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New Position: Updating from Proposed to Approved
Overview:

Understanding the Process to Update a Proposed Position to Approved Status

This guide outlines basic steps for updating a new position that has been approved for "Proposed”
status to "Approved" status using the electronic Personnel Action Form Plus (ePAF+).

NOTE: New positions for faculty and staff are created in "Proposed" status for approval using
the ePAF+. The position profile information must be created or updated in a separate transaction
for staff positions after the proposed position has been approved. For more information detailing
the procedure for creating a proposed position, see the "New Position: Creating a Proposed
Position™ 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 steps to update a "Proposed" position to "Approved" status after
the initial approval process has been completed.

Key Information:
Position Number
Position Details
Position Profile Data
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Step

Action

Click the ePAF+ menu.
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THE FLORIDA STATE UNIVERSITY

OMNI * HUMAN RESOURCES

‘Worklist

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

Enter ePAF+ Transaction

Select an HR Transaction search type. Enter any information you have and click the Search button.

© AppointmentFilled Position
® Update Vacant Position
© Add New Position

Empl ID: Q
Last Name:

First Name:

Position: Q
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[ Terminate Appointment
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Process Monitor
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Report Manager
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Step

Action

| {(¥) Update Vacant Position|

Click the Update Vacant Position option to search for a vacant position.
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JB51 Home ‘Worklist

Fa\'n_rrtes MainvMenu > EP5F+ > Enter ePAF+ Transactions

Enter ePAF+ Transaction

Select an HR Transaction search type. Enter any information you have and click the Search button.

© Appointment/Filled Position
® Update Vacant Position
© Add News Position

Empl ID:
Last Name:

First Name:

Position: | Q
Department: Q

[ Department Rep

[ pirect Reports

Search Clear

Process Monitor
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Add to Favorites Sign out

I New Window 2 Help

Done
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Step

Action

Enter the position number into the Position field. For the purpose of this example,

enter "00080895".

THE FLORIDA STATE UNIVERSITY

OMNI * HUMAN RESOURCES

Home Worklist Process Monitor Report Manager
Favorites - Main Menu > ePAF+ > Enter ePAF+ Transactions

Enter ePAF+ Transaction

Select an HR Transaction search type. Enter any information you have and dlick the Search button.

© Appointment/Filled Position
@® Update Vacant Position
© Add New Position

Empl ID:
Last Name:

First Name:

Position: 00080895 QY Admin Support Assistant
Department: Q

[pirect Reports  [] Department Rep

Search Clear

Add to Favorites Sign out

Enew wWindow 2 Help

& Internet

R L

Step

Action

Click the Search 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

Enter ePAF+ Transaction

Select an HR Transaction search type. Enter any information you have and click the Search button.

© Appointment/Filled Position
@ Update Vacant Position
© Add New Position

Empl ID:
Last Name:

First Name:
ition: 00080895
Position: a Admin Support Assistant

Department: Q

[Opirect Reports [ Department Rep

I New Window 2 Help [#]

Search | Clear
e e
- Position
Position Nbr. Position Title Status Job Code Job Title DeptiD Hame Originator Hame
00080895 Admin Support Assistant | Proposed 0189 Admin Support Assistant | 065000  Office of Financial Aid
<[ Im | 3
avascript:hAction_win0(dacument.wind, LINK_DESCR$0', 0, 0, ‘00080895, False, trus); & Internet 43 - Riow -

Action

Select the desired Position Nbr link.

SEARCH FLORIDA STATE

THE FLORIDA STATE UNIVERSITY _—

OMNI * HUMAN RESOURCES

Home ‘Worklist Process Monitor Report Manager Add to Favorites Sign out
FZ\'O_N‘:ES MalnvMenu > @PAF+ > 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, though changes will reset data previously entered into the form.
The Effective Date cannot be changed if the ePAF+ is pushed back.

“Requested Transaction Date: [P511/2012 [l

Submit

Done & Internet £y v R100% <
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Step Action

8. Check the transaction effective date. The requested transaction effective date
defaults to the current date. Please enter your desired transaction effective date or
the first day of the next available payroll cycle. For the purpose of this example,
5/11/12, has been used. Click the Submit button.

THE FLORIDA STATE UNIVERSITY _—
OMNI * HUMAN RESOURCES
Home ‘Worklist Process Monitor Report Manager Add to Favorites Sign out
FZ\’O_NEES MalnvMenu 2 eP5F+ > Enter ePAF+ Transactions
Enter ePAF+ Transaction .
Position Number: 00080895
Working Title: Admin Support Assistant
Headcount Status: ~ Open
*Requested Transaction Date: [05/11/2012 &
= Position Data
‘Current Information Proposed Changes
Status
Effective Status  Active Active
Position Status Proposed ha
Job Code
Job Code 0182 Admin Support Assistant Q
salary AdminPin 023 Univ Support Personnel System
Pay Grade 003 USPS Band 3
FLSA Status Nonexempt
Union Code 31E AFSCME-Admin and Clerical Unit
AcademicRank 099 Mo Rank Assigned
Working Title Admin Support Assistant
Position Specific - Job . 7
Max Head Count 1
ETE 1.000000 v
Downloading data https:/fjga.hr.omi. f: sjsnat/ckeditorcontents.css... & Internet Jh v BA0% v
Step Action
9. Click the Position Status drop-down menu.
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THE FLORIDA STATE UNIVERSITY
OMNI * HUMAN RESOURCES
Home ‘Worklist Process Monitor Report Manager Add to Favorites Sign out
Fa\'n_rrtes MainvMenu > EP5F+ > Enter ePAF+ Transactions
Enter ePAF+ Transaction -

Position Number: 00080895
‘Working Title: Admin Support Assistant

Headcount Status:  Open

“Requested Transaction Date: |05/11/2012 &

< Position Data
Current Information Proposed Changes
Status
Effective Status Active Active
Position Status  Proposed
Job Code
Job Code 0189 Admin Support Assistant Q
Salary AdminPln 023 Univ Support Personnel System
Pay Grade 003 USPS Band 3
FLSA Status Nonexempt
Union Code 31E AFSCHME-Admin and Clerical Unit
AcademicRank 099 Mo Rank Assigned
Working Title Admin Support Assistant

Position Specific - Job 7/
Max Head Count 1

FTE 1.000000

Done & Irternet dy v 10w -

Step Action

10. Select Approved status from the Position Status drop-down menu.

NOTE: A position cannot be advertised or filled until it is in "Approved" status.

