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Position Transaction options available are:
Create Position
Fill A Vacancy
Update Position

To Create Position

Login and Select: PGCPS Position Transaction User

Navigation:
Select PGCPS Position Transaction User > Position Transaction

PGCPS Paosition Transaction User
Position Transaction
| [E Transaction Status
I & Notifications

The form opens with the Perform Task window active.

O/Posifion Transaction

Pasition Details L]
Start Date

Date Effe clive Na_me

Type

—Organization & Joh

Organization

- Hiring Statu
Status : Start Date [

Location |

om0 N

LS

Click on LOV to access Templates window to select the appropriate action.
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'TE! mplates

Templates Legislative Specific  Create  Update  Under Review
Create Position

P S Fill
Lipdate Positian

Select Create Position from the list. Click Apply.

Click in the Name field to access the LOV.

O Pasition Transaction 2

R R 1 APk 2008

IS8 BN T BT Ty =T M T = e ST

Position Details

Start Date |(RESARIIE

NOTE: NEVER change Position Number.

OFGCPS Position Fleeld

FPosition Mumbe  EFELTT

Fasition Title

Allotrment hethod

Click in the Position Title field to access the LOV and select the appropriate position
title from the list.
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ition Mumber EEEULESE |

Pasition Title

D¢ af
Academic basstoom Teacher
Academic Leader, Comm Educ Academic Leader, Comm Educ
Academic Leader, Math Academic Leader, Math
Acadernic Leader, Soc Stu Acadernic Leader, Soc Stu
Acadernic Test Coordinator Acadernic Test Coordinator

Click in the Allotment Method field to access the LOV and select the appropriate
Allotment Method from LOV.

Allotment Method

Dlmmibimen Tikla KL

. Allotment Method Description
Allotrent Method *
= )

Budget
ESOL
Food Srvs
Farmula

s Bk 11-APR-2008

Find g3

ition Mumber ErsELtd

(ti=lsMpii=N Data Entry Operator Il

Allotrment kethod Budget
ESOL
Food Srvs
Farmula
Grant

Grnt Pd Retire
Health
Magnet

4]

- Hiring Status

Flant Op
Status | Active Start Date | 11-APR2008 || Furchase
Special Ed
. Split Cost
Location [ P
e e e e

Select OK.
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Navigate to the Organization & Job section and select appropriate organization from the
LOV.

~Organization & Job

Organizations

Crganization

Sl Technoloogy Applications%

Technology Applications
Technology Applications - Buginess Support
Technology Applications - Student Support

~ Hiring Status

{ Status Amiue[§

Lacation [

Next, Click on the Description Flex field.

~Organization & Joh

Proposed End Date |

Crganization |Technology Applications - Business Support

~ Hiring Status

Status Iﬂctive Start Diate |11APR-2|]H§ Proposed End Date

Location |SASSCER ADMIN BLDG Further Info

Note: The highlighted fields require you to enter information.

DEFALILT
DEFALILT

N Add a Position Add o Positic

“S0100.0.201.1011.0000.0000.5213.30830.09

ITHIS GO PUTT LT

i 5
Technology TrainingTeam
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In the Funds Source field, enter the budget string(s).

Select Transaction Purpose field to access the LOV. On the Create Template, always
select Add a Position as the Transaction Purpose.

Select from the list any one of the remaining options when using the Update Template.

Select OK.

The Hiring Information tab opens. Enter the total count for each in the FTE and
Headcount field.

Click in the Fill by Date and enter appropriate date.

N TR T

FTE [1 Headcaunt |1
ire Date Fill by Date |18-AUG-2008

Select the Working Hours tab and enter the total working hours assigned to this
position.

F— — Hormal Time
Wiatking Hours |40) Freguenc |WEEk
— TNty Start | End |

Minirurm Service

Click the Additional Details tab and complete entry in the Justification and Posting
Description field.

| Additional Details

Caormments

Budget position to assist with the managing grant fund

Fosting Description
Office Account Manager managing grant expenditures.

| ]
Click | & SAVE to gain access to the Routing form.

i 6

Technology TrainingTeam
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Routing To

Rale Position User
IZSS?.Diremnr.Budg YOUSSEF.ANTAR = I'

T Owerriding Approver |

T Reject

Comments |Position created to support DBAs. |

Select Forward and navigate to the User field. Click in the field once for access to the
LOV.

The system is designed to route the transaction to the appropriate person whose name
should appear in the User field.

Add comments as deemed necessary. Click OK.

FIRST LEVEL APPROVER

Login to Oracle.

Navigation:
Select PGCPS Position Transaction User > Notifications

'PGCPS Position Transaction User
Position Transaction
= : 5

L -] Notifications

The Worklist screen opens. Select the transaction by clicking on it in the Subject field.
Worklist

View |Open Maotifications » .' Co

A
A}

Select All | Select None
Sefect From |Type
[0 Holt, Betty PQH - Workfl8
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Select the Open Transaction Form to review and respond.

