Find PRF — Position Request Form

Navigation: UHS HRMS HR > Forms >PRF — Position Request Form

“Find an Existing Value” allows you to search for PRF forms that were created and saved in the system.

PeopleSoft,

nterprise Components B
[» Enterprise Learning
[> Manager Self Service
[ Organizational Development PRF - Position Request Form

[> Payroll for Morth America Enter any infarmation you have and click Search. Leave fields blank for a list of all values.
[ Records and Enroliment

[> Self Service < ceti nid g M

b Student Admissions Find an Existing Value Adda

[> Student Financials

[> Student Recruiting Search by: IPRF D vl hegins with

[ Tree Manager

[ UH CB Reparting

[ UHCL Custom Search | Advanced Search

[ UHS Custom
[ UHS HRMS BENEFITS

I UHS HRMS BUDGET Find an Existing Yalue | Add a Mew Value

7 UHBHRYE HR Click on arrow
— Forms to get drOp menu

— PAR - Personnel
Action Reguest
—FRF-P 5

of search options

d il

— BAF - Reallocation
Form

— PAR - Emplovee Form
Pririt

— PAR - Job Form Print

— PRF - Position
Renuest Print

— BAF - Reallocation

- IE'?iLTerPgr;tfault Setup
[z Phane Dijr

Search by Select the Search criteria. Available options include:
PRF ID |
Joh Title
Fosition Mumhbet
Transaction Date
Transaction Status
UzeriD
PRF ID = System generated number of PRF created and saved.
Position Number = Employee’s position number
Transaction Date = Date PRF was prepared and saved in the system
Transaction Status = Proposed PRF
User ID =PeopleSoft user identification — Login ID (individual that
created/prepared PRF)

Begins with/= Enter appropriate data into field

Search Click on _ Search




Create PRF — Position Reqguest Form

Navigation: UHS HRMS HR> Forms > PRF — Position Request Form

Add a New Value allows users to create a new Personnel Action Request form. A PRF ID number is system
generated once the PRF form has been prepared and saved.

Add to Favorites

PeopleSoft. e
Wd Mew window | Help

[~ Enterprise Learning
Tab

[> Manager Self Service
[ Organizational Develapment PRF - Position Request Form

[ Payrall for Morth America Enter any information you have and click Search. Leave fields blank for a list of all valus
[ Records and Enrollment
[ Self Service

[> Student Admissions

[> Student Financials

[+ Student Recruiting Search by: |pRF =] = | begins with

[ Tree Manager

[- UH CB Reporting
[ UHCL Custom Search | Advanced Search
[+ LIHS Custom

[ UHS HRMS BEMEFITS
Find an Existing Walue | Add a Mew Value ]

[+ LIHS HRMS BUDGET e .
[~ UHS HREMS HR
= UHS HRMS HR Llnk
« Forms

— PAR - Employee Form
Erint

— PAR - Job Farm Print

— PRF - Position
Reauest Print

— RAF - Reallocation
Eorm Print

— Printer Default Setu

Find an Existing Value

Add a New Value Click on Add a New Value tab or link to create a new PRF.

reopledort.

E En CINIET] !omponen ] ;I

[ Enterptise Learning
[ Manager Self Service
[> Organizational Developmant PRF - Position Request Form
[ Payrall for Morth America
[ Records and Enrallment
[ Gelf Serice
[ Gtudent Admigsions
[ Btudent Financials PRF ID: |MEYY
[> Student Recruiting /
[» Tree Manager
[ UH CB Repotting Add | Add Button
[ UHCL Custom
[» UHS Custom
[» UHS HRMS BEMEFITS
[ UHS HRMS BUDGET
= UHS HREMS HR

= LIHS HRME HR

= Forms

Home Add {0 Favories

Add a New Value

Find an Existing Yalue \ Add 3 Mew Value

— PAR - Employes Farm
Brint

— PAR - Job Farm Print

— PRF - Position
Request Print

— RAF - Reallocation
Forrn Print

— Printar Default Setup

Add Click on __Add

Note: When creating a new PRF, the PRF ID field should not be changed
from “NEW.”” System will issue number once the PRF form is saved.




PeopleSoft.

