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How to Access the Position Change Form
(PCF)

Functional Area: Position Management Module: HR

The Position Change Form (PCF) is located on OneStop.

To access OneStop start at the ECU Home page and click the OneStop icon.
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When prompted enter your Pirate ID and Passphrase, then click on “submit”.
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OnePass Login Announcements

Enter ECU Exchangs login

Withat is Banner? Find out at wiww thisishanner.corm
PiratelD:

Additional information about the Banner project can be found at

ECU.EdL
Passphrase'l

() Settings~ | % -

Prospective Students
Use "demo" as UserName and

Pasanord to ty the ECU DneStop
E——

To apply online for undergraduate admission to East Caralina University: visit CENC . arg. Please note, the

People Search

To apply online for graduate admigsion to East Carolina University for summer 2007, fall 2007 or future terms pleage click on this link: httpe:#selfeervice-
first name: last name: banner ecu edu/DAD_PRODMwskalog P_Displogi

hlon. Current ECU students, please do not create an ID

search:

Otherwise, you can request an information packet and printed Undergraduat
ECU Students =]

n or lication be mailed to you,

e admissions | is no longer available via the ECU
Onestop. If you have any guestions, please feel free to contact the East Carolina University Undergraduate Admissions Office

OneStop Tips

¢ The GPA calculator is available in the Tools area. Try it!

Example:

OnePass Login

Enter ECU Exchange lagin

Firatell): mousem

Fassphrase; sessssass

sz "demo" a=z Userfame and

Fassmord to thy the ECU OneStop

Once on OneStop click on the “Position Change Web Form” link which will be
located under Banner.
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Access to the Position Change Form and POSMAN will be based on those users
who have security access--update or inquiry--to the forms NBAPOSN or NBAPBUD.

At this point you can either start a position change form or review / approve a
reference. A reference is a position change form that has been submitted.

OneStop

[Home [ iy Pave [

Ay Logout [T]| Personalize [#] | Help [7]

ioole > Position Change ‘Web Farm

To subrmit a position change request, enter the position number, gelect the fiscal year then click the search button. Ta view or modify an existing change, enter the reference number and click the associated search button

options Position Search
Position Number: Fiscarvearizon B

Search Position Change Reference

Reference Number:

> Iithese fields are disabled, you are not allowed to access position data from this application
» To access POSMAN reports, go to the scuBIC Report Manager,

©2007 New Technologiss Develapment Group, East Caralina Universi

Security | Use Policies | Contact Us

To Start a Position Change:

Enter the Position Number
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Enter the Fiscal Year
Click on SEARCH

Note: Banner position numbers are the 5-digit HRMS position numbers preceded by
a “9” for permanent positions or “R” for salary reserve positions (94xxx in HRMS).

A OneStop

[Home T iy Page 23

jr 5 8 Logout [ 1]| Personalize (%] | Help (7

toals » Position Change Wyeb Form

To submit & position change reguest, enter the position number, select the fiscal year then click the search button. To view or modify an existing change, enter the reference number and click the associated search button,

options Position Search
Position Number: a00331| +—

Fiscal Year: ‘— ‘_

earch Position Change Reference

Reference Number: l:l

» Ifthese fields are disabled, you are not allowed to access position data from this application.
» To access POSMAM reports, go to the ecuBIC Report Manager.

This will open up the Position Change Form (PCF).

Example 1: Position Change Form (PCF)
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N/

toals > Pasition Change Waeb Faom

Logout|T|| Bersonalize |%| | Help | 7]

To submit this change and attach a related change, onter all relavent information and click the attach next change' button, To submit @ change to the position, enter all

ralavant information and click the Tinished button, The ‘Thange References’ ares containg all pending permanent action requests and all temporary action requests

related to this position for the selected fiscal year, If you are allowed ta view the details of the request, thare will be a link assaciated with the request. Ta access
OSMAMN repons, go to the :

Barch

Fiscal Yea

Change ation
* Type of Change: <O Permanent <0 Temporary College
* Change Action: (ehas an that appna [ FTE Change L =
[] Employees Class Change * Divislon
[ Budget Dollar Change
[ Funding Change
[0 Dramer Org or Location Change
- 1 Date of C [
] Budget Transfer Form forthcoming * Denotes required field
Email the following about this change {optional):

[ [ =2 = | =2

Comments:

SO0 ah araote s mas

Basic Position Information
Paosition Ti

: Accountant |

| Change = Budget Effactive
Ref# 1.
Beqg Date: 07 M6M02 End Date: | Ref# | rype Change Stotus by
Position Type:  Single P —
Position Class: 00701 - Accountant |
CURRENT VALUE NEW VALUE
- Employese Class: =1 SPAFT Perm exempl [

Position Group: = |

BEE

* Position Location: 240201 AF Financial Reporting Admin |
Exempt Indicatar: v Budget Type: P
Tatal P Bud armati
"~ Position Owner Org: 240201 - AF Financial Reporting Adrmin |2
HEW VALUE  INEREMENT HEW vALUE HCREMET
* Total FTE: 1. 0000 =2 § * Total Budget: § 4997900 %
Budget Labor Distr Informatl

] REMOVE THIS FOAP
Fund Code:

NEVY WAL

Organication Code: 280107
Account Code: BOZ00

Program Codo: 1700
HEW WALUE INCREMENT
Project Coda(FTE): 1.0 [ =3 | |
Budget: F 49,979 00 £ | | |
Budget Code: 16066 | Budget Percentage:  100.00% | | %
= All Budget Labor fields are required. Budget code and budgel percentage fields are wiew-only.
| orrach nest chonge]
Yo mekel I rrievr Tiancli g SoUroe, Sl Sk th SAdd Rev FUnSing Bource’ cheskBox Brd enter the regulred infor mllon. All felds Bre regulned wWhen Bding & rew funding
1 Add Hew Funding Source
Fund Code: [

Organization Code: [

=
=
Account Coda: | =
Program Code: | =
Project Code(FTE): [ =
Budget: £

Budget Code: | |

Budget Parcentage.

[1Add New Funding Source
Fund Code: [ =
Organization Coda: | m
Account Code: | =
Program Code: [ =
Project Code(FTE): [ =
Budget: E

Budget Code: | | Budget Percentage

All changes will go thraugh an approval pracess before they are appliad
If thare i= anathar change related ta this change, click the ‘attach next change' button

If this change is not related 1o anather,

lick the finished' buttan ta save yaur changes
changes

Click the finished' button to save you
ck the

meel' buttan ta q

it withaut saving chandes

OO Maw T roup, Dart Camline

Gacurty | Uss Polisies | Contact Us

To Select a Reference Number:
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Enter the Reference Number
Click on SEARCH

A OneStop

[ Home [ MyPage JNCTENN Community [ Profile [ E-mail |

Logout 1] | Personalize [#] | Help H

tools » Paosition Change Yeb Form

To submit a position change request, enter the position number, select the fiscal year then click the search button. To view or modify an existing change, enter the
reference number and click the associated search button.

Position Number: l:l Fiscal Year: | 2007 +

Search Position Change Reference
Reference Number: b

+ Ifthese fields are disabled, you are not allowed to access position data from this application.
* To access POSMARN reports, go to the ecuBIC Report Manager.

This will open up the Reference Form.

Example 2: Reference Form
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2 Logout| ]| Eersonalize (%] 1 Help (7]

Ta madify this request, make an:

{h-ﬂ.-.-!’y changes and click the ‘update” button. To proc
any aptional comments than clic "

the ‘approve’ ar ‘deny’ buttan. To access FOSMAN report

remain.
A wall ga ah an app P befare they
 Slick the ‘cancel’ button to quit without saving changes.

this request, select at
g0 to the

applied.

ast one budget office approver, enter

uoneo 1)

Al forrm fields can be changed but & requested change value cannot be removed. If the field is cleared, the original position value will

=0T Haws T

o up, Fart Carsiins

Saourity | Uss Folicias | Contast Us
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How to Initiate Changes to One or More
Positions

E A 5 T
CARODLINA
UNIVERSITY
—

Functional Area: Position Management Module: HR

NOTE: Throughout the document, criteria fields for the examples will be shown in
purple font with the data to be keyed shown in golden font.

Open the Position Change Form:
See "How to Access the Position Change Form (PCF)” — page 2.

Changes to a Single Position:

Enter the Position Number
Enter the Fiscal Year
Click on SEARCH

& OneStop

[ Home T WyPage JEZTH

o A7 ) Logout [1]| Personalize [%] | Help [7

tools > Position Change Weh Form

To subrnit a position change regquest, enter the position nurber, select the fiscal year then click the search buttan. To view ar modify an existing change, enter the reference number and click the associated search button

options Puosition Search
Position Number: 00531 | lf—— Fiscal Year: 2007 v e +—
Search Position Change Reference
Reference Number: :l

¥ Ifthese fields are disabled, you are not allowed to access position data from this application.
-+ To access POSMAN reports, go to the ecuBIC Report Manager.

Position: 900931
Fiscal Year: 2007
Click on SEARCH

This opens the position number screen.
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Position Screen:

Note: * asterisk indicates that a value is required.

Position Information

Position Number: 900931 Fiscal Year: 2007
Change Information Approval Selection:
“Type of Change: O Permanent O Temparary College
= Change Action: (ched all that apph [] FTE Change _ m
[ Employee Class Change
[ Budget Dollar Change _ &
5 Fondng Shange N § 2 P

[ Owner Org or Location Change

CRequested Effective Date of Change: !
[] Budget Transfer Form forthcoming ——' * Denotes required field ‘l—

Clicking on the [ displays the allowable entries for that field. At this time typing is
allowed only in the FOAP and Project Code(FTE) fields. For all other fields, entry of

the criteria is performed by clicking on the C] and selecting the appropriate value to
populate the field. In the future this may change.

For example: In this section the [ provides a list of the approvers in each area.

Click on the name of the approver which highlights it, and then click on “Select”.

College Approvers

ANDERZOMCA & | Select *—
AYERSE

BOWWEM.]
DOUGHTIER

SANIME

<+

The originator CANNOT select themselves as an approver.
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Changes to a Single Position:

Type of Change: Permanent
Change Action: FTE, Budget Dollar, and Funding
Effective Date: 7/15/07
Budget Transfer: Checked
Approvers:
College: HARRISONR
Division: BOWENJ

Puosition Information

Position Number: 900931 Fiscal Year: 2007

Change Information Approval Selection:

* Type of Change: @ Permanent O Temporary College

* Change Action: (eheck all that appty) [7] FTE Change rarrisonr | [
[ Employee Class Change * Division
Eudget Dollar Change BOWER. |
v
P ) 1

[ Crener Org or Location Change

* Requested Effective Date of Change: U7/15/07

Budgyet Transfer Form forthcoming " Denotes required field

Note: Checking the “Budget Transfer Form Forthcoming” box indicates that YOU will
immediately send an electronic budget transfer form via e-mail to the appropriate
Budget Office. The budget transfer form is located on the Budget Office web page
as Banner Budget Transfer Form (Unit Batch Transfer—Moving Salary Dollars or
Crossing Program Codes). http://www.ecu.edu/cs-

admin/financial _serv/Budget.cfm. Also, the reference number of the PCF MUST be
included in the explanation box on the budget transfer form.

