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About This Course

 This course will help you understand how 

Effort Bearing and Non-Effort Bearing 

Summer Salary is calculated for Faculty at UCI 

and how the transactions are entered in 

UCPath.
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Position Control Overview

Finding Existing Positions

Lesson Topics

Course Agenda
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Lesson 1 Objectives

 Describe the Position Management module within 
UCPath.

 List the benefits of using position management.

 Explain the relationship between position data and job 
data.

 Define position funding and departmental budgets.

Objective Tracker

In this lesson, you will learn how to:
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Position Management Overview

The Position Management module of UCPath is designed 
to maintain effective-dated history of all UC positions –
filled and vacant.

 Link key data elements and facilitate hiring 
process.

 Define reporting hierarchy and organizational 
structure of a department.

 Tie employees to accounting chart fields that 
determine how labor costs are distributed.

 Use position data for organizational planning, 
recruitment, career planning and budgeting

 When a position is vacated it should be evaluated 
based on the department's overall budget; it can 
be inactivated or remain open if there are plans 
to refill it.

Key Benefits
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Why are Positions Important?

 In UCPath a Position is required to hire or 
rehire an employee or student.

 A position is like a chair. Like chairs, 
positions can be filled or vacant and can 
have different people sitting in them at 
different times.

 UCI employees are assigned to a single 
headcount position (one-to-one) where a 
unique position number is assigned to a 
single employee. 
• Multi-headcount position are not allowed.

• New positions must be created for all 
permanently budgeted positions.

• Budget Office creates all Senate & Faculty 
Positions
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How Does it Work?

Position Person Job

Administrative Assistant Employee - Emilia 
Jones 

Emilia Jones -
Administrative 

Assistant

A position is like an empty chair within an organization. You assign: Job/Title 
Code, Department ID, Reports-To, FLSA Status and more. The person who is 
assigned to the chair (Position) inherits those attributes and is referred to as the 
incumbent. 
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Position Attributes

Positions can be 
maintained whether 
filled or vacant.

For example: If there is money 
specifically allocated for a 
certain job, the accounting chart 
fields that determine how labor 
costs are distributed are tied to 
the Position.

 Position Number
 Job Code
 Union Code
 FLSA Status
 FTE (Position)
 Department
 Location
 Reports to 
 Salary Plan/Grade

Position attributes will stay the same, 
even as incumbents (employees) 
come and go.
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Once a person or student 
is hired, they are assigned 
a position and inherit the 
position attributes, which 
then generates job data.

Job Attributes

 Employee Class 

 Academic duration of appointment 

 Post Docs Anniversary Date 

 Compensation (if applicable)

 Compensation Frequency

 Appointment End Date 

 Probation End Date (Staff only)

Additional information is added at time 
of hire to complete the job record. 
Some job attributes are unique to Staff 
or Academic employees.
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Job Codes, Positions, Employees

Job Code 1001 

ADMIN AST 2

Position 40000001

ADMIN AST 2 - PENSION 
& RETIREMENT 

PROGRAM

Emilio Montoya

Position 40000002

ADMIN AST 2 - LOCAL 
HR SRVCS

Toya Walker

Position 40000003

ADMIN AST 2 - UC 
WASHINGTON CTR

Priya Chopra

Position 40000004

ADMIN AST 2 - IMMED 
OFFICE GEN COUNSEL

Lee Choi
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When an employee is hired, or when there is a 
promotion or transfer, they are assigned a new 
position. All position attributes flow to job data; 

re-entry of data is not required. 

Incumbent history is stored in Job 
Data tables, which allows for the 

reporting of data.

A position is static until there is a need to 
maintain it; that is, it is not updated until a 

change is necessary

Reclassifications and other position 
changes begin with an update to 

the position record. If the positionis
filled, the system automatically 

updates the incumbent’s job data.

Position Data Lifecycle
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After Local UCI approval, the template is sent to be processed by 
the UCPath Center and the new employee job record is generated in 
UCPath. 

To create a “job” (hire an employee) the Department HR Initiator 
will use Smart HR Templates in UCPath. 

Position Data and Smart HR Templates

For most New Hire and Rehire transactions, the HR 

Initiator must enter a Position Number (required 
field) into the Job Data tab of the template.

Once the position is entered/selected, UCPath includes 

customizations to auto-populate certain position 
attributes into the template

Salary Admin Plan and Grade are identified during 
the position creation, but the Compensation Amount is 
identified on the SmartHR Template.
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Position Data and Smart HR Templates 

(cont’d)

Smart HR templates are 
customized so that 
position attributes 
default from the position 
number entered. Most 
fields that auto populate 
from the position 
number are grayed out 
indicating they are view 
only, including Business 
Unit, Department, 
Location Code, Job Code, 
and others.
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• Contingent Workers (CWR) are individuals who 
have a relationship with the University but do 
not receive pay from the University.  (Examples 
include staff volunteers and visiting scholars).  

• Only Contingent Workers who supervise others 
are required to have a position;
• Otherwise they do not have positions. There are 

dedicated Smart HR Templates that are used to add 
CWRs with and without positions. 

Positions for Contingent Workers 

Please refer to Template Transactions training, or the Contingent Worker 
User Guide for additional information.
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ApproverInitiator Position Admin.

Enters and submits a 
Position Control 

Request for 
approval. 

Cannot approve 
their own 

transactions.
.

Reviews and 
approves Position 
Control Requests. 