[ Curriculum Management
[ Enterprise Components

AEFnn nomrann ) T [ ST e

[ UHS HRMS BUDGET
- UHS HRMS HR
= UHS HRMS HR

Contact: 1106008 A ponzio,carla

Phone; |713/743-4275

Position Information | Budget ahd Funding Info
[ Enterprise Learning | - .
i T — PRINT THE PEF FORI Click on this
[> Payrall for Marth America PRFID: MEW Position Number: Q Iink tO pri nt
I» Records and Enrollment L.
[> Self Service ‘Requested Action: I ﬂ *Type of Position: | ﬂ POS't' on
[> Student Adrnissions = Cves & No
[> Btudent Financials Benefit Eligibility: I :I Staff Replacement: :
[> Student Recruiting NS S S . Informatlon
I Tree Manager ection 1: Department and Contact Infarmation fOFm 0I’l|
[+ UH CB Reporting y
I UHCL Custam campus: HR730 QU py; Q coL: Q
[ UHS Custom ’—
[ UHS HRMS BEMEFITS Dept: Q Loc: Q

Email ID; [SPONZIo@E@uh.edu

[ Benefits

[> Financial Aid

[> Set Lip HRMS

[> Set Lip SACR

[> Reporting Tools

— Chance My Passwoard
— iy Systern Profile

PRINT THE PRF FORM

B save | [=] motity

Fosition Information | Budget and Funding Info

41

ARG Section 2: Position Information
Incumbent Name: PreviCurrent Emplid: Reports To Position #
Pos# Title Job Cd Sal Pin Sal Grd FTE Head Cnt Annual Sal Pos Effec Dt
|Current
— PAR - Employee Form
Frint
- PAR- Job Form Pint |Proposed| Q| \ Q Q Q B |
— PRF - Position
Reguest Print |Appr0ved |
— RAF - Reallocation
Form Print .
— Printer Default Setup ) T Hiring Range
[z Phaone Dir Approved Action: From: {"HR  RetProg: I :I'
[ Process ~ -
> Reports Benefits Elig: I :I To: O MN
[ Use .
> UHS HRMS PAYROLL Security Sensitive: | 'I Pre-Employment Physical (UHD only) [~ vag
[» UHS HRMS POSITIONS Job Posting Required? [~ yag
[+ Workforce Administration
[> Warkforce Development Remarks: LI
[> PeopleTools LI

Eradd | FE|UpdateDisplay

Position Information

Position Information form will appear as shown above. Highlighted yellow
field(s) must be completed. Complete other fields on page as required and
save.

PRINT THE PRF FORM

Click on link to print form on default printer. This link only prints the
Position Information page.

Save Button

Click on EI to save Position Information page. System will assign a
PRF ID number to form once saved. Be sure to save form after
completion.

Notify

Click on =Mt | t6 send email to appropriate personnel.

Add

Create a new form.

Update/Display

Click on ZUetateDisaay | 10 rotrieve/revise an existing PRF.

Budget and Funding Info

Click on link to go to Budget and Funding Info form. Saved page after the
required fields has been completed.




PeopleSoft.
;I

= Curriculurm Managernent

[> Enterprise Components

[> Enterprise Learning

[> Manager Self Service

[> Organizational Development
> Payroll for North America

[ Records and Enroliment

[- Self Service

[+ Student Admissions

[+ Student Financials

Position Information

PRFID: NEWW

Budget and Funding Info
Position Number:

Section 3: Position Budget and Funding Information

Transaction Type
 Final Only " Base Only " Final and Base On

Mew itiindow | Heln | Customize Page |

Date: |11/2002008 [ PRINT THE PRF FORM
" Gramt?  Grant Ed Date: [ B

[ Student Recruiting

[ Tree Manager

[ UH CB Reporting

[ UHCL Custam

[- LUHE Custarm

[- LUHS HRMS BENEFITS
[- UHE HRMS BUDGET

FTE: Headcount: |

Total FTE: | Adds to FTE Count [ vyge

= LUHS HRMS HR

=7 UHS HRMS HR

[ PeopleTools

[ Benefits

[ Financial Aid

[ Set Up HRMS

[ Set Up SACR

[- Reporting Tools

— Change My Passward
— My Systern Profile =

PRINT THE PRF FORM

B save | [=] natify |

- Forms
Section 4: Signatures
Preparedby "OTZEa.Carla Fs Coord T13i743-4275 1112012006 |5
Marne Title Phone Date
— RAF - Reallocation
Formi Signature 1 ‘ Q ‘ |
- -
BAR - Emplovee Farm Signatre 2 | Q | [
Frint
~ PAR- Job Form Print Signature 3 | Q | |
— PRF - Paosition
Request Print Budget 1 ‘ a ‘ | ‘ B
— RAF - Reallocation
Farm Print Budget 2 ‘ Q ‘ | ‘ E]
— Printer Default Setul Ernplid Mame Title Date
[ Phone Dir
I Process Section 5:Job Posting Data
[ Reparts
> Uss Posted Date: @ Closed Date: EU Emp Rep: Job Posting
- UHS HRMS PAYROLL
I UHS HRMS POSITIONS Selected Applicant: | Start Date | = Pay Rate:
> Warkforce Administration o oen
I Yarkforce Development P;'“ ing

