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Reclassifying a Vacant Position

Reclassifying a Vacant Position
Overview:

Understanding the Process for Reclassifying a Vacant Position

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

A pMAP/PD should be used when:
o Reclassifying a position from Faculty to A&P/USPS or vice versa

NOTE: Multiple transactions effective on the same date require only one ePAF+. Do not submit
multiple ePAFs for the same effective date. When reclassifying a filled position, an originator
will not be able to originate a transaction on themselves. For this, please have another employee
in the department with access to ePAF+ submit the transaction. You cannot enter another ePAF+
if one has been pushed back or saved as a draft. The pushed back or saved as a draft ePAF+ must
be processed or denied.

Only indicate what needs to be changed in the Proposed Changes Column.

Procedure

Scenario:
In this topic, you will learn the steps to reclassify a vacant position and make updates and
additions to position profile data.

Key Information:
Position Number
Reclassification Details
Position Profile Data
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Step

Action

Click in the ePAF+ field.
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Step

Action

Click the Enter ePAF+ Transactions menu.
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THE FLORIDA STATE UNIVERSITY

OMNT * HUMAN RESOURCES e [ v [ earch

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

Fa\'n_rrtes MainvMenu > EP5F+ > Enter ePAF+ Transactions
I New Window 2 Help
Enter ePAF+ Transaction

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

© AppointmentfFilled Position
@ Update Vacant Position
© Add New Position

Empl ID: I Q
Last Name:

First Name:

Position: Q
Department: Q

[ Terminate Appointment

[Opirect Reports [ Department Rep

Search Clear

Done & Internet 4y v ®ioow -

Step Action

4, Click the Update Vacant Position option to search for a vacant position.
|{§} Update Vacant Positi0r4

THE FLORIDA STATE UNIVERSITY

OMNI * HUMAN RESOURCES =] || sezrcn

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

I New Window 2 Help
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:
Position: | Q

Department: Q

[Opirect Reports [ Department Rep

Search Clear

& Internet 45 - ®aoow -
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Step

Action

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

enter "00080802".

THE FLORIDA STATE UNIVERSITY

OMNI * HUMAN RESOURCES
Home ‘Worklist
FZ\’O_N‘CES MalnvMenu > ePAF+ > Enter ePAF+ Transactions

Enter ePAF+ Transaction

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

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

Empl ID:

Last Hame:

First Name:

positon; (00080802 K o e
Department: a

[pirect Reports  [] Department Rep

Search Clear

Process Monitor

SEARCH FLORIDA STATE

Report Manager

Add to Favorites Sign out

Enew window 2 Help

& Internet 45 v R100% <

Step

Action

Click the Search button.
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) THE FLORIDA STATE UNIVERSITY

OMNI * HUMAN RESOURCES |3 Search

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:

Posiion: 00080802 | &
Department: |

Business Manager

[Opirect Reports [ Department Rep

Search Clear

I New Window 2 Help [#]

Position Nbr. Position Tile w Job Code JobTitle DeptlD Hame Originator Name
" OFFICE OF DISTANCE
Business Manager Approved 9459 Business Manager 107000 | PR OF
<[ Im | 3
javascript:hAction_win0(dacument.wind, LINK_DESCR$0', 0, 0, ‘00080802, False, trus); & Internet 43 - Riow -

Action

Select the desired Position Nbr link.

T . - T SEARCH FLORIDA STATE
THE FLORID. TATE 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 ifthe ePAF+ is pushed back.
“Requested Transaction Date: [IENNIERRE &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 into the Requested Transaction
Date field. For the purpose of this example, enter "05252012".

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 ‘ 2 ‘

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: [05/25/2012 5]

L Submit

@ Irtermet 4 | R -

Step Action

9. Click the Submit button.
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Favorites | Main Menu > ePAF+ > Enter ePAF+ Transactions
Enter ePAF+ Transaction |
Position Number: 00080802
Working Title: Business Manager
Headcount Status:  Open
*Requested Transaction Date: [05/25/2012 [
< Position Data
Current Information Proposed Changes
Status
Effective Status  Active Active
Position Status  Approved [+
job Code
Job Code 9459 Business Manager @
Salary Admin Pin 021 Administrative & Professional
Pay Grade 005 ASP 5
FLSA Status No FLSA
Union Code 29N Fac/A&F No Established CBU
AcademicRank 099 Mo Rank Assigned
Working Title Business Manager
Position Specific - Job (7,
Max Head Count 1
FTE 1.000000 v
javascript:pAction_win0(dacument. wind, FSU_MULTI_DAT_JOBCODE$prampt); @ mternet

Step

Action

10.

Either type in the job code or click the Look Up button to search for the job code.
For the purpose of this example, click the Look Up Job Code button.

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

Look Up

Look Up

Job Code: [ begins with [+]|

Description: | begins with [v]]

| LookUp || clear | Caneel Basic Lookun

Search Results

ew 100 First [q] 1257 ot267 [§] Last

Job Code Description

0078 Clerical Assistant
Office Administrator
Custorer Senice Rep
Admin Suppor Assistant
Student Frogram Asst
Academic Support Assistant
Student Financial Associate
Execulive Support AsstGNAlest
St Execulive Support Asst ANA
: -

iavascriptipt j ument.wind, #1CRow ) & Internet a - Riow -
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Step Action

11. You may search for the job code using any of these fields. For the purpose of this
example, click the 0114, Office Administrator link.

THE FLORIDA STATE UNIVERSITY L

5/ OMNI * HUMAN RESOURCES
Home  Workiist Process Monitor Report Manager  Add to Favorites Sign out
Favojites | Main Menu > ePAF+ > Enter ePAF+ Transactions
-
‘Working Title: Business Manager
Headcount Status: ~ Open
*Requested Transaction Date: |05/25/2012 |
<~ Position Data
‘Current Information Proposed Changes
Status
Effective Status  Aclive Active
Position Status  Approved [+
Job Code
Job Code 9459 Business Manager 0114 1R ofice administrator
Salary AdminPin - 021 Adminisirative & Professional 023 Univ Support Personnel System
Pay Grade 005 ASP 5 004 USPS Band 4
FLSA Status No FLSA Nonexempt
*Union Code 20N Fac/A&F No Established CBU 31E |Q AFSCME-Admin and Clerical Unit
AcademicRank 099 No Rank Assigned
*Working Title Business Manager Office Administrator
Position Specific - Job .2/
Max Head Count 1
“EIE 1.000000 1.000000
“Standard Hours ~ 40.00 40.00
v
Done & Irtermet sy v 10w -

Step Action

12. NOTE: The information attached to the selected job code will automatically
populate the Job Code section.
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THE FLORIDA STATE UNIVERSITY Ll

OMNT * HUMAN RESOURCES e [ v [search

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

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

=
*EIE 1.000000 1.000000
* Standard Hours 40.00 40.00

sut i~ —

FulliPart Time Full-Time

Organizational Relationships

Department 107000 ODL_ Distrib & Dist Learning Q
Location Code 0225C3500 UNIVERSITY CENTER - BLDGC3500 Q
County Leon

Reports To 00054118 Director Q

View Reporting Relationships
Specific Information

Time Limited Funding [ Time Limited Funding 1
Confidential Position [ Confidential Position
Financial Disclosure D Financial Disclosure
Position Description 7/
Profileld 133305 Position Profile Data I |
| Originator’s Informatio
Hame  Jenna Allen Telephone [850/644-4286 Q

Email ID ps_invalid_email@admin.fsu.edu

icvvasscript:haction_wind(dacument. wind, FSU_TRANS_WRK_PROFILE_ID', 0, 0, 'Position Profile Data', false, true); & Intermet 43 v ®i00% -

Step

Action

13.

Click the Position Profile Data link to update and add information to the position
Focus Statement, Responsibilities, Competencies, and Qualifications.
file Data

THE FLORIDA STATE UNIVERSITY el

OMNI - HUMAN RESOURCES — s

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

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

[& Customize Page [
Non-person Profile

Profile: 133395 Status: Active
Profile Type: ROLE Position Profile Status Date: 09/02/2011
Description: Business Manager

Profile Usage: End/Final / Job

Summary Responsibilities Competencies Qualifications
Statement Effective Date Description
of fiscal , and financial
functions in support of University business operations. Responsible for
Position Focus budgetary functions to include compiling financial data, forecasting
Statement 201 financial and making c =

andior prepares legislative and operating budgets and reviews
expenditures for budgetary control

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 identity Workflow

option Effective Date  Key 1 Description T

Position Data 08/02/2011___ 00080802 Business Manager _ Approved [~ ™
javascript:hAction_wind{document, wind, M _JP_PROFILE _ITH$L, 0, 0, ‘Posktion Focus Statement’, False, true); & Internet -
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Step

Action

14.

To make changes to the focus statement, click the Position Focus Statement link.

NOTE: Only click the Add a New Position Focus Statement if the position does not
already have a focus statement in the profile.

THE FLORIDA STATE UNIVERSITY

OMNI * HUMAN RESOURCES — BE

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

[& Customize Page
Non-Person Profile

Update Position Focus Statement
Profile ID: 133335 Business Manager

Profile Type:  ROLE Position Profile
Update item details then click OK to apply changes and return. Click Cancel to return without any changes

I qorq 0
Statement: POS Position Focus Statement
Effective Date: 11116/2011
Deseription: ible for offiscal and financial functions

in support of University business operations. Responsible for budgetary
functions to include compiling financial data, forecasting, financial

and making c andior prepares
legislative and operating budgets and reviews expenditures for budgetary
control

0K Cancel

Done & Intemet 5 v M0k -

Step

Action

15.

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

OMNI * HUMAN RESOURCES

Home ‘Worklist

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

Non-Person Profile

Process Monitor

Wieb [ Search

Report Manager Add to Favorites Sign out

[& Customize Page

Update Position Focus Statement
Profile ID: 133335

ROLE

Business Manager

Profile Type: Position Profile

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

| view a1 st 0 2012 17 Lo
Statement: POS Paosition Focus Statement
Effective Date: 05/26/2012
Description: | \2
0K Cancel

€ Internet #100%

43 -

Step

Action

16.

