How to create a Position Description (PD) in the ePM system

General information

1. Log in to ePM http://epm.app.texastech.edu/ and open the Position Description tab.

Position Description

2. If you are a Proxy or an Organization Manager, select the appropriate name/role from the Proxy For drop
down at the top left.

Proxy for: | Masked Riger - Supenvisor -

iR - Supenisor

Organization Managsr E

3. Three sections will be displayed; Employee Position Description (EPD), Vacant Position Description (VPD),
and PD Reviews. These sections can be expanded or collapsed by clicking on the black section header bars.
Sections collapsed:

My PM Docs Position Description Evaluations Supevisor Maintenance Proxy Maintenance

Proxy for: Masked Rider- Supenisor -

¥ Employee Position Description (EPD)

Y Vacant Position Description (VPD)

4. Filter and Search
¢ The amount of data displayed in the Employee Position Description Section can be filtered by checking
or un-checking the Status filter boxes. (All boxes un-checked is the same as all boxes checked, i.e. no filters.)
e Further refine the list by entering a First Name, Last Name, or R-number in the Search box.
e Includes employees directly supervised by you or the person you are proxy for.

» Employee Position Description (EPD)

Sea_rch; Search | | Clear |
@In Progress

Submitted for Review

Submitted for Final

Waiting for Signature

Final

History

Previous Supervisors’ Documents

¥ v

R# Last Name First Name Rosition Title Supervisor Status jansaction [ate Details
Number Type Created

I . . N . Employee . )
R00908527 Matador Midnight H93821 Programmer Analyst Ill Masked Rider In Progress PO 08/03/2016 | Details |
RO0908527 Matador Midnight H935821 Programmer Analyst IV Masked Rider In Progress  Reclassificatic  08/03/2016 | Details |

I . A . . . . . Employee P ———
R00908527 Viatador Vidnight H93821 Programmer Analyst lll Masked Rider Final PO 11/25/2014 | Details | |
4 1] 3
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5. A PDF of the document is always available.

MNew Position Description

P —
| Submit for Signatures |(LSa\fe to PDF | Close |j

e C(lick Details to open the document and click the Save to PDF button at the top of the form.

e In the pop-up window, select Open with Adobe Acrobat and click OK

e When the document opens in Acrobat, you may wish to save it on your computer for emailing.
0 Click File>Save As in the upper left corner
0 Select a folder and give it a file name that you can remember so you can find it later.
0 Click Save

NOTE: Incomplete sections, especially the Functions, may not display on the PDF view of the document.
You can temporarily mark a section complete so it will appear on the PDF view, and then mark it incomplete to
continue editing. See Completing the PD Sections later in this document for more details.

6. Additional Resources: See a list of PD Action Words and other resources on the Performance Management
Information page (http://www.ttuhsc.edu/hr/performance.aspx)

Starting a PD

Employee Position Description (EPD)

1. In the Employee Position Description section, click +Create.

} Employee Position Description (EPD)

2. New Position Description box will appear.
e Select PD Template from the drop-down (New, Update, Clone, or Reclass)
e Additional drop-downs will vary depending on PD Template

| New Position Description

PD Template: New -
New
PD Type: | Update -
Clone
Transaction | Reclass

Type

Create Cancel

[EPD] PD Template - New:
e PD Type - Employee Position Description
0 Transaction Type - Current PD
= Employee: select from list (NOTE: list will not include employees with PDs currently in
Progress)
=  PD form will open with Employee Information populated accordingly
=  Complete the sections as described later in this guide.
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[EPD] PD Template - Update:
e Transaction Type —Current PD
0 Original PD: select from drop-down list of “final” PDs for active employees. Click Create.
O PD will appear in EPD list with status of ‘In Progress’ (ensure In Progress status filter box is
checked to find the PD).

= Click Details. Form will open with Employee Information section populated accordingly
=  Complete the sections as described later in this guide.

[EPD] PD Template - Clone:
e Transaction Type — Current PD

0 Original PD: select from list of Final PDs for current active employees.

O History PD: select from list of all History PDs.

0 Employee: choose from drop-down list of employees.
= NOTE: Employees with In Progress PDs will NOT appear in the list.
= C(lick Create.

0 The newly created PD will appear in EPD list with status of ‘In Progress’ (ensure In Progress

status filter box is checked to find the PD) under the target employee’s name. Click Details.

= The PD will contain the target employee’s Employee Information, Position Summary,
Levels of Interaction and Qualifications.

