Classification and Compensation

Delegation of “C/C Express”
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HISTORY

HRMS

Agencies had the ability to
change certain position
attributes.

Level 3, 4, 5 changes
(department, process level)

Check Locator (user level)
Accounting Information
Geographic Location

Limited capabilities for history
storage, tracking and reporting

HRIS

/P02 provides an agency
limited ability to change
certain position attributes

Reason code

Direct Supervisor code
Security Level/Location
User Level

Location (Geographic)
Report writer
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CC Express

* When HRIS was introduced,
limitations of forms and “Process
Level Security” reduced the ability

for agencies to modify certain
fields.

e C/C Express was developed to
allow agencies to submit certain
types of position changes to ADOA:

* Including approved underfill
series

* Changes that don’t require
analysis or approval by ADOA




LEAN PRINCIPLES

Eliminate waste when possible
— Waste is defined by customer

Types of waste
— Rework
— Redundancies
— Handoffs
— Delays
& ADOA
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CURRENT WORK FLOW

Strawman Class & Comp Current State Minor

Changes
0 \ a

Agency Submits CC St:*aff reviews CC Staff enters

Class & Comp I emails from CC " Jboroved
minor change to Express (fifo) & chanp‘:es to HRIS

CCExpress / finds change(s) 8

CC Staff op ens ) CC Staff marks CC Staff clears

CC Exp. Dbase ”| the Class & " email from HRIS
flags Accept or Comp item as System and files

Reject w/note / completed documentation
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FUTURE WORK FLOW

Strawman Class & Comp
Future State Minor Changes

- identificQ Agency enters ) CC Staff audits
gy Class & Comp minor changes
Class & Comp |l : |
it e minor changes that are errors &
8 4 intoHRIS ) rovides trainin
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DIFFERENCES — ZP02 & XP02

ZP02

Does not provide the agency
the ability to change:

* Process Level

* Department

* Job Code

* FLSA

e Salary Schedule
* Grade

XP02

Does provide the agency the
ability to change:

* Reason

* Status

* Process Level

* Department

* User Level

* Job Code (pelegated Reallocation/Underfill Only)
* Location

* Direct Supervisor

* Link to Supervisor

* Security Level/ Location (if used)
* Expense Accounts

& ADOA
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CURRENT ACCESS - ZP02 (Main Tab)

The agency currently has access to the ZP02 with limited access to enter certain position
attributes. Reason Code used for actions on “Structure” and “Payroll” tabs.

(et el |uu._.=d||||.mlhn=rnuul-' - r ¥ Lesmon Portal - Pouiten... = [0
Fite  EdAd  Wirww Fayosites  Tools  Help
welcome Michanl I il
S o Pesition (ZP02.1)
Ve | oroviows | tnguire | b woon [ \
Process Level ) company | TEd STATE OF ARIZOMA Form
Company = State of Arizona Process Level [ Number
Posttion Number and Title P postion fioroom00300s B [scccammanT m
- Effective [Siosrbai G = [ &
Effective Date of Last Change update Emplovees, Requisitions [
T Main | Structure | Bayroll [1
p—— [: & ] < L Fields Used By Agency:
A Wil Sratus . Reason
Emasmipt froan Owartinee
Py Plan
Sechvedhuibe, Girice, Stegp
Lawe Enforoement \
D'::m Fields Not Used By Agency:
P8 Type e Status(1=Active; 5=Inactive)
e At Will Status
¢ Exempt from Overtime
e PayPlan
¢ Schedule, Grade, Step
¢ Law Enforcement
¢ Department
¢ JobCode
¢ CPSType

ADOA
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CURRENT ACCESS — ZP02 (Structure Tab)

The agency currently has access to create or change the reporting structure of the position.

v

- [Ereeme . (& Lawson Portal - Positio... * | =

File Edit View Favorites Tools Help

Welcome Michael [legout]

A~ change | {_ Previous |2 tnquire [ Next W Inquire |

Company | 1fy STATE OF ARIZONA
Process Level [ [
Position  [spEooon03043 4 [accounTanT 1
Effective |09,f23,fzo:12 ) - | v
Update Employees, isitions [n[=]

Main [ Structure ‘] Payroll J

Fields Used By Agency:

Direct Supervisor | @

Link to Supervisor [ o Qirect Supervi:sor (Code)
Security Level, Location [ ] [ o Link to Supervisor
Userlevel [ @ — Security Level/Location
Location [ @ . User Level
Addrt . Location
Addr2
City, St Zip
County
#115% -
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CURRENT ACCESS — ZP02 (Payroll Tab)

’

LBl 2 https://portal.hiis.azdoa.gov/lawson/portal/

File Edit View Fa

HRIS Welcome Michael flogout 1
RS e Position (ZP02.1)
B[ ctange | 4_Previous |2 tnquire | b Next Il tnquie ]

Company [ 1fy STATE OF ARIZONA
Process Level [ [
Position  [spEpo0003043 fd [accounTanT
ffective |09,f25;2012 [} | ]
Em 'S, ions m
Fields Used By Agency:
main | stucture | payrol | A * Expense Account
Annual Hours
Salary Class /
MMMMM
Expense Account | i | ] | 7 | ]
Activity | R —

\ Fields Not Used By Agency:

N ° Activity
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FUTURE AGENCY ACCESS — XP02 (Main Tab)

XP02 will replace ZP02 and the agency will now have full access to the Main tab.

=

(=Wl = https://portal. hris.azdoa.gow/lawson/portal/index. htrm & Lawson Portal - SOA Positio... X

File Edit View Favorites Teools Help

wWelcome Michael [logout]
»
: | — pelete | 4 previous |2 inquire | b Noa [l inquire -] [Related Forms -|
ﬁ Company [ 104 STATE OF ARIZONA

Position [sAD000000001

Effective IDE,-’ZD,.fzn15 m

flate Employees, Requisitions WB

Header Information
Company = 1 - State of Arizona
Position = Number (Title will populate)
Effective = Date of Last Change
Click the drop down on “Effective” and
ensure you have the most recent date

4 [ap oirRECTOR

- |

L ) payron |
on the position (the most current will Reason [wewo @4 FYE LABOR DISTRIEUTION UPDATE
have no ending date) then click status |1 -] Actve
. Process Level |ADDIR [*] AD-DIRECTOR'S OFFICE
“?Inquire” at the top of the page before Department [5i50— e OEETCe ADMINTSTRATION
you continue to make any changes! UserLevel [aoomoo DIRECTORS OFFICE
Job Code [aunosooz B4 AD DIR
At Will Status HD AGENCY HEAD
Law Enforcement MNOTLE NON-LAW ENFORCEMENT
Location [ADMAPHOOL4 7
Addri 100 N 15TH AVE
Addr2 STE 401
City, St Zip PHOENTX 85007
County MARICOPA
User Fields
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#115% -
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FUTURE AGENCY ACCESS — XP02 (Main Tab)

@ hitps://portal.hris.azdoa.gov/lawson/portal/ (2 Lawson Portal - SOA Positio...

File Edit View Favorites Tools Help

Welcome Michael [logout]

*ﬂﬁ'ﬁ Arizons SOA Position (XP02.1) ®- B
[» |+ add [/ change | petete | {_previous [2 mnquire [ Next I tnaquire -] Related Forms ~|
Company ﬂ@ STATE OF ARIZONA
Position [sacooomooonr (4] [aD DIRECTOR Fields that can be changed by agency:
Effective ooz [ - il . Reason (describes change to position)
Update Employees, Requisitions. [y]z] . Status (1=Active; 5=Inactive)
. Process Level
Main | _stcure | payrol | — o Department
Reason |Fye LD FYE LABOR DISTRIBUTION UPDATE
statn . User Level
s 12 .
Process Level o[ . Location Code
Department [p[roo Q FFICE ADMINISTRATION ‘ |
User Level |—E DIRECTORS OFFICE . . ..
i ADDIRI = Fields with limited access:
Job Code AUND5002
At Will Status HD AGENCY HEAD ° Job Code
NOTLE ‘ NON-LAW ENFORCEMENT . .
Law Enforcement ~L (Delegated Reallocation/Underfill Only)
Location [spMapHOO14 (4 -~
Addr1 - lﬂh lﬂAVE ‘ |
Addr2 STE 401 -~ - .
E— — ~g sw Fields that should not be changed:
County MARICOPA - -

=~ e At Will Status

(Political Appointment and covered or uncovered)
. Law Enforcement

vserFields | 4e==t"Tors (whether position is a law enforcement position)

These fields are accessed from the User Fields
button not used by agency.

H115% ~
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FUTURE AGENCY ACCESS — XP02 (Structure Tab)

.

