DRAFT INSTRUCTIONS
Report will be live by 11/28/11 — Access will require a new security role to be requested in the BAR

How to access PERHO079 — Position Management Report in Hyperion

1. Log into Hyperion.
2. Click on Human Resources — H_Departments — H_General.

| @ Browse - mhunley on hyperdl.unm.edu
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= Brio Sep 202011 10:32 AM B bay
_1 Human Resources
) H_Departments “  PERHO079 - Position Management
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3. You will have 4 options for selection on the dashboard:

Depariment of Humuan Resources

This repart provides position infarmation to help you manage your positions.

Mote: the information is 24 hours old compared to Banner.
7 Enter a Position Mumber
) Enteran Org Code

' Enter a Position Class Code and an Org Code

© Selecta Level 3 Org from the List

Process |

a. Enter a Position Number: Selecting this option will provide 2 reports — a list of all

incumbents in the selected position and the history of the position.

b. Enter an Org Code: Selecting this option will provide 2 reports — a list of all positions for
the entered org (wild card % permitted) and a template for annual update of positions
within the org.

c. Enter a Position Class Code and Org Code: Selecting this option will provide 2 reports —
a list of all positions for the entered org (wild card % permitted) and the entered
position class code and a template for annual update of positions within the org.

d. Select a Level 3 org from the list: Selecting this option will provide 2 reports —a list of
all positions for the entered Level 3 org (grouped by org) and a template for annual
update of positions within the selected Level 3 Orgs.




4. Sample Reports:
Position List by Org report:

10028111 0501 PR Position List by Organization

AAA President Admin Indpnt Office

031A Presidents Office

FE 070142007

PERBHO0T9E

AAA President Admin Indpnt Office

031A Presidents Office

FEOO14 President oot President Schmidly, David ] A
FEOD1 7 Chief Of StaffsOffice Of Pres 0023 Chief Of Staff/Office Of Pres Bova, Breda A
GMOO0S  Graduate Student Monthly 20009 #Graduate Student Monthly WACANT A
QCo01E On Call 5taff 20002 *£0n Call Staff WACANT F
S00170 Ewents Dir/Ofc of the Presdnt MO042  Events DinsOfc of the Presdnt WACANT A
500672 Administrative Officer (Div) AT007 Administrative Officer (Div) Dawis, hargaret 5. A
501039 SplAsst For Strat Initiatives AZ039 Spl Asst For Strat Initiatives Eeimer, Connie A
501301 Admin Assistant3 AZ004 Admin Assistant 3 Britain, Catherine A
301334 Consltto Pres/Strigy & Goals A0S0 Canslt to Pres/3trigy & Goals Thompsan, Catolyn |. A
S01720 Projects SplstaOfic of the Pres AS0S0 #projects Splst/Ofc of the Pr WACANT B
502010 Executive Assistant ATOF Executive Assistant Garrity, Michelle &, A

FEOO14 President oo President A 5 Schmidly, David ).

FEOD17 Chief Of Staff/Office Of Pres o2z Chief OF StaffsOffice OF Pres A 5 FE 070142007 Bova, Breda

GMO003  Graduate Student Manthly 90009 *iGraduate Student Monthly A P et} 07/01/2007 WACANT

20018 On Call Staff 50002 *0n Call Staff F P 50 07012007 WACANT

S00170 Events Dir/Ofc of the Presdnt MOn42 Events Dir/Ofc of the Presdnt A 5 SE 077012007 WACANT

500672 Administrative Officer (Div) AFOO7 Administrative Officer (Div) A 3 SE 07/0142007 Davis, Margaret 5

501083 Spl#sst For Strat Initiatives ABO3S SplAsst For Strat Initiatives A 5 S 07/01/2007 Beimer. Connie
50130 Admin Assistant 3 AZ004 Admin Assistant3 A 3 SN 070172007 Britain, Catherine
501384 Consttto Pres/Strigy & Goals ABOSO Consltto Pres/strigy & Goals A 5 aC 07/01/2007 Thompson, Carolyn |
0170 o e CelebrOe afbean wcoEn  xn e CelebrOfe aftlan " : a7m1ann oo

Annual Position Update template form:
10i28/11 05:00 PM Annual Position Update Form PERBHOO079D

Position Incumbents report:

S04827 Program Operations Director

Status: A

Type: S

FI

Caode
07/01/2007 DOO33  HER Projects Specialist ¥ HE. Project Specialist
07/01/2007 DOO33  HER Projects Specialist ¥ Hr Project Manager

10/05/2008  A7069  Program Operations Director ¥ Program Operations Directar

10529111 0509 P Position Incumbents PERBHOO079C
S04964 AnalystiProgrammer 1
Status: Active Begin Date: D7/01/2007
Iame Suffix | ¢ 5 in Date Joh End Date
100018313 stowell, Andres G. T 1272272007 01,/30/2009
101494157 wiells, Aaron A. ag T 04,13/2009 06/03,/2009
100829261  Rivera, Gabriel 4. ag A 07,/06,/2009
Position History report:
10122111 0506 P Position History PERBHO079A




