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View Position Restrictions

Overview

This job aid outlines the process for an Employee, Manager, and other Workday security roles to view an
Employee’s Position Restrictions. Position Restrictions comprise the job summary, job description,
responsibilities and required qualifications of a specific position

Prerequisites: N/A

Important Information:

¢ An Employee’s Position Restrictions are visible to the Employee, their Manager, and other Workday
security roles

e Position Retrictions can be edited by several Workday Security roles, including Managers. This most
often happens during the Performance Review process or when there is a change in the Employee’s
position

Steps

1. Navigate to the Employee Worker Profile
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2. Locate the link for the Employee’s position on
the right side of the page and click the Related
Action icon

Job Details

Employee ID
999090035

Organization

Board of Regents (Elaine Mendoza [C]) >> 02999995
TAMU WU University College ((Virtual) Aniah Oren)

Paosition
P-00035 Business Administrator | D

Business Title

Business Administrator |

3. Select Postion > View Position Restrictions
from the Actions menu
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Note: Managers and other Workday Security
roles will have additional options listed

Actions

Position

Edit Position Restrictions

Manage Position Freeze

Compensation >

Transfer, Promote or Change Job
Favorite >

View Job History
Job Change > View Position Restrictions

Organization

Example of Manager view

The page will open to the tab Position
Overview. There are additional tabs such as
Qualifications, Default Compensation and more

On the Position Overview tab you will see the
following

Position Overview Qualifications Default Compensation Pre-Hires Incumbent History

Supervisory Organization 02999995 TAMU WU University College ((Virtual) Aniah Oren)

Organization Assignments  Company: Texas ABM University
TAMUS System Member Part: 02 Texas A&M University

Incumbent (Virtual) Liza James - 10

Job Posting Title Business Administrator |- 10

Job Description Summary  The Business Administrator |, under general supervision, manages the full range of business

developing, monitoring, and reporting accounts, budgets and other quantitative data.

The Business Administrator |, under general supervision, manages the full range of business
developing, monitoring, and reporting accounts, budgets and other quantitative data
Responsibilities

“Serves as an approver and back-p signer of vouchers and requisitions. Reviews and approy]
transactions, including assigning costs to appropriate accounts and projects. Monitors and df
development of annual budget documents.

-Plans, develops, implements, coordinates, and monitors programs or services. Develops and]
-Oversees annual fiscal year closing activities. Proposes solutions on complex financial prob
reports and space allocation reports. Manages allocations and reporting on unit facilities, fu
-Manages cash handling activities and unit capital equipment purchasing. Serves as account
resources units. Interprets System policies and regulations and University rules. Develops c
Manages maintenance of business files.

“Serves as office manager delegate. Implements and audits business procedure and trains st
procedures for special activities and programs. Assists in special investigations, program an;
“Manages personnel activities including preparing position analyses, updating position descr]
regarding personnel policies and procedures and identifies training needs

-Serves as a resource to principal investigator(s) for grant development, administration, and 1

Note: If changes are needed, Employees
should contact their Manager for assistance.
Managers can initiate the Edit Position
Restriction process with the HR Classification
and Compensation Analyst.

uiesy | workday.

To print (or save as pdf) click on the print botton
on the top right of the screen.

tion Analyst - Carmen Frazier Geos)

benthistory  Business Process History  Costing Allocations

sonsible for conducting job analyses to determine proper classification of positions; conducting and completing salary surveys; evaluating requests for new positions and recommending the
tatus; and assisting with overall administration of compensation programs. Works on the most complex of cases. Serves as Subject Matter Expert n specialty area.

sonsible for conducting job analyses to determine proper classification of d completing salary for new positions and recomy
tatus; and assisting with overall administration of compensation programs. Works on the most complex of cases. Serves as Subject Matter Expert n specialty area a5 well as sen
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Look for PDF in bottom left of the screen
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This completes the View Position Restrictions
process.
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