THE FLORIDA STATE UNIVERSITY E—
OMNI * HUMAN RESOURCES
Home ‘Worklist Process Monitor Report Manager Add to Favorites Sign out
Favgiites | Main Menu > ePAF+ > Enter ePAF+ Transactions
Enter ePAF+ Transaction -
Position Number: 00080885
Working Title: Admin Support Assistant
Headcount Status:  Open
“Requested Transaction Date: |05/11/2012 |
< Position Data
Current Information Proposed Changes
Status
Effective Status Active Active
Position Status  Proposed
Job Code
Job Code 0183 Admin Support Assistant Q
Salary AdminPin 023 Univ Support Personnel System
Pay Grade 003 USPS Band 3
FLSA Status Nonexempt
Union Code ME AFSCHME-Admin and Clerical Unit
AcademicRank 089 Mo Rank Assigned
Working Title Admin Support Assistant
Position Specific - Job (7
Max Head Count 1
FTE 1.000000 v
Done & Intemet ¢ | R0 -
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Step

Action

11.

profile information.

NOTE: Review the Job Code and Job Data information before entering the position

THE FLORIDA STATE UNIVERSITY

OMNI * HUMAN RESOURCES

SEARCH FLORIDA STATE

Home ‘Worklist Process Monitor Report Manager Add to Favorites Sign out
FZ\’O_N‘:ES MalnvMenu > ePAF+ > Enter ePAF+ Transactions
-~
ETE 1.000000
Standard Hours  40.00
Shift DayiStandard
Full/Part Time Full-Time
Organizational Relationships
Department 085000 Office of Financial Aid Q
Location Code 022344400 UNIVERSITY CENTER - BLDGA4400 Q
County Leon
Reports To 00051090  Assistant Director aQ
View Reporting Relationships
Specific Information
Time Limited Funding [ Time Limited Funding
Confidential Position [ confidential Position
Financial Disclosure D Financial Disclosure
Position Description (7
ProfilelD 133565 Pasition Profile Data
Name Jenna Allen Telephone 850/644-4266 Q
Email ID_ps_invalid_email@admin.fsu.edu
v
avascript:hAction_wind(documert. wind, FSU_TRANS_WRK_PRGFILE_IDY, 0, 0, ‘Position Profile Data, False, true); €D Internet R L

Step

Action

12.

|F'-35iti-3n Profile Dat:3|

Click the Position Profile Data link to update and add information to the position
Focus Statement, Responsibilities, Competencies, and Qualifications.
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THE FLORIDA STATE UNIVERSITY

OMNTI * HUMAN RESOURCES e [ v [search

Home: Worklist Process Monitor Report Manager  Add to Favorites. Sign out

Fa\'n_rrtes MainvMenu > EP5F+ > Enter ePAF+ Transactions
[ Customize Page [
Non-person Profile

Profile: 133565 Status: Active
Profile Type: ROLE Position Profile Status Date: 050712012
Description: Admin Support Assistant

Profile Usage: End /Final / Job

Summary Responsibilities Competencies Qualifications

There are currently no Position Focus Statement for this profile. Please add one if required.

dd New Position Focus Statement
[~ Pay Additive Eligibility

There are currently no Pay Additive Eligibility for this profile. Please add one if required.

\dd New Pay Additive Eliibility

Summary Responsibilities Competencies Qualifications

Profile ldentity Workflow
Option Effective Date Key 1 Description Stz
Position Data 0810712012 00080895 HETIT ST Approved | [=]
Assistant ~
jasvascript:haction_win0(document wind, DERIVED_JPM_JP_JPM_JP_ADD_CAT_ITM$D', 0, 0, 'dd Mew Pasition Forus St @ irtermer g R0w -

Step Action

13. Click the Add New Position Focus Statement link.
[4dd Mew Position Focus Staternent

THE FLORIDA STATE UNIVERSITY bl

OMNI * HUMAN RESOURCES — e

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

Favorites = Main Menu > ePAF+ > Enter ePAF+ Transactions
[E Customize Page
Non-Person Profile

Add New Position Focus Statement

Profile ID: 133565 Admin Support Assistant

Profile Type:  ROLE Position Profile

Add item details. Click OK to apply changes and retumn. Click Cancel to return. Click Apply and Add continue
with adding additional items.

D

5 Find | View Al First EJ
*Statement: a

Effective Date: 05111/2012
Description: \3

oK | Cancel

Done € Internet £y v R100% <
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Step

Action

14.

Click the Statement Look Up button.

nter ePAF+ Transactions

Look Up

Look Up Statement

Content Type: FSU_SUMPOS
Content iem ID: | hegins with [v]|

Description: | begins with v ][

LookUp | Clear | Caneel Pasic Lookup

Search Results

nnnnn #ICRon0);

o @ meme Cdp v R - |

Step

Action

15.

Click the Position Focus Statement link.
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THE FLORIDA STATE UNIVERSITY

ATE

OMNI * HUMAN RESOURCES

Home ‘Worklist

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

Non-Person Profile

Add New Position Focus Statement
Profile ID:

133565

ROLE Position Profile

Add itemn details. Click OK to apply changes and return. Click Cancel to return. Click Apply and Add continue
with adding additional items.

Admin Support Assistant
Profile Type:

I gorq 0
*Statement: POS Q Position Focus Statement
Effective Date: 0511/2012
Description: | &
oK Cancel

Process Monitor

[ [ Search

Report Manager

Add to Favorites

Sign out

[& Customize Page

€ Internet

Gy v 10w -

Step

Action

16.

department.”

NOTE: This field is limited to 1325 characters.

Enter the desired information into the Description field. For the purpose of this
example, enter "Responsible for providing administrative support to the

1E FLORID/

TE UNIVERSITY

ATE

OMNI * HUMAN RESOURC

| | Search

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

FZ\’OJ"CES MalnvMenu > ePAF+ > Enter ePAF+ Transactions
[E Customize Page
Non-Person Profile
Add New Position Focus Statement
Profile ID: 133565 Admin Support Assistant
Profile Type:  ROLE Position Profile
Add item details. Click OK to apply changes and return. Click Cancel ta return. Click Apply and Add continue
with adding additional items.
014 [0
*Statement: pos Q Position Focus Statement
Effective Date: 0511/2012
Description: for providing admi supportto the &
OK Cancel
& Internet 4 | R0 -
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Step Action

17. Click the OK button.

T'HE FLORIDA STATE UNIVERSITY

OMNI * HUMAN RESOURCES

Home: Worklist Process Monitor Report Manager Add to Favorites Sign out
Favorites - Main Menu > ePAF+ > Enter ePAF+ Transactions

[ Customize Page [a
Non-person Profile

Profile: 133565 Status: Active
Profile Type: ROLE Position Profile Status Date: 05/07/2012
Description: Admin Support Assistant

Profile Usage: End/Final / Job

Summary Responsibilities Competencies Qualifications
B ) = pree Kl 1or1 1
Statement Effective Date Description

Foeilion Focis: 05/11/2012  Responsible for providing administrative support to the department.

