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DESCRIPTION 

 

This job aid is for Central HR. 

 

The purpose of this job aid is to help Central HR approve the position data and manually make 

changes to job data to sync with position changes in INFORMS. 

 

Central HR will need to manually process job data changes triggered by position changes that 

are effective prior to the most current effective date on job data. 
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APPROVING THE POSITION DATA 

 

Step Action 

1.  

• Log into INFORMS. 

• Select Approvals from the Home screen. 

 

2.  

Select Manage Position. 

  

3.  

Check the box next to the position that needs to be approved. 
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4.  

Click View Position Detail 

 

5.  

• A new window will be pop up with position details. 

• Scroll down to Budget and Incumbents. 
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6.  

Review the Employee ID and Effective Date on Job Data. If the Job Data Effective Date occurs later than 

Position Data (changes) Effective Date, manual entry is required. If the Effective Date occurs earlier 

than the Job Data Effective Date, verify Position Data Changes are updated on Job Data. 

 

7.  

Click Approve. 

 

8.  

• Enter Approver Comments. 

• Click Submit. 
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9.  

Approved Position example is below. 

 

HR – RETROACTIVE PROCESS TO UPDATE JOB DATA 

 

Step Action 

10.  

Select Human Resources(HCM) from the Home screen. 
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11.  

Select HR Administation. 

  

12.  

• Enter the information of the employee whose record should be updated.  

• Check Include History and Correct History checkboxes since a row is being added to the history. 

• Click Search. 
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13.  

• Click the arrow to navigate to the page where an additional row is needed.  

• Click the + next to Go To Row. 

• Enter the Effective Date.  

• Change the Action to Position Change. 

• Change the Reason to Position Data Update or appropriate Action Reason Code for Action 
Position Change. 

• Click Position Number, then select another field so Positions Data can update. 

 

14.  

• Update Job Data: Insert a new Effective Date, same effective date which is used on the Position 
Data changes.  

• If Effective Date on Job Data already exists, then add the new row with the same Effective Date 
with an Effective Sequence of 1. 
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15.  

• Enter the Effective Date, same as Position Data Changes. 

• Change the Effective Sequence as 2 rows have the same effective date. 

• Change the Action to Position Change. 

• Change the Reason to Position Data Update.  

• Select the Action of position change and corresponding reason. All the information from Position is 
carried to Job on that effective date. 

• Click on Override Position Data.  

 

16.  

Click Use Position Data. 
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17.  

• Update the changes made to Position Data. 
o Update remaining rows, including future rows, on Job Data by clicking Override Position 

Data to refresh the information from Position.  
o Click Override Position Data again to maintain Position and Job are in sync going forward. 

 

18.  

Click Use Position Data. 

 

19.  
• Validate the information.  

• Click Save. 

 


