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Human Resources will no longer be available after June 30th, 2025. For more
information, visit the Human Resources and Staff Evaluation Deprecation FAQ.

Tool Search: Position Code

Position Codes allow you to store information that is common to a majority of people in a specific
position. The Position Code automatically supplies default information to the Personnel Work
Assignment and reduces the need for manual data entry. The information that the Position Code
supplies can be changed on an individual's Personnel Work Assignment.

To track additional data, add User Fields to the Position Codes screen. Your district may have
additional state-specific fields. See the Field Descriptions for more information.

What can | do? What do | need to know?

¢ Add New Position Codes ¢ Field Descriptions
¢ Update Existing Position Codes

¢ Print the Position Code Listing

¢ Print the Filled Position Listing
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Human Resources > Administration » Position Codes
E New n Save E Reports
Position Codes Edit Position Code
Code Descripfion Aclive Position Code Active Position Group
00001111 Weekly Position X .| |[oooo1111 |
010510199 District Administrafor X *Description
021010199 Director of Teaching & X |Wee|d;r Position |
Leamning
025110140 Principal - Elementary X CEEEEIEIE LIl
School [ Select a Value | * l
025110145 Principal - Intermediate X Assignment Code
School
5 -
025110160 Principal - High Schoal X | select a vaive - Lo
025110150 Principal - Middle School X EEQ Categery Bargaining Group
025210199 Activity Director X
023010199 Director of Special X
Education
029900199 Director of Community Ed X
029920199 Building & Grounds X
Supenvisor
029950199 Food Services Supervisor X
029990110 Transportafion Supervisor X
029999190 Assistant fo X
Superintendent
029999199 Director of Technology X
029999290 District HR. & Benefits X
029999350 Dstnct Fhance x Roles (CTRL click to select multiple) Salary Schedule (CTRL click to select muttipls)
029999490 Disirict Grants and X x;ﬂwsrlgr&aﬁ - E:ngj::;z::"umﬁrahve Azsistant .
Communication :
029999590 District Purchasing & x Behavior Admin l ExCurr: Exira Curricular
Payroll - Behavior Response Approver FoodServ: Food Service
Counselor TEA: Licenssd Staff
Exclude Behavior Referral hd Salary: Management hd
GL Account Number Percent
> [T1nn |

Q, Search foratool ors

-

Position Codes

Add New Position Codes

1. Click the New button.
Result

The New Position Code editor displays with the Active checkbox automatically selected.

2. Enter a unique Position Code.

3. Enter a Description to briefly describe the Position Code.

The remaining fields are optional. Use the information in the Field Descriptions to
complete the New Position Code editor.

4. Click the Save button.
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Update Existing Position Codes

1. Select the Position Code.
Result
The Edit Position Code editor displays.

2. Use the information in the Field Descriptions to update the Position Code.
The Position Code abbreviation cannot be changed.

3. Click the Save button.

Print the Position Code Listing

Campus allows you to print a comprehensive list of Position Codes. You may print a summary or
detailed version of the codes in PDF or CSV format.

To print the Position Code Listing, click the Reports button and select Position Code Listing from
the Report Type dropdown list.

Position Codes ¥

Human Resources » Administration » Position Codes

E Mew E Save E Reports
Positio odes i Posibo ode
Cod - —
00001111 [ ) ]
010510199 lREpﬂl't Options ® J
021010199 T

Report Type —
025110140 [ Position Code Listing v | -
025110145 View Options B
025110160 ® summary ) petail =
025110180 S5
e e
028010199 , - l
D Inactive Position Codes L
029900199 S5
029920199 Print Format |
o ® poF Oesv

029990110 D Shade Altemate Rows I.
029999190
029993199 Print Close
029999290 —
430000200 Riclsick oo L

Summary Options

The Summary option prints the Position Code/Description and the Assignment Code/Description.
You may include inactive Position Codes. Inactive Position Codes do NOT have an "X" in the Active
column.
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Report Type
Position Code Listing +

