PERSONNEL FIELD REQUIREMENTS FOR HOURLY/DAILY EMPLOYEES

Change Reason Code

Always code the Change Reason and PCN

X — Field must be coded
0 - Coding is optional

Blank space, do not code

Appt Type

Suffix

Pay Status

\Work Type

Class Code

FTE

Pay Period Hours
Pay Group
Schedule/Grade
Step

Time Sheet Required
Rate Indicator
Rate/Salary
Unemployment Indicator

FLSA Code

Leave Schedule

Contract Holdback %

Overtime Accrual

RHH Accrual

Shift Indicator

DHR Register #

Retro Date

Override Amount

Override Start Date

Override End Date

System Generated

Adj Contract Amt

End Date

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

ADDITIONAL APPOINTMENT

REAPPOINTMENT FROM LAYOFF  (Classified only)

ORIGINAL APPOINTMENT

REINSTATEMENT _ (Classified only)

REHIRE (BREAK IN SERVICE)

TRANSFER INTO CLASSIFIED SERVICE

TRANSFER FROM OTHER AGENCY - DEMOTION  (Classified only)

()P4 [e] [e][e] P4 [e]

TRANSFERRED INTO NON-CLASSIFIED SERVICE

XXX XXX XXX
XXX XXX [X|X]|X

TRANSFER FROM OTHER AGENCY - LATERAL  (Classified only)

XX XXX XX [ XXX
XX XX XXX [ XXX
XXX XXX X[ XXX
XXX XXX X[ XXX
XX XX XXX [ XXX
XXX XXX X[ XXX
XXX XXX X[ XXX
(o] (o] (o] [e] (o] [e] (o] (o] [e] (6]
XX XX XXX [ XXX
XX XX XXX [ XXX
XXX XXX X[ XXX
XXX XXX X[ XXX

x
x

TRANSFER FROM OTHER AGENCY - PROMOTION  (Classified only)

XXX XXX X[ XXX

XXX XX XXX | X | X

XXX XXX XX | X | X

XX XXX XX [ XXX

[e)[e] [e][e][e] [e][e] [e])[e] (0]

|0

>
T
T

OINTMENT UPDATES

ADDITIONAL APPOINTMENT _ (within agency)

x
x

REAPPNT AFTER FAILURE TO COMPLETE PROMTL PROB  (Classified only)

REAPPOINTMENT FROM LAYOFF- LATERAL  (Classified only)

NON-CLASSIFIED TO CLASSIFIED _ (Classified only)

ACTING APPOINTMENT _ (Classified only)

REAPPOINTMENT

REINSTATEMENT (Classified Only)

8 MONTH TEMPORARY TO CLASSIFIED _ (Classified only)

DEMOTION - DISCIPLINARY

DEMOTION - REDUCTION IN FORCE _ (Classified only)

DEMOTION - VOLUNTARY

PROMOTION IN GRADE _ (DHR REGISTER # REQUIRED)

PROMOTION  (DHR REGISTER # REQUIRED FOR CLASSIFIED ONLY)

XXX XXX XXX XXX | X[ X
XXX XXX XXX XXX X [ X
XXX XXX XXX | X[ XXX
XXX XXX XXX XXX | X [ X
XXX XXX XXX XXX | X[ X
XXX XXX XXX X[ XXX
XXX XXX XXX XXX X[ X
XXX XXX XXX XXX | X [ X
XXX XXX XXX XXX X[ X
[e][e][e] o] [e][e] o] o] [e] (o] e} e][e] (o]
XXX XXX XXX XXX | X [ X
XXX XXX XXX XXX | X [ X
XXX XXX XXX XXX X[ X
XXX XXX XXX XXX | X [ X

TRANSFER WITHIN AGENCY - LATERAL

REAPPOINTMENT OF BOARD MEMBER

(e}

XXX XXX XXX XXX X[ X

XXX XXX XXX XXX X [ X

XXX XXX XXX XXX | X [ X

XXX XXX XXX XXX X[ X

[el[e][e] [e][e][e][e] (o] [e][e] (o] [e] (o] o]

o

[eX[e] b4 [e][e][e] P4 [e] [e][e] P9 P4 (o] [e]

EMPLOYEE TYPE CHANGE X

RETURN FROM INACTIVE STATUS [¢] o

RETURN FROM MILITARY DEPLOYMENT [¢]

ACTING TO PROBATIONAL PROMOTION OR PERM STATUS X 0] X

RETURN FROM ACTING APPOINTMENT [¢]

