POSITION| Login

STEPS

1. Access Position Management

2. Click For UNCSA Employees

3. Login with Microsoft

@ University of North Carolina Sch X +

< c

# uncsa-sb.peopleadmin.com

o Please login

@

University of North Carolina School of the

Arts

For UNCSA Employees - Please click here to login

Guest / Other Users - Login below with the username & password used

to apply:

Log In

Authenticate with single sign-on?SS0 Authentication

&

® Sign in to your account

c

%y +

@ login.microsoftonline.com.

Q Sign-in options

SCHOOL OF THE ARTS

oy &

% O & (update })

44 M

UNCSA


https://employment.uncsa.edu/hr

ORIGINATOR ROLE: TEMPORARY/STUDENT NEW POSITION | Originator & SHRA Staff Selection

STEPS

1. Change User Group to Originator
2. Click Positions Descriptions
3. Select Temporary/Student

Employment

KX return To INDEX |22

ity of North Ca

@ uncsa-sb.peopleadmin.com
You are now viewing the system as a member of the Originator group

Position Management

2 University of North Carolina
School of the Arts

Home Position Descriptions ~ Classifications ~

Inbox Postings  Users  Hiring Proposals

Onboarding Tasks Special Handling Lists

SEARCH

There are no results to be displayed.

Watch List Postings  Hiring Proposals

SEARCH

Welcome, Daniel Houle
User Group:

Originator

0 Filled Postings
Last 30 days *“

Position Requests 3

Position Requests

Applicants Per Day
Last Week *“

Unwatch Postings

There are no results to be displayed.

tion Management

[#2 University of North Carolina
School of the Arts

Position Descripn  SHRA Staff
SHRA Staff Position Requests

EHRA Faculty
Temp( EHRA Faculty Position Requests

Temporary/Student Employment

it

POS'tIC Temporary/Student Employment Position Requests

:HRA Non Faculty

p add £HRA Non Faculty Position Requests

Test x

“Test' )  Selected records ()

Clear selection?

Employee Employee Last Last Status
Employee ID  FirstName  Name Update

mlist

Department

Originator

o

Position
Description
Number

{Actions)

Position Title

49




ORIGINATOR ROLE: TEMPORARY/STUDENT NEW POSITION | Create New Position

S I EPS " Welcome, Daniel Houle  logout
User Group

22 University of North Carolina
School of the Arts

1. C | i [o k Create New Pos iti on I Pt o s B Ziss - S i —

Position Descriptions / Temporary/Student Employment €2

Temporary/Student Employment
g - - To create a new Position
2. If New, Fill Out Required Fields Position Descriptions S e e

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

3. If Copying an Existing Position,
"Test" )  Selected records () Clear selection? Department

Position (Actions)
Emplayee Employee Last Last Status Description Division

Search & Select for Position Number om0 ke e Upies Do Wi Fonis

Saved Searches v [ searcn | @ Moresearch Oprions v

Clone an existing Position Description?.

Test" )

4. Click Start Position Request

Employee Employee Last Last Status Description
Employee D FirstName  Name Update Department  Number Positior. Title

Start Position Request

|44 13

UNCSA



ORIGINATOR ROLE: TEMPORARY/STUDENT NEW POSITION | Complete Position Information

STEPS

1. Complete Reason for Request
2. Complete Appointment & Payment Dates
Click Save

3. Move to Employee Section

4. Select User from List, click Save
Note: If you are adding a new person not on the list, move

to next the slide

...........

H:34567%809. 21 2 Nx—

[ e T

SSSSS

|||||

44 M

UNCSA



ORIGINATOR ROLE: TEMPORARY/STUDENT NEW POSITION | Complete Position Information

STEPS

Welcome, Daniel Houle  logout

1. Move to Position Details Information
2. Complete Information as Needed, Click Save

* If you need to add a new person, enter

Employee Name Details here

3. Move to Position Budget Information

4. Complete Information as Needed

5. Click Save

44 M

UNCSA



ORIGINATOR ROLE: TEMPORARY/STUDENT NEW POSITION| Complete Position Information

STEPS

1. Move to Responsibilities and Duties

2. Complete Information as Needed, Click Save

3. Move to Additional Information

4. Complete Information as Needed

44 M

UNCSA



ORIGINATOR ROLE: TEMPORARY/STUDENT NEW POSITION| Complete Position Information

STEPS

1. Move to ADA Checklist

B Universin rth Carolina User Group:
Scho o Are Originator -
Home Position Descriptions Classifications ~ Shortcuts ~
Position Reg ew Position Request / Talent Solutions Manager / Edit