View Options

@ Summary ) Detail

Inactive Position Codes

@ pPDF ey

Shade Alternate Rows

Print Close

Position Code Summary Listing
Position Code/Description Active Assignment Code/Description
1200: Head Foothall Coach X
1210 Assistant Foothall Coach ®
1220: Sideline Manager X
EA: Elementary Assistant X
EPRINC: Elementary Frincipal x 1200 School Office Administration
ET-201: Elementary Teacher - X 2100: Elementary - 1st - 6th Grade
Cerified
HRADMIN: HR Administration ® 1231: Business Administration
ITADMIN: IT Administrator X 1231: Business Administration
PhyEd-MS: Middle School Phy X 3000: Middle Schoal 7th - 8th Grade
Ed Instructor
HS: High School Teacher X 4000: High School - 10th - 12th Grade

Detail Options

The Detail option allows you to sort the Position Codes alphabetically by code or by Position Group.
The Detail option also allows you to include the General Ledger Account Number assigned to the
code and any User Fields that have been added to the Position Code.
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‘Reporl Options ®

Report Type

Position Code Listing -
@ Detail

() Posttion Group

These options only
display when Detail is

© Summary

@ Position Code

Inactive Position Codes GL Account Number User Fields

@ PDF © csv

Shade Alternate Rows

Print Close

Print Position Code Options - Detail

Position Code Detail Listing
Position Group: Fall Coach
Position Assignment Business Union Salary Annual Hours Per  Days Per Days Per
Code/Description Active  Code/Description Unit Code Schedule Hours Day Week Year Classification EEO Category  GL Account Number Percent Role
1200° Head Football ® HS Coach o 0.0 o o Admin a3 101,005,000,000,316,000 100.0 Coaching
Coach Admin
1210: Agsistant Footiall x HS Coach 1) 0.0 ) o Admin 99 01,005,000,000,307,000 1000
Coach
Position Group: Teachers
Position Assignment Business Union Salary Annual Hours Per  Days Per Days Per
Code/Description Active  Code/Description Unit Code Schedule Hours Day Week Year Classification EEO Category  GL Account Number Percent Role
ET-201: Elementary ® 2100: Elementary - 1t - sl AFT Teacher 1720 0.0 o o Certified 05 01,005,000,000,304,000 100.0 Teacher
Teacher - Ceriified 6th Grade
PhyEd-M3: Middle School x 3000 Middle School Tth - FE AFT Instructor 1) 7.0 K 180 Cerlified 03 01,005,000,000,306,000 1000 Teacher
Phy Ed Instructor Sth Grade
S5-HS: High School Social x 4000 High Sehool - 10th - SCI AFT  Teacher ] 80 5 176 Certified 06 01,005,000,000,316,000 1000 Teacher
Studies Teacher 12th Grade

Position Code Summary Listing - Detail Example Sorted by Position Group

Print the Filled Position Listing

The Filled Position Listing allows you to see how many employees are associated with each
position. You may print a summary or detailed version of the Filled Position Listing in PDF or CSV
format. The detailed option includes specific personnel information like personnel numbers and
names.

To print the Filled Position Listing, click the Print Options button and select Filled Position Listing
from the Report Type dropdown list.

Report options are the same for the Summary and Detail views.
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Human Resources » Administration Position Codes

E MNew E Save E Reports
Positio odles Edit Position Code
Code In] il i Bngitinn Cars A i
00001111 _ la
010510199 Report Options ®
021010199 T

Report Type —
025110140 [ Filled Position Listing + | =
025110145 View Options B
025110160 ® summary ) Detail -
025110180 ]
025210199 _ - .
07901019 [ include Inactive Postion Codes | Include FTE u
029300199 =iy o ]
029920199 ® Cumrent Date () As Of Date [ 1m N
029950199 Filter Options
029999190 All Position Codes Paosition Code(s) Pasition Group
029999199 Print Format
028995250 ® poF Oesv m
029999390 d
[ =hade Altemate Rows
029999490 i
029999590 Print Close 2
TTCounsear T TTEX
Filled Position Summary Listing

