
HCM Department Manager -
Position Change - Costing
Change
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NOTE: This process is only
available to the Budget Manager
of your department. If you are not
this department's budget
manager, please seek out that
person to request a position on
your team.

Budget Managers, click 'My Team'
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Click 'Show More'
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Click 'Request a Position
Change'
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Search for one of your employees
and press Enter.
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Select the employee you would
like to request a position change
for by clicking the Blue Text.
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Add start date of new position.
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Select the reason for this position
change from the drop down below.
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Click 'Continue'
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Set the status to either Active or
Inactive.
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Parent Position is the Line
Manager. Select who this position
will report to.
You can enter the position number or position
title to pull up this information.
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Name is the Title of the Position.
Enter the title of position here.
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Select the department for the
position being requested.

12/40

javascript:;


If you know the Job Code, enter it
here.

If it is a new position, enter New
and it will populate.
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Select Location
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Grade will populate based on Job
Code selected.
Click 'Next' to continue.
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Select Assignment Category
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Select Full or Part Time
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35 Hours is the standard number
of hours.
Click 'Next' to continue
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Full time positions will be 35
hours.
Part time positions will be 17.5
hours.
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Select Regular or Temporary.
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Select if this is a Union position.

If not, leave blank and click 'Next'
to continue.
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For this section, 'Overlap Allowed'
must be set to 'No'.  Please click
the 'No' checkbox
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Select if a financial background
check is required.
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Select if this position is seasonal.
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If you are requesting a Search
Waiver, Click here to route for HR
approval.
If Yes, you will need to enter candidate's
details and rationale for the waiver in the
Comments section below.
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Select if you would like to recruit
for this position.
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Click 'Continue'
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Maximum approved salary for the
position.
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Select USD (US Dollar)
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Select if the position is Budgeted.
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**Select the relevant cost center
for your department.

If you know the cost center, you
can manually enter it here as well.
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Select if funded from existing
position.
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Should always be 1.
Click 'Next' to continue,
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Part time position will be 0.5.

Full time position will be 1.0.

34/40

javascript:;


Click 'Continue'
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This field shows if any
assingments will be impacted by
this request.

Click 'Continue' when done
reading.
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Click 'Add'
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If this is a split funded position, or
the costing needs to be modified,
enter the percentage and cost
center below.

Total percentage should equal
100%
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Add any Comments or
Attachments.

Click 'Next' to continue.
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Oonce you are satisfied with your
changes, you can click 'Submit'.
 Alternatively you can click
'Cancel' to discard your changes.
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Congratulations! You have requested a position change. Now, this

will have to be approved by HR Central. Await a bell notification

saying so.

To view this walkthrough again, search 'Request a Position Change'

in BlueSky Help.
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