How to Renew a Position in PeopleAdmin
Instructions 

Please note: The Renew Position process should be used to update an employee’s start and end date, and salary. Talk to Human Resources BEFORE making changes to an employee’s salary. If you’re making more significant changes, please contact HR.
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). 

3. Click on the SSO Authentication Link
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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.
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Step 4- Select the tab Position Description and then select the position of the employee you are making changes to (Renew function is only for Administrative and Faculty positions)
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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 Renew Position 
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year which is from 9/16- 6/15)
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Step 8- You will be able to change the employee’s start and end date. Do not make changes to the employee’s salary unless you have spoken to HR first. (Typically, Administrative appointments run through the fiscal year which is from 7/1- 6/30 and Faculty appointments run through the academic year which is from 9/16- 6/15)
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Step 9- Change the employee’s start and end date then click next to save the changes. (If you are making more significant changes, contact HR)
Step 10- Now you are in the summary, click on the Take Action on Action drop down menu and select Department/Division Authority (move to Department/Division Authority)
[image: image12.png]W 50U Home - Southem € x [l Search |SOUHome X ' [} Southem Oregon Unive X { Fi] Souther Oregon Univer X / [ Southern Oregon Unive: X

@

C | @ Secure | httpsy/sou-sb.peopleadmin.com/hr/actions/2913

ition (1).doc [Compatibilty Mod:

et Design  Loyout  References  Mallngs  Review  View  ACROBAT QT i o [EERS PeopleAdin
Cut A P Find - Watch List
ﬁ TmesNewRo -[12_-| A & A2~ | % 2L nagbcene| assbceoe AaBbC AaBbCi AaBbC Assbced o o I | osmon wawcement v
Paste I U -akex, X° - TNormal | TNoSpac.. Heading1 Heading2 Title Subtitle o
' Format Painter = - - P 9 9 elect -
o S ARmIlEn B seect Position Descriptions [RI S I VYRS TS
Gipboard Font 5 aragraph 5 Ses 5 cating -
. 1 . 3 i 1 i 2 i 3 i 4 i 5 i s 5 7 ‘Student Account, you have 0 messages.  Gurrent Growp | Initiator v| logout
Actions / ... / Renew Position / Intensive English Program Teacher / Summary
D Renew Position: Intensive English Program Teacher (Administrative) Edit Tako Action On Action v
Current Status: Draft Keep working on this Action
Position Type: Administrative Created by: Student Account WORKFLOW ACTIONS
Home Department: International ‘Owner: Student Account Cancel Action (move to
- Programs Canceled)
Department/Division Authority
) Summary History Settings (move to Department/Division
Authority)
Step 10- Now you are i MY, the ~ Actie it il
select Department Authority (move to Department Authority Review) © Position Details ~Edt
T — Acton nformation

| Renew Position: Accommodations and Learning
‘Specialist (Admistrative) o

Gabinet Approval Obtained?

/ Department Information

Department/Division

] Job Location Ashland (15 A)

If other job location, please
specify

Ifthis is a split appointment
indicate which departments?

N NOGMorkGomp Gode

Employee Information

First Name David

Page6of6 382words ¥ ] - 1 + 100%

hitps://sou-sb.peopleadmin.com/hr/actions/2913#





