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Scenario A (Before Budget is created): 

Need a new position for a new employee 
❖ Under Fiscal - go to your Program page  

➢ For New Staff go to the top of page and click on STAFF 

 
➢ Fill in Staff Detail information and Save. Once Saved go back to top of page. 

❖ Click on POSITIONS.  

 
❖ Choose New Position 

❖ New page will come up and you will fill in all the information that is needed and SAVE 

 
❖ Remember do not put a Position End Date in. 

❖ Assign Staff to the Position and complete the Hr./Wk and Start Date only. Save Assignment. 
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❖ The Position should show up on the Budget page under Regular Salaries and Wages. 

 

 
 

Scenario B (Before Budget is created): 

Need a new position for an existing employee 

❖ Under Fiscal - go to your Program page  

❖ Click on POSITIONS.  

❖ Choose New Position 

❖ New page will come up and you will fill in all the information that is needed and SAVE 

❖ Remember do not put a Position End Date in. 

❖ Assign Staff to the Position and complete the Hr./Wk and Start Date only. Save Assignment. 

❖ The Position should show up on the Budget page under Regular Salaries and Wages. 

 

Scenario C (Before Budget is created): 

Need an existing position filled by a new employee 

❖ Under Fiscal – go to you Program page 

➢ For New Staff go to the top of page and click on STAFF 

➢ Fill in Staff Detail information and Save. Once Saved go back to top of page. 

❖ Click on Positions. Then click on Search. Search for your Program Name 

❖ A list of your Positions will come up, choose the position you want the New Employee to be assigned to. 

❖ Once you have chosen the correct Position and clicked View, the Position page will come up 

❖ On the top right hand of page, you will see Modify Assignment, click on this 

 
❖ The Position Assignment page will come up and then click on Add Staff Assignment. 

 
❖ The new staff’s name will show up and then fill in Hr./Wk and Start Date only.  Save Assignment. 

❖ The Position should show up on the Budget page under Regular Salaries and Wages. 
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Scenario D (Before Budget is created) 

Need an existing position filled by an existing employee. 
❖ Click on Positions. Then click on Search. Search for your Program Name 

❖ A list of your Positions will come up, choose the position you want the existing Employee to be assigned 

to. 

❖ Once you have chosen the correct Position and clicked on it, the Position page will come up 

❖ On the top right hand of page, you will see Modify Assignment, click on this 

❖ If the Position was filled by someone who left the program, you will need to type in the End Date, Last 

Check Run Date, and the reason for leaving the program. 

❖ The Position Assignment page will come up and then click on Add Staff Assignment. 

❖ The staff’s name will show up and then fill in Hr./Wk and Start Date only.  Save Assignment. 

 
❖ The Position should show up on the Budget page under Regular Salaries and Wages. 

 

Scenario A for Budget (Status is approved) 

❖ Under Fiscal - go to your Program page  

➢ For New Staff go to the top of page and click on STAFF 

➢ Fill in Staff Detail information and Save. Once Saved go back to top of page. 

❖ Click on POSITIONS and choose New Position 

❖ New page will come up and you will fill in all the information that is needed and SAVE 

❖ Remember do not put a Position End Date in. 

❖ Assign Staff to the Position and complete the Hr./Wk and Start Date only. Save Assignment 

❖ Creator will go to the original Budget and click on New Position Request. 

   
❖ This will take you to another page, which will show you the New Position that you want to request 

approval for. 

❖ Click on the Position and another page will come up, scroll down you will need to fill out the Salary 

amount and benefits.  Be sure to click the button Save & Submit to CSC. 
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❖ The KHA Contract Manager will be the person who will approve or disapprove the Position. 

 

Scenario A for Budget (Status is submitted) 

❖ The Budget would need KHA Finance to rejected it back so the below steps can be completed. 

❖ Under Fiscal - go to your Program page  

➢ For New Staff go to the top of page and click on STAFF 

➢ Fill in Staff Detail information and Save. Once Saved go back to top of page. 

❖ Click on POSITIONS.  

❖ Choose New Position 

❖ New page will come up and you will fill in all the information that is needed and SAVE 

❖ Remember do not put a Position End Date in. 

❖ Assign Staff to the Position and complete the Hr./Wk and Start Date only. Save Assignment. 

❖ The Position should show up on the Budget page under Regular Salaries and Wages. You will need to fill 

out the allocated amounts for this Position. 

 

Scenario A for Budget (Status is un-submitted which mean in Edit Mode for Agency) 

Need a new position for a new employee 

❖ Under Fiscal - go to your Program page  

➢ For New Staff go to the top of page and click on STAFF 

➢ Fill in Staff Detail information and Save. Once Saved go back to top of page. 

