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How to Create a New Position in DASH

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

2 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'.

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

6 Enter the position's title, department code, and job type.
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7 Enter the building location - you may search the name of the building.

8 Select the Assignment Category for the new position.
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9 Indicate if the position is full time or part time.

10 Enter the number of working hours.
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11 Select the employment type for the new position.

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



Made with Scribe - https://scribehow.com 7

13 Click on 'Advanced'.

14 In the 'Value' drop-down, select 'Contains'.
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15 Enter 'Chattanooga' in the search field and click on 'Search'.

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

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".
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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.

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.
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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.

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


