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How to Access the Position Change Form

BECU e

Functional Area: Position Management  Module:

HR

The Position Change Form (PCF) is located on Pirate Port.
To access Pirate Port start at the ECU Home page and click on Pirate Port

or by going to pirateport.ecu.edu.

&« ¢ @ ©@ & hitps//www.ecu.edu see w L N D ®

@E l lam..s About [CU Academics Libraries Athletics Health Sciences Research ECUAMs — GIVE APPLY Q%

RESOURCES

Email PiratelD Work Request A-Z Index

Canvas Help Desk Directory Academic Calendar
Banner Webex Maps Event Calendar
PiratePort Engage Virtual Tour Catalog

1[G ]in]

/ II"! IIII //lu..
,,y///////////// ///// / // ////,
ceton Review: 2020 Best 385 Colleges in producing medical grads who practice in N.C.
Top 25%
Graduate programs, U.S. News & World Report Top award for |nnm:;\l‘ x5‘. hm:l of Dental Medicine
INSIGHT
Higher Education
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When prompted enter your ECU Email, then click on "SIGN IN WITH ECU”. You will then
be prompted to second log in where you will log in with your ECU Email and password.

History Bookmarks Tools Help

B3 ECU PiratePort

&« c © & 25 httpsy/pirateport.ecu.edu/connect/#/login wee w L IND @ =
PiratePort"

 m—
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®ECU

Enter your emai address and we wil guide you
through the login process.

| x

SIGN IN WITH ECU

Forgot Password? Need Help with Login?

AECU

Sign in with your organizational account

Enter your email address

East Carolina University will NEVER request passwords or
other personal information through e-mail. Messages
requesting such information are fraudulent. Do not
respond to these messages, delete them

Once on Pirate Port click on the “Position Change Web Form” link which you
can find by the Search Bar or below on the main page.
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PiratePort")

Q

Position|

Important Information from the Cashier. Payment
payment mailing instructions. ... [Read More]

Banner Self Service

E Kronos

Link to Kronos — the time, attendance and
leave keeping system.

SUGGESTED

A chrome River
Chrome River is for employee travel

reimbursements, non-travel employee
reimbursements and ProCard recondiliations.

RECENT

ﬁ Position Change Form Admin

Admin application - modify PCF, change
approval, PCF management.

& Position Change Form

PCF for: Funding change, FTE change, Budget dollar change, Employee ‘

Class change, Position Owner Org change.

ﬁ' Position Change Form Admin

Adrmin application - modify PCF, change approval, PCF rmanagement. B

4 Pposition Change Form Admi,,,

™ PORT - Purchasing Request

PORT (Purchase Order and Requisition
Tracking) is the purchasing system for ECU.

SUGGESTED

& People Admin
Access to applicant tracking, position

description, and performance management
functions within PeopleAdmin.

RECENT

(¢ AIR - COI and External Activities

Link to AIR conflict of Interest/external activity
for Pay (EPAP) software

ge Form

= Banner Self Service

Open Banner Seff Service to manage commaon 0
Banner tasks for students and employees.

RECENT,

& Position Change Form
PCF for: Funding change, FTE change, Budget

dollar change, Employee Class change, Position
Owner Org change.

RECENT

ﬁ Account Information

Provide account information & a reset
password ability to users.

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.

pfrateportﬂ) Q What do you want to do foday?

Position Change Form

) r

? %X

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.

options Position Search

search position

Position Number:

[ ]

[ ]

To Start a Position Change:

Enter the Position Number

Updated: April 2021

Fiscal Year:

Search Position Change Reference

Reference Number:

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



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).