Add New Position Focus Statement
=

There are currently no Pay Additive Eligibility for this profile. Please add one if required.
Add New Pay Additive Eligibility

Summary Responsibilities Competencies Qualifications

= | Eind | View A1) 2] 3 Firet £ 4 or4

Profile Identity Workflow

v Effective Date. Key 1 Description o
Position Data 0510712012 00080895 BETINELFYET Approved
Assistant »
Done & Intemet ¢ | R -

Step Action

18. Click the Responsibilities link.

NOTE: The Responsibility section requires at least three Essential Functions with
Time Allocation totaling 100% in order to save your responsibilities. The
maximum number of Responsibilities a position may have is seven.

Responsibilities
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THE FLORIDA STATE

Step

19.

SEARCH F A
- Wieb [ sesrch
OMNI * HUMAN RESOURCES ~
Home  Workiist Process Monitor Report Manager  Add to Favorites Sign out
Favorites | Main Menu > ePAF+ > Enter ePAF+ Transactions
[ Customize Page

Non-person Profile

Profile: 1338585 Status: Aclive

Profile Type: ROLE Position Profile Status Date: 0510712012

Description: Admin Support Assistant
Profile Usage:  End/Final i Job

Summary Responsibilities Competencies Qualifications

[~

There are currently no Responsibilities for this profile. Flease add one if required
Add New Responsibilities

Summary  Responsibilities Competencies Qualifications

& ) 2 1’ '

Profile Identity Workflow

Option Effective Date Key 1 Description S

Position Data 050712012 00080895 Admin Support Approved | [=]

Assistant =
Save
Refum to ePAF+
jawascript:haction_win0(document. winD, DERIVED_JPM_JP_JPM_JP_ADD_CAT_ITM$0', 0, 0, ‘add Mew Responsibilities', F & Irtermet 43 v Ri00% -

ladd Mew Responsibilities|

THE FLORIDA STATE UNIVERSITY

OMNI * HUMAN RESOURCES

Home Worklist Process Monitor Report Manager Add to Favorites Sign out
FZ\’OJ"CES MalnvMenu > ePAF+ > Enter ePAF+ Transactions
[E Customize Page
Non-Person Profile
Add New Responsibilities
Profile ID: 133565 Admin Support Assistant
Profile Type:  ROLE Position Profile
Add item details. Click OK to apply changes and return. Click Cancel to return. Click Apply and Add continue
with adding additional items:
Fing [T '
*Responsibility: I Q
Effective Date: 0511/2012
“Efecive Satus:
*% Time Allocation:
Essential Function
Description: \3
oK Cancel
javvascript:pAction_wind{document, wind, M _CAT_ITEM_ID$prompts0’); @ Internet 45 - RI00% -
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Step

Action

20.

Click the Look Up Responsibility button.

®

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

Look Up

Look Up Responsibility

Content Type: RESP
Content iem ID: | hegins with [w]|

Description: | begins with v ||

LookUp | Clear | Caneel Pasic Lookup
Search Results

iew 100 First [4] -7 of7 [3] Last

Content ltem ID Deseription

BEOE Fosition Responsibility

RED2 Position Resnonsibllity
Position Resnonsibllity

Position Responsibility
Position Responsibility
Position Responsibility
Position Responsibility

winD, #ICRoWD');

o @ meemer

| 4 | ®aon -

Step

Action

21.

Select the appropriate Position Responsibility link. For the purpose of this
example, select REOL.
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SEARCH FLORIDA STATE

o

Home Worklist Process Monitor Report Manager Add to Favorites Sign out
Favorites ' Main Menu > ePAF+ > Enter ePAF+ Transactions
[& Customize Page
Non-Person Profile
Add New Responsibilities
Profile ID: 133565 Admin Support Assistant
Profile Type:  ROLE Pasition Profile
Add item details. Click OK to apply changes and return. Click Cancel to return. Click Apply and Add continue
‘with adding additional items.
Find & o
*Responsibility: RE01 a Position Responsibility
Effective Date: 0511/2012
“Effective Status:
4 Time Allocation: I
Essential Function
Description: €
0K Cancel
& Internet 45 - ®aoow -

Step

Action

22.

this example, enter "35".

Enter the desired information into the % Time Allocation field. For the purpose of

T'HE FLORIDA STATE UNIVERSITY

OMNI * HUMAN RESOURCES

SEARCH FLORID

- Home Worklist Process Monitor Report Manager Add to Favorites Sign out
Favorites ' Main Menu > ePAF+ > Enter ePAF+ Transactions
[& Customize Page
Non-Person Profile
Add New Responsibilities
Profile ID: 133565 Admin Support Assistant
Profile Type:  ROLE Pasition Profile
Add item details. Click OK to apply changes and return. Click Cancel to return. Click Apply and Add confinue
with adding additional items:
== 3 0
*Responsibility: RE01 a Position Responsibility
Effective Date: 0511/2012
“Effecive Status:
*% Time Allocation: 35
Essential Function
Description: €
0K Cancel
@ Irtermet 5 v M0k -
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Step Action

23. Enter the desired information into the Description field. For the purpose of this

example, enter "Assists department with standard administrative functions.
Serves as first point of contact for students, faculty, staff, and visitors."

1E FLORIDA STATE UNIVERSITY

OMNI * HUMAN RESOURCES =] || sesrh

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

[& Customize Page
Non-Person Profile

Add New Responsibilities
Profile ID: 133565

Admin Support Assistant
Profile Type:  ROLE Position Profile

Add itemn details. Click OK to apply changes and return. Click Cancel to return. Click Apply and Add continue
with adding additional items.

Find [ '
“Responsibility: REO1 Q Position Responsibility
Effective Date: 05112012
“Effective Status:
4 Time Allocation: [
Essential Function
Description: Assists department with standard adminisirative functions. Serves &

as first point of contact for students, faculty, staff, and visitors

oK Cancel

& Internet

S5 v ®ioow -

Step Action

24, Click the OK button.
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) THE FLORIDA STATE UNIVERSITY

OMNI + HuM

| sesrch
AN RESOURCES ~

Favorites = Main Menu > ePAF

Eosition Responsibility 05/11

Profile Identity

Non-person Profile

Profile: 133565 Status: Active
Profile Type: ROLE Position Profile Status Date: 05/07/2012
Description: Admin Support Assistant
ProfileUsage:  End)Final/Job

Summary Responsibilities Competencies Qualifications

Responsibility Effective Date  Effective Status | "™ _ Egsential Function Description
Allocation

Add New Responsibilities

Summary Responsibiliies Competencies Qualifications

Home: Worklist Process Monitor Report Manager  Add to Favorites. Sign out
F+ > Enter ePAF+ Transactions

[ Customize Page [a

Assists department with standard adminisirative functions. Serves as
2 fELE ) first point of contact for students, faculty, staff, and visttors =

Workflow

option Effective Date  Key 1 Description P

Admin Support
Position Data 050712012 00080895 Assistant Approved =
Save
Retumn o ePAF+

< m ] 3
Done & Irtermet 45 v ®aoow -

Step

Action

25.

