PosiTiION CONTROL
TRAINING MANUAL

City Of Memphis
Human Resources

ORACLE

Page 1 of 28



Create a new position

The following instructions will replace the Change Authorization Form — Section VI
Adjustment to Complement when deleting and adding a position. Additional information
needed to complete the process and not on the Change Authorization Form is obtainable for
the Position Control Report.
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Before a request to create a new position is executed, the CMEM Position Control PSB XXX user will have to determine
whether or not there is an active PSB worksheet. The following options, depending on a worksheet, are:

1. CMEM Position Control PSB XXX (an inactive PSB worksheet)

2. Active Budget Worksheet :Worksheet: Worksheet (an active PSB worksheet)

Responsibility Form
& Navigation
CMEM Position (= Oracle Applications Home Page - Windows Internet Explorer
Control PSB @ A ™ ] httpsfforsrletsstS. memphistn, g en_HTMLICOA fspPOAR U —OAHOMEP AGERakRegionApplcationld—nbnavRespTd—Sz348 ¥ || 41| | X £~
XXX.... Ble Edt Wew Favorites Tooks Help
Coogle | commercial appeal | * search ~ - Mare > signin 9, -
w & | @ oracle Applicstions Home Page [ Eipov B = v hBags v 03 Tok -

E-Business Suite

Diagnostics Logout Preferences Help

Logged In As ALEASA.RANKIN

Navigator Favorites

(_Edit_ Navigator (_Edint Favorites
[£3 CMEM Award Manager CMEM Position Control PSB 18 HR 1 'You have not selected any favorites. Please use the "Edit
[ CMEM Budget Office Position Transaction Favorites” button to set up your favorites.
[£3 CMEM COMPENSATION USER Transaction Status

CMEM DATA MGMT USER
% CMEM Emplovee Self Service Active Budget Worksheet : Worksheet 2
CMEM Employee Self Senvice pefve Cu
[ GMEW GL Budget Analyst Modify

[ CMEM GL Budget Load/Pasting Operapans

£ CMEM HR Budgeting Werfsheet Inquiry
30 CMEM HR View Tocess and Reports
3 CMEM Inguiry and Reporis S

ubmit Processes and Reports
[JCMEM Position Control PSB 18 HR View Requests

3 CMEM Project Submitter View Reports
(3 Oracle Web ADI ] Workflow Notifications

[0 Workflow User
[ Workflow User Web Applications

Diagnostics | Logout | Preferences | Help
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age - Windows Internet Explorer

For an
inactive 5;; - ‘g, http: fjoracketests. memphistn, gov/od_HTMLIOR. spPOAFUNC=0BHOMEPAGESakRegionApplcationld=0&navRespld=52345 V| 45| % |Google
WorKSheet Eile Edt ¥iew Favorites Tools  Help
Google ‘ commercial apped v | 24 search - - More 3> Signin 9 -
CMEM Position w I@Orac\e Applications Home Page Iil o B = - |iFPage v ) Took - =
Control PSB
XX>Position
. E-Business Suite
Transaction
Diagnostics Logout Preferences Help
Logged In As ALEASA.RANKIN
Navigator Favorites
/ Edit Mavigator ] Edit Favorites
3 CMEM Award Manager CMEM Position Control 18 HR ou have not selected any favorites. Please use the "Edit
23 CMEM Budaet Office Position Transaction Favorites” button to set up your favorites.
3 CMEM COMPENSATION USER Transaction Status
E %ﬁ Active Budget Worksheet : Worksheet
ploy — -
[ CMEM Gl Budget Analyst Modify
[ CMEM GL Budgst Load/Posting Operatians
1 CMEN HR Budgeting Worksheel Inquiry
[ CMEM HR View Process and Reports
Submit Processes and Reports
% CMEM P t Submitt View Requosts
LWEN Froject submitter View Reports
(3 Oracle Web ADI [E] Workflow Notifications
23 Workflow User
[ Workflow User Web Applications
Diagnostics | Logout | Preferences | Help
Copyright (c) 2006, Oracle. All rights reserved Bri
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Click in LOV Oracle Applications - City of Memphis TCMESi Instance (cloned 01/28/2012) [=]
(List of ORACLE
Values...) to
choose the task
template

Position Details

Start Date

Date Effective MName

[wIPermanent Ll Seasanal

Type

Organization & Joh
Organization
Jok

(Hiring Status

Location
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Select “Create
Position” and
click Ok button

Oracle Applications - City of Memphis TCMESi Instance (cloned 01/28/2012)

File Edit Help

SIS IR

Update Position

ﬁ —

T Docume le Appli... H BE. E%

Click Apply
button

Oracle Applications - City of Memphis TCMES5i Instance (cloned 01/28/2012)

Eile Edit ur To Help

TN 12-MAR 2012

Futu

Pasition Details

Start Date

Date Effective Marme
Type [“Permanent Ulgeasanal

Organization & Joh

Organization
Job Create Position

(Hiring Status

Status s
Location

e appli. | /7 eappl. . | [€] In
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Click in the Date
Effective Name
field to enter
the name of the
new position

Click in the LOV
... to select the
Title (1),
Qualifier (2),
Level (3), and
(Service Center
5). Oracle will
automatically
populate
Sequence (6).