Pirate Portﬂ) Q,  what do you want to do today?
Position Change Form 2 X%

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.

options Position Search
Position Number: 902688 Fiscal Year: | 2021 -

Search Position Change Reference
Reference Number: l:l

QO »

# Ifthese fields are disabled, you are not allowed to access position data from this application.
-+ To access EPOST 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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Position Change Form

=)

To submit this change and attach a related change, enter all relavent information and click the ‘attach next change' button. To submit a
change to the position. enter all relavent information and click the finished’ button. The ‘Change References’ area contains all pending
permanent action requests and all temporary action requests related to this position for the selected fiscal year. If you are allowed to view
the details of the request, there will be a link associated with the request. To access EPOST reponts, go to the ecuBIC Report Manager.

options

search position

print this form
Position Information

Position Number: {* 902688 Fisml\"

CHANGE INFORMATION APPROVAL SELECTION
* Type of Change: O Permanent O Temporary College

=

* Change Action: (chediallthatapely) [ ] FTE Change
[] Budget Dollar Change
[ Funding Change
[ Owner Org or Location Change

* Requested Effective Date of Change: l:l {Enter date as MM/DD/YYYY]

=

I

] Budget Transfer Form forthcoming * Denotes required field  Foundation
?

H

] Approval Required

Send an optional FYl email to the following pirate IDs: GraniEaniiEonacts

?

i )\ i E —
. HS Admin & Fin
o | | | | e
Special Funds
[ ]k
University Budget Office
[ ]k
* Comments;

1500 chasacters mex)

BASIC POSITION INFORMATION

Position Title: | Change References

. . Change | Budget Effective
Beg. If)ate. 02/01/06 End Date: Ref # Type |Change Status Date
Paosition Type:  Single 124579 T $250.00 |Approved| 12018720
Position Class: - |
Employee Class: 32 SHRA FT Perm nonexempt 100
CURRENT VALUE NEW VALUE

* Posiion Location: [ I

Position Group: 1 Contributing Exempt Indicator: M Budget Type: P

TOTAL POSITION BUDGET INFORMATION
CURRENT VALUE NEW VALUE INCREMENT

* Position Owner Org: [
* Total FTE: 1 [ ] [ |
* Total Budget: _ S| ‘ | |

BUDGET LABOR DISTRIBUTION INFORMATION
[0 REMOVE THIS FOAP

FOAP: 111180 - 25 - 60200 - 0000

CURRENT VALUE NEW VALUE INCREMENT
Project Code{FTE): 1.0 | | | |
Budget: I s | |
Budget Code: 16065
Budget Percentage: 100% 0%

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

) = o v ] o [ e |

[1 Add New Funding Source

Fund Organization Account Program
Project Code(FTE): [ =
Budget Code:
Budget Percentage: 0%

* You are classified as a super user.

-+ If there is another change related to this change, click the 'attach next change’ button.
-+ If this change is not related to another, click the finished” button to save your changes.
-+ Click the finished button to save your changes.

-+ Click the ‘cancel’ button to quit without saving changes.

To Select a Reference Number:

Updated: April 2021
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Enter the Reference Number
Click on SEARCH

Pira teportﬂ) Q What do you want to do today?
Position Change Form ? X

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.

options
Position Number: I:I Fiscal Year:

0 »

Search Position Change Reference

Reference Number:

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

This will open up the Reference Form.

Example 2: Reference Form
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Position Number: -

Position Group: 2 Journey

Position Owner Org:

Total FTE:
Total Budget:

Project Code(FTE):
Budget:

NEW FUNDING SOURCE

Project Code(FTE):
Budget:

Updated: April 2021

CHANGE REQUEST INFORMATION

Position Information

Fiscal Year: 2021 Reference: 124679 (Sequence: 1 of 25) next ==

APPROVAL INFORMATION

Originator: QUISTS Division Approver:
Status: APPROVED COLEMANS
Budget Office Approver:
Type of Change: Tempora
ype 9 porary FANMNINGLAT
Change Action: Budget Dollar Change
Request Submit Date: 12/01/2020
Effective Date of Change: 12/16/2020
Budget Transfer forthcoming: Y
Division Approver: none
Budget Office Approver: BD006027
BASIC POSITION INFORMATION
Position Title: 10900 Business Officer
Beg Date: 06/16/07 End Date:
Position Type: Single
Position Class: 10800 - 10900 Business Officer
Employee Class: 51 SHRA FT Perm exempt
CURRENT VALUE NEW VALUE
Puosition Location: 710101 RGH Rsrch Econ Dev -
Engagement

