; Business Process Guide
@ nformation Iechnolos LCD Position Wizard 9.0

é To view online tutorial, visit: http://www.fullerton.edu/ittraining/peoplesoft/HR/hr.asp

The Position Wizard allows departments to find positions within their department based upon job code, funding
information, position pool, and budgeting level.

Frequency: Ad hoc.

Processing Steps Screen Shots
P m A
. ¥iu CALIFORNLIA STATE UNIVERSITY
Navigate to the correct page: FULLERTON
Main Menu > CSUF HR > Position Favorites | Main Menu
Wizard > Locate Position Wizard. Personalize S8arch Menu: ®
Search: 9 sy sA Baselne ’
TSR 3 C5U Temp Faculty L4
bosuTer — U .. 1 HR Reports 8
b CSUF HE 2 Fullerton SA Customizatio
3 HR Inguire 3
[> Fullertan (3 Self Service
[ SelfSeri 9 manager Self Service 8 student Workers '
[> Manager £ Global Pavroll & Absence 3 Employee Self Service 3
[ Global Pz ¥ ] 31 Absence Management L
b Campus (J Campus Community 4 LD ,
Eg;djntl_ﬁ {3 student Admissions '] Posttion Wizard
. SetUE o 3 set Up HRMS DILucate Position Wizard I
b B 3 Set Up SACR »
L L 9 Demeebimes Toamls b
Step 2:
Enter the department ID number for Locate Pasition Wizard
the position(s) you would like to
view. N
If you do not know the depa.rtment | T | | Cancel ]
ID number, use the magnifying
glass icon (C:'\) to look it up. Specity Dept ID & Job Code
- ®
Job Code Q,
| Nest> || | cancel |
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Step 2a:
A list of available Department ID’s
will be displayed.

Select the appropriate department.

The search results are based
upon your CMS Security. Only the
departments you have access to
view will be displayed.

Look Up DeptiD

SetlD: FLCMP

De|:-artme|rt:| hegins with j|

Description: | hegins with j|

Look Up | Claar | Cancel | Basic Lookup

Search Results
Mignne Al First E 1-100 of 274y Last

Department [Description

10001 AER Data Coardinatioh
10002 Academic Adviserment
10003 Academic Senate
10004 Accounting

Step 3:
Next enter the Job Code you would
like to view.

If you do not know the job code
number, click on the magnifying

glass icon (Q\) to view a list of
available job codes for your
department.

Locate Position Wizard

O8 & & &

] Meat » | Cancel

Specify Dept I & Job Code

DeptiD 10163 Q

Job Code ®

Next> | | cancel |
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Step 3a:

A list of available job codes based
upon the department ID will be
displayed.

Select the appropriate job code
number.

Look Up Job Code

SetlD:
Department:

FLCMP
10163

Job Code 5et|D:| begins with | |

Job Code: |hegins with ;”
Effective Date: |= ~| [bemeizooT 5
LookUp |  clear | cancel | Basic Lookup

Search Results
Wigne Al

Effective Date [Description

CEUID 0420 010119580  |Info Tech Consultant 12 Mo
CEUID 1032 0852172006 Admin Suppod Assistant 12 o
CEUID 10345 010189580 Admin Support Coord 12 ko
CEUID 1140 01/01M1 850 Instructional Studnt Asst
CEUID 1868 0101980 Student-honResident Alien Tax

Step 4:
The department ID and job code
numbers are populated.

Click Next to continue.

To return to the previous page click
Cancel.

Locate Position Wizard

|  Nea» |

| cancer |

Specify Dept ID & Job Code

10163 Q,

3ss  Q

DeptiD

Joly Covil

o] G

Mathematics

Lecturer AY

| Cancel
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Step 5:
Enter information into the following
fields or use the magnifying glass

icon (O\) to look up the valid
values.

e Primary Fund: Enter the
appropriate funding source for
the appointment.

e Reporting Unit: This is the

Locate Position Wizand

L gog 2 & |

<Previous | Mext> |

cancel |

Entel Piiimaiy Fuiwd, Unit, & Sipendsor

DeptiD
Jub Code

Tmez
1358

Primary Fund, Unit & Supenrdsor

Mathamaiis Fiscal Yaal 2006

Lechurar AY

payroll source number. It is used

to separate documents (i.e. Primary Fund M q Mot Applicabie

paychecks) coming from the

Feporting Ul 314 O Mathematics

SCO PIMS system.
e Supervisor: This is the person St 00024125 |Q) Thtan, Mk

the position reports to.

= Privious | {~ Nod= | cancet |
Click Next to continue.
Step 6: Locate Posfion Wizard
Choose the appropriate budgeting
level for the position. OROROR RO
Next enter the position pool id or “Previous | _ Net» | Cancel_|
use the magnifying glass icon (%) Enter Poolar Class or Projact
to see a list of valid values.
Dt D 10163 Mathematics Fiscal Yot 200

. . . Job Code 2358
Click Next to continue or Previous Lecturar &7
to return to the previous screen. Uit 314 Mathematics

Choose a DAT Budged Level
_ To determine the budget N 'DBT Butget Level [Foson Posi =]

funding level or pool id for a position
contact your Divisional Finance
Coordinator. For Academic Affairs
contact your budget representative. PaaliD G010 Dept General Fund

| cancer |

= Priviows
<rows| G
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Step 7:

The appropriate results will display Lecate Poshion Witad

based upon the criteria you entered

. pon the critena y L 3 2O% ]

into the Position Wizard.

« Prvious | | | cance |
Click Select to continue. Sabect Thve posion you wesld Ko 1o | eview,
Piimnay Fumad HA

Dyt iy 10163 Hathematcs Fiidal Yoo 005
Jabs Code 2358 Lachirar A¥ Raspoiia Te  O0O02&125
Lhilt e Pool il i

Mamienials G0

Linh i A HE A b

LoeCalé Paamion Wiz

Step 8:
Based upon the information entered | | @ & & & ®
into the system, the Position Wizard

a P F h C 1
generates a summary page. Shiee] NN = ew |- ol

Pasltion Summany Fiacal Veas 3006
You should review this page for

accuracy and ensure this is the

. Posiion Ml D00 IRGE
correct position.

Posiicn Tile Lsgtures AY

. Wi il Wiglple N urnbacts
Once you have verified the
information click Finish or Cancel
to return to Step 1 of the Locate
Position Wizard.

Dhagatiy 10183 Matharmabics

dols Code 758 Lcharnr AY
Depending upon information
entered into the system, you may Prlenany Fund

A Mol Applic able
automatically be transferred to Step BELL L
. . m Y
5 of the Position Wizard. e
Sapenase Ddard Paul N

Busdget Livvel Pogian Pool

Pocd I ool Doppd Genaral Fund
DepdiD Chaiged 10063 Mathemadc s

Fimed THEFD CBL Operating Fyung
Cls

Propect

GL Combo Code  1D163-G-601100
Désart % 160,000

= Pravious Finigh Cancsl ]
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