Click Ok after
each.

The source
information can
be retrieved
from the
Position Control
Report or
Compensation
will provide a
Job Review?
Evaluation
Memo that will
have all of the
necessary
position
attributes

Oracle Applications - City of Memphis TCMESi Instance (cloned 01/28/2012)

v

s ST 2 MAR 201

0z T

12 MAR-2012

Date Effective Name
Type

Organization & Joh

¥ Bermanernt = Seasanal

Organization Proposed End Date

Joh Proposed End Date

Start Date |”””w Proposed End Date

Further Info [|_]

Hiring Status
( Status |F'rupused

Location |

Tistart € @ |/ oadesgi. | 8 oo

e Appli. ..

Oracle Applications - City of Memphis TCMESi Instance [cloned 01/28/20132) | 5‘

3 i dur Tools Wi Help ORACLE
O HZa8GPI L )

e i 0] 1]

Position Details

Start Date | 12-MAR-2012
Date Effective Name

Organization

Organization
Joh

i4 Start CcEHE Tnbox - Micr... | 0§ D Oracle Appli... N -] ]

e Appli...

Page 5 of 28

The Action
Date will
default to
system date
(Change the
date here to
reflect the
effective date
_ This date
should be the
budget year
for Example:
FY12 Budget
year is 01-Jul-
2011)

Temporary
Only (4) is only
used for
Temporary
positions

Please note:
Compensatio
n will
process all
Contingent
Positions)




Click Ok button

Select Position
Type LOV...

Oracle Applications - City of Memphis TCMESi Instance (cloned 01/28/2012)

Ine

S P

Position Details

Star Date | 12-MAR-2012

Date Effective Name

Fosition Details

Start Date
Date Effective Name

Type

an Fle;

48 Coord

< D @ o

13-MAR-2012

Coord.Budget Mgml...1ﬂl]1|]1ﬂ0ﬁ1
e ¥ Berrmanent = 5eas0nal

| z

Organization & Job

Organization

Proposed End Date [

Job

Proposed End Date

Hiring Status
[ Status | Start Date === Proposed End Date

Location |1ﬂ|]1|]17HR Administration Further Info [ r ]

Irb
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Select LOV...
for:

(1) Type (will
always be "Single
Incumbent”)

(2) Organization
(should match
the org number
in the position
title)

(3) Job (located in
Memo from
Compensation or
the Position
Control Report)

(4) Status (will
always be
"PROPOSED’
until the approval
process is
complete)

(5) Start Date
(defaults)

(6) Location (will
default to org; if
different key
Location here)

Click on the DEF
[ 1 field

Select LOV...
for:

(1) Pension-FICA
(2) Position Class
(3) Position
Number (same as
JCC number)

(4) Head Count
(leave blank, the
number occupying
position)

(5) Source Position
(VERY
IMPORTANT if
deleting a
position; this field
alerts the
approvers of the
position being
deleted!!!!)

Click OK.

Please Note: (If
this is a new
position please
forward to
Compensation
the
documentation
from City
Council
approving this
position)

Oracle Applications - City of Memphis TCMESi Instance (cloned 01/28/2012)

WETEE Coord. Budget...180101.00001 Action Date 8 LGEIKFE

Position Details

Date Effe

Organization
Organization
Joh

T g

Sta Date [12-MAR2012

ctive Name |Coord.Budget...180101.00001

Type .Single Incumbent

1 ¥ Eermanent

= Seasanal

& Joh

180101- Human Resources Admin

Proposed End Date

Professional

Proposed End Date

Hiring Status
( Status |Proposed 4 Star Date |”””“”’ 5

Proposed End Date

Location

istant

|18l]1l]1-HR Administration

e@|

e Appli.... f

e Appli....

Inbox - Mier...

Oracle Applications - City of Memphis TCMESi Instance [cloned 01/28/20132)

6 Furher Info [/l

BE B2V,

WETEE Coord. Budget...180101.00001 P ENE T 12-MAR-2012

e Uy

Position Details

Date Effe

Organization
Organization
Joh

Tstant

Start Date | 12-MAR-2012

ctive Name Coord.Budget...180101.00001

3 )

e Appli...

