Quick Reference Guide: WaveWorks

WaveWorks: Accessing Position Codes TRANSFORMATION IN MOTION

Purpose:

This Quick Reference Guide (QRG) provides steps for line managers and Department
Administrators to access and manage Position Codes in WaveWorks to track and create Job
Requisitions. The Parent Position Name is the direct line manager/supervisor’s position.

Step-by-Step:
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Managers will

access My Teams QUICK ACTIONS APPS
for this information.
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steps are the same Sourcing Structures
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Line Manager or HR
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Administrator.
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What do you want to do or manage?

3. To search for [Searchtor ks3]
approved positions,
select Positions

1 Positions
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@ Request a New Position
@ Request a Position Change

Positions

TULANE UNIVERSITY



Quick Reference Guide: WaveWorks

WaveWorks: Accessing Position Codes TRANSFORMATION IN MOTION

< Positions
. . Search by name, code, parent position, or incumbent
4. Click on the Filters
Q Effective Date | Status | Incumbent | ParentPosition Code | Parent Position Name = HiringStatus  Type | Filters
option.

Filters

Sort By

Relevance v

> Effective Date

5. After selecting > status
Filters, a menu
will open on the

v

Incumbents

right-hand side of o b
the screen. Select > Job
the Department , eosrtmen
. epartmen
option.
> Location
> Business Unit
> Hiring Status
> Type
> Position
6. Click the box next 7 Department
to the department - Social Work (114) 2 |~
to select for
I‘eVieW Search [0 [Standardized Patients Program (223)
again tO add Epidemiology (148)
additional O [TNPRC - Veterinary Medicine (130)
depaI'tmentS tO Dean - Social Work (114)
the fllter' Once [ JAdvancement - Campaigns and Administration (108)
you have selected _ .
11 departments [0 [Tulane School Of Architecture and Built Environment (107)
a
needed Click See [0 [Dean - School of Professional Advancement (105)
i
Results in the [0 [Department of Social Behavioral and Population Science (97)
lower righthand
corner. I
=

TULANE UNIVERSITY



Quick Reference Guide: WaveWorks

WaveWorks: Accessing Position Codes TRANSFORMATION IN MOTION

7. Results will
populate on the
screen. Verify the
incumbent’s name
to confirm the
correct position,
as duplicates may
exist. Filter
results in the
search bar as
needed.

< Positions

Search by nartie, code, parent position, or incumbent

EffectiveDate  Status  Incumbent  Parent Position Code | Parent Position Name = [ESERERGILUIS D@ Hiring Status ~ Type  Filters Clear (2)

Name Code Status Incumbents Parent Position Name Job Name
Biostatistician 500762 Research Assistant Professor Biostatistician
Nutritionist | 501699 Sakshi Haber Senior Clinical Research Coordinator Nutritionist |

8. Export the list
with the detailed
information by
selecting the down
arrow on the
righthand side.

Location
Name

9. Additional column
fields can be
added to the view
by clicking the
Column icon on
the right-hand
side. To add or
remove columns,
select or deselect
field(s). Re-order
Columns by
dragging fields up
or down to the
preferred order.

Columns

Q fearch

Show

Name
Code
Status
Incumbents

ym Parent Position
a Name

Job Name
Department

Location Name

Business Unit
Hide

n Parent Position

‘ Restore Defaults

10.Click the X in the
upper right to
close the screen;
additional fields
will then display
for review or
export.

Columns

Q [search
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11. Review position
codes and export
as needed. The
position code is

located next to the

Name Code Status Incumbents Parent Position Name Job Name Department h‘:‘;:"“
oy
p O S 1t10 n n aII 1 e . Biostatistician 500762 e Research Assistant Professor Biostatistician Epidemiology Tidewater Bldg.

Make a note Of the Nutritionist | 501699 ) Sakshi Haber Senior Clinical Research Coordinator Nutrtinist Epidemiology Tidewater BIdg.
e 0
p 0 s1t10n co de tO Senior Clinical Research Coordinator 502481 tive: Aryanna Chavez Assistant Professor Senior Clinical Research Coordinator Epidemiology Tidewater Bldg.

use when you
create a
Requisition.

TULANE UNIVERSITY



