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New Position: Creating a Proposed Position

Overview:
Understanding the Creating a Proposed Position Transaction Process

This guide outlines the basic steps for creating a proposed position for approval using the
electronic Personnel Action Form Plus (ePAF+).

NOTE: The creation of a new faculty or staff position can be requested by using the ePAF+.
This initial ePAF+ will place the position into "Proposed" status. In order to complete the
process, the position profile information must be created or updated in a separate transaction after
the proposed position has been approved. For more information detailing the procedure for
updating a new position from "Proposed" status to "Approved,"” see the "New Position: Updating
from Proposed to Approved" tutorial.

The required funding information to create a new position is for workflow routing purposes only.
You are not specifying the future incumbent's actual funding.

Procedure

Scenario:
In this topic, you will learn the basic steps for creating a proposed position for approval using the
electronic Personnel Action Form Plus (ePAF+).

Key Information:
Position Details

_Q,i I Welcome to FSU!
T
OMNI Human Resources

Home ‘Worklist Process Monitor Report Manager Add to Favorites Sign out
Favorites - Main Memu

Te«rch Menu: ® Perzanalize Cantent | Layout DHeln)

3 Self Senice

3 FacET

{3 Manager Self Service

0 ePAF+

3 e0RR Online Role Request
3 Recruiting

3 workforce Administration
3 Compensation

3 Time and Lahor

3 wiorkforce Development
3 Orgarizational Development.
3 Enterprise Leatning

3 Set Up HRMS

3 Enterprise Components
3 worklist

3 Reporting Todls

£ PeopleTaols

[=] OMMI Portal Home

|5 Cargers

(5] My Personalizations

[=] My System Prafile

v v v v r v r oy Yy v v or v or v v A

Page | 1



Training Guide
New Position: Creating a Proposed Position

Step Action

1. Click in the Main Menu field.
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Step Action

2. Click in the ePAF+ field.
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Step

Action

Click the Enter ePAF+ Transactions menu.
Eriter ePAF+ Transactions)
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Step

Action

Click the Add New Position option.
|{§) Add New F'Dsiticnnl
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Home: Worklist Process Monitor Report Manager Add to Favorites Sign out
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I new v ?Hep &

Enter ePAF+ Transaction

Selectan HR Transaction search type. Enter any information vou have and dlick the Search button.

© Appointment/Filled Position
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@ Add News Position
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Step

Action

Click the Add button.
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) THE FLORIDA STATE UNIVERSITY

OMNI - HUMAN RESOURCES - -

Home Worklist Process Monitor Report Manager Add to Favorites. Sign out
Favorites = Main Menu > ePAF+ » Enter ePAF+ Transactions

Transaction Effective Date

Enter transaction Effective Date. Current Information section will reflect data as of this date. The date may be changed
prior to submission and while working in Draft mode, thaugh changes will reset data previously entered into the form
The Effective Date cannot be changed if the ePAF+ is pushed back

2012 [

*Requested Transaction Date: |2

Submit

Done

J/ Trusted sites sy v Hioow -

Step

Action

For new proposed positions only, please do not future date the Requested
Transaction Date. Click the Submit button.

) THE FLORIDA STATE UNIVERSITY 5'":” e 5“”
5/ OMNI - HUMAN RESOURCES —
Home Worklist Process Monitor Report Manager Add to Favorites Sign out
Favoritas Main Menu > ePAF+ > Enter ePAF+ Transactions
~
Enter ePAF+ Transaction

Position Number: 00000000
Working Title:

Headcount Status:  Open

*Requested Transaction Date: 05/07/2012 Ig
= Position Data

Current Information Proposed Changes

Status
Effective Status Active
Position Status
Job Code
*Job Code O‘
Salary Admin Pin
Pay Grade
FLSA Status
Union Code
Academic Rank
*Working Title
Position Specific - Job 7/
*Max Head Count 1

*FIE

Done

o/ Trusted sites ‘- Hi0% -

Page | 5




Training Guide
New Position: Creating a Proposed Position

Step Action

7. Either type the job code into the Job Code field or click the Look Up button to

search for the job code. For the purpose of this example, enter "0189" into the job
code field.