Tnbuc - Mier. ..

Oracle Appli...

EBIX
ORACLE

0 BE. EEars

Single
Incumbent,
meaning that
only one
employee is
allowed to hold
the position at
any time
Shared,
meaning there
can be several
incumbents,
up to the value
of the FTE field
Pooled (Public
Sector only),
meaning the
position is
loosely defined
so rules about
FTE and hours
are not
enforced by
the system
None, which
you can select
if you do not
need to record
position types

FICA -
normally used
for Temps and
Part-time
employees

General — used
for full-time
employees that
are not
uniformed
officers

Uniform — used
for full-time
uniformed
officers

Page 7 of 28




Click on the
Hiring
Information tab
if not already
navigated to the
next tab after
Position Details

Enter the Hiring
Information for
FTE — Should
always equal
1. (Unless
parttime
should be 0)

Headcount
defaults to 1
for a Position
Type of Single
Incumbent

(1) Bargaining
Unit ("9999”
unless an union
employee)

(2) Salary Basis
(Bi-weekly)

(3) Grade (found
on Memo or
Position Control
Report)

Click Work
Terms tab.

Here Supervisor
information is
entered.

Note:

Please place the
Supervisor of
this position title
in this field.

Oracle Applications - City of Memphis TCME5i Instance (cloned 01/28/2012)

Hiring Information

FTE |1
Earliest Hire Date

Headcount
Fill by Date

EETE 13- MAR-2012

Bargaining Unit

= Bermit Recruiting

Proposed Entry Salary

Payroll |Active

Salary Basis |

Grade

“alue

Step | Grade/Scale Rate |

Grade Rate Range | |

Probation
{ Duration

Duration Unit }

Overlap
{ Duration

Duration Unit }

Proposed Layoff

FTE

istat € o

o2 nterne... = | § | ad

Oracle Applications - City of Memphis TCMESi Instance (cloned 01/28/2012)

Working Hours

imurn Semvice

Slelar Hz
Wyiork Terms

Normal Time
Frequency {
— Start

End

FTE Capacity

Superisor

I |Replacerment Required

= hyorks Council Appraval

~Related Positi N

Supervisor

Relief

Successar

-

E led Pay Term
" Extended Pay, Fermitted

Da Manth
Wark Term Start

Work Term End
Pay Term End

Day

'S start

~ & 3 5 mi

Page 8 of 28
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Click Additional
Details.

Under the
comments
section, please
indicate whether
the position was
created thru
PSB (active
worksheet) or
not.

Click Save

To Route
request.

Oracle Applications - City of Memphis TCMESi Instance (cloned 01/28/2012)

Additional Details

Posting Description

Security Requirements

Amendment Information

Date |

Recormmendation

Reference Mumber

Tistart -~ e | [gs

RN o Pl

Rl

Oracle Applications - City of Memphis TCMESi Instance (cloned 01/28/2012)

Hiting Information

FTE

Earliest Hire Date

Proposed Entry Salary

Payrall |Active

1

Help

Headcount
Fill by Date

Bargaining Unit 9999 - Non-re

= Permit Recruiting

Salary Basis |Biweekly

Grade |General.15

et

Walue

Step |

Grade Rate Range

Grade/Scale Rate |Grade Range

|31.535 38.95

Probati
[ Duration |

Duration Unit | ]

Overlap
[ Duration |

Duration Unit | ]

Proposed Layoff

FTE |

Please Note:
Comments can
be keyed here
or in the
comment box
during the
approval
process.
Leaving
comments
preserves
comments
after position
has been
approved and
activated.
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The Routing Oracle Applications - City of Memphis TCMESi Instance (cloned 01/28/2012)
form will appear

Click Forward
(the next role in
the approval
process will
automatically
populate)

Include
Comments, if
needed

Save and Caontinue

Click OK ke oy Role Position
CMEM PC Data Cot

Send Back

Qyerriding Approver

Probation
Duration Beject

Anply Transaction

Overlap
m Comments
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The position transaction is routed for approval. At this point, any approver along the approval
hierocracy can return it for correction. All notifications can be viewed in Workflow notifications:

Responsibility
& Na tion

CMEM Position
Control PSB XX
XX...> Process
and Reports>
Workflow
Notifications
(Will openin a
separate
Internet
Window)

Form

Oracle Applications Home Page - Windows Internet Explorer

@@ - \g, http:/foracletestS.memphistn. aovfOA_HTMLIOA. jspPOAFUNc=0AHOMEPAGE&akR egionApplicationId=08navRespld=52348¢ Vl 43| X ‘ ‘ P

Elle Edit V¥ew Favorites Tools Help

Google | v| P search - More > Signin 9 -
—— — = »