Exempt Indicator: Y Budget Type: P

TOTAL POSITION BUDGET INFORMATION

BUDGET LABOR DISTRIBUTION INFORMATION

FOAP: 120188 - 710101 - 60200 - 0000

FOAP: 310670 - 210101 - 60200 - 0000

CURRENT VALUE NEW VALUE
710101 - RGH Rsrch Econ Dev -
Engagement Adm
1.0000 -
I I
CURRENT VALUE NEW VALUE
1.0000 -
I oo 3 -
CURRENT VALUE NEW VALUE
- 0.0000

325000 0.37%

Reference: 124679 (Sequence: 1 of 25) next ==
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How to Initiate Changes to One or More

E@E )@ Positions

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

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

Pfrateportﬂ) Q What do you want to do today? _

Position Change Form ? X

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.

options

o »

Position Number: 902688 Fiscal Year: | 2021 -
Search Position Change Reference
[ 1T 1]
Reference Number: I:l HH

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

-

Position:
Fiscal Year:
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: 902688 Fiscal Year: 2021

CHANGE INFORMATION APPROVAL SELECTION

" Type of Change: O Permanent O Temporary College
* Change Action:} (check all that apply) O FTE Change I:| L/
[] Budgst Dollar Change m
[ Funding Change _ 7
[J Owner Org or Location Change I:I 7
(f Requested Effective Date of Change:i {Enter date as MM/DD/YY YY)
[] Budget Transfer Form forthcoming # * Denotes required field  Foundation
] Approval Required l:l z
Send an optional FYl email to the following pirate IDs: B i) EEEER
7
ccr e | @ | | | I& [ b
HS5 Admin & Fin
Non PGF users | | | | | |
[ &
Special Funds
[ &
University Budget Office
I

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”.

© & 2% https://pirateport.ecu.edufconn *=* =

~

Division APPROVERS

ALOTAA ~ || Select
BOYDLE1S Cancel
CHAPMANSUS
COLEMANS
DAUGHTRYP

FLOYDR v

The originator CANNOT select themselves as an approver.

Updated: April 2021
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Changes to a Single Position:

Type of Change: Permanent
Change Action:  FTE, Budget Dollar, and Funding
Effective Date: 4/18/2021
Budget Transfer: Checked
Approvers:
College: MOOREB
Division: QUISTS

Position Number: 902688

CHANGE INFORMATION
* Type of Change:

*Change Action: (check all that spply)

Budget Transfer Form forthcoming

Position Information

Fiscal Year: 2021

APPROVAL SELECTION
® Permanent O Temporary College
rd
FTE Change -
Budget Dollar Change Division
Funding Change 7

L] Owner Org or Location Change

T

H

* Requested Effective Date of Change: |4/15/2021 (Enter date as MM/DDMYYYY)

* Denotes required field Foundation

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 Division 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).
number of the PCF MUST be included in the explanation box on the budget transfer

form.

Email: appropriate College/Division Approver

Comments:

Updated: April 2021

Send an optional FY| email to the following pirate 1Ds:
PoFuses | | | || |
Non-PCF users| | | | | |
* Comments:
Bdd 210,000 from Special Fund --{ LB
{500 characters max)

budget.ecu.edu. Also, the reference
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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 #**+

Updated: April 2021
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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.
BASIC POSITION INFORMATION

Position Title: 16785 Housekeeper Change References
I e Change | Budget Effective
Beg- If)te. 02/01/06 End Date: Ref # TEe [(Eiemmge Status Date
Pasition Type SII"Ig'B 1246879 T 5 25000 |Approved | 12/16/20
Position Class: 16785 - 16785 Bldg Environmental Tech
Employee Class: 52 SHRA FT Perm nonexempt 100
CURRENT VALUE NEW VALUE
25963C AFH Hskp HSC Day 902695 HR [ =
Position Group: 1 Contributing Exempt Indicator: N Budget Type: P
TOTAL POSITION BUDGET INFORMATION
CURRENT VALUE NEW VALUE INCREMENT
* Position Owner Org: 25963C - AFH Hskp HSC Day 902695 HR [ =
* Total Budget: _ S| | | |

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.

