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Employee Central Overview 
 

 

Welcome to EMPowerSF Employee Central, our new employee information and position 
management system that replaced PeopleSoft in January 2022. 
 
Employee Central provides a variety of features that allow employees to have access to data all in 
one place. Having a single “source of truth” for this information allows SFUSD to streamline, 
automate, and connect business processes across Payroll, Budget, DoT, and HR in order to reduce 
errors and enhance customer service to schools and central offices.  
 
Employee Central is also connected to Recruitment and Onboarding, which means we have sufficient 
talent data to create comprehensive employee profiles, reports, and resources to support more 
informed decision-making across the organization. It allows administrators, managers, and HR to 
gain strategic insight into the entire organization. 
 
In tandem with this guide, please review the Hiring Guide to learn how to 
navigate the Recruitment and Onboarding module. It will contain related 
sections such as: 

●​ Requisition Creation & Approval Process 
●​ Employee Referral Process 
●​ Searching for a Candidate & Forwarding to a Requisition 
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Access Employee Central in EMPowerSF 
 

Employee Central is accessible through EMPowerSF. You will use your district email to log in. 
 
1.​ Follow this link to the EMPowerSF login page (it’s a good idea to add this to your bookmarks!), OR type 

empowersf.sfusd.edu. 
2.​ If you are not signed in to your SFUSD Google account, you will be asked to log in to your SFUSD Google 

account. If you are already logged in, SFUSD uses a Single Sign-On (SSO) system and you should be 
logged into EMPowerSF immediately.  

 
Here is a video of the login process 

If you are having trouble logging into EMPowerSF, please submit a ticket for assistance. 
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Organizational Chart Views 

 

 

Employee Central gives you different ways to view and search employees and positions! To access 
the Org Charts, navigate to  “Company Info” and select the Org Chart you want to view. 

 
 

 
 

●​ Org Chart: Displays a Supervisor’s current employees and their reporting relationships 
●​ Position Org Chart: Displays a Supervisor’s positions as well as the incumbent employees occupying 

them. View position details, create positions, change positions, or create job requisitions for hire here. 
Use the Position Org Chart with your Budget Analyst. 

●​ Company Structure Overview: Used to view org charts by Business Unit, Division, Dept, and People 
●​ Directory: Search for employees by Name, Person ID, Department, Division, Job Classification, or 

Location.  
 

 

Viewing & Searching the Org Chart 

 
To view all of the current employees that a Supervisor oversees, navigate to “Company Info” and then 
select “Org Chart.” Click on an employee to make the employee Quick Card pop up. From there, you can 
click the links to view the employee’s profile or take actions. 
 
You can use the icons in the top right corner to Zoom, Export, or Expand the Org Chart. The Org Chart can 
only be viewed as of the date you’re viewing it.  
 
If the Supervisor oversees a lot of employees, you might need to click “View More” in the bottom right 
corner to see all of the employees.  
 
Search an employee’s name in the box in the top left corner to view their basic information and where they 
sit in the District’s Org Chart. 
 
 

Back to Table of Contents 
5 



 

 
 
 
 

Viewing the Position Org Chart 
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To view all of the positions (occupied and vacant) that a Supervisor oversees, navigate to “Company Info” 
and select “Position Org Chart.”  
 
The Position Org Chart shows each position that a Supervisor oversees. You can see the name of the 
employee occupying any filled positions, as well as that person’s FTE and the position FTE. For regular 
positions with a headcount of 1, the FTE of the employee and positions should always match (e.g., 1/1 
FTE). If the position is vacant, you will see a little person with a plus sign icon that means that the position 
has been flagged as “To Be Hired.” 

 
If the Supervisor oversees a lot of employees, you might need to click “View More” in the bottom right 
corner to see all of the positions. Then, drag the screen to the left and right to view all positions. The 
positions are sorted in order of creation date, so you might need to use “Control F” to find a particular 
position. 
 
If you click “Up One Level,” you can see the supervisor of the position. If you look below, you will see the 
direct reports of the position. 
 
You can also use the icons in the top right corner to Zoom, Export, or Expand the Position Org Chart. 
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To view Positions with an effective Start Date in the future:  
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By default, you’ll see the Position Org Chart as of today. This includes all active positions as of today. Click 
the Calendar icon in the top right corner to enter a different effective date, either in the past or the future, 
that you want to use to view the Position Org Chart. 
 
To view future new positions created with an effective Start Date in the future, you must use the Calendar 
icon and specify an effective date in the future. This also applies to view position actions that have been 
approved for the upcoming fiscal year (we recommend August). 

 
 
To view Inactive Positions:  
By default, Inactive positions will be hidden from the Position Org Chart and search results. To view them, 
click the Eyeball icon in the top right corner for Display Options. Check the “Show inactive positions” box. 
 
The Position Org Chart results will refresh and inactive positions will appear with a diamond or dotted 
square icon. When searching, inactive positions will then show up in search results. Once you no longer 
want to view Inactive positions, uncheck the  “Show inactive positions” box. 
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Searching for a Position or Employee on the Position Org Chart 
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To search the Position Org Chart, select either “Search By: Positions” or “Search By: People.” Then, you 
can search by either the Position Number or Position Title (which often matches the Job Code description) 
or Employee Name. 

 
The system will save your place if you leave and come back. If you log out and go back to Position Org 
Chart, you’ll see the last position you searched. 
 
 
To search by a Position, you have two options:  

1.)​You can search by either the Position Number which is a unique 8 digit number assigned to the position. 
A drop-down of search results will appear if you type in only a portion of the Position Number. Click on 
the position you want to view in more details. 

 

2.)​You can search by Position Title (which often matches the Job Code description). A drop-down of search 
results will appear. Scroll down and click on the position you want to view in more detail. 
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To search by Employee Name: 
Select People from the  Position Org Chart Search By drop-down menu. 

 
In the Search box, type in the employee’s name. The more you type in, the more it will narrow the results. A 
drop-down of search results will appear. Scroll down and click on the employee you want to view in more 
details. 

 

 
 
 

Position Management Overview 
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Employee Central makes it easy to: 

●​ View and search employees and positions in Org Chart form 
●​ View Position Org Chart retroactively and in the future 
●​ View Position Details, Position History, and Position Hierarchy Details 
●​ View Incumbent Details and Incumbent History of the employee occupying the position 
●​ Create, Change, and Inactivate positions 
●​ Open requisitions for hire 
●​ View the workflow status of pending requests 
●​ Sync position changes to the incumbent employee 

 
 

 

Position Structure/Field Definitions 

 

There are a number of position data fields that have been added or changed in the design of 
Employee Central and the position management process.  

 

In this section, you’ll be able to answer the following questions: 

What is the structure of a position? What fields make up a position?  

Some position data fields are editable by the Supervisor. Other fields are defaulted based on another 
field (e.g., Employee Class is defaulted based on the Job Classification). Once an employee is 
assigned a position, they will inherit most of the position data fields. 