W Igg]v l /€ oracle spplications Home Page l@orac\e Applications Home... % ] 1 fi - B e v pags - ) Tanks -

#= BE-Business Suite

Diagnostics Logout Prefersnces Help

Logged In As ALEASA.RANKIN

Navigator Favorites
(Edit Mawigator ) (_Edit Favorites )
[ CMEM Award Manager CMEM Position Control PSB 18 HR 'You have not selected any favorites. Please use the "Edit

osition Transaction Favorites” button to set up your favorites.
Transaction Status

3 CMEM Budget Office
[ CMEM COMPENSATION USER
(23 CMEM DATA MGMT USER

[C3 CMEM Employee Self Senice

Active Budget Worksheet : Worksheet

[ CMEM GL Budget Analyst Modify

2 CMEM GL Budget Load/Postin: _F—C: erations

(23 CMEM HR Budgetin Woarksheet Inquiry
£ CMEW HR View Process and Reports

(23 CMEM Inguiry and Reports orts Submit Processes and Repors
g CMEM Manager Self Senice iew Requests
CMEM Manager Self Senvice - Admin i /
[E]cuiei Posiion Control PSb 13 eI RTATRRIN
23 CMEM Project Submitter
[ Oracle Web ADI
3 Waorkflow User
23 Waorkdlow User Web Applications

Diagnostics | Logout | Preferences | Help
Copyright (c) 2006, Oracle. All rights reserved

a cy Statemer
About this Page Erivacy Statement

httpefforacletests, memphistn.gov/Oa_HTMLIRF.jsprfunction_id=27518resp_id=52348%resp_appl_id=8401&security_group_i e Internet

Click or Select
Subject to open
the notification

| v [ &) hip:foracletests. mempristn. gov/OR_HTMLIOA jsp7_rc=WF _55_NOTIF_PAGES ri=08OMHP=WF_SELF_SERVICE_ArpLICA ¥ | | #2 X | |

Ele Edt YVew Favortes Tools Help

Comments

Google | 9 search - | More > SignIn 9 -
— = . »
e [@Oracla Workflow: Notifications I } 5 - B - = - [2hpage - {0 Tooks -
Dimanostics Preferences Help Close Window
Worklist

View | Notifications From Me » | Go )
Select Notifications: (_Open ) ( Reassign | | Close
Select All | Select None

Select Type ISubjecI Sent Due To
[0 PQH: Workflow Position Transaction Coord.Budget..180101.00002 needs approval/review 14-Mar-2012  17-Mar-2012 CMEM PC Budget Analyst
0 HR Transfer for Reggie CRP_Ill {proposed by Rankin. Aleasa) 14-Mar-2012  14-Mar-2013  Robinson, Quintin
O HrR Change Job for Oprah CRP_lll {proposed by Rankin,Aleasa) 14-Mar-2012  14-Mar-2013  Robinson, Quintin
[0 PQH : Workflow Position Transaction - Analyst Human Resources 18060100001 initiated 13-Feb-2012 Sabatini, Eric

@ TIP Vacation Rules - Redirect or auto-respond to notifications
@ TIP Worklist Access - Specify which users can view and act upon your natifications

Diagnostics | Preferences | Help | Close Window

Copyright (c) 2006, Oracle. All rights reserved

q cy Statemer
About this Page Erivacy Statement

http:fforacletests. memphistn. gov/Oa_HTMLJOA. jsp?_rc=WF_55_MOTIF_PAGES_ti=0&0AHP=WF_SELF_SERWICE_APPLICATION e Inkernet LT
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Form Comments

ion Details - Windows Internet Explorer

has not been )
approved, the e
Status will
remove — o : ;
“Pending” until W [@Not\ﬁcamnoetawls [ } BB - & - [Bese - G ok -
the transaction
has been
approved and
submitted. At
that tlme the Position Transaction Coord.Budget...180101.00002 needs approvallreview
Status is From Rankin, Aleasa

“Submitted” To CMEM PC Budget Analyst
Sent 14-Mar-2012 15:13:03
Due 17-Mar-2012 15:13:03

ID 3893756

Position Transaction

If transaction
R ‘g, hitp: {foracletestS. memphistn.gov/oa_HTMLIGA. jsp?OAFunc=FND_WFNTF_DETAILSaM 1d=38937568addBreadCrumb=ygy V| +2 | X ‘

Yiew Favorikes  Tools  Help

Google | v

"l Search + | Maore 2> Sign In "\ ©

Diagnostics Preferences Help Close Window

Worklist =

Position Name Coord.Budget...180101.00002
Action Date  13-Mar-2012

Organization 180101- Human Resources Admin
Job mees.s.iﬂnaAl/\I
Transaction Status Pending
Comments

Related Applications
Transaction Status
Return to Worklist
[IDisplay next notification after my response

Diagnostics | Preferences | Help | Close Window
Copyright (c) 2006, Oracle. Al rights reserved.

y Statemes
About this Page Privacy Statement
Done @ 1nternet 100%
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If a PSB Worksheet is active, position creation begins in the active worksheet.