What is added to the Total Position Budget Information must be added below to the Budget

Labor Distribution between the FOAPs listed.
TOTAL POSITION BUDGET INFORMATION

CURRENT VALUE NEW VALUE INCREMENT
* Position Owner Org: 25963C - AFH Hskp HSC Day 902695 HR [ =
* Total FTE: 1 [ ] [ ]
* Total Budget: 5 I s | [10000 |

BUDGET LABOR DISTRIBUTION INFORMATION
[0 REMOVE THIS FOAP

FOAP: 111180 - 25 - 60200 - 0000

CURRENT VALUE NEW VALUE INCREMENT
Project Code(FTE): 1.0 | | ‘ [ |
Budget: [ ] s | [10000 |
Budget Code: 16065
Budget Percentage: 100% 100.00%

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

o B o

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.

Updated: April 2021
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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 Boxe: 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

BUDGET LABOR DISTRIBUTION INFORMATION
[ REMOVE THIS FOAP

FOAP: 111180 - 25 - 60200 - 0000

CURRENT VALUE NEW VALUE INCREMENT
Project Code(FTE): 1.0 | | | |
Budget: 5 I 5 || |

Budget Code: 16065
Budget Percentage: 100% 100.00%

* Budget code and budget percentage fields are \;iew—only.h

Project Code (FTE):

attach next change cancel finizhed

Budget:

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.

TOTAL POSITION BUDGET INFORMATION

CURRENT VALUE NEW VALUE INCREMENT
* Position Owner Org: 25963C - AFH Hskp HSC Day 902695 HR ?
* Total FTE: 1 ﬁ
* Total Budget: ] # . B -19089]

BUDGET LABOR DISTRIBUTION INFORMATION
[0 REMOVE THIS FOAP

FOAP: 111180 - 25 - 60200 - 0000

CURRENT VALUE NEW VALUE INCREMENT
Project Code(FTE): 10 # [0:5 | [-5 |
Budget Code: 16065
Budget Percentage: 100% 100.00%

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

attach next change cancel finished

Updated: April 2021 14 of 61



Add New Funding Source:

Add New Funding Source box: Checked
Select or enter new funding data

Fund: 310670

Organization: 240501

Account: 60200

Program: 0000

Project: .50

Budget: 29989

To add a new funding source, select the "Add Mew Funding Source” checkbox and enter the required information. All fields are required
when adding a new funding source.

Add New Funding Source

* Fund !!{}rganization * Account * Program
*JP roject Code(FTE): 7]
tfiudget:

Budget Code: 06067
Budget Percentage: 96.12%

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)

TOTAL POSITION BUDGET INFORMATION

CURRENT VALUE NEW VALUE INCREMENT
* Position Owner Org: 25963C - AFH Hskp HSC Day 902695 HR I E
* Total FTE: 1 [ ] [ ]
* Total Budget: I S | ‘10000 |
BUDGET LABOR DISTRIBUTION INFORMATION
[J REMOVE THIS FOAP
FOAP: 111180 - 25 - 60200 - 0000
CURRENT VALUE NEW VALUE INCREMENT
Project Code(FTE): 1.0
Budget: ] SHIE | [o0sd |
Budget Code: 16065
Budget Percentage: 100% 27 21%
* Budget code and budget percentage fields are view-only.
attach next change cancel finished

To add a new funding source, select the "Add New Funding Source’ checkbox and enter the required information. All fields are required
when adding a new funding source.

Add New Funding Source

Fund Organization Account Program
Project Code(FTE): 7
Budget: S
Budget Code: 06067
Budget Percentage: 72.79%

Updated: April 2021
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Example 5: Result of “FINISHED” being clicked on PCF

Position Change Form ?2 X

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

options # ** Reference: 126043 - Change to position "902688" has been successfully submitted ** P
nt this form

Position Number: 902688 Fiscal Year: 2021 Reference: 126043 (Sequence: 1 of 1)

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.

