Reclassifying a Position with New Job Code

Job Data 

In Position Management, if you clicked Yes to automatically add a row in Job Data, go through each tab to update (see some screens below). AS OF 4/6/22, automatic updates do not work.

If you clicked No in Position Data, manually make the change (see below)

Work Location tab: Add + a row
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As soon as I added the row and Effective Date, the position changed from Program Assistant to Administrative Assistant 3. Change the Action and then click on Use Position Data.
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Job Information tab: Change Supervisor ID (if needed), Empl Class (Classified), Regular Shift (if paid shift differential, choose Evening), Work Period (W522), check FTE (should be 1.00 if FT) – If Position Data still has W for Workweek, you will have to change it to W522, which changes the FTE so it has to be changed back to 1.00.
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Job Labor tab: Union Code and Union Seniority Date should not change (update if needed).

Payroll tab: Nothing should change.



[bookmark: _GoBack]Salary Plan tab: All you should need to enter is Step and change Step Entry Date back to the prior job Step Entry Date (Month and Day plus current year if the Grade changed-click on the next row to see the date).
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Compensation tab: change Comp Rate and click Calculate Compensation. If retro pay needs calculated, do so and add a PSHUP.
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CTC Job Data tab: Everything should be the same as before but check things like Job Term (if less than 12), Job Emp Type, Union Member check box and OFM Bargaining Unit (in case the reallocation changes anything).
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CTC Earnings Distribution tab: update if needed.

Click Employment Data – no change

Benefit Program Participation – no change

Retirement Program – no change

Work Schedule? Change if needed.

That’s it! 
image4.png
Work Location H Job Information H Job Labor

Employee
Salary Plan Details @

Effective Date (7/01/2021

Effective Sequence 0
HR Status  Active
Payroll Status  Active

Salary Admin Plan |CS

al®
o
Gradef40  Q

step fl6 Q

H Payroll H Salary Plan H Compensation H CTC Job Data H CTC Eamings Distribution

Empl ID
Empl Record 0

cs

cs

O Includes Wage Progression Rule

Action  Job Reclassification
Reason
Job Indicator  Primary Job

Grade Entry Date |07/01/2021

Step Entry Date I 05/01/2021

L]

4 203~ > M
‘ [BeToRow ] ‘
History o

Change Step Entry
back to the prior Step
Entry Date (click on

the next row to see the
date)




image5.png
Work Location H Job Information H Job Labor H Payroll H Salary Plan H Compensation H CTC Job Data H CTC Eamings Distribution

Empl ID
Employee Empl Record 0
Compensation Details @ Q| M 4 203 ] »
Effective Date  (7/01/2021 | [eoToRow |
Effective Sequence 0 Action  Job Reclassification
HR Status  Active Reason
Payroll Status  Active Job Indicator  Primary Job o
History
Compensation Rate 1,767 50000057 Frequency S Q7 gemimonthl
» Comparative Information @
» Pay Rates|®
‘ Default Pay Components.
Pay Components @
5 Q 1011 v
‘ FETS H Controls H Changes H Conversion | Iy
“Rate Code Seq Currency Frequency Percent
1 [NAANNL Q [) 42,420.000000 7 |USD al a Q + -

Caleulate Compensation





image6.png
Work Location H Job Information H Job Labor H Payroll H Salary Plan H Compensation H CTC Job Data H CTC Eamings Distribution

Employee

Job Information @

Effective Date  7/01/2021

Effective Sequence 0
HR Status  Active
Payroll Status  Active

Leave Accrual Date |05/01/2021
JobTerm | 12.00

Probation End Date | 10/18/2021

Contract Units

Contract Begin Date

Faculty Status

Quarterly Leave Accrual Hrs

Max Leave Overrid

Empl ID
Empl Record 0

Action
Reason
Job Indicator

Leave Maximum Month
Job Emp Type

Trial Service Date

DRS Calendar

Contract End Date

l OFM Bargaining Uni

v Balloon Payment ID

Leave Type

Job Reclassification

Primary Job

L]

4 20f3v

" o ToRow. ‘

History

]




image1.png
Work Location H Job Information H Job Labor H Payroll H Salary Plan H Compensation H CTC Job Data H CTC Eamings Distribution

Empl ID
Employee Empl Record 0
Work Location Details @ Q | M4 303w
“Effective Date |04/16/2021 | Go To Row
Effective Sequence 0 “Action | Hire v
HR Status  Active Reason | New Hire .
Payroll Status  Active “Job Indicator | Primary Job .
History a
Position Number || 00009264 Q oROGH -
Use Position Data
Position Entry Date |04/16/2021
Position Management Record
*Regulatory Region |USA Q United States.
Company 150 \Wenatchee Valley College
“Busi it |HR150
Business Unit a Wenatchee Valley College
“Department 99150 Q
INSTRUCTION
Department Entry Date |04/16/2021
“Location | MAINL
fon Q Wenatchee Valley Main Campus
EstablishmentID |150 Q Wenatchee Valley College Date Created  04/13/2021

Last Start Date _04/16/2021

Expected Job End Date




image2.png
Work Location H Job Information H Job Labor H Payroll H Salary Plan H Compensation H CTC Job Data H CTC Eamings Distribution

Employee

Work Location Details @

“Effective Date

Effective Sequence.

| 071012021

o

HR Status

Payroll Status

Active

Active

Position Number

| 00009264

Position Entry Date

“Regulatory Region

Company

“Business Unit

04/16/2021

Empl ID ]
Empl Record 0

Job Reclassification

“Job Indicator | Primary Job

History
ADMINISTRATIVE ASSISTANT 3

Position Management Record

USA

150
HR150

“Department

99200

Department Entry Date

07/01/2021

“Location

MAINL

Establishment ID

Last Start Date
Expected Job End Date

150

04/16/2021

Q

L L

Q
Q

United States
Wenatchee Valley College

Wenatchee Valley College

ENGLISH, ARTS & HUMANITIES

Wenatchee Valley Main Campus

Wenatchee Valley College Date Created  09/29/2021

Go To Row

>




image3.png
Work Location H Job Information H Job Labor H Payroll H Salary Plan H Compensation H CTC Job Data H CTC Eamings Distribution ‘

Employee

Job Information Details @

Effective Date  (7/01/2021

Effective Sequence 0
HR Status  Active
Payroll Status  Active

Empl ID
Empl Record 0

Q I M4 [203v] b M

o To Row

Action  Job Reclassification
Reason
Job Indicator  Primary Job

001056 Q ‘
Entry Date |07/01/2021 =l
Supervisor Level | al

“Regular Shift | Not Applicable v

Standard Hours @

ndard Hours 40.00|
FTE 1000000

History

ADMINISTRATIVE ASSISTANT 3

| “Full/Part | Full-Time v ‘

“Officer Code | None v

Shift Rate | |

Shift Factor | |

Work

ws22 Q)
T Weeky 522




