Position Change Request

PROCESS OVERVIEW

The purpose of this reference guide is to provide an overview of Position Change
Request. This document is set up according to the various tasks that may be performed
when using Position Change Request.

1. Begin at hcm.bgsu.edu
2. Enter Username and Password
3. Navigate: BGSU Menu > Human Resources > Position Change AWE

Where do | go?

BGSU Menu > Human Resources > Position Change AWE

SECTION |
NAVIGATION

Begin the process at
hcm.bgsu.edu

Note: Please use Internet Explorer

@ﬁ) & https://hem.bgsu.edu

Step 1: Enter USERNAME
and PASSWORD

Note: These will be your BGSU
network credentials.

Step 1a: Click Sign In

email directory asearch

MyBGSU.

ADMISSIONS

BGSU.

BOWLING
BGSU HCM Sign-in

ACADEMICS THE ARTS ATHLETICS LIBRARIES  A-ZLINKS

G R E EN STATE UNIVERSITY

PeopleTools: 853
Authentication: Idapprod

User ID |usemame

Bowling Green State University | Bowling Green, OH 43403-0001 | Gentact Us | Campus Msp | Accessitility Policy

Step 2: Click BGSU Menu >
Human Resources > Position
Change AWE

You will be able to choose from
three options.

o Position Change Request
e Position Change Approval
e Position Change View

3 BGSUMenu Parennalize Content | Layout (Z) Help
3 PeopleTools (3 Human Resources . =
Company Com) i Benefits (3 Position Change AWE
pany Directory 5] . .
ﬁ_g_ﬁ Saff Service - [ Employes Fes Waiver F Position Change Request
Search by Name £ Manager Self Service , 3 Dependent Fee Waiver F'os_ﬂfon Change Approval [ —
3 Workforce Administration » Student E-Hire Position Change View
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Position Change Request

SECTION II
POSITION CHANGE REQUEST

Step 1: Click BGSU Menu >
Human Resources > Position
Change AWE > Position
Change Request

&

3 BGSUMenu Barennglize Content | Layout @ elp
3 PeopleTools (3 Human Resources E— —_—
Company, Com) i Benefits (3 Position Change
pany Directory [} . .
& Self Service - 7 Employee Fee Waiver F Rustiogietanos isnoest
Search by Name £ Manager Self Service V [3 Dependent Fee Waiver ?3;0" g:ﬂ" roval
3 Workforce Administration » Student E-Hire osition Lhan

Step 2: Optional, change the
As Of Date and use the

Refresh Employees

button. This should be used to
look at future dated hires.

Al ~| search

Position Change

Employee Selection Criteria
Selectthe employee to be changed. You will be able to process only those employees that are associated with departments you have access to.

As Of Date 092212015 |5 | Refresh Employees
) FindEmpioyed
Faith Olson's employees Persanaize | 27 First ' 1-147 o 147 ‘¥ Last
Select Name Empl ID Job Empl Status FulliPart Time HR Status Position Job Code Job Title Dept ID Department
0 Adie PartTime Active 00008033 696207 Intermitent Tutor 115400 E:gf‘n”“n:”m”'”g &
o Adtive Full-Time Active 00004673 900011  AssistantProfessor 115100 School of HMSLS
0 Acve Full-Time Active 00003332 900010 Aoeete 115100 Sehool ofHWSLS
- . 0 Adve Full-Time Active 00003865 900012  Lecturer 11g400  SchoolofTeaching &

Leaming

Step 3: Use the

Select button next
to employee who you wish to
update position data.

\
BGSU.

IR

Position Change

Employee Selection Criteria
Selectthe employes to be changed. You will be able to process only those employees that are associated with departments you have access o

As Of Date [09/22/2015 |[5 Refresh Employees

EindEmpiojed

Faith Olson's employees Personalize | @ First ¢ 1-147 of 147 ' Last

Select  Mame EmpilD  Job EmplStatus FullPartTime  HRStatus  Posiion  lobCode JobTitle Deptid  Department

W0 Acive Part-Time Active 00008030 §9620T Intermitient Tutor 115400 E;:'"HC:L‘Z”“C"'”Q &

m!. 0 Adve FullTime Active 00004673 900011  AssistantProfessor 115100 School of HMSLS
Associate

0 Active Full-Time Active 00003332 900010 o i0fRE 115100 School of HMSLS

. . 0 Adve FullTime Active 00003565 900012  Lecturer 115400 E’:g?ﬂ?‘nzﬂeam'”g &
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Position Change Request

Step 4: Enter a Status Change
Date for the changes to take
effect.

The Status Change Date must
be greater than or equal to the
current date and it must be
greater than the maximum
effective date on Position Data.

