How to Create a New Position in DASH

Log into DASH and select 'My Client Groups'. Click on 'Show More' on the lefthand
side navigation.

Things to Finish

To create a new position, select 'Request a New Position'. To change an existing
position, select "Request a Position Change'.
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3 Select the necessary boxes and click on 'Continue'.

L e —

(5] ‘fa-ewlq-saastapy

dash

Request a New Position

What info do you want to manage?

4 Indicate the start date and the reason for the request. Reminder: Bi-weekly
position start dates MUST begin on the first day of a pay cycle.

fa-ewlq-saasfaprod1.fa.ocs.orac

= dash

Request a New Position

Budget Details Additional Info Associated Profiles Requisition Details
Select all available options before you click
Continue.

“When does the new position start? What's the reason for this request?
5/19/2025 te [Request a new Position
Gentroe

[ O
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5 Enter the parent (supervisor) position number. This will automatically default to
the requestor's position number.

Request a New Position

| # Edit J

en and Why

Reguest a New Position

Status ‘Working Hours
Active 40 || Weekly
“Parent Position “Employment Type
20001334 Select a value
Name Code Jol Hame Depart st
Proféssor and Depariment Head 20001334 Professor and Head Yes
*Business Unit seasanal
UT Chattanooga Campus BU ® Ko e
R Division
Name
SOC Code
Code
60498221
“Department LDA Position

407020-Personnel Services

“Job

Select a value

Job Code

Location

Active
“Parent Position
Professor and Department Head

Parent Position Code

“Business Unit
UT Chattancoga Campus BU
“Name

Temp Lab Assaciate

Code
60498221

*Department

4B5065-Physical Therapy

“Job

temp

€ - Temporary-Exempt Other Professional

50516749  Services

Temporary-Hon-exempt

Select a value

Grade
Select a value

Grade Code

Assignment Category
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Athletic Position

Centrally Funded Fee Waiver

Primary IRP Role (Faculty Only)

Enter the position's title, department code, and job type.

40 || Weakly

“Employment Type

Select a value

Overlap Allowed

@ Ne O vYes

Seasonal

® Ne Yes
Division

50€ Code

LDA Pasition

Athletic Position

Centrally Funded Fee Waiver

Primary IRP Role (Faculty Only)

Faculty Position

Grant-funded

Maximum Maving Stipend Amount




Reguest a New Position

Parent Position Code

“Business Unit
UT Chattanooga Campus BU
“Name

Temp Lab Assoclate

Code
60498221

“Department
485065-Physical Therapy
“lob

Temporary-Non-exempt

Job Code

Location

Select a valye

Grade

MROO
Grade Code
Assignment Category

Full Time or Part Time

Enter the building location - you may search the name of the building.

Overlap Allowed
® No Yes
Seasonal

®) No Yes
Division

50C Code

LDA Position

Athletic Position

Centrally Funded Fee Waiver

Primary IRP Role (Facuity Only)

Faculty Position

Grant-funded

Maximum Moving Stipend Amount

CUPA code

Request a New Position

“Business Unit
UT Chattanooga Campus BU
“Name

Temp Lab Associate

Code
60498221

“Department
485065- Physical Therapy
*Job

Temparary-Non-exempt

Job Code

Location

Mapp Building

Grade
MROD
Grade Code
Assignment Categery

Full Time or Part Time

Select the Assignment Category for the new position.

® No Yes
Seasonal

® No O Yes
Division

SOC Cade

LDA Position

Athletic Position

Centrally Funded Fee Walver

Primary IRF Role (Faculty Only)

Faculty Position

Grant-funded

Maximum Maving Stipend Amount

CUPA code
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9 Indicate if the position is full time or part time.

Request a New Position

*Department

485065-Physical Therapy

“Job

Temperary-Non-exempt

Job Code

Location

Mapp Building

LDA Position

Athletie Pesition

Centrally Funded Fee Waiver

Primary IRP Role (Faculty Gnly)

Faculty Position

Grade
MROD
Gracks Codle Grant-funded
Maximum Moving Stipend Amount
Assignment Category
Staff

Full Time or Part Time

Attachments.

CUPA code

1 Drag files here of click 10 A00 AMAChMENt

10

Enter the number of working hours.

Request a New Position

Request a N

0

Status
Active

“Parent Position

Professor and Department Head

‘Working Hours
40 || Weekly
*Employment Type

Select a value

Parent Position Code Overlap Allowed
®No O ves
*Business Unit Secsoaul
®
UT Chattanooga Campus BU L ves
. Divisien
Name
Temp Lab Associate
SOC Code
Code
60498221
“Department LDA Position

485065-Physical Therapy

“Job

Temparary-Non-exempt

Athletic Position

Job Code

Centrally Funded Fee Waiver
Location Primary IRP Role (Faculty Only)
Mapp Building
Grade Faculty Position
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11  Select the employment type for the new position.

tion - Oracle Fusion Cloud Applications

oradecloud.com,

Request a New Position

o Position Details

Status Working Hours
Active & 20 H Weekly v
“Parent Position *Employment Type
Professor and Department Head v Kelect a value v
ik Collective Agreement o Bargaining Unit
Parent Position Code Name Country Code
2 34
‘Confingent Worker United States CWK
“Business Unit
Regular United States REG
UT Chattanooga Campus BU
Student United States  STU
“Name
Temp Lab Associate Temporary, United States TEMP
SOC Code
Code
60498221 ¥
“Department LDA Position
485065-Physical Therapy b v
“Job Athletic Position