Enter the desired information into the Description field. For the purpose of this
example, enter "Responsible for serving as Office Manager for the department. "

NOTE: This field is limited to 1325 characters.

THE FLORIDA STATE UNIVERSITY

SEARCH FLORIDA STATE

5 OMNI * HUMAN RESOURCES

Home Worklist

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

Non-Person Profile

Process Monitor

Web || Search

Report Manager Add to Favorites Sign out

[ Customize Page

Update Position Focus Statement
Profile ID: 133395

ROLE

Business Manager
Profile Type: Position Profile

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

1| i st Kl 2072
Statement: PoS Position Focus Statement
Effective Date: 052512012
Description: Responsible for serving as Office Manager for the department &
OK Cancel

& Internet

H100% -

-
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Step

Action

17.

Click the OK button.

THE FLORIDA STATE UNIVERSITY

OMNI * HUMAN RESOURCES

Profile Usage: End/Final/ Job

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  Responsibilifies Competencies Qualifications
- g Kl
Profile Identity . . Workflow
RS Effective Date Ky 1 Description ok

Position Data 09/02/2011 00080802 Business Manager  Approved

Home ‘Worklist
Fa\'n‘rrtes MalnvMenu > ePAF+ > Enter ePAF+ Transactions
Non-person Profile
Profile: 133395 Status: Active
Profile Type: ROLE Position Profile Status Date: 09/02/2011
Description: Business Manager

Summary  Responsibilities Competencies Qualifications
= &= g O
Statement Effective Date Description

051252012 Responsible for serving as Ofice Manager for the depariment B

SEARCH FLORIDA STATE

Add to Favorites

Process Monitor Report Manager Sign out

[& Customize Page [a

O

Done

& Internet 45 | Riow -

Step

Action

18.

Click the Responsibilities link.

two.

Responsibilities

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.

In this example we are making changes to a position that currently has six
responsibilities. With this reclassification, the position will now only have four
responsibilities. In this example, we will be making changes and adjusting the
percentage of time for four of the responsibilities and then inactivating the other
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THE FLORIDA STATE UNIVERSITY e

OMNTI * HUMAN RESOURCES v [ 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

Profile: 133335 Status: Active
Profile Type: ROLE Position Profile Status Date: 09/02/2011
Description: Business Manager

Profile Usage: End/Final / Job

Summary Responsibilities Competencies Qualifications

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

This position maintains general and/or subsidiary account ledgers and
T o o = handles a wide variety of funds for the departments. Maintains, controls | ()
L rm el & performs balancing operations on accounting activities for the

depariment

This position gathers, maintains and disseminates information on the
Pasitian Responsibility | 11/1612011 Active 5 development and delivery status of online courses in supported dearee El

and Certificate Distance Learning programs. Also manages special A
projects, as assigned, and performs other duties as needed
This position conducts research and makes recommendations on
policies related to ODL operations to ensure compliance with ODL.

Eosition Responsibilly | 111162011 Acive 1o mission and prioriies, the standards of he University, e Board of |
Trustees, and the state of Florida.

This position directly supervises the accounting area to include 2
ositic D y
Position Responsibility | 11/1612011 Active 10 atcolntants A0 1 ope =

This position monitors & updates related information in reference to
salaries, OPS and Faculty appointments for the E&G rate and support

Position Responsibility 11/162011 Active 40 Develops and gathers data relating ta financial planning and budgets,  [=]
personnel and payroll in preparation of various financial reports

< m ] 3

e . ion_ wind,'IPM_JP_T % & Irtermet 45 v ®aoow -

Step

Action

19.

This screen is only showing five of the six responsibilities currently on this
position. Click the View All link to see all six responsibilities.

View Al

e THE FLORIDA STATE UNIVERSITY —

: \ T
4 OMNI * HUMAN RESOURCES = e

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

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

[& Customize Page [
Non-person Profile

Profile: 133395 Status: Active
Profile Type: ROLE Position Profile Status Date: 09/02/2011
Description: Business Manager

Profile Usage: End/Final / Job

Summary Responsibilities Competencies Qualifications

Responsibility Effective Date  Effective Status ' Essential Function Description
Allocation

This position maintains general and/or subsidiary account ledgers and
Pasition Responsibility | 11/16/2011 Active 20 handles a wide variety of funds for the departments. Maintains, controls El

& performs balancing operations on accounting activities for the

department,

This position gathers, maintains and disseminates information on the bl
Positon Responsibilly | 1111662011 acte 5 development and delivery status of enline courses in supported dearee

and Cerlficate Distance Leaming programs. Also manages special
projects, as assigned, and performs ofher duties as needed
This postlion conducts research and makes recommendations on
policies related to ODL operafions to ensure compliance with ODL

0= Honkios oS N AT 0] RELE id mission and priorities, the standards of the University, the Board of =
Trustees, and the state of Florida

This position directly supervises the accounting area to include 2
Position Responsibility 11/162011 Active 10 accountants and 1 ops =

This position monitors & updates related information in reference to
salaries, OP'S and Faculty appeintments for the E&G rate and support
Position Responsibility 11/16/2011 Active 40 Develops and gathers data relating to financial planning and budgets,

personnel and payroll in preparation of various financial repors,
<] m ]

javascripthAction_wind(documert. wind, TPM_JP_PROFILE_ITM$D, 0, 0, ‘Postion Responsibiity', False, true); & Internet 1
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Step

Action

20.

To make changes to a position responsibility, click the responsibility you would like
to change. For the purpose of this example, click the first Position

Responsibility link.

|F'-:ISiti-:lI'| F:esp-:nnsihilit-.-i

THE FLORIDA STATE UNIVERSITY

OMNI * HUMAN RESOURCES —=

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

[E Customize Page
Non-Person Profile

Update Responsibilities

Profile ID: 133395 Business Manager
Profile Type: ROLE Paosition Profile

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

g orq 10
Responsibility: REO1 Position Responsibility
Effective Date: 1116/2011
S —
Effective Status: Active
% Time Allocation: 20
Essential Function

Description: This position maintains general and/or subsidiary account ledgers and

handles a wide variety of funds for the departments. Maintains, controls &

performs balancing on activities for the

0K Cancel

javascript:submitAction_wind{document.wind, §ICField1 1 fnews 05407

& Internet 44 - R0 -

Step

Action

21.

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

OMNI * HUMAN RESOURCES

Home ‘Worklist

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

Non-Person Profile

Process Monitor

Vieb [ [ Search

Report Manager Add to Favorites Sign out

[& Customize Page

Update Responsibilities
Profile ID: 133335

ROLE

Business Manager

Profile Type: Position Profile

Essential Function

0K Cancel

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

| view a1 st 0 2012 07 Lo
Responsibility: REO1 Position Respansibility
Effective Date: 05125/2012
*Effective Status:
“% Time Allocation: 20

Description: \2

& Internet sy v 10w -

Step

Action

22.

Update Responsibilities, including Description and % Time Allocation, as needed.
For the purpose of this example we are only changing the description.
Enter "Responsible for overseeing and serving as Budget Manager."

e . N T - TV SEARCH FLORIDA STATE
THE FLORIDA STATE UNIVERSITY - C
OMNI * HUMAN RESOURCES
Home Worklist Process Monitor Report Manager Add to Favorites Sign out
Favorites  Main Menu > ePAF+ > Enter ePAF+ Transactions
[& Customize P;

Non-Person Profile

Update Responsibilities

Profile ID: 133395 Business Manager

Profile Type:  ROLE Position Profile

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

B | frst Kl 202 10

Responsibility: REO1 Position Responsibility

Effective Date: 0512512012

“Efecive Status:

% Time Allocation: 20

Essential Function
Description: Responsible for overseeing and sening as Budget Manager &
""" [ Cancel
& Internet 4 | R0 -
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Step Action

23. Click the OK button.

% THE FLORIDA STATE UNIVERSITY
J OMNI * HUMAN RESOURCES — s

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

[# Customize Page [a
Non-person Profile

Profile: 133395 Status: Active
Profile Type: ROLE Position Profile Status Date: 09/02/2011
Description: Business Manager

Profile Usage: End/Final / Job

Summary Responsibilities Competencies Qualifications

= vews | BIH rrst Kl 1sore B Lost
% Time

Responsibility Effective Date  Effective Status 1 /W Essential Function Description

Position Responsibility 05/25/2012 Active 20 Responsible for overseeing and sening as Budget Manager.

This position gathers, maintains and disseminates information on the

T e Aciive s development and delivery status of online courses in supported degree
R and Cerlificate Distance Learning programs. Also manages special

projects, as assigned, and performs other duies as needed
This position conducts research and makes recommendations on

policies related to ODL operations to ensure compliance with ODL
e e B AR (e © mission and priorifies, the standards of the University, the Board of
Trustees, and the state of Florida
This position directly supervises the accounting area to include 2
Position Responsibility | 11/16/2011 Active 10 accountarts and 1 ops
This position monitors & updates related information in reference to
salaries, OP'S and Faculty appeintments for the E&G rate and support
Position Responsibility 11/16:2011 Active 40 Develops and gathers data relating to financial planning and budgets,
persennel and payrall in preparation of various financial reports,
including budget preparation and year end reconciling [
< I | B
iavascript:hAction_win{document. wind, JPM_JP_PROFILE_TTM§L', 0, 0, Posttion Responsibiity’, False, true); & Intemet Su v HA00% -

Step Action

24. Click the second Position Responsibility link.
FPosition Responsibilitd
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[ [ search

Step

25.