Position Code Description Position Group Total Active
1000 Casual Hourly 170
1101 Teacher Elem Grade 1 11: Teachers 30
1102 Teacher Elem Grade 2 11: Teachers 20
1103 Teacher Elem Grade 3 11: Teachers 16
1104 Teacher Elem Grade 4 11: Teachers 19
1105 Teacher Elem Grade & 11: Teachers 17
1106 Teacher M= Grade 6 11: Teachers 12
1107 Teacher Elem Kindergarte 11: Teachers 15
1103 Teacher Elem ACM 11: Teachers u]
1109 Teacher Elem Music 11: Teachers 7

Filled Position Summary Listing Report Example

53517
0635
80635
33702
4108
6808

Filled Position Detail Listing

Position Group:

1000: Casual Hourly
Total Active: 170/ Total FTE: 45.010

Personnel Humber  Name

'STEPHENM SMITH
JOE BROWMN
JOE BROWN
AMMN JOHMSON
MARY JOMES
DAVID MEYERS

1.000

1.000

Start Date
087302012
0712012
0712012
ovio1zmz
06/01/2012
0712012

End Date

D6/3V2013
D6/3V2013

D6/3V2013

Work Location
Campus District Office
Campus High School
Campus Middle School
Campus High School
Campus District Office
Campus Elermeantary

Filled Position Detail Listing Report Example
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Field Descriptions

Some fields vary by state; i.e., fields may not be available or may have a different name in your
state. See the following field descriptions for details.

Field Description

Position An abbreviation that uniquely identifies the position in HR dropdown lists.

Code

Active This checkbox indicates whether the code is currently available for selection
in HR dropdown lists. When creating a new Position Code, this checkbox is
automatically selected.

Position This option identifies the group to which the position belongs.

Group

Description

To create or modify the Position Groups available in this field, see the HR
Codes Setup article.

A brief explanation of the position code.

Assignment An alternate code that is often used for state reporting.

Code

(Program

Code) This field is called Program Code in Oklahoma districts.
To create or modify the codes available in this field, see the HR Codes Setup
article.

EEO The EEO (Equal Employment Opportunity) category to which the position

Category belongs.
To view descriptions for the categories available in this field, see the HR
Codes Setup article. These categories cannot be modified.

Bargaining The bargaining group that is tied to this specific Position Code.

Group

Classification

Business
Unit

To modify the options available in this field, see the Bargaining Groups Setup.

The employee's position classification type.

To modify the Classifications available in this field, see the HR Codes Setup
article.

The business unit that describes the functional area associated with this
position.

To modify the Business Units available in this field, see the HR Codes Setup
article.
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Field

Pay
Frequency

Job Value

Full Time Rules

Description

The frequency with which this position is paid. Options include the following:

e BW: Biweekly

M: Monthly

SM: SemiMonthly
W: Weekly

A numeric value assigned to the position. This field is informational only.

This field is called Work Months in New York.

These fields provide the default values that define a 1.0 FTE for the Position.

Annual
Hours

Hours Per
Day

Days Per
Week

Days Per
Year

Roles

Salary
Schedule

GL Account
Number

The total number of annual working hours for this position. This field is not
required and the time entered in this field is not validated or compared to the
other time fields on this screen.

The total number of daily working hours for this position.This field is not
required and the time entered in this field is not validated or compared to the
other time fields on this screen.

The total number of working days per week for this position. This field is not
required and the time entered in this field is not validated or compared to the
other time fields on this screen.

The total number of working days per year for this position. This field is not
required and the time entered in this field is not validated or compared to the
other time fields on this screen.

The responsibilities associated with this position. Roles also control where an
individual's name displays (e.g. dropdown lists) and enables additional
features within the system.

The Salary Schedule(s) associated with this specific Position Code. When a
Position Code has salary schedules tied to it, only salary schedules that you
select here appear on the Work Assignment when this Position Code is used.

For more information about Salary Schedules, see the Salary Schedule Setup
article.

