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 PeopleSoft.
Add/Update Menu =
e Search: Iain Menu > Organizatio glopmert > Postia
POSItlon |nf0 Page l:l@ ﬁ Maintain Positions/Budgets
. . A Mi F;vgriles Identifies postions within organization, budgets for postions, and sllows for creation of job requistions
D Organlzatlonal E\%EEL;IWM i A(ItIU)(I.nePosilioulnfo MQM W
Development Dcuorrnpoerlizauurzwsra ion :;u:&tgzgseﬁggmian,wurk location, and ather information Funding Distrigution Pastion Transfer only
N POSition Management Eg&ﬁlﬁé,i'%%‘;i:%wm t = PETR: ive Funding I = Correction PET = PET Cancelati
D M aintain v[|:5m[|n Managemen PETJR;r‘uI:Ji?f'E'\;indl:llw:g:wcan‘g:""e (;grlvlegz:)l;ﬂ PETC;:LI;&\‘U]:O"
I Mairtain
Positions/Budgets et
"1 Add/Update Position bpaslon seeors
Info bR Tooe
~ iy Dictianary
2. Add/Update Add/Ubdate Position Inf
Position Info page pdate Fosition Info
displays Enter any information you have and click Search. Leave fields blank for & list of all values.
) Find an Existing Vaiue | [ Find an Existing Value || Add a Mew Value |

tab defaults

Position Number: hedgins with |5IIIE=1EIE
"] Enter Position Description: begins with + |

Number Position Status: = v| | v
[1 Click Search Business Unit: hedins with » | Q
Department: hedins with » |
Job Code: hegins with | ')
Reports To Position Number: | hegins with | » |

Include History

Search | Clear | Basic Search Save Search Criteria

Find an Existing “alue | Add 3 Mew Walue
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3. Description page
displays

| Description || Specific Information | Fosition and Incurmbent Data |
& save] (CiRetunto Search | [4EMextinList| [+E Prewious inList] |4 Refrash | | Update/Display
Position Information Find | igwae &1l First 1cf s [ Last
1 Click to Insert Position Number: 00508106 Accountant Il Go To Position Funding =
arow Headcount Status: Filled Current Head Count: 1 outof 1
‘Effective Date: |1218/2006 5 [Z] Position Notes ‘Status: Ative v
N Ef?ter_ appropriate ‘Reason: JRC QA oh Re-Classification Action Date: 1211812006
E eCtIV_e_ Date (date Position Status:  Proposed Status Date: 121182006
reclassification will Job Informati
beg | n) ‘Business Unit: |UC0LO O University of Colorado
Job Code: B1ATY QU Accountant IIl Manager Level: | MNon-tdanager v
1 Enter Reason of JRC
o - ‘RegTemp: Regular > ‘FullPart Time: | == 50% v
— Job Reclassification
Regular Shift: A
[1 Enter new Job Code ile: gecountantl Short Title: cctl Detailed Position Description
. [Work Location
1 Tab out of field
‘Reg Region: LsA Q. United States
[] Make any Other Department: 51000 QU Payroll & Benefit Services Company: cu University of Colorado
necessary changes, if Location: 1ARCE Q. Admin & Rsch Ctr-East Campus
i i Reports To: (00508109 Q Appointing Q
app|lcab|e, tO Tltle; I geenuntantll Authority:

[JEssential Services [ciass staff Seasonal or Academic Year Appointment? O Supervises Classified Staff

i)

H | Special Opportunity Posn O Preplacement Physical Required [Cciass staff Spec Quals [ officer Position
of Time, Standard
H ou rS) etC . Faculty/Exempt Professional - Minimum Maximum
Proposed Costs Salary Range:
"1 Click B save Start Up Cost
Moving Expense:
Total:
Salary Plan Information
FTE: 1.000000 Percent of Time: | 100.00
Salary Admin Plan: 920 Grade: B
Standard Hours: 40.00 Work Period: Wy QA Weekly
Mon Tue Wed Thu Fri Sat Sun
g.00 8.00 8.00 8.00 9.00
USA
FLSA Status: Monexempt v
B Save | L Returnto Search | =] Natity | (S5 Next tab Shadd | FlUpdate/Display
Description | Specific Information | Position and Incumbent Data
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APPROVE POSITION

CHANGES

4. Navigate to the
Position Approval

page

1 Organizational
Development

1 Position Management

1 Maintain
Positions/Budgets

"1 Position Approval

5. Position Approval
search page
displays

[1 Enter Position
Number

1 Click

Search

3/5/2007

PeopleSoft.