Continue to
example we

enter Position Responsiblities to equal 100%. For the purpose of this
will move on to Competencies.

@ THE FLORIDA STATE UNIVERSITY

5 OMNI + HUMAN RESOURCES e [ v [ Search

Home: Worklist Process Monitor Report Manager  Add to Favorites. Sign out

Non-person Profile

[~ Pay Additive Eligibility

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

Profile: 133865 Status: Active
Profile Type: ROLE Pasition Prafile Status Date: 050712012
Description: Admin Support Assistant
Profile Usage:  End/Final i Job

Summary Responsibilifies Competencies Qualifications

There are currently no Position Focus Statement for this profile. Please add one if required.

osition Focus Statement

[ Customize Page

>

There are currently ne Pay Add

Profile Identity
Option

Position Data 0510712012

Save

Add New Pay Additive Eligibility

Summary Responsibilities Competencies Qualifications

Workflow
Effective Date  Key 1 Description e

itive Eligibility for this profile. Please add one if required.

0080895 Admin Support

soratant Approved [=]

Return to ePAF+

Done

@ Irtermet 5 v M0k -

Page | 18




Training Guide

New Position: Updating from Proposed to Approved

Step

Action

26.

Click the Competencies link.

ompetencies

. THE FLORIDA

'ATE UNIVERSITY
OMNI * HUMAN RESOURCE!

Home ‘Worklist
Favorites - Main Menu > ePAF+ > Enter ePAF+ Transactions

Non-person Profile

Profile: 133565 Status: Active

Profile Type: ROLE Position Profile Status Date: 05/07/2012

Description: Admin Support Assistant

Profile Usage: End/Final / Job

Process Monitor

(T

Add to Favorites Sign out

Report Manager

[ Customize Page [

Summary Responsibilities Competencies Qualifications
- I & [l
D Competency Effective Date  Effective Status  Proficiency Lul Description
C004 — 05/07/2012 Acti 1-B: Ability tc ite effectivel ball; d i
o ive -Basic ility to communicate effectively verbally and in writing.
co19 Working Relationships 05/07/2012 Active 1-Basic Ability to establish and maintain effective working relationships.
C039 Basic Math 05/07/2012 Active 1-Basic Ability to perform basic mathematical calculations
Laws. Rules & . Knowledge of and ability to interpret and apply related federal, state, and
cor4 Requiations 05072012 (Active T-Basic local laws, ordinances, rules and regulations
" h Knowledge of and ability to interpret and apply related University
co75 University Policy 05/07/2012 Active 1-Basic policies and procedures.
Add New Competencies
mmmmmmmm F—— it PR— (2
< i | B
o X WinD,'JPM_1p_T ) & Irtermet 43 -/ ®ioow -

Step

Action

217.

from the profile.

View Al

NOTE: Recommended Competencies from the job class specification will
automatically load to the position profile. Based on the responsibilities of the
position, you may wish to inactivate some of these recommended competencies

Click the View All link to view all competencies.
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THE FLORIDA STATE UNIVERSITY e

OMNT * HUMAN RESOURCES e [ v [sesrch

Home: Worklist Process Monitor Report Manager  Add to Favorites. Sign out

Favorites - Main Menu > ePAF+ » Enter ePAF+ Transactions
sUmmary  Kesponsipiities Lompetencies Wuaimcanons

D Competency Effective Date  Effective Status  Proficiency Lvl Description

coo4 Eflecive 040612011 Ac 1B Apility t te effectively verbally and in writ [=]
Communication live: -Basic ility to communicate effectively verbally and in writing

019 Working Relationships 0410812011 | Active 1-Basic Ability to establish and maintain effective working relationships =

039 Basic lath 04082011 | Active 1-Basic Ability to perform basic mathematical calculations =
Laws Rules & Knowledge of and abilfty to interpret and apply related federal, state, and

cor4 Requlafions D4DBI2011  |Active 1-Basic local laws, ordinances, rules and regulations B

N Knowledge of and ability to interpret and apply related University

co7s University Policy 0400612011 |Active 1-Basic e e =
Computer Application - Knowledge of applicable computer applications and basic computer

co78 omper! 041062011 | Active 1-Basic i =||d

Ability to maintain accurate records and refrieve files from active or
cog2 Eiling/Recordkeeping | 04/06/2011 Active 1Basic archive sources. Basic filing practices to include numeric and =
alphabetic systems

178 Office Practices 04/06/2011 Active 1-Basic Knowledge of office practices, procedures, and etiguette. =

Add New Competencies

Summary Responsibiliti Competencies Qualifications

Profile Identity
< m | 3

icvvasscript:haction_wind(dacument. wind, DERTYED_IPM_JP_JPM_IP_ADD_CAT_ITM§D', 0, 0, ‘Add New Competencies, f2 & Intermet 43 v ®i00% -

Workflow

Effective Date. Kev 1 Descriotion

Step Action

28. To add a new competency, click the Add New Competencies link.
[Add New Competencies]

THE FLORIDA ST

OMNI * HUMAN RESOURCE

Home Worklist Process Monitor Report Manager Add to Favorites Sign out
FZ\’O_N‘CES MalnvMenu > ePAF+ > Enter ePAF+ Transactions
[E Customize Page
Non-Person Profile
Add New Competencies
Profile ID: 132300 Admin Support Assistant
Profile Type:  ROLE Position Profile
Add item details. Click OK to apply changes and return. Click Cancel to return. Click Apply and Add continue
with adding additional items.
Find | View All_First Kl
*Competency: Q
Effective Date: 0511/2012
*Effective Status: Active i
Pronciency L
Description: @
0K Cancel
javvascript:pAction_wind{document, wind, M _CAT_ITEM_ID$prompts0’); € Internet -
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Step

Action

29.

Click the Look Up Competency button to view all available competencies or to
search for a specific competency by ID or Description.

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

Look Up

Look Up Competency

Content Type: COMPETENCY
Content iem ID: | hegins with [w]|

Description: | begins with v ||

LookUp | Clear | Caneel Pasic Lookup

Search Results

Wiew 100 First (] a0 ot 130 [3] Lasi
Content ltem ID Description

001 Ethical Prastices and Beharior
Strateic Management 1

]
=
=

=]

Customer Service

Training Preparation
Eguipment DesigriModification
Technology Communication
Crisis Management

Critical Thinking

Marketing Development

]
=
=

o]
=
=

9]
=
=

L @ mremer | 4 | ®aon -

Step

Action

30.

Select the desired competency from the catalog. For the purpose of this example,
click the C003, Customer Service link.

003
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THE FLORIDA STATE UNIVERSITY

OMNT * HUMAN RESOURCES e [ v [search

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

[& Customize Page
Non-Person Profile

Add New Competencies

Profile ID: 132300 Admin Support Assistant

Profile Type: ROLE Pasition Profile
Add itemn details. Click OK to apply changes and return. Click Cancel to return. Click Apply and Add continue
with adding additional items.