 

Overview Position 
Number 

A unique number 8-digit assigned to each position 

Status Active vs Inactive 

Start Date The Effective Date of the last position action 

●​ Can be retroactively-dated or future-dated 
●​ When creating positions, the Start Date is typically the 

beginning of the first pay period of the fiscal year. 

Position 
Action 
Reason 

The reason the last position action was taken (like  RPF Reason 
Code in PeopleSoft) 
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To Be Hired Vacant positions will always be set as “Yes” to indicate that they 
should be hired 

Position 
Details 

For you to make helpful notes or comments about the position 

Job 
Classifica
tion 

Job 
Classificati
on 

The code that indicated what job the position will perform (e.g., 
0700) 

●​ New name for Job Code in PeopleSoft 

Job Title The default description of the Job Classification code (e.g., Regular 
Classroom Teacher). Auto-populated based on the Job 
Classification 

Position 
Title 

A more descriptive title you can enter to name the position more 
specifically (e.g., Ethnic Studies Teacher) 

Employee 
Class 

Certificated, Para, or Classified. Auto-populated based on Job 
Classification 

Position 
Type 

Regular positions have one employee assigned to one position. 
Shared positions can have multiple employees assigned to one 
position 

●​ Shared position is the new name for Pooled Position in 
PeopleSoft 

FTE (Max. 
Headcount) 

The FTE can be up to 1.0 for Regular positions. For Shared 
Positions, this field becomes the Maximum Headcount. Standard 
Weekly Hours are auto-populated based on the Job Classification 
and FTE 

FTE Per 
Employee 
(Shared 
Positions 
Only) 

For Shared Positions, this field indicates the maximum FTE that any 
one employee in the position can work (e.g., a Shared Position can 
be FTE (Max Headcount) 100 but the maximum FTE Per Employee 
may only be 0.5 

Standard 
Weekly 
Hours  

Standard Weekly Hours are auto-populated based on the Job 
Classification and FTE. You can also edit this field and the FTE will 
automatically adjust. 

Pay Grade Auto-populated based on Job Classification 

Back to Table of Contents 
14 



 

Calendar 
Code 

Auto-populated based on Job Classification. Can be edited, 
particularly for Job Classifications that can work School Term or 
Year Round 

Union Code Auto-populated based on Job Classification 

Sub Eligible 
Flag 

Auto-populated based on Job Classification except when value is 
set to 'May be' on job. Indicates whether the position is eligible for a 
substitute in the SFE Sub System if the employee is absent 

SFE 
Classificati
on 

Indicates what type of substitute job should be advertised in the 
SmartFind Express (SFE) Substitute System when the employee is 
absent. This ensures the substitute is brought in for the correct 
course subject.  

Organizati
on 
Informati
on 

Company This is always “SFUSD” 

Business 
Unit 

“School” or “Central” 

●​ No longer means Certificated, Paraprofessional, and 
Classified like it did in PeopleSoft 

Division Central Office Divisions as well as Early Education, Elementary, 
Middle, K-8 and High. 

Department The Dept or School where the position is managed.  

●​ If a position is supervised at a school but managed centrally, 
the Dept ID must be the Central Office. (e.g., Music Teacher 
supervised by a Principal should have VAPA Dept 104 to 
allow the VAPA Dept to manage the position) 

Location Physical address where the position works.  

●​ There is a generic option called 99900-Multiple Work 
Locations that can be used when one employee is assigned 
to multiple sites OR multiple employees in a pooled position 
are assigned to different sites.  

●​ There is no more TImeroll Location field like in PeopleSoft 

Supervisor 
Position 

Responsible for approving timesheets and time off requests. They 
will also be responsible for initiating position-related actions and/or 
approving some of the employee event changes (e.g., termination 
process). 
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Additional 
Informati
on 

Consolidati
on Tag 

Supervisors can use this to flag positions during HR’s consolidation 
process. 

Funding for 
Position 

Indicates what type of funding or time period the position is funded 
by. Ongoing funding is for positions that are funded by stable 
Resources, Temporary funding is for grant-funded or time-limited 
Resources, and Summer funding is for Summer School 

Expected 
End Date 
(of the 
founding 
source) 

Required only for Temporary or Summer funding. Indicates the 
expected end date of the funding source here. Nothing happens 
automatically once the Expected End Date is reached. 

Funding 
Source 

Org, SACS 
Code, and 
FTE 

Each position may be split-funded with up to four different SACS 
Codes. The FTE of each SACS Code indicates what percentage of 
the position should be funded by that SACS Code. 

 

 

 
 

View Position & Incumbent Employee Information 

 

View High-Level Position Data 

​
Click on the position to see high-level Position Details, Position History, Position Hierarchy Details, 
Incumbent Details, and Incumbent History. By default, you’ll view the position “as of today.” Click to change 
the date to see the position retroactively or in the future (e.g., July 1).  

High-level Position Details will be displayed at the top. This includes Position Number, Position Title, Job 
Classification, Employee Class, Department, and Location. 

The Position History is especially helpful for seeing all the effective changes when a position was changed in 
the past as well as when the position is scheduled to be changed next in the future.  

TIP: When we went live with the new system in January 2022, all positions migrated to the new system had an 
effective start date of December 21, 2021 (i.e., this date is the “beginning of time” for positions in 
EMPowerSF). For future fiscal years, new positions are most typically created effective July 1 to align with the 
fiscal year. 

The Position Hierarchy Details shows up for Supervisor positions only. This shows many positions report to 
the Supervisor directly below. It also sums up the total FTE of the employees as well as the total FTE of all 
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positions (including vacant positions). All vacant positions will have a status of “To Be Hired.” Filled positions 
are occupied with Incumbent employees. 

The Incumbent Details shows the name of the employee who is occupying the position as of the date of the 
Position Org Chart. Click to change the date to see who will occupy the position in the future or who occupied 
it in the past.  
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View All Position Details 

 

To drill down further and see all position details, click the “Show Position Details” icon. It looks like an index 
card. Below is an example of all the position data details. It includes Position Number, Job Classification data, 
Organization Info data, Additional Info, and Funding Source all in one page

 

. 

Back to Table of Contents 
19 



 

 

Back to Table of Contents 
20 



 

 

 

 

View Incumbent Employee History 

 

To drill down further and see all employees who occupied a position over a period of time, click “Show Menu” 
– it looks like three horizontal lines in the top right corner. Click “Show Incumbent History.”  
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Enter dates in the “From” and “To” date range boxes to see all employees occupying the position in both the 
past, present, or future.  
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Once you have selected one position, you can take several actions right there, including: 

●​ View the history of the employee occupying the position “Show Incumbent History” 
●​ Add Lower Level Position begins the process to submit a request to create a new position who 

would be Supervised by the position selected.  
●​ Add Peer Position begins the process to submit a request to create a new position who is 

supervised by the same Supervisor as the position selected 
●​ To begin the process to hire for a vacant position, click Create Job Requisition 

 

 

 
 

Create a New Position (Including Job Classification Changes) 

 

Steps to Creating a New Position 

The best time to request position additions, changes, or inactivations is during Spring Budget Development. 
The Budget Office will review and upload all position actions for you over the Spring and Summer. Any ad-hoc 
position actions must be submitted manually from the Position Org Chart by the Supervisor (or Central Office 
Budget Manager). 

