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SECTION A: Maintain position and
delegation data within position
management

1. Creating a new position with delegation

To create positions, use the Position Data component in HRMS.

A position is uniquely identified by a "Position Number”. This number is
automatically issued by HRMS at the time of position creation. It represents a
job in the University, independent of any particular employee.

A person holding a position is known as "Incumbent"”, also referred to as
"Occupant”. When an incumbent leaves a position, the position remains
"vacant" to be filled gain. A new position number should not be created for
the person who filled the vacancy. The same position number should be used
to assign to the person who filled the vacancy. This way, specific attributes
such as position title, job code, full/part-time, department ID, location code,
reports-to, salary plan and grade, will automatically flow through to the
incumbent's job data. As delegation becomes an intrinsic element of a
position, using position number correctly will enable the position incumbent to
inherit the delegation promptly and accurately.

Follow the process below to create a new position, generate a position
number, and assign delegation to the new position.

1 Navigate to: Main Menu > Organisational Development > Position
Management > Maintain Positions/Delegations > Add/Update Position
Info

2 Select the Add a New Value tab.
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Add/Update Position Info

Find an Existing Value Add a New Value

Position Number:

Add

Find an Existing Value | Add a New Value

3 Select Add button.

Add

4  Enter the effective date into the *Effective Date field e.g. "24/03/2017".
This effective date will be the earliest date which you will be able to hire
employees on this position.

Description Specific Information Budget and Incumbents Delegation Assignment Delegation Holders
Position Information Find | View All First ' 1 of1 2/ Last
Position Number 00000000 =]
Copy
Headcount Status Current Head Count 0 out of 0
“Effective Date [24/0312017 5] *Status
Reason |NEW|3, New Posilion Action Date 2410312017
*Position Status | Approved W Status Date [24/03/2017 £ [IKey Position

5 Some fields will have the correct value default for this first row. Check the
Reason, Status and *Position Status fields.

Description Specific Information Budget and Incumbents Delegation Assignment Delegation Holders

Position Information Find | View All First ‘4 10f1 ' L
Position Number 00000000 3
Copy
Headcount Status Current Head Count 0 out of 0
“Effective Date [24/03/2017 |5 “status|Acive  w|
Reason [NEW/3, New Position Action Date 24/03/2017
((Posttion Status | Approved ~[D Status Date 241032017 | [Key Position

6 Enter the desired information into the Job Code field. Enter a valid value e.g.
"G8B8ADM". Selecting the A icon will bring up a list of Job Code values you can
select from.

7 Press [tab].
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Pressing the tab button will allow data from the Job Code to flow through to the
position.

Enter the desired information into the Department field. Enter a valid value e.g.
"PH600". Selecting the L icon will bring up a list of Department values you can
select from.

Press [tab].
Pressing the tab button will allow data from the department to flow through to
the position.

Enter the desired information into the Reports To field. Enter a valid value e.g.
"18002". This allows you to select the supervisor that all people on this position
will report to. Selecting the < icon will bring up a list of Reports To values you
can select from.

Press [tab].
Pressing the tab button will allow data related to the Reports To position to flow
through.

Check the Full/Part Time fields. Do not change these to the preferred option.
Please note: Positions within HRMS can be either full-time or casual. They are
made part-time through the employee’s work schedule.

Check the Salary Plan Information section to ensure the details are correct.
These details will flow through to Job Data when a person is connected to this
position:

Salary Plan Information
Salary Admin Plan | GNRL |2, Grade 67 2, Step @,
Standard Hours|  35.00 Work Period W @, Weekly
Maon Tue Wed Thu Fri Sat Sun
7.00 7.00 7.00 7.00 7.00

14 Your screen should look something like the following:
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Title |ANU Officer & (Administration)

Description | Specific Information || Budgetand Incumbents | D 1 Assignment || D 1 Holders
Peosition Information Find | View All First ‘4 10f1 '} Last
Position Number 00000000 #[E=
Copy
Headcount Status Current Head Count 0 out of 0
*Effective Date [24/032017 | *Status
Reason NEW|3, New Position Action Date 24/03/2017
*Position Status | Approved A Status Date 24/03/2017 El [JKey Position
Job Information
*Business Unit ANUID @, Australian National University Casual Category| v
Job Code |GSADM |3, ANU Officer 8 (Administration)
‘Reg!Temp *FulliPart Time | Fyll-Time v

Short Title ANUO 8

Detailed Position Description
Work Location
*Reg Region AUS @, Australia
Department |PHE00 @, National Centre for Epidemiolo Company ANU Australian National University
Location |J062 . Block M- NCEPH
Reports To (00018002 Fellow Dot-Line @,
Supervisor Lv @, Security Clearance @,
Salary Plan Information
Salary Admin Plan | GNRL @, Grade |2 @, Step| | @,
Standard Hours | 35.00 Work Period W 2, Weekly
Mon Tue Wed Thu Fri Sat Sun
7.00 7.00 7.00 7.00 7.00
" & austratia
Updated on Updated By
Select the Specific Information tab:
Description | Specific Information ) Budget and Incumbents Delegation Assignment Delegation Holders
Position Number 00000000
Headcount Status Current Head Count 0 out of 0
Specific Information Find | View All First'*' 10f1 " Last
Effective Date 24/03/2017 Status Active
Max Head Count 1 VB LR
Mail Drop ID [ update Incumbents
Include Salary Plan/Grade
Work Phone Budgeted Position
Health Cerlmcate| v‘ [l confidential Position
[J.Job Sharing Permitted
Signature Authority | v ‘ [ Available for Telework
Education and Government
Position Pool ID @,
*Pre-Encumbrance Indicator ‘ Encumber Immediately v ‘ Calc Group (Flex Service) @,
*Encumber Salary Option ‘ Salary Step v| Academic Rank @,
*Classified Indicator | Classified ~ FTE | 0.000000 []Adds to FTE Actual Count
[5] save ||[=] Notify s Add || F] UpdateDisplay || 1 Include History ||[7% Correct History
Description | Specific Information | Budget and Incumbents | D 1 Assignment | D 1 Holders

For all new positions, the Update Incumbents flag should be un-checked.
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Description Specific Information Budget and Incumbents Delegation Assignment