Updated: April 2021 17 of 61



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: 902688

Fiscal Year: 2021

Type of Change: Temporary

Change Action:  FTE and Budget Dollar
Effective Date: 04/22/2021

Budget Transfer: Checked

Division Approver: CHAPMANSUS

Comments:
To increase position 902688 by $5000 from position
932404. Budget transfer to follow. This is a multiple PCF ---
LBF

Note: Comments are EXTREMELY important.

DISCLAIMER: Position 902688 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.

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

Updated: April 2021
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Example 6: Multiple Position Change

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

Position Information

Position Number: 202582 Fiscal Year: 2021
CHANGE INFORMATION

" Type of Change: 'D Permansnt @ Temporany

* Change Action: (check = fes aooy) FTE Change

APPROVAL SELECTION
College

=

Budget Dollar Change
CHAPMANS| [T

I:‘ Funding Change

I:‘ Craner Ong or Lecation Change
* Requested Effective Date of Change: |(4/22/2021 | izrmer gese as Mazormrn

Budget Transfer Form forthcoming * Denotes requirsd fizid

I:l Approval Required
Send an opticnal FYl email to the following pirate 1Ds:

T

ey =]
g ]

wn
] &
2 g5
=]
3

-

Grants and Contracts

?

I
w
g
2
-
I

— &l &l E ,

Mwwl | | | | | Special Funds
[ =
University Budget Office

T

* Comments:

To increa=me position SOZEEE by SS5CC0 freom

pozition B2EE00. Budget transzfer to follow. This

i= a multiple BCE ---LER

BASIC POSITION INFORMATION =
Position Title: 18785 Housekesper Change References
. P . Change | Budget Effective
Ele-g. I.Jate. o'f‘;onoe End Date: Ref # Type |CF Status 0
Position Type: Single 1Z4ETE T 525000 |Aporoved | 4zvEezn
Position Class: 18785 - 18785 Bldg Environmental Tech
Employee Class: 52 SHRA FT Perm nonexempt 100
CURRENT VALUE NEW VALUE
* Position Location: 25983C AFH Hskp HSG Day 502835 HR [ ]
Position Group: 1 Contributing Exempt Indicator: N Budget Type: P
TOTAL POSITION BUDGET INFORMATION
CURRENT VALUE NEW VALUE INCREMENT

 Position Owner Org:  25583C - AFH Hskp HSC Day 902885 HR | |7

* Total FTE: 1
* Total Budget: § 21,200.00

BUDGET LABOR DISTRIBUTION INFORMATION
D REMOVE THIS FOARP

FOAR: 111180 - 25 - 60200 - 0000

CURRENT VRLUE
Project Code(FTE): 1.0
Budget: § 21,200.00
Budget Code: 16085
Budget Percentage: 100%
* Budget code and budget percentage fiekls are view-only.

Updated: April 2021

[Loz | [oz |
fa00 | [sooe |
NEWVALUE  INCREMENT
[102 | | |
$ 36200 | [s0c0 |
100.00%

atach nast erange [l cancel [l finished )|
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After clicking on “Attach Next Change”, a new screen will appear with a message in
RED at the top.

** Reference: 126155 Position (902688) submitted successfully - Enter the position number of the next change **

Position Search

Position Number: I:I Fiscal Year: 1

print this form

Position Information
Position Number: 902638 Fiscal Year: 2021 2 Reference: 126155 (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.

Updated: April 2021
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Example 7: Result of “Attach Next Change” being clicked (Entire document)

** Reference: 126155 Position (902688} submitted successfully - Enter the position number of the next change **

Position Search

Position Number: I:I Fiscal Year:

Enter next Position
Number to be print this form

changed.

Position Information
Position Number: 902688 Fiscal Year: 2021 Reference: 126155 (Sequence: 1 of 1)

Reference shows
“(Sequence 1 of 1)”.