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
Update Responsibilities
Profile ID: 132395 Business Manager
Profile Type:  ROLE Pasition Profile
Update itemn details then click OK to apply changes and return. Click Cancel to return without any changes
- 0 1or1
Responsibility: RED2 Paosition Responsibility
Effective Date: 11162011
Effective Status: Active
% Time Allocation: 5
Essential Function

Description: This position gathers, maintains and disseminates information on the

development and delivery status of online courses in supported degree and

Certificate Distance Leaming programs. Also manages special projects, as

assigned, and performs other duties as needed

0K Cancel
Done & Internet 45 - ®ioow -

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 Responsibilities
Profile ID: 133395 Business Manager
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 K 2072
Responsibility: RED2 Position Responsibility
Effective Date: 05/25/2012
“Effective Status: A
*% Time Allocation: 5
Essential Function
Description: €
0K Cancel
& Internet 4 | R0 -
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Step Action

26. Update Responsibilities, including Description and % Time Allocation, as needed.

For the purpose of this example, enter "Responsible for developing office policies
and procedures.”

1E FLORIDA STATE UNIVERSITY b

OMNI * HUMAN RESOURCES S | v | searcn

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

[ Customize P
Non-Person Profile

Update Responsibilities
Profile ID: 133335 Business Manager

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

| vew i Fist 0 2020 Lo |

Responsibility: RE02 Position Responsibility
Effective Date: 05/25/2012
“Effective Status:
“% Time Allocation: s
Essential Function
Description: Respansible for developing ofice policies and procedures. &
OK Cancel

& Internet sy v 10w -

Step Action

27. Click the OK button.
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THE FLORIDA STATE UNIVERSITY e

OMNTI * HUMAN RESOURCES e [ v [sesrch

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

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

Non-person Profile

Profile: 133335 Status: Active
Profile Type: ROLE Position Profile Status Date: 09/02/2011
Description: Business Manager

Profile Usage: End/Final / Job

Summary Responsibilities Competencies Qualifications

Responsibility Effective Date  Effective Status | "™ _ Egsential Function Description
Allocation
Position Responsibility 05/25(2012 Active 20 Responsible for overseeing and sening as Budget Manager
Position Responsibility 05/25/2012 Active 5 for office policies and —

This position conducts research and makes recommendations on
2 policies related to ODL operalions to ensure compliance with ODL
Fosition Responsibility
EosionRGSEsibit Ry RSO gas 10 mission and priorities, the standards of the University, the Board of Gl
Trustees, and the state of Florida.

This position directly supervises the accounting area to include 2
ositic D y
Position Responsibility | 11/16:2011 Active 10 atcolntants A0 1 ope =

This position monitors & updates related information in reference to
salaries, OPS and Faculty appointments for the E&G rate and support

Position Responsibility 11/162011 Active 40 Develops and gathers data relating to financial planning and budgets =
personnel and payroll in preparation of various financial reports
including budget preparation and year end reconciling.

This nnsitinn iz frur Affisral and

< m | B

[& Customize Page [a

ictvasscript:haction_wind(dacument. wind, 1PM_JP_PROFILE_ITM$Z', 0, 0, Postion Responsibilty', false, true); & Intermet 1 H100% -

Step

Action

28.

Click the third Position Responsibility link.
Fosition Responsibilitd

THE FLORIDA STATE UNIVERSITY bl

OMNI * HUMAN RESOURCE — e

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

FZ\’O_N‘CES MalnvMenu 2 EPQF-* > Enter ePAF+ Transactions
[E Customize Page
Non-Person Profile
Update Responsibilities

Profile ID: 133395 Business Manager

Profile Type:  ROLE Position Profile
Update item details then click OK to apply changes and return. Click Gancel to return without any changes

Find | View All_First £

Responsibility: RE03 Paosition Responsibility
Effective Date: 1116/2011

Effective Status: Active

% Time Allocation: 10

Essential Function

Description: This position conducts research and makes recommendations on policies
related to ODL operations to ensure compliance with ODL mission and
priorities, the standards of the University, the Board of Trustees, and the
state of Florida.

0K Cancel

javascript:submitAction_wind{document.wind, §ICField1 1 fnews 05407 @ Internet
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Reclassifying a Vacant Position

Step

Action

29.

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

T'E UNIVERSITY

SQNAHR | S

Welcome to FSU! COCHRANE, AMBER May 18,2012 Home Worklist Process Monitor Report Manager Add to Favorites. Sign out
Favorites | Main Menu > Workforce D > Profile > Profies > Hon-p Profiles
[ Customize Page
Non-Person Profile
Update Responsibilities
Profile ID: 133395 Business Manager
Profile Type:  ROLE Pasition Profile
Update item details then click OK to apply changes and return. Click Cancel to refurn without any changes
| view a prst 3 or3 o}
Responsibility: Position Responsibility B
*Effective Date:
*Effective Status:
% Time Allocation:
Essential Function
Description: This position conducts research and makes recommendations 4
on policies related to ODL operations to ensure compliance
with ODL mission and priorities, the standards of the University,
OK. Cancel
Done J/ Trusted sites sy v Hioow -

Step

Action

30.

Update Responsibilities, including Description and % Time Allocation, as needed.
For the purpose of this example, enter "25" into the % Time Allocation field.
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THE FLORIDA STATE UNIVERSITY

Weo

OMNI - HUMAN RESOURCES

. Hor Worklist Process Monitor Report Manager Add to Favorites Sign out
Favorites | Main Menu > Workforce Development » Profle Management > Profies > Mon-persan Profies

[ Customize Page
Non-Person Profile
Update Responsibilities

Profile ID: 133395 Business Manager
Profile Type:  ROLE Pasition Profile

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

D K 2012 1 Loct

=

Responsibility: RE03 Position Responsibility
*Effective Date: 0552012 |
“Effective Status:

% Time Allocation: 25
Essential Function

Description:

oK | Cancel

Done o Trusted sites 45 - ®ioow -

Step Action

31. Then enter "Responsible for supervising OPS and Federal Work Study
students." into the Description field.

THE FLORIDA STATE UNIVERSITY

OMNI - HUMAN RESOURCES

Hot Worklist Process Monitor Report Manager Add to Favorites. Sign out
Favorites | Main Menu > Workforce Development » Profle Management > Profies > Mon-person Profies

[E Customize P;

Non-Person Profile

Update Responsibilities
Profile ID: 133395 Business Manager
Profile Type: ROLE Position Profile

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

D

Kl 2012 0 Lost

=

Responsibility: RE03 Position Responsibility
*Effective Date: 0552012 |

*Effective Status:

% Time Allocation: [

Essential Function
Responsible for supendsing OPS and Federal Work Study students. f

Description:

oK Cancel

o Trusted sites a - R10% -
&
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Step

Action

32.

Click the OK button.

THE FLORIDA STATE UNIVERSITY
5 OMNI - HUMAN RESOURCES

Non-person Profile

Profile: 133395
Profile Type: ROLE
Description: Business Manager

Profile Usage: End/Final / Job

Favgrites . Main Menu > ePAF+ » Enter ePAF+ Transactions

Status:

Position Profile Status Date:

Competencies

Home

Active
09/02/2011

Qualifications

‘Worklist

SEARCH FLORIDA STATE
Web D

Process Monitor Report Manager Add to Favorites

[# Customize Page [a

Summary  Responsibiliies
-
Responsibility Effective Date

Position Responsibility 05/25/2012

Position Responsibility 05/25/2012

Position Responsibility 06/25/2012

Posifion Responsibijity 11/1612011

Position Responsibility 11/162011

<l

% Time
Effective Status ¢, P

Active 20
Active 5
Active 25
Active 10
Active 40

Essential Function

Description

Responsible for overseeing and sening as Budget Manager.

for policies and

Responsible for supenising OPS and Federal Work Study students

This position directly supervises the accounting area to include 2
accountants and 1 ops

This position monitors & updates related information in reference to
salaries, OP'S and Faculty appeintments for the E&G rate and support
Develops and gathers data relating to financial planning and budgets,
persennel and payrall in preparation of various financial reports,
including budget preparation and year end reconciling.

This position is ible for offiscal ing and
financial fiinctinns in sunnnd of iniversity hisiness anerafions for a

Sign out

v
(2]

avascripthAction_wind(documert. wind, TPM_JP_PROFILE _ITM$Z, 0, 0, ‘Postion Responsibiity’, False, true);

€ Irtemet 45 -

0% -

Step

Action

33.

Click the fourth Position Responsibility link.
sition Responsibility
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Training Guide
Reclassifying a Vacant Position

[ [ Search

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

Non-Person Profile

Update Responsibilities

Profile ID: 133335 Business Manager
Profile Type: ROLE Pasition Profile
Undate item details then click OK to apply changes and return. Click Cancel ta return without any changes.

. 1 or4 I
Responsibility: RED4 Position Responsibility
Effective Date: 1116/2011
Effective Status: Active
% Time Allocation: 10

Essential Function
Description: This position directly supenvises the accounting area to include 2
accountants and 1 ops

0K Cancel

Add to Favorites Sign out

[& Customize Page

javascript: fon_ wing, $ICField1 1

& Internet

S5 v Rioow -

Step

Action

34.

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

& THE FLORIDA STATE UNIVERSITY i

5/ OMNI * HUMAN RESOURCES =

Home Worklist Process Monitor

. Report Manager
Favorites - Main Menu > Workforce Development » Profile Management > Profies > Non-person Profiles

Non-Person Profile
Update Responsibilities

Profile ID: 133395 Business Manager

Profile Type: ROLE Paosition Profile

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

v 20 prz 0 2otz D

Position Responsibility

Responsibility: REO4
*Effective Date: 5282012 |H
“Elfoctive Status:

% Time Allocation: |

ssential Function

Description: This position direclly supenises the accounting area to include 2
accountants and 1 ops

0K Cancel

‘Add to Favorites Sign out

[& Customize Page

J Trusted sites

- Rioow -
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Step

Action

35.

Update Responsibilities, including Description and % Time Allocation, as needed.
For the purpose of this example, enter "50" into the % Time Allocation field.