;ORACLE Disant

Worklist =
Position Transaction 324687.Accoffnt Clerk.Budget needs approvallreview

From Helt, Betty Personalize Table Layout. iMNtfDetailsFn. MtfDetailsAttr rightTable)
To Antar, Youssef

Sent 21-Apr-2008 16:07:29

Due 22-Apr-2008 16:07:28

ID 1250525

Position Transaction
Personalize "Position Transaction)

Paosition Mame 324687.Account Clerk.Budget
Action Date 21-Apr-2008
Organization Technology Applications - Business Support
Jobk
Transaction Status Pending

Comments
Personalize "Comments'
Please Approve - Betty jolt

Related Applications
B

Response

Open Transaction Form

Review the information entered under Position Details, Hiring Information, Work Terms,
and Additional Details.

S Pogiior Trapsaction

i 1324687 Account Clerk.Budget Action Date LRSI |

s o ] e ) | LA i

RDU%Q To

Position User
Eorward 11370.Chief Inform: WESLEY VWATTS
Send Back

~ Reject

OK.
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Fill A Vacancy

Login and Select: PGCPS Position Transaction User

Navigation:
Select PGCPS Position Transaction User > Position Transaction

PGCPS Paosition Transaction User
Position Transaction
| [ Transaction Status
l & Notifications

The form opens with the Perform Task window active.

O/Posifion Transaction

% Open B Under B

Position Details

Start Date
Date Effe clive Na_me

Type

—Organization & Joh

Organization S
1y TR

Task
- Hiring Statu |

Status : Start Date [

Location |

om0 N

AL

Click on LOV to access Templates window to select the appropriate action.

PTE mil:

Templates

| Legislative Specific | Create | Lpdate | Under Review |
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Aaction

M Linder R

tetails
Start Date
tate Effective Mame ]
Type v Permanent | 1Season:

O Faerform T3

ization & Job

nization T
PGCPS Fill A WVacancy

| Status

Status
_ocation =
el Buply

Select Apply
Note the highlighted fields. Click in the Position Name field.

Enter the Position Number followed by the percent sign to locate the position for your
location. Click Find.

n Mame

Finc xRk

e O sz betzg L zngling Uens
2180 Assistant Principal. Formula
2181 Assistant Principal. Formula
2182 Aassistant Principal. Formula
2183 Assistant Principal. Formula
28184 Assistant Principal.Formula
28185 Assistant Principal. Formula
8186 Assistant Principal. Formula
2187 Assistant Principal. Formula
2188 Assistant Principal. Formula
2189 Assistant Principal.Formula

L

Eirnd (0] 9 Cancel

C'u_hh

Technology TrainingTeam
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{101 8181.Assistant Principal.Formula Action Date | BT EJ
IS e 1 o ; _

Fosition Details

Start Date [01-JAN-1901
Date Effective Name [8181.Assistant Principal.Formula

Type |Shared ¥ Eermanert [ Seazonal

FOrngatiun & Joh
Organization |Cooper Lane ES Proposed End Date

Job  [B6.Assistant Principal.Instructional .9 Praposed End Date -

~ Hiring Status

Status |A|:‘ti\re Start Date ||]1-JUL~2|]|]4 Proposed End Date |
Further Infa | [|:i]

Location |

Click in the Location field to access the LOV.
O Position Tra ction

{E] 2 8181.Assistant Principal.Formula Action Date (BT Rl
e

Fosition Details

Start Date |D1-JAN-1901
Date Effective Name |8181.Assistant Principal.Formula

Type |Shared ¥ Eermanent T Zeazonal

- Organization & Job

Organization |Cooper Lane ES Froposed End Date |

Job |B6.Assistant Principal.Instructional 9 Proposed End Date .

- Hiring Status

Status ive Start Date |U1JUL-2004 Froposed End Date |
Lacatian Fillﬂ‘u'acan / r Further Infa | [|:i]

Select: Fill A Vacancy from the Location LOV.

i 11
Technalogy E‘?cér&ng?eqm
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Click the Hiring Information Tab.

T Paosition Tr: g}

{110 8181.Assistant Principal.Formula Action Date (LTIl 1

LR ER _ Ve R

Hiring Information

FTE |1 Headcourt |1 Bargaining Unit |ASASP Il

Earliest Hire Date |]1«Jf_=£ﬂ—19|]1 Fill by Date ¥ Bermit Recruiting

- Proposed Entry Salary

Payroll |Biweekly Salary Basis (Salary

Grade Step | Grade/Scale Rate
“alue | Grade Rate Range | |

~ Probation

Duration | Duration Unit |

FTE |
- Owverlap

Date
Duration | Duration Unit | ‘

‘ Proposed Layoff

Click in the Fill by Date field to access the calendar to select a date.

O Position Transaction

WE 5008181  Assistant Principal.Formula Action Date LB IR

FTE |[|
Earliest Hire Date |I]1JAN-19I]1

~Pranncad Fntn: Kalan

Bargaining Unit |ASASP |

¥ Permit Recruiting

Fill by Date |15-AUG-2008

i 12
Tacinuogygeimng?‘m
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Select the Additional Details tab.

LA

e 818 1.Assistant Principal.Formula SR 05 - JUL 2008

I e L Ve e e Sl ez Rl

Additional Details

Cormrments
Fill Vacany by August

Posting Description

secunty Requirements

I

Amendment Information

Date | Reference Mumber

Recommendation

Click Save.

Routing To

Q (= Position oo
T Orvard 3622.5r'. Recruitmg|BRIAN.JOHNSON = )

T Send Back

" Reject

Cornments

Select Forward and navigate to the User field. Double-click to populate the name field.
Click OK.

3> 13
e tingTec
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