Position Number 00000000

Headcount Status
Specific Information
Effective Date 24/03/2017
Max Head Count 1

Mail Drop ID

Work Phone

Health Certificate | v

Signature Authority | v

Education and Government

Position Pool ID @,

Delegation Holders

Current Head Count 0 out of 0

Find | View All First'*' 10f1 '}/ Last
Status Active

Incumbents

[ update Incumbents
T Include

Budgeted Position

[ confidential Position
[]Job Sharing Permitted
[ Available for Telework

*Pre-Encumbrance Indicator ‘ Encumber Immediately v ‘ Calc Group (Flex Service) @,
*Encumber Salary Option | Salary Step M Academic Rank| @,
"Classiﬂed\ndimtor‘c\aggmgd v FTE 0.000000 []Adds to FTE Actual Count
[5] save ||[=7] Notify s Add || F] Update/Display || 1 Include History ||[7# Correct History
Description | Specific Information | Budget and Incumbents | D 1 Assignment | D 1 Holders

17 Select the Adds to FTE Actual Count checkbox.

If this is truly a single headcount position,
contains value 1.

make sure Max Head Count field

Specific Information
Effective Date 28/03/2017

Max Head Count 1

Mail Drop ID
Work Phone
Health Certificate v
Signature Authority ]

Education and Government

Position Pool ID @,
*Pre-Encumbrance Indicator| Encumber Immediately v
*Encumber Salary Option | Salary Step w
*Classified Indicator | Classified v

Find | View Al First '+ 1of 1% Last
Status Active

Incumbents

O Update Incumbents
Include Salary Plan/Grade

Budgeted Position

[ confidential Position

[ Job Sharing Permitted

[ Available for Telework

Calc Group (Flex Service) Q@

Academic Rank @,

C FTE| 0.000000 []Adds to FTE ActualCounD

18 Select the Budget and Incumbents tab:

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C

30 March 2017, Page 6 of 36




| Australian
<=/, National

30
M University

HR Administrators guide

Position Number 00000000
Headcount Status
Current Budget
Head Count 0 Current Budget FTE

Personalise | Find | View All IﬁI |
*Position Category

[ Not Applicable v

Current Incumbents

Empl Stnd
Empl ID Record FullPart Hrs/Wk Name
0 0.00
Substantive Incumbents
Empl ID EmplRecord FullPart Time  Sondard
Hours
1 0

[5] save ||[=] Motify

Description Specific Information ( Budget and Incumbents )Delegation Assignment Delegation Holders

Current Head Count 0 out of 0
0.00 Amount 0.0005F
First 4 10f1'} Last
EH =
Personalise | Find Iﬁl | 10f1

Effective Date Action
2410312017

Personalise | Find | |
Name

0.00

5k Add

4| Update/Display

Override

Action Reason Position Job Data
Job Data
First 4 10f1 '} Last
Job Data
Job Data

B Include History D Correct History

Description | Specific Information | Budget and Incumbents | Delegation Assignment | Delegation Holders

19 Select the *Position Category drop-down arrow and select an entry from the
list.
Personalise | Find | View Al | B | First 4/ 10f1 *' Last
*Position Category
[NotApplicanle |4 [+ =]
20 Your screen should look something like the following:
Description Specific Information Budget and Incumbents Delegation Assignment Delegation Holders
Position Number 00000000
Headcount Status Current Head Count 0 out of 0
Current Budget
Head Count 0 Current Budget FTE 0.00 Amount 0.0005
Personalise | Find | View All | 2 | First ‘4 1 of1 &/ Last
*Position Category
1| Human Resources v| =+ =
Current Incumbents Personalise | Find | £ | 10f1
Override
Empl ID Emc‘::l’rd Full/Part ﬁtrl:fjWk Mame Effective Date Action Action Reason Position Job Data
Data
0 0.00 2410372017 Job Data
Substantive Incumbents Personalise | Find Iﬁl | First ' 1 of1 '* Last
Empl ID Empl Record  Full/Part Time ::fu";am Name Job Data
1 0 0.00 Job Data
[5] Save ||[=] Notify 5+ Add || ] UpdateDisplay || = Include History ||[ Correct History

Description | Specific Information | Budget and Incumbents | Delegation Assignment | Delegation Holders
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21 Select the Delegation Assignment tab:

Description Specific Information Budget and Incumbents Delegation Assignment Delegation Holders

Position Number 00000000

Delegation Contents Find | View All First'4' 1 of1 '}/ Last

Effective Date 24/03/2017 Status Active

Delegation Profiles Find First'+' 10f1 '} Last

*Profile Type *Profile ID Delegations

a, @ > [+(=]

Individual Delegations Find | View All | (2] First ‘4 10f 1 '* Last

Delegation ID  Cluster Description Legislative

R @ =

5l Save |[=] Notify =+ Add || 2| Update/Display ;.'l Include History Lj’ Correct History

Description | Specific Information | Budget and Incumbents | Delegation Assignment | Delegation Holders

22 Enter the delegation information in the Delegation Contents section:

Description Specific Information Budget and Incumbents Delegation Assignment Delegation Holders

Position Number 00000000

Delegation Contents Find | View All First ‘4 10f1 '} Last

Effective Date 24/03/2017 Status Active

Delegation Profiles Find First'4' 10f1 &' Last

Profile Type *Profile ID Delegations @‘
BANDED OJ D6 OJ Delegation Band 6 b

ndividual DelegXjons

Find | View All | 2] First '+ 10f1 " Last
Delegation ID | Cluster Description Legislative

| ] [=]

[5] save ||[=] Notify 5+ Add || 2] Update/Display || Include History ||[2* Correct History

Description | Specific Infformation | Budget and Incumbents | Delegation Assignment | Delegation Holders

Depending upon the delegation composition of a position, you can populate

either the Delegation Profiles section, or the Individual Delegations section or
both sections:

Adding Delegation profiles
Use ‘+’ button to add a new delegation profile or individual delegation id:
¢ Enter a valid Profile Type or search for options using the magnifying

glass.
e Enter a valid Profile ID, or search using the magnifying glass
Multiple profiles and ID’s can be added by using the ‘+’ button

To see the actual delegation ID's that make up a profile type and ID
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combination, select the right-arrow button P under the Delegations header to
bring up a list of actual delegation ID's.