Sl = https //portal. hris.azdoa.gov/ lawsen/ portal’ & Lawsen Portal - SOA Positio... %

File Edit View Favorites Tools Help

* HRIS » Welcome Michael [logout]
State of Arizona SOA Position (XP02.1) %P02 (Q (?)
[ [+ id ]+ orange |~ polere | _previows [2_toaire | » —ort | ot orme |
Company |_1@ STATE OF ARIZONA
Position [5AD000000001 4 [aD DIRECTOR
Effective [oe/z02015 ] - | ]
Update Employees, Requisitions m
Fields that can be changed by agency:
stsing  strucume | bmmotied . Direct Supervisor
Direct Supervisor [ovioooioor . Link to Supervisor
Indirect Supervisor [ {4 ° Security Level/Location (if used)
Link to Supervisor [apprRiooor [
CIIOIEETELCE & Essentially no changes from ZP02
shift [[z] ﬂ

Security Level, Location [o-] [oo90009000

User Fields Totals

HL15% v
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FUTURE AGENCY ACCESS — XP02 (Payroll Tab)

The agency will be able to update the Expense Account fields in the Payroll Tab.

v

@ el & https://portal.hris.azdoa.gov/lawson/portal/ & Lawson Portal - SOA P... X =

File Edit View Favorites Tools Help

HRIS Welcome Michael llogout]
I RS avvcone S0A Position (XPO2.1)

> ]+ Ada |/ change | — Detete | 4 previous |2 tnquire] b et I toaure ] [Reated Forms |
Company |_1@ STATE OF ARIZONA
Position  [sapoooooooot {4 [aD DIRECTOR
Effective |os,'20,r2015 [ - | ]

Update Employees, Requisitions [\[=]

Fields that can be changed by agency:
o Expense Account

Main | structure | Payronl |

-

Annual Hours | 2080
Salary Class m
Pay Frequency [21z]

Pay Rate |

Exempt from Overtime [y|~]

\ |

Fields with limited access:
) Schedule, Grade, Step

Pay Plan [oxc 4 (Delegated Reallocation/Underfill Only)
Schedule, Grade, Step m A EXECUTS
Expense Account [ 1 [aDaLLO149990 04 | eo11fd | 2016 REGULAR BASE
LRI | | &

Encumbrance Position I—B

Fields that should not be changed :

Everything else!

Annual Hours

Salary Class

Pay Frequency

Pay Rate

Exempt from Overtime
Pay Plan

[ verras ]

®115%
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XP02 — AGENCY ACCESS OVERVIEW

Agency Field Use in XP02

Main Tab

Company

Position

Effective Date (then “Inquire™)
Reason

Status

Process Level

Department Level

User Level

Job Code (Delegated Reallocation/Underfill Only)
Location

Structure Tab

« Direct Supervisor

« Link to Supervisor

« Security Level

* Location

Payroll
« Schedule, Grade, Step
(Delegated Reallocation/Underfill Only)

* Expense Account

15

Agency Fields Not Used in XP02

Main Tab
* NO FIELDS in User Fields

Structure Tab

 Indirect Supervisor
« Work Schedule
« Shift

Payroll

« Annual Hours
« Salary Class

« Pay Frequency

« Pay Rate
« Exempt from Overtime
« Pay Plan
« Activity

« Encumbrance Position

& ADOA
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XP02 — STEP BY STEP GUIDE

HRIS

State of Arizona

Enter “1”

Type in Position
Number

Click on “Effective”
drop down

Select most recent
date

Click “Inquire” (blue
button at top of screen)

Enter in changes on all
3 tabs in allowed fields

Use the Reference
Guide to determine
when you “Add” or
“Change”

16

SOA Position (XP02.1)
> [+ [~ [— |4

Company
Position

Effective

Update Employees, Requisitions

| Main | Structure | Payroll
Reason
Status |1 |~|

Process Level
Department

User Level

Job Code

At Will Status
Law Enforcement
Location

Addrl

Addr2

City, 5t Zip

County

—

al

—
o

]

—

=

Active

Note: Process Level and Department
are linked. The change will not be
accepted if your agency has not added
the Process Level and or Department
to the Maintenance Table via HRIS.

