E PURDUE Quick Reference Guide

UNIVERSITY: Update Position Location Information

Supervisors can update the position location status, location (building), and essential worker fields for their direct reports.
These fields are important to maintain as they impact various initiatives.

e Access SuccessFactors or the Employee
Launchpad from OneCampus at

https://one.purdue.edu R peromunce -,
& s ‘Compensation
e Use your Login and Boilerkey. s

Succession

Recrulting

e Access the Org Chart tile or Company Info from -
the Home menu drop-down. ' , acy WL

Rog Reporting

Admin Center

My Team

Manage My Team Team Summary Org Chart

e Your direct reports are viewable in the Org Chart.
e Click Position Org Chart tab in order to access Position Details.

Org Chart | Position Org Chart | Company Structure Overview  Directory
search oy (RN - soorc JIEITEN

40010455
Senior Manager, HR Co...
Organizational Develop...

Q Search Org Chart [=]8o% + ® 1

~ UpOne Level

Change Management
(20010255
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40005649 40006926 40007557
Senior HR Communica... Graphic Designer OF Communication Spe...
Communications Profes timedia Designer C ications Profes.

"

Senior HR Communication Specialist (40005 =

e Click Position Number

e Click the as of today ™ under Position Title 7 Posion Detate

Code 40005649
Position Title  Senior HR Communication Specialist
Senior HR Communicati... o N ~ ~

e Click Edit (towards the upper right) in order to e Use today’s date for effective date
update details . e Click Proceed
Pasition: Senior HR Communication Specialist (40005649) & pemze x

Change Reason ~

Enter Effective Date for this change

*Code 40005649
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Update Location
e Click the Location drop-down list
e Select the appropriate Building - Click Save

Export control - US PERSONS  No

* Career Stream  Professional (P3
e -

Hybrid (Remote)25% - (On-Site.
Essential Worker Hybrid (Remote)75% - (On-Site...
Hybrid 50/50 (H100)

IA - Not Applicable (N/A)

On-Site - 100% (0100) vl

Remote - 100% (R100)
e || D

An updated date stamp appears at the bottom,
once saved.

Higher-Level Position

Update Location Status

e Click the Location Status drop-down list (towards
bottom)

e Select the appropriate Status - Click Save

Export control — US PERSONS  No

* Career Stream  Professional (P3'
T -

Hybrid (Remote)25% - (On-Site.
Essential Worker | Hybrid (Remote)75% - (On-Site...
Hybrid 50150 (H100)

NIA - Not Applicable (NIA) N
On-Site - 100% (0100) v -

Remote - 100% (R100)
Cancel

An updated date stamp appears at the bottom, once
saved.

Higher-Level Position

Update Essential Worker
e Click the Essential Worker drop-down list
e Select the appropriate Option - Click Save

Export control - US PERSONS  No

* Career Stream  Professional (P3
e -

Hybrid (Remote)25% - (On-Site.
Essential Worker | Hybrid (Remote)75% - (On-Site...
Hybrid 50/50 (H100)

NAA - Not Applicable (NAR)
On-Site - 100% (0100) vl

Remote - 100% (R100)

An updated date stamp appears at the bottom,
once saved.

Higher-Level Position
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