Adding Individual Delegations
Enter a valid Delegation 1D and Cluster in the corresponding fields.

23 Your screen should look something like the following —

Description Specific Information Budget and Incumbents Delegation Assignment Delegation Holders
Position Number 00000000
Delegation Contents Find | View All First'4' 10f1 '} Last
Effective Date 24/03/2017 Status Active
Delegation Profiles Find First'*' 10of1 ' Last
*Profile Type *Profile 1D Delegations
El;'-\I\IDEIZ;‘rp @, |D6 Q@ ; H =]
] = Delegation Band 6
Individual Delegations Find | View Al | G First'4' 1 0f1 '*/ Last
Delegation ID Cluster Description Legislative
1 fa v | = =
[5] Save | [Z] Motify 5+ Add || 7] Update/Display || %1 Include History ||[7# Correct History
Description | Specific Information | Budget and Incumbents | Delegation Assignment | Delegation Holders

24 Select the Description tab.

Description

25 Select the Save button.
5] save

System will issue a position number for the new position.
Position Number 00031736
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2. Assigning delegations to a new position

Once a new position has been created, you can add a new row and on that
new row, assign delegations to the position. As position data does not have
effective sequence, you cannot use the position creation effective date unless
you have Correct History access to make the changes, or, the position
creation effective date is in the future therefore you should have sufficient
update access to change data on the existing row.

Follow the process below to create a new position, generate a position
number, and assign delegation to the new position.

1 Navigate to Main Menu=Organisational Development=Position
Management>Maintain Positions/Delegations>=Add/Update Position
Info

2 In the Find an Existing Value tab, enter the position number in the
Position Number field. If you have Correct History access, Select Correct
History checkbox. If you do not have Correct History access, Select Include
History checkbox

Add/Update Position Info

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

((Position Number: | begins with [ 12345 —
Description: W‘
Position Status: = Vl | V|
Business Unit: begins with @,
Department: begins with v @,
Job Code: @,

Reports To Position Number:| begins with

@nclutleHistt:rrhr [Jcorrect History )] Case Sensitive

Search Clear |Basic Search .~_3{"ﬂ Save Search Criteria

3 Select Search button
Search

4  On the Description tab, insert a new row by selecting the ‘+’ symbol and
enter a new date in the Effective Date field. Enter a Reason in the
corresponding field, e.g. “DUP”:
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Description | Specific Information || Budgetand Incumbents || Delegation Assignment || Delegation Holders

Position Information Find | View Al First *' 10f12 " Last

Position Number 00000555

Headcount Status Overallocated Current Head Count 2 out of 1
“Effective Date 3010312017 |[5 *Status
Reason DUP |3, ANU delegation update Action Date 30/03/2017
*Position Status | Approved W Status Date 09/11/2000 [5] [ Key Position

5 Select the Delegation Assignment tab:

Description Specific Information Budget and Incumbenis Delegation Assignment Delegation Holders

Position Information Find | View Al First'4' 1 of12 '} Last
Position Number 00000555 HE=
Headcount Status Overallocated Current Head Count 2 out of 1
*Effective Date 30/032017 |5 *Status
Reason DUF |2, ANU delegation update Action Date 30/03/2017
~Position Status | Approved v Status Date |09/11/2000 |5 [ Key Paosition

6 Enter the delegation information:

Depending upon the delegation composition of a position, you can populate
either the Delegation Profiles section, or the Individual Delegations section
or both sections:

Adding Delegation profiles
Use ‘+’ button to add a new delegation profile or individual delegation id:
e Enter a valid Profile Type or search for options using the magnifying
glass.
¢ Enter a valid Profile ID, or search using the magnifying glass

Multiple profiles and ID’s can be added by using the ‘+’ button

To see the actual delegation ID's that make up a profile type and ID

combination, select the right-arrow button P under the Delegations header
to bring up a list of actual delegation ID's.

Adding Individual Delegations
Enter a valid Delegation 1D and Cluster in the corresponding fields.
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Description Specific Information Budget and Incumbents Delegation Assignment Delegation Holders

Position Number 00000000

Delegation Contents Find | View Al First'4' 1 of1 '}/ Last
Effective Date 24/03/2017 Status Active
Delegation Profiles Find First ‘4 10f1 '} Last

Profile Type *Profile ID Delegations @l
BANDED Oa D6 Oa Delegation Band 6 b

Find | View Al | 2 First'4' 1 of 1'% Last
Legizlative

| [+ =

[5] Save | |[=] Motify =+ Add ||| Update/Display _,.J Include History L}’ Correct History

Description | Specific Information | Budget and Incumbents | Delegation Assignment | Delegation Holders

7 Note: For all changes related to delegation, the Update Incumbents flag
in the Specific Information tab will be un-checked and grayed out. There
is no need to flow the delegation data changes to the incumbent's job data.

8 Select the Description tab and select save.

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C 30 March 2017, Page 12 of 36



= Australian HR Administrators guide

&= National

o~/ 15)

University

3. Updating position delegations

1 Navigate to Main Menu=O0rganisational Development=Position
Management>Maintain Positions/Delegations>=Add/Update Position
Info

2 In the Find an Existing Value tab, enter the Position number in the
corresponding field. If you have Correct History access, select the Correct
History checkbox. If you do not have Correct History access, Select
Include History checkbox and search

Add/Update Position Info

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

(Position Number: | begins with v[12345 —
Description:
Position Status: |= V| | V|
Business Unit: begins with @

Department: begins with W @,
Job Code: begins with @

bR

Reports To Position Number: | begins with
@nclude History [|Correct History }[_|Case Sensitive

Search Clear |Basic Search IQ:."J Save Search Criteria

3 On the Description tab, insert a new row by selecting the ‘+’ symbol and
enter the Effective Date of the change, and Reason for the update in the
corresponding fields:

Specific Information | Budget and Incumbents || Delegation Assignment | Delegation Holders
Position Information Find | View All First 4 10f7 '* Last

