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Introduction
This user guide is designed to walk users through the PeopleAdmin system using the Position Management Module. 
For initial implementation, most users will use the first four chapters. The last two chapters, on creating a new position and on creating a new position by cloning an existing position, will be used when a position has not yet been created in BEACON. 
When modifying a position, it will be very rare to change the classification, employee or supervisor information. These sections of the position description are updated with information from BEACON. When any of these fields change, they must be changed in BEACON as the system of record. When that data is subsequently imported to PeopleAdmin, it will be updated with the correct information. The flow of position-related data is from BEACON to PeopleAdmin but not vice-versa. 
The PeopleAdmin system does not allow an employee to modify his or her own position. In situations when an employee modifies his or her own position description, contact your agency’s Human Resources department to determine a work-around procedure for updating the information in PeopleAdmin. For example, an administrative assistant may be assigned an appropriate role to copy and paste the information. 
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[bookmark: _Ref416966644][bookmark: _Toc419884983][bookmark: ChapterName]Home Page 
Role: All
[bookmark: _Toc419884984]Objective: Become familiar with the home page
When you log in to PeopleAdmin, the first page you encounter is the home page. The menu and other options available to you correspond to the role assigned to you by the coordinator at your agency.
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1. Navigation Tabs: These tabs take you to different parts of the system. The tabs available to you depend on the role you are using in the system. You’ll become more familiar with them as we work through the system functions over the next chapters. 
2. User Group Selection: This menu allows you to choose your role based on the user group or groups to which you’ve been assigned. If you are not assigned to a role besides “Employee” you’ll not see this menu. Other roles are “Initiator”, “Second Level Review”, and “Division Level Review”. John, 

3.  Refresh: When changing roles you must click the refresh button or the role won’t change. If you have successfully changed roles you will see a message telling you your role. 
4. Module Selection: The module drop-down shows which part of the system you are accessing. For most roles, the only module available is the Position Management module. 
5. Inbox: You have access to an in-box where you will find items that need your attention. The tabs you see and items in the in-box may change depending on which user group you activated in User Group Selection. There is a quick link to your inbox at the top of any page in PeopleAdmin. 
6. Watch List: This notification area displays any items that you have flagged as worth watching. For example, you may be interested in following a position description that you have forwarded to another level for review. The tabs and items you see depend on which user group you activated in User Group Selection. There is a quick link to your watch list at the top of any page in PeopleAdmin.
7. Shortcuts: This section displays shortcuts. The shortcuts you see depend on which user group you activated in User Group Selection.  
8. My Links: This section will contain training videos and other links.
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[bookmark: _Toc419884985]Changing Your Role 
Role: Initiator, Second Level Review, Division Level Review 
[bookmark: _Toc419884986]Objective: Learn how to change your role by using the User Group Selection menu. 
Note: This applies only to those who have a user role besides employee. These roles must be assigned by your agency administrator. 
Go to the PeopleAdmin site: (training: https://oshrnc-training.peopleadmin.com/hr/login; In the training system, use your BEACON login username and password.) 
By default, you are logged in to the position management system with the role of “Employee” 
[image: ]
Change your role by using the drop down handle. Choices for roles are “employee”, “Initiator”, “Second Level Review”, and “Division Level Review”. 
[image: ]
Be sure to “refresh” the role clicking the refresh command icon. 
[image: ]
You should now see a message that informs you of your change in role. You will also see the change in the drop down menu. 

[image: ]
Troubleshooting Tip: If you are unable to create or edit a job description, be sure you have changed the role in the system. The “employee” role has limited capability. 
Troubleshooting Tip: If a you are unable to create or edit a job description and you have appropriately changed you role, check that the system is “Position Management” rather than “Applicant Tracking”. 
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Editing Positions 
Editing Positions from a Search or Your Inbox

From a Search:
[image: ]
From Workflow or your Inbox:
This process can be applied to positions you are reviewing in workflow. If you have a position in your inbox, click on the position title. 
[image: ]
 Click on the Edit link next to the position title.
[image: ]
You now see a Summary Tab. Notice that the navigation table is no longer on the left side of your screen. In this summary you will be able to review all of the information you have entered. 
Notice that each section name is preceded by either a blue check mark [image: ] or an orange exclamation point[image: ]. The orange exclamation point draws your attention to a section that requires information you did not provide. You can click the Edit link by the section name to return to the section and complete the information you’ve missed.  