COMPLETION OF PROBATION X

EXTENSION OF PROBATION

RECLASS - COMPLETION OF UNDERFILL

RECLASS - DOWNWARD

XXX
x

RECLASS - LATERAL

(o] [e][e] P
o|o|o|o

RECLASS - UPWARD X X

RATE / SALARY UPDATES

[MERIT INCREASE - PERFORMANCE [ T T T T T T T Tololo] X |




PERSONNEL FIELD REQUIREMENTS FOR HOURLY/DAILY EMPLOYEES

Always code the Change Reason and PCN §
% kel 8 B
8 ; 0 £ E 3 s R ER NN
< X — Field must be coded § o ag)_ _ E % ki g e £ e 8 g E
§ 0 - Coding is optional ° T 8 12 |- |8 |0 [3 218 E g g gl (=2 |5
o g ERESE 2|5 |2 R o S - = Eo I = O B - S L P P T B
o Blank space, do not code > " g 2 a E 8 Ei 5 E s |2 |o ﬁ § g 2 E g |a s (B |2 % c g
& Slela|E (8 ulala|2 e |2lale|El@ a2 e|E(E]e(8|2|Ee]|E]|s]e
@) <|® [a [Z |0k |a |oa |o |& |E | |e |5 |JE |5 |Oo |6 | |vw o |o [6[6 (6 |6 |< |
CD |CEC DISTRIBUTION O|lO| O X [¢]
*CE [PAYLINE EXCEPTION X | O X [¢]
*CF |CHANGE IN FACULTY RANK (Appt Type - NRF and Agency Code - 511, 512, 513 or 514) X | O O | X O
**CJ |JOB REQUIREMENT CHANGE (Appt Type - NRF/NRR and Agency Code - 110, 511, 512, 513 or 514) X|O|O|O]| X O
CO |SHORT TERM RATE OVERRIDE (Hourly employees only) X | X ] X
* CT |RETURN FROM DISCIPLINARY DECREASE X [©]
CX |PAY SCHEDULE CHANGE (Non-Classified Only) O| O] e O e [©]
* DS |RATE DECREASE X]0]O X [¢]
* DT |RATE DECREASE - DISCIPLINARY X | O X [¢]
*DX [RETURN PAYLINE EXCEPTION X | O X [¢]
EA |SALARY EQUITY ADJ INCREASE - Internal O | O X [¢]
LD [NON-CLASSIFIED PAYLINE MOVEMENT - DOWNWARD X | O O] X [©]
LU [NON-CLASSIFIED PAYLINE MOVEMENT - UPWARD X | O O] X [©]
Ml |SALARY EQUITY ADJ INCREASE - External O | O X [¢]
PD |CLASSIFIED PAYLINE MOVEMENT - DOWNWARD X | O X [¢]
PS |PRO-RATED SALARY (Agency Code - 504, 511, 512, 513 or 514) X | X | X
PU |CLASSIFIED PAYLINE MOVEMENT - UPWARD X | O X [¢]
** Incoming schedule must be ‘H”. ** Only agencies ‘512’, ‘513’, or ‘514’ can use.
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 [¢]

IA_[INACTIVE -- ACTING APPOINTMENT  (pay status =)

IB [INACTIVE -- SABBATICAL (pay status =)

«ID |INACTIVE -- DISABILITY (pay status =)

1l |INACTIVE -- ILLNESS (pay status = I)

«1J [INACTIVE -- JOB / ACCIDENT (pay status = I)

10 [INACTIVE -- OTHER (pay status = I)

*|S |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)

SEPARATIONS / TERMINATIONS

SA [SEPARATION -- APPT EXPIRES / TEMPORARY ***

SF_|SEPARATION -- FEDERAL JOB

SG_|SEPARATION -- SCHOOL DISTRICT JOB

S| _[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




PERSONNEL FIELD REQUIREMENTS FOR HOURLY/DAILY EMPLOYEES

Always code the Change Reason and PCN §

S 3 38 S
3 ) " = = < |2 Ele |v |o

X — Field must be coded L =] = S | 218 |&g |2
5 3 < g = e |S |3 1 52|18 [= (B

o —_ =1 = — - —

7] - - - © ° o — = =] s
4 0 - Coding is optional T = xl1e g R EREREREREE E (s |2 |8 |35
5] o o (o |3 - [a |9 g (S |z|s (3|2 |< |2 (S |2 |e|< | |0 |2 |S
@ a 2|12 |o KB =T ) e s |8 12| lg |z |2l s |28 |o |o |0 |€ |E |2
o Blank space, do not code = g |2 |o 512 |3 5 |2 Slalo|2 |8 |E[g |2 |& ||z |2 |2 | |5 |B
c S X |x e 2|10 B |lalo o |3 |E|<|E | |2 = o |E |E |E |2 |0 |2
@ 2 E [ |58 |w szl (TF el |8 |e|v|g[s|ec [T |E | (s |2 |2 |C | |5 |-
= a |5 |5 |8 |8 [F |8 |d |o |8 |E |8 |8 [ |d|ofo|2]|Z || | |>2|2[2[>]T|c
o <|lo fa |2 ok ja |a |o |6 |F | | [5]d [5 |0 |6 | |v |8 | [0 |6 [0 |d |< |u

* ST |[SEPARATION -- MEDICAL RETIREMENT
: SW|SEPARATION -- LAYOFF/ MEDICAL
* SX |SEPARATION -- DEATH
SY |SEPARATION -- COUNTY JOB
SZ |SEPARATION -- STATE JOB (excluding Idaho)
TD [TERMINATION -- DISMISSAL
* TF [TERMINATION -- FAILURE TO COMPLETE ENTRY PROBATION
XO |TRANSFER TO OTHER AGENCY
*** (If Classified, only with “X” in 3 byte — Limited)

IM_|INACTIVE -- MILITARY DEPLOYMENT (pay status = B)
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