Find [ '
~Competency: coo3 Q Customer Senvice
Effective Date: 05112012
“Effective Status:
*Proficiency Lvl: 1-Basic )
Description: T customer senice skills &
2-Proficient
3-Advanced
OK Cancel

& Intermet 45 - ®aoow -

Step

Action

31.

this example, select 2-Proficient.
| 2-Proficient l

To change the proficiency level, click the Proficiency Lvl list. For the purpose of

THE FLORIDA STATE UNIVERSITY

OMNT * HUMAN RESOURCES e [ v [search

Home: Worklist Process Monitor Report Manager  Add to Favorites. Sign out

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

[ Customize P:
Non-Person Profile

Add New Competencies

Profile ID: 132300 Admin Support Assistant

Profile Type: ROLE Pasition Profile
Add itemn details. Click OK to apply changes and return. Click Cancel to return. Click Apply and Add continue
with adding additional items.

Find [ '
~Competency: coo3 Q Customer Senvice
Effective Date: 051112012
“Effective Status:
*Proficiency Lvl: 2-Proficient
Description: Ability to demonstrate effective customer service skills &
OK Cancel

€ Internet 45 - ®aoow -
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Step

Action

32.

Click the OK button.

THE FLORIDA STATE UNIVERSITY
OMNI * HUMAN RESOURCES

SEARCH FLORIDA STATE

Home Worklist Process Monitor Report Manager Add to Favorites Sign out
Favorites  Main Menu > ePAF+ » Enter ePAF+ Transactions
sUmmary  Kesponsioniues Lompetencies wuaimcanons [
- I & [l »
D Competency Effective Date  Effective Status  Proficiency Lul Description
Cco04 TR St 04/06/2011 Active 1-Basic Ability to communicate effectively verbally and in writing
Cco18 Working Relationships 04/06/2011 Active 1-Basic Ability to establish and maintain effective working relationships
Cco39 Basic Math 04/06/2011 Active 1-Basic Ability to perform basic mathematical calculations.
Laws. Rules & . Knowledge of and ability to interpret and apply related federal, state, and
cor4 Requiations 0410612011 Active T-Basic local laws, ordinances, rules and regulations
" h Knowledge of and ability to interpret and apply related University
Cc075 University Policy 04/06/2011 Active 1-Basic policies and procedures.
Computer Application i Knowledge of applicable computer applications and basic computer 3
Co76 Knowledge 04/06/2011 Active 1-Basic functions.
Ability to maintain accurate records and retrieve files from active o
co82 Filing/Recordkeeping  04/06/2011 Active 1-Basic archive sources. Basic filing practices to include numeric and
alphabetic systems.
Cc179 Office Practices 04/06/2011 Active 1-Basic Knowledge of office practices, procedures, and etiquette.
€003 Customer Senvice 0511/2012 Active 2-Proficient Ability to demonstrate effective customer senice skills
Add New Competencies
summary  Responsibilities Competencies Qualifications
[s
< ul | (]
iavascript:hAction_wind{document. wind, JPM_JP_PROFILE_TTM§L', 0, 0, “Working Feelationships, False, true); & Intermet du v HA00% -

Step

Action

33.

To inactivate a competency that is currently on the profile, select the competency
you would like to inactivate. For the purpose of this example, click the Working

Relationships link.
[Working Relationships|
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Step

34.

THE FLORIDA STATE UNIVERSITY — o
OMNI * HUMAN RESOURCES
Home Worklist Process Monitor Report Manager Add to Favorites Sign out
Favorites © Main Menu > ePAF+ : Enter ePAF+ Transactions
N - T [& Customize Page

Non-Person Profile

Update Competencies

Profile ID: 132300 Admin Support Assistant

Profile Type: ROLE Position Profile

Update item details then click OK to apply changes and return. Click Cancel to return without any changes.

% Ky ore 01

Competency: c019 Working Relationships

Effective Date: 04/06/2011

Effective Status: Active

Proficiency Lvi: 1-Basic

Description: Ability to establish and maintain effective warking relationships.

oK Cancel
e . ion_ wind, $ICField1 " & Internet £y - Bk -

Action

Click the Add a New Row (plus sign) button.

THE FLORID.

TATE UNIVERSITY SEARCH FLORIDA ST M
OMNI - HUMAN RESOURCES
Home Worklist Process Monitor Report Manager Add to Favorites Sign out
FZ\’O_N‘CES MalnvMenu > ePAF+ > Enter ePAF+ Transactions
[E Customize Page
Non-Person Profile
Update Competencies
Profile ID: 132300 Admin Support Assistant
Profile Type:  ROLE Position Profile
Update item details then click OK to apply changes and return. Click Gancel to return without any changes.
B i st Kl 202
Competency: co19 Working Relationships
Effective Date: 0511/2012
“Effective Status: Active b
*Proficiency Lvl: Actve [v]
Description: Inactive and maintain efleclive working relationships. &
oK Cancel
& Internet 4y v R100% <

Page | 24




Training Guide
New Position: Updating from Proposed to Approved

Step Action

35. Click the Effective Status drop-down menu.

Active ]

TR TR ST AT ST TV SEARCH FLORIDA STATE
THE FLORIDA STATE UNIVERSITY il N
IMNI * HUMAN RESOURCES
Home Worklist Process Monitor Report Manager Add to Favorites Sign out
Favgiites - Main Menu > ePAF+ > Enter ePAF+ Transactions
[& Customize Page
Non-Person Profile
Update Competencies
Profile ID: 132300 Admin Support Assistant
Profile Type:  ROLE Position Profile
Update item details then click OK to apply changes and return. Click Gancel to return without any changes.
[ 0
Competency: co19 Working Relationships
Effective Date: 051172012
*Effective Status: Active i
*Proficiency Lv: Acive i
Description: tinactive h and maintain effective waorking relationships. &
oK Cancel
& Internet 44 | R0 -
tHnactive |
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RCH FLORI TATE

THE FLORIDA STATE UNIVERSITY P e

OMNI * HUMAN RESOURCES

Non-Person Profile

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

Home: Worklist Process Monitor Report Manager  Add to Favorites. Sign out

[ Customize P:

Profile ID: 132300
Profile Type: ROLE

Competency:
Effective Date:
*Effective Status:
“Proficiency Lvl:

Description:

oK Cancel

Update Competencies

Undate item details then click OK to apply changes and return. Click Cancel ta return without any changes.

s K 5012 [ Last

Admin Support Assistant

Position Profile

co19 Working Refationships
05/11/2012

[wesne T
E—

Ability ta establish and maintain effective working relationships. &

& Irternet 45 - ®ioow -

Step

Action

37.

Ok

Click the OK button.