2. Complete Information as Needed £ e curg i e | pencomrns T —

3. Move to Position Documents

4. Upload PDFs as Needed

LN N NN} [

[ [ [t |

sz@@se

44 M

UNCSA



ORIGINATOR ROLE: TEMPORARY/STUDENT NEW POSITION | Complete Position Information

STEPS

1. Move to Training and Access

2. Complete Information as Needed
3. Move to Position Request Summary

4. Review Position Request Summary

@ & O & (Vesme §

Welcome, Danlel Houle  logout

3 A to Wateh List
New Positior2¢scription: Graduate Assistant (Temporary/Student
Employment)

rg
Curment Status: Dt

Payment End Date

@ Classification  #

44 M

UNCSA



ORIGINATOR ROLE: TEMPORARY/STUDENT| Submit for Approval

STEPS

1. Once Review is Complete, Select Take Action

2. Select Submit for Approval
3. Select Correct Approver

4. Click Submit!

New Position Description: Graduate Assistant (Té o

Employment)
Current Status: Draft
Position Type: Created by: Daniel Houle
Temporary/Student Employment  Oywner; Daniel Houle
Dmson Information
Technologies

Swary | e -

@ Action Request &

Action Request

Reasan for Request

Appointment Begin Date
Appointment End Date
Payment Begin Date

Payment End Date

8 rking on this Position

ng
Manager/Dean/Department
Head)

4« “

UNCSA



ORIGINATOR ROLE: EHRA NON-FACULTY NEW POSITION & UPDATE POSITION | Login

STEPS

1. Access Position Management

2. Click For UNCSA Employees

3. Login with Microsoft

@ University of North Carolina Sch: X +

7 c

@ uncsa-sb.peopleadmin.com

o Please login

@

University of North Carolina School of the

Arts

For UNCSA Employees - Please click here to login

Guest / Other Users - Login below with the username & password used

to apply:

Log In

Authenticate with single sign-on?SS0 Authentication

&

T
= Sign in to your account

t

%y +

(&7 @ login.microsoftonline.com.

Q Sign-in options

SCHOOL OF THE ARTS

oy &

% O 2 (fl,rpdate )

44 M

UNCSA


https://employment.uncsa.edu/hr

ORIGINATOR ROLE: EHRA NON-FACULTY NEW POSITION & UPDATE POSITON | Originator & EHRA Non-Faculty

STEPS
Change User Group to Originator

1. Click Positions Descriptions

2. Select EHRA Non-Faculty

KX return To INDEX |22

# uncsa-sb.peopleadmin.com

You are now viewing the system as a member of the Originator group

Position Management

2 University of North Carolina
School of the Arts

User Group:

Originator
Home Position Descriptions ~ Classifications ~

Inbox Postings  Users  HiringProposals  Position Requests 3

Onboarding Tasks ~ Special Handling Lists

SEARCH
Filter:
There are no results to be displayed.
Watch List Postings  Hiring Proposals  Position Requests

SEARCH

Unwatch Postings

There are no results to be displayed.

ity of North Ca

Welcome, Danlel Houle

0 Filled Postings
Last 30 days *“

Applicants Per Day
Last Week *“

Position Management Welcome, Daniel Houle  logout

2 University of North Carolina User Group:

School of the Arts

I gy e

SHRA Staff

SHRA Staff Position Requests

EHRA S"no ns
EHRA Faculty Position Requests

Temporary/Student Employment

Temporary/Student Employment Position Requests

\Eg ZHRA Non Faculty

EHRA Non Faculty Position Requests

Faculty Positio x

"Faculty Positions” @) Selected records ()

Originator ~

Tgfadd a new's

o

Clear selection? -
Employee First  Employee Last (Actions)

Working Title Position Number ~ Name Mame Department

58




ORIGINATOR ROLE: EHRA NON-FACULTY NEW POSITION & UPDATE POSITON | Create New Position

STEPS

Welcorne, Daniel Houle  logout

1. Click Create New Position

Home Position Descriptions ~ Classifications Shortcuts
'osition Descriptions / EHRA Non Faculty ¥ EHRANC <4
EHRA Non Faculty Position =) New Posidon Descripton

2. If New, Fill Out Required Fields

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

Descriptions

3. If Copying an Existing Position,
€ E s Clear selection? Organizational Unit
Search & Select for Position Number | ™ e meww e W o
4. Click Start Position Request

Clone an existing Position Description?

