How to Make Minor Position Updates in PeopleAdmin
Supervisor Instructions 

Please note: The minor position update process should be used to update an employee’s position summary, preferred qualifications, physical demands and/or duties. Please do not use this action to change an employee’s Salary, FTE or Title. If you are making more significant changes please contact Human Resources for assistance.
Step 1 – Login to PeopleAdmin

There are two ways to log in:
1. Login to InsideSOU
2. Click on one of the PeopleAdmin links
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Supervisor Instructions

Step 1 - Login to PeopleAdmin
There are two options

1. Login to InsideSOU
2. Click on the Faculty and Staff Tab
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Or 

1. Go to the URL jobs.sou.edu/hr 

2. Click on the Click HERE to log in with SOU Credentials (Do not try to login on this page). 
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Step 2- Login using your network user name and password

Step 3- When you log in you will see the home screen. You will need to be in the Position Management
E eader. If you are not in the position management, hover over the drop
down menu to the right of the Watch List tab. And select POSITION MANAGEMENT.
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Step 2- Once logged in, you will need to be in the Position Management Screen, which will have the orange header.  If you are not in the position management, hover over the drop down menu to the right of the Watch List tab and select POSITION MANAGEMENT.
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Step 3- Once in the position management screen you will need to select the Initiator View. You will do this in the drop down menu directly under where you selected the position management screen.
[image: image4.png]H %069

Picture

Document! -

Insett  Design  Layout  Refernces  Maings  Review  View  ACROBAT  Fomat Tellmewhatyouwant

= @ Pandora Radio - Listent [ Southern Oregon Univer X | M Inbox - hrs@sou.edu - Sout ¥t - B A P Find -
TDEB(W Colibi Body) -|11_-| A A"| A2~ | 209 | nagbeene| assbeene AaBbC( AsBbCcl AQD asebcer AcBbced AcBbCeD( AasbCcD. MaBBCCDC AaBbCcD: AcBDCCD AABSCCDU AABSCCDI AGBBCCD: | | s o
& > O |8 jovssouedu ¥ | MO o W e BT U Ao A- « Livomai | 1Nospac. Hesdng! Hesing2  Te  Subiile SubtieEm. Emphass meseE.  Stong  Quote  IntenseQu SubllReh IntenseRe. BookTile || | s gpore
Ciipboard 5 Font 5 Paragraph 5 Styes 5 Edting ~
© You are now viewing the system as a member of the Initiator group B il L o L 2 L 3 L 4 L s L & b} =

Position Descriptions ~ Titles | My Profile  Help N
Student Account, you have 0 messages.  Current Group: niator | togout
D | pocpiorarrin
POSTION MANAGENENT
Welcome to your Online Recruitment System e T—————— s
Shortcuts
Inbox @ 3
Diplaying s for group “Ittor
Postings (0) | Hiring Proposals (1) Actions (2)
Job Title Type Current State Owner
My Links M
Useful Links

Your Applicant Portal

(How Applicants access your N
Watch List @ PeopleAdmin system)
Postings (1) Hiring Proposals (0) Actions (5)
Job Title Type Current State State Owner
Assistant Professor/Education Faculty Posted Search Chair 7l

Pagelof1 Owords [ E S +





Step 4- Select the tab Position Description and then select the position of the employee you are making changes to 

 - for this example we will use Classified  
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Step 5- Click on More search options 
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Type in the employee name.  You can use first, last or both.  (Note that employees are entered with their legal names)
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 Step 6- Click on the blue job title area (Do not click on the box) and this will direct you to the Position Description summary 
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Step 7 Click on Minor Position Update 
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Step 8- You will be able to make minor changes to the employee’s position summary, preferred qualifications, physical demands, and duties. Do not make changes to the employee’s salary. Click next to save once changes have been made.
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Step 9- You will be able to make changes to the employee’s duties. If you wish to add a new duty click on the Add Job Duties Entry at the bottom, then click save or next to save the changes.
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Step 12- Now you are in the summary, click on the Take Action on Action drop down menu and select Send to HR Review (move to HR review) or if your Department Authority/Supervisor requests to review your proposed changes you can submit it to Department Authority. 
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Step 12- Now you are in the summary, click on the Take Action on Action drop down menu and
select Send to HR Review (move to HR review) or if your Department Authority/Supervisor
requests to review your proposed changes you can submit it to Department Authority.
= Mino Psiton Upéate: Amsaing SupportPerson
it
410words [ L] - 1

ant o do Signin | 9 share

W 50U Home - Southe € x { [ Tutorials | Human Resou X

@

[} Souther Oregon Univer X Fi] Souther Oregon Univer X / [ Souther Oregon Univer X

C | @ Secure

https://sou-sb.peopleadmin.com/hr/actions/2911

Position Descriptions.

Actions / ... / Minor Position Update / Academic Scheduling Coordinator / Summary

D Minor Position Update: Academic Scheduling Coordinator (Classified)  Edit
Current Status: Draft

Position Type: Classified

Home Department: Registration
and Records

Created by: Student Account
Owner: Student Account

Summary | History | Settings

@ Position Details Edit
Action Information

Position Vacated by Simpson, Katrina, who has accepted position F98533,
Justification

starting 1/1/15.
Effective Date of Change
Department Information
Department/Division
Job Location Ashiand (15 A)
NOG/WorkComp Code 8868 - Colleges/Schools Professionals

Employee Information

First Name Karen

Last Nama. Adams
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