
PERSONNEL FIELD REQUIREMENTS FOR ANNUAL SALARY EMPLOYEES
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Always code the Change Reason and PCN.
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AA ADDITIONAL APPOINTMENT    X X X X X X X X X O X X X X X X X X O O O O X
AO ORIGINAL APPOINTMENT   X X X X X X X X X O X X X X X X X X O O O O X
AX REHIRE (BREAK IN SERVICE) X X X X X X X X X O X X X X X X X X O O O O X
XN TRANSFER INTO NON-CLASSIFIED SERVICE     X X X X X X X X X O X X X X X X X X O O O O X

AA ADDITIONAL APPOINTMENT     (within agency) X X X X X X X X X O X X X X X X X X O O O O X
AR REAPPOINTMENT   X X X X X X X X X O X X X X X X X X O O O O VX X

 • DD DEMOTION - DISCIPLINARY X X X X X X X X X O X X X X X X X X O O O O VX X
 • DV DEMOTION - VOLUNTARY X X X X X X X X X O X X X X X X X X O O O O VX X
PO PROMOTION     X X X X X X X X X O X X X X X X X X O O O O VX X
XW TRANSFER WITHIN AGENCY - LATERAL X X X X X X X X X O X X X X X X X X O O O O VX X

AH EMPLOYEE TYPE CHANGE X O O
AI RETURN FROM INACTIVE STATUS O O

• AM RETURN FROM MILITARY DEPLOYMENT O

RC RECLASS - COMPLETION OF UNDERFILL X X X O X O O O X
RD RECLASS - DOWNWARD O X X O X O O O X
RL RECLASS - LATERAL O X O
RU RECLASS - UPWARD O X X O X O O O X

CC MERIT INCREASE - PERFORMANCE O O O X O O O O X
CD CEC DISTRIBUTION O O O X O O O O X

**CF CHANGE IN FACULTY RANK  (Appt Type - NRF and Agency Code -  511, 512, 513 or 514) X O O X O O O O X

**CJ JOB REQUIREMENT CHANGE  (Appt Type - NRF/NRR and Agency Code -  110, 511, 512, 513 or 514) X O O O X O O O O X

 • CT RETURN FROM DISCIPLINARY DECREASE X O X
CX PAY SCHEDULE CHANGE   O O O O O O O O O O
CZ PAY RATE CHANGE PER IDAHO CODE O O O X O O O O X

• DS RATE DECREASE X O O X O O O O X
 • DT RATE DECREASE - DISCIPLINARY X O X O O O O X
EA SALARY EQUITY ADJ INCREASE - Internal O O X O X
LD NON-CLASSIFIED PAYLINE MOVEMENT - DOWNWARD X O O X O O O O X
LU NON-CLASSIFIED PAYLINE MOVEMENT - UPWARD X O O X O O O O X
MI SALARY EQUITY ADJ INCREASE - External O O X O X

MC MISCELLANEOUS UPDATE  BOARD OF EXAMINER APPROVAL O O O O X
MD MISCELLANEOUS UPDATE  RETURN FROM BOARD OF EXAMINER APPROVAL X
MW MISCELLANEOUS PERSONNEL O O O O O O O O O O O O O O O O O

IA INACTIVE --  ACTING APPOINTMENT     (pay status = I)
IB INACTIVE --  SABBATICAL                    (pay status = I)

 • ID INACTIVE --  DISABILITY                       (pay status = I)

MISC APPOINTMENT UPDATES

RECLASSIFICATION 

RATE / SALARY UPDATES       

When not using a pay period begin date, override fields must be coded.

Change codes with this symbol • are confidential and not available to the public.