THE FLORIDA STATE UNIVERSITY

Web Search
OMNI * HUMAN RESOURCES e

Home Worklist Process Monitor Report Manager Add to Favorites Sign out
Favgrtes - Main Menu > ePAF+ > Enter ePAF+ Transactions
[E Customize Page
Non-Person Profile
Update Responsibilities
Profile ID: 133395 Business Manager
Profile Type:  ROLE Position Profile
Update item details then click OK to apply changes and return. Click Cancel to refurn without any changes
| view s frst Kl 2012 U Loc |
Responsibility: RE04 Position Responsibility
Effective Date: 051252012
“Effective Status:
*% Time Allocation: 50
Essential Function
Description: €
0K Cancel
& Internet 4 | R0 -

36.

Then enter "Responsible for performing administrative duties." into the

Description field.
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RCH FLORI TATE

THE FLORIDA STATE UNIVERSITY P e —

OMNI * HUMAN RESOURCES

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

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

Non-Person Profile
Update Responsibilities

Profile ID: 133335 Business Manager

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

s K 5012 [ Last

Responsibility: RE04 Position Responsiblity
Effective Date: 05125/2012
*Effective Status:
*% Time Allocation: 50
ssential Function
Description: for duties. @
[ Cancel

& Internet

Step Action

37. Click the OK button.

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

PIOTIE USA0E:  Eng)Final /Job
Summary  Responsibilities Competencies Qualifications

% Time

Responsibility Effective Date Effective Status R Saeanon Essential Function Description

Position Responsibility 05/25(2012 Active 20 Responsible for overseeing and sening as Budget Manager

Position Responsibility | 06/25(2012 Active 5 for office policies and

Position Responsibility 05/25(2012 Active 25 Responsible for supenising OPS and Federal Work Study students.
0512512012 Active 50 for complex istrative functions

This position monitars & updates related information in reference to
salaries, OPS and Faculty appointments for the E&G rate and support

Position Responsibility 11/162011 Active 40 Develops and gathers data relating to financial planning and budgets =
personnel and payroll in preparation of various financial reports,
including budget preparation and year end reconciling

This position is for offiscal and
financial functions in support of university business operations for a
Position Responsibiity | 111182011 active 5 wide variety of funds also, o include new Market Rate online =
Fosiion Responsiblily programs. Coordinates and/or prepares legislative and operating

budgets at year end to include FTE, E&G rate, ops, expenses and
revenue for departments

Add New Responsibilities 2

Summary Responsibilities Competencies Qualifications

Winrt flenss
m

iavascripthAction_win0(document  win, JPM_JP_PROFILE_ITH$4', 0, 0, 'Position Responsibiliey', False, truel; @ Intemet
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Step

Action

38.

FPosition Responsihility

To inactivate the fifth responsibility, click the fifth Position Responsibility link.

T'HE FLORIDA STATE UNIVERSITY

OMNI * HUMAN RESOURCES

SEARCH FLORIDA STATE

Wb

[ | Search

Home ‘Worklist

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

Non-Person Profile
Update Responsibilities
Profile ID:

133335
ROLE

Business Manager

Profile Type: Position Profile

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

K o014 12
Responsibility: RE0S Position Responsibility
Effective Date: 1116/2011
Effective Status: Active
% Time Allocation: 40

Essential Function

Description: This position monitors & updates related information in reference to
salaries, OPS and Faculty appointments for the E&G rate and suppart
Develops and gathers data relating to finanial planning and budgets,
personnel and payroll in preparatian of various financial reports, including
budget preparation and year end reconciling.
oK Cancel

Process Monitor

Report Manager

Add to Favorites Sign out

[& Customize Page

wing, $ICField1 )

& Internet

S5 v Rioow -

Step

Action

39.

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

OMNI * HUMAN RESOURCES — B

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

[& Customize Page
Non-Person Profile

Update Responsibilities
Profile ID: 133335

Business Manager
Profile Type:  ROLE Position Profile
Update item details then click OK to apply changes and return. Click Cancel to return without any changes.

D

Fist K 2012 0 Lot

Responsibility: RE05 Paosition Responsibility
Effective Date: 05/25/2012
“Effective Status:
*% Time Allocation: m
Essential Function
Description: This position monitors & updates relted information in g@
reference to salaries, OPS and Faculty appointments for the

E&G rate and support. Develops and gathers data relating to Iil

oK Cancel

& Internet 45 - Bk -

Step Action

40. Click the Effective Status drop-down menu.

\ THE FLORIDA STATE UNIVERSITY E—
OMNI * HUMAN RESOURCES =

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

[& Customize Page
Non-Person Profile

Update Responsibilities
Profile ID: 133335

Business Manager
Profile Type: ROLE Pasition Profile

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

Responsibility: RE05 Paosition Responsibility

Effective Date: 05/25/2012

“Effective Status: Active i

4 Time Allocation: Active
Inactive ction

Description: This position monitors & updates relted information in g@
reference to salaries, OPS and Faculty appointments for the

E&G rate and support. Develops and gathers data relating to Iil

0K | Cancel

@ Irtermet 5 v M0k -
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Step Action

41. Select Inactive from the options listed.
[Inactive |

T'HE FLORIDA STATE UNIVERSITY

OMNI * HUMAN RE: RCES

Home ‘Worklist Process Monitor Report Manager Add to Favorites Sign out
Favorites * Main Menu > ePAF+ > Enter ePAF+ Transactions
[& Customize Page
Non-Person Profile
Update Responsibilities
Profile ID: 132395 Business Manager
Profile Type:  ROLE Pasition Profile
Update itemn details then click OK to apply changes and return. Click Cancel to return without any changes
0202 2L
1] | | o
Responsibility: REOS Position Respansibility
Effective Date: 05/25/2012
*Effective Status: L
*% Time Allocation: 40
Essential Function
Description: This pasition monitors & updates related information in H@‘é
reference to salaries, OPS and Faculty appointments for the E
E&G rate and support. Develops and gathers data relatingto [w
oK Cancel
& Internet sy v 10w -
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RCH FLORI T
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ATE

. o == e
OMNI * HUMAN RESOURCES ™
Home: Worklist Process Monitor Report Manager Add to Favorites Sign out
Favorites - Main Menu > ePAF+ > Enter ePAF+ Transactions
PIOTIE USA0E:  Eng)Final /Job
Summary  Responsibilities Competencies Qualifications
Responsibility Effective Date  Effective Status | "™ _ Egsential Function Description
Allocation
Position Responsibility 05/25(2012 Active 20 Responsible for averseeing and sening as Budget Manager
Position Responsibility | 05/25(2012 Active 5 for office policies and
Position Responsibility 05/25(2012 Active 25 Responsible for supenising OPS and Federal Work Study students.
Position Responsibility 05/25(2012 Active 50 for complex functions
This position monitors & updates related information in reference to
i salaries, OPS and Facully appointments for the E&G rate and support
Position Responsibiiity 05/25/2012 Inactive 40 Develops and gathers data relating to financial planning and budgets,
personnel and payroll in preparation of various financial reports,
including budget preparation and year end reconciling.
This position is for offiscal and
financial functions in support of university business operations for a
ot o el R o 5 wide variety of funds also, to include new Market Rate online =
Posiion Responsibily programs. Coordinates and/or prepares legislative and operating
budgets at year end to include FTE, E&G rate, ops, expenses and
revenue for departments
Add New Responsibilities
Summary  Responsibilities Competencies Qualifications
FRE— Winet firnes
< I} | 3
javascript:haction_win0(document. win, JPM_JP_PROFILE_ITM$S', 0, 0, 'Position Responsibility, False, true); & Intermet 43 v ®i00% -

Step

Action

43.

[Position Responsibility

To inactivate the sixth responsibility, click the sixth Position Responsibility link.

THE FLORIDA ST

OMNI * HUMAN RESOURCE

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
Update Responsibilities
Profile ID: 133395 Business Manager
Profile Type:  ROLE Position Profile
Update item details then click OK to apply changes and return. Click Gancel to return without any changes.
Find | View All_First Kl
Responsibility: RE0B Position Respansibility
Effective Date: 11162011
Effective Status: Active
% Time Allocation: 15
Essential Function
Deseription: This position is for offiscal and
financial functions in support of university business operations for a wide
variety of funds also, to include new Market Rate online programs.
Coordinates and/or prepares legislative and operating budgets at year end
toinclude FTE, E&G rate, ops, expenses and revenue for departments.
oK Cancel
javascript:submitAction_wind{document.wind, §ICField1 1 fnews 05407 @ Internet -
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Reclassifying a Vacant Position

Step

Action

44,

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

Home ‘Worklist Process Monitor

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

Non-Person Profile
Update Responsibilities
Profile ID: 133335

Business Manager
Profile Type:  ROLE Position Profile

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

| vew ar frst K 2072 0 oo}

Responsibility: RE06 Paosition Responsibility

Effective Date: 05/25/2012
*Effective Status: L

*% Time Allocation: 15
Essential Function

Description: This position is respensinle for management offiscal H@‘é
purchasing and financial functions in suppart of university =
business operations for 2 wide variety of funds also, to include [w|

0K Cancel

Add to Favorites Sign out

[& Customize Page

& Internet

sy v 10w -

Step

Action

45.

Click the Effective Status drop-down menu.

v
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THE FLORIDA STATE UNIVERSITY

Web

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
Update Responsibilities
Profile ID: 132395 Business Manager

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

v prz O 2otz 0

Responsibility: RE06 Paosition Responsibility

Effective Date: 05/25/2012

“Effective Status: Active [v

*% Time Allocation: Active
. on

Description: This position is responsible for management of fiscal !2!@
purchasing and financial functions in suppart of university =

business operations for 2 wide variety of funds also, to include [w|

0K Cancel

& Irternet 43 v Hi00% -

Step Action

46. Select Inactive from the options listed.
finactive |

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

[E Customize Page

Non-Person Profile
Update Responsibilities
Profile ID: 133395 Business Manager
Profile Type:  ROLE Position Profile
Update item details then click OK to apply changes and return. Click Gancel to retun without any changes.