T'HE FLORIDA STATE UNIVERSITY

OMNI * HUMAN RESOURCES

: Home  Workiist  ProcessMonitor  ReporiManager  AddloFavorites  Signout
Favorites | Main Menu » ePAF+ > Enter ePAF+ Transactions
summary ResponsiDiues Lompetencies Luanmcanons
D Competency Effective Date  Effective Status  Proficiency Lvl Description
coo4 Eflecive 040612011 Ac 1B Apility t te effectively verbally and in writ [
Communication live -Basic ility to communicate effectively verbally and in writing
c019 Working Relationships 05/11/2012 Inactive 1-Basic Ability to establish and maintain effective working relationships.
€039 Basic Uath 0410612011 | Active 1-Basic Ability to perform basic mathematical calculations [
Laws Rules & Knowledge of and abilfty o interpret and apply related federal, state, and
cor4 Requlafions D4DBI2011  |Active 1-Basic local laws, ordinances, rules and regulations l
N Knowledge of and ability to interpret and apply related University
co7s University Policy 0400612011 | Active 1-Basic e e [
Computer Application - Knowledge of applicable computer applications and basic computer
co76 omer! 041062011 | Active 1-Basic Bty
Ability to maintain accurate records and refrieve files from acive or
cos2 Filing/Recordkeeping 0410812011 Active 1-Basic archive sources. Basic filing practices {0 include numeric and [
alphabetic systems
c179 Office Praiices 040082011 | Active 1-Basic Knowledge of office practices, pracedures, and efiquette i
C003 Customer Senvice 05M11/2012 Active 2-Proficient Ability to demonstrate effective customer service skills [
Add New Competencies
Summary  Responsibilities Competencies Qualifications
<[ m |
iavascript:hAckion_win0{document, wind,' JPM_JF_PROFILE_ITM$0', 0, 0, ‘Effective Communication’, False, true); 0 Inkernet
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Step Action

38. To update the proficiency level of a competency that is currently on the profile,

select the competency you would like to udpate. For the purpose of this example,
click the Effective Communication link.

THE FLORIDA STATE UNIVERSITY T
OMNI * HUMAN RESOURCES
£ Home: Worklist Process Monitor Report Manager Add to Favorites Sign out
Favorites © Mai Menu > ePAF+ > Enter ePAF+ Transactions
N - T [& Customize Page
Non-Person Profile
Update Competencies
Profile ID: 132300 Admin Support Assistant
Profile Type:  ROLE Position Profile
Update itemn details then click OK to apply changes and return. Click Cancel to return without any changes
o1 0
Competency: Co04 Effective Communication
Effective Date: 04/06/2011
Effective Status: Active
Proficiency Lvi: 1-Basic
Description: Ability to communicate efflectively verbally and in writing
oK Cancel
e ion, wind, $ICField1 " & Internet £y - Bk -

Step Action

39. Click the Add a New Row (plus sign) button.
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THE FLORIDA STATE UNIVERSITY

OMNTI * HUMAN RESOURCES e [ v [search

Home: Worklist Process Monitor Report Manager  Add to Favorites. Sign out

Favorites | Main Menu > ePAF+ > Enter ePAF+ Transactions
[& Customize Page
Non-Person Profile
Update Competencies

Profile ID: 132300 Admin Support Assistant

Profile Type: ROLE Pasition Profile
Undate item details then click OK to apply changes and return. Click Cancel ta return without any changes.

Find | View Al First Kl '

Competency: co04 Effective Communication

Effective Date: 05/11/2012

“Ettectve status:

*Proficiency Lvl: 1-Basic i

) Iy

Description: CEa erbally and in writing &
2Proficient
3-Advanced

oK Cancel

& Internet £y v ®aoow -

Step Action

40. To change the proficiency level, click the Proficiency Lvl list. For the purpose of
this example, select 2-Proficient.

||2—F'r|:|ﬂt:ient |

THE FLORIDA STATE UNIVERSITY

OMNT * HUMAN RESOURCES e [ v [search

Home: Worklist Process Monitor Report Manager  Add to Favorites. Sign out

Favorites ~ Main Menu > ePAF+ > Enter ePAF+ Transactions
[ Customize P:

Non-Person Profile
Update Competencies

Profile ID: 132300 Admin Support Assistant

Profile Type: ROLE Pasition Profile
Undate item details then click OK to apply changes and return. Click Cancel ta return without any changes.

Find | View Al First Kl '

Competency: coo4 Effective Communication

Effective Date: 05/11/2012

*Effective Status:

-brofiiency Lt

Description: Ability ta communicate effectively verbally and in writing &
oK Cancel

& Irternet 43 v Ri00% -
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Step

Action

41.

Click the OK button.

THE FLORIDA STATE UNIVERSITY kbl

Web ||
OMNI - HUMAN RESOURCES
Home: Worklist Process Monitor Report Manager Add to Favorites Sign out
Favortes  Main Menu > ePAF+ > Enter ePAF+ Transactions
co45 Prioritize and Multdask 05/25/2012 Active 2-Proficient

a1 T gt =

g o s
simultaneously. =10
. ¥ Ability to compile, review, and reconcile financial data for accuracy, =
049 DalaReconcillation ~ 1116/2011  Active 2-Proficlent e Dl e (=)
Laws Rules & o . Knowledge of and abilfty o interpret and apply related federal, state, and
co74 Requlations 09/02/2011 Active 1-Basic local laws, ordinances, rules and regulations
N N Knowledge of and ability to interpret and apply related University
co7s University Policy 09022011 |Active 1-Basic e
e Computer Application N9 - Knowledge of applicable computer applications and basic computer
7 102! Activ E
co76 ompUter ORIEEON  gornoipa 1 \ctive 1-Basic By
Fiscal/accounting . ¥ Knowledge of electronic data processing as it applies to fiscal and
C096 Technolog TG fe B accounting activities
c102 fccounting Principles | 111612011 | Active 2-Proficient ALY o apply Generally Accepted Accounting Principles and Practices |,
C136 Management Practices 11/16/2011 Active 1-Basic Knowledge of the concept, principles and practices of management.
" . i ; Knowledge of the concepts, principles, and practices of financial data
140 Data Collection 00022011 | Active 1-Basic e
Add New Competencies
Summary Responsibilities Competencies Qualifications
= " 5
Profile ldentity . Workflow
Omtion Effective Date Key 1 Description Seibn v
>
iavascript:haction_wind(document. wind, DERIYED_JPM_1P_1PM_IP_ADD_CAT_ITM$Q', 0, 0, "Add Mew Competencies’, fe @ Internet Ja v B0 v

Step

Action

42.

Compensation/Classification department.

NOTE: Although there are no limitations on the number of competencies a position
can have, it is recommended that no more than 25 competenices are assigned.