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Modify an Existing Position
Role: All
Objective: Change the information for a position description that exists in PeopleAdmin
Note: This process can be applied to positons you receive in workflow. See Editing Positions in Chapter 3.
1. Log in to the PeopleAdmin site. Be sure you’re accessing the Position Management module
[image: ]Change your role from employee to another role to which you’ve been assigned. 
Hover over the navigation tab entitled Position Description.  Choose Staff from the menu that appears.
Locate the position you are going to modify. Use the search function if needed. 
[image: ]
Hover over the action button. Select view. Or click on the position title. 
[image: ]
You’ll see a “Summary” tab that shows the information entered for this position. 
Look to the upper right of your screen and click on the link that says Modify Position preceded by a yellow star[image: ]. 
You’ll next be asked if you want to modify the position. If it’s the correct position, click[image: ]. 
Complete the justification field. 
[image: ]Note: After you click[image: ], there are two ways to tell where you are in the process. The top navigation path shows that you are editing the position description – in this case it is a position description with the working title of “User Guide: Test Position Description”. If you look at the left hand navigation table you can also see that you are editing a position description request and, more specifically, you are at the step named Position Justification. You can use the navigation table to move from one step to another, in any sequence. 
Complete the Key Changes in the position since it was last classified field. 
Note: It would be very rare for the classification to be modified in PeopleAdmin. Usually, the classification is determined and entered in to BEACON. Then, when the new data is integrated into PeopleAdmin, the classification is updated. Therefore, most or all of the time users will skip steps 11-12 and start again at step 13. 
Click [image: ] or use the navigation table to move to the next section: Classification Selection. 
Note: at any time you may also click on the [image: ] button to save the position to work on later.
[image: ]Select the classification that has been assigned or that you think may be assigned to this position. You can click Filter these results in order to narrow the list of classifications. Click on the radio button to select the classification and click[image: ]. 
[image: ]In the “Position Details” section, you will begin to enter information about the position. Some information may be populated based on information already entered.  All fields are important, but fields that are required before the position can be advanced in workflow are denoted with a red asterisk. The entry field is also bordered in red and there is a note that the field is required. After you have completed all of the fields, click[image: ].
ADA Checklist: Every field of the ADA checklist is required to be entered. Use the tab and arrow keys to maneuver more quickly through the fields. Click[image: ]. 
Note: It would be very rare for the employee and supervisor information to be modified in PeopleAdmin. Usually, this information is determined and entered in to BEACON. Then, when the new data is integrated into PeopleAdmin, the employee and supervisory position information is updated. Therefore, most or all of the time users will skip steps 15-16 and start again at step 17.
Employee Section: If this position is vacant you will simply click[image: ]. Or you can click on the employee to which this position is assigned. If you need to vacate the position, click on the [image: ] button. 
Supervisory Position: Choose the supervisor of this position. You can click Filter these results in order to narrow the list of supervisors. After you choose a supervisor, click[image: ].
Note: If you don’t see a supervisory position that you think you should, contact your agency’s PeopleAdmin Coordinator. This is not the place to change/correct supervisory reporting relationships.
Position Documents: You can upload a new document, create a new document, choose an existing document that you had previously uploaded, or refer to a URL to a document. This information is not required by the PeopleAdmin system. Follow your agency’s requirements for documentation to accompany any position descriptions. When you are finished, click[image: ].
You now see a Summary Tab. Notice that the navigation table is no longer on the left side of your screen. In this summary you will be able to review all of the information you have entered. 
Notice that each section name is preceded by either a blue check mark [image: ] or an orange exclamation point[image: ]. The orange exclamation point draws your attention to a section that requires information you did not provide. You can click the Edit link by the section name to return to the section and complete the information you’ve missed.  
Note: In addition to the Summary Tab you can also see the history of the position. 
 If all of the information is complete and correct, hover over the [image: ] button. Your choice of actions depend on the role you are using, but they may include: 
· Continue working on this Position Request
· Submit (move to Second Level review)
· Submit (move to Division Level review) 
· Return (move to Initiator).
· Submit (move to Local HR). 
Send the position description to Second or Division Level for review or return it to the initiator. 