In this section, you’ll learn how to submit a request to create a new position (either as an addition to your 
roster of positions or as a net-neutral job classification change). Creating a new position will generate a new 
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8-digit Position Number that will be used to track the position. If you already have an existing vacant position 
number and just want to hire for it, you can Create a Job Requisition for Hire directly. 

Click on Company Info and select Position Org Chart. 

 

 

 

To create a new Position, you have two options:  

The Supervisor should select an existing position in their Position Org Chart – either a peer of the new 
position or their own Supervisor position. Click on “Show Menu” in the top right corner (looks like three 
horizontal lines) and select either: 

1.​ “Add Peer Position” allows you to select an existing position that reports to the same Supervisor to use as 
a template for the new position.  
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2.​ “Add Lower Level Position” allows you to select your own Supervisor position to use as a template for a 

new position that will report to you.  Please note that you will need to select a new Job Classification, 
because the one that defaults will match the Supervisor’s. 

 
A window will pop up that allows you to view, edit, and enter any missing position data details. The following 
pages will explain each field in the Position section.  
 

TIP: Once you’re on this screen, you cannot save your work and come back.  

●​ Please collect all of the information you need in advance, including the SACS Code of the funding source, 
so that you’re ready to enter the position details and submit your request when you come to this screen. 
The SACS Code will not copy over from the previous position you selected as a template. 
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●​ To look up the position details or SACS Code of another position without losing your place, you can right 

click on the EMPowerSF tab you’re on, select “Duplicate,” and then start a simultaneous session in 
EMPowerSF.  
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To view the position data field definitions, please refer to the Position Fields Definitions in the previous 
section. 

●​ Status: “Active” for new positions 
●​ Start Date: The effective date that the position is budgeted to begin. Typically aligns with the start of a pay 

period. Can be retroactively-dated or future-dated. The start date must be entered in the following format: 
MM/DD/YEAR. 

●​ Position Action Reason: Select from two options: 
a.​ New Position Addition (NPR): Adding a net additional position and are budgeting additional funds 

for it 
b.​ New Position for Job Classification Change: New position is net neutral from a number of FTEs 

standpoint. You will be creating a new position with a different Job Classification, transferring an 
employee from an existing position into it, and then inactivating their prior position once vacated 

■​ Inactive Prior Position: This field will popup below the Position Action Reason field. Please 
enter the existing employee’s current position number that will be inactivated after they are 
transferred to the new position. 

Here is an example of selecting “Position Action Reason: New Position for Job Classification Change:” 

 

●​ Position Details: Optional field where you can make helpful notes or comments about the position 
●​ Job Classification:  If you choose to create a peer-level position, the Job Classification will be 

pre-populated for you. If you create a lower-level position, make sure to change the Job Classification listed 
(or else it will match the Supervisor’s!). 

a.​ Selecting a Job Classification will auto-populate some non-editable fields:  
■​ Employee Class, Job Family, Pay Grade, Union Code, and Sub Eligible Flag. Here is an 

example: 
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b.​ Selecting a Job Classification will auto-populate some editable fields as well. The following fields 
will default to the most common option, but they can be edited: 

■​ Position Title: Defaults to match the Job Title (e.g., Regular Classroom Teacher). However, 
you can edit this to be a more descriptive title (e.g., Ethnic Studies Teacher) 

■​ Calendar Code: Defaults to the most common for the Job Classification. Can be edited, 
particularly for Job Classifications that can work School Term or Year Round 

■​ SFE Classification: Indicates what type of substitute job should be advertised in the 
SmartFind Express (SFE) Substitute System when the employee is absent. This ensures the 
substitute is brought in for the correct course subject.  

 

●​ Position Type: Select from dropdown as 1:1 Position (Regular Position)  or “Shared Position.” Regular 
positions have one employee assigned to one position. Shared positions can have multiple employees 
assigned to one position 

a.​ Shared position is the new name for Pooled Position in PeopleSoft 
b.​ Almost all positions will be Regular Positions where there is 1 employee, in 1 position, and the max 

headcount is 1. Shared Positions are not common or standard practice for most schools and 
Central Office Depts. 

●​ FTE (Max. Headcount): Usually no more than 1.0 FTE. If you change the FTE, the Standard Weekly Hours 
will automatically update. 

a.​ For all Regular positions, enter the FTE (1.0 FTE max).  
b.​ For Shared positions, enter the max headcount – the number of employees who can occupy the 

position. 
■​ FTE per Employee: For Shared Positions, this field will popup below the FTE (Max 

Headcount) field. Please enter the maximum FTE of any one employee in the Shared 
Position (1.0 FTE max)  

●​ Standard Weekly Hours: Calculated based on Job Classification and FTE. If you change this, the FTE will 
automatically update. 

Here is an example of selecting 1:1 Position (Regular Position) versus  “Shared Position” with the FTE per 
Employee field popped up below: 
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The following Organization Information fields should carry over from the position you used as a template. 
Only select a different value if you need to. 

●​ Company:  This is always “SFUSD” 
●​ Business Unit: “School” or “Central.” No longer means Certificated, Paraprofessional, and Classified like it 

did in PeopleSoft 
●​ Division: Central Office Divisions as well as Early Education, Elementary, Middle, K-8, and High. 
●​ Department: The Dept or School where the position is managed.  

a.​ If a position is supervised at a school but managed centrally, the Dept ID must be the Central Office. 
(e.g., Music Teacher supervised by a Principal should have VAPA Dept 104 to allow the VAPA Dept 
to manage the position) 

●​ Location: Physical address where the position works.  
a.​ There is a generic option called 99900-Multiple Work Locations that can be used when one 

employee is assigned to multiple sites OR multiple employees in a pooled position are assigned to 
different sites.  

b.​ There is no more TImeroll Location field like in PeopleSoft 
●​ Supervisor: Non-editable. Responsible for approving timesheets and time off requests. They will also be 

responsible for initiating position-related actions and/or approving some of the employee event changes 
(e.g., termination process). 
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There are three new fields on the position in the Additional Information section. Use the drop-downs and date 
field to make your selections.  

●​ Consolidation Tag: “No” for new positions 
●​ Funding for Position: Ongoing, Temporary, or Summer. Indicates what type of funding or time period the 

position is funded by.  
a.​ Ongoing is for positions that are funded by stable Resources 
b.​ Temporary is for grant-funded or time-limited Resources 
c.​ Summer is for Summer School 

●​ Expected End Date: Required only for Temporary or Summer funding. Indicates the expected end date of 
the funding source/position here. 