Email: ANDERSONCA
Comments: Add $10,000 from Special Funds ---pbd

Email the following ahout this change {optional):
anDERSONCA| [Z] | | | | [

Comments:

hdd $10,000 frow Special Fund(———pbﬂ >

(500 characters ma:x)

Basic Position Information

Position Title: Accountant | Change References
Beg Date: 07/16/02 End Date: pefp Change | Budget |« | Effective
Type Change Date

Position Type: Single
Position Class: 00701 - Accountant |

105 F .00 Approved a7 M507

Prepared: September 16, 2008 11 of 61


http://www.ecu.edu/cs-admin/financial_serv/Budget.cfm
http://www.ecu.edu/cs-admin/financial_serv/Budget.cfm

Email Section:
The selection of a person(s) to receive an FY| email is optional. The selection
is limited to ONLY people listed as APPROVERS.

Comments Section:
Comments in Banner are EXTREMELY important as they will be forwarded to
approvers and kept in HISTORY. Please try to use as much detail as possible, but

be concise. Once the comment is complete please add “--- your initials”.
This makes it easier to identify who wrote the comment.

Example 3: Email Received as an FYI

From: doughtiepBecu.edu [mailto:doughtiepfecu.edu]

Sent: Tuesday, May 22, 2007 6:35 AM

To: Anderson, Carolyn James

Subject: L change to position 900931 has been submitted by Penney Doughtie

**+ THIS EMATIL WAS AUTOMATICALLY GENERATED BY THE ECU ONESTOFR #**+

FPO3IITION CHAWGE WEB FORM

The following Position Change Regquest has been submitted through
the OneStop Position Change Weh Form application:

Change Request Information

ORIGINATOR : doughtiep

REFERENCE : 114

FOSITION : 900931

FISCAL YEAR : 2007

CHANGE TYFE : Permanent

EFFECTIVE DATE : 07/15/2007

BEUDGET FORM B

CHANGES : FTE Change, Budget Dollar Change,Funding Change
COMMENTS : Add $10,000 from Special Fund ---phd

Basic Position Information

EMF CLALS3 1 31
POSITITION GROUP
LOCATICN 1 240201

Total Position Budget Information

OWNER ORG 1 240201
TOTAL FTE : 1.0000 (0.0000)
TOTAL EBUDGET : 53973.00 (10000.00

Budget Labor Distribution Information

FUND : 111170

ORG 1 280101

ACCOUNT : 60200

PROGRAN : 1700

PROJ(FTE) H 0.5000 {-0.50000}

BUDGET : 299390.00 {-19989.00}

BUDGET % : 50.00 {-50.00%
ADDED

FUND : 310670

ORG 1 240501

ACCOUNT : 60200

PROGRAN : 1100

PROJ(FTE) H 0.5000 {0.5000%

BUDGET : 2995%.00 {29989.00}

BUDGET % : 50.00 {50.00%

The originator of this request generated this email to inform you of the
change, which may be subject to approval.

**+ THIS EMATIL WAS AUTOMATICALLY GENERATED BY THE ECU ONESTOFR #**+

Prepared: September 16, 2008
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Fields that REQUIRE a value:

Employee Class
Position Location
Position Owner Org
Total FTE

Total Budget

VVVVY

This DOES NOT mean that a new value is REQUIRED. It means that there MUST
be a value represented either in the current value or new value location.

- CURRENT VALLUE = MEW VALIIE Y
51 SPA&FT Parm axempt A
Pesition Groug: . IEI
° Position Lecation; 2E AF Freancl Repartng Adorn E
m Exempd Indicato: ¥ Budget Type: P 1
Tatald Position Budgit Maloimal lign
240701 - AF Feanczsl Rigarding Adsren m
W VALUE INCREMEMT R CALUE wi kg e
CraDiom | 0 GosemdYs s ¢
u [ ]

Total Budget:

Notes: 1) Data may be entered for the “Budget” or “Project Code (FTE)” in the
“INCREMENT” field; the new value field will be calculated.

2) Do NOT use $$ or commas in budget fields.

3) Budget $$ MUST be a whole number.

All other fields had a value and did not need to be changed.

CURRENT VALUE NEW VALUE

* Employee Class: 51 SPAFT Perm exermpt E

Position Group: E
* Position Location: 240201 AF Financial Reporting Admin E

Exempt Indicator: N Budget Type: P

Total Position Budget Information
* Pusition Owner Org: 240201 - AF Financial Reporting Adrmin E
NEW WALUE INCREMENT NEW WALUE INCREMENT
* Total FTE: 1.0000 = * Total Budget: § 4997900 §59975.00 10000 4-—

Note: “Total FTE” and “Total Budget” equal the total for the position from all funding
sources. |If all funding sources added together do not equal these figures an error
will occur.
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Budget Section:

Green Circle: By checking “Remove This FOAP” the current funding source
information will be deleted. This will require the “Add New Funding Source” indicator
to be checked and data entered.

Another method is to leave the “Remove This FOAP” box unchecked and simply
enter the new values.

RED Boxes: Budget Code and Budget % can not be adjusted manually; the
system will automatically populate these fields.

BLUE Box: Attach Next Change: use for multiple RELATED position actions
Cancel: cancel PCF
Finished: submits PCF for approval
CURRENT VALIE NEW WALLUE
111170 m
Duganization Code; a0 m
Account Code: B0200 &=
Frogram Code: 1700 m
Project Cadu(FTE: 10 ]
Budgae $ 435000 £
Budget Code:  160ES I Budgel Pecentage 100 00% % ]

Project Code (FTE): decrease by .50 in the “INCREMENT” field
(entered as “-.50")

Budget: decrease by 19989 in the “INCREMENT” field (entered as “-19989”)

Do NOT click on “Finished” at this point unless another funding source is not
needed. The “Add New Funding Source” is listed below this section.

Budget Labor Distribution Information

O REMOVE THIS FOAP CURRENT VALUE NEW VALUE
Fund Code: 111170 [ A
Organization Code: 280101 I:l E
Account Code: 50200 I:I E
Program Code: 1700 I:I E
NEW WALUE INCREMENT
Project Code(FTE): 10 —e s |[E] a0 |
Budget: $49,979.00 —le 250000 | 19969 |

Budget Code:  160B5 l:l Budget Percentage:  100.00% 50.00 %

* All Budget Labor fields are required. Budget code and budget percentage fields are view-only.

attach next change cancel finished

Prepared: September 16, 2008
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Add New Funding Source:
Add New Funding Source box:

Select or enter new funding data
Fund:
Organization:
Account:
Program:
Project:
Budget:

To add a nevw funding source, select the 'Add News Funding Source' chec kbox and enter the required infor mation. All fields are required when adding 2 new funding source.

[¥] Add New Funding Source g

Fund Code: 310670 =] <4+

Organization Code: 240501 E ‘-—

Account Code: B0200 E ‘-—

Program Code: 1100 E ‘——

Project Code{FTE): £0 =] <=

Budget: /29089 44—

Budget Code: Budget Percentage: |50.00 U

[JAdd New Funding Source
Fund Code:

Organization Code:
Account Code:

Program Code:

B E E & E

Project Code(FTE):
Budget: by

Budget Code: Budget Percentage: %

Changes to the PCF are now complete, click on “FINISHED".
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Example 4: Changes to a Single Position (Entire document—ready to submit)

To subrnit 1
all ralavant

POSMAN repors

laols > Position Change ¥yeb Farm

change and

PR

o 1o the geouBic Report banaagr.
*oait
Position Numbe

200931

Change Information
= Type of Change:

The ‘Thange F

Logout |11 Personalize (%] 1 Help [+

ach a related change, enter all relavent inlulnuliurl .Jnd click the ‘attach next change® button, To subn
rmation and click the Yinizhed' button,

@ change 1o the position, enter

Fiscal Year:

& Permanent

=007

3 Temporary

© Change Action: ras s that sper [2] FTE Change
[ Empleyee Clazz Change
) Budget Dollar Change
@ Funding Change
] Owner Org or Location Change

a Date of Chang

Budget Transfer Form forthcoming

|orasmor

* Denotes required field

=

Email the g about this ae (op iy
anpeErsoncal [E | | =
!:Ilml'llll'l::

Ade 310,000 from Speciml Fund

(500 wharaters mand

Basic Position Information
Position Title: Accountant |

azZne0z

Single

Beg Date:
Position Typa:
Position Class:

* Employee Class:
Position Group:

* Position Location:
Exempt Indicator:

Total Position Bud I i

* Position Owner Org: 240201

HEW VALUE

“ Total FTE: 1 0000

00701 - Accountant |

get Labor D Infor
[ REMOVE THIS FOAP

[———

End Date:

CURRI

Raf #

ENT WVALUE

S1 SPAFT Porm exompt

240201
¥

AF Financial Reporting Adrmin
Budget Type: P

AF Financial Reporting Admin
INEREMENT

|2 |

CURRENT VALUE

W action and all

" are: all
ralatad to this position for the selacted fiscal year If you are allowed ta view the details of the requast, there will be a link associated with the request

Approval Selection:

y action
To access

College
[Harrisone | [F1
T Division
[BOwWEMI | =
[ | B coptionan
ha a a8
Change Budget Effe clive
Type | Change | Status ate
L 000 Approved 7607

NEW WVALUE

=

HEW VALUE

sasarapn  £59979.00

HEW VAL

HEE

INCREMENT

| 10000

Fund Code: 111170 =
Organization Code: 280101 =
Account Code: BO200 =
Program Coda: 1700 m
. HEW VaL U INCREMENT

Praject Code(FTE): 1.0 |0.=s000 [E |-s0 |
Budget: $ 49 97900 /9990 00 | [-1o989

Budget Code: 16065 Budget Percentage:  100.00% |[S000 |2

* Al Budgel Labor finlds are required. Budget code and budget pereentage felds arne view-onl
[ sttach maxt chanos |

Tes mated 3 s funding mo

[=] A Mew Funding Source

Fund Code: |310870
Organization Code: |240501
Account Code: [E0z00
Program Code: [1100
Project Coda(F TE): [.s0
Budgat: /20080

Budget Coda:

[CJ&add New Funding Source
Fund Code:
Organization Code:
Account Code:

Program Code:

Project Code(F TE): [

will go through an
If thare is another change related ta thi

Click the finished' button to

B I007 Hew Teshnalagies Davalapment Graup, Fast Caraling Univerity

Prepared: September 16, 2008
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malaot the 'Add Hews Funding Ssurcs’ ohenkbos snd srter the required irformstion. M) fslds

If this change is not related ta anather, click the finishad' buttan to
ave your changes

Budget Percentage: 5000

Budget Percentage: |

sfore they are ap

tach next change' button

save your changes

Click the ‘cancal’ buttan to quit without saving changaes

Sacurity |

ra renquired when sdding

Usa Palisiss |

Cantast Us
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Example 5: Result of “FINISHED” being clicked on PCF

seatch position

1ogies Baslapmast Gosep. La Catlins Usivess

Puosition Information
Pasition Humbar: 300551

Fiscal Yoar: 2007

Reference 114 (Sequence 1)

Change Request Informatian
Originator: DOUGHTIER

Status: SUBMITTED ezt
Type of Changs: Permanent BOWEN
Change Action:  Budgel r Chargs