Note: if required information is not complete, the position description will not advance in the workflow. Instead, you will see an error that lists the required information. If you get an error message, click the Edit link that appears after the position’s title. You’ll notice the navigation table on the left side of the screen. While complete sections have a blue check [image: ] next to them, incomplete sections will not. The blue check disappears when you activate a section, so you may have to activate various sections to see which one does not have a blue check. 
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[bookmark: _Toc419884987]Bulk Edit Existing Position Descriptions 
Role: Division Level or Agency HR
[bookmark: _Toc419884988]Objective: Learn to apply uniform changes to a number of position descriptions at the same time. 
Note: currently bulk edit is available only to Agency HR. The intention is that Division Level approvers will be able to bulk edit in the future. 
1. Log in to the PeopleAdmin site. Be sure you’re accessing the Position Management module.
[image: ]Change your role from employee to either the Division Level Review role or to the Agency HR role, as appropriate. 
Hover over the navigation tab entitled Position Description.  Choose Staff from the menu that appears.
Locate the position you are going to modify. Use the search function if needed. 
[image: ]
Place a check mark by the positions you want to change. 
Hover over the Action Button and select Bulk Edit Position Descriptions. 
[image: ]
The next screen includes the navigation table on the left. Navigate to the section(s) you wish to bulk edit. 
[bookmark: _GoBack]Data items you can bulk edit are designated with a checkbox to the left. Click on the checkbox and input the information that applies to all positions you are editing. 
[image: ]
Continue through the navigation until you reach the summary tab. There is no approval action and no workflow. 
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[bookmark: _Toc419884989]Create a New Position Description 
Role: All  
[bookmark: _Toc419884990]Objective: Learn how to enter a position description into the PeopleAdmin system. Use this method to enter a new position description into the system for the first time. 
Note: if you wish to enter a position description that is the same or very similar to a position description already in the system, refer to the chapter on cloning a position description. 
1. Log in to the PeopleAdmin site. Be sure you’re accessing the Position Management module
[image: ]Change your role from employee to another role to which you’ve been assigned. 
Hover over the navigation tab entitled Position Description.  Choose Staff from the menu that appears. 
Click on the orange button that says[image: ]. 
In the pop up window, click on the New Position Description link. 
Enter the Working Title of the Position and click[image: ]. 
Complete the justification field. 
[image: ]Note: After you click[image: ], there are two ways to tell where you are in the process. The top navigation path shows that you are editing the position description – in this case it is a position description with the working title of “User Guide: Test Position Description”. If you look at the left hand navigation table you can also see that you are editing a position description request and, more specifically, you are at the step named Position Justification. You can use the navigation table to move from one step to another, in any sequence. 
Click [image: ] or use the navigation table to move to the next section: Classification Selection. 
[image: ]Note: at any time you may also click on the [image: ] button to save the position to work on later. 
Select the classification that has been assigned or that you think may be assigned to this position. You can click Filter these results in order to narrow the list of classifications. Click on the radio button to select the classification and click[image: ]. 
[image: ]In the “Position Details” section, you will begin to enter information about the position. Some information is populated based on information already entered.  All fields are important, but fields that are required before the position can be advanced in workflow are denoted with a red asterisk. The entry field is also bordered in red and there is a note that the field is required. If you do not have a BEACON number for this new position, refer to your agency’s procedures for assigning numbers to new positions. After you have completed all of the fields, click[image: ].
ADA Checklist: Every field of the ADA checklist is required to be entered. Use the tab and arrow keys to maneuver more quickly through the fields. Click[image: ]. 
Employee Section: If this position is vacant you will simply click[image: ]. Or you can click on the employee to which this position is assigned. 
Supervisory Position: Choose the supervisor of this position. You can click Filter these results in order to narrow the list of supervisors. After you choose a supervisor, click[image: ].
Position Documents: You can upload a new document, create a new document, choose an existing document that you had previously uploaded, or refer to a URL to a document. This information is not required by the PeopleAdmin system. Follow your agency’s requirements for documentation to accompany any position descriptions. When you are finished, click[image: ].
You now see a Summary Tab. Notice that the navigation table is no longer on the left side of your screen. In this summary you will be able to review all of the information you have entered. 
Notice that each section name is preceded by either a blue check mark [image: ] or an orange exclamation point[image: ]. The orange exclamation point draws your attention to a section that requires information you did not provide. You can click the Edit link by the section name to return to the section and complete the information you’ve missed.  
