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MSS Change Position Funding 

 
This document provides a quick guide for managers on how to submit changes for Position 

Funding in OneUSG Connect. 

 

From the OneUSG Connect Manager Self Service Homepage: 

 

Click the Navigator icon 
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The Navigation Bar is displayed 
Click the Navigator icon 
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Select Manager Self Service from the Navigator list. 
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Select Position and Funding from the Manager Self Service list. 
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Select Change Position Funding from the Position and Funding list. 
 

 
 
The Change Position Funding page is displayed. 
 
Enter:  SETID (Business Unit), DEPARTMENT number, POSITION NUMBER, 
and FISCAL YEAR (FY).   
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Note:  Fiscal Year will correspond to effective date of the transaction, i.e.  

FY2020, effective date 06/01/2020. 

Click ADD. 

Review the search criteria at top of page, including Department Description and 

Position Title. 

Enter EFFECTIVE DATE.   TAB out. 

Note:  Incumbent information – Current Incumbents, Pay Compensation, 

Additional Pay, Earnings Distribution and Distribution as of Effective Date – will 

not populate until an effective date is entered and the user tabs out of the 

effective date field. 
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On either the “CURRENT” tab or the “FRINGE” tab, click the CHARTFIELDS 

DETAILS link to review the individual Chartfield information: 

 

 

 
 

Scroll down to the NEW DISTRIBUTION section. 

In the NEW INFORMATION section, click the CURRENT tab. 

To change the funding as of the entered effective date, click the CHARTFIELD 

DETAILS link (Green Box). 
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Either enter your combo code, click the Magnifying Glass, or click SEARCH for the 
Combo Code.   

 
 

If you select SEARCH, you can search by any Chartfield (except by Account) 

Click CLEAR if fields are populated.  

Enter at least one search parameter – Fund, Department, Project 

Click SEARCH 

Then SELECT for the combo code of your choice. 

Then click OK to return to the Change Position Funding page. 
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The funding change is made: 

 

If you select a valid grant or project, the Funding End Date field will be populated. 

Note:  Blank rows are default for all earnings codes. Earn codes must equal 

100%.  Distributions are by percentages only. Currently the College of 

Agriculture is the only college to use a specific earnings code (AGS) 

for funding distribution. 

Click the “+” to add an additional Earnings Code distribution rows or to remove 

distribution rows. 
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Enter PERCENT OF DISTRIBUTION.  Earn codes must equal 100%. 

• For each additional row(s) where the Earnings Code is used or left blank, the 

Percent of Distribution must equal 100%. 

 

Click the CHARTFIELD DETAILS link and select the combo code for the change 

(same steps as above). 

 

If the funding requires Fringe Benefit costs to be charged to other funding, click the 

FRINGE tab.  The FRINGE tab only needs to be completed if the benefits should be 

charged to a different combo code than the combo code used for earnings. 
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Click the Magnifying Glass to search and select available Exclusion Fringe Groups.  

 

Click the CHARTFIELD DETAILS link and select the combo code for the change 

(same steps as above). 

 

NOTE:  Fund 15000 cannot be used to pay for fringe benefits.  If a position is funded 
using a fund 15000 combo code, ALL fringe benefits must be re-distributed to a non-
fund 15000 combo code.  (The fringe exclusion group in this situation should be ‘ALL’.) 
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ADDING ADDITIONAL EFFECTIVE DATED ROWS: 

Scroll up to the original entry of the Effective Date.  Click the plus sign to add additional 

effective dated rows.
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Enter another EFFECTIVE DATE. 

 

Note:  Refer to Row Count (on row # of # rows). Also, the system will process the 

EFFECTIVE DATED rows sequentially by Effective Dates, regardless of the order 

the Effective Dates are entered. 

 

Follow previous steps until you have completed entry of your transaction. 

 

Note:  To CANCEL a transaction before SUBMIT, click ADD or the CHANGE 

POSITION FUNDING link on top left of page.  

 

Add COMMENTS for additional information for the Approver. 

Click SUBMIT. 



  

Page 14 of 20 
Ver7.16.2020 

Change Position Funding Quick Reference Guide 

Transaction will be submitted into workflow according to departmental specific 

configuration. 

 

Transaction ID assigned on SUBMIT (Red Box below) and at top of page. 

 

Click the “>” by COMMENTS to review timeline of transaction in Workflow (Green Box 

below). 

 

Click ADD to start another transaction. 
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After a transaction is approved in workflow and processed by the Change Position 

Funding batch update process, the PROCESSED? indicator will be checked. 

Before:  

 
 

AFTER: 

 
 
Note:  On DENIED transactions, PROCESSED? will remain unchecked 
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Click the Navigator icon 

 
 
 
The Navigation Bar is displayed 
Click the Navigator icon 

To Review Transactions: 
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Select Manager Self Service from the Navigator list. 
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Select Position and Funding from the Manager Self Service list. 
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Select View/Approve Position Funding 
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The View/Approve Position Funding page is displayed 

 

Enter SETID (Business Unit). 

User can search by DEPARTMENT number, FISCAL YEAR, POSITION 

NUMBER, TRANSACTION ID, REQUEST DATE, STATUS (Approved, Denied, 

Pending) or FUNDING COMPLETE. 

Click TRANSACTION ID on the line in the Search results you choose to review. 
 

Additional Information 

 

• If you have questions, please contact the OneUSG Connect Service Desk at 
oneusgsupport@uga.edu or 706-542-0202. 
 


