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This Position Assignment report allows you to edit or create new position
assignments in the system.

Click the ** icon to edit an existing position assignment for an employee
@ Click the @ icon to create a new position assignment for an employee
You will also be able to determine if the position assignment is currently active
or not, by the traffic light icon in the ‘Record’ column, in conjunction with the
start/end dates.

The @ icon signifies the position assignment is active

® The ®icon signifies the position assignment is inactive
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You will also be able to determine if the employee is currently active or not, by
the coloured person icon in the ‘Active’ column.

The €Yicon signifies the person is active
@ The Oicon signifies the employee is inactive

The ‘Assignment Type’ column indicates whether the position assignment is
either a ‘Primary’ or ‘Secondary’ assignment.

Note: An employee should only ever have one active primary position
assignment at a time, whilst an employee can have many active
secondary position assignments at one time.

The ‘Reporting Type’ column indicates whether the position assignment is either
a ‘Primary’ or ‘Secondary’ assignment.

@ Note: An employee should only ever have one active reporting position
assignment at a time, whilst an employee can have many active
non-reporting position assignments at one time.
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How to Set an Employee Position Assignment
() Click the ‘Position Assignment’ link from the menu
@ Click the @ icon under the ‘New’ column
@ click the B icon to select a Position
@ Set a ‘Start Date’ by clicking on the B icon
(" Optionally set an ‘End Date’ if the position is temporary
@ Set the ‘Assignment Type' to either Primary or Secondary
() Set the ‘Reporting Type' to either Reporting or Non-Reporting
@ Set the ‘Reason’

) Set the ‘Allocation %’

I Position Assignment

ABBERLEY, Roland :0¢47

Position - Ravenclaw Student 4 Date Joined - 24/02/2014

Lecation - Hogwarts Castle Manager : FILIUS, Flitwick
Assignment
Person E ABBERLEY, Roland %
Position E *
Period of Assignment
Start Date The date of | [EJ
End Date The date of E
Nature of Assignment
Assignment Type ®primary OSecondary
Reporting Type ®Reporting ONon-Reporting
Reason indl |
Allocation % 100