Modifying an Existing Position? Skip to the next slide!

|44 13

UNCSA



ORIGINATOR ROLE: EHRA NON-FACULTY NEW POSITION & UPDATE POSITON | Modify Existing Position

STEPS

1. Search for Position
.... .« Clsications = Shorteuts = Home Position Descriptions ~ Classifications ~ Shortauts ~
EHRA Non Faculty Position -

2. Click Actions on the Position Row, Select View Descriptions

o

New Position Description: Associate Professor (EHRA Faculty)

3. Click EHRA Modify Position Request o =
4. Click Start on the Modify Position Confirmation
If youlre creating a New Position’ Skip to the next slide! i‘lt::aEg:rn;AModifyPosition Request Position Request on Talent Solutions

|44 13

UNCSA



ORIGINATOR ROLE: EHRA NON-FACULTY NEW POSITION & UPDATE POSITON | Complete Position Information

STEPS

1. Complete Reason for Request

2. Indicate Changes Requested, Click Save

3. Move to Position Details

4. Complete Information as Needed

5. Click Save

44 M

UNCSA



ORIGINATOR ROLE: EHRA NON-FACULTY NEW POSITION & UPDATE POSITON | Complete Position Information

STEPS

1. Move to Position Budget Information
2. Complete Information as Needed

3. Click Save

Editing Position Request

Account Code

o

44 M

UNCSA



ORIGINATOR ROLE: EHRA NON-FACULTY NEW POSITION & UPDATE POSITON | Complete Position Information

STEPS

1. Move to Responsibilities and Duties
2. Complete Information as Needed, Click Save

3. Move to Additional Information

4. Complete Information as Needed

5. Click Save

44 M

UNCSA



ORIGINATOR ROLE: EHRA NON-FACULTY NEW POSITION & UPDATE POSITON | Complete Position Information

STEPS

1.

Move to ADA Checklist

Complete Information as Needed, Click Save
Move to Position Documents

Upload PDFs as Needed

Click Save

[ [~ [t

|44 13

UNCSA



ORIGINATOR ROLE: EHRA NON-FACULTY NEW POSITION & UPDATE POSITON | Complete Position Information

STEPS

1.

2.

Move to Training and Access

Complete Information as Needed, Click Save
Move to Position Request Summary

Review Position Request Summary

Training And Access

Position Reauffists / ... / NeW@osition Description / New Position definition / Summary
= Take Action On Pasition Request v

B print Preview

New Position Description: Associate Professor (EHRA Faculty) ¢
C St : Draft

© Action Request &

44 M

UNCSA



ORIGINATOR ROLE: EHRA NON-FACULTY NEW POSITION & UPDATE POSITON | Submit for Approval

STEPS

Welcome, Danlel Houle  logaut

1. Once Review is Complete, Select Take Action

2. Select Submit for Approval =

New Position Description: Associate Professor (E ::;;;’W,;c,m,‘m

Current Status: Draft Submit for Approval (move to
0 . Position Type: EHRA Faculty Created by: Daniel Houle :""E P—
anager/DeanyDepartment
I Division: Information Owner: Daniel Houle Head]g o
° ° Technologies
Summary  Hstory | Settings

Submit for Appraval (move to Hring
Manager/Dean/Departrment He sl
Comments (optional)

@ Action Request &

Reason for Request

Changes Requested (SHRA)
Effective Date
© Classification  #

4« “

UNCSA



ORIGINATOR ROLE: EHRA NON-FACULTY SUPPLEMENTAL PAY| Login

STEPS

1. Access Position Management

2. Click For UNCSA Employees

3. Login with Microsoft

@ University of North Carolina Sch: X +

7 c

@ uncsa-sb.peopleadmin.com

o Please login

@

©@ ¥ O & (update

University of North Carolina School of the

Arts

For UNCSA Employees - Please click here to login

Guest / Other Users - Login below with the username & password used

to apply:

Log In

Authenticate with single sign-on?SS0 Authentication

:,/,

&

® Sign in to your account

c

%y +

@ login.microsoftonline.com.

Q Sign-in options

SCHOOL OF THE ARTS

oy &

% O & (update })

44 M

UNCSA


https://employment.uncsa.edu/hr

ORIGINATOR ROLE: EHRA NON-FACULTY SUPPLEMENTAL PAY | Originator & EHRA Non-Faculty

STEPS
Change User Group to Originator

1. Click Positions Descriptions

2. Select EHRA Non-Faculty

KX return To INDEX |22

sity of North

# uncsa-

You are now viewing the system as a member of the Originator group

Position Management

2 University of North Carolina

School of the Arts

User Group:

Originator

Home Position Descriptions Classifications ~
Inbox Postings  Users  HiringProposals  Position Requests 3
Onboarding Tasks ~ Special Handling Lists
SEARCH
Filter:
There are no results to be displayed.
Watch List Postings  Hiring Proposals  Position Requests

SEARCH

There are no results to be displayed.

