
POSITION MANAGEMENT LEARNING
ORIGINATOR ROLE
JOB AID RESOURCE INDEX

Direct Access to Originator Job Aid Flows:

Note: Click Link to Navigate Directly

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

HUMAN RESOURCES

1

SHRA Staff
Create New Position
Update Existing Position
Supplemental Pay
Termination

EHRA Faculty
Create New Position
Update Existing Position
Supplemental Pay
Termination

Temporary/Student
Create New Position

EHRA Non-Faculty
Create New Position
Update Existing Position
Supplemental Pay
Termination

RETURN TO INDEX



STEPS

1. Access Position Management

2. Click For UNCSA Employees

3. Login with Microsoft

2

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

RETURN TO INDEX

https://employment.uncsa.edu/hr


STEPS

1. Change User Group to Originator

2. Click Positions Descriptions

3. Select SHRA Staff

3

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

RETURN TO INDEX



STEPS

1. Click Create New Position

2. If New, Fill Out Required Fields

3. If Copying an Existing Position,

Search & Select for Position Number

4. Click Start Position Request

Modifying an Existing Position? Skip to the next slide!

4

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

RETURN TO INDEX



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

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

5

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

RETURN TO INDEX



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

6

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

RETURN TO INDEX



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

7

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

RETURN TO INDEX



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

8

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

RETURN TO INDEX



STEPS

1. Move to ADA Checklist

2. Complete Information as Needed, Click Save

3. Move to Position Documents

4. Upload PDFs as Needed

5. Click Save

9

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

RETURN TO INDEX



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

10

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

RETURN TO INDEX



STEPS

1. Once Review is Complete, Select Take Action

2. Select Submit for Approval

3. Select Correct Approver

4. Click Submit!

11

ORIGINATOR ROLE: SHRA STAFF NEW POSITION & UPDATE POSITON | Submit for Approval

RETURN TO INDEX



STEPS

1. Access Position Management

2. Click For UNCSA Employees

3. Login with Microsoft

12

ORIGINATOR ROLE: SHRA STAFF SUPPLEMENTAL PAY | Login

RETURN TO INDEX

https://employment.uncsa.edu/hr


STEPS
Change User Group to Originator

1. Click Positions Descriptions

2. Select SHRA Staff

13

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

RETURN TO INDEX



STEPS

1. Search for Employee

2. Click Actions Next to Position Row & Click View

3. Click SHRA Modify Position Request

4. Click Start on the Modify Confirmation Page

14

ORIGINATOR ROLE: SHRA STAFF SUPPLEMENTAL PAY | Search for Position

RETURN TO INDEX



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

15

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

RETURN TO INDEX



STEPS

1. Complete All Supplemental Pay fields

• Add additional details regarding the 

specifics behind the supplemental pay 

request in the Originator Comments field

2. Click Save

16

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

RETURN TO INDEX



STEPS

1. Move to Position Request Summary

2. Review Position Request Summary

17

ORIGINATOR ROLE: SHRA STAFF SUPPLEMENTAL PAY | Complete Position Information

RETURN TO INDEX



STEPS

1. Once Review is Complete, Select Take Action

2. Select Submit for Approval

3. Select Correct Approver

4. Click Submit!

18

ORIGINATOR ROLE: SHRA STAFF SUPPLEMENTAL PAY | Submit for Approval

RETURN TO INDEX



STEPS

1. Access Position Management

2. Click For UNCSA Employees

3. Login with Microsoft

19

ORIGINATOR ROLE: SHRA STAFF TERMINATION | Login

RETURN TO INDEX

https://employment.uncsa.edu/hr


STEPS
Change User Group to Originator

1. Click Positions Descriptions

2. Select SHRA Staff

20

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

RETURN TO INDEX



STEPS

1. Search for Employee

2. Click Actions Next to Position Row & Click View

3. Click SHRA Modify Position Request

4. Click Start on the Modify Confirmation Page

21

ORIGINATOR ROLE: SHRA STAFF TERMINATION | Search for Position

RETURN TO INDEX



STEPS

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

22

ORIGINATOR ROLE: SHRA STAFF TERMINATION| Complete Information for Termination

RETURN TO INDEX



STEPS

1. Move to Position Request Summary

2. Review Position Request Summary

23

ORIGINATOR ROLE: SHRA STAFF TERMINATION | Complete Position Information

RETURN TO INDEX



STEPS

1. Once Review is Complete, Select Take Action

2. Select Submit for Approval

3. Select Correct Approver

4. Click Submit!

24

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

RETURN TO INDEX



STEPS

1. Access Position Management

2. Click For UNCSA Employees

3. Login with Microsoft

25

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

RETURN TO INDEX

https://employment.uncsa.edu/hr


STEPS
Change User Group to Originator

1. Click Positions Descriptions

2. Select EHRA Faculty

26

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

RETURN TO INDEX



STEPS

1. Click Create New Position

2. If New, Fill Out Required Fields

3. If Copying an Existing Position,

Search & Select for Position Number

4. Click Start Position Request

Modifying an Existing Position? Skip to the next slide!