Search:
® ﬁ Maintain Positions/Budgets
> by Favarites

I Repons Identifies positions within orgarization, budgets for postions, and sllows for crestion of jok requisitions

b Recruiting E AddUpdate Position Info E Update Dept Budget Data E Funding Distributior
b Workforce Administration Enter the tescription, work Iocation, and other information Idertity slaties and FTES for postions with an approved Furcing Distrikutior

1> Benefits about a postion burget status:

I Compensation
[ Time Collection

1> Payrall far North America = Pasition Transfer only Position Approval = Funding Approval
I Payroll Interface Position Transfer only =] Foction Awerovel =] Furcing Approval
Wi
[[==] Fobes Buduet [[==] PELRetroactive Funding Change =] Coection PET
FOPPS Budget PETRetroactive Funding Change Correction PET

> Enterprise Leamning
> Workiarce Monitoring
1> SetUp HRMS 7] EAM Correction PET =] PET Aproval PET Approval {Sponsored Proj)
I Enterprise Components FAn Correction PET PET Approval PET Approval (Spansored Proj)

> Tree Manager
> Reporting Tools

I> PeopleTonls =| PET Cancellation = Batch PET Upload = Update No Activity on Funding
I Packaging = PET Cancelistion Batch PET Upload Upetate Mo Activity on Funding
— by Dictionary

ﬁ" Jobcode Sweep PET Transactions
Jobeode Suweep PET Transactions

Position Approval
Enter arny infarmation you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value |

Position Mumber: hieding with |5EIB1EIE

Description: hieding with |

Position Status: |= v| | v|
Business Unit: hieding with » | Q
Department: hegins with » |

Job Code: begins with | aQ

Reports To Position Number: | begins with |

[Include History Correct History

Search | Clear | Basic Search (B Save Search Criteria
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6. POSition Approva| * Description )( Specific Information )( Position and Incumbent Data )( Posi on Att roval )

pag e d |S p I ays |||\] Save) Q.Retumto Search) ("-SNextinList) (tiPreviousinList) (Refresh) s ;Upj&@i&iay)-;;ﬁhdud@z&ew)-—

L. PodonNumbet-: 00508106 Go To Position Fundin
e Change Position

" " Headcount Status: Filled CurrentHead Count: 10Rof 0
Status to "Approved
Find IView Al First  10f5[!) Last
e Click Ll Save Sholl: Acctlll Essental Services
Long Accountant Il
Descrit ton:
Ad t-oval

Effective Date:  12/18/2006 (@ Position Notes ReasonCode: JRC  Re-Ciass y

Status Date:  12118/2006
Atl riReject:

"Podon Status: |Proposed

T T
No Action
Proposed
Rejected |

= Save fl.ReturntoSearch ; 12) Notifyl 'f0Refresh

11+ Add kd)Update!Qisplay _Include History

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

[J Workforce
Administration
[ Job Information

[ Job Data

8. Job Data search
page displays

1 Enter EmplID
1 Click

Search

3/5/2007

PeopleSoft.

Search:

®

I My Favorites
I Reporis
I Recruiting
< Warkforce Administration
> Personal Information
hd nation
> Contract Administration
> Review Job Information
—Job Data
— Update Contract Pay MA
— New Employment
Instance
— Other Payee
— Add Additional
Assignment
— Job Data T

ﬁ Job Information

Meirtain iformation akiout & person fied to & specitic job record

=] dobData
Erter job information inchsing work location and compensation

details

ﬁ" Other Payee
At other payee Instance In the Job Recard

Contract Administratiorn
Mairkain contracts o other writen agresments with their
employees and contractors
= Upciete Contract Pay NA

Julilly
— Company Propery

[-Workforce Reports
b Compensation
b Time Collection
> Warkforce Development
I> Organizational Development
I Enterprise Leamning
[ Reporting Tools
— My Dictianary

Job Data

pdate Contract Pay NA

Uy
= Ao er updlate Cortract pey cietsis inchusing payment type,
term, and pericd

E Add Additional Assignment
Create an additional assigrment record for & person's
organizationsl instance.