APPOINTMENTS 

MISCELLANEOUS           

INACTIVATIONS                    

APPOINTMENT UPDATES 



PERSONNEL FIELD REQUIREMENTS FOR ANNUAL SALARY EMPLOYEES
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A
pp

t T
yp

e

Su
ffi

x

Pa
y 

St
at

us

W
or

k 
Ty

pe

C
la

ss
 C

od
e

FT
E

Pa
y 

Pe
rio

d 
H

ou
rs

Pa
y 

G
ro

up

Sc
he

du
le

/G
ra

de

St
ep

Ti
m

e 
Sh

ee
t R

eq
ui

re
d

R
at

e 
In

di
ca

to
r

R
at

e/
Sa

la
ry

U
ne

m
pl

oy
m

en
t I

nd
ic

at
or

FL
SA

 C
od

e

Le
av

e 
Sc

he
du

le

C
on

tr
ac

t H
ol

db
ac

k 
%

O
ve

rt
im

e 
A

cc
ru

al

R
H

H
 A

cc
ru

al

Sh
ift

 In
di

ca
to

r

D
H

R
 R

eg
is

te
r #

R
et

ro
 D

at
e

O
ve

rr
id

e 
A

m
ou

nt

O
ve

rr
id

e 
St

ar
t D

at
e

O
ve

rr
id

e 
En

d 
D

at
e

Sy
st

em
 G

en
er

at
ed

A
dj

 C
on

tr
ac

t A
m

t

En
d 

D
at

e

• II INACTIVE --  ILLNESS                            (pay status = I)
• IJ INACTIVE --  JOB / ACCIDENT               (pay status = I)
IO INACTIVE --  OTHER                              (pay status = I)
 IS INACTIVE --  SUSPENSION With or Without Pay                    (pay status = B)
IX INACTIVE --  SABBATICAL                    (pay status = B)
VL POS - VACATED - LAYOFF (Generated)
VX POS - VACANT DUE TO APPT CHANGE (Generated)

SA SEPARATION  --  APPT EXPIRES / TEMPORARY
SF SEPARATION  --  FEDERAL JOB
SG SEPARATION  -- SCHOOL DISTRICT JOB
SI SEPARATION  --  CITY JOB
SJ SEPARATION  --  ENTRANCE PROBATION / RIF
SK SEPARATION  --  LAYOFF / BUDGET RESTRICTIONS
SL SEPARATION  --  LAYOFF / SHORTAGE OF WORK

• SM SEPARATION  --  MILITARY
SN SEPARATION  --  PRIVATE SECTOR JOB
SP SEPARATION  --  PERSONAL
SR SEPARATION  --  RETIREMENT

 • ST SEPARATION  --  MEDICAL RETIREMENT
 • SW SEPARATION  --  LAYOFF/ MEDICAL
• SX SEPARATION  --  DEATH
SY SEPARATION  --  COUNTY JOB
SZ SEPARATION  --  STATE JOB (excluding Idaho)

 • TD TERMINATION  --  DISMISSAL
XO TRANSFER TO OTHER AGENCY

IM INACTIVE  --  MILITARY DEPLOYMENT                         (pay status = B)

BC COST SAVINGS BONUS - This Change Reason is system generated to the employee's classification history when a 'CSB' Earnings Code is processed
BD COST SAVINGS BONUS T & B - This Change Reason is system generated to the employee's classification history when a 'CST' Earnings Code is processed
BE COST SAVINGS BONUS CAPITAL - This Change Reason is system generated to the employee's classification history when a 'CSC' Earnings Code is processed
BF RETENTION BONUS - This Change Reason is system generated to an employee’s classification history when a ‘REN’ Earnings Code is processed.
BK RECRUITMENT BONUS - This Change Reason is system generated to an employee’s classification history when a ‘REC’ Earnings Code is processed.
BL ONE-TIME CEC DISTRIBUTION -  This Change Reason is system generated to an employees classification history when a "BLA" Earnings Code is processed.
BO COST SAVING BONUS OPERATING - This Change Reason is system generated to an employee’s classification history when a ‘CSO’ Earnings Code is processed.
BS SHORT-TERM COMMENDABLE (REGULAR EMPLOYEE) - This Change Reason is system generated to an employee’s classification history when a ‘STC’ Earnings Code is processed.
CL LONGEVITY INCREASE - This Change Reason is system generated to the employee’s current classification record when a longevity milestone is reached.
VX POSITION VACATED DUE TO APPOINTMENT CHANGE - This change reason is system generated to an employee's classification history when an 'DD', 'DV', 'PO' and 'XW' Change Reason is processed

SEPARATIONS / TERMINATIONS                

GENERATED CHANGE REASONS  

MILITARY INACTIVATION                
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