Position Change
ety e

{Fl nstructions

LR

Print | New Window | Help | Personalize Page | I

Position Data Change

*Status Change Date
Job Code

Union Code
*Department
*Location
*FulliPart-Time
*Reports To
*Position Title
Position Short Title
*Standard Hours
“FTE

*Reg/Temp

Comments

New Information

(I

Intermittent Tutor

Aboutthe Date

696207

School of Teaching & Leaming 115400

Educ & Human Development Dean 167000444
Part-Time

00000701
Intermittent Tutor
Int. Tutor
15.00
0.375000

Temporary

Position Number 00008039
Current Information

05/02/2013

Intermittent Tutor

School of Teaching & Leaming

Educ & Human Development Dean

Part-Time

Intermittent Tutor
Int. Tutor

15.00

0.375000

Temporary

Current Head Count 1

696207

115400

167000444

00000701

@ changes Made
* Required Field
Return to Select Employees

Step 5: You can use the @,
next to fields for a search menu
of valid values. Changes can
be made to any of the
highlighted fields:

e Union Code
Department
Location
Full/Part-Time
Reports To
Position Title
Position Short Title
Standard Hours and
FTE are linked so
when one is changed
the other will update to
the appropriate value.
Standard Hours must
be a 1 or greater.
Regular/Temp
Comment field to
further clarify change
request.

The Job Code is not editable.

|
BGSU.

Position Change
e

¥ Instructions

IR

Print | New Window | Help | Personalize Page | I

Position Data Change

*Status Change Date
Job Code

Union Code
*Department
“Location
*FulllPart-Time
*Reports To
*Position Title
Position Short Title
“Standard Hours
*FTE

*Reg/Temp

Comments

New Information

s |5

Intermittent Tutor

Aboutthe Date

696207

|

@,

[School of Taching  Learing |3, 115400
[Educ & Human Development 03, 167000444
B e, ooo00701

375000

Position Number 00008039
Current Information

05/02/2013

Intermittent Tutor

School of Teaching & Leaming

Educ & Human Development Dean

Part-Time

Intermittent Tutor
Int. Tuter

15.00

0.375000

Temporary

Current Head Count 1

696207

115400

167000444

00000701

e

O changes Made

* Required Field

Return to Select Employees
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Position Change Request

Step 6: Any new values will

have with a £ next to the field.

Select the
Submit |

button once you have entered
the new values for the position
change.

Contact the Human Resources
Department if any of this
information is incorrect.

IR

Position Change
bbetan cemae

¥ Instructions

Print | New Window | Help | Personalize Page |

Position Data Change

New Information

“Status Change Date ~ (09/23/2015 Aboutine Date
Job Code Intermittent Tutor 696207
moncoe [ o,
*Department School of Teaching & Leaming @&, 115400

"Location  [Educ & Human Development DIQ,, 157000444
“FulliPart Time ©
[ oooooror

—

Position Short Title ©
*Standard Hours O
o

*RegTemp O

*Reports To

Position Number 00008029
Current Information

Current Head Count 1

05/02/2013
Intermittent Tutor 696207
School of Teaching & Leaming 115400

Educ & Human Development Dean 167000444
Part-Time

00000701
Intermittent Tutar
Int. Tutor
15.00
0.375000

Temporary

Comments

e

@ changes Made

* Required Field

Return to Select Employees

Step 7: Once the changes
have been submitted, the
approval workflow will appear.

Changes to Location, Reports
To, Position Title, or Position
Short Title will go directly to
Human Resources Department
for approval.

Any other changes signify a
funding change that will need
additional approval from the
Budget Office and area Vice
President.

Human Resources

[hi oo )

Submit Confirmation

“ You have successfully submitted the Position Change request (Transaction# 13) for

Position Change Approval

¥ :Pending
Position Change Workflow
Self Approved Pending
« - G) Multiple Approvers
Position Change Originator Position Approvers
08/23/15 - 10:01 AM

Return to Select Employees

Print | New Window | Help | Personalize Page | i

as of 9/23/2015.

Additional Approval

R

Submit Confirmation

‘/ You have successfully submitted the Position Change request (Transaction# 12) for

Position Change Approval
¥ :Pending
Position Change Workflow

Print | New Window | Help | Personalize Page | [

as of 8/23/2015.

Not Routed

Position Change Qriginator
09/23/15 - 955 AN

Budget Office Approver

Self Approved Pending Not Routed
- Multiple Approvers » -
v ¢ B poiion Change VP Approvers

Multiple Approvers
4N Position Approvers

Return to Select Employees
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Position Change Request

SECTION Il
VIEW POSITION CHANGE
STATUS

Step 1: Click BGSU Menu >
Human Resources > Position

3 BGSUMenu Parennaglize Content | Layout @ Help
it Human Resources
> 3 PeopleTools = »
Change AWE Position 2, Company Comany Drecoyy | 0 Benefits {3 PosiionChange AWE |
Change View O sersence ¥ Ca Emloyee Foe wakerf [F] - Postion hande Faues:
Search by Name ] Manager Self Service » £3  Dependent Fes Waiver Pos!l?on Change Approval
3 Workforce Administration » Student E-Hire Fosttien Changem:w
B,

View Position Change Status
page allows you to view the
current status of your requests.