= The other sections will be populated from the cloned PD.
=  Complete each of the sections as described later in this guide.

[EPD] PD Template - Reclass:
e Transaction Type - Reclassification
O Original PD: select from list
0 Position Class: Enter the Position Class (from Pay Plan) that you are reclassifying this position to
NOTE: only use the position class beginning with ‘P’ if this is a ‘P’art-time position.
=  PD will appear in EPD list with status ‘In Progress’ (ensure In Progress status filter box is
checked to find the PD)

= Click Details. Form will open with proposed position class and title in Employee
Information section

0 Complete the PD sections as described later in this guide.
0 Do not complete signature process. Print PDF and route with reclassification request.
= PD can be signed after reclassification is approved.

Vacant Position Description (VPD)

1. In the Vacant Position Description section, click +Create.

 —

} acant Position Description (VPD) elate {J + Create

2. New Position Description box will appear.
e Select PD Template from the drop-down (New, Clone or Reclass)
e Additional drop-downs will vary depending on PD Templates described below
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[VPD] PD Template - New:
e PD Type - Vacant Position Description with Position Number

0 Transaction Type - Current PD

Position Number — select from list.
Click Create. PD form will open with Position Number populated in the Employee
Information section.

e Leave the Employee field blank.

e Change the Supervisor field to ‘Yes’ if applicable.

e Do not mark the Employee Information section complete.
Complete the PD sections as described later in this guide.
Do not Submit for signatures; after an employee is hired, you will return to this VPD,
populate the employee field (which will convert this to an EPD), and submit for
signatures at that time

e PD Type - Vacant Position Description without Position Number

0 Transaction Type - New Position in the Budget

Position Class: enter the position class (from the Pay Plan). NOTE: only use the position
class beginning with P (Pxxxx) if this is a Part-time position.
Click Create. PD form will open with Position Class populated in the Employee
Information section.

e Leave the Employee and Position fields blank.

e Change the Supervisor field to ‘Yes’ if applicable.

e Do not mark the Employee Information section complete.
Complete the PD sections as described later in this guide.
Save to PDF and route with New Position/Reclass request form (on HSC Comp site)
Don’t Submit for Signatures; after an employee is hired, you will return to this VPD,
populate the employee field (which will convert this to an EPD), and submit for
signatures at that time

O Transaction Type - New Title in the Pay Plan

Position Class: leave blank
Click Create. PD form will open with blank Employee, Position Class, Position, and Title
fields in the Employee Information section. Leave these fields blank (to be populated
later upon approval)

e Change the Supervisor field to ‘Yes’ if applicable.

e Do not mark the Employee Information section complete.
Complete the PD sections as described later in this guide.
Save to PDF and route with New Position/Reclass request form (on HSC Comp site)
Don’t Submit for Signatures; after an employee is hired, you will return to this VPD,
populate the employee field (which will convert this to an EPD), and submit for
signatures at that time
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[VPD] PD Template — Clone. NOTE: For the easiest way to copy a separating incumbent’s PD for recruiting
and onboarding a replacing incumbent, use the VACATE feature described on page 5.
e Transaction Type —select Current PD or New Position in the Budget as appropriate
O Original PD: Select from list of Final PDs for current active employees.
History PD: select from list of all History PDs.
Vacant PD: select from list of all Vacant PDs.
Select Vacant. Click Create.

O O 0O

Employee Information section.

= You will need to add the Position number if one has been created in your budget.

= Leave the Employee field blank.

= Change the Supervisor field to ‘Yes' if applicable.

= Do not mark the Employee Information section complete.

= Complete remaining sections as described later in this guide.

= Save to PDF and route with New Position/Reclass request form (on HSC Comp site)

= Don’t Submit for Signatures; after an employee is hired, you will return to this VPD,
populate the employee field (which will convert this to an EPD), and submit for
signatures at that time

e Transaction Type - New Position in the Budget
O Original PD: Select from list
0 Employee: select Vacant. Click Create.
= The PD will appear in VPD list. Click Details. Form will open with Position Class
populated in the Employee Information box.
= Do not mark Employee section complete or route for signatures.
= Position will be added later upon approval
= Employee will be added later upon hire
0 Complete remaining information as described later in this guide.
O Save to PDF and route with New Position/Reclass request form (on HSC Comp site)
0 Don’t Submit for Signatures; after an employee is hired, you will return to this VPD, populate
the employee field (which will convert this to an EPD), and submit for signatures at that time