Review Job Information

Incjuiny pages and reaorts that show work information for &
person

=1 dob Summary

=] ork Study

=] Jdoia List

=] New Emplovnent Instance
Creat  new emplayment instance for a person

Job Data Transfer Rehire only

Job Data TransferRehive only

Company Property

Enter the assignments of company property.

Enter any infarmation you have and click Search. Leave fields blank far a list of all values.

| Find an Existing Value |

EmpliD: hegins with |+ |12TED3
Empl Rcad Nbr: = w |
Mame {LN,FN): hegins with |
Last Name: hegins with |
Department: hegins with | | QL
Mational 1D: hegins with | |
HR Status: |: v| | v|
Employee Status:| = v| | v|
Include History

Search | Clear | Basic Search B Save Search Criteria
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9. Work Location
page displays

1 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

"1 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)

3/5/2007

|"Work Location || dok Infarmation | Payrall " Compensation || Erployment Infarmation |

B save) (CyRetumn to Search| (4 NextinList| [+EPrevious inList] [ Refresh | = Update/Display

Becker\Wendy EMP 1D: 127803 EmplRcd# 0

Work Location Eind | “Wigw Al First 1of 18 [ Last
HR Status: Active Empl Status: Active El
'Effective Date: 12i18/2006 @ Sequence: 0 m I (Eme

Action / Reason: Pasition Change ¥ JRC @ Joh Re-Classification

Current

Position Number: 00508108 aQ Accauntant Il Position Entry Date: 04/01/2004
Regulatory Region: USA United States Pasition Data

Company: cL University of Colorado
Business Unit: UCOLD University of Colarado
Department: 51000 Payroll & Banefit Serices Department Entry Date: 0&Mm2r2001
Location: 1ARCE Admin & Rsch Cir-East Campus
Establishment ID: cL University of Colorado
Date Created: 12182006
Bl save | SiReturnto Search | [=] Motify Mexttab | 7l Refresh FUpdateDisplay

Work Location | Job Information | Payroll | Compensation | Employment Infarmation
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10. | Wark Location || Job Information || Eawroll || Compensation || Employment Information |
. &) save) QL Retumnto Search| [+EMextinList] [+E Previous inList] |5 Refresh | /2 Update/Display
1In the Work Location
. . BeckerWendy EMP 1D: 127803 Empl Red = 0
section, click [*]to
add a new row Workifocation Find | view &1 First (4] 1.0 17 (] Last
HR Status: Active Empl Status: Active Calculate Status and Dates| =
[1 Enter same Effective ‘Effective Date: 1211802006 B gaquence: 1 [ Job otes
Date as JOb Action / Reason: Fay Rate Change v| |REC Q. Joh Reclassification
L . Current
reclassification N TR -
Paosition Number: Accauntant |1l Position Entry Date: 044012004
D Enter uln in Sequence Regulatory Region: LISA United States Fosition Data
. . Company: cLU University of Colorado
box to indicate the _ _
r t h n Business Unit: UCoLo University of Colorado
pay ate cha ge as Department: A1000 Payrall & Benefit Services Department Entry Date: 05/02/2001
the Second aCt|On on Location: 1ARCE Admin & Rsch Cir-East Campus
the same effective Establishment ID: cu University of Calorado
date Date Created: 1211812008
D Select ACtIOﬂ/ReaSOH B save | SAReturnto Search | [Z] Motify =Nexttab |l Refresh FUpdate Display
Of Pay Rate YWork Location | Job Infarmation | Payroll | Compensation | Employment Infarmation
Change/REC
11. Click the [“ork Location )| Jok Information | Payroll || Compensation || Employment Information |
Compensaﬁon tab B save) (CLReturnta Search) +E Haxtin List) +Z Pravious in List) 2 Ratrash ) ] Update/Display
BeckerWendy EmMP 1D: 127803 EmplRcd 0
1 Overwrite the Compensation Find |View sl First [ 4 o 17 ] Lot
com pensatlon Effective Date: 1211802006 Sequence: q 1 NJDtb Appr Status  Proposed 1211812006
. otes
amount that displays Action /Reason:  Pay Rt Chy Job Reclassification Appr Reject
. Current
with the new
ti Compensation Rate: 4 763.0000005] Frequency: M X wanthly Contract Pay
Compensa 1on Salary Administration Plan: 320 Grade: B40 Standard Hours: 40.00
amou nt Job Code:  B1AZY  Accountant |l Percent of Time: 100,00 FTE: 1.000000
Comparative Information
[ C“Ck Calcuiate Compensation Change Amount: 0.0000005  USD Manthly Monthly Hrly Rate
. Change Percent: 0.000
[ Click Bl save T
Annual a7156.000000 USD Daily 219.8330769 USD
Monthly 4763.000000 USD Hourly 27478846 USD
Pay Components Customize | Find | i First 1of 1 Lt
f Amounts ]( Contrals ]( Changes ][’ Conversion ‘]
1 [MRANML 0 4,763.000000 52 UsD M [=]
Calculate Compensation |
Bl save | S\ Return to Search | [=] motify | {1 Previous tak | (=i Mexttab | Refresh FUpdateDisplay |
Wiork Lacation | Job Infarmation | Payroll | Compensation | Employment Infarmation
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APPROVE JOB DATA

