
Sign onto PB



Click on Positions, Employees and Assignments

Click on Positions, 

Employees and 

Assignments



Click on Position Maintenance

Click on 

Position 

Maintenance



Click on Organization (you can not type in the Org/Unit)

Click on Organization. 

(You cannot type in 

this field; you must 

use the pick list.)



In the Code field type in your Dept. # followed by an asterisk

In the Code field, type Dept # 

followed by an asterisk. The * 

is a wildcard, so you can limit 

the number of returns by 

including the unit and/or 

subunit. Example: 13*1000 

would return only 13_1000 

and 13_1000:1000. 

Then click Search.



Click Search – you must select a line that reflects both unit and sub-unit

Position Maintenance is 

grouped by cost accounting. 

Therefore you must select 

the line with both unit and

subunit.



Click on Search and the page should populate.

Click on Search to populate 

the position list.



Check the position that you wish to change and press Edit.

Check the position 

that you wish to 

change and press 

Edit.



The next two slides are the Edit Position Screen. You can change the function/mandate 

codes, the position unit, and/or position cost accounting for a position.  

If you modify any information in this screen you must fill in the – Next Year Position 

Number box with the complete Dept_unit_position #.

For instance, in the following screen, consider moving position 13_1000_0000294 and its 

cost accounting from 13_1000 to 13_2000. In the next slide, the Next Year Position Number 

box must be populated with 13_2000_0000294. Then in the following slide, the cost 

accounting must be changed to 13_2000:2000 at the bottom of the screen in the 

Organization box.

Do not change any other fields. For instance, if a different employee is in the position, DO 

NOT UPDATE THE EMPLOYEE’S NAME in this screen. Make this change manually on the 

final 19-2 hard copy submitted with your budget request.

If there are no changes to a position do not go into this screen.



If there are changes you 

must enter position i.e. 

13_XXXX_0000294



Cost accounting

Changes.