[VPD] PD Template - Reclass:
e Transaction Type - Reclassification
0 Original PD: select vacant PD from list
0 Position Class: Enter the Position Class you are reclassifying this position to (from Pay Plan)
NOTE: only use the position class beginning with P (Pxxxx) if this is a Part-time position.
= PD will appear in VPD list with new title.
= C(Click Details. Form will open with position number, proposed position class and title in
Employee Information section
Complete remaining sections as described later in this guide.
Do not route for signature
Save to PDF and route with New Position/Reclass request form (on HSC Comp site)
Don’t Submit for Signatures; after an employee is hired, you will return to this VPD, populate
the employee field (which will convert this to an EPD), and submit for signatures at that time

O O 0O
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Vacate an Employee PD

When an employee terminates, you can vacate the PD, use the vacated PD for recruiting purposes, and later
add the new hire employee to the vacated PD.
e Locate the terminating employee’s “Final” PD in the Employee Position Description (EPD) list.

e Scroll to the right and click the Vacate button.
0 The original PD status will change from Final to History
e A Vacant PD will appear in the Vacant Position Description (VPD) section
O You will appear as the Owner/Supervisor of the VPD
0 After a new employee is hired into the same position, as soon as their ePAF has been applied,

open the vacant PD Details and select the employee from the drop-down list.

0 Now the PD will appear in the Employee Position Description (EPD) section.

e Complete the PD sections as described later in this guide.

Completing the PD sections

If your PD form is not already open, locate it in your EPD or VPD list (be sure the ‘In Progress’ status filter

button is checked so you can find it), and click Details.

» Employee Position Description (EPD)
Search: Search Clear
ubmitted for Review
Submitted for Final
Waiting for Signature
Final
History
Previous Supervisors’ Documents
v Position
R# Last Name First Name
Number
R00908527 Matador Midnight H93821
R0O0527247 Raider Red H95017

Title Supervisor

Programmer Analyst Ill Masked Rider

Section Supenvisor Masked Rider

Status

In Progress

In Progress

Transaction Date

Type Created WEETS
Current PD 08/03/2016 Details

Curent PD 08/05/2016 ([ Details [

The New Position Description form will appear.

General information:

e Asyou complete each section, click Mark Complete in the section header.

0 The button will change to Mark Incomplete, and “Complete” will appear next to it
0 If you need to edit a completed section, click the Mark Incomplete button.
e HINT: as you mark each section complete, the status will change to Complete and turn green in the

Status box at the top of the form.

e HINT: as you complete each section, click inside the black section header bar to collapse the section.
This makes scrolling easier. To expand the selection, click inside the section header bar again.
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Sections expanded:

» Employee Information Mark Complete
R#: R0O0527247 Last Name: Raider First Name: Red Middle Initial:
Chart: H Org Code: 201401 Organization: Human Resources Lbk
Position Class: S0606 Position # H95017 Suffix # 00
Transaction Current PD Title: Section Supemisor Extended Title: Section Supervisor
Type:
Supervisor: Yes -

| Save |

Reports To:

R#: R0O0511483 Last Name: Rider First Name: Masked Middle Initial:

Title: Director, HRIS/Records

P Position Summary Mark Complete

¥ Position Summary
¥ Level of Interaction
¥ Qualifications
¥ Competencies for Organizational Excellence
¥ Functions for Organizational Success

hysical Demands and Work Environment Mark Complete

¥ Organization Chart Upload

Employee Information section

e Most information will be pre-populated depending on the PD Template, PD Type, etc. as discussed in
the ‘Starting a PD’ section of this guide. The example here is for an Updated Employee PD.
e Supervisor: Select whether this employee is a Supervisor, Yes or No.
0 No: PD will have 19 Competencies
0 Yes: PD will have 23 Competencies
e [f all looks correct, Mark Complete if this is an Employee PD (EPD only; do not mark this section
complete if this is a Vacant PD (VPD)
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R#: R00527247 Last Name: Raider First Name: Red

Supervisor: Yes v

Chart: H Org Code: 201401 Organization: Human Resources Lbk
Position Class: S0606 Position # H35017 Suffix # 00
TransaTc;:joelT Current PD Title: Section Supenvisor Extended Title: Section Supenisor

Middle Initial:

| Save |

Position Summary section

e Populates from the Position Class template; add text if desired.
e Mark Complete when done. Collapse section if desired.

Level of Interaction section

e Populates from original PD if applicable; fields are editable.
e If blank; complete the three fields
e Save and mark Complete. Collapse section if desired.