27

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

RETURN TO INDEX



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

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

28

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

RETURN TO INDEX



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

29

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

RETURN TO INDEX



STEPS

1. Move to Position Budget Information

2. Complete Information as Needed

3. Click Save

30

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

RETURN TO INDEX



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

31

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

RETURN TO INDEX



STEPS

1. Move to ADA Checklist

2. Complete Information as Needed, Click Save

3. Move to Position Documents

4. Upload PDFs as Needed

5. Click Save

32

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

RETURN TO INDEX



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

33

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

RETURN TO INDEX



STEPS

1. Once Review is Complete, Select Take Action

2. Select Submit for Approval

3. Click Submit!

34

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

RETURN TO INDEX



STEPS

1. Access Position Management

2. Click For UNCSA Employees

3. Login with Microsoft

35

ORIGINATOR ROLE: EHRA FACULTY SUPPLEMENTAL PAY| Login

RETURN TO INDEX

https://employment.uncsa.edu/hr


STEPS
Change User Group to Originator

1. Click Positions Descriptions

2. Select EHRA Faculty

36

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

RETURN TO INDEX



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

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

37

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

RETURN TO INDEX



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

38

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

RETURN TO INDEX



STEPS

1. Complete All Supplemental Pay fields

• Add additional details regarding the 

specifics behind the supplemental pay 

request in the Originator Comments field

2. Click Save

39

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

RETURN TO INDEX



STEPS

1. Move to Position Request Summary

2. Review Position Request Summary

40

ORIGINATOR ROLE: EHRA FACULTY SUPPLEMENTAL PAY | Review Request Summary

RETURN TO INDEX



STEPS

1. Once Review is Complete, Select Take Action

2. Select Submit for Approval

3. Click Submit!

41

ORIGINATOR ROLE: EHRA FACULTY SUPPLEMENTAL PAY | Submit for Approval

RETURN TO INDEX



STEPS

1. Access Position Management

2. Click For UNCSA Employees

3. Login with Microsoft

42

ORIGINATOR ROLE: EHRA FACULTY TERMINATION| Login

RETURN TO INDEX

https://employment.uncsa.edu/hr


STEPS
Change User Group to Originator

1. Click Positions Descriptions

2. Select EHRA Faculty

43

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

RETURN TO INDEX



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

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

44

ORIGINATOR ROLE: EHRA FACULTY TERMINATION | Search & Modify Position

RETURN TO INDEX



STEPS

1. Complete Reason for Termination

• Reason for Termination & Effective Date

2. Select Termination, Click Save

3. Move to Position Documents

4. Required: Upload Resignation Letter or other 

supporting documents

5. Click Save

45

ORIGINATOR ROLE: EHRA FACULTY TERMINATION | Complete Information for Termination

RETURN TO INDEX



STEPS

1. Move to Position Request Summary

2. Review Position Request Summary

46

ORIGINATOR ROLE: EHRA FACULTY TERMINATION | Review Request Summary

RETURN TO INDEX



STEPS

1. Once Review is Complete, Select Take Action

2. Select Submit for Approval

3. Click Submit!

47

ORIGINATOR ROLE: EHRA FACULTY TERMINATION | Submit for Approval

RETURN TO INDEX



STEPS

1. Access Position Management

2. Click For UNCSA Employees

3. Login with Microsoft

48

ORIGINATOR ROLE: TEMPORARY/STUDENT NEW POSITION| Login

RETURN TO INDEX

https://employment.uncsa.edu/hr


STEPS

1. Change User Group to Originator

2. Click Positions Descriptions

3. Select Temporary/Student 

Employment

49

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

RETURN TO INDEX



STEPS

1. Click Create New Position

2. If New, Fill Out Required Fields

3. If Copying an Existing Position,

Search & Select for Position Number

4. Click Start Position Request

50

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

RETURN TO INDEX



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

51

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

RETURN TO INDEX



STEPS

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

52

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

RETURN TO INDEX



STEPS

1. Move to Responsibilities and Duties

2. Complete Information as Needed, Click Save

3. Move to Additional Information

4. Complete Information as Needed

53

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

RETURN TO INDEX



STEPS