B | frst Kl 2012 10
Responsibility: RE0B Position Responsibility
Effective Date: 05/25/2012

*Effective Status:

*% Time Allocation: 15
Essential Function

Description: This pasition is respansible for management of fiscal H(‘é
purchasing and financial functions in support of university E

business aperations for a wide variety of funds also, to include [w|

0K Cancel

& Internet 4 | R0 -
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Step Action

47, Click the OK button.
oK

RS - o - T SEARCH FLORIDA STATE
X7 @ THE FLORIDA STATE UNIVERS / I G
5 OMNI* HUMAN RESOURCES
Home  Workiist Process Monitor Report Manager  Add to Favorites Sign out

Favorites  Main Menu > ePAF+ > Enter ePAF+ Transactions
prome usage: Eng)Final/ Job -

Summary c o

= | view s | 8] 3 rrst Kl 15016 1 Lost |

Responsibility Effective Date  Effective Status Z“Hn‘gim Essential Function Description

Position Responsibility 05/25/2012 Active 20 Responsible for overseeing and sening as Budget Manager.

Position Responsibility 05/2512012 | Active 5 Responsible for developing office policies and procedures

Position Responsibility 05/2512012  Active 25 Responsible for supenising OPS and Federal Work Study students.

Position Responsibility 06/2512012 | Active 50 for complex functions

This position monitors & updates related information in reference to

salaries, OP'S and Faculty appeintments for the E&G rate and support
Position Responsibility 05/25/2012 Inactive 40 Develops and gathers data relating to financial planning and budgets,
persennel and payrall in preparation of various financial reports,
including budget preparation and year end reconciling.
This position is ible for offiscal ing and
financial functions in support of university business operations for a
wide variety of funds also, to include new Market Rate online
programs. Coordinates andlor prepares legislative and operating
budgets atyear end to include FTE, E&G rate, ops, expenses and
revenue for departments.

Posifion Responsibiiity 05/252012 Inactive 15

Add New Responsibilities

Summary Cs Q

& | ) 5 e Kl a1 L
e | .

Cone & Internet 4 | Rio0w -

[v

Step Action

48. Click the Competencies link.
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THE FLORIDA STATE UNIVERSITY e

OMNTI * HUMAN RESOURCES e [ v [sesrch

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

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

Promie usage: End/Final / Job

Summary Responsibilities Competencies Qualifications

D Competency Effective Date Effective Status  Proficiency Lvl Description

coo4 Eriectue 0010212011 Acti 1B Ability t te effectively verbally and in wrili [
T ive Basic ity to communicate effectively verbally and in writing

co1s Policy Development  11M6/2011 Active 2 Proficient Apilit to develop and implement policies, procedures, goals, and |

objectives

co19 Working Relationships 09/0212011  Active 1-Basic Ability ta establish and maintain effective working relationships i

oz Process Evaluaton 11162011 |Actve P Ability ta evaluate process effectiveness and develop change or I
Erecess Buslustian alternatives

co38 Atentionfo Detail 111612011 Active 2-Proficlent Ability to perform accuralely in a detail ariented emvironment

Add New Competencies

Summary Responsibilities Competencies Qualifications

Profile identity Workflow

option Effective Date  Key 1 Description P

Paosition Data 09/02/2011 00080802 Business Manager  Approved  [=]
Save

Return to ePAF+

<] m | B

e . ion_ wind,'IPM_JP_T % & Intermet 45 v ®aoow -

Step Action

49, Click the View All link.

THE FLORIDA STATE UNIVERSITY

OMNI * HUMAN RESOURCE

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

PrOTIE U308 Eng |/ Final | Job
Summary Responsibilities Competencies Qualifications
D Competency Effective Date  Effective Status  Proficiency Lvi Description
co04 Efective 09/022011  |Act 18 Ability t le effectively verbally and in writ i
e ive Basic ity to communicate effectively verbally and in writing
co1s Policy Development | 11H6/2011 Active 2-Proficient Abilty to develop and implement policies, procedures, gosls, and [
objeciives
019 Working Relationships 09/0212011  Active 1-Basic Ability to establish and maintain effective working relationships
oot Process Buluion 111782011 |Active - Abilty to evaluate process effectiveness and develop change ar I
e alternatives
co3s Afenfionto Defail 111612011 | Active 2-Proficient Ability ta perform accuralely in a detail oriented environment
Ability o prioritize, organize and perform multiple work assignments U
co4s Prioritze and Wultitask 09/0212011  Active 1-Basic e [
. Ability to compile, review, and reconcile financial data for accuracy,
049 DalaReconcillation ~ 1116/2011  Active 2-Proficlent e Dl e
Laws Rules & Knowledge of and abilfty o interpret and apply related federal, state, and
core Requlations 09/02/2011 Active 1-Basic local laws, ordinances, rules and regulations L
N Knowledge of and ability to interpret and apply related University
co7s University Policy 09022011 |Active 1-Basic e e e [
Computer Application Knowledge of applicable computer applications and basic computer
co7s TR 09022011 |Active 1-Basic fonctions [
<] m |
iarvascriptzhaction_wind(document. wind, PM_1P_PROFILE_ITME, 0, 0, Process Evaluation', False, trug); @ Internet
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Step Action

50. To inactive a competency that is currently on the profile, select the competency you

would like to change. For the purpose of this example, click the Process
Evaluation link.

[Process Evaluation|

THE FLORIDA STATE UNIVERSITY bl

OMNI * HUMAN RESOURCES z —=

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

[E Customize Page
Non-Person Profile

Update Competencies

Profile ID: 133395 Business Manager
Profile Type: ROLE Paosition Profile

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

A L
Competency: co21 Pracess Evaluation
Effective Date: 111612011
Effective Status: Active
Proficiency Lvi: 1-Basic
Description:

Ability to evaluate process effectiveness and develop change or afternatives.

0K Cancel

javascript:submitAction_wind{document.wind, §ICField1 1 fnews 05407 € Internet R L

Step Action

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

OMNI * HUMAN RESOURCES — B

5 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: 132395 Business Manager
Profile Type:  ROLE Position Profile
Update item details then click OK to apply changes and return. Click Cancel to return without any changes.

D

Fist 2012 0 Lot

Competency: co21 Process Evaluation

Effective Date: 05/25/2012

*Effective Status:

*Proficiency Lv:

Description: Ability to evaluate process effectiveness and develop change or &

alternatives

oK Cancel

& Internet £y v ®aoow -

Step

Action

52.

Click the Effective Status drop-down menu.

\ THE FLORIDA STATE UNIVERSITY E—
OMNI * HUMAN RESOURCES =

B5 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: 132395 Business Manager
Profile Type:  ROLE Position Profile

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

Competency: co21 Process Evaluation

Effective Date: 05/25/2012

“Effective Status: Active k4

*Proficiency Lvl: Ative .

Description: Inactive process effectiveness and develop change or &

alternatives

oK Cancel

@ Irtermet 5 v M0k -

Page | 36




Training Guide
Reclassifying a Vacant Position

Step
53.

Action

Click Inactive from the options listed.
[Inactive |

) THE FLORID.

7 OMNI + HUMAN RE:

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

Non-Person Profile

Process Monitor

Report Manager Add to Favorites Sign out

[& Customize Page

Update Competencies

Profile ID: 133335 Business Manager

Profile Type: ROLE Pasition Profile

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

Competency: Process Evaluation

c021
Effective Date:

05/26/2012

*Effective Status:

Description: Ability to evaluate process eflectiveness and develop change or  [&
alternatives.
0K Cancel

1012012 1 Lo

€ Internet #100%

Action

£h -

Step

54. Click the OK button.
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THE FLORIDA STATE UNIVERSITY

OMNI * HUMAN RESOURCES

Lo Home  Workiist  Process Monitor  ReporiManager  AddloFavorites  Signout
Favorites | MainMenu > ePAF+ > Enter ePAF+ Transactions
PTOMIE US308: ~ Eng ) Final | Job ~
Summary  Responsibiliies Competencies Qualifications
= Find | View 5 1 '
D Competency Effective Date Effective Status  Proficiency Lvl Description
coo4 Eriecte 0000212011 |Acti 1B Ability t te effectively verbally and in wrili |
P e ive Basic ity to communicate effectively verbally and in writing
ot Policy Development 11182011 |active o prafcient 20illy o develop and implemen palices, procedures, goals, and 0
objectives.
co19 Working Relationships 09/0212011  Active 1-Basic Ability ta establish and maintain effective working relationships
oz e e 1 pasic Ability to evaluate process effectiveness and develop change or B
Fressae bualiation alternatives
co38 Atentionto Detail 111612011 Active 2-Proficlent Ability to perform accuralely in a detail oriented environment
) Ability to prioritize, arganize and perform multiple work assignments
045 Prioritze and Multi-task 09/0212011 | Active 1-Basic it [
Ability ta compile, review, and reconcile financial data for accuracy, -
Co49 Data Reconciliztion  11M6/2011 Active 2-Proficient W TG P Bl
Laws Rules & N Knowledge of and abiliy to interpret and apply related federal, state, and
cor4 Reaulations 0922011 |Actve TBasic local laws, ordinances, rules and regulations [
" h Knowledge of and ability to interpret and apply related University
cors University Policy 090212011 Active 1-Basic policies, procedures, principles, and practices [
Computer Application ’ Knowledge of applicable computer applications and basic computer
co78 e 00/022011 |Active 1-Basic fncions [
[w
< T | B
jawvascript:haction_win0{dacument. wind, PM_JP_PROFILE_ITM$S', 0, 0, 'Prioritize and Multi-task', false, true); & Intermet 43 v ®i00% -
55. To change the proficiency level of a competency that is currently on the profile,
select the competency you would like to change. For the purpose of this example,

\ THE FLORIDA STATE UNIVERSITY P

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
Update Competencies

Profile ID: 1333905 Business Manager

Profile Type:  ROLE Position Profile
Update item details then click OK to apply changes and return. Click Cancel to return without any changes

= Il »
Competency: C045 Prioritize and Multitask
Effective Date: 09/02/2011
Effective Status: Active
Proficiency Lvi: 1-Basic
Description: Ability to prioritize, organize and perform multiple work assignments

simultaneously

0K Cancel

Done @ Intemet 5 v M0k -
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Step
56.