Qualifications section

e Minimum Qualifications: Populates from Position Class template. Not editable.

e Position Specific Qualifications: Populates from original PD if applicable; field is editable.
e Preferred Knowledge, Skills and Abilities: Populates from original PD if applicable; field is editable.

e Save and mark Complete. Collapse section if desired.

Competencies for Organizational Excellence section

e Non-Supervisory positions have 19 competencies; Supervisory positions have 23. If incorrect, change

the Supervisory field in the Employee Information section.
e Add text to any competency in the box provided (optional).
e Save and mark Complete. Collapse section if desired.

Functions for Organizational Success section

e Functions populate from original PD if applicable; edit by clicking at the top of each field.
e Two functions appear per page. Page scrolling buttons are at the bottom of the section.

e Buttons are also available to Move Job Function Up or Move Job Function Down.
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|l* Functions for Organizational Success Mark Compiete [

Function Equipment Used Frequency Daily % E/M Performance Standard(s)
Supervises employees of HR PC Day Follows HR policies and procedures

The list below attempis fo identify the "major” areas of responsibility and is nof all-inclusive.
Save |

records arca including selecton of
hew hires, supervision of cally
work, annual evaliation and time

for performance management.

keeping

Oversees ePaf process as HR PC, Telephone Daity 40 £ Applies correctly completed ePafs
approver and appier and ensures Yearly within 48 hours of receipl

payroll schedules are met for Konthly

maximum efficiency. Weelkdy

Daiy

1 T Llks v-2/13

| Mark Complete |

| Mowe Job Funclion Up owe Job Function Down Save |

To add a function, make sure you are at the last page, and click +Create
0 Click near the top middle of the cell to begin typing or copy & paste into Function, Equipment
and Standards.
0 Click near the top middle of the cell to select from the pull-down menu for Frequency and E/M
(Essential/Marginal)
O HINT: Daily % is required! For frequency other than Daily, enter O

To remove a function, highlight by clicking the left edge of that function and click —Delete.
Save and mark Complete. Collapse section if desired.

Physical Demands and Work Environment section

Populates from original PD if applicable; fields are editable.
If blank, complete all fields
Save and mark Complete. Collapse section if desired.

Organizational Chart Upload section (optional)

Optional. Click +Create to open dialog box to upload Org chart.
0 Valid file extensions for upload are: .doc, .xls, .txt, .pdf, .csv, .xml, .rtf, .docx, .xIsx.
File will appear in PD Attachments list. Click Open to view.
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Submit for Review (optional)

e If you need someone else to review or edit the PD, clic

form.

k Submit for Review button at the top of the

New Position Description

(| Submit for Review |)| Submit for Signatures | | Save to PDF | | Close |

R e e R e e R e

=

e PD Reviewer box appears. Click +Create
New Position Description
PD Reviewer
R# Last Name First Name Middle Initia Review Level Review Action Action Date
| Submit | | Save | | Close |
e Search by R#, Last Name, or First Name, enter search criteria, and press Search. Highlight selection and
select Reviewer Level (Read Only or Edit).
O NOTE: Reviewer will only be able to edit sections which have been marked Incomplete.
0 Click Add Reviewer.
Add New PD Reviewer
Select Search Criteria:  R# ~ RO0808542 ‘
R# Last Name First Name m:ﬁ:’;f
R0O0908542 Supervisor Super D
Select Reviewer Level. =01 >
Read Only
Edit
e NOTE: If PD was previously reviewed and you want to submit to the same reviewer, you must search
for the reviewer again, Add Reviewer, highlight the line that does not display the Review Action from
the previous review, and Submit
New Position Description
PD Reviewer il
R# Last Name First Name Middle Initia Review Level Review Action Action Date
R00308542 Supenvisor Super D Edit Return for Correction 08/05/2018
R00908542 Supervisor Super D Edit
Submit Save Close
e A notification will pop up saying, “An email has been sent to Reviewer”. Click OK.
e PD status changes to Submitted for Review
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e The Reviewer will receive an email:

T e T e T T A Tan e AP L P IR P

[ g

From: ePM@ttu.edu [mailto:ePM@ttu.edu]

Sent: Monday, July 25, 2016 5:28 PM

To: Supervisor, Super <super.supervisor@ttuhsc.edu>
Subject: Position Description for Red Raider

A Position Description (PD) for Red Raider has been submitted for your review.
You may log in to the ePM system by selecting the link below. The PD waiting for your review will be found in the PD Reviews section of the

Position Description tab.
http://apps.texastech.edu/hr_epm/
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e Reviewer sees PD in PD Reviews section of the Position Description tab, clicks Details to open PD,
makes ed|ts if appllcable then clicks the appropriate action button (Approve, Approve w/Edits, or Reject)

New Position Deacnpmn

[ Approve ] Approve w/ Edits I I Rejecl I Save to PDF J I Close ]

Sections Status t |
Employee Information Complete

Position Summary Complete
Level of Interaction Complete
Qualifications Complete

Physical Demands and Work

Complete
Environment o

e Adialog box will pop up allowing reviewer to make comments back to the supervisor
e A notification pops up saying, “An email has been sent to Supervisor”.