Auquested Efuclive Date of Change: 07/15/2007
Hudget Transter fontheoming: ¥

Commen ts:

ddd 10,000 from Special Fund ---pbd

00 shariibes o)
Basic Pasition Informatian
Pasltion Title:  Accountant |
[yl =g
Pasition Type: Single

Erad Date: furg  Change  Budget

Bog Date:
Typa  Change Date
3 )

]
Pasltion Class: (0701 - Accountant |

CURRENT VALUE

* Employee Class: 51 SPAFT Permn exemy Pt m
Pusition G &]
Pasitin A0 AF Firancial Reporting Admin 5]
Exump ¥ Budged Type: ©

Total Position Budget Information
CURRENT VALUE REQUEST VALUE  HEW VALUE
* Positlan Owner Org: N - AF Financial Rsporting Adein o 8]
nnnnnnnnnnnnnnnnn
* Tatal FTE: 10000 B =
* Tatal Budgat: $49.979.00 s sgem g
Budgel Labor Distribution Information
[] HEMOVE THIS FOAF CURRENT VALUE REQUEST VALUE HEW VALUE

Fund Code: 111170 m

Organication Code: 200101 m

Account Codu: [ir i

Program Code: 1700

uuuuuuuuuuuuuuuu

Projact Code(FTER: 10 0500

Budget: $ 837800 $2I000 (1FHSW)  §

Budgel Code: 16065 %  Budget Parcentage: 10000% S000%
] REMOVE THIS FOAP CURRENT VALUE REQUEST VALUE HEW VALUE
* Hew Funding Source
310570
280801
I
1m
[— IncsEunT
Projoct Code(ETE): 05000 &
Budget: § 2936900 ¢
Budget Code % Budge Percenage: S0.00% %
10803 sk e, st e A e g S e o rs sk onon, s g v s e
] Aaded Mo Funding Source T T

Fund Code: m T

Organization Code: 6]

Account Code: m

Program Code: m

Projuct Code(F TE): m

Budgat: 5

Budget Cde: Budget Parcanta g %

[ Ml Huwr Funding Source
6]
&)
5]
=

Projact Code(FTER: (5]

Budget: §

Budget Code: Budget Percontage: %

+ Al faern alds can be changed but & reque
* &l changes will go through an appenval peo
+ Click the ‘cancer buttn 1o quit wihout s#ing changes

change vakue cannct be remaved. If the field is eloarsd, the ariginal pasition valug will ramain
bafore fhey are appied

Gdpurty | s Patisiar| Ceataskus

Prepared: September 16, 2008

After “FINISHED” is clicked a new
screen will appear with a message
at the top in RED.

If required data is missing, an error
message will be displayed
requesting the information.

As in the example, if everything
required has been entered the
message will be:

**Reference #: Change to
position ‘#’ has been successfully
requested**

At this point please REVIEW the
changes. This is the first UPDATE
/| DELETE screen. UPDATES/
DELETE must be done BEFORE
the PCF is approved at the next
level.

See “How to Update or Delete
One or More Position Change
Forms (PCF)”- page 27.
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Changes to More Than One Position:

Follow the steps to changing a single position:
» Click on “ATTACH NEXT CHANGE" to add a subsequent position change.
» DO NOT click on “FINISHED” until all position changes have been completed.

Multiple Position Change (First Position):

Position: 952579

Fiscal Year: 2007

Type of Change: Temporary

Change Action:  FTE and Budget Dollar
Effective Date: 07/17/07

Budget Transfer: Checked

Division Approver: BOWENJ

Comments:
To increase position 952579 by $5000 from position 929600.
Budget transfer to follow. This is a multiple PCF ---pbd

Note: Comments are EXTREMELY important.

DISCLAIMER: Position 952579 is an SPA (60200) position and position 929600
is an EPA faculty (60150) position. Funds CANNOT be transferred from an
EPA faculty (60150) position to an SPA (60200) or EPA-NT (60100) position.
These positions were used for this example only.

Total Budget: increased by 5000 in the “INCREMENT” field
State FOAP:

% Budget: increased by 5000 in the “INCREMENT"” field.

« Project Code (FTE): increased by .02 in the "INCREMENT” field.
MFPP FOAP:

« Project Code (FTE): decreased by .02 (entered as “-.02") in the
“INCREMENT” field.

Upon completion of the first position, click on “ATTACH NEXT CHANGE".

Prepared: September 16, 2008
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Example 6: Multiple Position Change

(First Position: Entire document—ready to attach next change)

Prepared:

tecls = Eositien Change Vveb Form

Logout| 1| Personalize % | Halp [+

Ta submit this change and attach a related change, enter all relavent information and click the ‘attach next changs’ button, To submit a change 1o the pasition, snter
all relavent information and click the finished' button. The 'Thange Referances” area containg all pending permanant action requests and all temporary action requasts
ralated to this position for the selected fiseal yoar. If you are sllewed to view the details of the requist, thare wall be & link associated with the request, Te sceass

OSMAN reports, go to the

Paosition Numb, DE2E7D Fincal Yoar: 2007
Change Information Approval Selection:
“ Type of Change: © Permanent & Temporary Colluge
“ Change Action: (chec ail that speiyd [¥] FTE Change | m

] Employee Class Change Divislon

Budget Dallar Change BOVWER] | =

Funding Cha »
= pandina | [ apuicnan

[ Oy O o Lacation Change

= Dt of Ch : [D7 77

[=] Budget Transfer Form forthcoming

Email the following about this change (optional):

| = O | =

Somments:
To incresse posicion 952578 by $5000 foom
posicien 929400, Budget transfes te Tollaw.
Thim im = mwultiple PCF ———pbd

Basic Position Information

T Oificer Il Change | Budget Effective
#
By Date: D5/01/96 1 Date: L e Change | S0 Date
Position Type:  Single = T
Position Class: 01606 - Administrative Officer 1 111 v
CURRENT VALUE
 Employos Clows: 51 SPA FT Parm sxempt
pport Serice
P
Total Position Budget Information
* Position Owner Ofg: 511501 - HS Facully Support Serdce =
M VALUB  INE REMENT N vALUE IHEREMENT
“ Total FTE: 10000 | (a2 * Total Budget: § 5352500 $/56525.00 5000
Budget Labor Distribution Information
7] REMOVE THIS FOAP CURRENT VALUE HEW VALUE
Fund Cod EREIT] =
Organization Code: 61160 =
Account Code: BO200 =
Program Code: 100 =
HEW vALUE IHE REMENT
Project Code(FTE): a0 0.8700 @ [0z
Budgen § 42 B0 .00 §47E20,00 | |sooo |
Budget Code; 16066 Budget Percentage:  80,00% (8171
[T REMOVE THIS FOAP CURRENT VALUE NEW VALUE
Fund Cod a2 =
Organization Code: E10001 =
Account Cod BO200 =
Program Code: 1420 =
HEW vALUE HERE T
Project Code(FTE): 20 0,1600 A [0z
Budget: $ 10,705.00 - | |
Budget Code:  OB06E Budget Percentage:  20.00% |

= Al Bludg,

raquired. Bludget code and budget pe ® vieweonly.

whan moding = ne funding

To: mokdd m s Punding mouras,

[ClAdd Mew Funding Source

Fund Cod

Organization Code:

Account Cod

Program Code:
Project Code(FTE):

Budget: k4
Budget Coda: Budget Percentage: %

[Cladd Hew Funding Source
Fund Code:
Organization Code:
Account Codae:
Program Code:
Project Code(FTE):
Budget: 5

‘HEEED

Budget Code: Budget Percentage: %

Al changes will go through an approval process before they are applied.

If thare i another

»
> hange related to ¢
* I this change is not related 1o another, click the Yinished' button to save your changes
* Click the finished’ button to save your changes.

> changes

thee "cancel’ Butten 1o gquil withaut saving

2007 v Tachnologies Developmant Sroup. £t Careling Unismity SBacursty | Usa Polisias | Contact Uy

September 16, 2008
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After clicking on “Attach Next Change”, a new screen will appear with a message in
RED at the top.

= Reference: 115 Position (252573) submitted successfully - Enter the position number of the next change ™

Position Search

Position Number: I:I Fiscal Year: | 2007 + 0
Puosition Information
Position - . . .
Number: 952579 Fiscal Year: 2007 9 Reference: 115 (Sequence: 1 of 1)

The second section @ -- Position Information -- displays the changes that were
made to the first position. Notice that the reference now shows “Reference: #
(Sequence 1 of 1)". Please review the changes.

Once the second section @ -- Position Information -- is reviewed, enter the next

position number to change in the first section -- Position Search -- and click on
SEARCH.

Prepared: September 16, 2008
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Example 7: Result of “Attach Next Change” being clicked (Entire document)

| Multiple
Position PCF
message
received after
first position

OneStop

Tools

Logout [1] | Personalize [#%] | Help [7

My Page

tools = Position Change Web Form

To submit a position change request, enter the position number, select the fiscal year then click the search button. “iew the results of the previously submitted
position change below. Modifications are allowed after all related requests have been submitted. Change haS
= —' ** Reference: 115 Position (852575) submitted successfully - Enter the position number of the next change ™ ‘-— been
Enter next POSIION |y
Position Search Successful Iy
Number tO be Puosition Number: -:. Fiscal Year: | 2007 + entered

changed.

Position Information

osition

Prepared: September 16, 2008

N ) 952579 Fiscal Year: 2007 Reference: 115 (Sequence: 1 of 1)
umber:
Change Reguest Information Approval Information
Originator: DOUGHTIEP Division Approver:
sowena| REfErence shows
Status: SUBMITTED « ’
Type of Change: Termparary (Sequence 1 Of 1) '
Change Action: Budget Dollar Change
FTE Change
Requested Effective Date of Change: 07/17/2007
Budget Transfer forthcoming:
Reguestor Comments: To increase position 952579 by $5000 fram
position 328600, Budget transfer to follow,
This is a rultiple PCF ---pbd
Basic Position Information
Position Title: Administrative Officer |l
Bey Date: 0501496 End Date:
Position Type: Single
Position Class: 01606 - Administrative Officer Il
CURRENT VALUE HEW VALUE
Employee Class: 51 SPAFT Perm exempt -
Position Group: -
Position Location: B11501 HS Faculty Support Serice -
Exempt Indicator: N Budget Type: P
Total Position Budget Information
CURRENT VALUE NEW VALUE
Position Owner Org: B11801 - HS Faculty Support Service
Total FTE: 1.0000 -
Total Budget: $535625.00 $ 58562600
Budget Labor Distribution Information
CURRENT VALUE NEW WALUE
Fund Code: 1210
Organization Code: 61150
Account Code: BO200
Program Code: 1010
Project Code(FTE): 80 0.8200
Budget: $42520.00 80.00% $47820.00 81.71%
CURRENT VALUE NEW VALUE
Fund Code: 314012
Organization Code: B10001
Account Code: B0200
Program Code: 1420
Project Code{FTE): o0 01800
Budget: $10705.00  18.29%
-+ |fthese fields are disabled, you are not allowed to access position data from this application.
* To access POSMAN reports, go to the ecuBIC Report Manager.
@2007 New Teshnologies Development Group. East Carolina University Security | Use Policies | Contast Us
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Multiple Position Change (Second Position):

The reference now shows “Reference: # (Sequence: 2)”.