Please contact HRIS for assistance:
HRISTABLEUPDATE @azdoa.gov



mailto:HRISTABLEUPDATE@azdoa.gov

XP02 — MINOR POSITION CHANGES

XP02 - Minor Position Changes Reference Guide

RECLASS UNDERFILL

Enter position # into XP02

Tak

Click on effective date drop down

Click on most recent date

Click on inguire
1. Enter new job code
2. Tab
3. Job description will automatically change

Change description to match the new position name

4. Click on Reason drop down

Find Reclass Underfill & click on it

6. Click on Payroll tab in XPO2, change grade to
match new job code

7. Change effective date

8. Click on Add at the top of the page

v

ABOLISHMENTS
Enter position # into XP02
Tab
Click on effective date drop down
Click on most recent date
Click on inguire
1. Click on Reason drop down

BATHG AEDL-CHNG T COVERED STATLE
BB-CORE AEOLIH-CORRECTION

An-Oow AOCHLLHE CTVERED:

AB-EF HEOLIHEFRED

B AE00[TH LS CHANGE
A3-FUND AEOLLHAUNDING

BB-LTH AECLISH LINE TO BASE
A3-OTHER AEDLLH (THER PER COEMPRESS
BEFECLASE AEDLISH RECLASE

BBFETAG HETLISH REDRIGANZATION
BE-LHOOW AECLLESH LHCOWERED

BBCL O AECLISH COVERED

AnCL LC GBS UNCONERM

2. Click on appropriate change

3. Click on Status, click on appropriate number

4. Enter effective date & enter effective date again in
next space

5. Click on Add at top of page

DIRECT SUPERVISOR CHANGES

Enter position # into XPO2

Tab

Click on effective date drop down

Click on most recent date

Click on inquire
1. Chick on Structure Tab in XP02
2. Change Direct Supervisor code
3. Click on Change 2t top of page

LINK TO INDIRECT SUPERVISOR CHANGES

Enter position # into XP02

Tab

Click on effective date drop down

Click on most recent date

Click on inquire
1 Click on Structure Tab in XP02
2. Change Link to Supervisor
3. Click on Change at top of page

ACTIVATE/INACTIVATE POSITION

Enter position # imto XPO2

Tab

Click on effective date drop down
Click on most recent date

Click on inquire

1. Click on Reason drop down pick Activate

or Inactivate position

2. Click on Status, dick on appropriate number

3. Change effective date
4 Click on Add at top of page

PROCESS LEVEL CHANGES
Enter position # into P02
Tab
Click on effective date drop down
Click on most recent date
Click on inguire
1. Change Process Level
1. Click on Reason drop down
3. Find Process Level Change, dick on it
4. Click on Add at top of page

DEPARTMENT CHANGES
Enter position # into XP02
Tzb
Click on effective date drop down
Click on most recent date
Click on inguire
1 Change Department Code
2. Click on Reason drop down
3. Find Department Change, dick on it
4 Click on Add at top of page

USER LEVEL CHANGES
Enter position # into XP02
Tab
Click on effective date drop down
Click on most recent date
Click on inquire
Change User Leve
Click on Reason drop down

1

2

3. Fir% ther, click on it
4. | ?

Clidk’on Change at top of page

LOCATION CHANGES
Enter position # into XP02
Tab
Click on effective date drop down
Click on mst recent date
Click on inguire
1. Change location
2. Click on Reason drop down
3. Find Location Change, click on it
4. Click on Change at top of page

Reference Guide available
in desk aid format




DELEGATED REALLOCATION/UNDERFILL

Approved Underfill Series

Covw Code

ACNVTESS2
ACNTESS3

ACVIEE20
ACWIEE2]
ACV3IBEE22

ACVED2T]
ACWED272
ACNVB0273

ACVTETI1]
ACNTET12

ACW3IZ011
ACW3IS012

ACNSTI20
ACV24356
ACW34357
ACV34358

18

Uncow Code

AUNOEZ40
AUNOEZ41

AUNDE4SS
AUNDE45S

AUNDE2ST
AUNOR29E
AUNDEZ2SS

AUNDE4RS
AUNOB4SE
AUNDE4&T

AUNDE44S
AUNDIT1S

AUNOEZ1Z
AUNOEI14

AUNDE4ET
AUNDELLS
AUNOBILS
AUNDELLS

Title
FIML INSTNS EXMME ENTRY
FINL INSTHNS EXMMNR JOURNEY

DISAE EVALR 1
DISABE EVALR 2

PROG SVC EVALR 1
PROG S5VC EVALR 2
FROG SVC EVALR 3

CPS5PCT1
CP5SSPCT 2
CP55PCT 3

HUMAMN SWVCS 5PCT 1
HURAMN SWCS 5PCT 2

YOUTH CORRS OFFCR 1
YOUTH CORRS OFFCR 2

TR ENGRG WER

TR CONSTRUCT TECH 1
TR COMSTRIUUCT TECH 2
TR CONSTRUCT TECH 3

Several classification families were
approved as “underfill” series prior to
September 29, 2012.