Responsibility Form Comments
& Navigation
CMEM Position Oracle Applications Home Page - Windows Internet Explorer
Control PSB XX 5\;;# - ‘g, http:f,inradatastﬁ.mamphlstn.gnw’OA_HTMLﬂOA‘]sp7OAFunE=OAHOMEPAGE&akReglunAppllEatmnld:tl&naVREspId:SZE48!V| 5| X ‘Guugla ‘ L
XX> Active Fle Edt Wew Favortes Tools Help
BUdget Google | < More >> signin W -
Worksheet: — = - .
Worksheet> W IBBI-I@Oracle fipplications Home Page IEOrade applications Hame. . xl 1 Bi- B - @ - [Crpase - Took -
Modify
E-Business Suite
Diagnostics Logout Preferences Help
Logged In As ALEASA.RANKIN
Navigator Favorites
Edit Mawigator Edit Faworites
3 CMEM Award Manager CMEM Position Control PSB 18 HR ou have not selected any favorites. Please use the "Edit
[ CMEM Budget Office Position Transaction Favorites" button to set up your favorites.
3 CMEM COMPENSATION USER ransaction Statu
L CZM DATARIGHT USFR Active Bu; i\:!urksheel Worksheet
(3 CMEM Employes Self Sanvice :
[ CMEM GL Budget Analyst —
[ CMEM GL Budget Load/Posting & Operations
[ CMEM HR Budgsting (=] Worksheet Inquiry
(23 CMEM HR View Process and Reports
£ CMEM Inguiry and Reports Submit Processes and Reports
[ CMEM Manager Self Senice
[ CMEM Manager Self Service - Admin o
[mICMEM Position Control PSB 18 HR B Warkflow Notifications
3 CMEM Project Submitter
(23 Oracle Web ADI
23 Waorlkdlow User
23 Waorkflow User Web Applications
Diagnostics | Logout | Preferences | Help
Copyright (c) 2006, Oracle. Al rights reserved. Pri
rivacy Statement
About this Page
javascript:launchFormi http: foracletests. memphistn.gov:B0/0A_HTMLIRF jsp?function_id=75308resp_id=5z34&resp_appl_id=i & mmternst H100% v
F11 to open B Oracle App p d071/28/20 =
table for entry O
HPO GBS PIE NDER AP - 2] 2
o
=
Budget Group Worksheet Warksheet Name Global Worksheet Name
A EEnRREen »
Open
5 Q 5] o A 2 [
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Responsibility
& Navigation
To query for the
divisional
worksheet:

In Budget
Group, type %,
the division
number, %, the
letter D and %
Ex.
%18%D%

CTRL F11

Form

HP U G EB8SP 5 IDE R LEPR] - 22

=

Budget Group Waorksheet YWaorksheet Name Glohal Worksheet Mame

Open

=
Budget Group Warkshest Workshest Name Global Workshest Mame
% 18%D% =
N »
Open
] 38| @

Page 14 of 28
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Responsibility
& Navigation

The most
current
worksheet, is
the worksheet
with the highest
number

Click Open

Click Positions

Form

HPO G EBSPAMNDE R LRI - 22

=
Budget Group Waorksheet YWaorksheet Name Glohal Worksheet Mame
18 Human Resourci|833 18 Human Resources D -833  ||FY2007 020106 2
18 Human Resourc(|992 18 Human Resources D -992  |FY2007 021706
18 Human Resourci|1462 18 Human Resources D - 1462 I[FYZI]I]B 101306
18 Human Resourci| 1782 18 Human Resources D - 1782 I[F‘(zl][lﬂ 1:21/2007
18 Human Resourci|1924 18 Human Resources D - 1924 ][FYZI]I]Q 10/22/07
18 Human Resourc: (2297 18 Human Resources D - 2297 ][F‘r‘Zl]l]!] 1/21/2008
18 Human Resourci|2679 18 Human Resources D - 2679 ][FYZI]1I]
18 Human Resourci|3004 18 Human Resources D - 3004 I[F‘r‘2l111
18 Human Resourci|3444 18 Human Resources D - 3444 ][FBDIQ 12/8/10
18 Human Resourci|3784 B an Resources D B FY 2013 B
I IS »
Open
Q) 38| [c]
10 PP 0 0 p oned 0 0

=20 G 8P IERDNEH I LEI PG - 1172

(=)
o
=
8 an R 18 Human Resources

3784 18 Human Resources D - 3784
824 FY2013
3764 FY 2013
01-DEC2011 CYNTHIA.HUGHE!
03-JAN-2012 JACQUELINE.AN

Created from the worksheet 3764 for budget group City of

Memphis

Positions

Page 15 of 28
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All positions in
this worksheet
can be queried
here. But for
this exercise,
the focus will be
creating
positions.