Position Number 00012345

Headcount Status Filled Current Head Count 1 out of 1
“Eftective Dat€ 221032017 5] ) *Status

("935‘”‘ DUP @, ANU delegation update D Action Date 24/03/2017
*Position Status | Approved W Status Date 10/01/2005 Bl [JKey Position
Lok

5 Navigate to the Delegation Assignment tab.

Updating Delegation profiles:
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Use ‘+’ button to add a new delegation profile or individual delegation id:
e Enter a valid Profile Type or search for options using the magnifying
glass.
¢ Enter a valid Profile ID, or search using the magnifying glass

Use the *-‘ button to remove a delegation profile or individual delegation id

Description || Specific Information Budget and Incumbents ( Delegation Assignment ) Delegation Holders
Position Number 00012345
Delegation Contents Find | View All First'4' 10f7 '} Last
Effective Date 22/03/2017 Flow Cytometry Specialist Status Active
Delegation Profiles Find First'4' 12 0f2 '} Last
*Profile Type *Profile ID Delegations
BANDED @, |D6 @ Delegation Band 6 4
¢! @ > =
Individual Delegations Find | View all | 2 First ‘4 1-20f2 "' Last
Delegation ID  Cluster Description Legislative
1 /000199 OJ Approve domestic travel in accordance with University policy
2 al v o=
[5] Save | |[oF Retumnto Search | |[=] Motify =% Add || ] UpdateDisplay || .zl Include History
Description | Specific Information | Budget and Incumbents | Delegation Assignment | Delegation Holders

Multiple profiles and ID’s can be added by using the ‘+’ button

To see the actual delegation ID's that make up a profile type and ID

combination, select the right-arrow button P under the Delegations header
to bring up a list of actual delegation ID's.

Individual Delegations:

Enter a valid Delegation ID and Cluster in the corresponding fields.

7 For all changes related to delegation, the Update Incumbents flag in the
Specific Information tab will be un-checked and grayed out. There is no
need to flow the delegation data changes to the incumbent's job data.
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Description Budget and Incumbents Delegation Assignment Delegation Holders

Position Number 00012345
Headcount Status Filled

Current Head Count 1 out of 1
Specific Information Find | View All First 4 10f6 "' Last
Effective Date 09/12/2010 Status Active
Max Head Count 1 ncumbents
Uy
Mail Drop ID U :
Include Salary PlaniGrade
Work Phone Budgeted Position
Health Cermﬂrale‘ v‘ [l confidential Position
[[1Job sharing Permitted
Signature Authomy‘ V‘ [ Available for Telework
Education and Government
Position Pool ID @,
*Pre-Encumbrance Indicator | Encumber Immedialely V] Calc Group (Flex Service) @,
“Encumber Salary Option Salary Step V] Academic Rank| | @,
*Classified Indicator | Classified v FTE | 1.000000| [¥] Adds to FTE Actual Count
[5) Save | B ReturntoSearch  |[=] Notify Eh Add || 5| UpdateiDisplay || 1 Include History | 7 Comect Histon

Description | Specific Information | Budaet and Incumbents | Deleaation Assianment | Deleaation Holders

Select the Description tab and select save.

gpecmcmformanon Budget and Incumbents || D

*Effective Date 0911212010 |5

Reason MSC |3, Mass Position Change

*Position Status | Approved v

Status Date | 10/01/2005

El

Job Information
*Business Unit ANUID (@, Australian National University
Job Code G8SPC @, AMNU Officer Gr 8 (Specialist)

“RourToms Regusr V|

Title Flow Cytometry Specialist

Work Location

*Reg Region AUS

1 Assignment D 1 Holders
Position Information Find | View Al First'*' 1 0f6 "' Last
Position Number 00012345 [#[=]
Headcount Status Filled Current Head Count 1 out of 1

Ccasual Caleqory|

@, Australia
Department (42560 @, EmHistolFacs Facility Company ANU  Australian National University
Location J121 @, John Curtin School of Medical
Reports To 00001658 @,  ANU Officer 8 (Technical) Dot-Line @,
Supervisor Lvl @, Security Clearance @,
Salary Plan Information
Salary Admin Plan GNRL @, Grade @, Step| @
Standard Hours | 35.00 Work Period W B, Weekly
Mon Tue Wed Thu Fri Sat Sun
7.00 7.00 7.00 7.00 7.00
I &l austrania
Updated on 10/12/2010 11:53:14 Updated By U4456226 Skye Luton
Save )[&F Returnto Search ||[=] Motify Es Add

| Update/Display

Action Date 10/12/2010
[IKey Position

*FulliPart Time | Full-Time

Short Title |ANUO 8 SPC Detailed Position Description

B Include History 4 ComeciFistory
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4. Inactivating a position that holds delegations

1 Navigate to Main Menu=O0rganisational Development=Position
Management>Maintain Positions/Delegations>=Add/Update Position
Info

2 In the Find an Existing Value tab, enter the position number in the
Position Number field. If you have Correct History access, Select Correct
History checkbox. If you do not have Correct History access, Select Include
History checkbox and Search

Add/Update Position Info

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

(Position Number: | begins with *|12345 )}
Description: beqgins with %

<]
<]

Position Status:

Business Unit: begins with @,
Department: begins with W &,
Job Code: begins with Vv @

Reports To Position Number: | begins with

f@ncludeHistr:rryl [ICorrect History }[]1Case Sensitive

Search Clear Basic Search 5 Save Search Criteria

3 On the Description tab, insert a new row by selecting the ‘+’ button and
enter the inactive date for the position in the effective date field.
Use INA in the Reason field. Ensure the Status field is set to Inactive

Description | Specific Information || Budgetand Incumbents || Delegation Assignment | Delegation Holders

Position Information Find | View Al First'*' 10f4 " Last
Position Number 00001234 ﬂ j
Headcount Status Open Current Head Count 0 outof 9999
“Effective Date P8/03/2017 |5 C *Status[Inaclive /| )
Reason [NA |2, Postion Inactivated Action Date 241032017
*position Status | Approved v Status Date [09/11/2000  |[5) [ Key Position
Job Information

6 Go to the Delegation Assignment tab and remove all Delegation ID’s and
Individuals Delegations by using the ‘-* button and Save
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Delegation Holders

