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Procedure

In this lesson you will learn how to close a position.

ORACLE _
i &
EnterpriseOne Menu =a Welcome!
Open Applications
You have no running applications. The EnterpriseCOne Menu contains several links to the applications.
Open New Window These links will always be at the left of your screens, no matter what application you are using.
You can also hide the menu when you need more space for your work.
» NIS State of Nebraska »
[- Preferences
Done € mmternet #100% v

Step Action

Click the NIS State of Nebraska link.

itate of Mebraska

Click the Human Resources/Payroll - Agencies link.

[Human Resources/Payroll - Agencies|

Click the Position Control link.

Faosition Control
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Step Action

4.

Click the Enter/Revise Position Budgets link.
Enter/Revise Position Budgets

e

Enter/Revise Position Budgets - Work With Positions @
Select Fnd  Add  Copy Dekle Clpse Form Row Ioois

v & + B @0 X 2 &
Home Business Unit ’¢7 Fiscal Year ’i_

Budget Status

® Approved
Qa

No records found. Customize Grid (=]

Description

€ Irternet H100% v

Step Action

5. Enter the Fiscal Year in the Fiscal Year field.

6. Enter the Position ID into the Position ID field in the QBE line.

7.
Click the Find button.

8. Choose the position you wish to close by clicking the checkbox to the left of the
=]

9.
Click the Select button.
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Enter/Revise Position Budgets - Position Master Detail @
0K Ccance] Tools
5]
Home Business Unit * ,W NIS Fiscal Year ,03_
Position ID * [oe512345 | Description * IT APPLICATIONS DEVELOPER
Security Business Unit ,m DAS-NEBRASKA INFOR SYSTEMS I
Effective From Date ] Thru Date m
Budget Status ,.\7 Budget Status Date ’W
Pasilion Status ,A_ Pasition Status Date W
Jab Code W ,7 IT Applications Deveioper

Recruiting Status
Pasition Budget Amount 35,000 Effective Budget Amount 35,000
Budgeted FTE 1.00 Effective Budget FTE 1.00

Budgeted Hours 2080 Effective Budget Hours 2,080
Headcount 1 Headcount 1
Business Unit- Parent ]
Parent Position ID
Division Section Unit
City/Facility Funding
Done € Internet 100% v

Step Action

10. Enter the date the position will close into the Thru Date field.

11. Click in the Budget Status field.

Click the Visual Assist button.

=
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Administrativi ices

T

Select User Define Code @
Select Fnd  Close Form  Tools
v & X &
Product Code 0g HUMAN RESOURCES
User Defined Codes
Records 1-5 ]
Deseription Description 2
ACTIVE A
(@) |® CLOSED ¥=DO NOT CREATE NEXT YEAR ...
CF TEMP POSITIONBUDGET FROZEN
OF PLANMNEDRMATING FUNDING
Done /' Trusted sites 5 | ®iwow v

Step

Action

12.

Click the "C" option.

in the subsequent Fiscal Year.

Note: Once the Budget Status is changed to a "C" the position will not be created

13.

Click the Select button.

Page 4




Q Training Guide
At e Closing a Position

e

Enter/Revise Position Budgets - Position Master Detail @
0K Ccance] Tools
5]
Home Business Unit * ,W NIS Fiscal Year ,03_
Position ID * [oe512385 | Description * IT APPLICATIONS DEVELOPER
Security Business Unit ,m DAS-NEBRASKA INFOR SYSTEMS I
Effective From Date ,7 Thru Date ’W
Budget Status ,Eiq Budget Status Date W
Pasilion Status ,A_ Pasition Status Date W
Jab Code W ,7 IT Applications Deveioper

Recruiting Status ,7

Position Budget Amount W Effective Budget Amount [31332—

Budgeted FTE ,1007 Effective Budget FTE ’917

Budgeted Hours ,gpgui Effective Budget Hours W

Headcount ] Headcount A ]

Business Unit- Parent ]
I
——
—

Parent Position ID

Division Section

Unit
Funding

City/Facility

Done € Internet 100% v

Step Action

14,
Click in the Position Status field.

15. Click the Visual Assist button.

=
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e

Select User Define Code @
Selecl Fnd  Cpse Form Iooks

v & X 8 &

Product Code 08 HUMAN RESOURCES
User Defined Codes PL Position Status
Records 1-9

Code Description Description 2
® A ACTIVE
OE END POSITION
OF FROZEN
o QPENWVACANT
O P PSL (BUDGET USE ONLY)
O R INCUMBENT REASSIGNMENT
(@) |1 TEMPORARY A
ov FILLED/VACATING
cw PLANNED/WAITING FUNDING
Done € Irternet 100% v

Step Action

16. Click the "E" option.

[©]

17.
Click the Select button.
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Enter/Revise Position Budgets - Position Master Detail @
0K Ccance] Iools
5]
Home Business Unit * ,W NIS Fiscal Year ,03_
Position ID * [oe512385 | Description * IT APPLICATIONS DEVELOPER
Security Business Unit ,m DAS-NEBRASKA INFOR SYSTEMS I
Effective From Date ,7 Thru Date ’W
Budget Status ,07 Budget Status Date ’W
Pasilion Status ,E_Q Pasition Status Date W
Jab Code W ,7 IT Applications Deveioper

Recruiting Status
Pasition Budget Amount 35,000 Effective Budget Amount 31,932
Budgeted FTE 1.00 Effective Budget FTE a1

Budgeted Hours 2,080 Effective Budget Hours 1,898
Headcount

Headcount 1

Parent Position ID

Division Section

—
Funding ’—

[
Business Unit- Parent
I
Unit
,_

City/Facility

Done € Internet 100% v

Step Action

18.
Click the OK button.
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Enter/Revise Position Budgets - Work With Positions @
Scect Fpd  Add  Copy Dekle Clse Form  Row  Jooks
v & + B @ X g2 B
Home Business Unit * Fiscal Year 08
Budget Status
& Approved
Oa

Records 1-1 Customize Grid (=]

06512345

Description

IT APPLICATIONS DEVELOFER

Done €D Irternet 100% v

Step Action

19.

Click the Close button.

20. To purge a position enter a “1” in the Security Business Field after initially
bringing up the position record. You do not need to complete any of the other
steps.

Then click OK and Close.

WARNING: If you change the Security Business Field to a "1" make sure the
Budget Status Code isa "C".

Note: Purging a position will not only eliminate the position but also will erase all
history related to the position. It is your responsibility to ensure you are in
compliance with State Data Retention Regulations.

21. You have successfully completed this lesson.

End of Procedure.
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