Temporary-Non-exempt

Job Code
| Centrally Funded Fee Waiver

Location Primary IRP Role (Faculty Only)

Mapp Building

Grade Faculty Position

12 Tofind Chattanooga in the Division category, click on 'Search'.

Request a New Position

Parent Pasition mployment Type

Professor and Department Head Temporary

Parent Poshtion Code Overlap Allowed
®no O ves
“Business Unit Seasonal
0 Yes
UT Chattancaga Campus BU Bia) e
z Division
Name
Temp Lab Associate
Athletics -
Code
60458221 Cinical Chatl
*Depariment Cinical Knox
Family Pr Jacks

485065-Physical Therapy
Famiy Pr Knax

“Job

Famiy PrMemp
Temporary-Non-exempt
General Unversity
Job Code Health Science Center
SHhde of Agricuure
Location Research Cir -
Mapp Building Seareh..
Grade Faculty Position
MROO
Grade Code Grant funded
Maximum Moving Stipend Amount
Assignment Categery
Staff

CUPA code

Made with Scribe - https://scribehow.com



13 Click on 'Advanced'.

Search and Select: Division

4 Search

14  Inthe 'Value' drop-down, select 'Contains'.

Search and Select: Di

4 Search

Valug
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15  Enter 'Chattanooga’ in the search field and click on 'Search'.

Search ang Select: Division

4 search Basic

" Reauired

weoe ]

[ox]emar]

16  Click on 'UT Chattanooga' under the Value and 'OK'.

Search and Select: Division x

4 Searen | pasic |

" Required

* vatue | Contains « | enatanccsa

Value

.

’E‘ Cancel
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17 You may indicate if this is a faculty position, grant-funded, a moving stipend
amount, or has a CUPA code. Click on 'Continue'.

Request a New Position

Job Code
Gentrally Funded Fee Waiver
— Primary IRP Role (Faculty Only)

Mapp Building

Grade Faculty Position
MROO
i Grant-funded
Maximum Moving Stipend Amount s
Assignment Category 15
Staft
CUPA code

Full Time or Part Time

Part time

Attachments

1- Drag files here or click o add attachment

18 For Budget Details, change the "Head Count" to 100 since there will be multiple
hires put into this requisition in DASH. Change "FTE" to 0 so there will be no errors
with the multiple hires. Change the "Type" to Pooled. Click on "Continue".

(2) Position Details / Edit

© Budget Details

s the position budgeted? fTe

Yes [ o.od)

Head Count Type
00 Paoled -
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19 Under "Additional Info", enter the DASH account information for the position by
selecting "Add" by the Position Salary Budget portion.

, There's nothing here so far

Workflow Notes + naa | A

, There's nothing here so far.

20 The information entered here will be for the default account for the hiring
department. If the hires will be paid out of different accounts, then this will be
corrected in Labor Distribution.

“Sequence “Program

000006 210

“Entity * Activity

40 0000

“Fund “Distributian Amount (6)
1100001 25000.00 e
“Department. “Distribution Cost %

485000 100

Account “Wage Type @

516400 THRL

Waorkflow Notes

, There's nothing here so far.
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21 Select the 'Recruiting Type' from the drop-down. The hiring manager will
pre-populate to the requestor's name. This may be updated to the correct name.
Next, enter the recruiter's name that is responsible for hiring in the department.

(5) Associated Profiles

© Requisition Details

“Recruiting Type “Organization

Temporary v Select a value ©)
Mumber of Openings “Primary Location 44

Unlimited Select a value

“Hiring Manager Legal Employer

Mancy Fell Professor & Dept Head UT System

“Recruitér
Selectia value

Tenure Track. Grant-funded role

Hiring Range. Background Check Department Code

Jobs Shift

LDA Position

Select 'UT Chattanooga Campus BU' for Organization. Enter 'Chattanooga, TN' for
the Primary Location'. Legal Employer will remain UT System.

22

Request a New Position

VED

5) Assoclated Profiles

© Requisition Details

“Recruiting Type “Organization
Temporary UT Chattancoga Campus BU, University of Tennessee
Number of Openings “Primary Location

Unlimited [chattancoga. TH. United States

“Hiring Manager Legal Employer @
Nancy Fell Professor & Dept Head v UT System v =

“Recruiter

Rachel Riehle Senior Employment Specialist

Tenure Track Grant-funded role

Hiring Range Backgreund Check Department Code

Job Shift

LDA Position

No
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23 Click on 'Continue'. You may add comments or attachments in the next section.
once done, click on 'Submit" on the top right-hand side of the screen.

Request a New Position

/ Edit

(8) Associated S

© Requisition Details

“Recruiting Type

Temporary

. University of Tennessee

Number of Openings “Primary Location
Chattanooga, T, United States

Unlimited ~ 10
“Hiring Manager Legal Employer (6)
- UT System et

Nancy Fell Professor & Dept Head

“Recruiter
Rachel Riehle Senior Emplayment Specialist
Grant-funded role

Tenure Track
No

Hiring Range Background Check Department Code

Job Shift Job Shi

LDA Pesition
[ay shite

No
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