Description Specific Information Budget and Incumbents Delegation Assignment

Position Number 00001234
Find | View All First'4' 1 0f3 '*' Last

Delegation Contents
Status Active

FPostdoctoral Fellow (Level A)
Find First 4’ 1of1 '’ Last

Effective Date 24/03/2017

Delegation Profiles
Dele;uanons 1@

*Profile Type *Profile ID
BANDED Q, |pé Q Delegation Band 6
Individual Delegations Find | View All | £ First'4/ 1 0f 1 '}/ Last
Delegation ID Cluster Description Legislative
=@)

1000199 |@, Approve domestic travel in accordance with University policy

Description Specific Information Budget and Incumbents Delegation Assignment Delegation Holders
Position Number 00001234
Delegation Contents Find | View Al First 4 10f3 '*' Last
Effective Date 24/03/2017  Postdoctoral Fellow (Level A) Status Active
Delegation Profiles Find First'4' 1 of 1} Last
*Profile Type *Profile ID Delegations
@ @ b3 FH[=
Individual Delegations Find | View all | 2 First ‘4 10f1'F Last
Legislative
# [=]

Delegation ID Cluster Description

! al v

@" Return to Search | [=] Notify [+ Add || 2] UpdateDisplay

D‘?sm{Speciﬂc Information | Budget and Incumbents | Delegation Assignment | Delegation Holders

ﬁ Include History >4 ComectHistorny

30 March 2017, Page 17 of 36
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5. Inactivating delegations held by a position

1 Navigate to Main Menu=O0rganisational Development=Position
Management>Maintain Positions/Delegations>=Add/Update Position
Info

2 In the Find an Existing Value tab, enter the position number in the
Position Number field. If you have Correct History access, Select Correct
History checkbox. If you do not have Correct History access, Select Include
History checkbox and Search

Add/Update Position Info

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

(Position Number: | begins with *|12345 )}
Description: beqgins with %

<]
<]

Position Status:

Business Unit: begins with @,
Department: begins with W &,
Job Code: begins with Vv @

Reports To Position Number: | begins with

f@ncludeHistr:rryl [ICorrect History }[]1Case Sensitive

Search Clear Basic Search 5 Save Search Criteria

3 On the Description tab, insert a new row by selecting the ‘+’ button and
enter the inactive date for the delegation in the effective date field.
Use DIN in the Reason field. Ensure the Status remains set to Active

Description Specific Information Budget and Incumbents Delegation Assignment Delegation Holders

Pasition Information Find | View All First 4/ 1 of 2 ‘&' Last
Position Number 00001234 [+ [=]
Headcount Status Open Current Head Count 0 out of 9999

*Effective Date 29/03/2017 |[5] *Status | Active v
Reason DIN @, ANU delegation inactivated Action Date 29/03/2017
*Position Status | Approved - v Status Date |09/11/2000 £ [ key Position
Job Information

6 Go to the Delegation Assignment tab and remove all Delegation ID’s and
Individuals Delegations by using the ‘-* button and Save
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Description Specific Information Budget and Incumbents Delegation Assignment

Position Number 00001234

Delegation Contents

Effective Date 24/03/2017 Fostdoctoral Fellow (Level A)

Delegation Profiles

*Profile Type *Profile ID

BANDED @, D6 2 Delegation Band 6

Individual Delegations

Delegation ID  Cluster Description

Delegations

Delegation Holders

Find | View All First'4' 1 of3 '}/ Last

Status Active

First'*' 10f1 " Last
i@

Last

Find

First 4/ 1 of 1 '
Legislative

40

Find | View Al |

1000199 @, Approve domestic travel in accordance with University policy
Description Specific Information Budget and Incumbents Delegation Assignment Delegation Holders
Position Number 00001234
Delegation Contents Find | View All First'*' 10f3 ! Last
Effective Date 24/03/2017 Postdoctoral Fellow (Level A} Status Active
Delegation Profiles Find First'4' 1 0f1 '} Last
*Profile Type *Profile ID Delegations
a a H[=
Individual Delegations Find | View Al | 2 First ' 1 of1 &/ Last
Delegation ID Cluster Description Legislative
1 Q =
@?ﬁ Return to Search | |[Z] Motify 5% Add || 7| Update/Display D Include History 4 Conmech Histony

MSpeciﬂclnformation|Budgetand Incumbents | Delegation Assignment | Delegation Holders

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C
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6. Employee delegation inquiry: looking up delegations held by an

employee

Navigate to Main Menu > Organisational Development = ANU
Delegations = Employee Delegation Inquiry

values; Empl ID, Last name, First Name or Position Number.

Employee Delegation Inquiry
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Search Criteria

Empi 10: begins with | 4443723 )

Empl Record: A -

ast Name: begins with | SMITH
irst Name:

Payroll Status:

@sition Number:| begins with “*|/00000959

begins with

D

The employee Delegation Inquiry page will show the most current
delegations owned by the individual:

You can Inquire on delegations by searching on all of one of the following

Employee Delegation Inquiry

Individual Delegations

Delegation ID  Cluster

1 000166
.

Description

Approve casual timesheets for general staff

Empl ID: 4443723
Empl Record: 0 ANU Officer & (Administration)
Find | View All First'*' 10f 1 '*' Last
Delegation From: 20/02/2017 To: Delegation Type: Job/Position
Position Number: 00015654 Snr Consultant
Department: 22264 HR Systems
/As Of Date: 2710312017 |[) N
Delegation Profiles ! Find First 4/ 1 of 1 ‘&' Last
Profile Type Profile ID Delegations
BANDED D6 Delegation Band 6 4

First &/ 1 of 1 &/ Last

Legislative

/

Find | View All |

[&h Returnto Search ||[=] Motify

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C
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4. To view delegations at a particular point in time, change the As Of Date in
the corresponding field:

Employee Delegation Inquiry
Empl ID: 4443723
Empl Record: 0 ANU Officer & (Administration)
Find | View All  First'*' 101> Last
Delegation From:  20/02/2017 To: Delegation Type: Job/Position
Position Number: 00015654 Snr Consultant
Department: 22264 HR Systems
(s of pate: 26/03/2017 |5 D)
Delegation Profiles Find First ‘' 1 of 1 &/ Last
Profile Type Profile ID Delegations
BANDED D6 Delegation Band 6 >
Individual Delegations Find | View All | & First 4/ 10f1 '} Last
Delegation ID Cluster Description Legislative
1
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7. POl delegation inquiry: looking up delegations held by a POI (nee

VaHA)

1 Navigate to Main Menu > Organisational Development > ANU

Delegations = POI Delegation Inquiry

2 You can Inquire on a POI’s delegations at a particular point in time using As
At Date and at least one of the following parameters: Person ID, Profile
Type AND Profile ID, Delegation 1D or Department.