Here is an example of selecting Temporary funding (e.g., for a grant that will expire at the end of the fiscal 
year) and adding an expected end date of the funding source: 

 

Each position may be split-funded with up to four different SACS Codes. The FTE of each SACS Code 
indicates what percentage of the position should be funded by that SACS Code. 

●​ Org 1: Enter the Org of the SACS Code to limit the number of SACS codes that appear in the SACS Code 
drop-down. 

●​ SACS Code 1: Select a SACS Code from the drop-down.  
a.​ Make sure to check your budget in PERCii so that you select the right SACS code.  
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b.​ Make sure that you select an Object Code that corresponds to the Job Classification (e.g., 0700 

Regular Classroom Teacher positions are budgeted in Object Code 1101 Certificated Salaries) Only 
valid SACS Codes in PERCii will appear in the list.  

c.​ If you try to copy/paste the SACS Code, please be sure to retain the dashes but omit the 4-digit 
fiscal year (e.g., 2022) 

●​ FTE 1: Enter the portion of the FTE that will be funded by this SACS Code (up to 1.0 FTE). The FTE % field 
next will check that all SACS Codes add up to 100% so that the position is fully funded.  

●​ Repeat steps above to split-fund a position with up to four different SACS Codes 
 
Each Job Classification now has a recommended Object Code for the SACS. For example, 0700 Regular 
Classroom Teacher positions should be budgeted in the Object Code 1101 Certificated Salaries. If you enter a 
SACS Code that includes a different Object Code, you’ll receive a warning. Please double-check that the Object 
Code is accurate in these cases. 
 

 
 

 

Submitting Your Request 

 
When you’re finished funding the position, click “Save.” If the start date of the newly created position is not 
dated July 1, a warning message is displayed suggesting that the start date be verified before proceeding. 
Click “Yes” to acknowledge that you double-checked that the Start Date is accurate. Click “Cancel” to go back 
and edit the Start Date. 
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TIP: A warning message appears to double-check the effective start date entered to ensure it is correct. 
Typically the effective start date should align with the start of a pay period. 

Positions that begin at the start of the new school year should be created to align with the start of a pay 
period (7/21/23 for monthly certificated educators; 7/5/2023 for biweekly paras and classified staff). 
 

 
If you like, you can write a comment for the Budget and/or HR Approvers to provide more information about 
the new position you want to create. This field is optional but recommended. 
 
You can also click on “View Workflow Participants” to see who exactly in Budget and HR will be responsible 
for approving the request.  
 

 
 

When you click “Confirm,” you’ll see the following message: “Changes cannot be made to the newly created 
position until the request has been approved or rejected.” This means that you cannot submit another position 
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action for this position until the current one has been processed. The new position will be assigned a 
preliminary 8-digit Position Number. 
 

 
 

 

Pending Request Approval Process & Visibility 

 
Approval Process for Create Position Action Requests: 

●​ The position request is sent to the Budget Team (Approver1).  
○​ The request will then be routed to your assigned Budget Analyst for review and approval. If 

you have questions, please contact your assigned Budget Analyst.  
●​ The Budget Approvers have the option to “Approve” the request as-is or “Send Back” the request for 

edits. 
●​ After the position is approved by the Budget Team… 

○​ Certificated and Para Positions: The position is created! 
○​ Classified Positions: The request is sent to the HR Classified Team (Approver2) for 

approval. 
●​ As the request is routed to the various Workflow Approvers and approved or sent back, the 

Supervisor of the new position will receive email notifications keeping them up-to-date on the 
request’s progress. 

 
View the status of your Position Action Requests: 

●​ Click on the Pending Request tile at the bottom of the homepage.   
●​ Requests Waiting for My Approval (on the left): Shows requests that have been “sent back” by 

Budget or HR and need edits and re-submission 
●​ My Requests Waiting for Approval (on the right): Shows requests pending approval. Will display 

“Currently with ___ Team” so that you know who is currently reviewing the request.  
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To view the newly approved position on the Position Org Chart: 

●​ Select Company Info from the drop down menu 
●​ Click on Position Org Chart  

○​ If the position Start Date is in the future, use the Calendar Icon in the top right corner to 
change the effective date of the Position Org Chart from Today to a future date 

●​ The newly created position is displayed.   
 

Change a Position 

 

Steps to Changing an Existing Position 

The best time to request position additions, changes, or inactivations is during Spring Budget Development. 
The Budget Office will review and upload all position actions for you over the Spring and Summer. Any ad-hoc 
position actions must be submitted manually from the Position Org Chart by the Supervisor (or Central Office 
Budget Manager). 

In this section, you’ll learn how to submit a request to change an existing position. For Job Classification 
changes, see the “Create New Position” instructions above. The example below is to change the Supervisor of 
a Position.  

If the position itself is accurate but you want to change the employee in the position, you will need to work 
with the appropriate HR Analyst to complete an employee transfer instead. 

If you’d like to change the FTE of a filled position, please have the employee fill out and submit an FTE 
Increase/Decrease Form to the appropriate HR Analyst. 

TIP: Collect any information you’ll need in advance. You won’t be able to save your work and come back after 
starting the process of submitting a position action request. 

●​ Please collect all of the information you need in advance. 
●​ To look up the position details or SACS Code of another position without losing your place, you can right 

click on the EMPowerSF tab you’re on, select “Duplicate,” and then start a simultaneous session in 
EMPowerSF.  

Back to Table of Contents 
36 



 
●​ For School Sites: Positions funded by school sites are “owned” by that school site. Please do not change 

the Supervisor or Location of any school site-funded positions to a different school. 
●​ For Central Offices: If you are changing the Supervisor of a position, collect the new Supervisor’s Position 

Number in advance (not their name).  

 

Click on Company Info and select Position Org Chart. 

 

 

 

The Supervisor should select an existing position in their Position Org Chart that they want to change. Click on 
the left side or top half of an existing position in your Position Org Chart that you want to change (don't click 
on the employee's name or picture). Click on the “Show Position Details” button at the top left. It looks like an 
index card. 
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The Position Details will appear in a pop up. From there, click on the “Edit” link in the top right corner.  
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Then, you will be prompted to enter an Effective Date for the change and click “Proceed”. The date can be 
retroactively-dated or future-dated. The effective date must be entered in the following format: MM/DD/YEAR. 

TIP: Consider the most appropriate effective date that the changes should take effect. Changes should 
typically take effect the start of a pay period. 

●​ For most changes that began at the start of the school year, use an effective date that aligns with 
the start of a pay period in July (7/21/23 for monthly certificated educators; 7/5/2023 for biweekly 
paras and classified staff). 

●​ For FTE or Calendar Code changes, the effective date must align with the start of a pay period. For 
Certificated or Certificated Admin employees, reach out to your HR Staffing Analyst to confirm the 
best effective date to use. 

●​ For past fiscal years, changes can no longer be made. To change funding prior to 07/01/2023 if the 
books are not yet closed, please reach out to the Accounting Department to discuss a manual 
expenditure journal. 

