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I. Click on Add a New Value to ereate ;t new Position Request. 
2 .  Ctick on the Add button. Do not type anything in the PRF ID box. 
3, L11rcr ail tields lor new positiuns, 
4, Current infonnatinl~ will populatr: from exisling X'nsition Numbcr. 
5 ,  Kn~cr proposed fields and rtmarks as necessary. 
6, Click the Savc buttors in the bottom leli corncr. 
7. <:lick on tile Budget and Funding 111fo tab to go to the Budget an3 Signature sectians. 
8. Enter all t'iclds for new positions; enter fields that are changing tbr updates. 
9. I':nter iin1pl1Js fbr all people that arc required to approve the Phli. in the order fhltt 

apprtjval is 10 be obtained. 
10. Click tl~e Savc button in the buttorn icA samcr. 
11. Click the link e&lN-T.T'fF I'RI; FORM to print the forrn. 

! l lwa~s  add a new value to create a new Pasition Request. 'I'hr fookups 
are for previousty created i3osition Requests, nttt for existing Positions, 




