CHARP  Classified Position Reallocation

Prior to reading this job aid, please review the Position Management and Workforce Administration CBTs.

An agency will reallocate a Classified position when the position has changed such that a new Job Code is
required. Only agencies with Delegated Classification Authority are authorized to reallocate Classified
positions.

Before reallocating a position, check to see if there is an incumbent on the Budget/Incumbent page in Position
Data. An incumbent is an employee that is assigned to a particular position. This will determine whether you
must also update Job Data during the transaction.

When completing a reallocation, be sure to enter the correct Reason Code in Position Data. This code
indicates the reason for making a change to the position. Use the Action/Reason User Guide to help you
choose the correct code. Reason codes are very useful to HR staff in decision making and with statistical
reports.
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From the Manage Positions Homepage, click the Manage Positions tile, and then the Add/Update Position Info
page. From there enter the position number that needs to be reallocated and click the search button.

Manage Positions

| Add/Update Position Info

Add/Update Position Info

Manage Positions
i Position History ) o
Find an Existing Value

| _
i Job Code Table

i - - *~ Search Criteria

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

Chaoose from recent searches v| & [ saved Choose

Searches

i Location Code Table

T Recent
~ Searches

= Payroll Funding

i Job Data Position Number | begins with ~ | | koz48308

Description

begins with v| | |

Position Status |= v| | v|
Business Unit | begins with ~ | Q |
Department | begins with | Q |
Job Code | begins with | Q |
Reports To Position Number | begins with « | |

D «~ Bhow fewer options

) Case Sensitive L] Include History [ Correct History

Clear
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You will add a new row by clicking the + sign and then updating information such as Effective Date, Reason,
Job Code, and other information that may be changing as a result of the reallocation. Verify fields such as
Reg/Temp field, Department, Location, FLSA, Salary Admin Plan, Grade, Standard Hours, and Supervisory?
fields prior to saving. The Salary Admin Plan, Grade, and Step default in from the Job Code table and should
never be manually overridden. If they are incorrect, stop and verify the Job Code information before
proceeding. Click Save when you are finished. If the position is vacant, you can stop here.

Manage Positions

Description Specific Information Budget and Incumbents Hansas Information

o . 1
Position Information | ] |

Position Number KDIZ45305
Filled

Headcount 5tatus

Current Head Count

out of

=5tatus

Active

Resllocation - Position Review

*Position Status | Approved

w | Status Date

Job Information

*Business Unit | SOKBU 'f.“l.|

a

*lob Code | 211101 a

State of Kansas BU

010172024

Caorrections Officer | (B)

*Reg/Temp | Regular

¥ |

*Regular Shift | Not Appiicable

¥ |

Title |C<:-rractk:-r5 Officer | (B}

Action Date 1211202024

| Key Position

*FulliPart Time |Full-Time vl

Union Code | Q |

Short Title |C{:-er""IE | Cretailed Position Description
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When reallocating a filled classified position, you must update data in two locations — Position Data and Job

Data. New rows will be added to the employee’s Job Data if the effective date in Position Data is greater than
or equal to the most recent effective date in Job Data.

When entering the reallocation, after you press save, a warning telling you that a row has been added to the

incumbent’s Job Data will appear. Press OK and move to the Budget and Incumbents page to find out the
Incumbent’'s Employee ID number.

Drescription Specific Information Budget and Incumbents Kansas |Information

Position Number KI246305 r
Headcount Status  Filled Current Head Count 1 out of

Current Budget

Earnings Deductions Tax Cdn Tax Total

Current Incumbents

|=]q]
Override
Empl 1D E’“F" 4 E”I'_{f ﬁtr_ﬁm Name Effective Date | Action Action Reason | Position | Job Data
BT a I Data
N Full- R [ _ T e o | Resllocation - -
kooooaooooo (o Time 40.00 | Daffy Jordan s Tpees Ty e Pesition Change | o = =0 © o | N D
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After the reallocation is entered in Position Data, a new Effective Dated row and an Effective Sequence should
be entered in Job Data, with the appropriate Action and Reason codes. From the Workforce Administration
Homepage, click the ‘Maintain Employee Record’ tile, go to Job Data, enter the Empl ID, and click Search.