Click Create
Position

Form

Oracle Applications - City of Memphis TCMESi Instance (cloned 01/28/2012)

Ernployee Mumber

Ermployee Mame

Create Pogition Position Details

Inba

(A [=1E3
ORACLE

Comments
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Responsibility
& Navigation

Organization
Effective Date
will default to
the beginning of
the next Fiscal
Year.

Organization
is the
organization in
which the
position will be
created.

Click OK

From this point
on the steps are
the same as an
inactive
worksheet (see

page 3)

Click Apply

Form

Ry gaaa@l ) NEgl 2SS 17

(=)
18 Human ResS 18 Human Resources
3784 18 Human Resources D - 3784
=
Pasition Joh Ernployee Mumber Ermployee Mame
o
01-JUL-2012
180101- Human Resources Admin
Cancel
4
Create Pogition Position Details
O Ol ) &)
B o pp p d 01/28/20

BEYUGo8S0 08 1D HIAES 2% 1817

14-MAR-2012
Pasition Details b
Start Date
Date Effective Name ]
Type [#Permanent UlSeasonal

Organization & Job

Organization
Joh Create Position A

Hiring Status
[ Status s
ocation |
Apply Cancel

Page 17 of 28
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Update a Position

Updating a position can only occur if there is not an active worksheet. If a position update is
needed the Change Authorization Form is needed to execute the update.

Responsibility
& Navigation

Form

Comments

CMEM
Position
Control PSB

CMEM Position
Control PSB XX
XX> Position
Transaction

File Edit View Favorites Tools Help

Google |

B

| 9 search - More » SignIn 9 -

e [) Oracle Applications Home Pags

[71 f - B b - [ rPage - () Taoks -

ES

E-Business Suite

Diagnostics Logout Preferences Hell

Navigator

£ CMEM Award Manager
3 CMEM Budget Office
23 CMEM COMPENSATION USER

Logged In As ALEASA.RANKIN

Favorites
Edlit Mavigatar ) Edit Favorites
CMEM Paosition Contrgl 18 HR 'You have not selected any favorites. Please use the "Edit
& Position Transactio¥ Favorites” button to set up your favorites.

Transaction Status

[£3 CMEM DATA MGMT USER

3 CMEM Employee Self Senice

(23 CMEM GL Budget Analyst

[ CMEM GL Budget Load/Posting

23 CMEM HR: Budgeting

(23 CMEM HR: View

[ CMEM Inquiry and Repors

3 CMEM Manager Self Senice

[£3 CMEM WManager Self Senice - Admin
0
3 CMEM Project Submitter

[ Oracle Web ADI

[ Workflow User

[ Waorkflow User Web Applications

Copyright (c) 2006, Oracle. All rights reserved.
About this Page

Active Budget Worksheet : Worksheet
Modify

Operations

Worksheet Inquiry

Process and Reports

Submit Processes and Reports
View Requests

View Reports

D Workflow Notifications

Diagnostics | Logout | Preferences | Help

Privacy Statement

javascripk:launchForm( http: fforacletestS. memphistn.gov: 80f0OA_HTMLIRF. jsp?function_id=75158resp_id=5 |~ &

€ Internet 00 v
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Click LOV...>
Update Position

Click Apply

Action Date:
date action is
effective
(defaults to
system current
date)

Click OK

Oracle Applications - City of Memphis TCMESi Instance (cloned 01/28/2012)

] i ||

Position Details

Start Date

SWENRETE 15 -MAR-2012

Futy

Date Effective Narne

Type [FPermanent

Organization & Job

Organization
Jah Update Position

[1Zeas0onal

[Hiring Status

Location

el BEs . ~| @ mbo /= 4 Inter

Oracle Applications - City of Memphis TCMESi Instance (cloned 01/28/2012)

Position Details

Star
Date Effective

[ 1Seasonal

roarizton &

Organization
Job

{Hiring Status

Location [

Further Infa C] [D]
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Search for
position name

Find: type in
position name
to be update

Note: % plus
the beginning
few letters of
the position will
bring up a list of
possible
positions.