Reference: 115 (Sequence: #)

Position: 929600

Fiscal Year: 2007

Type of Change: uses information from sequence 1
Change Action:  uses information from sequence 1
Effective Date: uses information from sequence 1
Budget Transfer: uses information from sequence 1

Division Approver: uses information from sequence 1
Comments:
Transfer $5000 from 929600 to 952579. Budget transfer to follow.
Multiple PCF - reference 115, seq. 2 ---pbd
Note: Comments are EXTREMELY important.

Total Budget:
decreased by 5000 (entered as “-5000") in the “INCREMENT” field

Note: If there are more positions to be changed click on “Attach Next Change” until

all of the sequences are complete. Once all changes have been entered click on
“FINISHED”.

Prepared: September 16, 2008
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Example 8: Multiple Position Change (Second Position - Entire document)

on Change YWeb Form

To subrmit this change and attach o related o

mlated ta this pa
POSMAR roport

ao o the oouBIC Beport hManager.

nge, enter all relavent information and click the

ion far the selected fiscal yoear, If you are allowed to view the detai

i Logout [ 1] Porsonalize (%] 1 Help | 7]

Change Hegquest Information

Originator: DOUGHTIERP

Status: SUBMITTED

Type of Change: Tamparary

FTE Change

tach next change’ button. To submit a change to the position, ener all
relavent information and click the Tinished’ button. The ‘Thange References’ area containg all panding permanent action requests and all temporary action requasts
s af the raquest, thare will be a link assaciatod with the mauest. To access

Approval Information
Division Approver:

Change Action: Budget Dallar Chande

BOVVERM.

Date of C 07172007

Budgeat Transfar forthcoming: v

Email the foll ing ahout this cb i :
Commaents:

Transfer 5000 from SE9600 Lo SLILTE. |
Budgee Ermnsfer Bo follow. Multiple PCF -
reference 115, seq. 2 Pl

LS00 o ana cla s

This form shows the
changes for Sequence 2 are
ready to be submitted.

RAasic Position Infarmation

Position Tite: Teaching Instructor
Bey Date: 12001/56
Position Type:

Position Class:

Single

* Employoee Class:
Pasition Group:
* Position Location:
Exempt Indicator:
Total Position Budget Information

* Position Owner Org:

T Total FTE: 00500

Budget Labor Distribution Information
L[] REMOVE THIS FOAP

Fund Code:

Organization Code:

Account Code:

Program Code:

Project Code(FTE):
Budget:

Al Budget Labor field, . Bl

Tir el

[ladd Mew Funding Source
Fund Code:

Organization Code:
Account Code:

Program Code:

Project Code(FTE):

Budget: b
Budget Coda: |

Fund Code:

Organization Coda:
Account Code:

Program Code:

Project Code{FTE):

Budget: F
Budget Code: |

All changas will aa thraudh an approval

Ift

changn is not related ta anothor

Click the 'cancel’ button to guit without

W FOOT Haw Taahnalogles Davelnpmant Smup, Fast Camlins Uniarsity

Prepared: September 16, 2008

S11101 - A Acad A

MEW WALUE  INCREMENT

Budget Code:

e Baredineg source, selecl the d Heve Funding Seuros’ ohes e snd ecter i

If there is another change related ta this

End Date: el #

EELY

FOOODS - Teaching Instructor

CUHRRENT VALUE
EB Faculty FT Parm 12 mo 100

E11101 Al Acad Affairs Adm
v Budget Type: F

s Addrm [ =1

= | = Total Budget:
CURRENT VALUE

111101

51

50150

1010

.08
% 1 ,050,591.00
16065

& and buddet percentade finld

i

_HEEEE

Budget Parcentage:

_QEEEE

Budget Percentage:

pracess bafare thay ara applied
change, click the ‘attach naxt chanae' buttan
click the finished® buttan ta save your changoes

Click tha finishad' buttan ta sava your changas

saving changes

Budget Percentage:

e Heferences
Change Budget Effective
Type Changs = S'atus Date

v SO00.00 | Approved o 17
NEW VALUE
MEV AL LE IHERE MENT
$1,050,591.00 1045591.00 -5000

NEW WALLIE

[ | ==2)

[ =)

[ =)

[ =)

NEW VALUT

[ =
£ !
100.00% | | %

IHEREREHT

anly

v furding

e

Saauity | Uss Pollcias | Cantact Us
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Example 9: Error Message received on PCF

eStop

Comemumity | Prote | Lot |

Logout| 1| Parsonalize %/ | Help | ¥
tools > Pasiion Chanage Web Fam

To subml this change and sllach a relaled change, enter all relavent infarmation and lck the ‘sttach next change’ bulton. To submil & change 1o the position, enter all
rolawant infarmation and click the Tinished' button, The Change Referencas’ arsa contains all panding pemanant action rquests and all omparary action rmauasts
related to this posdion for the selecled fiscal year. If you are allowed 10 view the details of the request, there will be a link associated with the request. To access
POSMAN rparts, go to the

** Tha sum of the budget labor Budget amounts MUST

1the Total Budget amount - TRY AGAIN **

Position Humber: 529500 Fiscal Year: 2007 Referance: 115 (Sequence: 2

Change Roquest Information
Originator: DOUGHTIER

Approval Infarmation
Division Approver:

BOWENJ

Sratus: SUBMITTED
Type of Change: Tamparary

Change Action: Budgel Dollar Change
FTE Changa

Requested Effoctive Date of Change: 0771772007
Budget Transfer fortheoming: ¥

Email the fallowing abaut this change (optianal):

Commuents:

Tranafer §5000 from 929600 co ISZ57I.
Dudget transfer to follow. Hultiple PCF -
reference 115, acg. 2 pbd

500 shasaters mar)

Basic Position Information

Position Titla: Taaching Instructor Cl

Bey Date: 120196 End Date: Rof | Change S | ETOCVO
: Type Date

Position Type:  Single T ¥ spprowea | oznrar

Position Class: FOOOY - Teaching Instructar

CURRENT VALUE
EB Faculty FT Perm 12 mo 100

NEW VALUE
* Employes Class:
Pasltlon Group:

EEE

“ Puosition Location: S11101 AA Acad Affairg Adm
Exempt Indicator: ¥ Budget Type:

Total Position Budget Information

Error Message

** The sum of the
budget labor Budget
amounts MUST
equal the Total
Budget amount -
TRY AGAIN **

“ Pasltlon Ownar Org: 511101 - AA Acad Affairs Adm 8]
HEW YALUE IHCREMENT HEW YALUE INCREMENT
* Total FTE: 00500 = * Total Budget: § 1050591 00 §1045591.00 | [-5000

Budget Labor Distribution Information
[ REMOVE THIS FOAP

CURRENT VALUE NEW WALUE

Fund Code: 1mnm m
Organization Cade: 51 ]
Account Code: BO150 =
Program Coda: 1o m

NEW vALUE INCREMENT
Project Code(FTE): 05 =
Budget: 5 1/050,591.00 £ 1045591.00 -5000

Budget Code: 16065 Budget Parcentage:  100000% (10000 | %

-0

= All Budge! Labor Belds are required. Budgel code and budget percentage TERTE Sre wew-onty.
e e

Tio ek o gy S o, St v Bt s P Source’ chme M Bred arder e Pecured 41 Nt

e———
I add New Funding Source
Fund Code: =

Organization Code:
Account Code:

Program Code:

HERE

Praject Coda(FTE):
Budget: 4

Budget Code: Budget Percantage: %

[ Add Hew Funding Source
Fund Code:
Organization Code:
Account Code:

Program Code:

=

Project Code(FTE):
Budget: ks
Budget Code: Budget Percentage: %

* All changes will go through an approval process befare they are applied

* Ifthere iz ancther change related 1o this change, click the ‘attach next changa’ buttan
* Ifthis changa is nat related to another, click the finished button to save your changes
» Click the firishod” button 1o save your changas

»

Click the ‘cancel’ bultan ta quit without saing changos

BIOOT N Tachaolsglas Davalopmant Gioup, Eam Carsting Univarity Sasurity | Uss Poliziar] Contace us

Prepared: September 16, 2008

Notice in example 9 the
blue circle data was
keyed but on example 8
the red circle data was
not keyed. The sum of
the blue circle data must
match all funding
source(s).

To correct the error,
enter the missing data as
in the red circle, and
then click on
“Finished”.
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Result of Sequence 2 being finished:

The message at the top shows:

** Reference: 115 - Change to position '929600' has been successfully requested **

The reference notation has now changed to include “previous”.

=«previous Reference 115 (Sequence 2}

At this point the originator can UPDATE any of the position changes
associated with this reference as long as the reference has NOT been approved.
To check or update the different position pages click previous or next near the
reference number at the top.

See “How to Update or Delete One or More Position Change Forms (PCF)”’- page 27.

Prepared: September 16, 2008

25 of 61



Example 10: Result of Sequence 2 being finished (Entire document)

Logout| 11 Personalize %/ | Help ) ®

toals > Posdi d

Ta madify this request, make any necessary changes and click the ‘pdate’ button. To access POSMAN raparts, ga to the eculIC Repart Manager

. Refarence: 115 - Changa to position S29600° has basn successfully requasted * -+

G200

Pasition Number:

Change Request Information Approval Information
Originator: DOUGHTIER Division Approver:
Status: SUBMITTED BOWEN)

Type of Change: Temporary

Change Actlon: Budget Dollar Change
F
Requestad Fffactive Date of Change: O077/1772007

Comments:

Dudget transfer to follow. Multiple PCF —
ceference 115, arcg. 2 phd

updating.

L This form shows the
e changes for Sequence 2
Teanster §5500 from SEREO0 o 5SS with the capability of

500 e aractate ma)

Basic Position Information

Position Teaching Instructor Change Refarances |
Dag Date: 1201/96 End Date: Changs | Budget Effacthne
. . Raf® | “Type | Change % pape
Paosltlon Type: Singls prTy T woon00 | appreess | omseror
Paosition Class: FOODD - Teaching Instructar
CURRENT VALUE REQUEST VALUE HEW VALUE
* Employee Class: EB Faculty FT Perm 12 mo 100 =
Position Group: =
* Position Location: 511101 AA Acad Al E
Exempt Indicator: ¥ Budget Type:
Total Position Budget Information
CURRENT VALUE REQUEST VALUE NEW VALUE
* Position Owner Org: S11107 - AA Acad Affairs Adm . E

HEWVALUE  IRCREMENT

T Total FTE: 0.0500 .

” Total Budget: $1 050500 % 1045591.00 |

Budget Labor Distribution Information
L] REMOVE THIS FOAP CURRENT VALUE REQUEST VALUE NEW VALUE

Fund Code: 11101 =
Organization Code: 51 =
Account Code: B0150 =
Program Code: 1010 =
HEW YALUE INCREMENT
Project Code{FTE): 05 =
Budget: $ 105059100 $ 104559100 (500000} §
Budget Code. 16085 % Budget Percentage:  100.00% 100.00% %

ncel e
To add & rrave harding seuree, seleol e Add Nev Furding Sewres’ eheobibon and snber e ceguoed indor malion. Al lislds are reguined v o
furding seures,
] At Mew Funding Source

Fund Code:
Organization Code:
Account Code:
Pragram Codea:

Prajoct Code(FTE):

HERREHE

Budget: %
Budget Code: Budget Percantage: %

[ Add New Funding Source
Fund Code:
Organization Code:
Account Code:

Program Code:

HDEEEE

Project Code(F TE):
Budget: 5
Budget Code: Budget Percentage: %

* All farrm fislds can be changed but a requested change value cannat be removed. i the fisld is cleared, the ariginal pasition value will remain

+ Al changes will ga through an approval process befare they are applied
+ Click the ‘cancel’ huttan ta quit withaut saving changes

#3007 Hew Teshnolegies O

lupmund Giuup, Easl Cay

Bwiiity | Uss Fuli

Prepared: September 16, 2008
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How to Update or Delete
One or More Position Change Forms (PCF)

A S T
CARODLINA
UNIVERSITY

= Functional Area: Position Management Module: HR

NOTE: The originator can update or delete a position action only if it has NOT been
approved at the next level.