THE FLORIDA STATE UNIVERSITY il

OMNI - HUMAN RESOURCES (e
Home Worklist Process Monitor Report Manager Add to Favorites Sign out
Main Menu > ePAF+ » Enter ePAF+ Transactions
*Requested Transaction Date; [05/07/2012 =) A
= Position Data
Current Information Proposed Changes
Status
Effective Status Active
Position Status Proposed
Job Code
* Job Code 0188 & sgmin Support Assistant
Salary Admin Pin 023 Univ Support Personnel System
Pay Grade 003 USPS Band 3
FLSA Status Monexempt
*Union Code 31E |Q AFSCME-Admin and Clerical Unit
* Academic Rank 099 /@ No Rank Assigned
*Working Title Admin Support Assistant

Position Specific - Job 7

*Max Head Count 1
“FTE 1.000000
* Standard Hours 40.00

4000 | 1.000000
* Shift Day/Standard -

Full/Part Time Full-Time

Organizational Relationships

Done o Trusted sites fy v Haow -

Step Action

8. NOTE: Once you tab out of the job code field, the default information associated
with the selected job code will automatically populate the Job Code section.
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) THE FLORIDA STATE UNIVERSITY

7/ OMNI - HUMAN RESOURCES

Favorites . Main Menu > ePAF+ > Enter ePAF+ Transactions

Position Specific - Job (2!
*Max Head Count

“EIE

* Standard Hours

* Shift
Full/Part Time:
Organizational Relationships
* Department
*Location Code
County

*Reports To

Specific Information
Time Limited Funding
Confidential Position
Financial Disclosure
Budget Office Specific
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Creating a

SEARCH FLORIDA STATE

Worklist Process Monitor Report Manager

1

1.000000
40.00
40.00 I/ 1.000000
Full-Time
\ a
Q
a

[ Time Limited Funding
[Jconfidential Position
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Distrb% Td  0.000

“Account Code Description

1 a

“Rate Amount:

Add to Favorites

Training Guide
Proposed Position

Sign out

Done

o Trusted sites

fy v Hamw -

Step

Action

into the Department field.

Either type the department number into the Department field or click the Look Up
button to search for the department. For the purpose of this example, enter "065000"

- — = A (EEOGTT T ‘T CT TV SEARCH FLORIDA STATE
) THE FLORIDA STATE UNIVERSITY —
5/ OMNI - HUMAN RESOURCES
Home Workdist Process Monitor Report Manager Add to Favorites. Sign out
Favorites = Main Menu > ePAF+ > Enter ePAF+ Transactions
Position Specific - Job 7/ &
*Max Head Count 1
“FTE 1.000000
* Standard Hours 40.00
4000/ 1.000000
FullPart Time Full-Time
Organizational Relationships
* Department 065000 @ office of Financial Ald
* Location Code 022344400 Q. UNIVERSITY GENTER - BLDGA4400
County Leon
*Reports To Q
Specific Information
Time Limited Funding [JTime Limited Funding —
Confidential Position [ confidential Position
Financial Disclosure [Jfinancial Disclosure
Budget Office Specific
Distrb% T 0.000
| ) & 4 ¥
*Account Code Description “Distrb
7 Q =
“Rate Amount; v
Cone o/ Trusted sites - R10% -
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Step

Action

10.

NOTE: Once you tab out of the Department field, the location field will populate
with the default location code for the department. You may change the location code
if necessary.

THE FLORIDA STATE UNIVERSITY

7/ OMNI - HUMAN RESOURCES

Position Specific - Job (2!

*Max Head Count
gais

* Standard Hours

* Shift

Full/Part Time:

* Department
*Location Code
County

*Reports To

Specific Information

Budget Office Specific

“Account Code

1

“Rate Amount:

Organizational Relationships

Time Limited Funding
Confidential Position

Financial Disclosure

vorites ~ Main Menu > ePAF+ »  Enter ePAF+ Transactions

Description

Hom:

e

SEARCH FLORIDA STATE

Web

Worklist Process Monitor Report Manager

1
1.000000
40.00

40.00  / 1.000000

Day/Standard v
Full-Time
065000 @ office of Financial Aid

022344400 & UNIVERSITY CENTER - BLDGA4400
Leon

Q

[ Time Limited Funding
[confidential Position

[JFinancial Disclosure

Distrb% T 0.000
) g o
Distrb %

E =

Add to Favorites

Sign out

Done

o Trusted sites

fy v Hamw -

Step

Action

11.