Has access to ALL
UCI Positions & to 
the Add/Update 

Position Info 
component in 

UCPath if they need 
to assist with a 

position.

Position Management Roles

Position 
Admin.
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ALL Position Control Requests utilize Approval Workflow 
Engine (AWE) to route requests locally for approvals 
before writing to UCPath system. 

Approval Workflow Routing

NOTE: Position Control 
Requests do not require 
routing and approval from 
the UCPath Center.
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 Funding refers to the assignment of the 
account(s) that pays for a position’s 
compensation.

 Budgeting for positions involves departments 
estimating salary expenditures and comparing 
estimates with actual expenditures.

 Take position funding and department budgets 
into consideration when creating a new position 
or updating an existing position. That is, 
determine whether the funding or budget also 
require updates.

 When a position is vacated, it should be evaluated 
based on the department's overall budget; it can 
be inactivated or remain open if there are plans 
to refill it.

Position Funding and Department Budgets

Department BudgetPosition 

Funding
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Lesson Complete

Lesson Summary:
 Position numbers are eight numeric characters and are auto generated by 

UCPath; there is no smart coding in the number.
 A position is required to hire or rehire an employee or student.

 The Effective Date of the position must be prior to the Effective Date 
of the hire or rehire transaction.

 Positions can be maintained even when vacant. 
 Employees are assigned to more than one position when they have more 

than one job.
 Positions are typically assigned to only one employee. Some positions can 

be multi-headcount positions, but there are many attributes that must be 
shared.

 Contingent Workers (CWR) who supervise others must be hired with a 
position. CWRs who do not supervise others are hired without a position.
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Finding Existing 
Positions

Lesson 2
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Lesson 2 Objectives

 Find existing Positions in UCPath

 Utilize Cognos Reports to find & view existing position 
details

Objective Tracker

In this lesson, you will learn how to:
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View position information using the Add/Update Position 
Info component in UCPath. 

This page allows you to view detailed information for a 
specific position.

View Position Information – Overview

Position Administrators 

have data entry access 

(Add/Update/Display) for 

this component.

Position Control Initiators 

have view-only access, as 

shown in this example.
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Navigation: PeopleSoft Menu > Organizational Development > 
Position Management > Maintain Positions/Budgets > 
Add/Update Position Info

Search for Position

Use the Find an Existing Value tab to search for a 

specific position. If you do not know the position 

number, you can use other search fields.

Select the Include 
History option to access 
and view position data 
rows.

If you know the position 
number, enter it and click 
Search.

If you do not know the 
position number, you can 
use other known values, as 
in this example.
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The Add/Update Position Info component is composed of five pages, which 
display information related to a specific position, such as job-related 
information, incumbent information (if one is assigned) and other position 
attributes.

Add/Update Position Info Component

This example shows a position that 
had an upward job reclassification 
(JRU) after the position was initially 
created in UCPath.

Notice that there is more than one row 
of information for this position record. 
Historic and future-dated data appears 
when you select the Include History 
option.
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Instructor Demo
Please follow along as the 
instructor performs a 
demonstration in the UCPath 
system.

After the demonstration is 
complete, feel free to pause the 
course to practice on your own 
by visiting the UPK Help site 
located in the Resources section 
of this course.

Search the UPK Help Site for “View Position 
Information”
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Cognos Reports are located on the UCI Zot 
Portal in the Decision Support menu.

Cognos Reports collect various data from the 
UCPath system to provide summarized and 
comprehensive insights into HR & Financial 
activity within each Department or School.

Cognos Reports
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1. Position Funding Audit Report: Used to 
identify & view positions that have active 
funding.

2. Position Management Audit Report: Used to 
identify mismatches between Job/Position 
information

3. Position Report: Used to view 
employee/position information

In the UCPath Decision Support section, there are three (3) 
dedicated Position reports that can be utilized at any time to 
find information.

Useful Reports



28

• UCPath Report Office Hours are available 
for additional support or training every 
Tuesday & Thursday from 3:00pm –
4:00pm PST

Feel free to download or view the Cognos Report Quick 
Reference Guide in the Resources section of this course.

Report Resources



29

Lesson Complete

Lesson Summary:
 Position information can be reviewed in 

UCPath through the Add/Update Position 
Component

 Cognos Reports are available to provide 
additional HR & Financial activity information 
for Positions in each Department or School
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Course Summary

Having completed this course, you should now be 

able to:

 Describe the Position Management module within UCPath.

 Explain the relationship between position data and job data.

 Find Position information in UCPath

 Find Position information in a Cognos Report
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Online Course 
Resources
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 The UCI UCPath website is your first line of 
support for all UCPath related questions. 

Use the Search feature to find conceptual content, 
job aids or step-by-step instructions for UCPath 
tasks.

You may also find things like:

• FAQs

• Training presentations

• Lessons learned recordings

• And more!

Where to Get Help

ucpath.uci.edu
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Point Of Contact

If you need additional assistance regarding UCPath or 
transactions, you may contact your School/Division 
Point of Contact (POC) for direct support.
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Employee Experience Center

If you are still experiencing issues, or have unanswered 
questions about transactions, please contact the Employee 
Experience Center (EEC) at (949) 824-0500, or submit an 
online ticket by visiting ucpath.uci.edu 

http://ucpath.uci.edu/
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Thank You!

This concludes the SSL301: Summer Salary presentation.


