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Oracle 24/7 User’s Guide to Position Query
POSITION QUERY
The purpose of this document is to provide you with a step-by-step guide to using the position query function within the UTPA Position Requisition responsibility.  Position query is used to find single incumbent or pooled positions within an organization, identify vacant positions, and to review position information. 

1. Under the UTPA Position Requisition responsiblity, select UTPA Position Query
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2. Click Open
A.  The Effective Date

You will be prompted as to whether you would like to change the Current Effective Date.  
There are three options to choose from:
· Leave the Current Effective date as is to view the most up to date position information.
· Change the Current Effective date to a previous date to view past position changes.
· Change the Current Effective date to a future date to view future position.
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To change the Current effective date: 
1. Click Yes.
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2. Select the date from the Effective Date list of values (LOV) or enter any date in   DD-MON-YYYY format. For the purpose of this exercise, change the date to the beginning of the fiscal year: 01-SEP-07
3. Click OK.

NOTE: the Reset button changes the Effective Date to today’s date.
B.  Find a Position

You will be prompted to enter search criteria.  Enter as many known values to narrow your search.  
NOTE: To review all of the positions in the system, leave all fields blank, click Find, and skip to Step 8.
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1. Click on the Name field.  This will open the UTPA Position Flexfield form. Enter all or any known values for the position.
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2. Enter the Position Number, or click the LOV to view a complete list of position numbers.  Leave blank, If not known.
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3. Enter the Sequence number. Leave blank if not known.
4. Enter the Title or click the LOV to view a complete list of position titles.  Leave blank if not known.

NOTE: Type the first three characters of the position title to narrow your search 
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5.  Select the title and click OK.
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6. Click OK to return to the Find Positions form.
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7. Enter any other known values in the Find Positions form.
NOTE:  If the exact position number is not known, enter the organization to help narrow the search, or search all positions in a particular organization by leaving the Name field blank.  The Organization field must be entered.
8. Click Find.
C. Review Position Information
In this example, we have queried position # 800.0466.Clerk III within the English Language Institute. 
NOTE: This position is vacant, as noted by the check mark in the Open box; an unchecked box signifies that the position is filled.
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1. Review the information in the Position Details and Hiring Information Tabs.  
Use the down arrow keys on the keyboard to bring up the next position, and use the up arrow keys to retrieve the previous position.
2. Click the [brackets] in the lower right corner to review additional Position Details.  
The State Funded, Current Amount, Position Months, Grant Funded, Primary Account Manager, PC Initiator Role, and PC Account Manager Role fields are required and are used by the HR New Hire module.
In the example below, four of the required fields are missing.  
NOTE: All updates to this form must be submitted to the Budget Office via email.
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3. Review the information.  Ensure that all of the required fields are populated. 
4. Click OK to return to the Position Tab.

D. Review Hiring Information Tab
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1. Review the FTE, Payroll, Salary Basis, and Grade fields to ensure they are populated and correct. 

E.  Review Position Costing String

The position costing string is the general ledger (GL) account combination code that funds the position.
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1. To view the position costing string, click the Others button
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2. Select Requirements.
3. Click OK.
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4. Click the LOV in the Name region.
5. Select UTPA_POSITION_COSTING.
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6. Click the Requirements region to display the position costing string.
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7. Click OK to close the form.

8. Once you have reviewed all of the information, close the Position Requirements form by clicking on the “X” on the upper right corner of the form. 
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9. To exit Position Query and return to the Navigator, select File, Close Form.

NOTE:  Any changes to the position salary, position costing string, and position FTE must be routed on a Change of MOE form and submitted to the Budget Office. 

GLOSSARY

Responsibility is a level of authority in Oracle E-Business Suite.  It enables access to those functions and information appropriate to each role.  An end-user can have more than one responsibility.

UTPA Position Query is the name of the function within the UTPA Position Requisition responsibility used to review position information.

Single Incumbent position type is a position held by only one employee at a time.  Single incumbent positions begin with position numbers 100, 200, 300, 400, 500, 600, and 800.

Pooled position type is a position that can be occupied by more than one employee at a time.  Pooled positions begin with position numbers ranging between 320 – 381, 640 – 730, and 970.
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