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Usi ng 4R Transactions

The 4R pages are used to reclassify and/or reallocate position(s). 4R and 4N transactions can be
submitted in one Request if appropriate.

4R - 01

Use to reclassify to an existing title.

4R - 02

Use to reclassify to a new title.

4R - 03

Use to reallocate a title or class.

4R - 04

Use to request a title structure change to an existing title at the same grade.

4R - 05

Use to request a title structure change to a new title at the same grade.

4R - 06

Use to request a title structure change to an existing title that has a different allocation.

4R - 07

Use to request a title structure change to a new title that has a different allocation.

4R - 41

Use to reclassify to an existing title and change the line item number.
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4R - 42

Use to reclassify to a new title and change the line item number.
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4R- 01

Use to reclassify a position from one existing title to another existing title.

Access the Page

1.  Click NY Title and Position Mgmt, TPM Long Form Requests, Use, 4N/4R
Transactions.
A Search Dialog Box will display.

2.  To find an existing value, enter data into appropriate data fields, press Search, and
select a value. To enter a new transaction, click the Add New Transaction hyperlink.

4R — 01 Request Page Hd d Descri pti ons

w WISTER & Home

Home = MY Tille and Position Marnt » TRPM Long Form Reguests = Use = ANM4R Transactions

[ Request Y Dotuments / CCIDOB Determination | Fundinfo  Comments
*Agency: |DBUDIJ Civil Service Joh Control #: NEW

Firgt [ 1. ot1 (B [ ast

E=

*Div BurInst: IElureau of Forms & Files Request Status: Agency Initiated

*Form CD: Iﬁ QJ *action CD: ﬁ ‘Q)*Proposed Eff Date: [D8/24/2003 i

e i Location: 0110
#POSReq |3 .|Hegin: |D4D;36_ End: 04038. Albany

TC: 0820410  Assoc Comptr Prgmr An 8G: 23 JC 0 NU: 0B Pool ID: 007
| Incumbent: YARIOUS Miew Pos §

Prop.TC:  [0825500 | Q Supw Data Prac se: [25 Je: [o])) o [
1 Location: 0100/ Q) ainany County

ReqChgs:Nu @ Jc @ I}

Section

Head:
Req Date;  08/25/2003 Reqguestor: Sunshine, Suzy Replicate
([Esave) |BbAdd) | &l Update/Display)

Request| Documents | CC/DOB Defermination | Fund Info | Comments

TPM 4R Long Forms 8-5



Agency User Manual

NYSTEP System

Hdd Descri pti on

Agency

The Agency Code and name requesting the transaction.

Trx Sumry

When pressed, brings the user to the transaction summary page.
Hidden until request is submitted.

Job Control #

System generated number that will display upon saving or
submitting.

Div Bur/Inst The Division, Bureau or Institution within the agency.

Request Status The point the transaction is at in the approval process; i.e. Agency
Submitted, C&C Supp. Info Requested, C&C Disapproved, C&C
Submitted, C&C Withdrawn, Pending DOB Determination, DOB
Approved/C&C Streamlined, DOB Disapproved, DOB Withdrawn,
Sunset.

Form CD The code of the type of transaction being requested; i.e. 4N or 4R.

Action CD The action code related to the form code; i.e. 01, 02, 03, etc.

Proposed Eff Date The proposed effective date for the reclassification.

# POS Req The number of positions requested to be reclassified.

Line # Range The beginning line number of the position(s). All line item numbers

Begin must currently exist, must be contiguous, and must have the same
attributes.

Line # Range The ending line number of the position(s). All line item numbers

End must currently exist, must be contiguous, and must have the same
attributes.

Location The Location code and geographic description of the position(s).

TC The Title Code and description of the position(s) being reclassified.

SG Salary Grade of the position(s).

JC Jurisdictional Classification of the position(s).

NU Negotiating Unit of the position(s).

Pool ID Indicates from which PayServ funding source the position is being
paid.

Incumbent The name of the person currently in the position. “Various” will
appear if there is more than one position position/person.

Audit This hyperlink only appears if C&C has made changes to the
values of the originally submitted transaction. When pressed, a
pop-up page displays the original values.

View Pos When pressed, a secondary page appears with all line items in the
range. Shows the Title description, SG, JC, NU, and location.
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Hdd Descri pti on

Prop TC The code and description of the title to which the position(s) are
being reclassified.

SG Proposed Salary Grade of the position(s) being reclassified.

JC Proposed Jurisdictional Classification of the position(s) being
reclassified.

NU Proposed Negotiating Unit of the position(s) being reclassified.

Location The requested location of the position(s).

Proposed Rate

The proposed rate of the requested position if NS.

Req. Chgs.

NU, JC, Min Quals. If checked, indicates supporting
documentation must be attached.

C/C Assignment

The area of the page that displays the C&C staff assigned to the
transaction. This workgroup remains blank until C&C receives the
transaction.

Section Head

The C&C Section Head to whom the transaction is routed based
upon the Dept ID of the Requestor. This value is overwritten when
routed to another Section Head. The last Section Head to receive
the package before it has been approved, denied, withdrawn, or
sent back for additional info, is saved to the record.

Assigned Analyst

The C&C Analyst assigned to this transaction.

Req. Date Date the request was submitted.
Requestor The person requesting the transaction.
Replicate When the Replicate button is pressed, the transaction will be

saved, the system will insert a row, and all the values from the

previous row will be carried forward except the # POS Req, Line #
Range Begin, and Location fields. Used for requests of positions
with same title attributes but in a non-contiguous line item number.

4R - 01 Docunments Page H d d Descriptions

See the Documents section of this manual.

4R - 01 CJ DOB Deter mnati on Page FH dd Descri ptions

%@ NOTE:

The Agency will only be able to view all the data on this page if the
Request Status is Pending DOB Determination, DOB Approved, DOB

Disapproved, DOB Withdrawn, or Sunset. If the Request Status is other
than these values, the only values that will display are Agency, Trx Sumry,
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Job Control #, Div Bur/Inst, Request Status, Form CD and Action CD.

Fdd Descri pti on

Agency The Agency Code and name requesting the transaction.
Trx Sumry When pressed, brings the user to the transaction summary page.
Hidden until request is submitted.
Job Control # System generated number that will display upon saving or
submitting.
Div Bur/Inst The Division, Bureau or Institution within the agency.
Request Status The point the transaction is at in the approval process; i.e. Agency
Submitted, C&C Supp. Info Requested, C&C Disapproved, C&C
Submitted, C&C Withdrawn, Pending DOB Determination, DOB
Approved/C&C Streamlined, DOB Disapproved, DOB Withdrawn,
Sunset.
Form CD The code of the type of transaction being requested; i.e. 4N or 4R.
Action CD The action code related to the form code; i.e. 01, 02, 03, etc.
C/C Determination The area of the page C&C uses to record their determination.
Action Approve with change, Approve as Requested, Approve as
Requested with letter, Deny, Return For Additional Information,
Withdraw.
Prop. TC The Title Code proposed for the reclassification.
Description The description of the proposed Title Code.
SG The proposed Salary Grade.
JC The proposed Jurisdictional Classification of the positions.
NU The proposed Negotiating Unit of the position.
Disp. Date Disposal Date (appears only if the Action is “Withdraw” or “Deny”).
Appr. TC Approved Title Code of the reclassification.
Description The description of the approved Title Code.
SG The approved Salary Code of the reclassification.
JC The approved Jurisdictional Classification of the reclassification.
NU The approved Negotiating Unit of the reclassification.
Streamlined The Analyst will streamline transactions consistent with the
Division of Budget policy. If the requesting agency is 07950,
11340, 55020, 55090, 55095, or 00640 this transaction is
considered streamlined (the box is checked) and stops with C&C
determination.
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# Positions Req.

The number of positions requested.

Approved

The number of positions C&C approved.

Disapproved

The number of positions C&C disapproved.

Eff. Date

If streamlined, the date the reclassification becomes effective.

Determination Dt

The date the determination was made by C&C.

Analyst

The C&C Analyst assigned to this transaction.

Budget Determination

The area of the page DOB uses to record their determination.
Displays only if not streamlined.

Action Approved as Requested, Denied, Withdrawn.
Apprv. Rate If not streamlined transaction, the rate approved by DOB.
Line # (Range) System generated. The line number range of the approved
Approved: thru: positions.
# Positions Determination information on the positions.
C&C Apprv Number of positions C&C approved.
Approved Number of positions DOB approved.
Disapproved Number of positions DOB disapproved.
Eff. Date The date the reclassification becomes effective.

Determination Dt

The date the determination was made by DOB.

Examiner

The DOB Examiner assigned to the transaction.

4R - 01 Fund I nfo Page H d d Descripti ons

Fdd Descri pti on

Agency

The Agency Code and name requesting the transaction.

Job Control #

System generated number that will display upon saving or
submitting.

Div Bur/Inst The Division, Bureau or Institution within the agency.
Transaction The area of the page that displays transaction information.
Information
Form CD The code of the type of transaction being requested; i.e. 4N or 4R.
Action CD The action code related to the form code; i.e. 01, 02, 03, etc.

Item Range: to

The range of line items requested.

Title

Title Code and description of requested title.
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Fdd Descri pti on

SG Salary Grade.
JC Jurisdictional Classification.
NU Negotiating Unit.
Funding The area of the page that displays the funding information.
Pool ID Indicates from which PayServ funding source the position is being
paid.
Program If the value entered in the Pool ID is currently active, this field is

displayed and grayed. If the value entered is not currently an
active ID, this field is required. If the requesting agency is 07950,
11340, 55020, 55090, or 55095 this field is hidden.

Fund If the value entered in the Pool ID is currently active, this field is
displayed and grayed. If the value entered is not currently an
active ID, this field is required. If the requesting agency is 07950,
11340, 55020, 55090, or 55095 this field is hidden.

Subfund If the value entered in the Pool ID is currently active, this field is
displayed and grayed. If the value entered is not currently an
active ID, this field is required. If the requesting agency is 07950,
11340, 55020, 55090, or 55095 this field is hidden.

Fund Type If the value entered in the Pool ID is currently active, this field is
displayed and grayed. If the value entered is not currently an
active ID, this field is required. If the requesting agency is 07950,
11340, 55020, 55090, or 55095 this field is hidden.

4R - 01 Comments Page FH d d Descri ptions

%ﬁ@ NOTE: Comments are not required for a 4R - 01 transaction. Any comments that
are added cannot be edited or deleted once a request is submitted.

Fdd Descri pti on

Agency The Agency Code and name requesting the transaction.
Job Control # System generated number that will display upon saving or
submitting.

Request Level Free form field that allows users to enter comments for the entire
Comments Job Control number. The field will allow up to 254 characters.
Sequence Level Free form field that allows users to enter comments related to the
Comments Job Seq number. The field will allow up to 8000 characters.

Div Bur/Inst The Division, Bureau or Institution within the agency.
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I_I'Il> Wor k wththe Page

10.

1.

12

13.

14.

15.

In the Agency field, enter the agency code. Defaults to agency access granted by
security.

In the Div Bur/Inst field, enter the Division, Bureau or Institution (for roll-up
agencies this field is defaulted and grayed out).

In the Form CD field, click Ql and select 4R (or enter 4R).
In the Action CD field, click QJ and select 01 (or enter 01).

In the Proposed Eff Date field, click B and select the appropriate date or enter the
proposed effective date.

In the # POS Req field, enter the number of positions being requested.

In the Line # Range Begin field, enter the beginning line number. The attributes of
the positions within the range must be the same, however, the locations may differ. If
the locations differ, the code 9999 will appear.