Eosition Information | Budget and Funding Info

Evadd | ElUpdateDisplay

Budget and Funding Info

The above page will appear as shown above. Complete all fields as
required (Transaction Type, FTE fields, PS Acct Code)

Date

Click on *' to select appropriate date.

Signature

Enter employee id number of the individual(s) authorized/required to sign.
Name and title will automatically populate based on Emplid.

Budget

Enter Budget or click on < to search for value.

Date

Click on #/ to select appropriate date.

PRINT THE PRF FORM

Click on link to print form on default printer.

Save Button

Click on EI to save Employee form. System will assign a Par id
number to form once saved. Be sure to save form after completion.

Notify

Click on =17 |t send email to appropriate personnel.

Add

Create a new form

Update/Display

Click on Zpsst=isiay | 11 retrieve/revise an existing PRF.

Position Information Click on link to io to Position Information form.




Print PRF — Position Request Form

Navigation: UHS HRMS HR> Forms >PRF — Position Request Form

The PRF-Position Request Print link in the menu allows users to print existing or newly created PRF forms
that have been saved. Forms are printed in PDF format. Adobe Acrobat Reader is required in order to fully

utilize this feature.

PeopleSoft.

I Curticulum Managernent Bl
I Enterprise Components
[ Enterprise Learning PRF - Position Request Print

I Manager Self Service Enter any information you have and click Search. Leave fields blank for a list of all values
I> Organizational Development
[> Payrall for Marth America

I> Records and Enrollment

I> Belf Service

Find an Existing Value [ Adda NewValle

:; giugen: ?dmISSI?nS Search by: Run Control ID begins with [JC| I
udent Financials
[> Student Recruiting [™ Case Sensitive Enter COﬂtI’Ol I D
[> Tree Manager
[ UH CB Reporting
I UHCL Custom Search | Advanced Search

[> LUHS Custam
[ UHS HRMS BENEFITS Find an Existing Valua | Add a Mew Value
[ UHS HRMS BUDGET
= LUHS HRMS HR
= UHS HRMS HR
< Forms
— BAR - Personnel
Action Reguest
— BRF - Position
Reguest Form
— RAF - Reallocation
Form
— PAR - Employee Form

Reallocation
Fortm Print
— Printer Default Setu

Mews yWindows | Halp |

Run Control ID Enter Run Control ID in field.*

rch .
Searc Click on __Search

*Note: Click on Add a New Value link or tab to create a Control ID if one does not exist.

PeopleSoft.

Add to Favorites

[ Curriculum Management Bl
[ Enterprise Components
[ Enterprise Learming
[» Manager Self Service
[» Organizational Development
[ Fayroll for Morth America
[ Records and Enrollment
[ Self Service
[» Student Admissions
[ Student Financials /J
[ Student Recruiting H
o Tree Manager ore e [10007 12 Enter PRF number in
[- UH CB Reporting -
I UHGL Custam f|9|d.
[ UHS Custarm
[- UHS HRMS BEMEFITE
[ UHS HRMS BUDGET
-~ LIHS HRMS HR
7 UHS HRMS HR
= Forrns
—PAR - Personnel
Action Request
— PRF - Position
Reguest Form
— RAF - Reallocation
Eorm

~ PAR - Emplavee Form B Sove || SRetunto Search || watity | B sdd | | Fllpdste Display |

Run Control ID: I Eeport Manager Process Monitor R

Prin

— Printer Default Setun

Mews indow | Help | Customize Pane

PRF ID Enter the Position Request form identification number. System generated

number.

