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Closing a Position Lesson

Procedure

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

ORACI—E' JD EDWARDS ENTERPRISEONE

EnterpriseOne Menu =1 Ol
Open Applications
‘fou have no ruRning applications

Welcome!

Fast Path

@

[ Favorites

[ Content Development Tools
I+ EnterpriseOne Menus

[ Muobile Sales Menus

[> Power User Tasks

[» State of Mebraska

+Roles
NE39FUNC
[ Actions

I Preferences

The Enterprise0ne Menu contains several links to the applications.

Open New Window These links will always be atthe left ofvour screens, no matter what application you are using.

You can also hide the menu when you need moare space for your work.
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Dane

/' Trusted sites

S5 v ®iow -

Step Action

1. Click the State of Nebraska link.
|State of Mebraskal

2. Click the Human Resources link.
Human Resources|

3. Click the Position Control link.
Fosition Caontrol

4. Click the Enter/Revise Position Budgets link.

[EnteriRevise Position Budgets]
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Adminiat r&Eﬂ VEOES

HUNT, ETHAN [JFv800,

EnteriRevise Position Budgets - Work With Positions
Horne Business Unit ’17 Fiscal Year ’i_
Budget Status
@ pnproved
Qan
No records found. Customize Grid &) [0
| | [
0 FY :mus“iu" Description :3:::1" ::ggmd 333?:‘ e Headcount E::m Thru :z:i‘:essl
< L]
Done /' Trusted sites Gy v H00w -
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
row.
9. Click the Select button.
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HUINT, ETH?

EnteriRevise Position Budgets - Position Master Detail DE
OK  Cancel Tools
=]
Home Buginess Unit [Tesnzsoos NS Fistal Year foa
Position ID * [oes1z385 Description * IT APPL DEVELOPER
Security Business Unit ’m DAS-NEBRASKA INFOR.SYSTEMS [
Effective From Date ] Thru Dats |
Budget Status ’Ai Budget Status Date W
Position Status r Position Status Date ’W
Job Gade la7ot1 | [ | [TAPPLDEVELOPER
Recruiting Status ’7
Position Budget Amount ’mi Effective Budget Amount [SEDDD—
Budgeted FTE ’1057 Effective Budget FTE ’1507
Budgeted Hours [zos0 Effective Budget Hours o0
Headcount (I Headcount ]
Business Unit- Parent ]
Parent Position ID ]
Division [ ] Section [ ] Unit [ ]
CityFacility ’— Funding ’—
Done [ " Trusted sites Gy v Ho0w -
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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ORACLE, JD EDWARDS ENTERPRISEONE

}I
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Select User Define Code
Select Find  Close  Form  Tools
I |3
Product Code 08 HUMAN RESOURCES
UserDefined Codes PC Budiget Staties
Records 1-5 Customize Grid ol
Code Description Description 2
O]
QA ACTIVE A
O|c CLOSED H=D0 NOT CREATE NEXT YEAR
O|F TEMP POSITION
Qr PLANNEDAAITING FUNDING
Done + Trusted sites G v W0 v

Step Action

12. Click the "C" option.

the subsequent Fiscal Year.

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

13. Click the Select button.
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Enter/Revise Position Budgets - Position Master Detail o
OK  Cancel Tools
=]
Home Buginess Unit [Tesnzsoos NS Fistal Year foa
Position ID * [oes1z385 Description * IT APPL DEVELOPER
Security Business Unit ’m DAS-NEBRASKA INFOR.SYSTEMS [
Effective From Date ’7 Thru Date W
Budget Status ’ro\ Budget Status Date W
Position Status r Position Status Date ’W
Job Gade la7ot1 | [ | [TAPPLDEVELOPER
Recruiting Status ’7
Position Budget Amount ’mi Effective Budget Amount [SEDDD—
Budgeted FTE ’1057 Effective Budget FTE ’1507
Budgeted Hours [zos0 Effective Budget Hours o0
Headcount (I Headcount ]
Business Unit- Parent ]
Parent Position ID ]
Division [ ] Section [ ] Unit [ ]
CityFacility ’— Funding ’—
Done -/ Trusted sites Gy v H00w v
Step Action

14.

Click in the Position Status field.

15.

Click the Visual Assist button.
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Select User Define Code

Select Find  Close  Form  Tools

v @ X 0 &

Praduct Code T HUMAN RESOURCES
User Defined Cades ,pL— Fostion Status
Records 1- 14 Customize Grid ol
\ [ [
Cade Description Description 2
® A ACTIVE
(e)i:] NOT AUTHORIZED DO NOT COUNT AS VACANT
Olc OFENIPENDING RECLASSIFICATION
OE END POSITION
OlF FROZEN
OH OPEMION HOLD
Olo OFENMACANT
or PSL (BUDGET USE ONLY)
O|r INCUMBENT REASSIGNMENT
Os OPEMPEMDING SELECTION
ot TEMPORARY A
Olu UNFUNDED POSITION
O|v FILLEDMACATING
Ow PLANNEDAMAITING FUNDING

2]

Done

+/ Trusted sites

43 v Rioow -

Step Action

16. Click the "E" option.

O]

17. Click the Select button.
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Enter/Revise Position Budgets - Position Master Detail o
OK  Cancel Tools
=]
Home Buginess Unit [Tesnzsoos NS Fistal Year foa
Position ID * [oes1z385 Description * IT APPL DEVELOPER
Security Business Unit ’m DAS-NEBRASKA INFOR.SYSTEMS [
Effective From Date ’7 Thru Date W
Budget Status ’07 Budget Status Date W
Position Status Q Position Status Date ’W
Job Gade la7ot1 | [ | [TAPPLDEVELOPER
Recruiting Status ’7
Position Budget Amount ’mi Effective Budget Amount [SEDDD—
Budgeted FTE ’1057 Effective Budget FTE ’1507
Budgeted Hours [zos0 Effective Budget Hours o0
Headcount (I Headcount ]
Business Unit- Parent ]
Parent Position ID ]
Division [ ] Section [ ] Unit [ ]
CityFacility ’— Funding ’—
Done [ " Trusted sites dh v Ho0w -
Step Action

18.

Click the OK button.

RACI—E JD EDWARDS ENTERPRISEONE

Enter/Revise Position Budgets - Work With Positions o
Select Find  Add  Copy Delte Cose Form  Row  Tools
v & + B @0 X E &
Horne Business Unit = Fiscal Year 08
Budget Status
@ Approved
Qa
Records 1-1 Custormize Grid o]
06512345 [ [ [
Position Position Budgeted Budgeted Eff Eff Home
1} Description Budget FTE Hours Headcount From Thru Business L
08 06512345 ITAPPL DEVELOPER 35,000 1.00 2,080 1 £
< | 2]
Done [ « Trusted sites G v W0 v
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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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