LCD Position Wizard 8.9

Business Process Guide

é To view online tutorial, visit: http://www.fullerton.edu/cms/training/index.htm

The Position Wizard

Frequency: Ad hoc.

Step 1:
Navigate to the correct page:
Main Menu > CSUF HR >

Position Wizard > Locate Position
Wizard

Search:
>

[> fuly Favarites

[ 5L 5A Baseline

= CSLUIF HR

[ PTF

[ HR Inguire

[ Student Workers

[ Employvee Self Senvice
[ LAPP

[ LCD

« Position Wizard
— Locate Position Wizard

w = 05

ﬁ Position Wizard

E-] Locate Position Wizard

Step 2:

Enter the department id number
for the position(s) you would like to
view.

Locate Position Wizard

O & & &

If you do not know the department | et | | _cance
id number use the Q to look it up. Specify Dept ID & Job Code
DeptiD (: )
Joh Code Q
| Thiexts | | cancel
Step 2a: Look Up DeptiD
A list of available Department Id’s SetlD: FLCMP

will be displayed.

Select the appropriate department.

Note: The search results are

based upon your CMS Security. Department Descrigtion
10001 AER Data Coordination
Only the departments you have 10002 Academic Advisement
access to view will be displayed. 10003 Acadermic Senate
10004 Accounting

Department:l begins with j |

Description: [ pagins with ||

Look Up |

Clear | Cancel |ElasicL00kug

Search Results

Sign Al First E 1-100 of 274 3 Last
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Step 3:

Next enter the Job Code you
would like to view.

If you do not know the job code

number, click on the Q icon to
view a list of available job codes
for your department.

Locate Position Wizard

O & & &

| Mext = | | Cancel

Specify Dept ID & Job Code

10163 a,

Job Coie ‘ :}

| Mext = | | Cancel

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: FLCMP

Department: 10163

Job Code SetID:l bedins with =] |

Job Code: |begins with j|

Effective Date: |= j |DEIDEJ’EDD? E
Look Up | Claar | Cancel | Basic Lookup

Search Results

0420 014011950  Info Tech Consultant 12 Mo

1032 0272172006 Admin Support Assistant 12 Mo
1038 010111940 Admin Support Coord 12 Mo
1150 01/0111950  Instructional Studnt Asst

1868 01/01M1 950  StudentMonResident Alien Tax

Step 4:

The department id and job code
numbers are populated.

Click Mext=* {9 continue.

To return to the previous page

click __Caneel |

Locate Position Wizard

O & & &

| Mext = | | Cancel

Specify Dept ID & Job Code

DeptiD 10163 Q Mathematics
Job Code 2358 Q4 Lacturar AY

| Cancel
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Step 5:

Enter information into the following

Q

fields or use the to look up the

Locate Position Wizard

006

= Previous | Mewt = | Cancel

valid values.
Enter Primary Fund, Unit, & Supervisor
. Primary EFund: Enter the DeptiD 10163 Mathematics Fiscal Year 2008
appropriate funding source for CLLELED 2358 Lecturer AY
the appointment.
o Reporting Unit: This is the Primary Fund, Unit & Supenvisor
payroll source number. Itis
Primary Fund MNA O Mat Applicable
used to separate documents
(i.e. paychecks) coming from Reporting Unit 314 | Mathematics
the SC(_) PIMS §y§tem. Supervisor 00024125 G| Titan, Mark
e Supervisor: This is the person
the position reports to.
<Previ0us| @ Cancel |
S——
Click Me¥t=* {0 continue.
Steg 6: Locate Position Wizard
Choose the appropriate budgeting L 2O &
level for the position.
= Previous | Mext = | Cancel
Enter Pool or Class or Project
Next enter the position pool id or )
Q DeptiD 10163 Mathernatics FiscalYear 2006
use the % icon to see a list of
. Job Code 2358 Lecturer &Y
valid values. .
L 14 Mathermatics

Click Mext=* g continue or
= Previous to return to the
previous screen.

Note: To determine the budget
funding level or pool id for a
position contact your Divisional

Choose a DBT Budget Level

‘DBT Budget Level Fosition Pool j

Pool ID

G0l Q

Dept General Fund

Finance Coordinator. For < Previous | ((_Next- ) C.anGe|
. . N—

Academic Affairs contact your

budget representative.

Steg 7: Locate Position Wizard

The appropriate results will display LA A SR

based upon the criteria you < Previous | | p—

entered into the Position Wizard.

Click M to continue.

Select the position you would like to review.
Primary Fund TA

DeptiD 10163 Mathematics Fiscal Year 2006
Job Code 2358 Lecturar &7 Reperts Te 00024125
Unit 314 Pool ID GO

Mathematice
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Step 8: Locate Position Wizard

Based upon the information @666

entered into the system, the
Position Wizard generates a
summary page.

=Previ0us| | Finish I Cancel |

. i Position Sumimary Fiscal Year 2008
You should review this page for

accuracy and ensure this is the
correct position.
Position Number 00022866

Once you have verified the
) ) ) Finlsh Position Title Lecturer AY
information click or

Incumbent Multiple Incumbents
cancel | g return to Step 1 of "

the Locate Position Wizard.

Dept & Job Code

Note: Depending upon

information entered into the DeptiD 10163 Matlemiatice
system, you may automatically be Job Code 2368 Lecturer &7
transferred to Step 5 of the
Position Wizard. . : ;
Primary Fund [WE Mat Applicable
Reporting Unit 314 Mathematics
Supervisor Deland,Paul i

Additional Funding

Budget Level Position Pool

Bectin GOt Dept General Fund
DeptlD Charged 10163 Mathematics

Fund THEFD CEU Operating Fund
Class

Project

GL Combo Code 10163-G-601100

Distrh % 100,000

= Previous Finish Cancel
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