Run Click | to start the process
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PeopleSoft.
EE—

[ Curriculum Management

[> Enterprise Components

I> Enterprise Leaming

[> Manager Self Service

[> Organizational Development
[> Payrall for Morth America

User ID:

Process Scheduler Request

Add to Favorites

Server Name is
PSNT

Mew window | Help | Customize Page |

UHSPARTT Run Control ID: JC

[> Records and Enrollment
[- Self Service

[> Student Adrnissions

[> Student Financials

[ Btudent Recruiting

[ Tree Manager

[+ UH CB Reporting

Server Name:
Recurrence:

Time Zone:
Process List

[ UHCL Custam
[ UHS Custom
[- UHS HRMS BEMEFITS
[ UHZ HRMS BUDGET
[~ UHS HRMS HR
« UHS HRMS HR
= Forms
- PAR - Persannel
Action Reguest
— PRF - Position
Request Form
— BAF - Reallocation
Farrn
— PAR - Employee Faorm
Erint

¥ uPoDs008P

Faorm Print
— Printer Default Setupn

Ok Cancel

1112012008 El
359-N3FM

Run Date:

j' Run Time:
Q

Resetto Current Date/Time |

IWeb ~| |PDF > | Distribution

UPQS008F Crystal

Format
is PDF

Process Type
determines
Server Name

Type is
Web

Server Name*

Enter PSNT in field or click on = and select from drop down menu.

Type

Enter Web or click on = and select from drop down menu.

Format

Enter PDF or click on =] and select from drop down menu.

OK

Click OK button

*Note: A Server Name must

PeopleSoft.

[ Curriculum Management B
[ Enterprise Components

I> Enterptise Learning

I> Manager Self Service

[ Organizational Developrment
[> Payrall for Marth America

I> Records and Enroliment

[ Self Service

[> Student Admissions

[> Student Financials

[ Student Recruiting

[ Tree Manager

I UH CB Repating

[ UHCL Custam

b UHS Custom

[» UHE HRME BENEFITS

Run Control ID:

[ UHS HRMS BUDGET
= UHE HRME HR
= UHS HRMS HR
= Forms
— PAR - Personnel
Action Redquest
- PREF - Position
Reguest Form
— RAF - Reallacation
Farrm

— PAR - Employee Form B save

Run Control for PRF Form

JC

'pRFID:[ 10007 QL

LLReturn to Search

be selected when printing reports. The Process Type determines which server

to use. There are two types, (1) Crystal Report, and (2) SQR Report. For SQR reports use PSUNX and
Crystal reports use PSNT. Click on = next to field(s) and make selection from drop down menu.

Process Monitor

Mew wWindow | Heln | Custornize Page

~C

Eeporianager Process Monitor [FIR

Process Instance: 1072170

Process Instance number

[=] mtity

[ErAdd | H UpdateDisplay

Job Farm Print
n

eallocation
Print
— Printer Defaull Sety

Process Instance Number

This number identifies PRF data requested.

Process Monitor

Click on Process Monitor link.

6




PeopleSoft.

[» Curriculum Management A e Window | Help | Customize Page
[+ Enterprize Components
[ Enterprise Learning Process List

[> Manager Self Service
[ Organizational Development View Process Request For RefreSh bUtton
[ Payroll for Morth Ametica

[ Records and Enrollment User ID: UHSPARTT Q. Type: ~| Last: 1 IDEVS ~| Refresh |

[ Self Service

I Student Admissions Server: |PSNT j' Hame: QU Instance: | to |

[- Student Financials Run vl Distribution - ¥ Save On Refresh
[ Student Recruiting Status: Status

[ Tree Managet Process List ol : First
[* UH CB Repoing

st L | Last
[+ UHCL Custom Select (Instance (Seq. |Process Type e User Run Date/Tim: Run Status H Details
[ UHS Custom ===

[ UHS HRMS BENEFITS 10721 Crystal UPOSD0SP UHSPARTT 11/20/2006 358:08PM PST /Buccess  Posted Details
[ UHS HRMS BUDGET
= UHS HRMS HR = 1072181
< UHS HRMS HR - iorrss
- Forms
— PAR - Personnel
_pmpniedes Process Instance number
Eeguest Form Run StatUS
— BAF - Reallocation

Form Gn barktn PRF - Position Request Print should be

— PAR - Emnloyee Farm

. Success
— PAR - Jab Form Print B save | [=] Natity |

Process List | Server List

UPERDSEP UHSPARTT 117202006 2:32:52PM PS Success Posted

Details

UPEROSEP UHSPARTT 11/20/2008 1.56:23PM B Success Posted Details

Details link

— BAF - Reallocation
Earrm Print

— Printer Default Setup
I+ Dhana Mir

User ID Your user id should be in this field. User id match PS login id.