% along will
bring up every
position and
will take some
time to query

Choose position

Click OK

Oracle Applications - City of Memphis TCMESi Instance (cloned 01/28/2012)

Position Details

Organization
Organization
Jok

Position Name

| Future Dated

15-MAR-2012

| Fending Trans

+~ B

= 4 Ink

Oracle Applications - City of Memphis TCMESi Instance (cloned 01/28/2012)

Organization

Organization

1] P
Coord.Ada Ramp Progra Rk
Coord Ada Ramp Program...250105.0
Coord Ada_Fmla.180101.0
Coord.Ada_Fmla...180501.0
Coord Admin Parks. T.150801.0
Coord Admin Parks. T.150901.0
Coord.Admin Parks. T.150902.0
Coord Admin Support.130101.0
Coord Admin Support.130101.00001
Coord Admin Support. 130701.0
Coord.Admin Support. 2501010

Coord.Admin Support. 250101.00001
4 5
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Note: Please
make sure
you don't
select a
position with
\\TII.




Fields that can
be updated:

*Status -
Proposed (all
changes are
proposed until
approved)

The following
position
attributes can't
be update:

*Job Title
(Date
Effective
Name)
*QOrganization

*Job

After change(s)
have been
made

Save

Oracle Applications - City of Memphis TCMESi Instance (cloned 01/28/2012)

‘Elj-1 Coord.Position Control Data...160401.00001 A ENRE R 15 -MAR-2012
| oy .
Position Details

EEGRAEICEN1-J UL 2005 e

Date Effective Name |Coord.Paosition Control Data...180401.00001

Type |Single Incumbent ¥ Bermanent = Geasanal

Organization & Joh
Organization |180401-C

Job |Professional

Proposed End Date
Proposed End Date

Status |Al:(ive Start Date |m

Location |1BI]4l]1-HR Compensation2

Proposed End Date
Further Info [ |a]

{Hiring Status

7% start ~ €@ Bs z .| /74 miemetE. .

Oracle Applications - City of Memphis TCMESi Instance (cloned 01/28/2012)
Eile E ! Help
S8QPI 8 1

\E-8 Coord.Position Control Data...180401.00001 TR 15-MAR 2012
Sz e

Position Details

Start Date (01-JUL-2008
Date Effective Mame |Coord.Position Control Data...180401.00001

Type |Single Incumbent I Eermanent I Seazanal

Organization & Joh
Organization |180401-Ci

Job |Professional

Proposed End Date
Proposed End Date

//
Hiring Status
Status |Propose Start Date [==========

Location |1Bl]4l]1rHR Compensation?

Proposed End Date |
Further Info [lE(‘]

72 start o e Eism . = 8 Inbox /24 TntemetE... - | EE2h
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The following
position
attributes can
be changed:
*Location

*Bargaining
Unit

*Grade

*Supervisor
Title

*Position #
(JCC Info)

*Position
Class

Note: Please
don't
changes the
comment
field only
with
additional
comments
with the date
comments
was added.




Click Forward

Include
Comments, if
needed

Click OK
See page 9 for

Workflow
notificiations

Oracle Applications - City of Memphis TCMESi Instance (cloned 01/28/2012)

Position Details

Organization & J)

Position
Organization

Job P CMEM PC Data Cot

Send Back

Overriding Approver

g Status
Status

Eeject

Apply Transaction

Location E Caorrnents

Tistart [ € os
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Responsibility
& Navigation

CMEM Position
Control PSB XX

Form

(= Oracle Applications Home Page - Windows Internet Explorer

6\?;” ‘g, hittp: [foracletests. memphistn. gov/08_HTML{OA. jsp?OAFUNc=0AHOMEPAGE&akRegionApplicationld=08navRespld=52348¢ v || ¥2 || X | | coode

XX> Process Elle Edt “iew Favorites Tools Help
and Reports> Google Mare 3> Signin 9, -
Submi g
ubmit —— —
P W [DD]-I@OracIeA lications Hame.,, 2 | € Classic Handb, Vintage St l I 'ﬁ hd @ - |k Bage - @ Took +
rocesses and oo Pl lassic Handbags, Yintage St... & E: a
Reports
E-Business Suite
Diagnostics Logout Preferences Help
Logged In As ALEASA.RANKIN
Navigator Favorites
Edit Nawvigator Edit Faworites
3 CMEM Award Manager CMEM Position Control PSB 18 HR ou have not selected any favorites. Please use the "Edit
[£3 CMEM Budget Office Position Transaction Favorites”™ button to set up your favorites.
[ CMEM COMPENSATION USER Transaction Status
[ CMEM DATA MGMT USER
3 CMEM Employee Self Senice Active Budgel Worksheet : Worksheet
3 CMEM GL Budget Analyst
(31 CMEM GL Buéget Load/Pasting = Operatians
[ CMEM HR Budgeting Warksheet Inqui
=2 CMEM HR View Process and Reports
(3 CMEM Inquiry and Reports [@) Submit Processes and Reporid
[ CMEM Manager Self Service View Requests
3 CMEM Manager Self Senvice - Admin [ View Reports
[WJCMEM Position Control PSB 18 HR [E] Workflow Notifications
[ CMEM Project Submitter
[0 Oracle Web ADI
22 Workflow User
[ Workflow User Web Applications
) Diagnostics | Logout | Preferences | Help
Copyright (c) 2006, Oracle. All rights reserved Privacy Slatement
About this Page HHAcy SalEment
javascript:launchFarm('http:jforacletestS memphistn. gov: 80/0f_HTML{RF.jsp?function_id=758resp_id=523488resp_appl_id=84| A € Internet *, 100%
Click OK