Multiple Position PCF message received after first
position change has been successfully entered.
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Multiple Position Change (Second Position):

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

Reference: 115 (Sequence: #)

Position: 932404

Fiscal Year: 2021

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 902688 to 932404. Budget transfer to
follow. Multiple PCF - reference 115, seq. 2 ---LBF
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”.
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Example 8: Multiple Position Change (Second Position - Entire document)

Reference: 126135 (Sequence: 2)

Originator: FAMMIMGLIT
Status: SUBMITTED

Type of Change:  Temporany

Change Action: Budget Dollar Changs
FTE Change

Request Submit Date: 04/22/2021
Effective Date of Change: 04/22/2021
Budget Transfer forthcoming:

Send an optional FYl email to the following pirate 1Ds:

e | |® | |= | |

£

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

Te increa=e position B0ZE8E by 5000 from
position £32404. Budget transfer oo follow. This
i= a multiple ECR -—-LEE

| | | | | |

BASIC POSITION INFORMATION Change References
Position Title:  Assoc Dean CFAC Rsrch & Mitg =
Beq Date: 120105 End Date:

Position Type: Single
Position Class: MN0132Z - Aszociate Dean
Employee Class: EZ 5480 1B FT

CURRENT VALUE HEW VALUE
* Position Location: 550101 AAH Gol Fine Arts and Communic |:| 7
Position Group: MF1B SAAD Tier 2 Exempt Indicator: % Budget Type: F
TOTAL POSITION BUDGET INFORMATION
CURRENT VALUE NEW VALUE INCREMENT

* Position Owner Org: 550101 - AAH Col Fine Arts and Communication I:l

* Total FTE: 1 $1|:|| ||:||

* Total Budget: $ 138, 750.00

BUDGET LABOR DISTRIBUTION INFORMATION
I:‘ REMOVE THIS FOAP

FOAP: 111101 - 55 - 60150 - 0000

CURRENT VALUE NEW VALUE INCREMENT
Project Code{FTE): 1.0 | | |
Budget: $ 58,750.00 $s3750 E |
Budget Code: 180685

Budget Percentage: T221% 88565

I:‘ REMOVE THIS FOAP
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Example 9: Error Message received on PCF

== The sum of the budgst lsbor Budget amounts MUST equal the Totsl Budgst amownt ==
print this form
Position Information
Position Mumber: 532404 Fiscal Year: 2021 Reference: 126133 (Sequence: 2)
CHANGE REQUEST INFORMATION
Originator: FANNINGLIT Error Message
Status: SUBMITTED

Type of Change: Temporany %
Change Action: Budgst Dollar Change The sum Of the

ot budget labor Budget
T e e amounts MUST

Effective Date of Change: (4/22/2021
Budget Transfer ferthcoming: eq Ua| the TOta|

Send an optional FYl email to the following pirate 1Ds: BUdget amount -
e | | | || |z TRY AGAIN **
Non 22 iaer| | | | | |

= Comments:

To increas=e pomiticm BOZSEE by 55000 from
position B3Z404. Budget tran=fer to follow. This
iz a multiple PCF ---LEF

(500 charachers man)

BASIC POSITION INFORMATION Change References

Position Title:  Assoc Dean GFAC Rarch & Mitg
Beg Date: 12/01/05 End Date:

Position Type: Single

Position Class: M0132 - Associate Dean

Employes Class: £2 5440 I8 FT Notice in example 9 the
CURRENT VALUE NEW VALUE blue circle data was
* Position Location: EEQ101 AAH Gol Fine Arts and Communic |:| 7
Position Group: NF1E SAAD Tier 2 Exempt Indicator: Y Budget Type: 7 keyEd bUt on example 8

the red circle data was
TOTAL POSITION BUDGET INFORMATION
CURRENT VALUE NEWVALUE  INCREMENT not keyed. The sum of

* Position Owner Org: 550101 - AAH Col Fine Arts and Communication | |[2 the blue circle data must
“ Total FTE: ' [ ] [ ] match all funding
* Total Budget: $ 138,750.00 fuuarsn | [seeo | source(s).
BUDGET LABOR DISTRIBUTION INFORMATION
[ rewove tHis Foar To correct the error,
CoRP- 141101 - 55 - 60150 - 0000 enter the missing data as
CURRENT VALUE NEW VALUE INCREMENT in the red circle, and
Project Code{FTE): 10 | | | | then click on
Budget: $ 98,750.00 § sasoo0] [ -s000.00 | “Finished”
Budget Code: 18085 )
Budget Percentage: T221% T1.18%
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Result of Sequence 2 being finished:
The message at the top shows:

** Reference: 126155 - Change to position '932404' has been successfully requested **

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

==previous Reference: 126135 [Sequence: 2 of 2)
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How to Update or Delete
LJ & One or More Position Change Forms (PCF)

CARODLINA

UNIVERSITY
—————

Functional Area: Position Management Module: HR

NOTE: Only a superuser can modify a PCF once it has been submitted.

If you need a PCF deleted or modified, contact your Division approver.
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How to Approve One or More Position
Change Forms (PCF)

E A 5 T
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

Position Information
Position Number: 900931 Fiscal Year: 2022

CHANGE INFORMATION

APPROVAL SELECTION

* Type of Change: ® Permanent O Temporary College

* Change Action: (check all that apply) FTE Change ?
Budget Dollar Change Division
Funding Change ?

L] Owner Org or Location Change

* Requested Effective Date of Change: |07/27/2021 (Enter date as MM/DD/YYYY)

Updated: April 2021
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Example 16: Email - Approval Requested

This email is automatically generated and sent from the Originator to the first Approver.

POSITION CHANGE FORM

The following Position Change Request has been submitted through the Position Change Form application:

Change Request Information
ORIGINATOR : robinsond
REFERENCE 126270
FISCALYEAR :2021
COMMENTS : Permanently adding 58,769 in salary and .10 FTE to position 001677 on grant 217023-663201 per C. Leggett,

You were designated as an approver of this position change request.

PLEASE PROCESS THIS REQUEST AS FOLLOWS: The email contains the

) _ name of the originator,
1.) Use. your \!veh hrowser to go to ECU I_Jlrateport at http://pirateport.ecu.edu. the reference # the
2.) Login to PiratePort using your ECU piratelD and password. .
3.) Use the Search bar at the top of PiratePort to search for "Position Change Form". fiscal year and the
4.) Select the Position Change Form application from the search results. comments.
5.) In the POSITION CHANGE FORM application, enter 126270 in the 'Reference Number' box.
6.) Click the 'Search’ button associated with the Reference Number box.
7.) Follow the instructions to approve/deny the request.

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.

Once in the referenced PCF, the approver has a few options depending

on their approver status.
College / Division Approvers will be able to:

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

Note: Division Approvers must SELECT the Budget Office Approvers.
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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

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 EPOST

« 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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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 EPOST

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

Status when Locked

Position Information

Position Number: TN0281 Fiscal Year: 2022 Reference: 128225 (Sequence: 1 of 2) next >>
CHANGE REQUEST INFORMATION APPROVAL INFORMATION
Qriginator: ORMONDL Division Approver:
Cstatus: LOCKED) HANLONB
HILLY
WL T IRTT 2 TETEIET Budget Office Approver:
Change Action: Budget Dollar Change TAYLORH

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

Position Number: 903860 Fiscal Year: 2022 Reference: 128699 (Sequence: 1 of 2) next >>
CHANGE REQUEST INFORMATION APPROVAL INFORMATION
Originator: WATKINSJ Division Approver:
Status: DENIED QUISTS
T e . = ; Budget Office Approver:
ype o ange: ermanen EANNINGLA7 X
Change Action: Budget Dollar Change
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Example 17: Email - Approved

-—--0riginal Message-—-—-

From: fanningl17@ecu.edu <fanningll7 @ecu.edu>

Sent: Thursday, August 26, 2021 5:47 PM

To: Watkins, Jeanne <WATKINS)@ecu.edu=

Subject: Position Change Reference 128730 has been Approved

The following Position Change Request has been aeerwed:

Change Request Information
REFEREMCE 128730
FISCAL YEAR 12022
COMMERNTS
APPROVAL COMMENTS @ QUISTS -
FANMINGL1Y -

