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This job aid describes the process of identifying and resolving positions which are pending due to recycled or denied actions in workflow. These transactions are not complete and remain in pending status until resolved by the originator. At Fiscal Year End, it becomes critical because these pending positions do not get updated for payroll purposes and there is a risk that a current employee’s pay can be tied to an incorrect or invalid funding source.   
How to Identify Denied or Recycled Positions
An EPM query has been developed to produce a listing of positions in the Denied or Recycled status.  The Agency Position Specialist navigates to Main Menu> Core-CT EPM> Reporting Tools> Query> Query Manager and the Query Manager Search page displays.
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· Enter all or a portion of the Query name in the box labeled begins with CT_CORE_HR_REC_DEN_POSITIONS and click [image: image2.png]


 button.
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· The Query will appear.  Click the Excel link under the heading Run to Excel.
· The Query results display in Excel.
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Position numbers have been removed for sensitivity reasons.
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· In the query, the Status column (Right of the Action Date column) lists the values of either ‘P’ (Proposed) or ‘D’ (Denied). This corresponds to the Position Status values of Proposed or Rejected on the Description tab of Position Data. 
· The VA Approval column lists either the value of ‘D’ (Denied) or ‘R’ (Recycled).  This corresponds to the Approval Action on the Position Approval tab of Position Data. 
· The second Status column (Right of the VA Approval column) corresponds with the Status on the Description tab of Position Data.  This field will only show an ‘A’ for Active positions. 
· The Pos Occ column lists either ‘Y’ (Yes) or ‘N’ (No) to indicate if the position is filled (occupied). 
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After positions are identified, Agency Position Specialists should review positions and utilize the appropriate procedure for update and/or correction. Some general criteria to follow regarding these positions are: 
· Denied positions on the Position Approval tab are usually returned as disapproved and are set to Rejected on the Description tab in the Position Status field. 

· Recycled positions on the Position Approval tab are usually returned for correction of values and remain in “Proposed” status on the Description tab in the Position Status field. 
It is important to review the comments of the approvers on the Position Approval tab to determine their intent in returning the position and whether it can be resubmitted with changes. 
How to Resolve Position Statuses of Denied or Recycled
There are a couple of different approaches for making corrections to these positions depending on documentation requirements. Also, depending on whether the position is new or previously established; the agency may choose to have the pending rows deleted by Central Core-CT. 
· Agency Position Specialist should first check their Worklist to find these positions by navigating to: Main Menu> Core-CT HRMS> Worklist> Worklist and clicking on the position link.
· If the positions are no longer in their Worklist, access and update these positions by navigating to: Main Menu> Core-CT HRMS> Organizational Development> Position Management> Maintain Position/Budgets> Add/Update Position Info.
When evaluating the proper action to take regarding your positions, please use the following criteria.
For positions with the Approval Action of Deny or Recycle and a Reason code of “EST” - Establish.  

These are positions which have been “Denied” or “Recycled” and have never had a Position Status of “Approved”.  In these cases, if you are not resubmitting corrections, you will need to inactivate the positions to remove them from the Worklist.  This will allow the Position Status to be set to “Approved” to indicate the inactivation is approved. 
In order to “Inactivate” a position:

· Add a new position row by clicking the [image: image8.bmp] button on the Description tab.

· Set the Status to “Inactive”.

· Set the Reason code to “INA”.

· Verify that the Originator of Change field is set to “Yes” on the new row entered.

· Enter comments in the Detailed Position Description link to document why the position is being inactivated and the circumstances surrounding the denial or recycle action.

· Click on the Position Approval tab. 

· Change the Action to “Approve”.
· Enter brief approval comments.

· Click Save.
The position will enter workflow since the original transaction required workflow. Once positions have entered workflow, you may send a request through the Core-CT Footprints system and request that the inactivation be approved.  It is not necessary for these requests to be approved by OPM or DAS. For agencies DPS, MHA, DSS, DOC and BOR workflow is normally necessary within the agency for inactivations. For positions in these agencies please submit the Footprints request once the agency approvers have completed their work to request that these inactivations also be set to “Approved”.  If you need assistance, you can contact the Help Desk at 860-622-2300.
To resubmit positions with corrections:
· Add a new position row by clicking the [image: image9.bmp] button on the Description tab.

· Verify the Status is set to “Active”.

· Verify that the Originator of Change field is set to “Yes” on the new row entered.

· Make the required changes necessary to obtain approval.

· Enter comments in the Detailed Position Description link to document why the position is being resubmitted and the changes made to the position.

· Click on the Position Approval tab. 

· Change the Action to “Approve”.

· Enter brief approval comments in the Position Approval tab.

· Click Save. 
The required workflow process will be resumed and the position will be approved or returned.


For positions with the Approval Action of Deny or Recycle and a Reason code other than ‘EST’ – Establish (i.e. the position had been previously approved but the most recent change was not approved).  

Option 1 - Changes which have been requested and documentation of the denial or rejection by approvers needs to be kept by the originator and the position must be reverted to prior status:

· Add a new position row by clicking the [image: image10.bmp] button on the Description tab. 
· Verify the Status is set to “Active”.

· Verify that the Originator of Change field is set to “Yes” on the new row entered.
· Reverse the field changes to the values in the latest row with a Position Status of “Approved” (e.g. if a reclassification, return to the prior jobcode value, if a funding change return to the prior combination code value, etc.).
· Enter comments in the Detailed Position Description link to document why the position is being reverted back to prior status.

· Click on the Position Approval tab. 

· Change the Action to “Approve”.

· Enter brief approval comments.

· Click Save.

The required workflow process will be resumed and the position will be approved or returned.
Option 2 - To resubmit recycled or rejected positions with corrections which may result in approval (Users should check with approvers before resubmitting denied position actions again):
· Add a new position row by clicking the [image: image11.bmp] button on the Description tab.

· Verify the Status is set to “Active”.

· Verify that the Originator of Change field is set to “Yes” on the new row entered.

· Make the required changes necessary to obtain approval.

· Enter comments in the Detailed Position Description link to document why the position is being resubmitted and the changes made to the position.

· Click on the Position Approval tab. 

· Change the Action to “Approve”.

· Enter brief approval comments in the Position Approval tab.

· Click Save.
The required workflow process will be resumed and the position will be approved or returned.
Option 3 – Rejected or Denied changes which do not need to be documented - the proposed rows can be deleted.

In order to restore these positions to prior approved status, please send a request through the Core-CT Footprints system to have the proposed rows removed.  If you need assistance you can contact the Core-CT Help Desk at860-622-2300.
By reviewing and updating these positions there will be fewer errors and fewer positions which do not get updated in the fiscal year end process. It will also ensure that a position with a current incumbent gets updated as required for the new budget year.
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