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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
• ZP02 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.

• 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
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LEAN PRINCIPLES 

Eliminate waste when possible

– Waste is defined by customer

Types of waste

– Rework

– Redundancies

– Handoffs

– Delays
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CURRENT WORK FLOW

• When HRIS was introduced, limitations of 
forms and “Process Level Security” reduced the 
ability for agencies to modify certain fields.

• C/C Express allows agencies to submit certain 
types of position changes to ADOA
• …including approved underfill series
• These changes don’t require analysis or 

approval by ADOA
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FUTURE WORK FLOW
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DIFFERENCES – ZP02 & XP02 

ZP02 

Does not provide the agency 
the ability to change: 

• Process Level

• Department

• Job Code

• FLSA

• Salary Schedule

• Grade

XP02 

Does provide the agency the 
ability to change:
• Reason

• Status

• Process Level

• Department

• User Level

• Job Code (Delegated Reallocation/Underfill Only)

• Location

• Direct Supervisor

• Link to Supervisor

• Security Level/ Location (if used)

• Expense Accounts
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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. 
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CURRENT ACCESS – ZP02 (Structure Tab)

The agency currently has access to create or change the reporting structure of the position.
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Fields Used By Agency:
 Direct Supervisor (Code)
 Link to Supervisor
 Security Level/Location
 User Level
 Location



CURRENT ACCESS – ZP02 (Payroll Tab)

The agency currently has access to key in a position’s expense account information.
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Fields Used By Agency:
 Expense Account

Fields Not Used By Agency:
 Activity



FUTURE AGENCY ACCESS – XP02 (Main Tab)

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

Number

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 
on the position (the most current will 
have no ending date) then click 
“?Inquire” at the top of the page before 
you continue to make any changes!



FUTURE AGENCY ACCESS – XP02 (Main Tab)
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Fields that can be changed by agency:
 Reason (describes change to position)
 Status (1=Active; 5=Inactive)
 Process Level
 Department
 User Level
 Location Code

Fields with limited access:

 Job Code 
(Delegated Reallocation/Underfill Only)

Fields that should not be changed:

 At Will Status 
(Political Appointment and covered or uncovered)

 Law Enforcement 
(whether position is a law enforcement position)

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



FUTURE AGENCY ACCESS – XP02 (Structure Tab)
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Fields that can be changed by agency:
 Direct Supervisor 
 Link to Supervisor
 Security Level/Location (if used)

Essentially no changes from ZP02



FUTURE AGENCY ACCESS – XP02 (Payroll Tab)
The agency will be able to update the Expense Account fields in the Payroll Tab.
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Fields that should not be changed :

Everything else!

 Annual  Hours
 Salary Class
 Pay Frequency
 Pay Rate
 Exempt from Overtime
 Pay Plan

Fields that can be changed by agency:
 Expense Account

Fields with limited access:
 Schedule, Grade, Step
(Delegated Reallocation/Underfill Only)



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

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
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XP02 – STEP BY STEP GUIDE

1. Enter “1” 

2. Type in Position 
Number

3. Click on “Effective” 
drop down

4. Select most recent 
date

5. Click “Inquire” (blue 

button at top of screen)

6. Enter in changes on all 
3 tabs in allowed fields

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

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
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XP02 – MINOR POSITION CHANGES

Reference Guide available 
in desk aid format 
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DELEGATED REALLOCATION/UNDERFILL

• 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.
• 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. 
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DELEGATED REALLOCATION/UNDERFILL

DELEGATED REALLOCATION



BEST PRACTICES

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

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

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

 Master Excel Template Available

 Procedure Checklist Available

 Assigned ADOA Analyst Sheet Available 
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BEST PRACTICES

Click “Add”
 On all updates to the record with a 

new effective date

 Input and “Add” changes all at once 
with same effective date as much as 
possible:
– Process Level

– Department

– User Level

– Job Code (Approved Underfill Series Only)

– Location

– Supervisor

– Security Level & Location

– Expense Account

Click “Change”
 ONLY AFTER you have clicked 

“Add” and you need to change 
a field to the new record

 DO NOT click “Change” when 
you are updating the position 
on an old record (old effective 
date record)

 DO NOT click “Change” if you 
need to change the effective 
date of a filled position
 Instead, contact your assigned 

Class/Comp analyst

• If there are multiple changes to the position, enter them all in at the same time. 
• Select the most important “reason” you are adding the record with multiple changes.
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BEST PRACTICES

How can we all be successful? 
• Satellite agencies will have access to 

make changes to the position 
record. 

• Each agency should carefully 
determine users that are reliable 
and will be held accountable for the 
integrity of the data entered into the 
system.
• 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. 
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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:
– 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
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