❖ Click on POSITIONS.  

❖ Choose New Position 

❖ New page will come up and you will fill in all the information that is needed and SAVE 

❖ Remember do not put a Position End Date in. 

❖ Assign Staff to the Position and complete the Hr./Wk and Start Date only. Save Assignment. 

❖ The Position should show up on the Budget page under Regular Salaries and Wages. You will need to fill 

out the allocated amounts for this Position. 

 

Scenario B for Budget (Status is approved) 

❖ Under Fiscal - go to your Program page  

❖ Click on POSITIONS.  

❖ Choose New Position 

❖ New page will come up and you will fill in all the information that is needed and SAVE 

❖ Remember do not put a Position End Date in. 

❖ Assign Staff to the Position and complete the Hr./Wk and Start Date only. Save Assignment 

❖ Creator will go to the original Budget and click on New Position Request.  This will take you to another 

page, which will show you the New Position that you want to request approval for. 

❖ Click on the Position and another page will come up, you will need to fill out the Salary amount and 

benefits.  Be sure to click the button Save & Submit to CSC. 

 

Scenario B for Budget (Status is submitted) 
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❖ The Budget would need KHA Finance to rejected it back so the below steps can be completed. 

❖ Under Fiscal - go to your Program page  

❖ Click on POSITIONS.  

❖ Choose New Position 

❖ New page will come up and you will fill in all the information that is needed and SAVE 

❖ Remember do not put a Position End Date in. 

❖ Assign Staff to the Position and complete the Hr./Wk and Start Date only. Save Assignment. 

❖ The Position should show up on the Budget page under Regular Salaries and Wages. You will need to fill 

out the allocated amounts for this Position. 

 

Scenario B for Budget (Status is un-submitted which mean in Edit Mode for Agency) 

❖ Under Fiscal - go to your Program page  

❖ Click on POSITIONS.  

❖ Choose New Position 

❖ New page will come up and you will fill in all the information that is needed and SAVE 

❖ Remember do not put a Position End Date in. 

❖ Assign Staff to the Position and complete the Hr./Wk and Start Date only. Save Assignment. 

❖ Once this is completed the Position will show up on the Budget. 

 

Scenario C for Budget (Status is approved) 

❖ Budget would need to be rejected back to the Creator 

❖ Under Fiscal – go to you Program page 

➢ For New Staff go to the top of page and click on STAFF 

➢ Fill in Staff Detail information and Save. Once Saved go back to top of page. 

❖ Click on Positions. Then click on Search. Search for your Program Name 

❖ A list of your Positions will come up, choose the position you want the New Employee to be assigned to. 

❖ Once you have chosen the correct Position and clicked on it, the Position page will come up 

❖ On the top right hand of page, you will see Modify Assignment, click on this. 

❖ If the Position already had a staff in there but the New Staff is replacing them.  You will need to go to the 

top of the page and click on Modified Assignment button.  You will need to give the old staff an End Date, 

the Last Check Run Date, and the reason for leaving.  

❖ Then click on Add Staff Assignment and chose the new staff that is replacing the other staff. 

❖ Remember to use the Start Date that the new employee will be on the payroll. It will have to be at least 

one day after the close date of old staff. 

❖ Remember do not put a Position End Date in for the New Staff. 

❖ Assign Staff to the Position and complete the Hr./Wk and Start Date only. Save Assignment. 

❖ Once this is completed the Position will show up on the Budget. 
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Scenario C for Budget (Status is submitted) 

❖ Budget would need to be rejected back to the Creator. If Position has been allocated money, then the new 

staff would have to be added and assigned to the Position. 

❖ Under Fiscal – go to you Program page 

➢ For New Staff go to the top of page and click on STAFF 

➢ Fill in Staff Detail information and Save. Once Saved go back to top of page. 

❖ Click on Positions. Then click on Search. Search for your Program Name 

❖ A list of your Positions will come up, choose the position you want the New Employee to be assigned to. 

❖ Once you have chosen the correct Position and clicked on it, the Position page will come up 

❖ On the top right hand of page, you will see Modify Assignment, click on. 

❖ If the Position already had a staff in there but the New Staff is replacing them.  You will need to go to the 

top of the page and click on Modified Assignment button.  You will need to give the old staff an End Date, 

the Last Check Run Date, and the reason for leaving.  

❖ Then click on Add Staff Assignment and chose the new staff that is replacing the other staff. 

❖ Remember to use the Start Date that the new employee will be on the payroll. It will have to be at least 

one day after the close date of old staff. 

❖ Remember do not put a Position End Date in for the New Staff. 

❖ Assign Staff to the Position and complete the Hr./Wk and Start Date only. Save Assignment. 

❖ Once this is completed the Position will show up on the Budget. 