In Approval Process = request
is still awaiting approval.

_
Data Saved = request has been ——

approved and Changes have Print | New Window | Help | Personalize Page |
been saved in HCM. View Position Change Status

The list below contains position change requests. Select an employee to view details.

Rework = request has been

Position Data Change Requests

pUShed back by either the Name Request  workflow status Transaction Humber
Budget Office, Vice President, 092312015 Denied 12
or Human Resources for .--&I—. 097232015 Data Saved 2
changes to made to the original 0912302015 Rewar 14
req uest. = 09/232015  In Approval Process 15

Denied = request was denied
by one of the approvers.

Step 2: Click the name link to
see details.
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Position Change Request

Step 3: View the status and In Approval Process
workflow at the bottom of the
page. Pushed Back will require
changes to be made prior to the
request being approved. You
will need to go to the Position

Print | New Window | Help | Personalize Page | 2
Pasition Change

eimay  eemgp
Change Approval page to
Workflow Status  In Approval Process Transaction Number
make changes.
Requestor
H H Position Data Change
Click on the * button to view
Paosition Number 00008039 Current Head Count 1

comments from approvers for New Information Current Information
Pushed Back or Denied Status Change Date 0912312015 08/02/2013
reqUESts Job Code Intermittent Tutor 696207 Intermittent Tutor 69620T

Union Code

*Department School of Teaching & Learning 115400 School of Teaching & Learning 115400

*Location Educ & Human Development Dean 167000444 Educ & Human Development Dean 167000444
*FullPartTime @ Full-Time Part-Time
*Reports To 00000701 00000701
*Position Title ©  Tutor Intermittent Tutor
Position ShortTitle ©  Tutor Int Tutor
*Standard Hours @ 40.00 15.00
“FTE @ 1.000000 0375000
*RegTemp @ Regular Temporary

Position Change Approval
¥ :Pending
Position Change Workflow

Self Approved Pending Not Routed Not Routed
Multiple Approvers - Multiple Approvers
—| @ — —
v Position Change Originator Budget Office Approver [ — Change VP Approvers B postion Approvers
08/23/15 - 9:55 AM

Pushed Back

Position Change Approval

¥ :Pending (& ViewiHide Comments
Position Change Workflow
Pushed Back Not Routed Not Routed
- E Multiple Approvers
ro* Budget Office Approver POE ooskion Change VP Approvers PO posiion Approvers
08/2315 - 11:27 AM
I Comments
Approved
Position Change Approval
¥ :Approved
Position Change Workflow
Self Approved Approved
v Position Change Originator R4 Position Approvers
0823015 - 10:01 AW 0923015 - 11:34 AN

SECTION IV
POSITION CHANGE APPROVAL

&

Step 1: Click BGSU Menu >

3 BGSUMenu Parennglize Content | Layout @ Help
e PeopleTool (3 Human Resources
Human Resources > Position . Company Company Drectory | 01 Berefis {3 Posilion Changs AWE -
h sy g £ Employes Fee Waiver Position Change Request

Change AWE > Position C1 SeffServics ¥ \ Bosition Change Approval
Search by Name W Self Servi 3 Dependent Fee Waiver 9EPP

Change Approval L B Workloes Adminisie . ] Student E-ire Postion Chang( v

g p p 3 Workforce Administration 3
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Position Change Request

You can update the Rework
requests on the Position
Change Approval page.

Step 2: Click the name to see
details.

IR

Approve Paosition Change
The list below contains position change requests requining your approval. Selact on an employee to view details and to
process the approval

Position Change Requests

Request Date

Hame Workflow Status Transaction Number

09/23/2015 Rework 14

Print | New Window | Help | Personalize Page |

Step 3: Review Comments.
Make appropriate changes.
Resubmit request for approval.

You can also Deny your rework
form if you wish to cancel the
request.

Position Change

¥ Instructions

Frint | New Window | Help | Personslize Fage |

Workflow Status Rework

Requestor
Posttion Data Change

Position Number
New Information

[osizai2015 ] About the Date 00112014

*Status Change Date

‘Current Information

Transaction Number 14

00003332 ‘Current Head Count 1

Approver Name

Job Code  Associate Frofessor 300010 Associate Frofessor 300010
Union Code  [American Assn University Prd@,  AUP American Assn University Prof AU
*Department @ [School of Tesching & Leaming|@, 115400 School of HMELS 115100
fLocation  [HMSLS  |& 130000119 HMELE 120000118
*Full/Part-Time FulkTime
ot R A, e wosorr
*Position Title Associste Professor
Fosition Short Title Associate
*Standard Hours 40.00
«FTE 1.000000
*Regiemp | Regular  w Reguiar
Position Change Approval
¥ :Pending (&) View/Hide Comments.
Posttion Changs Workfion
Pendi Pushed Back Not Routed Not Routed
® | —»’ﬁ—»ig C——
QWZIS - 1127 AM
" Comments
Comment
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