First Opportunity to Make Updates or Delete the PCF
(Originator ONLY):

Once the originator has entered a position change and clicked on “Finished”,
a screen appears displaying the changes that have been made to the
position. This is the first chance that the originator has to make any updates
or delete the Position Change Form (PCF).

If there was an error made when keying, enter the correct information in the
“INCREMENT?” fields. Then click on “Update” at the bottom.

If everything is correct, either click on “Cancel” at the bottom or “Position
Change Form” at the top. Either of these options will end the form without
modifying the position change form (PCF).

If this action has been entered in error or is no longer needed click on
“Delete”; this will void the PCF.

Example 11: Reference 114 Single Position PCF
Example 12: Reference 115 Multiple Position PCF Sequence #2

Prepared: September 16, 2008 27 of 61



Example 11: Reference 114 Single Position PCF

W ZOOT Haws T

** Reforonce: 114

Change ta position 900931° has boen successfully requested **

Pasition Number: 900551

Change Request Information

Originator: DOUGHTIERP

Status: SUBMITTED

Type of Change: Permanent

Change Action: Budget Dollar Change
FTE Change

Funding Change

Date of Ch i
Transfar g v
Comments:
Add $10,000 from Special Fund

(SO0 sharastess mar

Hasic Position Infarmation
Paosition Titd

Accountant |

Fiscal Yaa

07152007

———phd

Aeg Date: o7 MEAO2 End Date:
Position Type: Single
Position Class: D070 - Accountant |

“ Employes Class:
Puosition Group:

~ Position Locatio

Exempt Indicator: ¥ Budget Type: P
Total Position Budget Information
CURRENT VALUE REQUEST VALUE

" Position Ownar Org: 24001 - AF Financial Reporting Admin =

T Total FTE: oo -

= Tatal § 49 27900 $ 52.979.00
Budget Labor Distribution Information

] REMOVE THIS FOAP CURRENT VALUE REQUEST VALUE

Fund Code:
Qrganization Code:
Account Code:

Program Code:

Project Coda(FTE):
P gt
Budget Code: TEL
[ REMOVE
= Muew Funding Source

Fund Code:

THIS FOAR

Organization Coda:
Account Code:

Frogram Code:

Project Code(FTE):
Budget:

CURRENT VALUE

Reference 114 (Sequence 1)

Approval Information
College Approver:

Division Approver:

HARRISOMR

The individuals

BOWEMNJ

selected as
approvers cannot
be updated.

hange References

Change Budgat Effactive
Rerf & Typa Change | Stats Data
p L L 000 Approved OFAS0T
REQUEST WVALUE

S1 SPAFT Perm exempt

240201 AF Financial Reporting Sdmin

111170
280101
BUZUD
1700

1.0

49 .979,00

Y

CURRENT VALUE

Budget Code o

S000
$ 29.990.00 (-19909 00)
Budget Farcentage:  100.00%
REQUEST VALUE
210670
2a0s01
OO0
1100
0. 5000
$ 29.,999.00
Budget Percentage: 50.00%

NEW VALUE

HEE

HEW VALUE

HEW VALUE

IMCREMENT

=

NEW VALUE

HEW WALUE

ko

S0.00%

HEW VALL

MEW VALUE

EEE

INCREMENT

o

E

INCREMENT

= et ) o |

T it
funding souroe

[ClAdd New Funding Source
Fund Code: |

Organization Code:
Account Code:

Program Codue:

Project Code(F TE):

Hudget: |

Budget Code:

[C1Add New Funding Source
Fund Code: |
Organization Code:
Account Coda:

Program Code:

Project Code{FTE):

Budget: E
Budget Code:

HEEEE

Hudget Parcentage:

BEEEE

Budget Percentage:

%

e Tl g S, Selee e “Add Hev Funding Seunee’ oreo ke and erter e cegured infor mation. Al fields e

T

These are the same
choices that are
given for Sequence 1
of a Multiple
Position PCF.

* Al form fields can be changed but a requested change value cannot be removed, If the field is cleared, the orginal position value will remain,
» Al changes will go through an approval process before they are applied
# Click the ‘cancel’ button to quit withoutl saving changes.

Sroup. Last Carsling
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Example 12: Reference 115 Multiple Position PCF Sequence #2

OneStop

Logout 1] Personalize |%/ | Halp (7

rm

To modify this request, make any necessary changes and click the ‘update’ button. To access POSMAMN reports, go to the gcyBIC Repor Mansger

Position Information

Position Numbaer: 925500 Fiscal Year:

_. ** Referance: 115 - Change to position 929600° has been successfully requested = *—.

dume e page 1

Change Requast Infarmation
Originator: DOUGHTIER

Approval Infarmation
Division Approver:

BOWEMN)

Status: SUBMITTED
Type of Change: Temporary

Change Action: Budget Dollar Change
FTE Change

Requested Effective Date of Change: 0/1702007
Dudget Transfer forthcoming: ¥

Comments:
Transfer 5000 from 9I9600 to 95I579.

Dudget transfer to follow. Multiple PCF -
reference 115, seq. 2 ---pbd
(RO sharavtars max)

Basic Position Information

T B B v Friing BOURCS, BAIEST Bl 'AS Navw FURING BOLRCS’ SRS S Srasr
fundineg scurce,

[ClAdd New Funding Source
Fund Code:

EE

Organization Coda:
Account Code:

Program Codo:

HEE

Project Code(FTE):
Budget: S

Budget Code: Budget Percentage: %

[ClAdd New Funding Source
Fund Code:
Organization Code:
Account Code:

Program Code:

EREEE

Prajoct Coda(FTE):
Budget: §

Budget Code: Budget Parcantage: %

+ All changes will go through an approval process before they are apphied
# Click the ‘cancel’ button to quit without saving changes

Position Title: Teaching Instructor Cis
By Date: 1.7.111&1 End Date: Ruf & C'_;;:z“ g::.?:; Status 5"3;—‘:;'“
Position Type: Single 111 T SO0000 | Appreved | 07T
Position Class: FOO02 - Teaching Instructor
CURRENT VALUE REQUEST WALUL HEW VALUL
~ Employes Class: EB Faculty FT Perm 12 mo 100 El
Position Group: =
~ Position Location: 511101 AA Acad Affairs Adm m
Exempt Indicator: Y Audget Typa: P
Total Position Budget Information
CURRENT VALUE REQUEST WALUE HEW VALUE
* Position Owner Org: S11101 - AA Acad Affairs Adm
HEWVALUE  INCREMENT
* Total FTE: 0.0500 - (6
© Total Dudget: % 1,050,591.00 % 1045591.00 5
Budget Labor Distribution Information
[ REMOVE THIS FOAF CURRENT VALUE REQUEST VALUE NEW VALUE
Fund Code: 111101 =
Organization Coda: 51 EI
Account Code: 60150 IZI
Program Codo: 1010 =
HEW VALUE INCREMENT
Project Code(F TE): s =
Budget: £ 1,050,591.00 $ 104553100 (-500000} §
Budget Code: 16065 b Budget Percentage: 100.00% 100,00% ¥
cancel u

S

+ Al form fields can be changed but a requested change value cannot be removed. I the field is cleared, 1he original position value will remain

B 3007 Hewe T Gowup. Easl Carolina Univaity
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This is Sequence 2
of a Multiple
Position PCF which
has been submitted.

This is the form that
is displayed after
“Finished” has been
clicked.

This form is
updateable.

For Multiple
Position PCF’s, it is
important to be
aware of the
Sequence #
displayed.

DELETE is located
only on sequence 1
of a Multiple
Position PCF.

UPDATE corrects
the information on
the sequence #
displayed.
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Second Opportunity to Make Updates to the PCF:
Select the Reference Number that needs to be updated.
Open the Reference
See “How to Access the Position Change Form (PCF)” — page 2.

Note: A reference number can be updated or deleted by the originator only if
it has NOT been approved at any level. Also, a PCF CANNOT be updated by
the Budget Office.

Enter the reference number
Click on SEARCH

Logout [ T]| Personalize [%] | Help [2]

toals > Pasition Change Yeb Form

To submit & position change request, enter the position number, select the fiscal year then click the search button. To view or modify an existing change, enter the
reference number and click the associated search button.

Position Search

options

Position Number: I:I Fiscal Year: | 2007 +
Search Position Change Reference
Reference Number: 114] *— ‘—

This will bring up the reference number selected.
Example 13: Ref. 114 Single Position (shown as Originator)

Examples 14 & 15: Ref. 115 Multiple Positions (shown as Originator)
Example 14: Position 952579 - Sequence 1
Example 15: Position 929600 - Sequence 2

At this point for a Single Position PCF, make any updates to this change request.
Click on “Update” when complete.

For Multiple Positions the position is referenced at the top, click next / previous to
move to another position within that reference. To update one of the positions within
the Multiple Position PCF, select the sequence # that needs to be changed, make
the necessary changes, and then click on “Update”. Do this for each sequence that
needs adjusting.

For a Multiple Position PCF “Delete” or “Deny” is located only on sequence 1.

Notes:
e Update will make adjustments to the original PCF
e Cancel will exit out of the PCF leaving the action pending
¢ Delete will void the position change request (Originator Only)
e Deny/ Approve will deny or approve PCF (Approvers Only)
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Example 13: Ref. 114 Single Position (shown as Originator)

Community | Profile | _Fmai |

Logout| 1] Personalize (% | Help | #
tools > Eosition Change Web Formn

& request, make any necessany 4 click the 'update’ bulten, To &

To rmodily |

saarch |

Shange Request Information

Originato DOUGHTIER

Status: SUBMITTED
Typw of Change: Permaneant
Change Action: Budget Dollar Changs
FTE Ghange
Funding Change
Requested Effective Date of Change: 077152007

Budget Transter forthcoming: ¥

Commani
A 10,000 Irom Special Fund o

L TR —

Basic Position Information
Position T Accountant |
Dirg Date: OF NGO End Date:
Position Type: Sinale

Position Class: 00701 - Accountant |
CURRENT VALUE
“ Employes Class: E1 EPAFT Perm exempt
Position Group: -
“ Paosition Location:
Exempt Indicator: ¥ Budget Type: P

Total Position Budget Information

E

RENT VAl

Budget Labor Dist tion Information

was POSMAN

Approval Inf
College Approver:

* Position Owner Org: 240201 - AF Financial Reporting Admin
* Total FTE: 1.0000
* Total Budget: $ 4997900

Division Approver:

HARRISOMR

The individuals
selected as
approvers cannot
be updated.