Example 18: Email - Denied

From: fanningll7 @ecu.edu <fanningll? @ecu.edu=

Sent: Thursday, August 26, 2021 11:459:43 AM

To: Watkins, Jeanne <WATKINS]@ecu.edu>

Subject: Position Change Reference 1286599 has been Denied

POSITION CHANGE FORM

The following Position Change Request has been denied by Laura Fanning:
——

Change Request Information
REFEREMNCE : 128895
FISCALYEAR :2022
COMMENTS
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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.
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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

|East Carolina Univemitym

iy mama g | OneStop

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 -

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

1l ]

]
I~
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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:

s Temporary Actions —to EPOST

« 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: 900931 Fiscal Year: 2022

CHANGE INFORMATION APPROVAL SELECTION
* Type of Change: O Permanent O Temporary College
* Change Action: (check all that apply) ] ETE Change I:I ?

[] Budget Dollar Change Division

[] Funding Change I:I ?

] Owner Org or Location Change I:I -

* Requested Effective Date of Change: I:I (Enter date as MM/DDIYYYY)
[ Budget Transfer Form forthcoming * Denotes required fiel Foundation
| [J Approval Required | [ &

Send an optional FYI email to the following pirate IDs: Grants and Contracts

?
rorus | | il o E—

Mon-PCF users | | | | | | HS Admin & Fin

E—

Special Funds

—]

University Budget Office

—

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.

Updated: April 2021
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Example 29: PCF - Entire Document

Posih rarmati
Position Number: 800931 Fiscal Year: 2022
CHAMNGE INFORMATION APPROVAL SELECTION
* Type of Change: O Permanent ) Temporary College
* Change Acion: |check al ihal apey| [ FTE Chang= l:l =
[ Budgst Collar Change Division
[ Funding Changs l:l ¥

O Owner Org or Location Change l:l ¥

*Requested Effective Date of Change: | | Enier cine s stz

[ Budget Transfer Form forthcoming * Denotes required field  Foundation

[ Approval Required .

Send an optional FYl email to the following pirate IDs: BT EL IS
e | X 2| I —
R — | | | | | | HS Admin & Fin
L |k
Special Funds
[ |k
University Budget Office
I
* Comments:
(B0 charactiers max]
BASIC POSITION INFORMATION Change References
Position Title: 10751 Accountant
Eeg Date: 0711802  End Date:

Position Type:  Single
Position Class: 10751 - 10751 Accountant
Employee Class: 51 SHRA FT Pem exempt

CURRENT VALUE NEW VALUE
* Pasition Location: 240201 AFH Accaunting Services [ =
Position Group: 2 Joumney Exempt Indicator: % Budget Type: P
TOTAL POSITION BUDGET INFORMATION
CURRENT VALUE NEWVALUE  INCREMENT
* Position Owner Org: 240201 - AFH Accounting Senvices =
* Total FTE: 1 1 ]
* Total Budget §55,780.00 g | |

BUDGET LAEOR DISTRIBUTION INFORMATION
[ REMOVE THIS FOAP

FOAP: 1114170 - 24 - 60200 - 0000

CURRENT VALUE NEW VALUE INCREMENT
Project Code{FTE): 10 [ | | |
Budget: $ 55,760.00 5[ [ |
Budget Code: 18085
Budget Percentape: 100% 0%

* Budpet code and budpet percentape fislds are view-only.

attach neat change [l cancel finished

To add 2 new funding sourcs, selaot the 'Aad New Funding Souros’ chaokbaox and anter tha requirsd information. All faldc ars raguired
wian adding a new funding courne.

[] Add New Funding Source

Fund Organization Account Program
Project Code(FTE): |:| T
Budgt I
Budget Code:
Budget Percentage: 0%
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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 the Budget Office approver will process their routine
reports and approve or deny the PCF request.
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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

&

Updated: April 2021

57 of 61



Example 36: Ref 115 Approved by Budget

East Carolina University e

el . e

ne DD
]
Personalize : | Help :
Message received when Reference is
PCF iS APPROVED the specified position change request. Sequence 1 of 2
ﬁ ﬁ ** Reqguest 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.
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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.
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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
(in Pirate Port)

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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