The General Ledger Account Number to be used for tracking account funding
distribution at the position level. If an account number is entered, the
following Percent field is required.
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Field Description

Percent This field denotes the percentage of funding that is distributed to this account
for this Position Code. The Percent is required if the GL Account Number
field is populated.

Total The total percentage for the account distribution set up. The Total Percent
Percent does not need to be 100%; however, it cannot exceed 100%.
Add Row This button adds a new row for entering additional GL Account Numbers and
percentages.

State Specific Field Descriptions

The field descriptions in this topic provide additional information about fields that are only
available in certain states.

Massachusetts | Minnesota | New York | Oklahoma | Wisconsin

Massachusetts

Title
» Click here to expand...

An alternate title for the Position Code.

*Position Code Active Position Group
-
*Description
Azsignment Code
|' Select a Value | v |
Title
|. Select a Value
; Y Borgammy = oup
-
-
Minnesota

STAR Extract
» Click here to expand...

This field allows you to identify whether a position should report on the STAR LA Extract, the STAR
NA Extract, or not report at all
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Pay Frequency Job Value

New York

BEDS Code
» Click here to expand...

This is the BEDS IMF Category code used for BEDS reporting.

To create or modify the codes available in this field, see the HR Codes Setup article.

Edit Position Code
Position Code Active  Position Group
BGSTCK B&G: Buidings and Gro
*Description

Stores Clerk
Assignment Code ;

8210: OTHER ADMIN COMPUTER STUDIES x | v |

Code '

CLERK: Clerical Staff «
EEQ Category Bargaining Group

State Reported Salary
» Click here to expand...

When this checkbox is marked, the Work Assignments that use this Position Code are included in a
calculation for the SIRS Staff Snapshot. The Annual Salary element reports the total sum of all
Work Assignments with positions that have this checkbox marked.

Active Position Group
CL: Clerical -

b

]

Bargaining Group

M4 Mon-affiliated -
} Business Unit

BUSCFF: Businezs Office -
I Work Months State Reported Salary
5

Oklahoma

OTRS Membership
» Click here to expand...
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This checkbox is only available for districts in Oklahoma and identifies whether a position is
Mandatory, Optional, or Ineligible for state retirement membership.

Benefit Plan Conversion Plan
BENELG AN1E00 «
Balance Plan FLSA Owertime Plan
- .

Annual Hours Hours Per Day
1568 8
OTRS Membership

-

Title
» Click here to expand...

An alternate title for the Position Code.

*Position Code Active Position Group
-
*Description
Azsignment Code
|' Select a Value | - |
Title:
|' Select a Value
; 3 BETgammyg sroue
-

OTRS Employment Year End Reporting
» Click here to expand...

The Full Time Rules area on the Position Codes tab allows tracking rules by Employment Year to
ensure accurate reporting if the rules are different than what is defined for the current year.

These fields are optional and if you do not use them, the OTRS reports will report the Full Time
Rules set up in the fields above this section.

Annual Hours Hours Per Day Days Per Week Days Per vear
0

OTRS Employment Year End Reporting

When needed, a record may be added to reflect changes for these fields when defined differentty than the current year. If no ent
exists for an Employment Year, the report will populate with the current year information from above.

| Add Employment Year |

> Employment Year Annual Hours Hours Per Day Days Per Week
-

Days Per vear Work Months QOTRS Membership

-
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Wisconsin

WISEstaff Position Code
» Click here to expand...

This field identifies the corresponding WISEstaff position code.

Hew Position Code
*Position Code Position Group

*Description

WISEstaff Position Code
Select a Value

WISEstaff Reported
» Click here to expand...

This checkbox allows you to identify whether a position should be included in WISEstaff reporting.
The checkbox is made available in preparation for future Campus enhancements and state
reports.

Hew Position Code

*Position Code Active Position Group
-
*Description
Assignment Code
-
EEQ Category Bargaining Group
- e
Classification Business Unit
- e
Pay Freguency Job Value WiSEstaff Reported
-
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