BOVVERL

Changa
Rerr | CHoNd

ans

240201 AF Financial Reporting Admin

Hudgat Effactive
Changs = S'aws Data
" 0.00 Appievas | o7rsm
REQUEST WAl e

HEQUEST VALUE  MNEW VALUE
HEWVALUE  INEREMENT
§ 5997900 +

[l REMOWVE THIS FOAP HERENT VALUE HEQUEST WwALUE MNEW VALLUE
Fund Code: 111170 =
Organizal Za0101 - =
Account Codo: £0200 =
Program Code: 1700 . =
WEW vALUE IHEREMENT
Project Code(FTE): 1.0 0, S000 EI
Budget: % 49.979.00 $29.390.00 (-19953.00} ¥ |
Budget Code:  160B5 | L7 Budget Parcentage: 10000% 50 .00% o4
[ REMOVE THIS FOAP CURRENT WALUE REQUEST VALUE NEW VALUE
- Neow Funding Source
Fund Code: F10670 =
Organization Code: - 240501 =
Account Coda: - BO200 EI
Program Code: 1100 =
WEW VALUE IMCREMENT
Project Coda(F TE): - 05000 =
Budget: £ 29,999.00 €
Budget Code: |96 Budget Percemage: S0.00% w

Clada Naw Funding Source

Fund Code:
Organization Code:
Account Codea;

Program Code:

Project Code(FTE):

Hudget: g

BEERE

Budget Code:

[ClAadd Mew Funding Source
Fund Code:

O

Account Code:

Program Code:

BEEEE

Project Coda(F TE):
Budget: El
Budget Codu:

* Al changes will go through an approval process before thay arme applied
changes

sel” Bultan ta quit withoul saing

Budget Percentage: |

Budget Percentage: |

DELETE will change
% to DENY on the
Approver’s screen.

| %

> Al form fields can be changed but & requested change value cannot be removed. If the field is cleared. the onginal position value will remain.

T

BT00T Haws T

Prepared: September 16, 2008
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Example 14: Ref. 115 Sequence 1 - Position 952579 (shown as Originator)

Change Request Information

Originator: DOUGHTIER
Hiatus: SUBMITTED

Type of Change: Temparary

Change Action
FTE Change

Transfer A d
Commaents:

This im @ multiple PFOF

(500 cha

-,
Basic Position Information
O5/01 /96

Pozition Type: Single
Position Class: 01606 - Adminis

Beg Date:

T Employes Class:
Position Group:
* Position Location:

Exampt Indicator:

Total Position Budget Information

rative Office

Budget Dollar Change

Requested Effective Date of Change: O//1/720007

|Te increase pesicion 952575 By $5000 from
positien DEZJE00. Budget transfer to follew.

P

Position Title: Adrmimstrative Officer Il
End Date:

CUHRRENT VALUE

51 SPA FT Parm exempt -

611501 HS Faculty Support Service

OSMAN reports, go to the gouBlC Roport Manager

Approval Information
Division Approver:
BHOWERL

Ref # l:h‘-ansn g."‘:.?;; Status Eﬂ::::'“
10z v o.00 ansemy
119 v souo.00 arnrmr
111 T fono oo aznzmz

REQUEST VALUE HEW VALUE

=
=

™ Budget Type: P

CURREMT VALUE

B11501 - ¢

- Position Owner Org:

HEQUEST WALUE

5 Faculty Support Service -

MEW VALUE

MEVY WAL LE

=1

IMCRE LN

~ Total FTE:

* Total Budget:

1. 0000
§ 53 525 00

Budget

Tureg S .

[JAdd New Funding Source
Fund Coda:
Organization Coda:

Account

“ode:
Program Code:

Project Code(FTE):

Budget: &
Budget Code:

[JAdd Hoew Funding Source
Fund Cod

Organization Code:
Account Code:

Program Code:

Project Code(FTE):

Budget: £
Budget Code:

= All form fiel

logies Davelopment Sroup, Ean Camiing Univermity
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can be changed but a reques
* Al changes will go through an approval proc
+ Click the ‘cancel’ bulton to guil withoul saving changes

Labor
[ MEMOVE THIS FOAP CURRENT VALUE

Fund Code: 1210

Qrganization Code: 61150

Account Cade: BO200

Program Code: oo

Project Code(F TE): B0

Hudget: 5 42 520,00

Budget Code:  1506E i

[ MEMOVE THIS FOAP CURRENT VALUE

Fund Code: 314012

Qrganization Code: B10001

Account Code: B0200

Program Code: 1420

Project Code(F TE): 20

Hudget: $ 10,705 00

Code:  OF

. CITE EITA T
To adet m rvmw funding mource, xalact the Add Haw Punding Souraet chasidas and antar the racuired Infer mation. All flaids ara r.r wban T., - ,..,.T

HEEEE

Budget Percentage: | | %

HEEEE

$ 5052500 |

REQUEST VALUE NEW VALUE

£ BEEE

HEW vALUE IMEREMENT
=N
3 47 020,00 $S000,00) #
Budget Percentage: BO.00% B1.71% | o
REQUEST VALUE HEW VALUE
HEW vALUE IMEREMENT
01800 =
= ¥
L3 Budget Percentage: 18.29% | | o6

dol

Sequence 1 of a
Multiple Position PCF
displays the delete
option.

Budget Percentage: | | %

ed change value ¢
s before they

nnot be removed. If the field is cleared, the original position value will remain.
applied

Bacuily | Gse Folicies | Contast Us
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Example 15: Ref. 115 Sequence 2 - Position 929600 (shown as Originator)

Community

to0ls = Pasition C Wab F

Ta madify this rmauast, make any nec

Logout | 1]| Parsonalize 1%/ | Halp | #

ssary changns and click the update’ buttan. Ta acc

E29E00 Fiscal Ye 2007 )

Change Request Information

C inat DOUGHTIER

Status: SUBMITTED
Type of Change: Temporary

Change Action:
FTE Change

Rudget Transfar forthcaming: ¥
Comments:

Budget Leanafler
reference 115,

SO0 eharseters mas)

Basic Position Infaormation

T 3t 3 rae funding Eoun
funding seurce.

[ 1Add New Funding Source
Fund Code:
Organization Code:
Account Code:

Program Code:
Project Code({FTE):
Hud

Dudget Code:

] Axdd Ninw Funding Souro
Fund Code:

Organization Code:

Account Code:
Program Code:

Project Code({FTE):

e follow.

. malact tha "B Nawe Fundiny

Bludget Dallar Change

Hequested Eflective Date of Change: 0771772007
Transfer §5000 from SZ9600 to SLZL7H.

Muleiple PCF
seq. 2 ——-phd

Approval Information
Division Approver:

L POSMAN reparts, go ta the scuBIG Roport Manader

DOWERN

e References

BEEEE

Budget Percentage: |

BEEEEE

+ Click the ‘cancel’ buttan ta quit without saving changas

Budget Percentage: |

il b

rernoved, If the feld

applid

All Halan ses rac

Pu T T wng Instructon
Hug D 1241 46 End Dates: R C#::I?e 5::.?;.'. Status E'f;:“l"“
151 Type: Single 111 T £000.00 | Approved | oPHTAT |
Pe Class: FUIOOS g o

CURRENT VALUE REQUEST VALUE NEW VALUE

* Employee Class: EB Faculty FT Perm 12 mo 100 - [

Position Group:
* Position Lacation: S11101 AA Acad Affairs Adm

Cxempt Indicator: ¥ Budget Type: P

Total Position Dudget Information
CURRFENT VALUF RFOQUFST VAL UF NEW VAL LIF
* Position Owner Org: S111071 - Ak Acad Affairs Adm [ =
HEW VALUE  INCREMENT

* Total FTE: 0.0500 (] ]
* Total Budget: §1,050,551.00 § 104559100 )

Hudget Labor Distribution Information

[ HEMOVE THIS FOAP CURRENT WALUE REQULST VALUE NEW VALUL
Fund Code: 11110 o E|
Organization Code: a1 - EI
Account Cod H140 El
Program Coda: 1010 S =
ewvaun INERE RN
Project Code(FTE): o5 - [ & |
Budget: § 1.050.591.00 $ 104559100 {-s00000) § |1
Dudget Code: 16065 | | % Dudget Percentage: 100,00% 100.00% o

Sequence 2 displays
only the options to
cancel or update.

ared, hee onginal position value will mmain

© 2007 New Technelogies Cevelopment Group. East Carslina University
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How to Approve One or More Position
L4 & Change Forms (PCF)

CARODLINA
UNIVERSITY
—

Functional Area: Position Management Module: HR

Approval Process:

The various approval levels may be populated as follows:

» Originator must select the College and/or Division
» College may select the Division

» Division must select Budget Office and may select another Division
Once the Originator has clicked on “Finished” on the PCF, the approver(s) will
receive an email with the reference number.

Note: The emails are sent by order of approval; College first, then Division,

then Budget. If more than one approver is selected at a particular level, each
approver at the specific level will receive an email at the same time.

PCF Approval Selection for Reference 105
Position Number: 900931 Fiscal Year: 2007
Change Information

Approval Selection:

" Type of Change: @ Permanent O Temporary College

* Change Action: ¢ehedk all that apphy FTE Change HARRISOMR |E|
[ Employee Class Change * Division
Budget Dollar Change BOWEN. 2
Funding Change E .

. (optional)

[0 Owner Org or Location Change

* Requested Effective Date of Change: 07/15/07

Budget Transfer Form forthcoming * Denotes reguired field
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Example 16: Email for Ref 105 - Approval Requested

=Original Message-=-=--=

From: doughtiep@ecu,sdu [mailto:doughtiepdecu. adu] I TT“S enWailiS generated

Sent: Priday, May 18, 2007 11:23 AM

To:

by OneStop and sent

Stroup, Ronda

Bubject: A Fosition Change Request requires your approval frOfn the ()riginaIOF to

#4d PHIS EMAIL WAS AUTOMATICALLY SENERATED BY THE ECU ONESTOR 4+

POAITION CHANGE WEB FORM

The following Positiom Chenge Request has been submitted through

the first Approver.

the CneZtop Position Change Web Form application: 1’he en1a” Corﬂains the
Change Reguest Information name Of the OrlglnatOI’,
ORIGINATOR : doughtiep
AEFERENCE T the reference #, the
FISCAL YEAR : 2007 fiscal year and the
COMMENTS : Add $10,000 from Special Funds --ped

comments.

¥ou were designated a3 &n approver of this position change cegquest.

PLEASE PROCE3Z2 THIZ REQUEST AZS FOLLOWS:

o N e W B =

Use your web browser to go to the ECU OnefStop at http://onestop. scu. adu.

Login to the ECU Oneftop wusing your ECU pircateIDl and pasaword.

Under the EMPLOYEE tab, click the POSITION CHANGE WEE FORM link.

In the POSITION CHANGE WEE FORM application, enter 105 in the "Reference Number®" box.
Click the "Search” button associated with the Reference Number box.

Follew the instructions teo approveS/deny the regquest.

THIZ EMAIL WAS AUTOMATICALLY GENERATED EBY THE ECU QNESTOER ***

Once the approver receives the email, he/she can access the reference number
listed to approve it.

Note: See “How to Access the Position Change Form (PCF)” - page 2 -to

locate how to access the referenced PCF.

Note: If a PCF needs to be updated see “How to Update or Delete One or

More Position Change Forms (PCF)’- page 27.