In the Prop TC field, enter the requested title code. The proposed code cannot be the
same as the current code.

In the SG field, enter the salary grade if different than the defaulted value.

In the JC field, enter the jurisdictional code if different than the defaulted value or
click R and select the code.

In the NU field, enter the negotiating unit code if different than the defaulted value or
click Al and select the code.

In the Location field, enter the appropriate location. If the locations differ, the code
9999 should be used.

In the Proposed Rate workgroup, select the appropriate radio button for NS
position(s).

In the blank text field, enter the dollar value of the proposed rate.

Click the Documents Page tab.
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16.

17.

18.

19.

2

Attach the appropriate and required documents (see instructions in the Documents
section of this manual).

Click the Comments Page tab. Comments are optional. In the Request Level
Comments field, enter any comments that relate to the entire package. In the
Sequence Level Comments field, enter any comments that relate to individual
sequences.

Click the Documents page tab.

Click Submit.

NOTE: The NYSTEP system requires certain documentation for Long Form
transactions. However, individual C&C Analysts may require additional
documentation. Please continue to follow the current policies set by your
agency's Analyst.
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Use to reclassify a position to a new title.

Access the Page

4R- 02

1.  Click NY Title and Position Mgmt, TPM Long Form Requests, Use, 4N/4R

Transactions.
A Search Dialog Box will display.

2.  To find an existing value, enter data into appropriate data fields, press Search, and
select a value. To enter a new transaction, click the Add New Transaction hyperlink.

4R — 02 Request Page Hd d Descri pti ons

W NYSTEP

{ Reguest ‘f_ Documents

Horme = MY Title and Poasition Momt = TPM Long Form Bequests = Use = JNiR Transactions

“Agency IDBDI]l'J Civil Senice

*Div Burfnst: |Buraau of Forms & Files Request Status: CCWithdrawn

Job Control #: MEW
First (€] 1 o6 4 [¥] Last

% POS Req: |1 Iﬁ;gi};: 1951;5 End:

Incumbent: Scott, Great

*Form CD: |4R | Q. *Action CD: lﬁﬂ*Pmpused Eff Date: [09/2502003 | Bl

TC: 0100110 Caleultng Clerk 2 SG: 08 JC: 0O N 02

Location: 0110

Yiew Fas |

Prop. Title: [Lard ofthe Files

Location:

g il me iz g

ReqChgs:NU & Jc @ |
Section ] Assigned
Head: Analyst:

Req Date:  08/28/2002 Requestor: SunshineSuzy

(Bszve) (ClRatum to Search

Reguest| Documents | CCIDOB Determination | Fund Info | Comments

= T P TIE)
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Hdd Descri pti on

Agency

The Agency Code and name requesting the transaction.

Trx Sumry

When pressed, brings the user to the transaction summary page.
Hidden until request is submitted.

Job Control #

System generated number that will display upon saving or
submitting.

Div Bur/Inst The Division, Bureau or Institution within the agency. For roll-up
agencies this field is populated.

Request Status The point the transaction is at in the approval process; i.e. Agency
Submitted, C&C Supp. Info Requested, C&C Disapproved, C&C
Submitted, C&C Withdrawn, Pending DOB Determination, DOB
Approved/C&C Streamlined, DOB Disapproved, DOB Withdrawn,
Sunset.

Form CD The code of the type of transaction being requested; i.e. 4N or 4R.

Action CD The action code related to the form code; i.e. 01, 02, 03, etc.

Proposed Eff Date The proposed effective date for the reclassification.

# Pos Req The number of positions requested.

Line # Range: Begin

The beginning line number of the position(s). All line item numbers
must currently exist, must be contiguous, and must have the same
attributes.

Line # Range: End

The ending line number of the position(s). All line item numbers
must currently exist, must be contiguous, and must have the same
attributes.

Location The location code and geographic description of the position(s).

TC The Title Code of the position(s).

SG The Salary Grade of the position(s).

JC The Jurisdictional Classification of the position(s).

NU The Negotiating Unit of the position(s).

Pool ID Indicates from which PayServ funding source the position is being
paid.

Audit This hyperlink only appears if C&C has made changes to the
values of the originally submitted transaction. When pressed, a
pop-up page displays the original values.

Incumbent The name of the person currently in the position.

View Pos When pressed, a secondary page appears with all line items in the
range. Shows the Title description, SG, JC, NU, and location.

Prop Title The proposed title of the position being reclassified.
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Hdd Descri pti on

SG Proposed Salary Grade for the new title.

JC Proposed Jurisdictional Classification for the new title.

NU Proposed Negotiating Unit for the new title.

Location The requested location of the position(s).

Proposed Rate The proposed rate of the requested position if NS.

Req. Chgs. NU, JC, Min Quals. If checked, indicates supporting
documentation must be attached.

C/C Assignment The area of the page that displays the C&C staff assigned to the
transaction. This workgroup remains blank until C&C receives the
transaction.

Section Head The C&C Section Head to whom the transaction is routed based

upon the Dept ID of the Requestor. This value is overwritten when
routed to another Section Head. The last Section Head to receive
the package before it has been approved, denied, withdrawn, or
sent back for additional info, is saved to the record.

Assigned Analyst The C&C Analyst assigned to this transaction.
Req. Date Date the request was submitted.
Requestor The person requesting the transaction.
Replicate When the Replicate button is pressed, the transaction will be

saved, the system will insert a row, and all the values from the

previous row will be carried forward except the # POS Req, Line #
Range Begin, and Location fields. Used for requests of positions
with same title attributes but in a non-contiguous line item number.

4R - 02 Docunments Page FH d d Descriptions

See the Documents section of this manual.

4R - 02 CJ DOB Deter mnati on Page H dd Descri ptions

% NOTE: The Agency will only be able to view all the data on this page if the

Request Status is Pending DOB Determination, DOB Approved, DOB
Disapproved, DOB Withdrawn, or Sunset. If the Request Status is other
than these values, the only values that will display are Agency, Trx Sumry,
Job Control #, Div Bur/Inst, Request Status, Form CD and Action CD.
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Fdd Descri pti on

Agency The Agency Code and name requesting the transaction.

Trx Sumry When pressed, brings the user to the transaction summary page.
Hidden until request is submitted.

Job Control # System generated number that will display upon saving or
submitting.

Div Bur/Inst The Division, Bureau or Institution within the agency.

Request Status The point the transaction is at in the approval process; i.e. Agency

Submitted, C&C Supp. Info Requested, C&C Disapproved, C&C
Submitted, C&C Withdrawn, Pending DOB Determination, DOB
Approved/C&C Streamlined, DOB Disapproved, DOB Withdrawn,

Sunset.
Form CD The code of the type of transaction being requested; i.e. 4N or 4R.
Action CD The action code related to the form code; i.e. 01, 02, 03, etc.
C/C Determination The area of the page which C&C uses to record their
determination.
Action Approve with change, Approve as Requested, Approve as
Requested with letter, Deny, Return For Additional Information,
Withdraw.
Description The description of the proposed Title Code.
SG The Salary Grade of the proposed title.
JC The Jurisdictional Classification of the proposed title.
NU The Negotiating Unit of the proposed title.
Disp. Date Disposal Date (appears only if the Action is “Withdraw” or “Deny”).
(Appr TC) Approved Title Code of the reclassification.
Description The description of the approved Title Code.
SG The approved Salary Grade of the reclassification.
JC The approved Jurisdictional Classification of the reclassification.
NU The approved Negotiating Unit of the reclassification.
Streamlined The Analyst will streamline transactions consistent with the

Division of Budget'’s policy. If the requesting agency is 07950,
11340, 55020, 55090, 55095, or 00640 this transaction is
considered streamlined (the box is checked) and stops with C&C
determination.

# Positions Req. The number of positions requested.

Approved The number of positions C&C approved.
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Disapproved The number of positions C&C disapproved.
Eff. Date If streamlined, the date the reclassification becomes effective.

Determination Dt

The date the determination was made by C&C.

Analyst

The C&C Analyst assigned to this transaction.

Budget Determination

The area of the page DOB uses to record their determination.
Displays only if not streamlined.

Action Approved as Requested, Denied, Withdrawn.
Apprv. Rate If not streamlined transaction, the rate approved by DOB.
Line # (Range) System generated. The line number range of the approved
Approved: thru: positions.
# Positions Determination information on the positions.
C&C Apprv Number of positions C&C approved.
Approved Number of positions DOB approved.
Disapproved Number of positions DOB disapproved.
Eff. Date The date the reclassification becomes effective.

Determination Dt

The date the determination was made by DOB.

Examiner

The DOB Examiner assigned to the transaction.

4R - 02 Fund I nfo Page H d d Descri pti ons

Fdd Descri pti on

Agency The Agency Code and name requesting the transaction.

Job Control # System generated number that will display upon saving or
submitting.

Div Bur/Inst The Division, Bureau or Institution within the agency.

Transaction The area of the page that displays transaction information.

Information

Form CD The code of the type of transaction being requested; i.e. 4N or 4R.

Action CD The action code related to the form code; i.e. 01, 02, 03, etc.

Item Range: to The range of line items requested.

(Title) Title Code and description of the position(s).

SG Salary Grade.

TPM 4R Long Forms
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JC

Jurisdictional Code.

NU

Negotiating Unit.

Funding

The area of the page that displays the funding information.

Pool ID

Indicates from which PayServ funding source the position is being
paid.

Program

If the value entered in the Pool ID is currently active, this field is
displayed and grayed. If the value entered is not currently an
active ID, this field is required. If the requesting agency is 07950,
11340, 55020, 55090, or 55095 this field is hidden.

Fund

If the value entered in the Pool ID is currently active, this field is
displayed and grayed. If the value entered is not currently an
active ID, this field is required. If the requesting agency is 07950,
11340, 55020, 55090, or 55095 this field is hidden.

Subfund

If the value entered in the Pool ID is currently active, this field is
displayed and grayed. If the value entered is not currently an
active ID, this field is required. If the requesting agency is 07950,
11340, 55020, 55090, or 55095 this field is hidden.

Fund Type

If the value entered in the Pool ID is currently active, this field is
displayed and grayed. If the value entered is not currently an
active ID, this field is required. If the requesting agency is 07950,
11340, 55020, 55090, or 55095 this field is hidden.

4R - 02 Comment s Page F d d Descri ptions

%{ﬁd NOTE:

Comments are not required for a 4R - 02 transaction. Any comments that
are added cannot be edited or deleted once a request is submitted.

Fdd Descri pti on

Agency

The Agency Code and name requesting the transaction.

Job Control #

System generated number that will display upon saving or
submitting.

Request Level
Comments

Free form field that allows users to enter comments for the entire
Job Control number. The field will allow up to 254 characters.

Sequence Level

Free form field that allows users to enter comments related to the

Comments Job Seq number. The field will allow up to 8000 characters.
Div Bur/Inst The Division, Bureau or Institution within the agency.
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I_I'II> Wor k wththe Page

10.

1.

12

13.

14.

15.

16.

In the Agency field, enter the agency code. Defaults to agency access granted by
security.

In the Div Bur/Inst field, enter the Division, Bureau or Institution. (for roll-up
agencies this field is defaulted and grayed out).

In the Form CD field, enter 4R or click Qand select the code.

In the Action CD field, enter 02 or click QJ and select the code.
In the Proposed Eff Date field, enter the proposed effective date.
In the # POS Req field, enter the number of positions being requested.

In the Line # Range Begin field, enter the beginning line number. The attributes of
the positions within the range must be the same, however, the locations may differ. If
the locations differ, the code 9999 will appear.

In the Prop. Title field, enter the proposed Title. This is a 50 character alpha-numeric
field.

In the SG field, enter the proposed salary grade.
In the JC field, enter the proposed jurisdictional code or click QJ and select the code.

In the NU field, enter the proposed negotiating unit code or click QJ and select the
code.

In the Location field, enter the appropriate location or click Ql and select the code.

If NS, in the Proposed Rate workgroup, select the appropriate radio button for NS
position(s).

In the blank field, enter the dollar value of the proposed rate.
Click the Documents page tab.

Attach the appropriate and required documents (see instructions in the Documents
section of this manual).
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17.  Click the Comments page tab. Comments are optional. In the Request Level
Comments field, enter any comments that relate to the entire package. In the
Sequence Level Comments field, enter any comments that relate to individual
sequences.

18.  Click the Documents page tab.

19. Click Submit.

%‘LA NOTE: The NYSTEP system requires certain documentation for Long Form
transactions. However, individual C&C Analysts may require additional
documentation. Please continue to follow the current policies set by your
agency's Analyst.
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4R- 03

Use to reallocate a class of positions.

Access the Page

1.  Click NY Title and Position Mgmt, TPM Long Form Requests, Use, 4N/4R
Transactions.
A Search Dialog Box will display.

2.  To find an existing value, enter data into appropriate data fields, press Search, and
select a value. To enter a new transaction, click the Add New Transaction hyperlink.

4R — 03 Request Page Hd d Descri pti ons

;‘5@ NYSTEP & Home 2 warkiist

Home = MY Title and Posifion Momt = TPM Long Form Requests = Use = 4N/4R Transactions

Reguest y Documents  CC/DO Determination © Fundinfo \ Comiments |
*Agency: IDBﬂﬂﬂ Civil Service Job Control # MNEW
*Div Burinst: |E|ur_eau of Farms & Flles Reguest Status: Agency Initiated EIEI
FormeD:  [3R @) *ActionCD: [03] Q)*Proposed Eff Date: [09/25/2003 | i) '
# POS Aff: 2
Pres TC: |5526500::ﬂ Supvg Hith Sres Murs 862 17 JC: 0 NU: 05
Prop.TC:  [5506500 | Supvg Hith Srvs Nurs se: [ia e i weos Q)
|Rea Chgs:nu =

Req Date: 08262003 Requestor: Sunshine Suzy

=0 (B 4add | (4] UpdatesDisplay

Request | Documents | CC/DOHE Determination | Fund Info | Comments
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Fdd Descri pti on

Agency The Agency Code and name requesting the transaction.

Trx Sumry When pressed, brings the user to the transaction summary page.
Hidden until request is submitted.

Job Control # System generated number that will display upon saving or
submitting.

Div Bur/Inst The Division, Bureau or Institution within the agency. For roll-up

agencies this field is populated.

Request Status The point the transaction is at in the approval process; i.e. Agency
Submitted, C&C Supp. Info Requested, C&C Disapproved, C&C
Submitted, C&C Withdrawn, Pending DOB Determination, DOB
Approved/C&C Streamlined, DOB Disapproved, DOB Withdrawn,

Sunset.
Form CD The code of the type of transaction being requested; i.e. 4N or 4R.
Action CD The action code related to the form code; i.e. 01, 02, 03, etc.
Proposed Eff. Date The proposed effective date for the reallocation.
# POS Aff The number of positions in the agency affected by the reallocation.
Pres. TC The present Title Code and description to be reallocated.
SG The current Salary Grade.
JC The current Jurisdictional Classification.
NU The current Negotiating Unit.
Audit This hyperlink only appears if C&C has made changes to the

values of the originally submitted transaction. When pressed, a
pop-up page displays the original values.

Prop. TC System generated title code and its description.

SG The proposed Salary Grade.

JC The current Jurisdictional Classification.

NU The proposed Negotiating Unit.

Req. Chgs. NU. If checked, indicates supporting documentation must be
attached.

C/C Assignment The area of the page that displays the C&C staff assigned to the
transaction. This workgroup remains blank until C&C receives the
transaction.
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Section Head The C&C Section Head to whom the transaction is routed based
upon the Dept ID of the Requestor. This value is overwritten when
routed to another Section Head. The last Section Head to receive
the package before it has been approved, denied, withdrawn, or
sent back for additional info, is saved to the record.

Assigned Analyst The C&C Analyst assigned to this transaction.
Req. Date Date the request was submitted.
Requestor The person requesting the transaction.

4R — 03 Docunments Page FH d d Descri ptions

See the Documents section of this manual.

4R — 03 CJ DOB Deter minati on Page H dd Descri ptions

%@ NOTE: The Agency will only be able to view all the data on this page if the

Request Status is Pending DOB Determination, DOB Approved, DOB
Disapproved, DOB Withdrawn, or Sunset. If the Request Status is other
than these values, the only values that will display are Agency, Trx Sumry,
Job Control #, Div Bur/Inst, Request Status, Form CD and Action CD.

7F| dd ”Descri pti on |

Agency The Agency Code and name requesting the transaction.

Trx Sumry When pressed, brings the user to the transaction summary page.
Hidden until request is submitted.

Job Control # System generated number that will display upon saving or
submitting.

Div Bur/Inst The Division, Bureau or Institution within the agency.

Request Status The point the transaction is at in the approval process; i.e. Agency

Submitted, C&C Supp. Info Requested, C&C Disapproved, C&C
Submitted, C&C Withdrawn, Pending DOB Determination, DOB
Approved/C&C Streamlined, DOB Disapproved, DOB Withdrawn,

Sunset.
Form CD The code of the type of transaction being requested; i.e. 4N or 4R.
Action CD The action code related to the form code; i.e. 01, 02, 03, etc.
C/C Determination The area of the page C&C uses to record their determination.
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Action Approve with change, Approve with change with letter, Approve as
Requested, Approve as requested with letter, Deny, Supplemental
Information Requested, Withdraw.

Prop. TC The proposed title code for the reallocation.

Description The description of the Title Code.

SG The proposed Salary Grade.

JC The Jurisdictional Classification of the title.

NU The proposed Negotiating Unit.

Disp. Date Disposal Date (appears only if the Action is “Withdraw” or “Deny”).
Appr. TC Approved Title Code.

Description The description of the approved Title Code.

SG The approved Salary Grade.

JC The approved Jurisdictional Code.

NU The approved Negotiating Unit.

Streamlined The Analyst will streamline transactions consistent to the Division
of Budget’s policy. If the requesting agency is 11340 or 00640 this
transaction is considered streamlined (the box is checked) and
stops with C&C determination.

Eff. Date If streamlined, the date the reallocation becomes effective.
Determination Dt The date the determination was made by C&C.
Analyst The C&C Analyst assigned to this transaction.
Budget Determination The area of the page DOB uses to record their determination.
Grayed if streamlined.
Action Approved as Requested, Denied, Withdrawn.
# Pos Affected The number of positions in the agency affected by the change.
Eff. Date The date the reallocation becomes effective.
Determination Dt The date the determination was made by DOB.
Examiner The DOB Examiner assigned to the transaction.

4R - 03 Fund I nfo Page H d d Descripti ons

Fdd Descri pti on
Agency The Agency Code and name requesting the transaction.
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Job Control # System generated number that will display upon saving or
submitting.

Div Bur/Inst The Division, Bureau or Institution within the agency.

Form CD The code of the type of transaction being requested; i.e. 4N or 4R.

Action CD The action code related to the form code; i.e. 01, 02, 03, etc.

Title The Title Code and description to be reallocated.

SG Salary Grade.

JC Jurisdictional Classification.

NU Negotiating Unit.

4R - 03 Comment s Page F d d Descri ptions

%@ NOTE: Comments are not required for a 4R - 03 transaction. Any comments that
are added cannot be edited or deleted once a request is submitted.

Fdd Descri pti on
Agency The Agency Code and name requesting the transaction.
Job Control # System generated number that will display upon saving or
submitting.

Request Level Free form field that allows users to enter comments for the entire
Comments Job Control number. The field will allow up to 254 characters.
Sequence Level Free form field that allows users to enter comments related to the
Comments Job Seq number. The field will allow up to 8000 characters.

Div Bur/Inst The Division, Bureau or Institution within the agency.

Wor k wththe Page

1. Inthe Agency field, enter the agency code. Defaults to agency access granted by
security.

2.  In the Div Bur/Inst field, enter the Division, Bureau or Institution (for roll-up
agencies this field is defaulted and grayed out).

3. Inthe Form Code field, enter 4R or click Q) and select the code.
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4. Inthe Action CD field, enter 03 or click Q and select the code.

5. Inthe Proposed Eff Date field, enter the proposed effective date or click B and
select the date.

6. Inthe Pres TC field, enter the present title code or click QJ and select the appropriate
title code. The title cannot have a salary grade of 38, 68, NS, or OS.

7. Inthe SG field, enter the proposed salary grade.
8. Inthe NU field, enter the proposed negotiating unit code.
9.  Click the Documents page tab.

10.  Attach the appropriate and required documents (see instructions in the Documents
section of this manual).

11.  Click the Comments page tab. Comments are optional. In the Request Level
Comments field, enter any comments that relate to the entire package. In the
Sequence Level Comments field, enter any comments that relate to individual
sequences.

12.  Click the Documents page tab.

13.  Click Submit.

W)

%A NOTE: The NYSTEP system requires certain documentation for Long Form
transactions. However, individual C&C Analysts may require additional
documentation. Please continue to follow the current policies set by your
agency's Analyst.
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4R- 04

Use to request a title structure change, to an existing title at the same salary grade.

Access the Page

1.  Click NY Title and Position Mgmt, TPM Long Form Requests, Use, 4N/4R
Transactions.
A Search Dialog Box will display.

2.  To find an existing value, enter data into appropriate data fields, press Search, and
select a value. To enter a new transaction, click the Add New Transaction hyperlink.

4R — 04 Request Page Hd d Descri pti ons

& NYSTEP (3 Wigrklist

Home = My Title and Position Momt = TP Long Form Reguests = Use = 4N4R Transactions

Reguest ' Dciiments . CCID0B Determination . FuRdfifo . Commerts |

*Agency: [08000 Civil Bervice Joh Control # NEW
Wigwall  Firgt [ 106 4 D] st

5 . N ¥

Div Burinst: IEmp{qy_ee Benefits Request Status: Agency Initiated :IEI
FormcD:  [4R Q) *Action CD: [0 &)*Proposed ERf Date: [08175/2003 |

# POS Aff: B

Pres TC: |1423250 Q) Emp Benfls Rep 2 Cm  §G: 23 JC: 0 NU: 06

Prop.TC:  [1423200 Q| Emp Benfis Rep 2 se: [23 Je o] nus[iE

Section
Head:

Req Date:  09/11/2003 Reguestor: Sunshine, Suzy
=0 (B 2idd | (4B Update/Display

Request| Documents | CC/D0E Determination | Fund Info | Comments
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Hdd Descri pti on

Agency

The Agency Code and name requesting the transaction.

Trx Sumry

When pressed, brings the user to the transaction summary page.
Hidden until request is submitted.

Job Control #

System generated number that will display upon saving or
submitting.

Div Bur/Inst The Division, Bureau or Institution within the agency. For roll-up
agencies this field is populated.

Request Status The point the transaction is at in the approval process; i.e. Agency
Submitted, C&C Supp. Info Requested, C&C Disapproved, C&C
Submitted, C&C Withdrawn, Pending DOB Determination, DOB
Approved/C&C Streamlined, DOB Disapproved, DOB Withdrawn,
Sunset.

Form CD The code of the type of transaction being requested; i.e. 4N or 4R.

Action CD The action code related to the form code; i.e. 01, 02, 03, etc.

Proposed Eff Date The proposed effective date for the title structure change.

# POS Aff The number of positions in the agency affected by the change.

Pres. TC The present Title Code of the class of position(s) being changed.

SG The current Salary Grade. Populated from the Title file.

JC The current Jurisdictional Classification. Populated from the Title
file.

NU The current Negotiating Unit. Populated from the Title file.

Audit This hyperlink only appears if C&C has made changes to the
values of the originally submitted transaction. When pressed, a
pop-up page displays the original values.

Prop. TC The title code and description of the proposed structure change.

SG The Salary Grade of the proposed title.

JC The Jurisdictional Classification of the proposed title.

NU The Negotiating Unit of the proposed title.

C/C Assignment

The area of the page that displays the C&C staff assigned to the
transaction. This workgroup remains blank until C&C receives the
transaction.

Section Head

The C&C Section Head to whom the transaction is routed based
upon the Dept ID of the Requestor. This value is overwritten when
routed to another Section Head. The last Section Head to receive
the package before it has been approved, denied, withdrawn, or
sent back for additional info, is saved to the record.
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Fdd Descri pti on

Assigned Analyst

The C&C Analyst assigned to this transaction.

Req. Date

Date the request was submitted.

Requestor

The person requesting the transaction.

4R — 04 Docunments Page H d d Descriptions

See the Documents section of this manual.

4R — 04 CJ DOB Deter mnati on Page FH dd Descri ptions

%@Z& NOTE: The Agency will only be able to view all the data on this page if the
Request Status is Pending DOB Determination, DOB Approved, DOB
Disapproved, DOB Withdrawn, or Sunset. If the Request Status is other
than these values, the only values that will display are Agency, Trx Sumry,
Job Control #, Div Bur/Inst, Request Status, Form CD and Action CD.

Fdd Descri pti on

Agency

The Agency Code and name requesting the transaction.

Trx Sumry

When pressed, brings the user to the transaction summary page.
Hidden until request is submitted.

Job Control #

System generated number that will display upon saving or
submitting.

Div Bur/Inst The Division, Bureau or Institution within the agency.

Request Status The point the transaction is at in the approval process; i.e. Agency
Submitted, C&C Supp. Info Requested, C&C Disapproved, C&C
Submitted, C&C Withdrawn, Pending DOB Determination, DOB
Approved/C&C Streamlined, DOB Disapproved, DOB Withdrawn,
Sunset.

Form CD The code of the type of transaction being requested; i.e. 4N or 4R.

Action CD The action code related to the form code; i.e. 01, 02, 03, etc.

C/C Determination

The area of the page which C&C uses to record their
determination.

Action

Approve with change, Approve with change with letter, Approve as
Requested, Approve as requested with letter, Deny, Supplemental
Information Requested, Withdraw.
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Fdd Descri pti on

Prop. TC The Title Code to which the title structure change is proposed.
Description The description of the proposed Title Code.
SG The Salary Grade of the proposed title.
JC The Jurisdictional Classification of the proposed title.
NU The Negotiating Unit of the proposed title.
Disp. Date Disposal Date (appears only if the Action is “Withdraw” or “Deny”).
Appr. TC Approved Title Code of the title structure change.
Description The description of the approved Title Code.
SG The approved Salary Code of the title structure change.
JC The approved Jurisdictional Classification of the title structure
change.
NU The approved Negotiating Unit of the title structure change.
Streamlined? The Analyst will streamline transactions consistent with the

Division of Budget’s policy. If the requesting agency is 07950,
11340, 55020, 55090, 55095, or 00640 this transaction is
considered streamlined (the box is checked) and stops with C&C
determination.

Eff. Date If streamlined, the date the title structure change becomes
effective.

Determination Dt The date the determination was made by C&C.

Analyst The C&C Analyst assigned to this transaction.

Budget Determination The area of the page DOB uses to record their determination.
Grayed if streamlined.

Action Approved as Requested, Denied, Withdrawn.

# Pos Affected The number of positions in the agency affected by the change.
Eff. Date The date the title structure change becomes effective.
Determination Dt The date the determination was made by DOB.

Examiner The DOB Examiner assigned to the transaction.

4R - 04 Fund I nfo Page H d d Descripti ons

Fdd Descri pti on

Agency The Agency Code and name requesting the transaction.
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Job Control # System generated number that will display upon saving or
submitting.

Div Bur/Inst The Division, Bureau or Institution within the agency.

Form Code The code of the type of transaction being requested; i.e. 4N or 4R.

Action Code The action code related to the form code; i.e. 01, 02, 03, etc.

Title The Title Code and description to be title structure changed.

SG Salary Grade.

JC Jurisdictional Classification.

NU Negotiating Unit.

4R - 04 Comment s Page FH d d Descri ptions

%@ NOTE: Comments are not required for a 4R - 04 transaction. Any comments that
are added cannot be edited or deleted once a request is submitted.

Fdd Descri pti on
Agency The Agency Code and name requesting the transaction.
Job Control # System generated number that will display upon saving or
submitting.

Request Level Free form field that allows users to enter comments for the entire
Comments Job Control number. The field will allow up to 254 characters.
Sequence Level Free form field that allows users to enter comments related to the
Comments Job Seq number. The field will allow up to 8000 characters.

Div Bur/Inst The Division, Bureau or Institution within the agency.

I_l'II> Wor k wththe Page

In the Agency field, enter the agency code. Defaults to agency access granted by
security.

2.  In the Div Bur/Inst field, enter the Division, Bureau or Institution (for roll-up
agencies this field is defaulted and grayed out).
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3. Inthe Form CD field, enter 4R. or click Q and select the code.
4. In the Action CD field, enter 04 or click QJ and select the code.

5. In the Proposed Eff Date field, enter the proposed effective date or click B and
select the date.

6. In the Pres. TC field, enter the present title code.

7.  Inthe Prop. TC field, enter the title code being proposed. The title cannot have a
salary grade of 38, 68, NS, or OS.

8.  Click the Documents page tab.

9. Attach the appropriate and required documents (see instructions in the Documents
section of this manual).

10.  Click the Comments page tab. Comments are optional. In the Request Level
Comments field, enter any comments that relate to the entire package. In the
Sequence Level Comments field, enter any comments that relate to individual
sequences.

11.  Click the Documents page tab.

12.  Click Submit.

iy

%‘?A NOTE: The NYSTEP system requires certain documentation for Long Form
transactions. However, individual C&C Analysts may require additional
documentation. Please continue to follow the current policies set by your
agency's Analyst.
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4R- 05

Use to request a title structure change to a new title at the same Salary Grade.

Access the Page

1.  Click NY Title and Position Mgmt, TPM Long Form Requests, Use, 4N/4R
Transactions.

A Search Dialog Box will display.

2.  To find an existing value, enter data into appropriate data fields, press Search, and
select a value. To enter a new transaction, click the Add New Transaction hyperlink.

4R — 05 Request Page Hd d Descri pti ons

;‘5@ NYSTEP & Home 2 warkiist

Home = MY Title and Position Mamt = TPM Long Form Reguests = Lise = 4N/4R Transactions

jcumments | CC/DOB Determination  Fundinfa . Comments

Request

“Agency: IUBGDH Civil Service Job Control #: MEWY
i . First (4 1 ot 4 ] Last

*Div Buriinst: anrkrD_r_ce & Occupational Plan Request Status: Agency Initiated EIEI
*FormCD:  [4R Q] *Action CD: E QJ*Proposed Eff Date: [10/02/2003

# POS Aff: 1

Pres TC: lszUSUU.'@V\emamVetPrg Spec SG: 23 JC: 0 NU: D6

Prop. Title: |\f’eteram Program Specialist SG: |23 Jc: la_ﬂ NLUE: |66 ﬂ

|Reqchgs:iu T uc T =

Section
Head:

Req Date:  09/11/2003 Requestor:  Sunshine, Suzy

=0 | B Aidd | |E] UpdatesDisplay |

Reguest | Documents | CCDOB Determination | Fund Info | Comments
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Fdd Descri pti on

Agency

The Agency Code and name requesting the transaction.

Trx Sumry

When pressed, brings the user to the transaction summary page.
Hidden until request is submitted.

Job Control #

System generated number that will display upon saving or
submitting.

Div Bur/Inst The Division, Bureau or Institution within the agency. For roll-up
agencies this field is populated.

Request Status The point the transaction is at in the approval process; i.e. Agency
Submitted, C&C Supp. Info Requested, C&C Disapproved, C&C
Submitted, C&C Withdrawn, Pending DOB Determination, DOB
Approved/C&C Streamlined, DOB Disapproved, DOB Withdrawn,
Sunset.

Form CD The code of the type of transaction being requested; i.e. 4N or 4R.

Action CD The action code related to the form code; i.e. 01, 02, 03, etc.

Proposed Eff Date The proposed effective date for the title structure change.

# POS Aff The number of positions in the agency affected by the change.

Pres. TC The present Title Code of the class of position(s) being changed.

SG The current Salary Grade. Populated from the Title file.

JC The current Jurisdictional Classification. Populated from the Title
file.

NU The current Negotiating Unit. Populated from the Title file.

Audit This hyperlink only appears if C&C has made changes to the
values of the originally submitted transaction. When pressed, a
pop-up page displays the original values.

Prop. TC The title description of the proposed structure change.

SG The proposed Salary Grade.

JC The proposed Jurisdictional Classification.

NU The proposed Negotiating Unit.

Req. Chgs. NU, JC, Min Quals. If checked, indicates supporting

documentation must be attached.

C/C Assignment

The area of the page that displays the C&C staff assigned to the
transaction.
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Fdd Descri pti on

Section Head The C&C Section Head to whom the transaction is routed based
upon the Dept ID of the Requestor. This value is overwritten when
routed to another Section Head. The last Section Head to receive
the package before it has been approved, denied, withdrawn, or
sent back for additional info, is saved to the record.

Assigned Analyst The C&C Analyst assigned to this transaction.
Req. Date Date the request was submitted.
Requestor The person requesting the transaction.

4R — 05 Docunments Page FH d d Descriptions

See the Documents section of this manual.

4R - 05 CJ DOB Deter minati on Page H dd Descri ptions

%ﬁ@ NOTE: The Agency will only be able to view all the data on this page if the

Request Status is Pending DOB Determination, DOB Approved, DOB
Disapproved, DOB Withdrawn, or Sunset. If the Request Status is other
than these values, the only values that will display are Agency, Trx Sumry,
Job Control #, Div Bur/Inst, Request Status, Form CD and Action CD.

Fdd Descri pti on

Agency The Agency Code and name requesting the transaction.

Trx Sumry When pressed, brings the user to the transaction summary page.
Hidden until request is submitted.

Job Control # System generated number that will display upon saving or
submitting.

Div Bur/Inst The Division, Bureau or Institution within the agency.

Request Status The point the transaction is at in the approval process; i.e. Agency

Submitted, C&C Supp. Info Requested, C&C Disapproved, C&C
Submitted, C&C Withdrawn, Pending DOB Determination, DOB
Approved/C&C Streamlined, DOB Disapproved, DOB Withdrawn,

Sunset.
Form CD The code of the type of transaction being requested; i.e. 4N or 4R.
Action CD The action code related to the form code; i.e. 01, 02, 03, etc.
C/C Determination The area of the page C&C uses to record their determination.
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Fdd Descri pti on

Action Approve with change, Approve with change with letter, Approve as
Requested, Approve as requested with letter, Deny, Supplemental
Information requested, Withdraw.

Description The description of the proposed Title Code.

SG The proposed Salary Grade for the title.

JC The proposed Jurisdictional Classification of the title.

NU The proposed Negotiating Unit of the title.
Disp. Date Disposal Date (appears only if the Action is “Withdraw” or “Deny”).
Appr. TC Approved Title Code of the title structure change.

Description The description of the approved Title Code.

SG The approved Salary Grade of the title structure change.

JC The approved Jurisdictional Classification of the title structure

change.

NU The approved Negotiating Unit of the title structure change.

Streamlined? The Analyst will streamline transactions consistent with the

Division of Budget’s policy. If the requesting agency is 07950,
11340, 55020, 55090, 55095, or 00640 this transaction is
considered streamlined (the box is checked) and stops with C&C
determination.

Eff. Date If streamlined, the date the title structure change becomes
effective.

Determination Dt The date the determination was made by C&C.

Analyst The C&C Analyst assigned to this transaction.

Budget Determination The area of the page which DOB uses to record their
determination. Grayed if streamlined.

Action Approved as Requested, Denied, Withdrawn.

# Pos Affected The number of positions in the agency affected by the change.
Eff. Date The date the title structure change becomes effective.
Determination Dt The date the determination was made by DOB.

Examiner The DOB Examiner assigned to the transaction.
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4R - 05 Fund I nfo Page H d d Descri pti ons

Fdd Descri pti on

Agency The Agency Code and name requesting the transaction.

Job Control # System generated number that will display upon saving or
submitting.

Div Bur/Inst The Division, Bureau or Institution within the agency.

Form CD The code of the type of transaction being requested; i.e. 4N or 4R.

Action CD The action code related to the form code; i.e. 01, 02, 03, etc.

Title The Title Code and description to be title structure changed.

SG Salary Grade.

JC Jurisdictional Classification.

NU Negotiating Unit.

4R - 05 Comment s Page F d d Descri ptions

%@ NOTE: Comments are not required for a 4R - 05 transaction. Any comments that
are added cannot be edited or deleted once a request is submitted.

Fdd Descri pti on
Agency The Agency Code and name requesting the transaction.
Job Control # System generated number that will display upon saving or
submitting.

Request Level Free form field that allows users to enter comments for the entire
Comments Job Control number. The field will allow up to 254 characters.
Sequence Level Free form field that allows users to enter comments related to the
Comments Job Seq number. The field will allow up to 8000 characters.

Div Bur/Inst The Division, Bureau or Institution within the agency.

I_I'P Wor k wththe Page

1. Inthe Agency field, enter the agency code. Defaults to agency access granted by
security.
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2l

10.

1.

12

13.

14.

15.

iy

In the Div Bur/Inst field, enter the Division, Bureau or Institution (for roll-up
agencies this field is defaulted and grayed out).

In the Form CD field, enter 4R. (or click Ql and select 4R).
In the Action CD field, enter 05 (or click Ql and select 05).

In the Proposed Eff. Date field, enter the proposed effective date or click Bl and
select the date.

In the Pres. TC field, enter the present title code or click Ql {0 select the title code.

In the Prop Title field, enter the proposed title. This is a 50 character alpha-numeric
data field.

In the SG field, enter the proposed salary grade. The salary grade must be the same or
equivalent to the present title code.

In the JC field, enter the proposed jurisdictional code.
In the NU field, enter the proposed negotiating unit code.
Click the Documents page tab.

Attach the appropriate and required documents (see instructions in the Documents
section of this manual).

Click the Comments page tab. Comments are optional. In the Request Level
Comments field, enter any comments that relate to the entire package. In the
Sequence Level Comments field, enter any comments that relate to individual
sequences.

Click the Documents page tab.

Click Submit.

NOTE: The NYSTEP system requires certain documentation for Long Form
transactions. However, individual C&C Analysts may require additional
documentation. Please continue to follow the current policies set by your
agency's Analyst.
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4R- 06

Use to request a title structure change to an existing title that has a different allocation.

Access the Page

1.  Click NY Title and Position Mgmt, TPM Long Form Requests, Use, 4N/4R
Transactions.

A Search Dialog Box will display.

2.  To find an existing value, enter data into appropriate data fields, press Search, and
select a value. To enter a new transaction, click the Add New Transaction hyperlink.

4R — 06 Request Page Hd d Descri pti ons

W NYSTER & Home 2 Warkiist

Home = MY Title and Fosiion Mgt = TEM Long Fonm Reguests = Use = 4NM4R Transactions

Request

Job Control #: NEWY

Wiew Al Firet @] aorq [ Last

*Div Burnst: |\nma1-_e Rehabilitation Services Request Status: Agency Initiated EIEI

FormCD:  [4R QJ *Action CD: [D6 | &*Proposed Ef Date: [10/02/2002 il
#POS AfE: 4

pres Tc: [B113610/ & Alch&Sub A TP ASL SG: 14 JC: 0 NU; 05

Prop.TC:  [6785100 Q] Parale Sub Ab Gnsir | sG: [19 ac: [i7] nu: [02
Section
Head:

Reg Date: 09/171/2003 Requestor: Tudawrinhi,Eileen

(B 55ve (Al [ UpdateiDisplay

Request | Documents | SC/DORE Deterrmination | Fund Info | Comments
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Agency

The Agency Code and name requesting the transaction.

Trx Sumry

When pressed, brings the user to the transaction summary page.
Hidden until request is submitted.

Job Control #

System generated number that will display upon saving or
submitting.

Div Bur/inst

The Division, Bureau or Institution within the agency. For roll-up
agencies this field is populated.

Request Status

The point the transaction is at in the approval process; i.e. Agency
Submitted, C&C Supp. Info Requested, C&C Disapproved, C&C
Submitted, C&C Withdrawn, Pending DOB Determination, DOB
Approved/C&C Streamlined, DOB Disapproved, DOB Withdrawn,
Sunset.

Form CD

The code of the type of transaction being requested; i.e. 4N or 4R.

Action CD

The action code related to the form code; i.e. 01, 02, 03, etc.

Proposed Eff. Date

The proposed effective date for the title structure change.

# POS Aff The number of positions in the agency affected by the change.

Pres. TC The present Title Code of the class of position(s) being changed.

SG The current Salary Grade. Populated from the Title file.

JC ]'CI_'Ihe current Jurisdictional Classification. Populated from the Title
ile.

NU The current Negotiating Unit. Populated from the Title file.

Audit This hyperlink only appears if C&C has made changes to the
values of the originally submitted transaction. When pressed, a
pop-up page displays the original values.

Prop. TC The Title Code and description of the proposed title structure
change.

SG The Salary Grade of the proposed title.

JC The Jurisdictional Classification of the proposed title.

NU The Negotiating Unit of the proposed title.

C/C Assignment

The area of the page that displays the C&C staff assigned to the
transaction. This workgroup remains blank until C&C receives the
transaction.

Section Head

The C&C Section Head to whom the transaction is routed based
upon the Dept ID of the Requestor. This value is overwritten when
routed to another Section Head. The last Section Head to receive
the package before it has been approved, denied, withdrawn, or
sent back for additional info, is saved to the record.
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Assigned Analyst The C&C Analyst assigned to this transaction.

Req. Date

Date the request was submitted.

Requestor

The person requesting the transaction.

4R - 06 Docunments Page H d d Descriptions

See the Documents section of this manual.

4R - 06 CJ DOB Deter minati on Page H dd Descri ptions

%@ NOTE:

The Agency will only be able to view all the data on this page if the
Request Status is Pending DOB Determination, DOB Approved, DOB
Disapproved, DOB Withdrawn, or Sunset. If the Request Status is other
than these values, the only values that will display are Agency, Trx Sumry,
Job Control #, Div Bur/Inst, Request Status, Form CD and Action CD.

Fdd Descri pti on

Agency

The Agency Code and name requesting the transaction.

Trx Sumry

When pressed, brings the user to the transaction summary page.
Hidden until request is submitted.

Job Control #

System generated number that will display upon saving or
submitting.

Div Bur/inst

The Division, Bureau or Institution within the agency.

Request Status

The point the transaction is at in the approval process; i.e. Agency
Submitted, C&C Supp. Info Requested, C&C Disapproved, C&C
Submitted, C&C Withdrawn, Pending DOB Determination, DOB
Approved/C&C Streamlined, DOB Disapproved, DOB Withdrawn,
Sunset.

Form CD

The code of the type of transaction being requested; i.e. 4N or 4R.

Action CD

The action code related to the form code; i.e. 01, 02, 03, etc.

C/C Determination

The area of the page C&C uses to record their determination.

Action Approve with change, Approve with change with letter, Approve as
Requested, Approve as requested with letter, Deny, Supplemental
Information requested, Withdraw.
Prop. TC The Title Code and description of the proposed title structure
change.
Description The description of the proposed Title Code.
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SG The Salary Grade of the proposed title.

JC The Jurisdictional Classification of the proposed title.

NU The Negotiating Unit of the proposed title.
Disp. Date Disposal Date (appears only if the Action is “Withdraw” or “Deny”).
Appr. TC Approved Title Code of the title structure change.

Description The description of the approved Title Code.

SG The approved Salary Code of the title structure change.

JC The approved Jurisdictional Classification of the title structure

change.
NU The approved Negotiating Unit of the title structure change.

Streamlined?

The Analyst will streamline transactions consistent with the
Division of Budget's policy. If the requesting agency is 11340 or
00640 this transaction is considered streamlined (the box is
checked) and stops with C&C determination.

Eff. Date

If streamlined, the date the title structure change becomes
effective.

Determination Dt

The date the determination was made by C&C.

Analyst

The C&C Analyst assigned to this transaction.

Budget Determination

The area of the page DOB uses to record their determination.
Grayed if streamlined.

Action Approved as Requested, Denied, Withdrawn.
# Pos Affected The number of positions in the agency affected by the change.
Eff. Date The date the title structure change becomes effective.

Determination Dt

The date the determination was made by DOB.

Examiner

The DOB Examiner assigned to the transaction.

4R - 06 Fund I nfo Page F d d Descri pti ons

Fdd Descri pti on

Agency

The Agency Code and name requesting the transaction.

Job Control #

System generated number that will display upon saving or
submitting.

Div Bur/lnst

The Division, Bureau or Institution within the agency.

842
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Form CD The code of the type of transaction being requested; i.e. 4N or 4R.
Action CD The action code related to the form code; i.e. 01, 02, 03, etc.

Title The Title Code and description to be title structure changed.

SG Salary Grade.

JC Jurisdictional Classification.

NU Negotiating Unit.

4R - 06 Comment s Page F d d Descri ptions

%@ NOTE: Comments are not required for a 4R - 06 transaction. Any comments that
are added cannot be edited or deleted once a request is submitted.

Fdd Descri pti on
Agency The Agency Code and name requesting the transaction.
Job Control # System generated number that will display upon saving or
submitting.

Request Level Free form field that allows users to enter comments for the entire
Comments Job Control number. The field will allow up to 254 characters.
Sequence Level Free form field that allows users to enter comments related to the
Comments Job Seq number. The field will allow up to 8000 characters.

Div Bur/Inst The Division, Bureau or Institution within the agency.

Wor k wththe Page

1. Inthe Agency field, enter the agency code. Defaults to agency access granted by
security.

2. In the Div Bur/Inst field, enter the Division, Bureau or Institution (for roll-up
agencies this field is defaulted and grayed out).

3. Inthe Form CD field, enter 4R (or click QJ 1o select the code).
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4. Inthe Action CD field, enter 06 (or click QJ 10 select the code).

5. Inthe Proposed Eff Date field, enter the proposed effective date or click B to select
the date.

6. Inthe Pres. TC field, enter the present title code (or click Ql and select the code).

7. Inthe Prop. TC field, enter the proposed title code (or click Ql {0 select the code).
The proposed title must be allocated to a different grade than that of the current title.

8.  Click the Documents page tab.

9.  Attach the appropriate and required documents (see instructions in the Documents
section of this manual).

10.  Click the Comments page tab. Comments are optional. In the Request Level
Comments field, enter any comments that relate to the entire package. In the
Sequence Level Comments field, enter any comments that relate to individual
sequences.

11.  Click the Documents page tab.

12.  Click Submit.

iy

%{4 NOTE: The NYSTEP system requires certain documentation for Long Form
transactions. However, individual C&C Analysts may require additional
documentation. Please continue to follow the current policies set by your
agency's Analyst.
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4R- 07

Use to request a title structure change to a new title and a different allocation.

Access the Page

1.  Click NY Title & Position Mgmt, TPM Long Form Requests, Use, 4N/4R
Transactions.
A Search Dialog Box will display.

2.  To find an existing value, enter data into appropriate data fields, press Search, and
select a value. To enter a new transaction, click the Add New Transaction hyperlink.

4R — 07 Request Page Hd d Descri pti ons

w NYSTEP & Home 2 Worklisi

Home = MY Title and PositionMomt = TP Long Form Reguests = Use = 4NMR Transactions

Request

‘Agency: 1IN Correctional Serices

e ! = - T
Div Burinst: ||_nma_fe Rehabllitation Serces Request Status: Agency Initiated DEI
*Form CD: |4H Q| *action CD: [JF ‘Q)*Proposed Eff Date: [1002/2003 &l [
# POS Aff: 4
Pres TC; [8113510 & Alch&Sub AR TP ASL SG: 14  JC: 0 HU: 05
Prop. Title: lAddicﬂUns & Substance Abuse Counselor SG: |21 Jo: lﬂ_ﬂ nu: o5 Q)
|RegqChgs:NU F  JCc =3

ReqDate: 08/12/2003 Requestor: Yalendahand Ken

Bl sove |Eaeidd ) | ] Uindate/Display)

Request| Documents | CCOOB Detetrmination | Eund Info | Comments
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Agency

The Agency Code and name requesting the transaction.

Trx Sumry

When pressed, brings the user to the transaction summary page.
Hidden until request is submitted.

Job Control #

System generated number that will display upon saving or
submitting.

Div Bur/inst

The Division, Bureau or Institution within the agency. For roll-up
agencies this field is populated.

Request Status

The point the transaction is at in the approval process; i.e. Agency
Submitted, C&C Supp. Info Requested, C&C Disapproved, C&C
Submitted, C&C Withdrawn, Pending DOB Determination, DOB
Approved/C&C Streamlined, DOB Disapproved, DOB Withdrawn,
Sunset.

Form CD

The code of the type of transaction being requested; i.e. 4N or 4R.

Action CD

The action code related to the form code; i.e. 01, 02, 03, etc.

Proposed Eff. Date

The proposed effective date for the title structure change.

# POS Aff The number of positions in the agency affected by the change.

Pres. TC The present title code and description of the class of position(s)
being changed.

SG The current Salary Grade. Populated from the Title file.

JC ;I-Ihe current Jurisdictional Classification. Populated from the Title

ile.

NU The current Negotiating Unit. Populated from the Title file.

Audit This hyperlink only appears if C&C has made changes to the
values of the originally submitted transaction. When pressed, a
pop-up page displays the original values.

Prop Title The proposed title. This is a 50 character alpha-numeric data field.

SG The proposed Salary Grade.

JC The proposed Jurisdictional Classification.

NU The proposed Negotiating Unit.

Req. Chgs. NU, JC, Min Quals. If checked, indicates supporting

documentation must be attached.

C/C Assignment

The area of the page that displays the C&C staff assigned to the
transaction. This workgroup remains blank until C&C receives the
transaction.
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Section Head The C&C Section Head to whom the transaction is routed based
upon the Dept ID of the Requestor. This value is overwritten when
routed to another Section Head. The last Section Head to receive
the package before it has been approved, denied, withdrawn, or
sent back for additional info, is saved to the record.

Assigned Analyst The C&C Analyst assigned to this transaction.
Req. Date Date the request was submitted.
Requestor The person requesting the transaction.

4R — 07 Docunments Page FH d d Descriptions

See the Documents section of this manual.

4R — 07 CJ DOB Deter minati on Page H dd Descri ptions

%ﬁ@ NOTE: The Agency will only be able to view all the data on this page if the

Request Status is Pending DOB Determination, DOB Approved, DOB
Disapproved, DOB Withdrawn, or Sunset. If the Request Status is other
than these values, the only values that will display are Agency, Trx Sumry,
Job Control #, Div Bur/Inst, Request Status, Form CD and Action CD.

Fdd Descri pti on

Agency The Agency Code and name requesting the transaction.

Trx Sumry When pressed, brings the user to the transaction summary page.
Hidden until request is submitted.

Job Control # System generated number that will display upon saving or
submitting.

Div Bur/Inst The Division, Bureau or Institution within the agency.

Request Status The point the transaction is at in the approval process; i.e. Agency

Submitted, C&C Supp. Info Requested, C&C Disapproved, C&C
Submitted, C&C Withdrawn, Pending DOB Determination, DOB
Approved/C&C Streamlined, DOB Disapproved, DOB Withdrawn,

Sunset.
Form CD The code of the type of transaction being requested; i.e. 4N or 4R.
Action CD The action code related to the form code; i.e. 01, 02, 03, etc.
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C/C Determination

The area of the page which C&C uses to record their
determination.

Action Approve with change, Approve with change with letter, Approve as
Requested, Approve as requested with letter, Deny, Supplemental
Information requested, Withdraw.

Prop Title The Title proposed for the title structure change.

Description The description of the proposed Title.

SG The proposed Salary Grade.

JC The proposed Jurisdictional Classification.

NU The proposed Negotiating Unit.

Disp. Date Disposal Date (appear only if the Action is “Withdraw” or “Deny”).

Appr. TC Approved Title Code of the title structure change.

Description The description of the approved Title Code.

SG The approved Salary Code of the title structure change.

JC The approved Jurisdictional Classification of the title structure
change.

NU The approved Negotiating Unit of the title structure change.

Streamlined?

The Analyst will streamline transactions consistent with the
Division of Budget’s policy. If the requesting agency is 07950,
11340, 55020, 55090, 55095, or 00640 this transaction is
considered streamlined (the box is checked) and stops with C&C
determination.

Eff. Date

If streamlined, the date the title structure change becomes
effective.

Determination Dt

The date the determination was made by C&C.

Analyst

The C&C Analyst assigned to this transaction.

Budget Determination

The area of the page DOB uses to record their determination.
Grayed if streamlined.

Action Approved as Requested, Denied, Withdrawn.
# Pos Affected The number of positions in the agency affected by the change.
Eff. Date The date the title structure change becomes effective.

Determination Dt

The date the determination was made by DOB.

Examiner

The DOB Examiner assigned to the transaction.
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4R - 07 Fund I nfo Page H d d Descri pti ons

Fdd Descri pti on

Agency The Agency Code and name requesting the transaction.

Job Control # System generated number that will display upon saving or
submitting.

Div Bur/Inst The Division, Bureau or Institution within the agency.

Form CD The code of the type of transaction being requested; i.e. 4N or 4R.

Action CD The action code related to the form code; i.e. 01, 02, 03, etc.

Title The Title Code and description to be title structure changed.

SG Salary Grade.

JC Jurisdictional Classification.

NU Negotiating Unit.

4R — 07 Comment s Page F d d Descri ptions

%@ NOTE: Comments are not required for a 4R - 07 transaction. Any comments that
are added cannot be edited or deleted once a request is submitted.

Fdd Descri pti on
Agency The Agency Code and name requesting the transaction.
Job Control # System generated number that will display upon saving or
submitting.

Request Level Free form field that allows users to enter comments for the entire
Comments Job Control number. The field will allow up to 254 characters.
Sequence Level Free form field that allows users to enter comments related to the
Comments Job Seq number. The field will allow up to 8000 characters.

Div Bur/Inst The Division, Bureau or Institution within the agency.

I_l'II> Wor k wththe Page

1.  In the Agency field, enter the agency code. Defaults to agency access granted by
security.
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2.  In the Div Bur/Inst field, enter the Division, Bureau or Institution (for roll-up
agencies this field is defaulted and grayed out).

3. Inthe Form CD field, enter 4R (or click QJ 1o select the code).
4. Inthe Action CD field, enter 07 (or click QJ 1o select the code).

5. In the Proposed Eff. Date field, enter the proposed effective date or click Bl ¢ select
the date.

6. In the Pres. TC field, enter the present title code.

7.  Inthe Prop. Title field, enter the proposed title. This is a 50 character alpha-numeric
data field.

8. Inthe SG field, enter the proposed salary grade. The proposed salary grade must be
different than that of the current title.

9. Inthe JC field, enter the proposed jurisdictional code.
10.  In the NU field, enter the proposed negotiating unit code.
11.  Click the Documents page tab.

12.  Attach the appropriate and required documents (see instructions in the Documents
section of this manual).

13.  Click the Comments page tab. Comments are optional. In the Request Level
Comments field, enter any comments that relate to the entire package. In the
Sequence Level Comments field, enter any comments that relate to individual
sequences.

14.  Click the Documents page tab.
15.  Click Submit.
%ﬂ NOTE: The NYSTEP system requires certain documentation for Long Form
transactions. However, individual C&C Analysts may require additional

documentation. Please continue to follow the current policies set by your
agency's Analyst.
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4R- 41

Use to reclassify an existing title and make a change to the line item.

Access the Page

1.  Click NY Title and Position Mgmt, TPM Long Form Requests, Use, 4N/4R
Transactions.
A Search Dialog Box will display.

2.  To find an existing value, enter data into appropriate data fields, press Search, and
select a value. To enter a new transaction, click the Add New Transaction hyperlink.

4R — 41 Request Page Hd d Descri pti ons

:& NYSTEP & Home @ Worklist

Horne = MY Title and Posiion Mgt = TP Long Form Reguests = Lse = 4N4R Transactions

| Request 'y Docurments " CC/DOB Determination . Fundinfo 4 Comments
*agency: (08000 Civil Service Job Control #: MEW

First E‘ 1of 1 E‘ Last

*Div Burnst: |ant Office Request Status: Agency Initiated
“Form CD: |4F{ | *Action CD: IF Q"Proposed Eff Date: [10/02/2003 |

==

Location: 0110

#PosReq: [6 ‘Beuin: |23980 | End: gagp4

Albany
TC: 7616100  Maotor Veh Oper SG: 07 JC: 1 NU: 03 Pool ID: 030
| Incumbent: VARIOUS Mew Pos |
Prop.TC:  [7611000 | Q) chauffeur sa: [07 ge: i@ wu oz &
Proposed Rate . Chgtoloc: (o110 Q
ReqChgs:NU & Jc I - lBegin: [panonl  Ene: gan04] Pool ID:[030 | G
Section
Head:
ReqDate: 094 2/2003  Requestor: SunshineSuzy Replicate
=D |[Edd | | 2] Update/Display

Request | Documents | CCDOR Determination | Fund Info | Comments
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Hdd Descri pti on

Agency

The Agency Code and name requesting the transaction.

Trx Sumry

When pressed, brings the user to the transaction summary page.
Hidden until request is submitted.

Job Control #

System generated number that will display upon saving or
submitting.

Div Bur/Inst The Division, Bureau or Institution within the agency. For roll-up
agencies this field is populated.

Request Status The point the transaction is at in the approval process; i.e. Agency
Submitted, C&C Supp. Info Requested, C&C Disapproved, C&C
Submitted, C&C Withdrawn, Pending DOB Determination, DOB
Approved/C&C Streamlined, DOB Disapproved, DOB Withdrawn,
Sunset.

Form CD The code of the type of transaction being requested; i.e. 4N or 4R.

Action CD The action code related to the form code; i.e. 01, 02, 03, etc.

Proposed Eff. Date The proposed effective date for the reclassification.

# POS Req The number of positions requested to be reclassified.

Line # Range: Begin

The beginning line number of the position(s). All line item numbers
must currently exist, must be contiguous, and must have the same
attributes.

Line # Range: End

The ending line number of the position(s). All line item numbers
must currently exist, must be contiguous, and must have the same
attributes.

Location The Location code and geographic description of the position(s).
Will display 9999 of there is more than one location.

TC The Title Code and description of the position(s) being reclassified.

SG Salary Grade of the position(s).

JC Jurisdictional Classification of the position(s).

NU Negotiating Unit of the position(s).

Pool ID Indicates from which PayServ funding source the position is being
paid.

Incumbent The name of the person currently in the position.

View Pos When pressed, a secondary page appears with all line items in the
range. Shows the Title description, SG, JC, NU, and location.

Audit This hyperlink only appears if C&C has made changes to the
values of the originally submitted transaction. When pressed, a
pop-up page displays the original values.
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Prop. TC The code and description of the title the positions are being
reclassified to.

SG Proposed Salary Grade for the positions being reclassified.

JC Proposed Jurisdictional Classification for the positions being
reclassified.

NU Proposed Negotiating Unit for the positions being reclassified.

Chg to Loc The requested location of the position(s).

Proposed Rate The proposed rate of the requested position(s) if NS.

Change to Line # The beginning line number to which the request is being

Range: Begin reclassified. This value cannot currently exist.

Change to Line # System generated. The ending line number to which the request is

Range: End being reclassified. The values of this range cannot currently exist
and must be contiguous.

Req. Chgs. NU, JC, Min Quals. If checked, indicates supporting
documentation must be attached.

Pool ID The proposed Pool ID.

C/C Assignment The area of the page that displays the C&C staff assigned to the
transaction.

Section Head The C&C Section Head to whom the transaction is routed based

upon the Dept ID of the Requestor. This value is overwritten when
routed to another Section Head. The last Section Head to receive
the package before it has been approved, denied, withdrawn, or
sent back for additional info, is saved to the record.

Assigned Analyst The C&C Analyst assigned to this transaction.
Req. Date The date the request was submitted.
Requestor The person requesting the transaction.
Replicate When the Replicate button is pressed, the transaction will be

saved, the system will insert a row, and all the values from the

previous row will be carried forward except the # POS Req, Line #
Range Begin, and Location fields. Used for requests of positions
with same title attributes but in a non-contiguous line item number.

4R - 41 Docunents Page Hd d Descriptions

See the Documents section of this manual.
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4R - 41 CJ DOB Deter minati on Page H dd Descri ptions

NOTE:

The Agency will only be able to view all the data on this page if the
Request Status is Pending DOB Determination, DOB Approved, DOB
Disapproved, DOB Withdrawn, or Sunset. If the Request Status is other
than these values, the only values that will display are Agency, Trx Sumry,
Job Control #, Div Bur/Inst, Request Status, Form CD and Action CD.

Hdd Descri pti on
Agency The Agency Code and name requesting the transaction.
Trx Sumry When pressed, brings the user to the transaction summary page.

Hidden until request is submitted.

Job Control #

System generated number that will display upon saving or
submitting.

Div Bur/inst

The Division, Bureau or Institution within the agency.

Request Status

The point the transaction is at in the approval process; i.e. Agency
Submitted, C&C Supp. Info Requested, C&C Disapproved, C&C
Submitted, C&C Withdrawn, Pending DOB Determination, DOB
Approved/C&C Streamlined, DOB Disapproved, DOB Withdrawn,
Sunset.

Form CD

The code of the type of transaction being requested; i.e. 4N or 4R.

Action CD

The action code related to the form code; i.e. 01, 02, 03, etc.

C/C Determination

The area of the page C&C uses to record their determination.

Action Approve with change, Approve as Requested, Approve as
Requested with letter, Deny, Return For Additional Information,
Withdraw.
Prop. TC The Title Code proposed for the reclassification.
Description The description of the proposed Title Code.
SG The current Salary Grade proposed title.
JC The current Jurisdictional Classification of the proposed title.
NU The current Negotiating Unit of the proposed title.
Disp. Date Disposal Date (appears only if the Action is “Withdraw” or “Deny”).
Appr. TC Approved Title Code of the reclassification.
Description The description of the approved Title Code.
SG The approved Salary Code of the reclassification.
JC The approved Jurisdictional Classification of the reclassification.
NU The approved Negotiating Unit of the reclassification.
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Streamlined?

The analyst will streamline transactions consistent with the Division
of Budget’s policy. If the requesting agency is 07950, 11340,
55020, 55090, 55095, or 00640 this transaction is considered
streamlined (the box is checked) and stops with C&C
determination.

# Positions Req.

The number of positions requested.

Approved

The number of positions C&C approved.

Disapproved

The number of positions C&C disapproved.

Eff. Date

If streamlined, the date the reclassification becomes effective.

Determination Dt

The date the determination was made by C&C.

Analyst

The C&C Analyst assigned to this transaction.

Budget Determination

The area of the page DOB uses to record their determination.
Grayed if streamlined.

Action

Approved as Requested, Denied, Withdrawn.

Line # (Range)

System generated. The line number range of the approved

Approved: thru: positions.
# Positions Determination information on the positions.
C&C Apprv Number of positions C&C approved.
Approved Number of positions DOB approved.
Disapproved Number of positions DOB disapproved.
Eff. Date The date the reclassification becomes effective.

Determination Dt

The date the determination was made by DOB.

Examiner

The DOB Examiner assigned to the transaction.

4R — 41 Fund I nfo Page H d d Descripti ons

Fdd Descri pti on

Agency

The Agency Code and name requesting the transaction.

Job Control #

System generated number that will display upon saving or
submitting.

Div Bur/Inst The Division, Bureau or Institution within the agency.
Form CD The code of the type of transaction being requested; i.e. 4N or 4R.
Action CD The action code related to the form code; i.e. 01, 02, 03, etc.

TPM 4R Long Forms
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Item Range The range of line items requested.

Title The Title Code and description to be reclassified.
SG Salary Grade.

JC Jurisdictional Code.

NU Negotiating Unit.

Change to Line Range:
To:

The range of line items to which the positions are being moved.

Funding

The area of the page that displays the funding information.

Pool ID

Indicates from which PayServ funding source the position is being
paid.

Program

If the value entered in the Pool ID is currently active, this field is
displayed and grayed. If the value entered is not currently an
active ID, this field is required. If the requesting agency is 07950,
11340, 55020, 55090, or 55095 this field will not appear.

Fund

If the value entered in the Pool ID is currently active, this field is
displayed and grayed. If the value entered is not currently an
active ID, this field is required. If the requesting agency is 07950,
11340, 55020, 55090, or 55095 this field is hidden.

Subfund

If the value entered in the Pool ID is currently active, this field is
displayed and grayed. If the value entered is not currently an
active ID, this field is required. If the requesting agency is 07950,
11340, 55020, 55090, or 55095 this field is hidden.

Fund Type

If the value entered in the Pool ID is currently active, this field is
displayed and grayed. If the value entered is not currently an
active ID, this field is required. If the requesting agency is 07950,
11340, 55020, 55090, or 55095 this field is hidden.

4R - 41 Comment s Page F d d Descri ptions

2l

NOTE:

Comments are not required for a 4R - 41 transaction. Any comments that
are added cannot be edited or deleted once a request is submitted.

Fdd Descri pti on

Agency

The Agency Code and name requesting the transaction.

Job Control #

System generated number that will display upon saving or
submitting.
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Request Level Free form field that allows users to enter comments for the entire
Comments Job Control number. The field will allow up to 254 characters.
Sequence Level Free form field that allows users to enter comments related to the
Comments Job Seq number. The field will allow up to 8000 characters.

Div Bur/Inst The Division, Bureau or Institution within the agency.

I_I'Il> Wor k withthe Page

10.

1.

12

In the Agency field, enter the agency code. Defaults to agency access granted by
security.

In the Div Bur/Inst field, enter the Division, Bureau or Institution (for roll-up
agencies this field is defaulted and grayed out).

In the Form CD field, enter 4R. (or click Ql to select the code).
In the Action CD field, enter 4/ (or click Ql 1o select the code).

In the Proposed Eff Date field, enter the proposed effective date or click B ¢ select
the date.

In the # POS Req field, enter the number of positions being requested.

In the Line # Range Begin field, enter the beginning line number. The attributes of
the positions within the range must be the same, however, the locations may differ. If
the locations differ, the code 9999 will appear.

In the Prop TC field, enter the appropriate title code or click QJ and select the
appropriate code. The proposed code cannot be the same as the current code.

In the SG field, enter the salary grade if different than the defaulted value.
In the JC field, enter the jurisdictional code if different than the defaulted value
In the NU field, enter the negotiating unit code if different than the defaulted value.

In the Chg to Loc field, enter the appropriate location if different than that supplied by
system. Ifthe locations differ, the code 9999 must be used.
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13.  In the Proposed Rate workgroup, select the appropriate radio button for NS
position(s).

14.  In the blank text field, enter the dollar value of the proposed rate.

15.  In the Beginning field, enter the new beginning line number of the positions being
requested.

16.  In the Pool ID field, enter the pool ID for the requested positions if different than that
supplied by system.

% NOTE: If the Pool ID entered does not exist, the system will take the user to the
Fund Info page. Enter the Program, Fund, Subfund, and Fund type in
the appropriate fields.

17.  Click the Documents page tab.

18.  Attach the appropriate and required documents (see instructions in the Documents
section of this manual).

19.  Click the Comments page tab. Comments are optional. In the Request Level
Comments field, enter any comments that relate to the entire package. In the
Sequence Level Comments field, enter any comments that relate to individual
sequences.

20. Click the Documents page tab.

21.  Click Submit.

%‘LA NOTE: The NYSTEP system requires certain documentation for Long Form
transactions. However, individual C&C Analysts may require additional
documentation. Please continue to follow the current policies set by your
agency's Analyst.
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4R- 42

Use to reclassify a new title and make a change to the line item.

Access the Page

1.  Click NY Title and Position Mgmt, TPM Long Form Requests, Use, 4N/4R
Transactions.
A Search Dialog Box will display.

2.  To find an existing value, enter data into appropriate data fields, press Search, and
select a value. To enter a new transaction, click the Add New Transaction hyperlink.

4R — 42 Request Page Hd d Descri pti ons

‘*’*ﬁ NYSTEP & Home

Horme = MY Tille and Pogition Mgml = TRM Long Form Reguests = Use = 4N/4R Transactions

[ Request Y Documents / GC/DOB Determination / Fundinfo v Comments

*Agency: [DBOO0 Civil Service Job Control # MNEVY
Wiew Al First (4] 106 1 [M] (ast

=

*Div Bur Inst: |Emp|u\jee Benefits Request Status: Agency Initiated

FormcD:  [3R| G *ActioncD: [42|Q*Proposed Erf Date: [T0/02/2003 |5

o Location: 0190
#POSReq: [l |Begin: [apazz | Ena:

Allany
TC: 2568300 Emp InsurRng Clk 3 8G: 14 JC: 0 HU: 02 Pool 1D: 040
Incumbent: Moggin, Lucinda View Pos
Prop. Title: [Heallh Review Coordinatar sG: [14 ge: i@l w oz @
Proposed Rate. ChytoLoe: [o710 QY
p - s & T J Albany
ReqChgs:NU I©  Jc @ 54 ]_Be_gin: 9g000  End: puu||n:|u40 =)
Section 2
Head:
ReqDate: 09r12/2003  Requestor: Sunshine,Suzy Replicate
=) (B ridd ) | UpdaterDisplay]

Request| Documents | CC/DOB Determination | Fund Info | Comiments
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Agency

The Agency Code and name requesting the transaction.

Trx Sumry

When pressed, brings the user to the transaction summary page.
Hidden until request is submitted.

Job Control #

System generated number that will display upon saving or
submitting.

Div Bur/Inst The Division, Bureau or Institution within the agency. For roll-up
agencies this field is populated.

Request Status The point the transaction is at in the approval process; i.e. Agency
Submitted, C&C Supp. Info Requested, C&C Disapproved, C&C
Submitted, C&C Withdrawn, Pending DOB Determination, DOB
Approved/C&C Streamlined, DOB Disapproved, DOB Withdrawn,
Sunset.

Form CD The code of the type of transaction being requested; i.e. 4N or 4R.

Action CD The action code related to the form code; i.e. 01, 02, 03, etc.

Proposed Eff Date The proposed effective date for the reclassification.

# POS Req The number of positions being reclassified.

Line # Range: Begin

The beginning line number of the positions requested. All line item
numbers must currently exist, must be contiguous, and must have
the same attributes.

Line # Range: End

The ending line number of the positions requested. All line item
numbers must currently exist, must be contiguous, and must have
the same attributes.

Location The Location code and geographic description of the position. If
there are various locations within the request the value 9999 will
appear.

TC The present Title Code of the position(s).

SG The present Salary Grade of the position(s).

JC The present Jurisdictional Classification of the position(s).

NU The present Negotiating Unit of the position(s).

Pool ID Indicates from which PayServ funding source the position is being
paid.

View Pos When this button is pressed, a secondary page appears displaying
all line items in the range along with Job Code, SG, JC, and NU.

Incumbent The name of the person currently in the position.

Audit This hyperlink only appears if C&C has made changes to the
values of the originally submitted transaction. When pressed, a
pop-up page displays the original values.
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Prop. Title The title proposed for the position(s) being reclassified.
SG Proposed Salary Grade for the new title.

JC Proposed Jurisdictional Classification for the new title.
NU Proposed Negotiating Unit for the new title.

Chg to Loc The requested location of the position(s).

Proposed Rate

The proposed rate of the requested position if NS.

Change to Line #
Range: Beginning

The new beginning line number to which the request is being
reclassified. This value cannot currently exist.

Change to Line #

System generated. The new ending line number to which the

Range: End request is being reclassified. This value cannot currently exist.

Req. Chgs. NU, JC, Min Quals. If checked, indicates supporting
documentation must be attached.

Pool ID The requested Pool ID.

C/C Assignment

The area of the page that displays the C&C staff assigned to the
transaction. This workgroup remains blank until the transaction is
received by C&C.

Section Head

The C&C Section Head to whom the transaction is routed based
upon the Dept ID of the Requestor. This value is overwritten when
routed to another Section Head. The last Section Head to receive
the package before it has been approved, denied, withdrawn, or
sent back for additional info, is saved to the record.

Assigned Analyst

The C&C Analyst assigned to this transaction.

Req. Date Date the request was submitted.
Requestor The person requesting the transaction.
Replicate When the Replicate button is pressed, the transaction will be

saved, the system will insert a row, and all the values from the
previous row will be carried forward except the # POS Req, Line #
Range Begin, and Location fields. Used for requests of positions

with same title attributes but in a non-contiguous line item number.

4R — 42 Docunments Page H d d Descriptions

See the Documents section of this manual.
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4R — 42 CJ DOB Deter minati on Page H dd Descri ptions

NOTE: The Agency will only be able to view all the data on this page if the
Request Status is Pending DOB Determination, DOB Approved, DOB
Disapproved, DOB Withdrawn, or Sunset. If the Request Status is other
than these values, the only values that will display are Agency, Trx Sumry,
Job Control #, Div Bur/Inst, Request Status, Form CD and Action CD.

Hdd Descri pti on

Agency The Agency Code and name requesting the transaction.

Trx Sumry When pressed, brings the user to the transaction summary page.
Hidden until request is submitted.

Job Control # System generated number that will display upon saving or
submitting.

Div Bur/Inst The Division, Bureau or Institution within the agency.

Request Status The point the transaction is at in the approval process; i.e. Agency

Submitted, Pending DOB Determination, C&C Supp. Info
Requested, C&C Disapproved, C&C Submitted, C&C Withdrawn,
DOB Approved/C&C Streamlined, DOB Disapproved, DOB
Withdrawn, Sunset.

Form CD The code of the type of transaction being requested; i.e. 4N or 4R.
Action CD The action code related to the form code; i.e. 01, 02, 03, etc.
C/C Determination The area of the page which C&C uses to record their
determination.
Action Approve with change, Approve as Requested, Approve as
Requested with letter, Deny, Return For Additional Information,
Withdraw.
Prop. TC The Title Code proposed for the reclassification.
Description The description of the proposed Title Code.
SG The Salary Grade of the proposed title.
JC The Jurisdictional Classification of the proposed title.
NU The Negotiating Unit of the proposed title.
Disp. Date Disposal Date (appear only if the Action is “Withdraw” or “Deny”).
Appr. TC Approved Title Code of the reclassification.
Description The description of the approved Title Code.
SG The approved Salary Code of the reclassification.
JC The approved Jurisdictional Classification of the reclassification.
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The approved Negotiating Unit of the reclassification.

Streamlined?

The Analyst will streamline transactions consistent with the
Division of Budget’s policy. If the requesting agency is 07950,
11340, 55020, 55090, 55095, or 00640 this transaction is
considered streamlined (the box is checked) and stops with C&C
determination.

# Positions Req.

The number of positions requested.

Approved

The number of positions C&C approved.

Disapproved

The number of positions C&C disapproved.

Eff. Date

If streamlined, the date the reclassification becomes effective.

Determination Dt

The date the determination was made by C&C.

Analyst

The C&C Analyst assigned to this transaction.

Budget Determination

The area of the page DOB uses to record their determination.
Grayed if streamlined.

Action

Approved as Requested, Denied, Withdrawn.

Apprv. Rate

If not streamlined transaction, the rate approved by DOB.

Line # (Range)

System generated. The line number range of the approved

Approved: thru: positions.
# Positions Determination information on the positions.
C&C Apprv Number of positions C&C approved.
Approved Number of positions DOB approved.
Disapproved Number of positions DOB disapproved.
Eff. Date The date the reclassification becomes effective.

Determination Dt

The date the determination was made by DOB.

Examiner

The DOB Examiner assigned to the transaction.

4R - 42 Fund I nfo Page H d d Descri pti ons

Fdd Descri pti on

Agency

The Agency Code and name requesting the transaction.

Job Control #

System generated number that will display upon saving or
submitting.

Div Bur/lnst

The Division, Bureau or Institution within the agency.
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Form CD The code of the type of transaction being requested; i.e. 4N or 4R.
Action CD The action code related to the form code; i.e. 01, 02, 03, etc.
Item Range: to The range of line items requested.
Title The Title Code and description to be reclassified.
SG Salary Grade.
JC Jurisdictional Classification.
NU Negotiating Unit.
Change to Line Range: | The range of line items to which the positions are being moved.
To:
Funding The area of the page that displays the funding information.
Pool ID Indicates from which PayServ funding source the position is being
paid.
Program If the value entered in the Pool ID is currently active, this field is
displayed and grayed. If the value entered is not currently an
active ID, this field is required. If the requesting agency is 07950,
11340, 55020, 55090, or 55095 this field is hidden.
Fund If the value entered in the Pool ID is currently active, this field is
displayed and grayed. If the value entered is not currently an
active ID, this field is required. If the requesting agency is 07950,
11340, 55020, 55090, or 55095 this field is hidden.
Subfund If the value entered in the Pool ID is currently active, this field is
displayed and grayed. If the value entered is not currently an
active ID, this field is required. If the requesting agency is 07950,
11340, 55020, 55090, or 55095 this field is hidden.
Fund Type If the value entered in the Pool ID is currently active, this field is

displayed and grayed. If the value entered is not currently an
active ID, this field is required. If the requesting agency is 07950,
11340, 55020, 55090, or 55095 this field is hidden.

4R - 42 Comment s Page FH d d Descri ptions

2l

NOTE:

Comments are not required for a 4R - 42 transaction. Any comments that
are added cannot be edited or deleted once a request is submitted.

Fdd Descri pti on

Agency

The Agency Code and name requesting the transaction.

Job Control #

System generated number that will display upon saving or
submitting.
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Request Level Free form field that allows users to enter comments for the entire
Comments Job Control number. The field will allow up to 254 characters.
Sequence Level Free form field that allows users to enter comments related to the
Comments Job Seq number. The field will allow up to 8000 characters.

Div Bur/Inst The Division, Bureau or Institution within the agency.

I_I'Il> Wor k withthe Page

10.

1.

12

13.

In the Agency field, enter the agency code. Defaults to agency access granted by
security.

In the Div Bur/Inst field, enter the Division, Bureau or Institution (for roll-up
agencies this field is defaulted and grayed out).

In the Form CD field, enter 4R. (or click Ql to select the code).
In the Action CD field, enter 42 (or click Ql 1o select the code).

In the Proposed Eff Date field, enter the proposed effective date or click B ¢ select
the date.

In the # POS Req field, enter the number of positions being requested.

In the Line # Range Begin field, enter the beginning line number. The attributes of
the positions within the range must be the same, however, the locations may differ. If
the locations differ, the code 9999 will appear.

In the Prop. Title field, enter the proposed Title. This is a 50 character alpha-numeric
field.

In the SG field, enter the proposed salary grade.
In the JC field, enter the proposed jurisdictional code.
In the NU field, enter the proposed negotiating unit code.

In the Chg to Location field, enter the appropriate location if different than that
supplied by system.

If NS, in the Proposed Rate workgroup, select the appropriate radio button.
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14.  In the blank field, enter the dollar value of the proposed rate.

15.  In the Beginning field, enter the new beginning line number of the positions being
requested.

16.  In the Pool ID field, enter the pool ID for the requested positions if different than that
supplied by system.

% NOTE: If the Pool ID entered does not exist, the system will take the user to the
Fund Info page. Enter the Program, Fund, Subfund, and Fund type in
the appropriate fields.

17.  Click the Documents page tab.

18.  Attach the appropriate and required documents (see instructions in the Documents
section of this manual).

19.  Click the Comments page tab. Comments are optional. In the Request Level
Comments field, enter any comments that relate to the entire package. In the
Sequence Level Comments field, enter any comments that relate to individual
sequences.

20.  Click the Documents page tab.

21.  Click Submit.

%‘L& NOTE: The NYSTEP system requires certain documentation for Long Form
transactions. However, individual C&C Analysts may require additional
documentation. Please continue to follow the current policies set by your
agency's Analyst.
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