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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.  
 

 
 
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 
& Navigation 

Form Comments 

   CMEM Position 
Control PSB 
XXX…. 
 
 
 
 

 

 

1 

2 
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For  an 
inactive 
Worksheet 
 
 
CMEM Position 
Control PSB 
XX>Position 
Transaction 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

Click in LOV 
(List of 
Values…) to 
choose the task 
template 
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Select “Create 
Position” and 
click Ok button  
 

 

 

Click Apply 
button 
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Click in the Date 
Effective Name 
field to enter 
the name of the 
new position 
 
 

 

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) 

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 

 

Temporary 
Only (4) is only 
used for 
Temporary 
positions  
 
Please note: 
Compensatio
n will 
process all 
Contingent 
Positions) 

1 

2 

3 

4 
5 

6 
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Click Ok button 

 

 

Select Position 
Type LOV… 
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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   
[ ] field 

 

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 
 

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) 

 

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 

   

1 

3 
2 

4 5 

6 
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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) 
 
 
 

 

Please note:  
Please tab 
through the 
Step and 
Grade/Scale 
Rate 

Click Work 
Terms tab. 
 
Here Supervisor 
information is 
entered. 
 
Note: 
Please place the 
Supervisor of 
this position title 
in this field. 
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Click Additional 
Details. 
 
Under the 
comments 
section, please 
indicate whether 
the position was 
created thru 
PSB (active 
worksheet) or 
not. 
 
 

 

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. 
 

Click Save  
 
To Route 
request. 
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The Routing 
form will appear 
 
Click Forward 
(the next role in 
the approval 
process will 
automatically 
populate) 
 
Include 
Comments, if 
needed 
 
Click OK 
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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 
& Navigation 

Form Comments 

   CMEM Position 
Control PSB XX 
XX…> Process 
and Reports> 
Workflow 
Notifications 
(Will open in a 
separate 
Internet 
Window) 
 
 
 
 

 

 

Click or Select 
Subject to open 
the notification 
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Responsibility 
& Navigation 

Form Comments 

   If transaction 
has not been 
approved, the 
Status will 
remove 
“Pending” until 
the transaction 
has been 
approved and 
submitted.  At 
that time the 
Status is 
“Submitted” 
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If a PSB Worksheet is active, position creation begins in the active worksheet. 

 
 

Responsibility 
& Navigation 

Form Comments 

   CMEM Position 
Control PSB XX 
XX> Active 
Budget 
Worksheet: 
Worksheet> 
Modify 

 

 

F11 to open 
table for entry 
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Responsibility 
& Navigation 

Form Comments 

   To query for the 
divisional 
worksheet: 
 
 

 

 

In Budget 
Group, type %, 
the division 
number, %, the 
letter D and % 
Ex. 
%18%D% 
 
CTRL F11 
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Responsibility 
& Navigation 

Form Comments 

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

 

 

Click Positions 
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Responsibility 
& Navigation 

Form Comments 

   All positions in 
this worksheet 
can be queried 
here.  But for 
this exercise, 
the focus will be 
creating 
positions. 
 
Click Create 
Position 
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Responsibility 
& Navigation 

Form Comments 

   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 
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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 
XXX…. 
 
 
CMEM Position 
Control PSB XX 
XX> Position 
Transaction 
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Click LOV…> 
Update Position 
 
Click Apply 

 

 

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

 

Note:  Please 
make sure 
you don’t 
select a 
position with 
“T”. 
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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) 
 
*Organization 
 
*Job  
 
 

 

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. 
 

After change(s) 
have been 
made 
 
 
Save 
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Click Forward  
 
 
Include 
Comments, if 
needed 
 
Click OK 
 
See page 9 for 
Workflow 
notificiations 
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Position Control Report  
 

 
Responsibility 
& Navigation 

Form Comments 

   CMEM Position 
Control PSB XX 
XX> Process 
and Reports> 
Submit 
Processes and 
Reports 

 

 

Click OK 
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Responsibility 
& Navigation 

Form Comments 

   Click Name 
LOV… 
 
Select: 
 
Position Control 
Report - New 
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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 
 

 

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 
 

1 
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The Position 
Control Report 
has print 
options: 
 

• .pdf 
(default) 

• Excel  

 

  

Click on 
Template type 
to determine 
format: 
 
Printable Layout 
is .pdf (default 
format) 
 
Non Printable 
changes format 
to EXCEL 
 
 
 
Click OK 

 

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.) 
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Click Submit 

 

 

In the window 
that pops up, 
click refresh to 
refresh the 
window until the 
job is complete. 
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When Phase is 
complete, click 
on View Output 
to: 
 

• View .pdf 
version in 
Adobe 

 
• Open 

worksheet 
in Excel. 

 

 

 

 
 

 
 