2a. Delegation enquiry by Person ID:

Enter the date and the Person ID you wish to enquire on in the

corresponding fields

Criteria Results

POI Delegation Inquiry
Enter search criteria below to display the delegations.

*As of Date 27103/2017 Eﬂ
Person ID 1021664 @, Sutton, Sari

Profile Type OJ
Profile ID N
Delegation ID @ Legislative?
Department Selection
Delete All Search by Dept Tree

*Department Description

1 @,

=] Notify

Personalise | Find | View All |20 | First ' 10f1 * Last

[+ =

2b. Delegation enquiry by Profile Type and ID, or Delegation ID:

Enter the Profile Type AND Profile ID and/or Delegation ID in the
corresponding field/s, or use the magnifying glass to find the relevant

Profile ID. Select Search.

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C
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POI Delegation Inquiry
Enter search criteria below to display the delegations.

“As of Date 2710312017 |[5)
Person ID @

Croﬁle Type ACAD @, Academic )
Profile ID COLLDEAN X @,  rgjiege Dean

000065 O;) | Legislative?

Approve results for courses

(Delegation ID

Department Selection

Delete All Search by Dept Tree

Personalise | Find | View all | 2 | E

*Department Description

1 @,

First ‘4" 1 0f 1 '} Last

[+ [=]

2c. Delegation enquiry by Department

To obtain a list of delegates by department, enter the Department in the
corresponding field under Department Selection, or search using the
magnifying glass. You can also use the Search By Department Tree

function.

POI Delegation Inquiry
Enter search criteria below to display the delegations.

2710312017 |5

*As of Date
Person ID 2
Profile Type @
Profile ID @,
Delegation ID @, Legislative?

Department Selection

Delete All 'Search by Dept Tree

Personalise | Find | View All IIEI | 2]

*Department \De=cription
160100 |3, JANU National Security College

First ‘4 1.0f1 */ Last

3. Once you search based on your criteria, the POl Delegation Inquiry-
Results page will display the department and POI type information based

on your search criteria:

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C
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Criteria Results

POI Delegation Inquiry - Results

Click 'Criteria’ tab to perform another inquiry

As of Date: 271032017
Person ID: 1021664 |

Personalise | Find | View All |2 | First 4 1071 * Last
Department & POI Type Delegate Details
Department Dept Description POl Type POl Type Description

1 60100 AMNU MNational Security College 00030 Secondee

4. To view the details of the delegations, select the Delegate Details tab
PQI Delegation Inquiry - Results

Click 'Criteria’ tab to perform another inquiry

As of Date: 2710312017

Person ID: 1021664 |
. Personalise | Find | View All |2 | First 4 10f1 » Last
Department & POI Typel | legate Details ¥
Person ID Mame From To :;:g‘e Profile ID Profile Description :?je\egallon Cluster Cluster Description
1 1021664 [ 20/02/2017 31/12/2017 BANDED D& Delegation Band 6

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C 30 March 2017, Page 24 of 36



= Australian HR Administrators guide

Sy University

SECTION B: HRMS ANU Delegations menu

Section B - HRMS ANU Delegations menu: use this to initiate, submit and
action (authorise or decline) delegation requests to assign delegations to
existing positions, assign short-term acting delegations, assign delegations to
a POI, generate delegation extract and report, inquire on delegation
assignment.

1. Assign delegations to short-term acting

1 Navigate to: Main Menu > Organisational Development > ANU
Delegations = Requests > Assign delgn to short-term acting

2 Enter the Position Number against which you wish to assign a temporary
delegate to and Search.

Assign delegation - short term
Enter any information you have and click Search. Leave fields blank for a list of a
Find an Existing Value Add a New Value

Search Criteria

Position Number:| begins with | 00013264| x |@,
Empl ID: begins with

Clear |Basic Search .x_i"ﬂ Save Search Criteria

2a. If no results appear, select the Add a New Value tab and enter the position
number you wish to assign short term delegations against in the
corresponding field, or use the magnifying glass to find the required position
number and select Add.
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Assign delegation - short term

Find an Existing Value Gdd a NewVaIuD

Request ID;

@itiun Number: hUD15554CD

Add

On the Assign delgn short-term acting page, enter the acting employees ID
in the Acting empl ID field and the dates in the Acting from (delegation

from) and To fields. Add any relevant comments in the Requestor
Comments field:

Note: The Request Status field will display as “new”

Assign delgn short-term acting

Use this request to assign position delegations to a short-term acting employee

Acting in position: 00015654 Snr Consultant HR Systems Ops

Position effective date: 29/03/2017 Request ID: NEXT
ot 22264 HE Basitiqn effective status: Active Request Status:  New
*Acting empl ID: 4577197 Q Empl Record: Q Created By: 4443723
QActmg from (delegation from): | 18/12/2018 *To: 221122018

“Delegation Reason: | Absence

Approval Proxy

Assign approval proxy to the acting employee.

By checking this box, it is no longer necessary to set up an approval proxy for Absence/Timesheet, etc. via HORUS.
Proxies will be automatically established for the duration of the period entered above.

Delegation Profiles

Q 1of1 v

Delegations
Profile Type Profile ID

14
BANDED D8 Delegation Band 8

Individual Delegations

H Q 1-1of1 v View All
Delegation . -
D uster Description Legislative

1
_ )

Approver

Find Senior Delegate

| save | Add Update/Display

The proxy functionality allows individuals to assign approval proxy’s to

acting employees at the point of assigning short term acting

delegations in HORUS by checking a tick box within the form.

