
Position Fluid Navigation – Homepage 

 

When you log-on, you will land on the Employee Self Service Homepage. If you have additional 
roles such as Manager Self Service or Workforce Administrator, you can navigate to them by 
clicking the Homepage dropdown list and click the other role you wish to work under.   

 

Workforce Administrator Home Page – This is the center of HR’s access. 

 

 

Click on Workforce Administrator –  

 

 

Click on the Position Management tile… 

 

 

 

 

 

 

 



Manage Position Tile 

 

 

When you click on the Manage Position tile, you can look up any existing position to make 
your CID or PLR change.  Enter the Position # and click the Search button. 

 

 

 

 

 



When the position comes up, you’ll see the basic information for that position.   

 

 

To see more, click on the row to view all rows associated with the position on the Position 
Details page. 

You can click on an existing row to see the details, or you can add a new effective dated 
row by clicking on the + button in the top left corner. I have clicked the Add button… 

 

 

Enter the effective date of your action and the Reason Code, then click the Continue button, and 
you are sent to the Manage Position Page where you can update the information as is appropriate.  

Note: As you may notice there is an Effective Sequence, this will let you add another row with the 
same effective date.  For example:  If there was already a 12/03/2020 row, you can add another 
12/03/2020 sequence 1 row and proceed with your change. 



After you click the Continue button, you’ll see all the information for that position.  Now there are 
5 steps as you can see on the left-side menu.   You must go through all 5 steps to Submit and 
Save your change.  You can do this by clicking the next step on the left after you made your 
change or click the Next button at the top right-hand corner. 

 

 

 

Scroll down to the Work Location and make your change, click the Next button at the top right-
hand corner or each Step on the left-side menu until you reach the final tab.  On Step 5 review 
your changes (below) and then click the Submit button. 

 

 

Once you click the Submit button your change(s) has been saved. 

 

Note:  The effective date must be a beginning of a pay period when entering Department 
ID, Location, or Reports To changes on filled positions.   

 

 

 

 

 

 



 

Position Administration Tile 

 

 

 

Under Position Administration, it will give you Position Summary and Position History. 

 

 

Position Summary gives you General, Work Location and Payroll Information about the 
position. 

 



 

Position History will give you a list of all incumbents with the Position Entry and End Dates 
for each incumbent.  

 

 

When you click on the Current Position Data link, it will give you the following information. 

 

 

 

 

 

 

 

 

 

 



 

 

Manage Primary Incumbents: 

 

 

When you click on Manage Primary Incumbents, you’ll enter the Position Number and click 
Search… 

 

 

It will give you the information below…then click on the Position Number… 

 

 

 



 

Then you can click on View Job Data and it’ll jump you to Job Data to view more 
information. 

 

You can always click, <Search Results to enter another Position Number. 

 

 
 

 