ORACLE

Functions
Process and Reports:Submit Processes and Reports

Submit p
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Responsibility
& Navigation

Click Name
LOV...

Select:

Position Control
Report - New

Form

HoolGoea J0E 1D L8825 17

Copy..

Language Settings. ..

As Soon as Possible

Help (C) Submit
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Debuy Options

Schedule

Options..

Canceal

i

Comments




Parameters of
Position Control
Report appears
(the only report
for this
responsibility).
Parameters in
yellow are
required!

As of Date:
Date report is to
reflect.

Division/Svc
Ctr. Location
positions are.

(if left blank,
report will
default to the
worksheet level)

Report Level
S-Service
Center; L-Legal;
D-Division; F-
Fund; or C-City

Sort By.
Determines how

report is sorted
D-Division; G-
Grade; P-
Position; S-
Service Center;
or U-Union
Position Class.
Appointed-2;
Civil Service-5;
Civil Service
Grant-4;
Elected-1; Null-
20; Temporary-
7 or Temporary
Grant-12

BEvwlOn8a P NHE A 2517

Help (C)

[14-MAR-2012

All
No
No
Active

Copy..

Clear Help

Select Funds:
All; General or
Grant

Group
Positions:
Will summarize
report by
position
classification
No or Yes

Vacant
Positions
Only:

No or Yes. Yes
will produce a
Vacancy
Report.

Position
Status:
Active;
Deleted;
Eliminated;
Frozen or
Proposed

Position
Type:

FT-Full Time or
T-Temporary

Budget
Name:

Choose
Budget. List
changes with
each budget
year.

Display
Budget FTE:
Determines
where or not
Budget info is
displayed

Yes or No

Click OK
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The Position
Control Report
has print
options:

e .pdf
(default)
o Excel

Click on
Template type
to determine
format:

Printable Layout
is .pdf (default
format)

Non Printable

changes format
to EXCEL

Click OK

Oracle Applications - City of Memphis TCMESi Instance (cloned 01/28/2012)

[Debug Options

At these Times...

ENENE N As Soon as Possible Schedula

Upon Completion...

1. Printable Layout

—‘
S noprint

V% start ~ € Es [z ft.. = /2 3Intemete.. ~| @Gz

Oracle Applications - City of Memphis TCMESi Instance (cloned 01/28/2012)

File Edit

e Template La Format  For BE

TSI |English  |PDF  [AMERICAN

Preyiew

Template Marme
1. Printable Layout

2_Maon Printal ut

- EBzm . v/~ 3InternetE.. ~ G2 M
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In the .pdf
version, a
record is
contained on
two lines and
can not be
manipulated.

In EXCEL, a
record is on
one line and
can be
manipulated
(sorted, etc.)




Click Submit

In the window
that pops up,
click refresh to
refresh the
window until the
job is complete.

Oracle Applications - City of Memphis TCMESi Instance (cloned 01/28/2012)

Edit

CMEM HR Position Control Report - New
:S:All:No:No:Active

American English

Language Settings... [Debug Options
At these Times.
Run th " \As Soon as Possible Schedula

Upon Completion.

2. Non Printable Layout

Print to
oo

» | /23 Internet E...

(cloned 01/28/2012)

Reftesh Data Find Reguests Submit a Mew Request

CMEM HR Position Contr 19-MAR 2012, , S, S, AllL N, P

Hold Request Wiew Details.. Wigw Output
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When Phase is Oracle Applications - City of Memphis TCMESi Instance (cloned 01/28/2012)
complete, click

on View Output
to: TN
« View e
version in equest ID Farent
Adobe Narne ‘ P meters
] CMEM HR Position Contr 19-MAR 2012, 10, S, S, All, N
e Open 13344014 |CMEM HR Position Contr 19.MAR 2012, , S, S, Al N, I
worksheet
in Excel.

Hold Request Wiew Details.. Wiew Output

~ | /2 3nternstE.. ~| G2 M
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