Note: In addition to the Summary Tab you can also see the history of the position. 
If all of the information is complete and correct, hover over the [image: ] button. Your choice of actions depend on the role you are using, but they may include: 
· Continue working on this Position Request
· Submit (move to Second Level review)
· Submit (move to Division Level review) 
· Return (move to Initiator).
· Submit (move to Local HR). 

Note: if required information is not complete, the position description will not advance in the workflow. Instead, you will see an error that lists the required information. If you get an error message, click the Edit link that appears after the position’s title. You’ll notice the navigation table on the left side of the screen. While complete sections have a blue check [image: ] next to them, incomplete sections will not. The blue check disappears when you activate a section, so you may have to activate various sections to see which one does not have a blue check. 
Note: There are situations in which you may find more than one position description for one position number in BEACON. For example, you may create a new position and direct it through the classification process before the position is created in BEACON. Or you may create a position and accidently enter a position number that already exists in BEACON. These situations must be resolved through your agency’s coordinator. 
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[bookmark: _Toc419884991]Clone an existing position
Role: All
[bookmark: _Toc419884992]Objective: Learn how to clone a position description that already exists in the PeopleAdmin System. 
1. Log in to the PeopleAdmin site. Be sure you’re accessing the Position Management module
[image: ]Change your role from employee to another role to which you’ve been assigned. 
Hover over the navigation tab entitled Position Description.  Choose Staff from the menu that appears. 
Click on the orange button that says[image: ]. 
In the pop up window, click on the New Position Description link. 
Enter the Working Title of the Position and any other information required. 
[image: ]
Click on the position you wish to clone. 
Click[image: ]. 
Complete the justification field. 
[image: ]Note: After you click[image: ], there are two ways to tell where you are in the process. The top navigation path shows that you are editing the position description – in this case it is a position description with the working title of “User Guide: Test Position Description”. If you look at the left hand navigation table you can also see that you are editing a position description request and, more specifically, you are at the step named Position Justification. You can use the navigation table to move from one step to another, in any sequence. At any time you may also click on the [image: ] button to save the position to work on later. 
Click [image: ] or use the navigation table to move to the next section: Classification Selection. 
[image: ]
[image: ]If you need to change the classification from the cloned position, select the classification that has been assigned or that you think may be assigned to this position. You can click Filter these results in order to narrow the list of classifications. Click on the radio button to select the classification and click[image: ]. 
In the “Position Details” section, you will enter or change information about the position. Information from the cloned position is already populated. All fields are important, but fields that are required before the position can be advanced in workflow are denoted with a red asterisk. For these fields, the entry field is also bordered in red and there is a note that the field is required. If you need to review the information required, please refer to the position description training. If you do not have a BEACON number for this new position, refer to your agency’s procedures for assigning numbers to new positions. After you have completed all of the fields, click[image: ].
ADA Checklist: Every field of the ADA checklist is required to be entered. Use the tab and arrow keys to maneuver more quickly through the fields. Click[image: ]. 
Employee Section: If this position is vacant you will simply click[image: ]. Or you can click on the employee to which this position is assigned. 
Supervisory Position: Choose the supervisor of this position. You can click Filter these results in order to narrow the list of supervisors. After you choose a supervisor, click[image: ].
Position Documents: You can upload a new document, create a new document, choose an existing document that you had previously uploaded, or refer to a URL to a document. This information is not required by the PeopleAdmin system. Follow your agency’s requirements for documentation to accompany any position descriptions. When you are finished, click[image: ].
You now see a Summary Tab. Notice that the navigation table is no longer on the left side of your screen. In this summary you will be able to review all of the information you have entered. 
Notice that each section name is preceded by either a blue check mark [image: ] or an orange exclamation point[image: ]. The orange exclamation point draws your attention to a section that requires information you did not provide. You can click the Edit link by the section name to return to the section and complete the information you’ve missed.  
Note: In addition to the Summary Tab you can also see the history of the position. 
If all of the information is complete and correct, hover over the [image: ] button. Your choice of actions depend on the role you are using, but they may include: 
· Continue working on this Position Request
· Submit (move to Second Level review)
· Submit (move to Division Level review) 
· Return (move to Initiator).
· Submit (move to Local HR). 
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