Either type the supervisor's position number into the Reports To field or click the
Look Up to search for the supervisor. For the purpose of this example,
enter "00051090" into the Reports To field.
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Favorites . Main Menu > ePAF+ > Enter ePAF+ Transactions

*Location Code [022342400 | @ UNIVERSITY CENTER - BLDGA4400 L
County Leon
*Reports To [oo0s1090 € Assistant Director
Time Limited Funding [ Time Limited Funding
Confidential Position [ confidential Position
Financial Disclosure [JFinancial Disclosure
Budget Office Specific

Budget Office - Default HR Acct Code
Description

Losicup Account Code (AIE+5))
“Rate Amount:

‘Originator's Information

Name  Amber Cochrans Telephone [850/204-5887 aQ

Email ID ps_invalid_t fsu.edu

‘Additional Approver (Required) |
*VP Approver T

Pre-Manager Approver (Optional)

Pre-Manager Approver Q

]

jasvascript:pAction_win0(document. wind, BUD_ACCT_CD§prompt40’);

|/ Trusted sites | % - Riooe -

Step

Action

12.

Either type in the account code into the Account Code field or click the Look Up
button to search for the account code. For the purpose of this example, click
the Look Up Account Code button.

Favorites - Main Menu > ePAF+ > Enter ePAF+ Transactions

Look Up

Cnde:‘ heging with ||

[ begins with ||

Account: [begins with ~ ||
Department: beging with v |
ProjectiGrant: begins with v ||
Fund Code: [begins with (]|

[ Lookup | Glear || Cancel |Basic Laokun

Search Results

Only the first 300 results san be displayed.
MEWWUU First . 1-300
Combination Code  Description Account Department Pro

0010001105 PRES_OFC GEN_REY SAL 710000 004000 bl v
5 ] []

| Trusted sites G R% v
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Step

Action

13.

You may search for the account code using any of these fields. For the purpose of

this example, enter "065" into the Combination Code field.

Favorites - Main Menu > ePAF+ > Enter ePAF+ Transactions

Look Up

Combination Cade:| begins with v [065

[ begins with ||

Account: begins with v ||

Department: heging with ||

Project/Grant: begins with |||

Fund Code: begins with v ||

LookUp | Clear || Cancel |Basic Lookun

Search Results

Only the first 300 results san be displayed.

MEWWUU

First [4] 1-300

Combination Code  Description

0010001105 PRES_OFC GEN_REV SAL

& I

Account Department Pro
710000 001000 4

]

L Trusted sies

G- Ruon -]

Step

Action

14.

Click the Look Up button.
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Favorites - Main Menu > ePAF+ > Enter ePAF+ Transactions

Look Up

i Cnde:‘ heging with +|[065

0 [ begins with ||
Account: [begins with ~ ||

heging with ||
[segins wilh [v]]
[cegins wih ]|

LookUp | Clear || Cancel |Basic Lookun

Search Results

Wiew 100 First [ 18 ot [] Lasﬂ

Combination o y Fund
Description Department Project/Grant
e Description Acecount Department Projeet/Grant ° /1

Department:

ProjectiGrant:
Fund Code:

2850001105 Of_Fin_Aid GEN_REVSAL 710000 065000 blank) 10

0650001408 Of_Fin_Aid GR_CFWD SAL 710000 065000 blank) 140

0650001858 Of_Fin_Aid 0810_FGTFE SAL 710000 065000 blank) 185

= mmonobj.

Win, #ICROWD'); | Trusted sites

Training Guide

Creating a Proposed Position

| 43 v Haoow - ‘_:;

Step

Action

15.

the 065000110S link.

The search pulled a list of all of account codes that begin with 065. Select the
appropriate funding information. For the purpose of this example, click

Favorites - Main Menu > ePAF+ > Enter ePAF+ Transactions

Budget Office Specific

Budget Office - Default HR Acct Code

Customize | Fng | £

“Account Code Description strb %
1/[oes0001105 Q Of_Fin_Aid GEN_REV SAL | =
“Rate Amount:

‘Originator's Information

Name  Amber Cochrane Telephone| Q
Email ID ps_invalid_ fsu.edu
Additional Approver (Required)
VP Approver [ - \
Pre-Manager Approver (Optional)
PreManager Approver | @
Originator Il

‘Comments

Submit |

Return to Ti Search / Action Page

Approyal Sit

v

| Trusted sites

| fh v W% -
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Step Action

16. Enter the percentage of distribution for the account code into the Distrb % field.
For the purpose of this example, Enter "100".