Proxies will automatically be established for the acting period,

removing the need to manually setup an approval proxy for absence
TEQSA PR/ B PRIMBSRREEAPRESY@ERICOS Provider: 00120C
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4. Select the Find Senior Delegate button to find the appropriate approver:

( Find Senior Delegate )

5. The approver will appear at the bottom of the page. Select the relevant

approver (where there are multiple approvers) and select the submit for
approval button

Assign delgn short-term acting

Use this request to assign position delegations to a short-term acting employee.

Acting in position: 00015654 Snr Consultant HR Systems Ops Position effective date: 2710372017 Request ID: NEXT
Department: 22264 HR Systems Position effective status: Active Request Status: MNew
*Acting empl ID: 4577197 @, Empl Record: 0@, Created By: 4443723
*Acting from (delegation from): |28/03/2017 EiJ *To: (2990372017 Ei;l
Delegation Profiles Find First' 4" 10f1 " Last
*Profile Type *Profile 1D Delegations
! +|[=
BANDED @, |p6 @ B! [#][=]

+  Delegation Band 6

Individual Delegations Find | View All | 2 First'4' 10f1 " Last

Delegation ID  Cluster Description

Legislative
1000133 =N % | Employ casual general staff ﬂ ﬂ
Requestor Comments: |f-\|:1ing for incumbent whilst on leave
Approver
i F i_!!_q__ﬁ_e_r_lEQL_D_Q!!%QEIE%_____EC Submit for Approval )
Please select a Senior Delegate from the list and click Submit for Approval button
ApproverID  Approver Hame Department Department Description
O 4267 | 22100 [ Jofice
5] save

5% Add || 7] Update/Display

6. The page will display the completed form and the Request Status field will
change to submitted and a Request ID will be generated.
Note the request ID for future reference:
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Assign delgn short-term acting

Use this request to assign position delegations to a short-term acting employee.

Individual Delegations
Delegation ID  Cluster Description

1000133 @ | Employ casual general staff

Acting in position: 00015654 Snr Consultant HR Systems Ops Position effective date:
Department: 22264 HR Systems Position effective status:
*Acting empl ID: | Empl Record:
*Acting from (delegation from):
Delagation Profiles
*Profile Type *Profile ID De!euations
BANDED 4, [D6 @, Delegation Band G :

2710312017 Request ID: 00000042
Active Request Status: Submitted
Created By: 4443723
Find First'4' 1 0f1 ‘*' Last

=]

Find | View Al | 2 First'*' 10f1 '} Last
Legislative

[+ [=]

Requestor Comments: |A|:1ing for incumbent whilst on leave

Approver
a2 |

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C
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2. Authorise short-trm acting dign

1. A senior delegate can authorise a short-trm acting delegation by accessing the
request via a link in an email, or navigating to Authorise short-trm actng
dign in the HRMS:

a. Navigating to the approval request using the link in automatic email notification:

Once a short-term acting delegation request has been submitted, the senior
delegate will receive an email containing a link allowing them to review and
action the request:

Mon 27/03/2017 3:06 PM

FW: Request to assign short-term acting delegations for position 00015654 - Snr Consultant HR Systems Ops is
awaiting your action.

To Agata Walsh

From: XXdo-not-reply@anu.edu.au [mailto:XXdo-not-reply@anu.edu.au]

Sent: Monday, 27 March 2017 2:38 PM

To: Donna Pham <Donna.Pham@anu.edu.au>

Subject: Request to assign short-term acting delegations for position 00015654 - Snr Consultant HR Systems Ops is awaiting your action.

A request to assign short-term acting delegations for position 00015654 - Snr Consultant HR Systems Ops has been submitted for your
action.

ﬁu can review and action the request using the link below:
\rlt_'tp:f,-’es'.ru'eb%.anu.edu.au:ﬁZSD{psp;’hrBZacep;’EMPLOYEE,-’HRMS,-’C,-’ANU DLG S5.ANU EMP DLG APPRVR.GBL?

b. Navigating to the approval form using HORUS:
Navigate to: Main Menu > Manager Self Service > ANU Delegations >
Authorise short-trm actng dign.

Authonse short-term acting delegations

There are no requests for you to authorise

[5] Save ||[=] Motify

2. The senior delegate will be able to review the delegation request and either
Authorise or Decline the request by selecting the corresponding options. A
reason will need to be provided if the request is declined.
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Authorise delgn short-term acting

Acting employee: I:ILouise Acting empl ID: 4577197 Empl Record: 0 RequestlD: 00000042
Created By: Walshl:l

Department: 22264  HR Systems

The above short-term acting employee undertakes delegation associated with position 00015654 - Snr Consultant HR Systems Ops for the
period between 28 March 2017 and 29 March 2017. The deleqations are:
Delegation Profiles Find First '*' 10f 1" Last

*Profile Type *Profile 1D
BANDED @ |D& @ [#[=]
u »  Delegation Band &
Individual Delegations Find | View all | First ‘4 10f1 "' Last
Delegation ID Cluster Description Legislative
[+] [=]

1000133 @, “ [ Employ casual general staff

Reviewer Comments: | Acting for incumbent whilst on leave

Authorise ) (_ Decline )

*l authorise the assignment and exercise of the delegations specified above to this staff member (

Please provide a reason if declining \
4
T Retrn |

30 March 2017, Page 30 of 36
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3. Update position delegations

1 Navigate to: Main Menu > Organisational Development > ANU
Delegations = Requests > Update Position Delegation

2 Enter the Position Number that you want to assign delegations to in the
corresponding field. Select Search

Update position delegation

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Request ID: begins with @,
(Position Number:| begins with V|00000535| x|Q )

Clear Basic Search [gF Save Search Criteria

Find an Existing Value | Add a New Value

2a. If no results appear, select the Add a New Value tab and enter the position
number you wish to assign delegations against in the corresponding field.
Select Add.
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Update position delegation

Find an Existing Value Add a New Value

Regueost 10-
1
@sition Number: 00000535@

Add

Find an Existing Value | Add a New Value

3. On the Assign delegation to position page, enter the Effective Date and
Profile Type, Profile 1D, Delegation ID and Cluster (where relevant), in the
corresponding fields. Add any relevant comments in the Requestor
Comments field:

Note: The Request Status field will display as “new”

Assign delegation to position
Use this request to assign delegations to a position or to update delegations held by a position.

