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8.9 HRMS Step by Step Guide 

Job Reclassification (ALL) 
 
Overview: This guide provides instruction on reclassifying a department’s position and updating the 
incumbent’s job information. 

 
Note:  The screen shots used in this guide may not be representative of your access. 

 
RECLASSIFY THE POSITION 
1. Navigate to the 

Add/Update 
Position Info Page 

 
� Organizational 

Development 
� Position Management 
� Maintain 

Positions/Budgets 
� Add/Update Position 

Info 
 
 
 

2. Add/Update 
Position Info page 
displays 

 
� 

tab defaults 
 
� Enter Position 

Number 
 
� Click 
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3. Description page 
displays 

 
� Click   to insert 

a row 
 
� Enter appropriate 

Effective Date (date 
reclassification will 
begin) 

 
� Enter Reason of JRC 

– Job Reclassification 
 
� Enter new Job Code 

 
� Tab out of field 

 
� Make any other 

necessary changes, if 
applicable, to Title, 
Reports To, Percent 
of Time, Standard 
Hours, etc. 

 
� Click 
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APPROVE POSITION 
CHANGES 
4. Navigate to the 

Position Approval 
page 

 
� Organizational 

Development 
� Position Management 
� Maintain 

Positions/Budgets 
� Position Approval 

 
 
 

5. Position Approval 
search page 
displays 

 
� Enter Position 

Number 
 
� Click 
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6. Position Approval 
page displays 

 
' Description  )( Specific Information )( Position and Incumbent Data )( Posi on At t roval ) 
(liiJ Save)   (Q.Return to Search ) ("-SNext inList ) (ti Previous inList ) (Refresh ) (, ;Up:_dtae/D==ispla:y:);:-;(,:i:i=ln=clud=e=H=is=tor=y:);-- 

 
PosionNumbet·: 

 
00508106 

 
Go To Position Fundin 

• Change Position 
Status to "Approved" 

 
Headcount Status: 

 
Filled  Current Head Count:  1 OtR of     0 

 
Find IView All First 1 of 5 [!) Last 

• Click iii  Save 
 
Sholl: 

 
Acct Ill Essentai lServices 

 
Long  Accountant Ill 
Descrit toi n: 

 
Atl t·oval 

 
Effective Date: 

 
 
12/18/2006 

 
 
@ Position Notes  Reason Code: JRC  Re-Ciass  y 

 
Status Date:     12118/2006 

'Posion Status:    Proposed  Atl riReject: 
1 tt I   "I 

No Action 
Proposed 

Rejected  I 
=  Save £1..Return to Search  J  12) Notify I  'to Refresh I !!+: Add  I  kd)Update!Oisplay I  Include History I  Correct History I 

Description 1 Specific  Information 1 Position and Incumbent Data 1 Position Approval 
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UPDATE 
EMPLOYEE’S JOB 
DATA RECORD 
7. Navigate to the Job 

Data page 
 
� Workforce 

Administration 
� Job Information 
� Job Data 

 
 
 
 
 
 
 

8. Job Data search 
page displays 

 
� Enter EmplID 

 
� Click 



3/5/2007 Job Reclassification – Workforce Administration Module Page 6 of 9  

 
 

9. Work Location 
page displays 

 
� A new row of data 

with same effective 
date as job 
reclassification should 
automatically be 
inserted into 
employee’s record as 
result of the update 
incumbents 
functionality.  The 
following 
Action/Reason should 
display: Position 
Change/Job Re- 
Classification 

 
� Make any other job 

changes, such as pay 
rate change, 
appointment end 
date, probation, etc., 
using the same 
effective date as the 
job reclassification 

 
Note:  (most job 
reclassifications result 
in a pay rate change. 
Refer to the following 
steps or the Pay Rate 
Change Step-by-Step 
Guide for instructions 
on entering a pay rate 
change) 
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ENTERING A PAY 
RATE CHANGE 

10. 
 

� In the Work Location 
section, click to 
add a new row 

 
� Enter same Effective 

Date as job 
reclassification 

 
� Enter “1” in Sequence 

box to indicate the 
pay rate change as 
the second action on 
the same effective 
date 

 
� Select Action/Reason 

of Pay Rate 
Change/REC 

 
 
 
 
 
11. Click the 

tab 
 

� Overwrite the 
compensation 
amount that displays 
with the new 
compensation 
amount 

 
� Click  

 
� Click 



3/5/2007 Job Reclassification – Workforce Administration Module Page 8 of 9  

 
 

 
 

 
 

APPROVE JOB DATA 
CHANGES 
12. Navigate to the Job 

Approval page 
 

� Workforce 
Administration 

� Job Information 
� Job Approval 

 
13. Job Approval 

search page 
displays 

 
� Enter EmplID 

 
� Click 
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14. Job Approval page 
displays 

 
� Approve both 

Reasons of REC and 
JRC 

 

� Click  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Job Reclassification complete 