 

 

Depending on the Effective Date you enter and whether or not there is already a record with the same Effective 
Date, the changes will be categorized as either: 

●​ Insert Position: Add a record with new Effective Date that doesn’t yet exist 
●​ Correct Position: Change an existing record for an Effective Date that already exists 
 
The position edit screen will appear with editable position details fields. The following pages will explain each 
field you can change in the Position section.  
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Position Data Fields You Can Change 

To view the position data field definitions, please refer to the Position Fields Definitions in the previous 
section.   

You can Change only the following fields for an active position: 

●​ Position Action Reason: Select the “Change” option that best represents the change. Your selection will be 
used for HR Reporting, so please try to be as accurate as possible.  

a.​ When changing multiple fields, please select the key driver that is triggering this change. For 
example, a change in department could trigger a change in funding source or location change, 
however, the Position Action Reason would be Change in Department. 

b.​ “Fall Budget Revision” and “Spring Budget Development” are for Budget Office Use Only.  

TIP: This field will be pre-populated with the most recent Position Action Reason. So make sure to review 
this field and select the correct Position Action Reason for this current change!  

●​ Position Details: Optional field where you can make helpful notes or comments about the position 
●​ Job Classification:  NON-EDITABLE. It looks editable, but it is not. See the “Create New Position” 

instructions above for Job Classification changes. 
●​ Position Title: Can be edited to be a more descriptive title (e.g., Ethnic Studies Teacher) 
●​ Position Type: Select from dropdown as 1:1 Position (Regular Position)  or “Shared Position.” Regular 

positions have one employee assigned to one position. Shared positions can have multiple employees 
assigned to one position 

a.​ Shared position is the new name for Pooled Position in PeopleSoft 
b.​ Almost all positions will be Regular Positions where there is 1 employee, in 1 position, and the max 

headcount is 1. Shared Positions are not common or standard practice for most schools and 
Central Office Depts. 

●​ FTE (Max. Headcount): Usually no more than 1.0 FTE. If you change the FTE, the Standard Weekly Hours 
will automatically update. 

a.​ For all Regular positions, enter the FTE (1.0 FTE max).  
b.​ For Shared positions, enter the max headcount – the number of employees who can occupy the 

position. 
■​ FTE per Employee: For Shared Positions, this field will popup below the FTE (Max 

Headcount) field. Please enter the maximum FTE of any one employee in the Shared 
Position (1.0 FTE max)  

●​ Standard Weekly Hours: Calculated based on Job Classification and FTE. If you change this, the FTE will 
automatically update. 

●​ Calendar Code: Can be edited, particularly for Job Classifications that can work School Term or Year Round 
●​ SFE Classification: Indicates what type of substitute job should be advertised in the SmartFind Express 

(SFE) Substitute System when the employee is absent. This ensures the substitute is brought in for the 
correct course subject.  

●​ Business Unit: “School” or “Central.” No longer means Certificated, Paraprofessional, and Classified like it 
did in PeopleSoft 

●​ Division: Central Office Divisions as well as Early Education, Elementary, Middle, K-8, and High. 
●​ Department: The Dept or School where the position is managed.  
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a.​ If a position is supervised at a school but managed centrally, the Dept ID must be the Central Office. 

(e.g., Music Teacher supervised by a Principal should have VAPA Dept 104 to allow the VAPA Dept 
to manage the position) 

●​ Location: Physical address where the position works.  
a.​ There is a generic option called 99900-Multiple Work Locations that can be used when one 

employee is assigned to multiple sites OR multiple employees in a pooled position are assigned to 
different sites.  

b.​ There is no more TImeroll Location field like in PeopleSoft 
●​ Supervisor: To designate a different Supervisor, you must enter the Supervisor’s Position Number or 

Position Title. You cannot search by name in this field. 
a.​ Responsible for approving timesheets and time off requests. They will also be responsible for 

initiating position-related actions and/or approving some of the employee event changes (e.g., 
termination process). 

●​ Consolidation Tag: Change to “Yes” to flag positions for consolidation to HR 
●​ Funding for Position: Ongoing, Temporary, or Summer. Indicates what type of funding or time period the 

position is funded by.  
a.​ Ongoing is for positions that are funded by stable Resources 
b.​ Temporary is for grant-funded or time-limited Resources 
c.​ Summer is for Summer School 

●​ Expected End Date: Required only for Temporary or Summer funding. Indicates the expected end date of 
the funding source/position here. 

Each position may be split-funded with up to four different SACS Codes. The FTE of each SACS Code 
indicates what percentage of the position should be funded by that SACS Code. 

●​ Org 1: Enter the Org of the SACS Code to limit the number of SACS codes that appear in the SACS Code 
drop-down. 

●​ SACS Code 1: Select a SACS Code from the drop-down.  
a.​ Make sure to check your budget in PERCii so that you select the right SACS code.  
b.​ Make sure that you select an Object Code that corresponds to the Job Classification (e.g., 0700 

Regular Classroom Teacher positions are budgeted in Object Code 1101 Certificated Salaries) Only 
valid SACS Codes in PERCii will appear in the list.  

●​ FTE 1: Enter the portion of the FTE that will be funded by this SACS Code. The FTE % of each SACS Code 
entered should add up to 100% so that the position is fully funded.  

●​ Repeat steps above to split-fund a position with up to four different SACS Codes 

 

 

Submitting Your Request 

 
After you have finished editing the position, click “Save” in the bottom right corner. If the start date of the 
changes is not dated July 1, a warning message is displayed suggesting that the start date be verified before 
proceeding. Click “Yes” to acknowledge that you double-checked that the Start Date is accurate. Click 
“Cancel” to go back and edit the Start Date. 
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TIP: A warning message appears to double-check the effective start date entered to ensure it is correct. 
Typically the effective start date should align with the start of a pay period. 

Positions that begin at the start of the new school year should be created to align with the start of a pay 
period (7/21/23 for monthly certificated educators; 7/5/2023 for biweekly paras and classified staff). 
 

 
 

If you like, you can write a comment for the Budget and/or HR Approvers to provide more information about 
the position changes. This field is optional but recommended. 
 
You can also click on “View Workflow Participants” to see who exactly in Budget and HR will be responsible 
for approving the request.  
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When you click “Confirm,” you’ll see the following message: “Changes cannot be made to the newly created 
position until the request has been approved or rejected.” This means that you cannot submit another position 
action for this position until the current one has been processed. 

 

Pending Request Approval Process & Visibility 

 

Position Fields You Can Change that REQUIRE Budget And/Or HR Approval: 

If you change any of the Budget-Approved fields listed below, Budget Office approval is required. If you change 
any of the HR-Approved fields below, HR Approval is required.  

If you change multiple fields but at least one requires approval, the entire request will go to Budget and/or HR 
for approval. 

In addition, the presence of a requisition for hire will impact the HR approval and notification processes.  

