Title:  Approve New Positions
Functional Area: Business Process Framework;

SYSTEM

Approve New Positions

The Create Position process is initiated by the HR Coordinator to create new positions in a
supervisory organization (e.g., Agency/department, division, unit, etc.) that are approved
through the budget process or by the Agency under some authority.

An approval task called “Create Position” is routed to people in the following roles for approval:

Agency Approvals DBM Approvers (if applicable)

e HR Partner e  Budget Administrator

e  Appointing Authority Partner (for Annual Budget or Off-Cycle BPW

e Budget and Finance Partner Approved positions and split positions)
e Central Class Partner

NOTE: Agency approvals are not required for (for Annual Budget or Off-Cycle BPW

a contingent worker position. Approved positions)

The image below displays an example of a “Create Position” task in an approver’'s My Tasks box.

@ My Tasks e All ltems 1ps6e eme Review Create Position: testing
| = Q  Search: All Items T Created: 02/13/2024 | Effective: 01/31/2024
=]  All ltems
ﬂ‘? Advanced Search For SPS Training Unit E22

Overall Process  Create Position: testing

() saved Searches ¥ Create Position: testing 02/13/2024 ¥y
Overall Status In Progress
Effective: 01/31/2024

Details to Review

< Filters v
=~ Business Process Definition Error for 02/09/2024 <% Create Position Details

Edit Position Restrictions Additional

Data Organization SPS Training Unit E22
= A vnbiinn

Note that you can only review and approve a new position when the task is routed to your My
Tasks box for approval.
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Title:  Create Position
Functional Area: Staffing

SYSTEM

The procedure to approve a new position in Workday follows.

Procedure:

§ & Go to My Tasks (16)

1. Click the My Tasks box icon Or click the Go to My Tasks

hyperlink to view tasks.

= MENU ﬁ Q search

Let's Get Started It's Tuesday, February 13, 2024

Awaiting Your Action Quick Tasks

74 N\
Request Time Off )

Costing Allocation for Create Position: 485514 Test Job

a2

My Tasks - 12 second(s) ago

7 N

My Payslips |
\ )
Assign Roles to Another Worker: Terminate: Arnold Palmer (W2194612) =

P
B MyTasks- 4 day(s) ago (" TimeoffBalance )
DUE 02/09/2024 (. O /

Terminate: Arnold Palmer (W2194612)
2 My Tasks- 4 day(s) ago
DUE 02/08/2024 Your Top Apps

Time

2. Onthe All ltems tab, identify and click the "Create Position" task in the list. The task will include
the Job Title for the position.

@ My Tasks m All Items 1638 reme Review  Create Position: testing (== ¥ & B

_ Q  Search: All items K Created: 02/13/2024 | Effective: 01/31/2024
All ltems
$18  Advanced Search For SPS Training Unit E22
i Overall Process  Create Position: testing
(@  saved Searches v Create Position: testing 02113/2024 Yy
Overall Status In Progress
Effective: 01/31/2024
§ Details to Review
< Filters ~ . "
Create Position Details
Organization SPS Training Unit E22
Archive Positions Created (empty)

Position Request Reason ~ Create Position > Position Request > Non-Budgeted Permanent
&, Manage Delegations Job Posting Title * testing

Number of Positions *1

Hiring Restrictions

Availability Date * 01/31/2024
Earliest Hire Date * 01/31/2024
Job Family (empty)

Job Profiles for Job Family  (empty
Job Profile Accountant Il-4547

Job Deseription NATURE OF WORK

An Accountant Il is the full performance level of work examining, analyzing and interpreting accounting systems, records and reports by ap-
plying generally accepted accounting principles in order to modify and maintain agency accounting systems, prepare financial reports or

Csmtnea ) (o ) (oot )
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SYSTEM

Title:
Functional Area:

Create Position

Staffing

3. Click the arrow

&

Review

Item 1 of 16364

Create Position: testing

Created: 02/13/2024 | Effective: 01/31/2024

For

Overall Process
Overall Status
Details to Review
Create Position Details
Organization

Positions Created
Position Request Reason
Job Posting Title

Number of Positions

Hiring Restrictions
Availability Date
Earliest Hire Date

Job Family

Job Profiles for Job Family

Job Prefile

Job Description

SPS Training Unit E22
Create Position: testing

In Progress

SPS Training Unit E22

(empty)

Create Position = Position Reguest = Non-Budgeted Permanent
* testing

*1

* 01/31/2024

* 01/31/2024
(empty)
(empty)
Accountant II-4547

NATURE OF WORK

C

Send Back )( Deny )( Cancel )

4. Rev

iew the position details of the request.

to expand the view of the page.

Details about the position request display, including:

Create Position Details

(e.g., position request reason, job posting title, number of positions)

Hiring Restrictions

(e.g., availability and earliest hire dates, job profile, job description (MS-22), position
location (primary), time-type, and position worker type/sub-type)

Organization Assignments

(e.g., cost center, default fund, budget status (budgeted/not budgeted), bargaining status
(yes/no), FTE Authorized %, and other position attributes)

5. When you are done, click the Approve
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Title:  Create Position
Functional Area: Staffing

SYSTEM

-
b Tip: If you do not want to approve the request, you can also click one of the following buttons:
e Click the Deny button to deny the request. This action terminates the transaction.
e Click the Send Back button to send the request back to the initiator to make
changes.
e Click the Cancel button to cancel your review. Retrieve the task from your My Task box
later.

6. The Up Next page keeps you informed of the next step of the business process and

who is responsible for the next step, if applicable.

7. The System Task is complete.
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