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Quick Guide for Modifying an Existing Position Staff/Student-DO

Note: Before getting started ensures that you have Department Originator as your user type. 

	Modifying an Existing Position

	Step
	

	1. 
	From the site, click Begin New Action.

	2. 
	Select “Start Action” under Modify Existing Staff/Student Position 

	3. 
	Search positions by selecting one of the following:

a. Select a Position Class Title from the dropdown on which the position will be based, or

b.  Select an Organization from the dropdown to which the position will belong, or

c. Select a Position Title from the dropdown on which the position will be based, or
d. Select UNMID of the person vacating the position or,
e. Select the Employees last name for the position you are modifying, or
f. Select the Employees first name for the position you are modifying, or
g. Select Position Number of the position you are modifying, or
h. If you don’t have any of this information you can just click on Search and choose a position description to begin action.

	4. 
	Click the “Search” button.

	5. 
	Select ‘Start Action’ for the position requiring modification

	6. 
	Select the Purpose for the modification then Continue to Next Page 
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Request Posting for this Position
Changs Postion Narrative (Summary, Preferred quals, etc)
Changs Classiication

Job Specfic Changes

Changs Funding (vacant positions only)

Changs salary.

Extend Term End Date or Cantract Date:

Changs Appointment Type.





	7. 
	Review the information under the Classification tab, then Continue to the Next Page

	8. 
	Review information on the Current Position Description tab, then Continue to the Next Page

	9. 
	Review and edit the information on the Position Details tab, then Continue to the Next Page 

	10. 
	Review the information under the Funding tab, you can view the information by clicking on View.  If you need to make changes you will be able to delete or edit the current information. Click Delete, to delete the information and add new information by clicking on the Edit button, or Add New Entry, then Continue to the Next Page 

	11. 
	Enter the posting information under  the Posting Form tab, then Continue to the Next Page 

	12. 
	Enter any posting questions under the Posting Specific Questions tab.  Click on Add a Question.  You should first search to see if the question you want to add is already in the questions library by putting in the key word of the question i.e. Experience.  If the question you wish to have applicants complete in the posting is not in the question library, then click on Add a Question and type in your question., then Continue to the Next Page 

	13. 
	Under the Disqualifying Points tab you may assign points to answers that can be used to rank applicants and designate an answer as a disqualifying answer. Applicants who select a disqualifying answer will be automatically moved to a status of not hired with a reason of did not meet minimum qualifications, then Continue to the Next Page

	14. 
	Attach any posting documents under the Document tab,  then Continue to the Next Page

	15. 
	Add any comments regarding this action under the Comments tab, then Continue to the Next Page 

	16. 
	On the View Summary screen, review the summary information provided.  If the information does not need editing, you may:

a) Save Action without Submitting (no request will be taken on this unless you submit to the next level).

b) Submit Action to Department Approver

	17. 
	Click on the Continue button.

	18. 
	Click on the Confirm button


If you do not confirm, your request will not be forwarded to the next approval step.  Once approved, the information will create your new Job Posting.

Important Information:  Do not use the back buttons, on use the navigational bars on each page. UNMJobs will time you out after 57 minutes of inactivity. 
Washington                                                November 11, 2008 
Page 1

[image: image3.wmf] 

_1347435440.doc
[image: image1.png]\_ DepartmentsA-Z Directory F:








