In anticipation of the new IT Salary Structure, Classifications and Pay Bands effective 7/30/16, please

follow the guidance below for processing the associated actions.
SHARE entry for each position affected by the class study:

e On description tab in Organizational Development

e Addarow

e Effective date: 7/30/16

e Reason: SSC (Class Study Change)

e Position Status: Proposed

e Job code: Select new job code to be associated

e Change Position Status back to Approved (within the same row entry do not hit save yet)
e Clickon ¥ E=  UsA and update the position’s FLSA Status if it has changed.
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PLEECIE  Specific Information || Budget and Incumbents

<

Position Information

1011 O Lot
Position Number: E|

Headcount Status: Current Head Count: 1 out of 1

*Effective Date__07/30/2016 [3{ *Status:
Reason: tudy Change Action Date: 08/03/2015
*Position Statul:_Proposed v D status Date: [p7302016 [ O Key Position

Job Information

*Business Unit: 36100

Q Dept of Information Technology

Job Code: T NETWORK ADMINISTRATOR Il Manager Level: Non-Manager

*Reg/Temp: *Full/Part Time:

*Regular Shift: | N/A hd Union Code: WQ CWA - Bargaining Unit Eligible
Title: IT NETWORK ADMINISTRATOR II Short Title: s Detailed Position Description
Work Location

*Reg Region:  [USA @ united States
Department: b - Company: NM State of New Mexico
Location:

Reports To: - Dot-Line: Q

Supervisor Lvl: ’Hio\ Level H

Salary Plan Information

Salary Admin Plan: Grade: El Step: ﬁQ

Standard Hours: 40.00 Work Period: W QA Weekiv
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Position Information

10r11 O Last

Position Number: —

F[=
Headcount Status: Current Head Count: 1 out of 1
*Effective Date: ’mﬁﬂ *Status:
Reason: ’EO\ Class Study Change Action Date: 08/03/2016
*Position Statug APproved ¥ ™) status Date: 07/30/2015 [ Key Position

Job Code: NETWORK ADMINISTRATOR Il Manager Level:  Non-Manager

*Reg/Temp: *Full/Part Time: Ful-Time v
*Regular Shift: | NA A Union Code: !FQ CWA - Bargaining Unit Eligible
Title: IT NETWORK ADMINISTRATOR I

Short Title: 25

Work Location

*Reg Region:  |[USA QU United States

Detailed Position Description

Department: S - - - Company: NM State of New Mexico
Location: _— .

Reports To: — - - -— Dot-Line: Q

Supervisor Lvl: [H D LevelH

Salary Plan Information

Salary Admin Plan: |CLSS Grade: IE Step: Q

e On the Specific Information Tab
e C(Click Update Incumbent
o Click Save



I S;)eciﬁc Information |"_ﬁudgetandlncumbenls |

Position Number: 00058006

Headcount Status: Filled Current Head Count: 1 out of 1
Specific Information Find | View All 10f2 ] Last
Effective Date: 07/30/2016 Status: Active

Job Profile ID: & b Incumbents

MaxHead Count: | 1 @ Upsate Incumbents

Mail Drop ID: ‘ | [ Include Salary Plan/Grade

Work Phone: \ Budgeted Position

Health Certificate: ‘ \a [ Confidential Position

Signature Authority: | v () Job Sharing Permitted

ml [EINotty @ Previous tab | @ Nextiab | |EbAdd | |

| Specific Information | Budget and Incumbents
You will get the below warning click OK

Message

Warning -- Update incumbents flag should be turned off for any reason other than Approved (APR). (0,0)

The PeopleCode program executed a Warning statement, which has produced this message.

You will get the below message click NO
Message

This position has 1 incumbents. Do you wish to use a batch process to update incumbent data? (1000,997)

Batch processing is designed for high volume transactions. Please select 'Yes' if you wish to initiate a batch job to

perform incumbent updates. If you select 'No' incumbent data will be updated online.




You may get the below message click OK

Message

The incumbent update has changed the Salary Plan information for employee 111016 on the fellowing Job Data rows:
Emplid: 111016, Empl Rcd#: 0, Effective Date: 2016-07-30, Effective Seq: 0

Prior Salary Plan CLSS, Grade 85, Step <blank>

New Salary Plan CLSS, Grade 90, Step <blank>

Please review these Job Data rows. The Salary Plan changes may be inappropriate for the incumbent and should be
reviewed. (0,0)

You may get the below verifing message click OK

Message

Incumbent data will not be updated unless Update Incumbents flag is on. (1000,160)

If you wish to use the auto-maintenance features of Position Management, the Update Incumbents flag must be
turned on. If you wish the current incumbents' data to be updated, go to Add/Update Position Info and check the
Update Incumbents checkbox on the Specific Information page. Leave checkbox unchecked if you do not want
incumbent changes to be made.

() New Window P Help [& Personall:

Position Number: — -
Headcount Status:  Fllled Current Head Count: 1 out of 1
Earnings Deductions Tax Cdn Tax Total
0.000 0.000 0.000 0.000 0.00

Current Incumbents Parsonalize | Find | ] | P

@ save | | RetuntoScarch | [ Notity | @ Provioustab | |5 Nexttab | |[ExAdd | |57 Updata/Display | | £ Includo History | | (5 Comect History |
Description | Specific Information | Budget and Incumbents

The below is what you should see automatically
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Work Location Job Information Job Labor Payroll Salary Plan Compensation

& New Window P +

- EMP ID: EmplRcd# 0
Work Location Find First - 1022 O Lact
HR Status: Active Payroll Status:  Active =]
*Effective Date: 07/30/2016 |31 Sequence: ’70 m *Job Indicator
Action / Reason: | Position Change v | | Class Study Change v
Current

Last Start Date: Termination Date:

Expected Job End Date X1 [J End Job Automatically

Position Number: 70\ IT NETWORK ADMINISTRATOR I Position Entry Date: 03/29/2014
 Override Position Data | ¥ Position Management Record

Regulatory Region: USA United States

Company: NM State of New Mexico

Business Unit: WA Dept of Information Technology

Department: | - Department Entry Date: 02/28/2015
Location: 1

Establishment ID: NMSO1 & state of New Mexico

Date Created: 08/03/2016

Job Data Employment Data Earnings Distribution Benefits Program Participation

I ~ I Al

Click Ok to go back to the position record.

Only in they need a move to min add a sequence etc.
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VWEHEECLETLEY | Job Information || Job Labor || Payroll || Salary Plan || Compensation |
e e e -

EMP

ID:

- - e EmplRed # 0
Work Location Find First 10f3 )] Last
HR Status: Active Payroll Status: Active E] E]
*Effective Date: 07/30/2016 Eﬂ Sequence: g_ _*J_Qun_cli_citLPrimary Job v

i . ~[Pay Rate Change - T Move to Minimum v
Action / Reason: @ g . L Minimu — 1>

— — Future

Last Start Date: 09/25/1995 Termination Date:
Expected Job End Date ] [ End Job Automatically
Position Number: 00058006 @ IT PROJECT MANAGER Position Entry Date: 10/03/2009

Override Position Data | Position Management Record
Regulatory Region: USA United States
Company: NM State of New Mexico
Business Unit: - ——— ———
Department: —ct - - - Department Entry Date: 05/09/2015
Location: - - - - - . ——
Establishment ID: NMS01 Q - - -

Date Created: 07/12/2016
Job Data Employment Data  Earnings Distribution Benefits Program Participation
- — T —

| Work Location || Job Information || Job Labor
— —

| Payroll | Salary Plan :
— —

EmplRcd#: 0

=
- - EMP
Compensation
Effective Date: 07/30/2016
Action / Reason: Pay Rt Chg

Effective Sequence: 1

10r3 O Last

Eind First
Primary Job

0

Move to Minimum

Job Indicator:

Future

Compensation Rate:

~ Default Pay Components

Pay Components
[ Amounts

' Comparative Information

*Frequency:

2,550.14FF USD |Q B C_ Biweekly

Personalize | Find | ]

*Rate Code

1 NAHRLY Q

Currency | Frequency

iHa R Q

| Percent

Employment Data

Earnings Distribution

Benefits Program Participation

m Retumto Search  [=] Nofily | |G Previoustab | = Nexttab ¢, Refresh [, Add | | UpdateDisplay /] Include History




