


• Position Control is used to manage headcount and the staffing budget.
• New positions must be approved and assigned a position control number prior to the position 

opening being posted or employee hired. 
• Vacancy reports from the Nextgen Position Control module will be used to track all vacancies. 
• A position control number must be on every Personnel Action prior to submission to the Data Team.
• A position is marked ‘Frozen’ in Position Control if currently filled but will not be approved in the next 

budget year.
• Allowing multiples in a position control number should only be used in the following situations:

o An employee is on a leave of absence (administrative or medical), the employee is expected to 
be returning to the role or if it is unknown if the employee will return and another employee is 
hired into the position during the leave.

o Supplemental positions
o Note: there is an interim period when a terminating employee and the replacement could be 

assigned to same position control number if the replacement is assigned before the incumbent 
is paid off by payroll.







• Supervisor

• Accountant I – Processing, Taxes, Calculation Review

• Accountant I – RSA File uploads, Reconciliation and Certifications

• Payroll Clerks (Staff of 6) 

• Insurance Clerk
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Reconcile submitted  Service Report 
to Input Pay Report

Corrections are entered via Input Pay

As the processing completion date approaches, 
the accountant runs the compute report and 
distributes to the clerks to clear any issues.
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• MCPSS has excellent physical and administrative safeguards in place such as a robust 

firewall to prevent malicious items from coming into the network.

• Even with all the safeguards in place, payroll averages 1-2 scam attempts per week 

where a hacker is attempting to redirect/steal someone's paycheck.  

• With over 7,000 employees we receive 
dozens of direct deposit changes 
during the month, and many of them 
still come through email.  

• We only accept direct deposit changes 
through the ESS Portal, OR in person 
with valid photo identification. 
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