Unwatch Postings

Welcome, Daniel Houle

0 Filled Postings
Last 30 days *“

Applicants Per Day
Last Week *“

Position Management Welcome, Daniel Houle

2 University of North Carolina
School of the Arts

I gy e

Posinon Descript  SHRA Staff
SHRA Staff Position Requests

sy ns

EHRA Faculty Position Requests
[ oot |

Temporary/Student Employment
Temporary/Student Employment Position Requests
ZHRA Non Faculty

EHRA Non Faculty Position Requests

Faculty Positi x

"Faculty Positions” @) Selected records ()

Clear selection?

Employee First
Position Number ~ Name Mame

Employee Last (Actions)

Working Title Department

68




ORIGINATOR ROLE: EHRA NON-FACULTY SUPPLEMENTAL PAY | Search & Modify Position

STEPS

1. Search for Position

2. Click Actions on the Position Row, Select View
3. Click EHRA Modify Position Request

4. Click Start on the Modify Position Confirmation

Home Position Descriptions ~ Classifications ~ Shortcuts ~

EHRA Non Faculty Position
Descriptions

o

If you’re creating a New Position, Skip to the next slide!

e History Assoclated Classification

© Classification

Home Position Descriptions ~

osition Requests / ... /EHRA &  Modify Position Reques

Start EHRA Modify Position Request Position Request on Talent Solutions

Manager?

Classifications ~

o

Weicome, Daniel Houle  logout

Shorteuts ~

44 M
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ORIGINATOR ROLE: EHRA NON-FACULTY SUPPLEMENTAL PAY | Complete Information for Supplemental Pay

STEPS

1.

Complete Reason for Supplemental Pay

* Reason for Request & Effective Date
Select Supplemental Pay, Click Save
Move to Position Budget Information
Complete Information as Needed

Click Save

:
i HE|
i

L, 000000000

Remave Entry?
_BudunSum

Supplemental Pay BudbetS:

‘Add Supplemental Pay Budget Summary Entry
s

Comments

Business Officer

wfary

44 M
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ORIGINATOR ROLE: EHRA NON-FACULTY SUPPLEMENTAL PAY | Complete Supplemental Pay Info

STEPS

1. Complete All Supplemental Pay fields
* Add additional details regardingthe | ==
specifics behind the supplemental pay -

request in the Originator Comments field

2. Click Save

|44 4d

UNCSA



ORIGINATOR ROLE: EHRA NON-FACULTY SUPPLEMENTAL PAY | Review Request Summary

STEPS

-
1. Move to Position Request Summary -

2. Review Position Request Summary

Summary

Supplemental Pay Budget Summary

© Action Request &

AAAAAA
Reason for Request
Changes Requested (SHRA)

Requesting Department
Effective Date.

Appointment Begin Date
© Classification &
AppointmentEnd Date | vMDDAYYYY | 9
Payment Begin Date MMDDAYYYY | 63
Payment End Date wwoovyyy | & © Position Details &

44 M
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ORIGINATOR ROLE: EHRA NON-FACULTY SUPPLEMENTAL PAY | Submit for Approval

STEPS

1. Once Review is Complete, Select Take Action
2. Select Submit for Approval

3. Click Submit!

© Action Request  #

Action Request

Reason for Request

Changes Requested [SHRA) Request (s Pest - Without Changes

Effective Date

O Classification &

Welcome, Daniel Houle  logout

4« “

UNCSA



ORIGINATOR ROLE: EHRA NON-FACULTY TERMINATION| Login

STEPS

1. Access Position Management

2. Click For UNCSA Employees

3. Login with Microsoft

@ University of North Carolina Sch: X +

7 c

@ uncsa-sb.peopleadmin.com

o Please login

@

©@ ¥ O & (update

University of North Carolina School of the

Arts

For UNCSA Employees - Please click here to login

Guest / Other Users - Login below with the username & password used

to apply:

Log In

Authenticate with single sign-on?SS0 Authentication

:,/,

&

® Sign in to your account

c

%y +

@ login.microsoftonline.com.