Action

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

ATE UNIVERSITY

Step
57.

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: 132395 Business Manager
Profile Type:  ROLE Position Profile
Update itemn details then click OK to apply changes and return. Click Cancel to return without any changes
0 202 2L
1h | | :
Competency: C045 Prioritize and Multi-task
Effective Date: 05/25/2012
*Effective Status: L il
*proficiency Lyt
Description: Ability to priaritize, organize and perform multiple work &
assignments simultaneously.
oK Cancel
& Internet £y - ®aoow -
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SEARCH FLORID TE

o

OMNI * HUMAN RESOURCES

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

Process Monitor Report Manager

Non-Person Profile
Update Competencies

Profile ID: 133335

Business Manager
Profile Type:  ROLE Position Profile
Update item details then click OK to apply changes and return. Click Cancel to return without any changes.

| vew a Fist 0 2020 Lo |

Competency: co45 Prioritize and Wulfitask

Effective Date: 0512512012

*Effective Status:

*Proficiency Lvl: 1-Basic [v

Description: Basic d perform multiple work &
2Proficient
3-Advanced

oK Cancel

Add to Favorites Sign out

[& Customize Page

€ Internet

43 v Ri00% -

Step

Action

58.

example, select 2-Proficient.
t2-Proficient |

Select the desired proficiency level for this competency. For the purpose of this

..j THE FLORIDA STATE UNIVERSITY

5 OMNI * HUMAN RESOURCES

Home: Worklist Process Monitor Report Manager

Fa\'n‘rrtes MalnvMenu > eP&F+ > Enter ePAF+ Transactions
Non-Person Profile
Update Competencies

Profile ID: 133395

Business Manager
Profile Type:  ROLE Position Profile
Update item details then click OK to apply changes and return. Click Gancel to return without any changes

B | frst Kl 2012 10
Competency: c045 Prioritize and Multi-task
Effective Date: 0512512012
Efective Status:
*Proficiency Lvi:
Description: Apility to prioritize, organize and perform multiple work &
assignments simultaneously.
OK Cancel

Add to Favorites Sign out

[& Customize Page

& Internet

gy v R0k~
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Step

Action

59.

Click the OK button.
oK

.—.I THE FLORIDA STATE UNIV

OMNI - HUMAN RESOURCES

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

C045 Prioritize and Multi-1ask 05/25/2012 Active

c049 Data Reconciliation 1116/2011 Active

Laws, Rules &

Requlations 09/02/2011 Active

co74

co75 University Policy 09/02/2011 Active

Computer Application
C076 Knowledge 09/02/2011 Active

Fiscalisccounting

(Erzd Technoloay

1116/2011 Active
c102 Accounting Principles | 11/16/2011 Active
C136 Management Practices 11/16/2011 Active

Cc140 Data Collection 09/02/2011 Active

Add New Competencies

Summary  Responsibilities Competencies

[~

Home ‘Worklist

2-Proficient

2-Proficient

1-Basic

1-Basic

1-Basic

2-Proficient

2-Proficient

1-Basic

1-Basic

Qualifications

T

SEARCH FLORI TATE

Add to Favorites Sign out

Process Monitor Report Manager

B 1y A8 0 101 I TR A 1 =

simultaneously. S |

Ability to compile, review, and reconcile financial data for accuracy,
completeness, and compliance,

Knowledge of and ability to interpret and apply related federal, state, and
local laws, ordinances, rules and regulations

Knowledge of and ability to interpret and apply related University
policies, procedures, principles, and praclices

Knowledge of applicable computer applications and basic computer
functions.

Knowledge of electronic data processing as it applies to fiscal and
accounting activities

Ability to apply Generally Accepted Accounting Principles and Practices
(GAAPP)

Knowledge of the concept, principles and practices of management.

Knowledge of the concepts, principles, and practices of financial data
collection and report preparation.

Profile Identity

e Effective Date Key 1

Description

Workflow
Status

[v

| [2]

javascript:héction_wind{documert. wind, DERIYED_JPM_1P_JPM_JP_ADD_CAT_ITM$0', 0, 0, "Add Mew Competencies’, fe

& Internet 44 | Riow -

Step

Action

60.

dd Mew Competencies

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

Page | 41




Training Guide
Reclassifying a Vacant Position

Favorites

Non-Person Profile

Main Menu > ePAF+ > Enter ePAF+ Transactions

[& Customize Page

Add New Competencies
Profile ID: 133395

Profile Type:  ROLE

Business Manager

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.

“Competency: [ &
Effective Date: 0512512012

“Effective Status:

“Proficiency Lu:
Description:

oK | Cancel |

icrvasscript:pAction_winD(dacument.wind, JPM_CAT_ITEM_IDdprompt$0);

€D irternet | 4 | ®aoon -

Step

Action

61.

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

nu > ePAF+ > Enter ePAF+ Transactions

javascriptipt

ument.wind, #I1CRow2 );

Look Up

Look Up Competency

Content Type: COMPETEMGY

Content tem 105 begins with []|

Description:

begins with [v]|
[ LookUp | clear | Gancel Basi: lagkun

Search Results

Wiew 100 First (] 14 or184 (3] Lasi

Content kem ID Description
Ethical Practices and Behavior
Stratedic Manadernant Il
Customer Service
Training Preparation
Eguipmment Design/Modification
Technology Communication
Crisis Management
Critical Thinking
Marketing Development

@ Internet fy e Hio0W v
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Step Action

62. Select the desired Competency from the catalog. For the purpose of this example,

click the C003, Customer Service link.
ik

IE FLORIDA STATE UNIVERSITY CEE—

I NN £
OMNI - HUMAN RESOURCES e ]| 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: 133335

Business Manager
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.

I yorq 0
“Competency: SE Q Customer Senvice
Effective Date: 0512512012
“Effective Status:
*Proficiency Lut:
Description: Ability to demonsirate effective customer service skills &
OK Cancel

& Internet sy v 10w -

Step Action

63. To change the proficiency level, click the Proficiency Lvl list.

1-Basic |

Page | 43




Training Guide
Reclassifying a Vacant Position

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: 133335 Business Manager

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.

I gorq 0
*Competency: C003 Q Customer Senice
Effective Date: 0512512012
“Effective Status: At
*Proficiency Lvl: 1-Basic [v
Description: T customer senice skills &
2-Proficient
3-Advanced
OK Cancel

€ Internet sy v 10w -

Step Action

64. Select the desired proficiency level for this competency. For the purpose of this
example, select 2-Proficient.
[2-Proficient |

THE FLORIDA STATE UNIVERSITY e

;: i wee v [
J OMNI - HUMAN RESOURCES I IE=

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

Favortes ~ Main Menu > ePAF+ > Enter ePAF+ Transactions
N - N [& Customize Page
Non-Person Profile
Add New Competencies
Profile ID: 133395 Business Manager

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

g orq 10
*Competency: C003 Q Customer Serice
Effective Date: 05/25/2012
“Effective Status:
“Proficiency Lvl:
Description: Ability to demonstrate effective customer service skills. @

oK Cancel

& Internet 45 | R0 -
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Step Action

65. Click the OK button.

N N e T SEARCH FLORIDA STATE
THE FLORIDA STATE UNIVERSITY — .
OMNI - HUMAN RESOURCES
Home  Worklist  ProcessMonitor  ReportManager  AddloFavorites  Signout
Favorites | Main Menu > ePAF+ > Enter ePAF+ Transactions
. - . O
Cco4s Priorize a0g Mult4asK 05252012 Active 2-Proficient A )L
. ¥ Ability to compile, review, and reconcile financial data for accuracy, =
co49 Data Reconciliaion ~ 1116/2011  Active 2-Proficient e e e (==
Laws, Rules & . . Knowledge of and ability to interpret and apply related federal, state, and
co74 Requlations 09/02/2011 Active 1-Basic local laws, ordinances, rules and regulations
. y Knowledge of and abiliy to interpret and apply related University
co7s University Policy 09022011 |Active 1-Basic e e e
e Computer Application N9 - Knowledge of applicable computer applications and basic computer
7 102! Activ K
core ormoute AoolsElon  pomarzo1t \ctive 1-Basic cione
Fiscal/accounting . ¥ Knowledge of electronic data processing as it applies to fiscal and
EiE Technolog jagiezol fEie BT I accounting activities
c02 fccounfing Principles  11M6/2011 | 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.
. . . ! Knowledge of the concepts, principles, and practices of financial data
cl40 Data Collection 000212011 |Active 1-Basic ol el
Add New Competencies
Summary Responsibilities Competencies Qualifications
& g ’
Profile ldentity . Workflow
Omtion Effective Date Key 1 Description Seibn v
>
iarvascript:haction_wind(document.wind, DERIYED_JPM_1P_JPM_1P_ADD_CAT_ITM§D, 0, 0, *Add New Competencies, Fz @ Internet Gy v BA00% <

Step Action

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

For assistance in assigning appropriate competencies to a position, contact the HR
Compensation/Classification department.
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THE FLORIDA STATE UNIVERSITY e

OMNTI * HUMAN RESOURCES e [ v [sesrch

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

Profile: 133395 Status: Active
Profile Type: ROLE Position Profile Status Date: 09/02/2011
Description: Business Manager

Profile Usage: End/Final / Job

Summary  Responsibilities Competencies Qualifications

D Competency Effective Date  Effective Status  Proficiency Lyl Description

coo4 Effective 09/02/2011 Act 1B Ability t te effectively verbally and in writ [
T ve -Basic ility to communicate effectively verbally and in writing

cots Pollcy Development | 11162011 active sproficent Ability to develop and implement policies, procedures, goals, and i
Folles Development objectives |

co19 Working Relationships | 09/02/2011 Active 1Basic Ability to establish and maintain effective working relationships [

co Process Eualugtion |05/252012 nacive 1Basic Ability to evaluate process effectiveness and develop change or

alternatives

c03s8 Attention to Detail 1116/2011 Active 2-Proficient Ability to perform accurately in a detail oriented environment

Ability to prioritize, organize and perform multiple work assignments

co4s Prioritze and Multitask 0512512012 |Active 2-Proficlent S tanaouels
. Ability to compile, review, and reconcile financial data for accuracy,
049 DalaReconciliation ~ 1116/2011  Active 2-Proficlent T
Laws Rules & Knowledge of and abilfty o interpret and apply related federal, state, and
core 09/02/2011 Active 1-Basic local laws, ordinances, rules and regulations [
< m | 3
jasvascript:haction_win0(document wind, DERIVED_JPM_TABE_JPM_IP_TAS_NAME4$0', 0, 0, 'Qualfications’, False, true); @ Irtermer g R00w

Step Action

67. Click the Qualifications link to make changes related to education/experience,
licenses/certifications, tests/examinations (i.e. background checks), and
memberships.