CHANGES

12. Navigate to the Job
Approval page

'] Workforce
Administration
[J Job Information

"1 Job Approval

13. Job Approval
search page
displays

1 Enter EmplID
1 Click

Search

3/5/2007

PeopleSoft.

~ Jab Information

[ Temporary
Assignments

I Review Job Information

I Reporis

- Add Emplovment
Instance

— Job Data

— Undale Conract Pay NA

~ Mew Employment
Instance

— Other Pavee

- Add Additional
Assignment

— Job Data Transfer/Rehire

I Contract Administration |

>

~ Job Information

Wainkzin information about & persan tied to & specific job recard

=] Add Emplownent instance = denata =] Undate Cortract Pay NA
Al Emplayment Instance or Add Hire/Rehire Row Ertter joby infarmation inciueing wark [acation and compensation Bl o Upclate: contract pay details Including paymert type,
details term, and period

E" Other Payee

] Mo Emplovnent Instance
A ofher payes instance in the Job Recard

Create a new employmert instancs for a persan

[ Adu Additional Assinnmont
Create an addfional assignment record for a person's
organizational instance

anky
— Job Approval

Job Approval

E Job Data Transfer Rehire only. ﬁ Job Approval

E Pay Rate Change
Job Data Transter Rehive onfy Maintain data about & current job.

Create pay rate changes

Enter amy infarrmation you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value |

EmpliD:; hegins with |12T8I33

EmplRcd Nbriz | = v |

Hame (LN,FN}): hegins with |

Last Name: hegins with |

Department: hegins with | Q

National ID: hegins with |

HR Status: |= v| | v|

Employee Status:l = W | | w |
Search | Clear | Basic Search (B Save Search Criteria
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14. Job Approval page (4] [ Payroll|[ Salary Plan " Compensation | Benefit Program Particiption ||~ Employment Information ]| Job Approval Cu |

d | S p I ayS & szve)l (CiRetumts Search) +E Hextin List] +Z Previous in List) 7 Refresh )
ID: 127303
1 Approve both Approval Find  First (4 447 of 17 [ Lot
Reasons Of REC and Effective Date: 120182006 Sequence: 1 m Job Motes  Payroll Status:  Active
JRC Action: pay PayRt  Reason: REC Job Reclassification Position Mgmnt Record
Chyg
1 Click (Bl save Department: 51000 Payroll & Benefit Senices Action Date: 1211872005
Job Code: B1AIRR Accountant 1l %TIME: 100.00
Position Number: 00508106 Accountant Il Std HrsWk:  40.00
Pay Rate Data
Annual Rate: 61500.000 Comp Freq: 1l
Monthly Rate: A125.000
Hourly Rate: 29 567308

‘Approval Status:| Approved | Status Date: 124 9/2006 ApprReject:

Effective Date: 12182006 Sequence: 0 L JobNotes Payroll Status:  Active
Action: POS Pash ChgReason: JRC Joh Re-Classification Position Mgmnt Record
Department: 51000 Payrall & Benefit Services Action Date: 12/18/2006
Job Code: B1AIRR Accountant 1l %TIME: 100.00
Position Number: 00503106 Accountant il Std HrsWk:  40.00
Pay Rate Data

Annual Rate: A7156.000 Comp Freq: 1l

Monthly Rate: 4763.000
Hourly Rate: 27 478846

‘Approval Status: | Approved v | Status Date: 127192006 ApprReject:

Job Reclassification complete
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