For assistance in assigning appropriate competencies to a position, contact the HR
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RCH FLORI TATE

o

L Home  Worklist Process Monitor Report Manager  Add to Favorites. Sign out
Fa\'ﬂ_ﬂtES MaiHvMEHU > ePAF+ > Enter ePAF+ Transactions
Laws. Rules & : Knowledge of and ability to interpret and apply related federal, state, an
Co74 Requiations 04/08/2011 Active T-Basic Iocal laws, ordinances, rules and regulations
Knowledge of and ability to interpret and apply related University
Cc075 University Poli 04/06/2011 Active 1-Basic policies and procedures. [
Computer Application Knowledge of applicable computer applications and basic computer
Cco76 Knowledae 04/06/2011 Active 1-Basic fundtions. [
Ability to maintain accurate records and refrieve files from active or
cos2 Eiling/Recordkeeping | 04/06/2011 Active 1-Basic archive sources. Basic filing practices to include numeric and [
alphabetic systems
c179 Office Practices 04/06/2011 Active 1-Basic Knowledge of office practices, procedures, and etiquette [
€003 Customer Senvice 05/M11/2012 Active 2-Proficient Ability to demonstrate effective customer service skills. [
Add New Competencies
Summary Responsibilities Competencies Qualifications
Profile Identity Workflow
et Effective Date  Key 1 Description o
Admin Support
Position Data 04/06/2011 00080704 Assistant Approved =
Save
Return to ePAF+
< m | 3
Done & Internet 45 - ®aoow -

Step

Action

43.

Click the Save button.
Save

THE FLORIDA

'E UNIVERS

OMNI * HUMAN RE

X Home: Worklist Process Monitor Report Manager  Add to Favorites. Sign out
Favorites | Main Mlenu > ePAF+ > Enter ePAF+ Transactions

Profile: 133395 Status: Active

Profile Type: ROLE Position Profile Status Date: 0010212011

Description:

Admin Support Assistant
Profile Usage:

End/Final [ Joh

Qualifications

Summary

Responsibilities Competencies

Find | view 21| B|
Years of  Experience
Effective Date Education Level Experience| Substitutable

EducationiExperience Note.

High School or )

Education/Experience
Education/Experience  11/16/2011 Equivalency 2

Add Ne Content Ltem ID ) rience

There are currently no Degrees for this profile. Please add one if required

Add New Deqgrees
~ Licenses & Certifications -

There are currently no Licenses & Certifications for this profile. Please add one if required.

Add New Licenses & Cerifications

There are currently no Tests/Examinations for this profile. Please add one if required

Add New Tests/Examinations

There are currently no Memberships for this profile. Please add one if required.

<l i =
iavascripthaction_win0{document, wind,'JPM_JP_PROFILE_ITM$0', 0, 0, ‘Education/Experience’, false, true); o Internet 5 H00% T
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Step

Action

44,

NOTE: Education/experience, licenses/certifications, tests/examinations (i.e.
background checks), and memberships can all be found under the Qualifications
section.

The minimum education/experience listed on the job class specification will
automatically load to the profile. Education/experince should match the job code
designated minimum education/experience. Please contact your Classification
Analyst if you need to require education/experience above the minimum of the job
code.

TR e ST TG SEARCH FLORIDA STATE
THE FLORIDA STATE UNIVERSITY —
OMNI - HUMAN RESOURCES
Home: Worklist Process Monitor Report Manager Add to Favorites Sign out
Favgrites  Main Menu > Workforce De > Profle Map > Profles » Non-p Profiles

[# Customize Page [a

Non-person Profile

Profile: 132300 Status: Active
Profile Type: ROLE Position Profile Status Date: 04/06/2011
Description: Admin Support Assistant

Profile Usage: End/Final / Job

"1 tem(s) saved

Summary Daesonsibilities Competencies Qualifications
"

=

There are currently no Position Focus Statement for this profile. Please add one if required.

Add New Position Focus Statement
&

There are currently no Pay Additive Eligibility for this profile. Please add one if required.

Add New Pay Additive Eligibility

Summary  Responsibilies Competencies Qualifications
= s $ o
Profile Identity . Workflow
Ontion Effective Date  Key 1 Description g
Admin Suppc
Position Data 04/06/2011 00080704 pninsuopen Approved
Assistant v
iarvascript:haction_wind(document.wind, DERIYED_JPM_1P_JPM_1P_MONITRL_LNK$334, 0, 0, '7 item(s) saved', False, b @ Internet Gy v BA00% <

45.

Changes to a position profile will not appear on the profile until the ePAF+
transaction has been fully approved. To view or make changes to your updates,
click the item(s) saved link.
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THE FLORIDA STATE UNIVERSITY

OMNI * HUMAN RESOURCES

FLORIDA STATE

o

Position Responsibility (051172012 sl [30

Disposition ID

, Home  Workist  ProcessMonitor  ReportManager  AddtoFavorites  Signout
Favorites  Main Menu > Workforce D > Profie > Profles > Hon-persan Profies
i b o e
A for providing supportto the &
Add Fos s [osr1172012 | uf

Disposition 1D Responsibility “Effective Date  Effective Status "'~ Essential Function
Add REO1 Postion Responsibiity [05/11/2012 [5) [39]

Add RE0Z Postion Responsibiity [05/11/2012 5] [35

Add RE03

Description

Assists department with standard administrative functi
as first point of contact for students, faculty, staff and vit

Maintains databases and records.

Responsible for sorting and distributing mail.

Return to Previous Page

< I}

Competency *Effective Date  Effective Status  Proficiency Lvl Description
Ability to effective customer senvice skills.
Add co03 Customer Service 051172012 3] [ Active [s] [ 2-Proficient £
. Ability to icate eflectively verbally and in writing
Effective
Add coo4 Communication [osr1r2012 | [ Adtive [+] [2-Proficient
Ability to establish and maintain effective working relationship;
Add co19 Working Relationships [05/11/2012 [ [Inactive  [w] [ 1-Basic v
oK

\ B

Done

& Internet 45 - ®aoow -

Step

Action

46.

Ok

For the purpose of this example you have 7 saved items. Click the OK button once
you have finished reviewing/revising your saved items.

THE FLORIDA

STATE UNIVERSITY

: O
OMNI * HUMAN RESOURCES ™
Home ‘Worklist Process Monitor Report Manager Add to Favorites Sign out
Favorites * Main Menu > ePAF+ > Enter ePAF+ Transactions
[& Customize Page [
Non-person Profile
Profile: 133865 Status: Active
Profile Type: ROLE Position Profile Status Date: 050712012
Description: Admin Support Assistant
Profile Usage:  £nd/Final/ Job
Summary Responsibilities Competencies Qualifications 3
There are currently no Responsibilities for this profile. Please add one if required
Add New Respansibilities
Summary Responsibilities Competencies Qualifications
Profile Identity Workflow
Option Effective Date Key 1 Description Siehe
Admin Suppart
Position Data 0510712012 00080895 hserstant Approved | [=]
Save
Return o ePAF+ O
v
Done & Irtermet 45 - ®aoow -
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Step

Action

47.