In the past multiple positions were
established for each level of the series

Current practice is to establish ONE
position
When the agency determines the
employee AND the job duties have
advanced to the next level, the position
may be reallocated if the current AND
destination job codes are on the list.

e Job Code (main tab)

* Schedule, Grade (payroll tab)
After the position change, the agency may
adjust the employee’s pay according to the
guidelines for promotional increases.

% ADOA
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DELEGATED REALLOCATION/UNDERFILL

Manager

Supervisor

DELEGATED REALLOCATION

19

~
7

Entry Level/Technician

% ADOA
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BEST PRACTICES

Click “Inquire” after entering in data for Company, Position, and Effective Date
v Always ensure you are viewing the most current effective date by clicking the drop down button

Welcome Carrie
w ls-laRtelﬁ Arizona SOA Position (XP02.1) 6)
(> |+ add [/ Change [~ pete |{ prevous |2 tngure [P oz QN inqure | R
Company STATE OF ARIZONA
Position [sap000000002 £ [0 oPTY DIR
Effective [og20205 f] - | ol
Update Employees, Requisitions

o H

| @ Drill Select - Google Chrome o o e S
[ https://portal.hris.azdoa.gov/lawson/portal/drill/drill.htm
TN T endvec || Reset |

Position Description Effective Ending
SADOO0D00D002  AD DPTY CIR 06/20/2015

Main | Structure | Payroll

SADODODOO0DZ  AD DPTY DIR 09/29/2012 | 06/19/2015

View| 25 ¥ |Records Previous 25 Next 25

Don’t make changes to historical records!
Don’t enter a future date for position records!

2

o

ADOA
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BEST PRACTICES

If your agency has more than 30+ position changes, contact your assigned ADOA
ClassComp Analyst to discuss an upload

v" Changes can be uploaded all at once at ADOA after you complete a master Excel
Template

v" Master Excel Template Available
v Procedure Checklist Available
v' Assigned ADOA Analyst Sheet Available

% ADOA

ARTZONA BEPARTMENT OF ADMINISTRATION



BEST PRACTICES

* |f there are multiple changes to the position, enter them all in at the same time.
e Select the most important “reason” you are adding the record with multiple changes.

Click “Add” Click “Change”
v" On all updates to the record witha v" ONLY AFTER you have clicked
new effective date “Add” and you need to change

v Input and “Add” changes all at once a field to the new record

with same effective date as much as DO NOT click “Change” when

ossible: Ny
P you are updating the position
— Process Level .
on an old record (old effective
— Department
date record)
— User Level
~ o V7
— Job Code (Approved Underfill Series Only) v' DO NOT click Change if you
— Location need to change the effective
— Supervisor date of a filled position
— Security Level & Location v’ Instead, contact your assigned
— Expense Account Class/Comp analyst

22 AD OA.
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BEST PRACTICES

How can we all be successful?

» Satellite agencies will have access to
make changes to the position
record.

e Each agency should carefully
determine users that are reliable
and will be held accountable for the
integrity of the data entered into the

system.
e Position change reports will be
monitored regularly
* Inappropriate actions may result in
the agency losing the ability to
make changes

Non-Satellite HR Offices will email
ClassComp@azdoa.gov or their
assigned ADOA ClassComp Analyst for
their position changes.

s & ADOA
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COMMUNICATION IS KEY

If you are having any doubts or issues about completing an
action in the XP02 screen contact your ClassComp Analyst.

* Training and Reference Guides are available:

24

Minor Position Changes Desk Aid

Assigned ADOA ClassComp Analyst Contact Sheet
Approved Underfill Series Desk Aid

Position Load Checklist

Refresher training and a walk through process can also be scheduled
individually with your ADOA ClassComp Analyst

If your analyst is not available, please email ClassComp@azdoa.gov

& ADOA
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