Steps to Prevent Requisitions being entered in the prior year:

The only way to prevent users from entering requisitions in the prior fiscal year, is to remove the
position type from their position. There is a new feature which will allow you to remove
position type from many positions at a time, which can be accessed through Configurations-
Position Type, by your District Security Approver.

Code Descrigton Appicaton SortOvder  Dinabled Date Time Stamp
D0 NOT DELETE Purchasing 2000 o N 2005 10304477 AM
Acct Tech Accounting Technician Purchasing 2000 o N GR2016 95718 AM
Assoc. Supt Assoaate Supanitendent of Business Purchasing 2000 “ N WA2005 2 1323827 PM
Bong Accng Bond ng 2000 ¥» N 2007 945 34 AM
Curmcutem Curricutsm Department Purchasing 2000 2 N B2005 200 50 123 PM
D Transportason Duracioe of Transportation Purchasing 2000 2% N 10272008 5 4335 PM
D of Fiscal Sves. Dwrecior of Fiscal Sarvices. Purchasing 2000 L N 11262007 1 1407 PR
Facibes Use Faciites Use Purchasing 2000 w N 102872008 10 57 01 AM
Wy ot Busget Manager ¢t Busget Purchasing 2000 50 N V2005 2 14 04 503 PM
Mg of Purchasing Manager of Purchasng Purchasing 2000 o N 1722007 91553 AM
Mot Dwector of Oper ng 2000 2 N 1022008 53827 PM
PO Crostor Purchise Oroer Creator Purchasng 2000 L N 2005 21545513 PM
Parchasing Buyer” Purchasing Buyer-DO NOY DELETE Purchasng 2000 o N V02005 10:30 23,967 AM
Purchasing Non-Buyer'  Purchasng Noo-8uyer-DO NOT DELETE __ Purchasing 2000 [ N 02005 10:30°14 217 AM
Miea Reasssons Purchasing 2000 T [} 200520810807 PM__|

Ste* Sie-DO NOT DELETE Purchasing 2000 o N 02005 10:30.14.293 AM
SteDapt Acmn Detactt S0 300 Department AQmenislrators Purchasing 2000 " N V102005 10:08 10,357 AM
SteDept Acmrestiators Site ng 2000 "0 N V2005 20021747 PM
Toch Dwecior of Technology Purchasing 2000 » N JA2005 2 1054 607 PM
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E 2] Position Type Code Req - Positions - Webpage Dialog X :
Available Positions Assigned Positions
Code Description Ad> | Code Description
Acct Tech - A/P A [T<Ri ‘ - CUR Accountant,
Acct Tech - A/P Ato L Accounting..” [Aadai>> | A - PUR Accountant.
Acct Tech - PUR/FAC Camilie <<Remove All | - SPEC Accounting..
Acct Tech- A/PMto 2 Accounting.. Acct Ass - SPEC Accounting..
Adm - ADS Administra.. Acct Asst Bus 21 Accountin..
Adm - AHS Administra.. Acct Asst Bus 2217 Accounting..
Adm - BHS Administra.. Acct Asst Pur Accounting..
Adm - CHS Adminéstra.. Acct Site - AHS Accounting..
Adm - HHS Administra.. Acct Site - BHS Accounting..
Adm - MHS Administra.. Acct Site - CHS Accounting..
Adm - SMHS Administra.. Acct Site - HHS Accounting..
Ass Principal - HHS Assistant P.. Acct Site - MHS Accounting..
Attendance and Welfare Tech Attendanc... Acct Site - SMHS Accounting.,
Cred Analyst Credential .. Acct Toch Accounting..
DBS Controlier SMCOE Dis. Acct Tech - ADLT Accounting..
Director - ASSESS Director - .. Acct Tech - Bus #3 Accounting.,
Director - BUS Director - .. Acct Tech - CURR Accounting..
Director - H/R Director - .. Acct Tech - F/A Accounting..
Exec Coord - HR & Instruction Exec Coord. Acct Tech - FAC Accounting..
Executive Asst-Curriculum Executive .. Acct Tech - M/O Accounting..
Fadlities Mor Fadilities M., Acct Tech - PUR Accounting..
Fadlities Use Specialist Facilities U.. Acct Tech - TRAN Accounting..
helpsmcoe SMCOE Hel. Adm - H/R Administra..
HR Generalist3 HR Genera.. Adm - PHS Administra..
HR Technician HR Technic. Adm - STU SVCS Administra..
HRAsstBenTech HR Asst/Be. Bond Acct Tech Bond Acco..
HROfficeAsst Human Re.. Director - TSG (INST) Director - ..
< > < >
.
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Once removed, the user, if logging into the fiscal year where their position type has been
removed, they will receive an error. Once the user gets kicked back to the Home page, they can

change the fiscal year at the bottom of the screen to the current fiscal year.

Fatal Error X
Fatal error, Please contact the HelpDesk with this message
Application_Startup:User test has no positions assigned in logon year
(2016)
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If the user needs to view the fiscal year (2020) in which their position type has been removed,
they can run reports or from the search screen change the fiscal year to 2020 and view
requisitions. If they try to add requisitions it will add the requisition in FY2020-21.
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