Maintain Employee Record

7| Job Data ..‘

Maintain Employee Record

.J \

____ )
Job Data
Find an Existing Value

* Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values.
o) Recent | opocce from recent searches v| &7 [] Saved Choos
Searches Searches

e

Empl ID |I:-=_~;ir5'.'.'it|' i K—}}}I}}}}}}E!

Empl Record |= v| |

Name |I:e;ir5'.l.'it|‘ v| |

Second Last Name |I:-=_L;ir5'.l.'it|' v| |

|
|
Last Mame |I:e;ir5'.l.'it|‘ v| | |
|
|

Blternate Character Name |I:-=_~;ir5 with v| |

-+ Show more options

b =
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The reallocation row will flow over to Job Data on the next available Effective Sequence number, though it is
typically zero.

Weork Location Job Infarmation Job Labor PBayraoll Salary Plan Compsensation Kansas Information
Daffy Jordan Empl 1D KO000000000
Employee Empl Record O

Work Location Details &

e
Effective Sequence *hction |F'{:-5iti:-r Change V|

Reason | Reallecation - Position Review V|

HR 5tatus Active

Payroll Status  Active *Job Indicator |F'rirrarg,.r Job v|

Position Number | K0245303 Q Corrections Officer | (B)

Courrent -
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Click the + sign to add a row, the current date will default in so remember to change the Effective Date so it
matches the date of the reallocation. Enter the Effective Sequence number which will be one greater than the
Sequence number on the reallocation row. Refer to the Action/Reason User Guide to determine the
appropriate Action and Reason codes to use. Typical Actions would be ‘Promotion’, ‘Demotion’, or ‘Transfer’.

Work Location Job Information Job Labar EBayroll Salary Flan Compensation Kansas Information

Daffy Jordan Empl ID}  KOEXMZETTI
Employes Empl Record O
Work Location Details () |a] [1of3 v|| » || 2]

*Effective Dat ‘ | [ Go To Row ]| * ||:|

Effective Sequen "' *hetion | Appropriate Action code v| T
HR Status  Active Reason | Anpropriate Reason code v
Payroll Status  Active =Job Indicator |F'rirrar5.r Job vl
[ Caloulste Status and Dates
Current
Position Number ||(.:.;_.1..53,:.5 Q Caomections Officer | (B)
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The step is blank on the reallocation row, that carries forward when you add the Promotion/Demotion/Transfer
row. On the Salary Plan page, enter the appropriate step based on regulations and/or agency policy. Both the

Grade Entry Date and Step Entry Date changes to the effective date of the promotion/demotion/transfer since
the Grade Step both changed.

Work Location Job Infarmation Job Labor Payroll Salary Plan Compensation Kansas |Information
Daffy Jordan Empl ID KOO00O000000
Employee Empl Record O
Salary Plan Details || [1or3 «|| > ][]
Effective Date 0812312024 [T ehre ]
Effective Sequence 1 Action  Action and Reason
HR Status Active Reason codes will show here
Payroll Status Active Job Indicator  Primary Job
N Current
Salary Admin Flan  CLA : Classified Pay Flan
Grade 028 g};SS'F'ED BRALE Grade Entry Date  05/Z3/2024
L -
Step [w] | Step Entry Date |
Includes Wage Progression Rule
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On the Compensation page, click the Default
Pay Components button to update the hourly
Comp Rate.

Remember, classified positions are attached to
the Classified Salary Plan which has specific
salary rates for grades/steps so do not
manually update the hourly rate. If the hourly
does not default in correctly, verify the step
was entered correctly.

Other compensation rates also update, such as
the Change Amount, Change Percent, and
Annual Rate.

Classified Position Reallocation

Wark Location Job Information

Job Labor

Payroll

Salary Flan Compensation Kanzas Information

Daffy Jordan

Compensation Details &

Effective Date 0S/Z5/2024

Effective Sequence 1
HR Status  Active

Payroll Status  Active

Compensation Rate 24 450000
~ Comparative Information (3
Change Amount 4 250000 usD
Change Percent 21.610
“ Pay Rates (%)
Annual 50, 518.400000 UsD
Monthly 4,243 200000 UsDh

[ T Dafauit Fay Companents

Pay Components &

EES

Amounts Caontrols Changes
*Rate Code Seq
1|| NaHRLY al || o

Caonwversion [}

Comp Rate

Empl 1D K000000000D ‘\
Empl Record @

2]