Q Sign-in options

SCHOOL OF THE ARTS

oy &

% O & (update })

44 M

UNCSA


https://employment.uncsa.edu/hr

ORIGINATOR ROLE: EHRA NON-FACULTY TERMINATION| Originator & EHRA NON-FACULTY Selection

STEPS
Change User Group to Originator

1. Click Positions Descriptions

2. Select EHRA NON-FACULTY

KX return To INDEX |22

sity of North

@ uncsa-
You are now viewing the system as a member of the Originator group

Position Management

2 University of North Carolina
School of the Arts

Home Position Descriptions

Inbox Postings  Users  Hiring Proposals

Onboarding Tasks ~ Special Handling Lists

SEARCH

There are no results to be displayed.

Watch List Postings  Hiring Proposals

SEARCH

There are no results to be displayed.

Classifications ~

Position Requests 3

Unwatch Postings

Welcome, Daniel Houle

User Group:

Originator

0 Filled Postings
Last 30 days *“

Position Requests

Applicants Per Day
Last Week *“

Position Management Welcome, Daniel Houle

2 University of North Carolina
School of the Arts

e

Position Descript - SHRA, Staff
SHRA Staff Position Requests

FARA, Saro ns
EHRA Faculty Position Requests

Temporary/Student Employment

Temporary/Student Employment Position Requests

hﬁ EHRA Non Faculty

EHRA Non Faculty Position Requests

Faculty Positi x

o

"Faculty Positions™ () Selected records () Clear selection?
Employee First  Employee Last (Actions)
Working Title Position Number ~ Name Name Department

75




ORIGINATOR ROLE: EHRA NON-FACULTY TERMINATION | Search & Modify Position

STEPS

1. Search for Position

2. Click Actions on the Position Row, Select View
3. Click EHRA Modify Position Request

4. Click Start on the Modify Position Confirmation

Home Position Descriptions ~ Classifications ~ Shortcuts ~

EHRA Non Faculty Position
Descriptions

o

If you’re creating a New Position, Skip to the next slide!

e History Assoclated Classification

© Classification

Home Position Descriptions ~

AFaculty ¥ Modify Position Reques

Start EHRA Modify Position Request Position Request on Talent Solutions

Manager?

Classifications ~

o

Weicome, Daniel Houle  logout

Shorteuts ~

44 M
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ORIGINATOR ROLE: EHRA NON-FACULTY TERMINATION | Complete Information for Termination

STEPS

1. Complete Reason for Termination
 Reason for Termination & Effective Date

2. Select Termination, Click Save

3. Move to Position Documents

[ son | o | oems e |

4. Required: Upload Resignation Letter or other

supporting documents

5. Click Save

44 M

UNCSA



ORIGINATOR ROLE: EHRA NON-FACULTY TERMINATION | Review Request Summary

STEPS

o L]
1. Move to Position Request Summary
Classifications = Shartcuts ~
Position Requests / / New Position cription 1 y
L] L] L]
2. Review Position Request Summary
p—
[ Add to Watch List
New Position Description: Associate Professor (EHRA Faculty) ¢
Current Status: Draff
o r ed by: Dy | H
. Daniel Houle
Summary
Supplemental Pay Budget Summary © Action Request &
Fund Code
Code
AAAAAA
ntage F J Reason for Request
Changes Requested (SHRA)
Requesting Department
i
Appointment Begin Date a8
© Classification &
Appointment End Date MMDDAYYYY | €8
Payment Begin Date MMDDYYYY | 8
Payment End Date MwoDNYYYY | &8 @ Position Details  #

|44 13

UNCSA



ORIGINATOR ROLE: EHRA NON-FACULTY TERMINATION | Submit for Approval

STEPS

Management co el Houle  logaut DanlelHoule  logout

1. Once Review is Complete, Select Take Action | - i

Originator ~

Home Position Descriptions = Classifications ~

Position Requests / ... / New Position Description / New Position definitigssisiygmmary

2. Select Submit for Approval =

Keep working on this Position
Request
WORELOW ACTIONS

New Position Description: Associate Professor (B c.c.i move w canceiea

Current Status: Draft Submit for Approval (move to

Hriny

- - Position Type: EHRA Faculty Created by: Daniel Houle
X y Manager/Dean/Department
I Division: Information Cwner: Daniel Houle Head)
° H Technologies
Summary  History | Settings
@ Action Request & Submit for Approval (mave to Hring

Manager/Dean/Departrment He sl
Comments (optional)

—
Action Request

HiNing new assaciate professar In Modern At department
Reason for Request

Changes Requested (SHRA) Request to Post- With Changes

Submit | Cancel

Effective Date

© Classification  #

KX return o iNDEX [ 24|
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