Budget-Approved fields (for both vacant and occupied positions): 

●​ Effective Date/Start Date 
●​ FTE (Max Headcount) 
●​ Funding for Position Type 
●​ Expected End Date of Funding 
●​ Calendar Code 
●​ SACS Codes 

HR-Approved fields (for occupied positions only): 

●​ Effective Date/Start Date 
●​ FTE (Max Headcount) 
●​ Calendar Code 
●​ SFE Classification  
●​ Consolidation Tag 
●​ Expected End Date 

 

Position Fields You Can Change WITHOUT Needing Any Approval: 

There are several fields that do not require Budget or HR approval! We’re hoping that this will lead to faster 
updates and more accurate data.  

Be very careful about entering the correct Effective Start Date, Position Action Reason, and selecting the 
correct data in the drop-down when making changes to fields that do not require approval. There is no “undo” 
button. 

●​ Position Details 
●​ Position Title 
●​ Business Unit 
●​ Division 
●​ Dept 
●​ Location 
●​ Supervisor 
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Approval Process for Change Position Action Requests: 

●​ The Budget and/or HR Approvers have the option to “Approve” the request as-is or “Send Back” the 
request for edits. 

●​ As the request is routed to the various Workflow Approvers and approved or sent back, the 
Supervisor of the new position will receive email notifications keeping them up-to-date on the 
request’s progress. 

 
View the status of your Position Action Requests: 

●​ Click on the Pending Request tile at the bottom of the homepage.   
●​ Requests Waiting for My Approval (on the left): Shows requests that have been “sent back” by 

Budget or HR and need edits and re-submission 
●​ My Requests Waiting for Approval (on the right): Shows requests pending approval. Will display 

“Currently with ___ Team” so that you know who is currently reviewing the request.  
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To view the newly approved position changes on the Position Org Chart: 

●​ Select Company Info from the drop down menu 
●​ Click on Position Org Chart  

○​ If the position Start Date is in the future, change the date of the Position Org Chart from 
Today to a future date 

●​ The newly created position is displayed.  

 

Inactivate a Position 

 

Requirements for Inactivating a Vacant Position 

The best time to request position additions, changes, or inactivations is during Spring Budget Development. 
The Budget Office will review and upload all position actions for you over the Spring and Summer. Any ad-hoc 
position actions must be submitted manually from the Position Org Chart by the Supervisor (or Central Office 
Budget Manager).  

In this section, you’ll learn how to submit a request to inactivate a vacant position. However, a few 
requirements must be met before a position can be inactivated: 

●​ The position to be inactivated must be vacant. You can check that a position is vacant by looking at the 
position record on the position org chart and looking at the FTE.  An FTE of zero means that the position is 
currently vacant.  If the position is not vacant as of the date of the request, please work with HR to transfer 
the incumbent employee out of the position. 
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●​ Any Active Job Requisitions for Hire must be deleted/closed. If a position shows a clipboard icon, it means 
that there’s an Active Job Requisition for Hire. Please reach out to the appropriate HR Analyst ensure that 
the Job Requisition for Hire is deleted or closed. 

 

●​ The position must not be a Supervisor of any direct reports: When you are terminating the Supervisor 
employee, there is an option that appears to transfer direct reports to another position. If selected, the 
position becomes vacant and the position can be inactivated. If the employees are not transferred, then all 
direct report positions will need to be manually changed to report to a different Supervisor. 
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Steps to Inactivating a Vacant Position 

 

Click on Company Info and select Position Org Chart. 
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The Supervisor should select an existing position in their Position Org Chart that they want to inactivate. Click 
on the “Show Position Details” button at the top left. It looks like an index card. Make a note of the position 
number here if you’d like to double check later on that the position is inactivated. 

 

 

The Position Details will appear in a pop up. From there, click on the “Edit” link in the top right corner.  
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Then, you will be prompted to enter an Effective Date for the position inactivation and click “Proceed”. The 
date can be retroactively-dated or future-dated. Remember that you cannot inactivate a position during a time 
period when it was filled with an employee. The effective date must be entered in the following format: 
MM/DD/YEAR. 

TIP: Consider the best effective date to inactivate the position 

●​ If a position has been vacant since the start of the school year, enter retroactive effective date 
07/01/2023 to align with the fiscal year.  

●​ If a position has been filled and recently became vacant, check the Incumbent History of the 
position to see when the position was vacated. Then, enter the day after the position became 
vacant as the effective date. 

 

 
 

TIP: Once you’re on this screen, you cannot save your work and come back.  

Once an effective date has been selected, you will be taken to a page allowing you to make changes to the 
position: 

●​ Start Date: The effective date that the position should be inactivated. Can be retroactively-dated or 
future-dated. Remember that you cannot inactivate a position during a time period when it was filled with 
an employee. The start date must be entered in the following format: MM/DD/YEAR. 

●​ Status: Select “Inactive” in the drop-down 
●​ Position Action Reason: Select “Inactivate Position (INA)” in the drop-down 

Once finished, click Save in the bottom right corner. 

 

 

 

Request Process & Visibility 

 
Because the position is already vacant, no approval from Budget or HR is needed. The Budget Office will 
receive a notification that you have inactivated the position. We recommend reaching out to your Budget 
Analyst to notify them if a Budget Transfer Request will accompany the position inactivation as well.  
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By default, Inactive positions will be hidden from the Position Org Chart and search results. If you made a 
note of the position number earlier, you can confirm a position is inactivated by searching for it again. On the 
Position Org Chart, click on the “Search By” dropdown box and select “Positions”. Then click on the Search 
box to the right and type in the position number that you’d like to find. The inactive position will not be found in 
the search results.. 

 
To view inactive positions, click the Eyeball icon in the top right corner of the Position Org Chart for Display 
Options. Check the “Show inactive positions” box. The Position Org Chart results will refresh and inactive 
positions will appear with a diamond icon. When searching, inactive positions will then show up in search 
results. Once you no longer want to view Inactive positions, uncheck the  “Show inactive positions” box. 
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View or Withdraw Pending Requests 
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Pending Requests Tile 

In this section, you’ll learn how to view your pending position action requests waiting for approval. You can 
also withdraw pending requests you’d like to cancel. 

 

View the status of your Position Action Requests: 
●​ Click on the Pending Request tile at the bottom of the homepage.   
●​ Requests Waiting for My Approval (on the left):  

○​ Shows requests that are waiting for your approval as a Supervisor 
○​ May shows requests that have been “sent back” by Budget or HR. These requests need to 

be: 
■​ Edited and re-submitted 
■​ Withdrawn (aka cancel) 

●​ My Requests Waiting for Approval (on the right):  
○​ Shows requests pending approval. Will display “Currently with ___ Team” so that you know 

who is currently reviewing the request.  
○​ May shows requests that have been “sent back” by Budget or HR. These requests need to 

be: 
■​ Edited and re-submitted 
■​ Withdrawn (aka cancel) 
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Withdraw Requests 

Learn how to “withdraw” position action requests that have been sent back by the Budget or HR Approver 
and are no longer needed To cancel them, please click on each request and “withdraw it.”  
Withdraw “Sent back” Position Action Requests: 

●​ Look for any requests that have been “sent back” on either the left or right side.    
●​ Click on the blue hyperlink of each request 
●​ Scroll down to the bottom and click “Withdraw” 
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Spring Budget Development Early Position Creation Process 

 

Process for Creating New Positions 

Spring Budget Development begins in February-March, where school sites and Central Offices begin 
planning their positions for the following fiscal year. In this section, you’ll learn how and when to expect 
those new positions to be created. Please do not submit any position actions in EC for the following fiscal 
year unless instructed to do so by your Budget Analyst. This could potentially result in duplicate position 
actions. 