. - R (T TR SEARGH FLORIDA STATE
HE FLORIDA STATE UNIVERSITY R
IMNI + HUMAN RESOURC
Home Worklist Process Monitor Report Manager Add to Favorites Sign out
Favorites | Main Menu > ePAF+ 5 Enter ePAF+ Transactions
i ASLsUSUI i sisuwous N
Budget Office Specific ] |
% Tt 100.000
*Account Code Description
10850001108 Q Of_Fin_Aid GEN_REV SAL 100000 [+ =
“Rate Amount:
| Originator’s Informatio
Name  Amber Cochrane Telephone Q
Email ID ps_invalid_email@admin fsu.edu
ditiona er (Required
*VP Approver Q
Pre-Manager Approver (Optiona
Pre-Manager Approver Q
Originator |
Comments
B Returnto T Search / Action Page
Approyal Sianaturs o]
o Trusted sites 45 - ®aoow -

Step Action

17. NOTE: If this position has multiple funding sources you may click the plus sign to
enter additional funding rows.
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THE FLORID. ATE UNIVERSITY
5/ OMNI - HUMAN RESOURCES

Main Menu > ePAF+ » Enter ePAF+ Transactions

>

Favorites
Budget Office Specific
Distrb % Tt 100.000

customize | Find | )] 3 st £ 1014 0 Lost

‘Budget Office - Default HR Acct Code
*Account Code Description *Distrb %
100.000 =

1/[0850001108 Q Of_Fin_#id GEN_REV SAL
“Rate Amount:

Originator’s Information
Telephone Qa

Name  Amber Cochrane

Email ID ps_invalid_email@admin fsu.edu
Additional Approver (Required)
VP Approver [ - Y

Pre-Manager Approver Q

Originator |
‘Comments
B Returnto T Search / Action Page
Approval Signaturs |
o Trusted sites 45 - ®aoow -

Step Action

18. Enter the annual rate into the Rate Amount field. For the purpose of this example,
Enter "25000".

THE FLORIDA STATE UNIVERSITY

OMNI - HUMAN RESOURCES
Report Manager Add to Favorites Sign out

Main Menu > ePAF+ > Enter ePAF+ Transactions

i@ e

1>

Favorites

Budget Office Specific
Distrb % Ttl 100.000

Customize | Find | 71| 3 First ' 1014 1 Lost

‘Budget Office - Default HR Acct Code
*Account Code *Distrb %
10650001108 Q Of_Fin_id GEN_REV SAL 100.000 =

“*Rate Amount: 25000,

Originator’s Information
Telephone Q

Name  Amber Cochrane

Email ID ps_invalid_email@adminfsu.edu

Additional Approver (Required)

*\IP Approver I Q

Pre-Manager Approver (Optional)

Pre-Manager Approver Q

Originator d
Comments
i Returm to T Search / Action Page
Approval Signatur %
< Trusted sites £y v R100% <

Step Action
19. Enter the appropriate VP Approver into the VP Approver field. For the purpose of

this example, Enter "TFULCHER".
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& THE FLORIDA STATE UNIVERSITY S ——

OMNI - F

*Rate Amount: 25000.00;

Originator's Information

Name  Amber Cochrane Telephone Q

Email ID ps_invalid_email@adminfsu.edu

TUMAN RESOURCES
= Hor Worklist Process Monitor Report Manager Add to Favorites Sign out
Favorites Main Menu > ePAF+ > Enter ePAF+ Transactions

[E3

Additional Approver (Required)
WP Approver [TFULCHER A TemyFulcher
Pre-Manager Approver (Optional)
Pre-Manager Approver Q

Originator |

Comments| |

Eubml Retumio T Search / Action Page
Approval Signatures
v
Done + Trusted sites 45 v R100% <

Step

Action

20.

position".

Comments are required by the originator. Any information an approver may need to
know prior to approving the ePAF+ should be entered into the Comments field.

For the purpose of this example, Enter "Establishing new Admin Support

& THE FLORIDA STATE UNIVERSITY ———

:
OMNI - HUMAN RESOURCES
= Hor Worklist Process Monitor Report Manager Add to Favorites Sign out
Favorites Main Menu > ePAF+ > Enter ePAF+ Transactions
-
“Rate Amount: 25000.00 &

Pre-Manager Approver

Originator's Information

Name  Amber Cochrane Telephone Q
Email ID ps_invalid_email@adminfsu.edu

Additional Approver (Required)

WP Approver [tfFutceER /@ TemyFulcher

Pre-Manager Approver (Optional)

I ¥

Originator 2
Comments| ggtapiishing new Admin Support position
submit Returnto T Search / Action Page
v
Done + Trusted sites 4y v R100% <
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Step

Action

21.

Click the Submit button.
Submit

SEARCH FLORIDA STATE

Home Worklist Process Monitor Report Manager Add to Favorites. Sign out
Favorites - Main Menu > ePAF+ > Enter ePAF+ Transactions
~
Pre-Manager Approver 1
T tion APro
FSU ePAF+ Approval
View/Hide
<~ EMPLID=, EMPL_RCD=0, POSITION_NBR=00080895, ACTION_DT_S§8=2012-05-07, EFFSEQ=0:Pending gﬁ;m}s‘:‘s
Path
FSU ePAF+ Approval
Not Routed Not Routed
MARSHALL. DARRYL g FULCHER. TERRY g Multiple Approvers
o PAF- Department Manager = £PAF= VP Approver = SPAF- Posn Budgst Admin 2]
[~ Comments
AJC4415 at 5712012 - 1:55 PM
Establishing new Admin Support pasition
Return to T Search / Action Page
Approval Signatures
~
< | >
+f Trusted sites fa v W -

iavvascript:hAction_win0(document, win, FSU_TRANS_WRK_RETURN_TO_BTH!, 0, 0, Return to Transaction Search / Acti

Step

Action

22.

Review Approval Routing here. To insert an approver, select the "+" at the desired
step. The inserted approver must have appropriate approval authority.
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SEARCH FLORIDA STATE

OMNI - HUMAN RESOURCES

Weo

vl co]

Home Worklist Process Monitor Report Manager Add to Favorites. Sign out
Favorites - Main Menu > ePAF+ > Enter ePAF+ Transactions
. ~
Enter ePAF+ Transaction
Position Number: 00080895
Working Title:
Headcount Status:  Open
Requested Transaction Date: 05/07/2012
= Position Data
Current Information Proposed Changes
Status
Effective Status Active
Position Status Proposed
Job Code
Job Code 08¢ Admin Support Assistant
Salary Admin Pin 023 Univ Support Personnel System
Pay Grade 003 USPS Band 3
FLSA Status Nonexempt
Union Code IE AFSCME-Admin and Clerical Unit
Academic Rank 099 No Rank Assigned
Working Title Admin Support Assistant
Position Specific - Job (7}
Max Head Count 1
v
< >
o Trusted sites TR S

Step

Action

23.

Important: After you hit submit, OMNI will automatically generate a position
number for the proposed position. Before leaving the ePAF+, scroll to the top of the
ePAF+ to find out the assigned position number.

THE FLORIDA STATE UNIVERSITY

OMNI - HUMAN RESOURCES

SEARCH FLORIDA STATE

Web

I T

Home Worklist Process Monitor Report Manager Add to Favorites Sign out
vorites -~ Man Menu > ePAF+ > Enter ePAF+ Transactions
-
Pre.Manager Approver
FSU ePAF+ Approval
& iewtiide
< EMPLID=, EMPL_RCD=0, POSITION_NBR=00080895, ACTION_DT_$8=2012-05-07, EFFSEQ=0:Pending E‘Smns‘f’
Path
FSU ePAF= Approval
Not Routed Not Routed
MARSHALL, DARRYL g FULCHER, TERRY g, Multiple Ap s
o Department Manager - Appraver il d Posn Bu b
[~ Comments
AJC4415 at 57/2012 - 1:55 PM
Establishing new Admin Support position
Return ta T Search / Action Page
Approval Signatures
-
< >
iavascript:haction_wind(documert. wind, FU_TRANS_WRK_RETURN_TO_BTN,, 0, 0, Return ta Transaction Search | Acti +/ Trusted sites 5 - Rioon -
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Step

Action

24.

-

';.'3|

Click the Return to Transaction Search / Action Page link.
|Return to Transaction Search / Action Pa

Home Worklist Process Monitor Report Manager Add to Favorites. Sign out
Enewwindow  ? Help &
Enter ePAF+ Transaction
Select an HR Transaction search type. Enter any information you have and click the Search bution.
@ AppointmentfFilled Position
© Update Vacant Position
© Add New Position
Empl ID: I Q
Last Name:
First Name:
Position: Q
Department: Q
O Terminate Appointment
Opirect Reports [ Department Rep.
Search Clear
v
https: figa.he.omni.fsu o DEFALLT J Trusted sites fy - Hiow -

Step

Action

25.

Click the Home link.
Home|
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:k‘i J Welcome to FSU!

S A
OMNI Human Resources
Favoiites | Main Menu

Home Worklist Process Monitor Report Manager Add to Favorites Sign out

Personalize Content | Lavout (Diet]

Step Action

26. Congratulations!
You have completed this topic.
End of Procedure.
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