If you have made any additional changes, click Save. After you have saved the
changes, click the Return to ePAF+ link.

Step

48.

'HE FLORIDA STATE UNIVERSITY T
OMNI * HUMAN RESOURCES -
Home ‘Worklist Process Monitor Report Manager Add to Favorites Sign out
Fa\'n_rrtes MainvMenu > EP5F+ > Enter ePAF+ Transactions
Position Description | 7/ L]
Profile ID 133565 Paosition Profile Data
Name  Jenna Allen Telephone 850/644-4286 a
Email ID ps_invalid_email@admin fsu.edu
“VP Approver Q
Pre-Manager Approver Q
*Originator |
Comments
Bl Bapeciial CancelDrafl|  getym 1o Ty Search / Action Page =
Approval Signatures
Done & Internet sy v Hi0w -
Action
Enter the appropriate VP Approver into the VP Approver field. For the purpose of
this example, enter "TFULCHER".
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FLORIDA STATE UNIVERSITY T
HUMAN RESOURCES -

Favorites  Main Menu

Position Description

Profile ID 133565 Eaosition Profile Data

Name Jenna Allen Telephone 8506444285  |Q
Email D ps_invalid_email@admin fsu.edu

Additional Approver (Required)

WP Approver [TFULCHER /@ TemyFulcher

‘Pre-Manager Approver (Optional)

Pre-Manager Approver Q

Home: Worklist Process Monitor Report Manager  Add to Favorites. Sign out
> ePAF+ > Enter ePAF+ Transactions

G =

“Originator i
Comments
5 Eanestieie) |\mdoclbeis) oy io T Search / Action Page E
Approval Signatures
v
Done & Internet 45 v ®io0w -

Step

Action

49.

position

Comments are required by the originator. Indicate any information an approver may
need to know prior to approving the ePAF+ transaction into the Comments field.

For the purpose of this example, enter, "Establishing new position. Updating

from proposed to approved status.”

& THE FLORIDA STATE UNIVERSITY kil

OMNI

T
HUMAN RESOURCES =

Position Description

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

Profile ID 133565 Eosition Profile Data

Name Jenna Allen Telephone 8506444285  |Q
Email D ps_invalid_email@admin fsu edu

Additional Approver (Required)

WP Approver [TFULCHER /@ TemyFulcher

‘Pre-Manager Approver (Optional)

Pre-Manager Approver Q

Home: Worklist Process Monitor Report Manager  Add to Favorites. Sign out

%) =

*Originator |
COMMENTS | £ooblishing new position. Updating position from propased to approved status |
Eubmi Eanestieie) |\mdcsclbeie) Ry io T Search / Action Page E
———_Approval Signatures.|
v
Done € Irtermet 45 v B0k -
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Step

Action

50.

the Submit button.
Submit

If you would like to save the transaction as a draft to submit later, click the Save as
Draft button, otherwise, click Submit. For the purpose of this example, click

- Home: Worklist Process Monitor Report Manager Add to Favorites Sign out
Favorites - Main Menu > ePAF+ > Enter ePAF+ Transactions
Pre-Manager Approver

FSU ePAF+ Approval

ViewHide
OCnmmenls

Stard New
IEF’ath

<~ EMPLID=, EMPL_RCD=0, POSITION_NBR=00080895, ACTION_DT_S§8=2012-05-11, EFFSEQ=1:Pending

FSU ePAF+ Approval

Pending Not Routed Not Routed Not Routed
Multiple Approvers g MARSHALL, DARRYL g EULCHER TERRY Multiple Approvers
o €PAF+ Comp/Class Staff Admin > €PAF~ Department Manager > PAF= /P Approver pimd O PAF+ Comp/Class Staff Admin 3

|~ Comments
JMAQ4E at 5/8/2012 - 11:15 AM

Establishing new position. Updating position from propased to approved status.

Approve Pushback Deny

Return to T Search / Action Page

Approval Signatures

<[ m | 3

Done & Irtermet 43 v Hi00% -

Step

Action

51.

step. The inserted approver must have appropriate approval authority.

Review Approval Routing here. To insert an approver, select the "+" at the desired
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THE FLORIDA STATE UNIVERSITY ki

OMNTI * HUMAN RESOURCES e [ v [search

Home: Worklist Process Monitor Report Manager Add to Favorites Sign out
Favorites - Main Menu > ePAF+ > Enter ePAF+ Transactions
Pre-Manager Approver &
F+ Transaction Approva
FSU ePAF+ Approval
& ewiHite
< EMPLID=, EMPL_RCD=0, POSITION_NBR=00080895, ACTION_DT_$8=2012-05-11, EFFSEQ=1:Pending E%
Bath

FSU ePAF+ Approval

Not Routed Not Routed

Not Routed

Multiple Approvers F SHALL. DARRYL g EULCHER TERRY Multiple Approvers
O ePAF+ Comp/Class Staff Admin - ePAF~Department Manager > ePAF= WP Approver & €PAF+ Comp/Class Staff Admin 3

|~ Comments
JMAQ4E at 5/8/2012 - 11:15 AM

Establishing new position. Updating position from propased to approved status.

Approve Pushback Deny

Return to T Search / Action Page

Approval Signatures

< I} |

icrvasscript:haction_wind(dacument. wind, FSU_TRANS_WRK_RETURN_TO_BTH, 0, 0, ‘Return to Transaction Search | Act & Intermet £ - Riow -

Step

Action

52.

Click the Return to Transaction Search / Action Page link.
[Return to Transaction Search / Action Page]

THE FLORIDA STATE UNIVERSITY

OMNI * HUMAN RESOURCES

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

FZ\'O_N‘:ES MalnvMenu > eP5F+ > Enter ePAF+ Transactions
Enewwindow 7 Help |4
Enter ePAF+ Transaction

Selectan HR Transaction search type. Enter any information you have and click the Search button

| HR Transaction Search Typ

© AppointmentFilled Position

@ Update Vacant Position
© Add New Position
Empl ID:
Last Name:
First Name:
Position: Q 3

Department: Q

| Refine Search Result

[pirect Reports  [] Department Rep

Search Clear

Position Nbr Position Title Job Code Job Title DeptiD HName Originator Hame
00080895 Admin Support Assistant Proposed 0189 Admin Support Assistant 065000  Office of Financial Aid Jenna Allen

<] u |

Done & Internet Sy v R100% <
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Step Action

53. Click the Home link.

_Q,‘ J Welcome to FSU!
SN A
OMNI Human Resources

Home Worklist Process Monitor Report Manager Add to Favorites Sign out
Favarites - Main Meru
Personalize Content | Layout Zheln|

Step Action

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