[ter3 vf[ > |[ ]

sction Action and Reason
reason COdES Will show here

Job Indicator  Primary Job

Frequency H
Houarhy
Compa-Ratio 0.85
Daily 155 840000 USD
Hourly 24 480000 USD
Currency Frequency Percent
24.48000033 |[USD al || a

Huaisrhy

Current

[+] =]
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On the Kansas Information page, you will find the Employment Status and Probation End Date fields.
Typically, when a promotion action is used, these fields will default in with a 6 month promotional probation
status ‘Promo Prob’. Regardless of the action used, users need to defer to regulations and agency policy in
order to determine the appropriate Employment Status and Probation End Date. The Action/Reason User

Guide will provide applicable regula

tions to review.

Effective Date:

Short Description:

Assignment Method:

Country:
Salary Authorized:
*Employment
Status:
Probation End Date:

GHI Direct Bill Member

Schedule Effective Date:

0022024 Effective

Sequence:
Cusrrent
| Select Predefined Schedule  ~| oo |EDKID a |
_ Group:
\ozion/z024 [ | *Schedule ID: | BLANK_OFT? a |
UsA State: K5 County: SM Shawnes
C Classified Position
aj
| Date Mext Increase: | |
Type: | I:}~| DB Approval Date: | |

Wiork Location Job Information Job Labor Payroll Salary Plan Compensation Kansas Information
Daffy Jordan Empioyes Empl ID K0000000000 Empl Record O \
Kansas Information | ] | | of 3 v|| || A | Wiew Al

Job Indicator:  Primary Job

10
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On the Benefit Program Participation page, manually update the Annual Benefits Base Rate to match the
new annual rate. Do not change the benefits eligibility field codes unless the FTE and Standard Hours
changed. Click the Save button when all of the updates are done.

NOTE: There may be other fields, such as Schedule ID or Holiday Schedule, that may need to also be
updated. Those should be updated when entering this row.

Benefit Program Participation
Daffy Jordan Empl ID KOO00O00O000
Employee Empl Record O
Benefit Status () |2 [10f3 || > |[ 2]
Benefit Record Number Df"’ [ Go To Row ]
Effective Date 0SvZE2024
Effective Sequence 1 action  Action and Reason
HR Status  Active Reason codes will show here
Payroll Status  Active Job Indicator  Primary Job
) Current
*Benefits System |Eera"it5 Administration V|
Benefits Employee Status  Active
Annual Benefits Base Rate | | 7 usp

11
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Did the FLSA on the position change? If so, the
agency will need to update the employee’s Time
Reporter Data Workgroup. Go to the
Employment Information page to access the
Time Reporter Data link to Time and Labor Data.
Click the + button, update the Effective Date to
match the reallocation date, update the Elapsed
Time Template (if needed), Workgroup, and
Taskgroup (if needed). Click OK when finished,
then Save.

Classified Position Reallocation

Organizational Assignment Data &

Instance Record
Last Assignment Start Date 02/01/2024 First Assignment Start  02/01/2024
Assignment End Date

Home/Host Classification  Home Years Months Days

Company Seniority Date  02/01/2024 LI Dverride o 0

e o
Benefits Service Date 02/01/2024 — Cuerride Yo 10 n

O ”

Seniority Pay Calc Date  02/01/2024 LI Dverride o 10

Probation Date
Professional Experience Date Last Verification Date |
Business Title Comrections Officer | {B) Position Phone

Time and Labor Data

Daffy Jordan Empl 1D KOO0O000000 Empl Record 0

Time Reporter Data
” —{+][-]

*Time Reporter Type | Elspsad Time Reporter v| Payroll

Elapsed Time Template | soMBASIC O Basic: TRC & Howrs Fiskis
Punch Time Template l:l
Commitment Accounting

Time Period 1D l:l For Taskgroup
For Department
=\orkgrofip 1 . .
Workgr "]m Self-Sarvice Hourhy T day
[
*Taskgroup | GEONONTASK Q| 0o

Task Profile 1D

*Effective Df

Send Time to Payroll

L

TCD Group
Restriction Profile 1D l:l
Rule Element 1 III

Rule Element 2

Rule Element 3

Rule Element 4

Rule Element 5

Time Zone | ST

Central Time {US)
a[ Cancel H Rafresh ]

L
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