THE FLORIDA STATE UNIVERSITY Sga .
OMNI * HUMAN RESOURCES =

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

Profile: 133395 Status: Active
Profile Type: ROLE Position Profile Status Date: 09/02/2011
Description: Business Manager

Profile Usage:  Eng /Final / Job

Summary Responsibilities Competencies Qualifications

Fing | view 21| B B Frst KD 4 or 1
Years of  Experience

EducationiExperience  Effective Date  Education Level Experience| Subsfitutabie

Note.

ora combination of post high school education and experience equal to

[ExD =
Education/Experience | 11/16/2011 E-4yr Degree/Bachelors 2 sixyears
g pey[Centent em D) oo
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.
dd New Licenses & Certifications
There are currently no Tests/Examinations for this profile. Please add one if required
Add New Tests/Examinalions
There are curently no Memberships for this profile. Please add one if required
<l I )
iavascript:hAction_win0{document, win, JPM_JP_PROFILE_ITHD', 0, 0, Education/Experience, false, true); @ Intemet v W100% T
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Step Action

68. Click the Education/Experience link.

NOTE: Only click the Add New Education/Experience if the position does not
already have education/experience in the profile.

|E ducation/Ex Jerience|

THE FLORIDA STATE UNIVERSITY

Web Search
OMNI * HUMAN RESOURCES —

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

[& Customize Page
Non-Person Profile

Update Education/Experience

Profile ID: 133395 Business Manager
Profile Type: ROLE Paosition Profile
Update item details then click OK to apply changes and return. Click Gancel to retum without any changes.
B (1 1012 O Lost]
Education/Experience: EDUEXP Education/Experience
Effective Date: 1116/2011
Education Level: E-4yr Degree/Bachelors
Years of Experience: 2
Experience Substitutable
Specific Degree Required
Note: or a combination of post high school education and experience equal to six

years

oK Cancel

javascript:submitAction_wind{document.wind, §ICField1 1 fnews 05407

& Internet Sy v R100% <

Step Action

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

Fa\'n_rrtes MainvMenu > EP5F+ > Enter ePAF+ Transactions
[& Customize Page
Non-Person Profile
Update Education/Experience

Profile ID: 133335 Business Manager

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 K 2073 O Last |

EducationExperience: EDUEXP EducationiExperience
Effective Date: 05/26/2012

Education Level: E-4 yr Degree/Bachelors |w

Years of Experience:

A-9th Grade Education
B-10th Grade Education
C-High School Diploma or E:
D-2 yr Degree/Associates &
Note: E-4 yr Degree/Bachelors school education and experience
F-Masters Degree
G-Doctarate, Professional
H-Doctorate, Academic

oK Cancel

& Internet 43 v Ri00% -

Step Action

70. Click the Education Level Drop Down, select the appropriate education, and then
update the Years of Experience required for the position. For the purpose of this
example, click the C-High School Diploma or Equiv list item.

[C-High School Diploma or Ed

T'HE FLORIDA STATE UNIVERSITY kil

OMNI * HUMAN RESOURCES [ e
Home: Worklist Process Monitor Report Manager Add to Favorites Sign out
Favorites | Main Menu > ePAF+ > Enter ePAF+ Transactions
[ Customize P:
Non-Person Profile
Update Education/Experience
Profile ID: 133395 Business Manager

Profile Type:  ROLE Position Profile
Update item details then click OK to apply changes and return. Click Cancel to return without any changes

Find | View Al First K1 2013 O Losi

Education/Experience: EDUEXP Education/Experience
Effective Date: 0512512012
Education Level: G-High School Diploma o[ w |

Years of Experience: 4

Experience Substitutable
[ specific Degree Required

Note: @

oK | Cancel

@ Irtermet 5 v M0k -
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Step

Action

71.

NOTE: Education/experience 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.

THE FLORIDA STATE UNIVERSITY

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: 133335
Profile Type: ROLE

Update Education/Experience

Business Manager

Position Profile

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

[ vew i Frst K 2013 0 Lasi

Education/Experience: EDUEXP Education/Experience
Effective Date: 05/26/2012
Years of Experience: 4

Experience Substitutable

[ specific Degree Required
Note: @
Lok | cancel

& Internet Sy v 10w -
Step Action

72.

Click the OK button.
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OMNI * HUMAN RESOURCES

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

Profile: 133395 Status: Active
Profile Type: ROLE Position Profile Status Date: 09/02/2011
Description: Business Manager

Profile Usage: End /Final / Job

Competencies Qualifications

Years of  Experience
EducationiExperience  Effective Date  Education Level Experience| Subsfitutabie Note

C-High School Diploma or

Education/Experience
Education/Experience  05/25/2012 Eo

4

Add New Education/Experience

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

Add New Dearees
~ 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.

< m

Process Monitor

Training Guide
Reclassifying a Vacant Position

RCH FLORI TATE

[

Report Manager  Add to Favorites. Sign out

First L 1011

Fing | view 21| B1|

3]

ictvasscript:haction_winD(dacument. wind, DERTYED_JPM_JP_JPM_JP_ADD_CAT_ITM§3', 0, 0, ‘Add New Tests|Exaninatior

& Intermet 45 - ®aoow -

Step

Action

73.

Click the Add New Tests/Examinations link.
pdd MNew Tests/Examinations]

THE FLORIDA ST

OMNI * HUMAN RESOURCE

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

Non-Person Profile
Add New Tests/Examinations
Profile ID:

133395
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.

Business Manager

Process Monitor

SEARCH FLORI TATE

=" T

Report Manager Add to Favorites Sign out

[E Customize Page

Details

*Test/Examination:
Effective Date:

*Effective Status:

Description:

0K Cancel

O st

Find | View Al First K1
&
05/25/2012

—|

javvascript:pAction_wind{document, wind, M _CAT_ITEM_ID$prompts0’);

& Internet Sy v R100% <
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Step

Action

74.

Click the Look up Test/Examination button.

®

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

Look Up

Look Up Test/Examination

Content Type: 3T
Content iem ID: | hegins with [v]|

Description: | begins with v ][

LookUp | Clear | Caneel Pasic Lookup

Search Results

iew 100 First [4] -6 ef6 [3] Last

Content tem ID Description

Te01 Phwsical Examination
Backnround Check, FDLE Level 1
Backnround Check, FDLE Level 2
Waccination - Tetanus
Waccination - Hepatitis A
Tuberculosis Skin Test (PPD

winD, #ICRoW');

L @ meemer

| 4 | ®aon -

Step

Action

75.

Select the appropriate Background Level required for this position. For the purpose
of this example, click the TE02, Background Check, FDLE Level 1 link.

Background Level 1 = State background check
Background Level 2 = National background check (Fingerprinting required)
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Step

76.

— - T - STV RCH FLORIDA STATE
THE FLORIDA STATE UNIVERSITY CEEE—EE
OMNI * HUMAN RESOURCES
! 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 Tests/Examinations
Profile ID: 133395 Business Manager
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.
Details o all First K 1.0f 1 O Last
*Test/Examination: TE02 a Background Check, FDLE Level 1
Effective Date: 05/25/2012
“Effecive Status:
Description: As defined by Chapter 435.03, Florida Statutes, Level 1 background check
shall include, but not be limited to, emplayment histary checks and
statewide criminal correspondence checks through the Florida Department
of Law Enforcement, and may include lacal criminal records checks through
local law enforcement agencies
..... K. | Ccancel
Internet Sa v 0% <
£

THE FLORIDA
OMNI * HUMAN RE

'E UNIVERS

SEARCH

s

L5 Home: Worklist Process Monitor Report Manager Add to Favorites Sign out.
Favorites - Main Menu > ePAF+ » Enter ePAF+ Transactions
There are curently no Degrees for this profile. Please add one if required
Add New Deqgrees
~ Licenses & Certifications -
There are currently na Licenses & Certifications for this profile. Please add one if required.
Find | View a1 ]G]
Test/Examination Effective Date Effective Status
Backaround Check FDLE Level 1 05/25/2012 Active =
Add New TestsExaminations
~ Memberships -
There are currently no Memberships for this profile. Please add one if required
Add New Memberships
There are currently no Language Skills for this profile. Please add one if required.
Add New Languaqge Skills
Summary Responsibilities Competencies Qualifications
Profile identity Workflow
option Effective Date  Key 1 Description At
Paosition Data 09/02/2011 00080802 Business Manager  Approved  [=]
Save
Return to ePAF+
<] m 2]
Done @ Intemet 5 v M0k -
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Step Action

77. Click the Save button to save position profile changes.

Save

, FLORIDA STATE UNIVERSITY “"LH o o
OMNI - HUMAN RESOURCES z —
Home  Worklist  Process Monitor Report Manager  Add to Favorites Sign out
Favorites | Main Menu > ePAF+ > Enfer ePAF+ Transactions
B cusm‘ pr—

Saved ‘A
Non-person Profile L )

Profile: 133395 Status:
Profile Type: ROLE Position Profile Status Date: 09/02/2011
Description: Business Manager

Profile Usage: End /Final / Job

=3
12 tem(s) saved

Summary  Responsibilities Competencies Qualifications
4 )
) » _ Yearsof  Experience
Education/Experience  Effective Date  Education Level | ennete Note
Education/Experience  11/162011 E-4yr Degree/Bachelors 2 2;52‘;“‘"3“”" C e IR CEIEIET 6T E Rt CUE B
Add New EducationExperience
=
There are currently na Degrees for this profile. Please add one if required
Add New Deqgrees
@
There are currently no Licenses & Certiications for this profile. Please add ane i required
Add New Licenses & Cerlifications
v
< >
Cone & Internet 44 | R0 -

Step Action

78. 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.