Once in the referenced PCF, the approver has a few options depending on their
approver status.

College / Division Approvers will be able to:

Update — change the PCF request

Cancel — to exit out of the PCF leaving the action pending
Deny — denies the PCF request

Approve — approves the PCF request

Note: Division Approvers must SELECT the Budget Office Approvers.

Prepared: September 16, 2008
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If the College / Division:

v' Denies the request - the originator will receive an email stating that the request
has been denied.

v' Approves the request- an email is sent to the next approver.

Budget Office Approvers will be able to:

v' Cancel — to exit out of the PCF leaving the action pending
v' Deny — denies the PCF request

v' Approve — approves the PCF request

Note: Budget Office CANNOT update the PCF

If the Budget Office:

v" Denies the request - the originator will receive an email stating that the request
has been denied

v' Approves the request- the originator will receive an email stating that the
request has been approved.

Once the Budget Office approves the PCF the action is submitted overnight as
follows:

% Temporary Actions — to PosMan

% Permanent Actions — to INB Banner

Note: Once the changes are uploaded into INB Banner they are reflected on
NBAPOSN and NBAPBUD.

Prepared: September 16, 2008
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Status Levels:
The status of the PCF may change with each Approvers action. The status is
located on the PCF below Originator,

The status levels are:

Submitted = finished by Originator or
approved by College

Locked = approved by Divisionl and
Is no longer updateable

Approved = approved by Budget Office(s); ready for validation then
upload to Banner INB or PosMan

Denied = denied which can be by any Approver
Hold = unable to validate PCF; correction required by
Originator

Status when Locked

Position Information

Position 400001 Fiscal Year: 2007 Reference: 106 (Sequence: 1 of 2)
Number:
Change Request Information Approval Information
Originator: HARRISOMR Budget Office Approver:
Cstatus: LOCKED Al BRST
s STROUPS

A green check will appear next to each approver once they have approved the
PCF. Ared X will appear next to the approver that denies the PCF.

PCF indicators of approval and denial:

Position Information

ioaiion 900931 Fiscal Year: 2007 Reference: 92 (Sequence: 1 of 1)
Number:

Change Request Information pproval Information

Originator: DOUGHTIER College Approver:
Status: DEMIED HARRISOMR
Division Approver:

Type of Change: Permanent BOYWEN X
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Example 17: Email for Ref 105 -Approved

From: williamsrdecu.edu [mailto:williamsrfiecu.edu]
Zent: Monday, May 21, 2007 1:47 PHM

To: Doughtie, Penney

Subject: Position Change FEequest approwved

#%% THIZ EMAIL WiLS AUTOMATICALLY GENERATED BY THE ECT OWNE3TOP *##*#

The following Position Change BRegquest has been approved:

Change Fequest Information

REFERENCE : Oo105
FISZCALL YEAR 2007
COMMENTS

APPROVAL COMMENTS

#**% THIZ EMAIL Wi5 AUTOMATICALLY GENERATED BY THE ECT OWE3ITOP ***

Example 18: Email for Ref 92 - Denied

From: howenjlecu.edu [mailto:bowenjfecu.edu]
Jent: Monday, May 21, 2007 1:55 PH

To: Doughtie, Pennevy

Subject: Position Change Request Denied

#%% THIS3 EMAIL WAS AUTOMATICALLY GENERATED EY THE ECT COHNEITOF **%%

POSITION CHANGE WEE FORM

The following Pozition Change Request has been denied by Janice Bowen:

Change Redquest Information

REFERENCE HE=
FISCLL YEAR » 2007
COMMENTS :

##%% THIZ EMAIL WALS AUTOMATICALLY GENERATED EY THE ECT CONEITOF #*%%
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Approval of a Single Position PCF:

Exam_ple 19: Ref 105 ready for reV|eW and approval by D|V|S|on

rcvl.m'l lJnl\'l:rsll:) T e o )

et el 1 R uprtare’ Batton To proces RS requeEn. Saloct 32 [SaE nne hudge ofcs AEHIEL anter any op
woullil Hopod Manager

« A green check v shows

| beside approver’s name once
approved; if denied a red x %
is shown.

=== | 1 he Change References box

=) informs you of other
changes to the position. If
the reference number is
underlined you may view it.
If it is not underlined you
may not view it. Each
heading is self-explanatory.
Once a permanent action is
APPROVED and sent to
INB Banner it will no
longer be reflected here
because it will become part
of the current value.

The Division Approver has the
option to Update, Cancel (make no
changes and leave as pending),
Deny or Approve.

o AN farm Setde can
Al Changes wall go Birmmgh sn sppnml process bt by s sppliod
* Click tle ‘cancal bulton te guil mihout seviog changes.

be changed but = Bquested change value cannct be removed H 1 feld 15 claared, the arginal FoEION walua will remaimn

Essutte | jrm Palisine) Sxstemie

Ix
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Example 20: Ref 105 approval by Division

Approvers have been
selected in both Special
Funds and University
Budget Office because
both funding sources are
involved.

::;:m ‘;n?m.;q.; hanges m:;:::]::“\ﬂ::-' button. Ta process this request, select at least one budget ofice appravar, anter any aptional commants thon
Status is
SUBMITTED.
it
T —
I —
T
—
—
T
T |
L —
T
T
— &
Comments — | —
have been A —
added which
include the
Division
Approver
initials.
Click on APPROVE.

Prepared: September 16, 2008
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Example 21: Ref 105 approved by Division

[East Carolina University sme ! e ST TR AT |

_7 OneStop
]

| " Logout 1] | Personalize [#%] | Help z
oals > Position Change YWeb Form

L

Below is the information associated with the specified position change request

m ‘ —% ** Refarence: 105 has been approved ™ é—

Position Information

Position — gppgq4 Fiscal Year: 2007 Reference: 105 (Sequence: 1 of 1)
Number:

Status is
LOCKED.

Budget Office
approvals have not
been granted.

Security | Use Polisies | Contact Us

2007 New Technologies Development Group, East Carolina University

4
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Example 22: Ref 105 Complete and Approved by Budget

" Logout 1] | Personalize [#% IM

ools > Pasition Change YWeh Form

Below is the information associated with the specified position change request

Humber:

Status is
APPROVED.

everyone.

[East Carolina Umvmiwﬁm
L thaman | OneStop

m Position Information

Position — gg093 Fiscal Year: 2007 Reference: 105 (Sequence: 1 of 1)

All Approvers have a
green check which
indicates the PCF has
been approved by

Security | Use Policies| Contact Us

® 2007 New Technologies Development Group, East Carolina Universi

B
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Approval of a Multiple Position PCF (CHECK each Sequence):

-arolina Liniversity snemem om seses g TssmmenngT] 72

Position
Number is
952579.

[ 1

Status is
SUBMITTED.

an be changed bul @ regquested change
nnnnnnnn

T et

and click the update’ button. To procoss this requost. ssloct et loast one budget offics app
& ‘approve’ or ‘deny’ button. Ta access FOSMMAN reponts, 9o 1o the scullls Bepot Manager.

1 be ramaved. I the field is cleared, the orginal position valus will

= Al changes will 9o through an approval process before they are applied.
> ek the ‘tancel hutton 1o oquit without saving changes
B 2007 Hew Tachnologies Cevelopmant Srous. A Caeling Unbossihe Sasuite | Lies Poliolss ) Contect s

Example 23: Ref 115 (Sequence 1) ready for review and approval b¥ Division

Sequence 1 of the
Multiple Position
PCF is referenced.

Division selects
the Budget Office
approvers.

miaja

0
I-.n

[ OREE

[ EEEE

CHECK all sequences before
approving.

Only sequence 1 allows the
approver to APPROVE or DENY
the complete PCF.
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Example 24: Ref 115(Sequence 2) ready for review and approval by Division
East Carolina University -

OneStop

Lagout 1 Parsanaize 5 | Haln 7] Sequence 2 of the
> Position Change YWeb Form . -y.
Multiple Position

To modily this request an{ necessary changes and click the ‘update” button. To process this request, select at least on R
PCEF is referenced.

any aptional cormment lick the ‘approve” or ‘deny’ button, To access POSMAN repoits, go to the

Position Number
is 929600.

Sequence 2 (or greater) only
allow the approver to CANCEL
or UPDATE that sequence #.

= All form fields can be changed but & requested change value cannot be removed. If the field is cleared, the original position value will

> ::‘:’.“P‘::.ngll wiill go through an befare t Liad
» Click the ‘cancel’ button to quit without saving changes.
S e .| ONCE all sequences have been checked,

return to Sequence 1 and ADD the Budget
Approvers and Comments then click on
“APPROVED”.
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Example 25: Ref 115 approved by Division

|East Carolina Univemity(ﬁm

iy mama g | OneStop

o Logout 1]| Personalize [ IM

tools > Position Change Yeh Form

Below is the information associated with the specified position change request Sequence 10f 2.

Position

N . 952579 Fiscal Year: 2007 Reference: 115 (Seq 10f2) next>>
umber:

m ﬁ ** Reference: 115 has been approved =
Position Information

Once the status
is LOCKED, the
PCF can no
longer be
updated.

@ 2007 Mew Technologies Development Group, East Carolina Universi

Security | Use Policies | Contact Us

]

[
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Example 26: Ref 115 approved by Division

East Carolina University e aypage” — e e
= .. 1R

OneStop

o Logout 1] | Personalize [* | Help ?

tools = Position Change Yyeb Farm

Below is the infarmation associated with the specified position change request.

Sequence 2 of 2.
options _
Position Information

@ 2007 New Technologies Development Group, East Caralina University Security | Use Policies | Contact Us

]
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Example 27: Ref 115 approved by Budget Office

t Carolina Umvmiwﬁm
£ - |

anens | OneStop

Eas

Logout 1]| Personalize [ IM

tools > Position Change Yeh Form

Below is the information associated with the specified position change request Sequence 1 Of 2.

ﬁ * Reqguest 115 was successfully approved

Position Information

Position | , n N . . n -
Number: W Fiscal Year: 2007 eference: equence: 1 of next >>|

@2007 Hew Technelogies Development Group, East Carelina University Security | Use Policies | Contact Us

1l ]

[

]
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Example 28: Ref 115 approved by Budget Office

‘East Carolina University e mypage T | e
- e |

OneStop

Logout 1] | Personalize %! | Help z

tools = Position Change YYeh Form

Below is the infarmation associated with the specified position change request

Sequence 2 of 2.

options page 1
Position Information
Position n . q = =
Number: 29600 Fiscal Year: 2007 z<previous Reference: 115 (Sequence: 2 of 2) ‘

2007 New Technologies Development Group. East Caralina University Secuiity | Use Policies | ContastUs

1l =]

B
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Budget Office Use of Position Change Form
(PCF)

E A 5 T
CARODLINA
UNIVERSITY

= Functional Area: Position Management Module: HR

The Budget Office(s) have the FINAL authority over the Position Change Form
(PCF). Without a Budget Office approval the changes on a PCF will not get
uploaded to Banner INB.

Listed are the Budget Offices:

Foundation (includes Medical Foundation)
Grants and Contracts

HS Admin & Fin

Special Funds

University Budget Office

VVVVY

Budget Office Approvers will be able to:

¢ Originate — create a PCF action

¢ Request Approval — request approval of College, Division,
and/or another Budget Office

¢ Cancel — to exit out of the PCF leaving the action pending

¢ Deny — denies the PCF request

¢ Approve — approves the PCF request

Note: Budget Office CANNOT update a PCF which was originated at the
College or Division level.