❖ The Position Assignment page will come up and then click on Add Staff Assignment. The new staff’s name 

will show up and then fill in Hr./Wk and Start Date only.  Save Assignment 

❖ If Position has not been allocated money, then the Creator would have to allocate money to this position, 

then the new staff would have to be added and assigned to the Position. 

 

Scenario C for Budget (Status is un-submitted which mean in Edit Mode for Agency) 

❖ Under Fiscal - go to your Program page  

➢ For New Staff go to the top of page and click on STAFF 

➢ Fill in Staff Detail information and Save. Once Saved go back to top of page. 

❖ Click on POSITIONS.  

❖ New page will come up and you will fill in all the information that is needed and SAVE 

❖ If the Position already had a staff in there but the New Staff is replacing them.  You will need to go to the 

top of the page and click on Modified Assignment button.  You will need to give the old staff an End Date, 

the Last Check Run Date, and the reason for leaving.  

❖ Then click on Add Staff Assignment and chose the new staff that is replacing the other staff. 

❖ Remember to use the Start Date that the new employee will be on the payroll. It will have to be at least 

one day after the close date of old staff. 

❖ Remember do not put a Position End Date in for the New Staff. 

❖ Assign Staff to the Position and complete the Hr./Wk and Start Date only. Save Assignment. 

❖ Once this is completed the Position will show up on the Budget. 

 

Scenario D for Budget (Status is approved) 
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❖ Budget would need to be rejected back to the Creator 

❖ Under Fiscal – go to you Program page 

❖ Click on Positions. Then click on Search. Search for your Program Name 

❖ A list of your Positions will come up, choose the position you want the staff to be assigned to. 

❖ Once you have chosen the correct Position and clicked on it, the Position page will come up 

❖ On the top right hand of page, you will see Modify Assignment, click on this. 

❖ If the Position already had a staff in there but the Staff that is replacing them.  You will need to go to the 

top of the page and click on Modified Assignment button.  You will need to give the old staff an End Date, 

the Last Check Run Date, and the reason for leaving.  

❖ Then click on Add Staff Assignment and chose the staff that is replacing the other staff. 

❖ Remember to use the Start Date that the new employee will be on the payroll. It will have to be at least 

one day after the close date of old staff. 

❖ Remember do not put a Position End Date in for the New Staff. 

❖ Assign Staff to the Position and complete the Hr./Wk and Start Date only. Save Assignment. 

❖ Once this is completed the Position will show up on the Budget 

 

Scenario D for Budget (Status is submitted) 

❖ Budget would need to be rejected back to the Creator 

❖ Under Fiscal – go to you Program page 

❖ Click on Positions. Then click on Search. Search for your Program Name 

❖ A list of your Positions will come up, choose the position you want the staff to be assigned to. 

❖ Once you have chosen the correct Position and clicked on it, the Position page will come up 

❖ On the top right hand of page, you will see Modify Assignment, click on this. 

❖ If the Position already had a staff in there but the Staff that is replacing them.  You will need to go to the 

top of the page and click on Modified Assignment button.  You will need to give the old staff an End Date, 

the Last Check Run Date, and the reason for leaving.  

❖ Then click on Add Staff Assignment and chose the staff that is replacing the other staff. 

❖ Remember to use the Start Date that the new employee will be on the payroll. It will have to be at least 

one day after the close date of old staff. 

❖ Remember do not put a Position End Date in for the New Staff. 

❖ Assign Staff to the Position and complete the Hr./Wk and Start Date only. Save Assignment. 

❖ Once this is completed the Position will show up on the Budget. 

 

Scenario D for Budget (Status is un-submitted which mean in Edit Mode for Agency) 

❖ Under Fiscal – go to you Program page 

❖ Click on Positions. Then click on Search. Search for your Program Name 

❖ A list of your Positions will come up, choose the position you want the staff to be assigned to. 

❖ Once you have chosen the correct Position and clicked on it, the Position page will come up 

❖ On the top right hand of page, you will see Modify Assignment, click on this. 
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❖ If the Position already had a staff in there but the Staff that is replacing them.  You will need to go to the 

top of the page and click on Modified Assignment button.  You will need to give the old staff an End Date, 

the Last Check Run Date, and the reason for leaving.  

❖ Then click on Add Staff Assignment and chose the staff that is replacing the other staff. 

❖ Remember to use the Start Date that the new employee will be on the payroll. It will have to be at least 

one day after the close date of old staff. 

❖ Remember do not put a Position End Date in for the New Staff. 

❖ Assign Staff to the Position and complete the Hr./Wk and Start Date only. Save Assignment. 

❖ Once this is completed the Position will show up on the Budget with the new staff name. 