12 itemiz) saved
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THE FLORIDA STATE UNIVERSITY ""” FLORIDA STATE —
OMNI - HUMAN RESOURCES -

Home Worklist Report Manager

Add to Favorites Sign out
Favorites * Main Menu > ePAF+ > Enter ePAF+ Transactions
Add RE0S Position Responsibility |05/25/2012 |4 | Inactive ~|| 40 ] Irilerence ta salaries, OPS and Faculty appointments fla |

E&G rate and support. Develops and gathers data relz

This position is responsible for management of fiscal
purchasing and financial functions in support of univer
business operations for a wide variety of funds alsa, tt

Add RE0 Position Responsibility [05/25/2012 sl [15

Find | View 41| B

Disposition ID Competency “Effective Date  Effective Status  Proficiency Lvl Description

Ability to effective customer service skills.

Add con3 Customer Senice 0512572012 3]  Active [s] [ 2-Proficient [v]

Ability 1o evaluate process effectiveness and develop change

Add co21 Process Evaluation  ([05/25/2012 [l [Inactive  [w] [ 1-Basic [s¢] aternatives.
[Abilty 1o prioritize, organize and perform mulliple workc
Add €045 Prioritize and Multi4ask [05/26%2012 |5 | Active ] [2-Froficient - ‘ i
~ Changed Education/Experience - Find
., Years of  Experience
Disposition ID Education/Experience  *Effective Date  Education Level Experience Substitutable Note
Add EDUEXP Education/Experience [05/25/2012 [ | C-High Schoal Diplom v q ‘
Disposition ID Test/Examination *Effective Date Effective Status
Check,
Add TED2 e 052512012 (5 | Active v o
i Relum o Previous Page
<] m ] 3
& Intermet 43 v ®i00% -

Step

Action

79.

For the purpose of this example you have 12 saved items. Click the OK button once
you have finished reviewing/revising your saved items.
0K

THE FLORIDA STATE UNIVERSITY

OMNI - HUMAN RESOURCES T £

Add to Favorites Sign out

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

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

Add New Deqrees
~ Licenses & Certifications -

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

Add New Licenses & Cerfifications

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

dd New Tests/Examinations

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

Add New Memberships
~ Language Skills -

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

Add New L anquage Skills

Summary Responsibilities Competencies Qualifications

Profile identity Workflow
option Effective Date  Key 1 Description et
Paosition Data 09/02/2011 00080802 Business Manager  Approved  [=]
Save
Return to ePAF+
<l m 3
iavascript:haction_wind(document. win, FSU_TRANS_WRK_PROFILE_ID', 0, 0, Return to ePAF+, false, true); & Intermet $5 v ®aoow -
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Step Action

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

THE FLORIDA STATE UNIVERSITY

OMNI - HUMAN RESOURCES

Worklist Process Monitor Report Manager Add to Favorites Sign out
Fa\'n_ MainvMenu > ePAF+ > Enter ePAF+ Transactions
SpELINL nHUHTauun = =
Time Limited Funding [ Time Limited Funding
‘Confidential Position [¥] confidential Position
Financial Disclosure [Financial Disclosure
Position Description 7/
Profile ID 133395 Position Profile Data
Name  Jenna Allen Telephone |B50/644-4286 a
Email ID ps_invalid_email@admin fsu.edu
VP Approver ITH Q
Pre-Manager Approver Q
*Originator |
Comments L
Bl oA CancelDral |  Return to T Search/Action Page
Approval Signatures
-
Done €D Internet sy v Hi0w -
Step Action
81. Enter the appropriate VP Approver into the VP Approver field. For the purpose of
H n n
this example, enter "TFULCHER".
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SEARCH FLORIDA STATE

T

Step

82.

L5, Worklist Process Monitor Report Manager Add to Favorites Sign out
Favn_rrtes MainvMenu > EP&F+ > Enter ePAF+ Transactions
Specinc informauon M
Time Limited Funding [JTime Limited Funding
‘Confidential Position [¥] Confidential Position
Financial Disclosure [JFinancial Disclosure
Position Description 7
Profile ID 133395 Paosition Profile Data
Name  Jenna Allen Telephone 850/644-4286 aQ
Email ID ps_invalid_email@adminfsu.edu
Additional Approver (Required)
VP Approver [fFrutcheR @& TemyFulcher
PreManager Approver | @
*Originator |
Comments | =
Subils Saupsan R, Cancel Dl |  petym to T, Search / Action Page U]
Approval Signatures
Done €D Intermet 45 v ®aoow - :
Action
Comments are required by the originator. The reason for the reclassification and
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 "Reclassifying vacant position to Office
Administrator."

& THE FLORIDA STATE UNIVERSITY
=5 OMNI - HUMAN RESOURCES

SEARCH FLORIDA STATE

=" T

N Worklist  Process Monitor  Report Manager  Add to Favorites Sign out
Favo_m:es MalnvMenu > @PAF+ > Enter ePAF+ Transactions
‘Specinc inormanon |
Time Limited Funding [ Time Limited Funding
Confidential Position [ Confidential Position
Financial Disclosure [CFinancial Disclosure
Position Description 7/
ProfilelD 133395 Posilion Profile Data
‘Originator's Information
Name  Jenna Allen Telephone|850/644-4286 Q
Email ID_ps_invalid_email@admin fsu.edu
Additional Approver (Required)
*VP Approver TFULCHER Q  TemyFulcher
‘Pre-Manager Approver (Optional)
Pre-Manager Approver Q
*Originator |
COMMENTS | oo Jssifying vacant position to Office Adminisirator| E
5 Eanesteie |\mdcsclbeie) Ry io T Search / Action Page L
Approval Signatures
™
Done € Internet £ v R100% <
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Step

Action

83.

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

the Submit button.
Submit

SEARCH FLORIDA STATE

THE FLORIDA STATE UNIVERSITY _—

OMNI - HUMAN RESOURCES

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

Pre-Manager Approver

Home Worklist Process Monitor Report Manager Add to Favorites Sign out

FSU ePAF+ Approval

ViewHide
OCnmmenls

<~ EMPLID=, EMPL_RCD=0, POSITION_NBR=00080802, ACTION_DT_S§8=2012-05-25, EFFSEQ=0:Pending [aloitioy
Eath

FSU ePAF+ Approval

Pending Not Routed Not Routed Not Routed
lultiple Approvers g, FINUFF, CYNTHIA g, FULCHER, TERRY lultiple Approvers
© cpars compcisss sot aamn | EF ¥ |8 cpar. begarment anager | > | Bepar v approver | T | Beoar Comiciss sttt amn | T

|~ Comments
JMAOQ4E at 5/8/2012 - 2:36 PM

Reclassifying vacant position to Office Administrator

Approve Pushback Deny

Return to T Search / Action Page

<l m ]

(2]

Approval Signatures Returns to ePAF+ search screen, I bransaction has not
been saved, all data will be lost,

[v

avascript:haction_wind{documert. wind, FSU_TRANS_WRK_RETURN_TO_BTN,, 0, 0, Return ta Transaction Search | Acti @ Internet 45 - R100% -

Step

Action

84.

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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Favoites
‘Pre-Manager Approver (Optional)

Pre-Manager Approver

ePAF+ Transaction Approvals
FSU ePAF+ Approval

ATE UNIVERSITY

ES

Main Menu > ePAF+ > Enter ePAF+ Transactions

Training Guide
Reclassifying a Vacant Position

FLORIDA STATE

O

Add to Favorites Sign out

e

Report Manager

< EMPLID=, EMPL_RCD=0, POSITION_NBR=00080802, ACTION_DT_$8=2012-056-25, EFFSEQ=0:Fending

ViewHide
Col its

FSU ePAF+ Approval

® Multiple Approvers

ePAF+ Comp/Class Staff Admin

Not Routed

FINUFF, CYNTHIA
&PAF+ Department Manager

Path
Not Routed Not Routed
o, FULCHER TERRY Multiple Approvers
il d ePAF+VPAppmver i 4 [ Comp/Class Staff Admin b

|~ Comments
JMAO4E at 5/8/2012 - 2:36 PM

Reclassifying vacant position to Office Administrator

Approve Pushback Deny.
= oL Return to T Search / Action Page
Approval Signatures Feeturns b ePAF-+ search screen, TF bransaction has not
been saved, al data wil e lost.
(]
<] m | 3

& Irtermet 45 v ®io0n -

icrvasscript:haction_wind(dacument. wind, FSU_TRANS_WRK_RETURN_TO_BTH, 0, 0, ‘Return to Transaction Search | Act

Step

Action

85.

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

THE FLORIDA STATE UNIVERSIT

OMNI - HUMAN RESOURCES

Report Manager Add to Favorites Sign out

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

Enewwindow 7 Help [

Enter ePAF+ Transaction

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

HR Transaction Search Type
© AppointmentFilled Position
® update Vacant Position

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

Department: Q

Refine Search Results

[pirect Reports  [] Department Rep

Search Clear
Position
Position Nbr Position Title Status Job Code Job Title DeptiD HName Originator Hame
OFFICE OF DISTANGE
00080802 Business Manager Approved 9459 Business Manager 107000 LEARNING Jenna Allen
|

< u | (2]
it b amni.F: EFALLT & Intermet £ v R100% <
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Step Action

86. Click the Home link.

| i
_Q,‘ J Welcome to FSU!
S A
OMNI Human Resources Home Worklist Process Monitor Report Manager Add to Favorites Sign out
Favorites © Main Menu
Personalize Content | Layout Zheln|
< >

Step Action

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