0 Reviewer clicks OK
e The Supervisor receives an email:

Wﬁ%g@"mw"ww“wwwm
From: ePM@ttu.edu [mailto:ePM@ttu.edu]
Sent: Friday, August 05, 2016 3:11 PM
To: Rider, Masked <masked.rider@ttuhsc.edu>
Subject: Review of Position Description for Red Raider

The Position Description (PD) for Red Raider has been reviewed, edited, and approved.

The approval comments are: | added text to the first function.

You may log in to the ePM system by selecting the link below. The PD will be found under the Position Description tab.
https://apps.texastech.edu/hr_epm

P

e Supervisor opens PD in ePM system and continues processing PD.

e HINT: Supervisor can also open the Details view and click on Submit for Review button at any time to
see the last reviewer’s action taken:

Mew Position Description

PD Reviewer

R# Last Name First Name Middle Initial ~ Review Level Review Action

- Edit Approve no Edits

I Submit I I Save I I Close I
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Submit for Signatures/Acknowledgement section
For Employee Position Descriptions (EPDs) only
Not applicable for Vacant Position Descriptions (VPDs)

e When all sections are complete, click Submit for Signatures at the top or bottom of the form

MNew Position Description

[ Submit for Signatures I [ Save to F’DF] [ Close ]

Sections Status
Employee Information Complete
Position Summary Complete
Level of Interaction Complete
Qualifications Complete
Competencies for Organizational Complete
Excellence
Functions for Organizational
Complete
Success
Physical Demands and Work
Complete

Environment

e Then check the box next to Signature of Supervisor at the bottom of the form
e Click the Sign button in the pop-up box
e NOTE: The Supervisor signs first; the employee signs second.

| Signature Confirmation |

| certify that | have reviewed this position description and it is ready for electronic signature

THasbed Rider

“You are required to affirm that the account you are currently signed into is your own and
that this affirmation equates to a digital signature. The eRaider sign in that is required to
access this application serves as your digital signature for affirmation purposes. This
signature guideline is in compliance with the UETA Guidelines for the Management of
Electronic Transactions and Signed Records.

G G
P Acknowledgments

e Employee receives email:

e

T e L T R o U R

From: ePM@ttu.edu [mailto:ePM@ttu.edu]

Sent: Friday, August 5, 2016 3:50 PM

To: Raider, Red <red.raider@ttuhsc.edu>

Subject: Position Description ready for review and signature

Your supervisor has submitted a Position Description (PD) for your review and signature.
You may log in to the ePM system by selecting the link below. The PD will be found in the My Position Descriptions section of the My PM Docs tab.
https://apps.texastech.edu/hr epm

il iRl o 2 > 2 Ryt - R d

e Status changes to Waiting for Signature
e Assoon as the employee signs, status changes to Final, and a copy of the PD is sent to the employee’s
official file.
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Unlock a PD

After you have signed as Supervisor, but before the employee has signed it, you can unlock the PD.
Human Resources does NOT have the ability to unlock documents.

1. Find the PD in your list, click Details, and click the Unlock button at the top.

New Position Description

| UnLock D| Save to PDF | | Close |

2. Be sure to let the employee know you have unlocked the PD, as an automated notification will NOT be sent.
3. Edit and process the document as needed.
4. If the employee has already signed the PD, it cannot be unlocked by anyone.

You will need to complete another PD.

Contact HR to remove the document from the employee’s record.

Delete a PD

You can delete a document from ePM. Use extreme caution when deleting documents!

Highlight the document in the list. Then click the —Delete button.

P Vacant Position Descri ption (VPD)
Search: Search Clear
Position Position = Transaction Date -
Number Class ik Owren Type Created Lo
MNew
51244 Research Administrator | Positionin  01/252017 Details
the Budget
New
51116 Sr Medical Secretary Positionin  05/M15/2017 Details
the Budget
4 mn 3
P 2 . 2 . o o . o
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