If a new position is needed by late Spring, then no further action is necessary. Positions will be 
automatically mass uploaded by the Budget Office and will appear on the Position Org Chart in late Spring. 

New Positions Needed BEFORE the Mass Upload Process: 
●​ New positions must be budgeted on the Spring Budget Template. 
●​ Budget Analysts will check that no similar positions are being inactivated that could be funded instead. You 

can change the SFE Classification of an existing position if needed 
●​ Budget Template must be balanced, submitted, and reviewed for accuracy by the Budget Team 
●​ If new position is needed early, please email a justification and demonstration of urgency to your Budget 

Analyst (who will get approval from Budget Management Leadership) 
●​ Budget Analyst to confirm that future SACS Code exists in current year budget. If not, Budget Analyst will 

need to fill in Goal - Function and load penny line in current year budget 
●​ Budget Analyst will provide instructions to the Supervisor / Budget Manager on how to submit a position 

action to create positions from the EC Position Org Chart 
●​ Budget Analyst will confirm with the Supervisor: 
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○​ Enter the position details from the Budget Template 
○​ Effective start date that aligns with a pay period (It will NOT be 7/1) 
○​ Position Action Reason: Spring Budget Development (ANN) 
○​ SACS Code: Full SACS Code 

●​ Supervisor / Budget Manager will submit a position action to create positions from the EC Position Org Chart 
●​ Budget Analyst (and HR if needed) will approve the position action request 
●​ Budget Analyst will add the actual position number to Budget Template in the Position Number column 
●​ Then, Supervisor can submit a Job Requisition for Hire 

 

 
 

 

Initiate Employee Transfer 

 

Overview 

 

In this section, you’ll be able to answer the following question: 

-​ How do I initiate an Employee Transfer from one position to another? 

 

To start the process of an employee transfer 

●​ Navigate to the search tool on the home page. Enter the name of the employee.  
●​ Click on the name whose transfer has to be done 

●​ Once the employee’s record is displayed, click on Actions icon in right hand corner 
●​ Click on Change job and compensation info from the Actions dropdown menu 
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On the screen you will need to:  

●​ Select the checkbox next to Job Information 
●​ Enter a date in the Changes to take effect date box 
●​ Select Transfer from the Event dropdown box 

○​ Select the appropriate reason from the Event Reason dropdown 

●​ Enter the new position the employee is to be assigned to 

●​ After selecting the position, data will be auto populated into the necessary fields 
●​ Click on the Show More button to see more fields 
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●​ Click save to confirm the request 
●​ The transfer information will be sent to the Supervisor (Approver 1) for approval 

After the position is sent to the Approver, they will see the request in their Approve Requests tile. 

The approver will then click on the Go to Workflow Requests button to see workflow details 
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After reviewing the request, the Approver can approve the transfer by clicking on Approve in the 
lower right hand corner. 

Once the request is approved, you will get an email notification that the request has been approved. 
The job information will then be updated. 
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There is also a record of the change history that you can check to see when other changes have 
been made. 
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Manage Employee Data 

 

Overview 

 

In this section, you’ll be able to answer the following questions: 

-​ How do I execute a voluntary or involuntary termination? 

 

Steps to Termination 

 

To begin the process of executing a voluntary or involuntary termination you’ll first want to search for 
the employee. This is done by searching for the employee in the search section. Once you begin to 
type the employee who will be terminated, you’ll see their name display below the search field. 

 

There are 2 scenarios for Termination: 

●​ Scenario 1: Terminating one assignment for an employee with multiple assignments (more 
than 2), also known as Concurrent Assignments 

●​ Scenario 2: Employee with direct reports the question around what to do with supervisors 

Scenario 1: 
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For employees who are in concurrent assignments, on the left hand of the page, there are two white 
dots. Here you will have the option to switch between assignments and select the assignment that 
needs to be terminated.  

Once you have identified the assignment that you would like to terminate, select terminate under the 
action button, which is located on the right side of the screen. 

 

To execute a termination, you’ll need to go to the employee profile page. By clicking the Actions text, 
you’ll see a variety of actions you can take via the dropdown menu. You’ll want to select Terminate to 
begin the termination process. This will allow you to open the termination requisition, and to also 
modify an approved termination requisition. 
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The next step is to include termination details. On this page you’ll be able to share the termination 
date, termination reason, as well as indicate if they are ‘ok” to be rehired. For employees who are 
supervisors with direct reports, there will be an additional field visible. 

 

If the employee is a supervisor with direct reports:  

●​ There is an option that appears to move direct reports to another position.  
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●​ If selected, the position becomes vacant and the position can be inactivated. 
●​ If missed, the position cannot be inactivated even when vacant. The direct reports would 

then need to be reassigned to a new supervisor manually 

TRANSFERRING DIRECT REPORTS IS VERY IMPORTANT! 

 

 

Once you have completed all of the necessary termination fields, select Save at the bottom right 
hand corner for the screen. Once you have done that, an email notification will be sent to the 
employee.  
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Leave of Absence/AWOL 

 

 

Entering a Leave on Behalf of another Employee in Employee Central 

 

Once the leave is approved in WFS. The leave must be entered in EC (this drives the payment and 
employee status) 

Access the EMPowerSF system using your SFUSD login credentials. Once you are authenticated, the 
home screen landing page will populate. Select Employee Files from the Home page dropdown 
menu. Search for the employee who is going on leave. 

 

 

 

 

 

Click on the Actions button located in the upper right hand corner.  Select Leave of Absence from the 
dropdown menu. 
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Click on the Create Absence link 

 

 

 

 

 

 

Enter the details: 

●​ Time type 
●​ Start date 
●​ Expected return date 
●​ Comments 

Click Submit.   

(*) The expected return date is mandatory.  Any extension to the date will need to be updated  
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Position Management & Backfills for Sabbatical Leaves 

 

Employee Going on Sabbatical Leave 

If an employee goes on sabbatical leave, the HR Staffing Team will move them out of their original 
position and into a designated shared position that is funded and supervised by HR. The HR Staffing 
Team will work with the Supervisor of the employee on leave to submit a job requisition to hire a 
backfill into the now vacant original position if needed. 

Hiring a Temporary Backfill for a Sabbatical Leave 

The Supervisor of the employee on sabbatical leave should work with their HR Staffing Team to 
backfill the original vacant position by submitting a job requisition to hire another employee. 