If the Budget Office:

v" Denies the request - the originator will receive an email stating that the request
has been denied.

v' Approves the request - the originator will receive an email stating that the
request has been approved.

Once the Budget Office approves the PCF the action is submitted overnight as
follows:

% Temporary Actions — to PosMan

% Permanent Actions — to INB Banner

Note: Once the changes are uploaded into INB Banner they are reflected on
NBAPOSN and NBAPBUD.
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To Originate a Position Change Form (PCF):

Open the Position Change Form (PCF)
See “How to Access the Position Change Form (PCF)” — page 2.

To Create a Position Change Form (PCF)
See “How to Initiate Changes to One or More Positions” — page 9.

Note: There are a few changes to the original instructions that apply ONLY to the
Budget Offices.

Position Information

Position Number: 500931 Fiscal Year: 2007

The position screen for a Budget Approval person displays a check box for
“APPROVAL REQUIRED”. Check this box ONLY if you want the PCF to be
approved by another area. When checked, another APPROVER must be selected
in the APPROVAL section. Notice the Budget Approver can select ANY type of
other APPROVER.

If “APPROVAL REQUIRED?” is checked this means when the Budget Approver

finishes this action an email will be sent to the selected additional approver. The
PCF will not be “APPROVED” until the selected approver approves the action.
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Example 29: PCF - Entire Document

= Logout] 1)1 Personalize (%] | Help 7]

Ta submil this change and lavart information and chek the

tach @ relatid chang
all relavent information and

ick the ‘fini d' buit
rolated to this position for the = wd
POSMAN repats, go o the

v all v
=h

F You are classificd as a super user.

> Hthere is ancther change od to this change, click the "attach next change’ button,
If th nge is not relate other, click th
Click the finished button 1o save your changes.
Click the ‘cancel’ button to quit without saving changes.

-

change' button, Ta submil @ changs (o the position, anter
ermanent action r

and al ¥y actio
ooiated with the regquest. To scce

nished" button to seave your changes.

B FOOT M Taohnologies Bewelopment S, Bl ©aoline Unive ity

Basyrity | Use Felisias | Sontasd Uis
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How to Approve a Position Change Form (PCF) created by another
office:

The Budget Office Approver(s) will be selected by the Division. Once the
Division approves the PCF an email will be sent to those approvers who were
selected.

Example 30: Email from Division to Budget Office Approver

From: 3 bowenj@ecy, edu From D IvISIion Senk:  Wed 5/23/2007 7:11 AM

o Ementel = 1o Budget Office

Subject: A Position Change Request requires your approwval

#%% THIS EMAIL WAZ AUTOMATICALLY GENERATED EY THE ECU ONESTCP *#+*%

POSITION CHANGE WEE FORM

The following Position Change Regquest has been submitted through the OneStop Position Change Wek Form application:

Change FRecuest Information 1 1
OR?GINR?OR : H DOEGHTIEP Theemall Contalns the
REFERENCE : 115 originator, the reference #, the
FISCALL YEAR 2007 .
COMMENTS : pproved --jisb fiscal year and the comments.

Fou were designated as an approver of this position change reguest.
FLEASE PROCE33 THIS REQUEST 43 FOLLOWS:
Use your webh browser to go to the ECU Oneltop at http://onestop.ecu.edu.

I

1} Login to the ECU Oneltop using wyour ECU piratelIl and password.
.} Under the EMPLOYEE tab, click the POSITICHN CHANGE WEE FOREM link.

I

I

I

In the POSIITICN CHANGE WEE FORM application, enter 115 in the 'Reference Nuwber' hbox.
Click the 'Search' button associated with the Reference Nuwber hox.
Follow the instructions to approve/deny the request.

[= R L, - S U

#%% THIS EMAIL WAZ AUTOMATICALLY GENERATED EY THE ECU ONESTCP *#+*%

Once the Budget Approver receives the email, they can access the reference
number listed to approve it.

See "How to Access the Position Change Form (PCF)” — page 2- to locate
how to access the referenced PCF.
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For a Single Position (PCF) see the examples below:

Example 31 Ref 105 ready for review and approval by Budget

Status is
LOCKED.

Specified Budget
Approver(s) can
select other
Budget
Approvers.

PCF.

Budget Approvers
can only Cancel,
Deny or Approve a

Budget Approvers can _
BTN Mt Tachnalogies Davalapmant Graup, [ast Caralin) add CO m ments abo ut the Sacurity | Uee alicies | Cantact e
PCF action.

]
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Example 32: Ref 105 Approved by One Budget Office

my page community | profile | email ‘

East Carolina University g

i s g | OneStop

" Logout 1|| Personalize [#] | Help z

ools > Position Change YWeb Form

Message received by
o o _ N Budget Approver after
Eelow is the information associated with the specified position change request.

m ** Request 105 was successfully approved = approval Of the PCF-
Position Information

Position
Humber:

900931 Fiscal Year: 2007 Reference: 105 {(Sequence: 1 of 1)

Status is still

LOCKED

because all

Budget Offices

have not Green Check
approved PCF. shows one

[ ] I Budget Office
Comments are Approved the
listed by PCF.
Approver.

£ ]
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Example 33: Ref 105 Approved by All Budget Offices

ools = Position Change YWWeb Form

Below is the information associated with the specified position change request.

Status is NOW
APPROVED.

e Logout[ 1] | Personalize [ | Help [#]

Position Information

Position

N . 900931 Fiscal Year: 2007 Reference: 105 (Sequence: 1 of 1)
umber:

Green Checks
show ALL
Budget Offices
have
APPROVED
the PCF.

@ 2007 Mew Technologies Development Sroup, East Carolina Universi

Security | Use Folicies | Gontact Us

<00 =]
For a Multiple Position (PCF) see the examples below:

Note: For a Multiple (PCF) make sure to CHECK ALL Sequences before

APPROVING.
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Example 34: Ref 115 ready for review and approval by Budget

Position
Number is

952579.

ools > Position hange ‘Web Form Reference is

Below is the information associated with the specified position change request.

e Logout 1] | Personalize [# | Help 2z

sequence 1 of 2.

Position Information l
Position 55579 Fiscal Year: 2007 Reference: 115 (Seq 1 0f2) next>>
Humber:

Specified
Budget
Approver(s)
can select other
Budget
Approvers.

For a Multiple PCF
APRROVE and DENY
are only on sequence 1.

For a Multiple PCF
comments can only be e e e

@ 2007 New Technologies Development Group,

added onsequence 1. [ ==

]
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Example 35: Ref 115 ready for review and approval by Budget

community | profile | email |

East Carolina University - fome mypage”

Lt

- = WS | ogout [ 1] | Personalize [/ | Help [7
ools » Position Change WWeb Form

Below is the information associated with the specified position change request.

m ‘ Position Information

Position
Number is
929600.

OneStop
]

Reference is
sequence 2 of 2.

Eosnllon. 29600 Fiscal Year: 2007 <<previous Reference: 113 (Sequence: 2 of 2)

Jump to page 1

No action can be
taken on any
sequence other
than sequence 1.

@ 2007 New Technologies Development Group, East Carelina University

Security | Use Policies | Contact Us

i} Il QJ

&
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Example 36: Ref 115 Approved by Budget

East Carolina University e T community | profiie | email
One DD

]
Personalize : | Help :
Message received when Reference is
PCF iS APPROVED the specified position change request. Sequence 1 of 2
ﬁ ﬁ * Request 115 was successfully approved ™
. Ezfr'l‘l']‘;': 952579 Fiscal Year: 2007 Reference: 115 (Seq 10f2) next>>|
Position Number :
is 952579.
Status is NOW Green Checks
APPROVED. show the PCF
has been
APPROVED.
@ 2007 Mew T ies I &roup, East Carolina Uni Security | Use Policies | Contact Us
< =]
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Example 37: Ref 115 Approved by Budget

East Carolina University eme | mysege” e e
= =Sl

OneStop
]

o Logout 1]| Personalize [#! | Help 7
ools = Position Change Yyeb Form .
Reference is

Below is the information associated with the specified position change request.
pectiEe® gared sequence 2 of 2.

m Puosition Information

position Number | memsep2o || meerves ] cormton e 1 e 22
is 929600.

@2007 Hew Technologies Development Group, East Caralina University Security | Use Policies | Contact Us

il I\QJ

]
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Position Change Form (PCF) Helpful Tips

A S T
CARODLINA
UNIVERSITY

= Functional Area: Position Management Module: HR

1. The position number or a reference number is required to access the position change form.
To locate a position number, go to POSMAN, INB, or departmental personnel records.

2. Clicking on the [l displays the allowable entries for that field. At this time typing is
allowed only in the FOAP and Project (FTE) fields. For all other fields, entry of the criteria

is performed by clicking 1 and selecting the appropriate value to populate the field. In the
future this may change.

3. Approval Selection is grouped by funding areas. Click the E for a list of the approvers.

4. Fund Code, Organization Code, Account Code, Program Code and Project Code (FTE) are
listed within the [ by the number. At this time there is no other sort option.

5. Do NOT use commas or dollar symbols when entering amounts. Budget dollars MUST be
entered as a whole number.

6. “Total FTE” and “Total Budget” values must equal the sum of all funding source “Project
Code (FTE)” and “Budget” values. For example, the summary budget must equal the total of
the individual budgets.

7. “Change Reference” box lists all permanent actions until the actions are approved and
applied. Once applied the actions become part of INB Banner and are reflected in the
position’s current value.

8. “Change Reference” box lists all temporary and denied actions for the fiscal year.

9. After a PCF has been approved but before it is uploaded to Banner it must pass through an
automatic validation. If there is a problem, the PCF status will change from approved to a
HOLD Status. At this point an email will be sent to the originator indicating the fields that
need to be corrected.

10. For questions after class please email BANNERQUESTIONS@ecu.edu.

11. Documentation is posted on the web at the following link:
http://www.ecu.edu/cs-itcs/banner/accesstrainingmaterials.cfm .
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Which Tool Do | Use for Which Action?

E A 5 T
CARODLINA
UNIVERSITY

= Functional Area: Position Management

Module: HR

Position Actions

Employee and/or Job Actions

PeopleAdmin

Position Change Form
(on OneStop)

EPAFs

New Position

Funding Change on the Position

New Employee

Reclassify Position

Budget Dollars Change on Position

Reclassify Employee

Abolish Position

FTE Change on Position

Funding Change on the Employee's Job
Record

Owner Org Change or Location Change

of Position

FTE Change on Employee and/or Job
Record

Other personnel actions for employee
and/or job

Type of Action Tool to Use

»  New Position PeopleAdmin

»  Reclassify Position PeopleAdmin

»  Abolish Position PeopleAdmin

»  Funding Change on the Position Position Change Form
»  Budget Dollars Change on Position Position Change Form
» FTE Change on Position Position Change Form
»  Owner Org Change or Location Change of Position Position Change Form
» New Employee EPAF

»  Reclassify Employee EPAF

»  Funding Change on the Employee's Job Record EPAF

» FTE Change on Employee and/or Job Record EPAF

»  Other personnel actions for employee and/or job EPAF
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