Server Enter PSNT in field or click on =] and select from drop down menu.

Refresh Click on Refresh button to refresh screen. Click this button until Run Status
shows Success.

Details Click on Details link to view the report/form after Success appears in Run Status
column.

e
PeopleSoft.

[ Curriculum Managernent ;I
[» Enterprise Components
[ Enterprise Learning Process Detail
[> Manager Self Service
b Organizational Development | e ——

[> Payroll for Morth Ametrica

> Records and Enrollment Instance: 1072170 Type: Crystal
[ Self Service o intion:
b Student Admissions Name: UPOS008P Description: LUPOS002P
[» Student Financials Run Status:  Success Distribution Status: Fosted
[> Student Recruiting
b Tree Wanager run T Rl date Process View
[ IUH CB Reporting | P
I UHGL Custam Run Control ID: Hold Request LO /Trace
[ UHS Custom Location: Server © Queus Request g
[» LIHS HEMS BEMEFITS  Cancel Request 1
b UHS HRMS BUDGET Server: PSNT P Re“ o link
< UHS HRMS HR ) elete Reque:
< LUHS HRMS HR RECUIENEES € Restart Request
= Forms
~ BAR - Parsonnel Actions |
Action Reguest
— BRF - Position Request Created On: 11/20/2006 3:59:53FM PST Parameters Transfer
Reguest Farm .
— BAF - Reallocation Run Anytime After:  11/20/2006 3:59:08FM PST Messane Log
Earm . -
e Began Process At a0:
— PAR - Employes Form i1 1172002006 4:00:09FM PST Batch Timinos
Erint Ended Process At: 1172002006 4:00:19PM PST Wigw LooyTrace
— PAR - Joh Form Print
EAF - Reallocation
Earm P
— Printer Diefault Setup fe]’4 | Cancel |
View Log/Trace Click on link to get Position Request form (PRF).




_ Filename link
View Log/Trace

Report ID: ML Process Instance: 1072170 Messade Log

Name: UROS008P Process Type:
Run Status: Success

Crystal

LIPOS008F
Distribution Details

Distribution Node: PSNT Expiration Date:

File Size & Datetime Created

|

11420/2006 4:00:18.000000PM PST
67,905 11420/2006 4:00:19.000000PM PST
1142072006 4:00:19.000000PM PST

Message Log
LUPOS008P 1072170.PDFE

FPeopleSoft Trace File 4649

Distribute To
Distribution ID Type

Llger

UHEPARTT

UPOS008P 1072170.PDF This is the filename. Click on this link to view/print PRF form. File can only

be saved in PDF format

Note: Notice that the Process Instance number is part of filename.
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FaX”
University of Houston A
Loading 2 Certifving XFa.api... 11158-1307-9136-6621-7157 Adobe

Adobe Acrobat Reader The Adobe Acrobat page will appear as shown. The Position Request form

(PRF) will appear immediately afterward.

Note: Adobe Acrobat Reader must be on computer.
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University of Houston System - Position Request Form

PRFID: 10007 Date: 11/27/2005

Requested Action: | Funding Change | Type of Position: Non-exempt Staff
Benefits Eligibility: | Non-Benefits Eligible | Staff Replacement: IIl

Position #: | 01005395 |

I Section 1: Department and Contact Information

Campus: piv: | H0400 | [vCivP, Research & Int Prop Mot | Dept: [ HO288 | Loc: [ H6022 |

Dept. Name: | Tx Inst Measure, Eval & Stat | Dept. Contact: | Allon,Gil S |

Extension: 832/842-7033 Email Address: | gallon@uh.edu |

I Section 2: Position Information

Incumbent Name: weigart, Joanna A Previous/Current Empl ID: 0083551 Reports to pos#: |:|

[ Pages Y Layers “_signatures " Bookmarks

Pos# Title Job Cd | SalPIn | SalGrd | FTE | Head Ct Ann Sal Pos Effec Dt
Current: 01005395 | Non-Ben Non-Exemp| 5200 TPN UNG [0.25 1 $13,000.00 9/1/2004
" Proposed: 0

E For Human Resources Entry only

§ Approved: | | | | | | | | |
A Action: Hiring Range Hourly/

ppr Action: I:l From: Monthly? Ret Prog: I:l
Benefits Elig: | TA- I Ad|
A 85x1lin g 2
Position Request Form As shown above the Position Request form appears.

Note: User can view, print and/or save this form. Form can only be saved in
PDF format.