 

Position Management & Backfills for Non-Sabbatical Leaves 

 

Employee Going on Non-Sabbatical Leave 

When an employee goes on non-sabbatical leave, the HR Staffing Team will work with the employee’s 
Supervisor to discuss options for coverage. If hiring a temporary backfill employee is needed, the HR 
Staffing Team will connect with the assigned Budget Analyst.  
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If hiring a temporary backfill employee is needed, the assigned Budget Analyst will oversee the 
creation of a new “Temporary Leaves Position” that is identical to the position of the employee on 
leave, except that it will be funded by Leaves Org 236. The new position will retain the original 
Supervisor, Location, etc.  

The HR Staffing Team will transfer the employee on leave into the new “Temporary Leaves Position.” 
This position will remain visible on the Supervisor’s Position Org Chart and the Supervisor will 
continue reviewing and approving the timesheets of the employee on leave. 

 

Hiring a Temporary Backfill for a Non-Sabbatical Leave 

The Supervisor of the employee on non-sabbatical leave should work with their HR Staffing Team to 
backfill the now vacant original position by submitting a job requisition to hire a temporary backfill 
employee. 

 

Validating an Employee’s Leave 

 

The Expected Return date will validate when the employee is supposed to return from Leave of 
absence. 

●​ You can use the expected return date entered in EMpower System or WFS to validate if the 
employee has returned and if any position is active after the expected date or a report by 
using: 

○​ EMpower System: Job Information Without Position, Job Information With Position, 
Employment Information reports 

○​ WFS: Current Cases, Employees Due to Return to Work, Employees Overdue to 
Return to Work reports 

 

 

 

Navigate to Employment Information 

●​ Select Employment Information 
●​ Find the Job Information section 
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○​ The employee will be assigned to Active employee status, since they return back to 

work.  
○​ If the employee is still on a leave of absence, the status will be either inactive or 

active based on the type of leave 

●​ Report to validate if the employee has not returned to work to the budget team 

 

Returning an Employee from Leave 

 

Updating a leave of absence 

Click on the Actions button located in the right hand corner of the employee profile page 

Click on Leave of Absence 

 

 

 

 

Click on the existing time record for the current leave of absence 

Select the pencil icon to edit the time record 
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Update the following fields: 

●​ Actual Return Date (enter the date when the employee is returning back to work) 
●​ Comments 

Click on the Submit button 

 

Returning from Leave: Position Management & Backfills for Sabbatical Leaves 

 

End the Temporary Backfill’s Assignment to the Original Position 

When an employee returns from sabbatical leave, their original position must be vacant. If a 
temporary backfill employee was hired into that position, then the HR Staffing Team must take one of 
the following steps: 

1.​ Transfer the temporary backfill out of the position 
2.​ Terminate the temporary backfill’s assignment in the position 
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3.​ Determine if the Supervisor wants to fund an additional position to transfer the temporary backfill 

into. If this is the case, the assigned Budget Analyst can help ensure that an additional position is 
budgeted  

 

Employee Returning from Sabbatical Leave 

The HR Staffing Team will then move the employee returning from leave back into their vacant 
original position and out of the designated shared position that is funded and supervised by HR.  

 

Returning From Leave: Position Management & Backfills for Non-Sabbatical Leaves 

 

End the Temporary Backfill’s Assignment to the Original Position 

When an employee returns from non-sabbatical leave, their original position must be vacant. If a 
temporary backfill employee was hired into that position, then the HR Staffing Team must take one of 
the following steps: 

1.​ Terminate the temporary backfill’s assignment in the position 
2.​ Transfer the temporary backfill out of the position to cover another vacant, budgeted position 
3.​ Determine if the Supervisor wants to fund an additional position at their site to transfer the 

temporary backfill into. If this is the case, the assigned Budget Analyst can help determine if there 
is available budget to create a new position 

 

Employee Returning from Non-Sabbatical Leave is Transferred Back into Original Position 

The HR Staffing Team will then move the employee returning from leave back into their vacant 
original position and out of the “Temporary Leaves Position” that is funded by Leaves Org 236. 

 

Inactivate the “Temporary Leave Position” 

The HR Staffing Team will contact the assigned Budget Analyst to inform them that the temporary 
leave position funded by Org 236 is now vacant and ready to be inactivated. Budget Analyst will 
inactivate the position. 
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Employee Data Reports 

 

Overview 

 

Reports remain accessible to managers using PERCii. 

 

 

Accessing Standard Reports 

 

Start by selecting Reporting from the Home Page dropdown menu. 

Standard reports can be accessed via the Report Center. Reports help you quickly find information on 
common HCM statistics. Table reports are available if users want to view a portion of a report or 
combine reports. Users can export reports in CSV, Excel, PDF, or PowerPoint format. 
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To show you an example of how to pull a report, we will pull a Termination and Leaves Report. This 
process can be repeated for any report that you’d like to pull. 

In the Report Center, select the Termination and Leaves Report 

You can run the report online immediately or run offline.  Enter the dates for the report. 

 

The report is generated immediately. You can download it into CSV, Excel, PDF, or PowerPoint. 

Click Save then Done and the Termination / Leaves report will appear. 
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You can schedule the report by selecting Run Offline. Click the Export to Excel button in the upper left 
corner to run the report. 

Click CSV from drop down box 

The report is scheduled. 
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You are now able to view all of your scheduled reports 

You will get an email notification once the scheduled report is ready to download. 
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You can download the report from your schedule reports view, once it is available. 

 

 

 

 

 

 

 

 

Proxy Settings: Delegating Manager Responsibilities 

 

The Proxy Rights feature allows hiring managers to assign an employee to act as a proxy to perform 
various position management and managerial tasks on their behalf. The manager must first assign a 
designee as a proxy. The system allows two (2) proxies per site for the employee central module. The 
Proxy Rights feature is included in all of the modules of EMPowerSF except the Onboarding module.  

 

For someone to have Proxy Rights, the hiring manager must first assign the designee as a proxy. It is 
absolutely CRITICAL that managers monitor this closely. Proxies can make updates to position data fields 
without Budget or HR approval. Some of these fields are highly consequential. 

The following are the steps to assign a proxy: 
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1.​ Click on the User Account Navigation icon located on the top right side of the screen.

 
2.​ Select Settings from the dropdown menu. 
3.​ Select Proxy from the Setting menu.  The Proxy menu will be displayed.

 
4.​ Click the Assign Proxy link.  The Add Proxy screen will display.  
5.​ Enter the name of the designee in the “Find User” search box. 

 

6.​ Click the module that applies: "Employee Central + Employee Profile". 
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7.​ Click Save.  The system will display a confirmation message.

 
8.​ Click OK. The system will display the name of the designee in the “Granted Proxy Rights” grid.   
9.​ To end the proxy rights, click the red X (delete) next to the user’s name on the right side of the screen.   

 

 

 

How-To Index: Process Guides 
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