1. Move to ADA Checklist

2. Complete Information as Needed

3. Move to Position Documents

4. Upload PDFs as Needed

54

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

RETURN TO INDEX



STEPS

1. Move to Training and Access

2. Complete Information as Needed

3. Move to Position Request Summary

4. Review Position Request Summary

55

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

RETURN TO INDEX



STEPS

1. Once Review is Complete, Select Take Action

2. Select Submit for Approval

3. Select Correct Approver

4. Click Submit!

56

ORIGINATOR ROLE: TEMPORARY/STUDENT| Submit for Approval

RETURN TO INDEX



STEPS

1. Access Position Management

2. Click For UNCSA Employees

3. Login with Microsoft

57

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

RETURN TO INDEX

https://employment.uncsa.edu/hr


STEPS
Change User Group to Originator

1. Click Positions Descriptions

2. Select EHRA Non-Faculty

58

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

RETURN TO INDEX



STEPS

1. Click Create New Position

2. If New, Fill Out Required Fields

3. If Copying an Existing Position,

Search & Select for Position Number

4. Click Start Position Request

Modifying an Existing Position? Skip to the next slide!

59

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

RETURN TO INDEX



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

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

60

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

RETURN TO INDEX



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

61

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

RETURN TO INDEX



STEPS

1. Move to Position Budget Information

2. Complete Information as Needed

3. Click Save

62

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

RETURN TO INDEX



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

63

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

RETURN TO INDEX



STEPS

1. Move to ADA Checklist

2. Complete Information as Needed, Click Save

3. Move to Position Documents

4. Upload PDFs as Needed

5. Click Save

64

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

RETURN TO INDEX



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

65

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

RETURN TO INDEX



STEPS

1. Once Review is Complete, Select Take Action

2. Select Submit for Approval

3. Click Submit!

66

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

RETURN TO INDEX



STEPS

1. Access Position Management

2. Click For UNCSA Employees

3. Login with Microsoft

67

ORIGINATOR ROLE: EHRA NON-FACULTY SUPPLEMENTAL PAY| Login

RETURN TO INDEX

https://employment.uncsa.edu/hr


STEPS
Change User Group to Originator

1. Click Positions Descriptions

2. Select EHRA Non-Faculty

68

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

RETURN TO INDEX



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

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

69

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

RETURN TO INDEX



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

5. Click Save

70

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

RETURN TO INDEX



STEPS

1. Complete All Supplemental Pay fields

• Add additional details regarding the 

specifics behind the supplemental pay 

request in the Originator Comments field

2. Click Save

71

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

RETURN TO INDEX



STEPS

1. Move to Position Request Summary

2. Review Position Request Summary

72

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

RETURN TO INDEX



STEPS

1. Once Review is Complete, Select Take Action

2. Select Submit for Approval

3. Click Submit!

73

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

RETURN TO INDEX



STEPS

1. Access Position Management

2. Click For UNCSA Employees

3. Login with Microsoft

74

ORIGINATOR ROLE: EHRA NON-FACULTY TERMINATION| Login

RETURN TO INDEX

https://employment.uncsa.edu/hr


STEPS
Change User Group to Originator

1. Click Positions Descriptions

2. Select EHRA NON-FACULTY

75

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

RETURN TO INDEX



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

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

76

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

RETURN TO INDEX



STEPS

1. Complete Reason for Termination

• Reason for Termination & Effective Date

2. Select Termination, Click Save

3. Move to Position Documents

4. Required: Upload Resignation Letter or other 

supporting documents

5. Click Save

77

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

RETURN TO INDEX



STEPS

1. Move to Position Request Summary

2. Review Position Request Summary

78

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

RETURN TO INDEX



STEPS

1. Once Review is Complete, Select Take Action

2. Select Submit for Approval

3. Click Submit!

79

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

RETURN TO INDEX



80


