
PosiƟons & Salaries 

1. Entering a Vacant PosiƟon into Pooled PosiƟons 
a. The Budget Office will send to the budget managers a list of total budgeted posiƟons, including vacancies from NBAPBUD in 

Banner. This list can be used in conjuncƟon with Axiom “Labor Reports” to reconcile vacant posiƟons to be entered. 
b. Go to BudgeƟng, then click Labor Planning, select the index to open. 
c. Click Other Labor, Pooled PosiƟon Tab (on the leŌ, under OVERVIEW) 
d. Reconcile by posiƟon by adding a new pooled posiƟon for each posiƟon number. 
e. Click on “+ Add Pooled PosiƟon” (see above picture, highlighted in green). 
f. The “Select Calc Method” box will appear, click the top opƟon (MulƟ-DistribuƟon Pooled PosiƟon with Input Adjustment), 

click OK. 

  

g.  The “Calc Method Variables” box will appear. 



 

 

h. Complete all fields in the Calc Meth Variables box: 
- PosiƟon Name – the posiƟon number of the vacant posiƟon (example 996477) 
- Bargaining Unit – Default 
- Orgn – the Orgn number you are working in (example d300204) – Will be same as index 
- Index_Wku – the index you are working in (example d300204) – Will be same as Orgn 
- Acct – 61119 (New account created for vacant posiƟons) 
- Click Apply 

 



  

i.  Enter the total of the individual posiƟons with posiƟon number for each vacant posiƟon. 
 

 
 
 

 



j. All vacant posiƟons must be budgeted in Axiom through the” PosiƟon Planning” process or the “Pooled PosiƟon” secƟon 
with the fringe automaƟcally calculated by Axiom.  A vacant posiƟon with associated fringe cannot be budgeted in one 
combined total in “Other Labor”. 

 
 

2. Filling a PosiƟon in Axiom 
a. To fill a vacancy, go to PosiƟon Planning and click on “Fill PosiƟon” -This is to only be used for budgeted full-Ɵme posiƟons. 

 

b. Complete the following required fields. 
- Click the first drop down box to bring up PosiƟon Number 

.   



- Enter Employee Name, (Last Name, First Name) if known, if not type TBD, list anƟcipated start date. 

 
- Enter Start Date, if not already hired, enter anƟcipated start date. 
- Enter End Date only if applicable, not a required field. 
- Use the drop down menu and enter pay type as Salary 
- Enter the Work Hours as 1950 
- Enter the Base Salary as the annual salary. 
- Under “DistribuƟon”, Use the drop down menu complete the Department and Index, which will always be the same as the plan 

file. 
- Enter the Account number, which will ALWAYS be 61111 for staff and 61110 for faculty. 

 



c. Once filled in, hit “Save.” 
d. The amount entered in filled posiƟon needs to be removed from the same posiƟon number idenƟfied in “Pooled PosiƟons.” 

 
3. Adding a New PosiƟon 

a. If the posiƟon number is not available, then click on “Add PosiƟon.” 

 
b. Complete the following required fields. 

 



 
- Enter the PosiƟon DescripƟon with the Job Title 
-  Use the dropdown menu enter the PosiƟon Category with either Faculty or Staff, as appropriate. 
- Enter the Employee Name, (Last Name, First Name) if known, if not type TBD, list anƟcipated start date. 
- Enter Bargaining Unit with the reƟrement category applicable to this posiƟon – the choices are KERS Hazardous, KERS, KTRS and 

ORP.  DO NOT USE “Default” when adding a posiƟon.  The following are applicable most of the Ɵme: 
o KERS Hazardous – Police 
o KERS  - Staff Member (No degree required for posiƟon) 
o KTRS – Faculty or Staff (Degree Required) 
o ORP – OpƟonal reƟrement, could be selected by anyone 

- Enter Start Date, if not already hired, enter anƟcipated start date 
- Enter End Date only if applicable, not a required field. 
- Enter Pay Type as Salary 
- Enter the Work Hours as 1950 
- Enter the Base Salary as the annual salary. 
- Under “DistribuƟon”, complete the Department and Index, which will always be the same as the Plan file.  
- Enter the Account Number which will Always be 61111 for staff and 61110 for faculty. 

c. It is the Budget Managers responsibility to create posiƟons with HR on new posiƟons. 

  



 

4. All Funds Salary BudgeƟng 
a. PosiƟons funded by FoundaƟon accounts or federal grant funds will be entered into Axiom with all proper splits recorded. 

i. This is a change starƟng in FY2027, where prior to that date, these funds were no accounted for in Axiom. 
b. Funding a posiƟon with FoundaƟon account dollars: 

i. In Labor Planning, go to the PosiƟon Planning tab to pull up all employees.  Select the employee funded with FoundaƟon 
dollars and click the magnifying glass to open the employee card. 

ii. Once open, click “Insert New DistribuƟon” at the boƩom of the card in the “DistribuƟons” secƟon, which will bring up 
the “Calc Method Variables” box. 
 

 
 

iii. For the Orgn – Select 101101, for the IndexWku select 101101, and for the Acct, select 61110 or 61111. 
iv. Change the correct percentage in the FTE% box for each field, for example the picture below is 50% home index and 50% 

FoundaƟon funding. 

 

 



 

 

c. Funding a posiƟon with grant dollars: 
i. In Labor Planning, go to the PosiƟon Planning tab to pull up all employees.  Select the employee funded with grant 

dollars and click the magnifying glass to open the employee card. 
ii. Once open, click “Insert New DistribuƟon” at the boƩom of the card in the “DistribuƟons” secƟon, which will bring up 

the “Calc Method Variables” box. 
 



 
 

iii. For the Orgn – Select Assigned Orgn for your unit, for the IndexWku select Assigned Index for your unit, and for the 
Acct, select 61110 or 61111. (See chart below for unit level grant assignments) 

iv. Change the correct percentage in the FTE% box for each field, for example the picture below is 50% home index and 50% 
FoundaƟon funding. 



 

 

Unit Level Grant Assignments 

 

Unit Index Orgn
SOF 500025 101011
CEBS 500030 240158
CHHS 500040 265101
GFCB 500050 230011
OCSE 500060 260101
PCAL 500070 250102
President 500080 290205
Provost 500090 200011
Student Experience 500095 210501

FY27 Unit Level Grant Assignments



v. Other points of interest: 
1. No end dates are to be added to grant posiƟons. 
2. The operaƟng budget for grants will be entered by the Budget Office. 
3. A column will be added to the budget development monitoring spreadsheet for grant and FoundaƟon account 

balancing. 

 

 

5. Other Labor – Part-Ɵme, Student Workers, ETC. 
a. Under “Other Labor” Top Tab, click smaller tab “Other Labor Accounts” 

 
b. Non-Full-Time employees are budgeted here (Part-Time, Over-Time, Student InsƟtuƟonal, Student Work Study) 
c. Enter totaled amount to be budgeted per account. 

 

 



6. Benefits 
a. Benefits will be automaƟcally calculated for all posiƟons in PosiƟon Planning with the rates communicated in the annual budget 

call leƩer. 
b. Benefits will be automaƟcally calculated for all posiƟons in Pooled PosiƟons, with rates communicated in the annual budget call 

leƩer. 
c. The user is responsible for calculaƟng fringe on “Other Labor”.  A fringe calculaƟon tool (created by KaƟe Muchmore) with be 

provided by the Budget office for those that want to use it.  The fringe total will be manually entered in account 62051 in the 
BUDGET MODULE (not Labor Planning). 

 
  

 