Position Number: 00000535 AMU Officer 8 (Administration) Position effective date: 280312017 Request ID: MEXT

Department: 22264 HR Systems Paosition effective status: Active Request Status: MNew
*Effective date of assignment,_ |29/03/2017 |[5] Created By: 9609746

Delegation Profiles Find First'4 1 of 1'% Last
*Profile Type *Profile ID Delegations
BANDED @, |D6 @,  Delegation Band & >
Individual Delegations Find | View All | 2 First'*' 1 of 1'% Last
Delegation ID  Cluster Description Legislative
1 @ v [+l [=]

GBQUBSIOT Comments: | New role requiremenD

C_ Find Senior Delegate )

[5] 5ave [Ek Add || 5 UpdateDisplay

Approver

4. Select the Find Senior Delegate button to find the appropriate approver:
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Delegation Profiles

Find First ‘4" 1 of 1 ‘&' Last

. | [=
*Profile Type “Profile ID Delegations =]
BANDED @, |D6 @, Delegation Band 6 ]
Individual Delegations Find | View Al | &2 First'4' 10f 12 Last
Delegation ID Cluster Description Legizlative
1 @, v (] [=]
Requestor Comments: | New role requirement
Approver
C ) Find Senior Delegate )

5. The approver will appear at the bottom of the page. Select the relevant
approver (where there are multiple approvers) and select the submit for
approval button

Assign delegation to position
Use this request to assign delegations to a position or to update delegations held by a position.
Position Number: 00000535 ANU Officer 8 (Administration) Position effective date: 2810312017 Request I MNEXT
Department: 22264 HR Systems Position effective status: Active Request Status: MNew
“Effective date of assignment: |29/03/2017 |[5] Created By: 9609746
Delegation Profiles Find First 4/ 10f1 '} Last
. +|[=
*Profile Type *Profile ID Delegations [+
BANDED @, |D6 @, Delegation Band 6 >
Individual Delegations Find | View Al | 2 First'4' 10of1'* Last
Delegation ID Cluster Description Legizlative
1 @ v [+ [=]
Requestor Comments: |New role requirement
Approver
Find Senior Delegate ( Submit for Approval )
Please select a Senior Delegate from the list and click Submit for Approval button
ApproverID  Approver Hame Department Department Description
O 426 ) 22100 [ Jofice
[ save

[Ey Add || 5] Update/Display

The page will display the completed form and the Request Status field will
change to submitted and a Request ID will be generated.
Note the request ID for future reference:
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Assign delegation to position

Use this request to assign delegations to a position or to update delegations held by a position.

Position Number: 00000535 AMU Officer & (Administration) Position effective date: 281032017 Request ID: 00000063
Department: 22264 HR Systems Position effective status: Active Request Status:  Submitted
*Effective date of assignment: |29I03I201? Created By: 9609746
Delegation Profiles Find First'4' 1 of 1 2/ Last
. +|[=
*Profile Type *Profile ID Delegations (=]
|BANDED D6 Delegation Band 6 )2
Individual Delegations Find | View All | & First'4' 1 of 1'% Last
Delegation ID Cluster Description Legislative
1 & =

Requestor Comments: | New role requirement

Approver

4 J

[5] save [E} Add || 5 Update/Display
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4. Authorise Position Delegations

A senior delegate can authorise a delegation by accessing the request via a link

in an email, or navigating to Authorise Position Delegation in the HRMS:
Navigating to the approval request using the link in automatic email notification:

Once a delegation request has been submitted, the senior delegate will receive
an email containing a link allowing them to review and action the request:

From: XXdo-not-reply@anu.edu.au [mailto:X¥do-not-reply @anu.edu.au]
Sent: Monday, 27 March 2017 4:44 PM

To: |
Subject: Request to update delegations assigned to position 00000535 - ANU Officer 8 (Administration) is awaiting your action.

Dear Nadine White,

A request to update the delegations assigned to position 00000535 - ANU Officer & (Administration) has been submitted for your action.

You can review and action the request using the link below:
http://eswebs5.anu.edu.au:6250/psp/hr92ace p/EMPLOYEE/HRMS/c/ANU_DLG_SS.ANU_POS_DLG_APPRVR.GBL?

Navigating to the approval form using HORUS:
Navigate to: Main Menu > Manager Self Service > ANU Delegations >

Authorise Position Delegation.
_____________________________________________________________|

Authonise shori-term acting delegations

There are no requests for you to authorise

[5] Save ||[=] Motify

The senior delegate will be able to review the delegation request and either
Authorise or Decline the request by selecting the corresponding options. A
reason will need to be provided if the request is declined.
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Authorise delegations assigned to a position

Use this form to authorise delegations assigned to a position.

RequestID: 00000038 Created By:l:l

Paosition 00000535 - ANU Officer 8 (Administration) in Department 22264 - HR Systems has the following delegations added to, or amended,
effective from 22 February 2017:

Delegation Profiles Find First'4' 10f 1" Last
*Profile Type *Profile ID Delegations
| | b
Individual Delegations Find | View All | & First'4' 10f1 '»' Last
Delegation ID  Cluster Description Legislative
1 000224 Purchase goods and semvices (excluding the signing of related contracts) within available project funds
for pre-approved Capital project contracts
Requestor Comments: |
. 2 .
*| guthorise the assignment and exercise of the delegations specified above to this Position Authorise Decline

Pl a5 ide a3 reason if declining -
L[ ) |

Return )

3 Once the Senior delegate approves the delegation for a position, the incumbent
of the position will be notified via email.

From: XXdo-not-reply@anu.edu.au [mailto:XXdo-not-reply@anu.edu.au]

Sent: Monday, 27 March 2017 4:55 PM

To |

Subject: For your information — changes to delegations assigned to position 00000535 - ANU Officer 8
(Administration).

Dear| I

This is to inform you that the delegations assigned to position 00000535 - ANU Officer 8 (Administration) have
been amended, effective from 28-Mar-2017.

End of guide
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