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Using 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 salary grade.

4R - 05

Use to request a title structure change to a new title at the same salary 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 at a different allocation.
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4R - 41

Use to reclassify to an existing title and make a change to the line item number(s).

4R - 42

Use to reclassify to a new title and make a change to the line item number(s).
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Use to reclassify a position from one existing title to another existing title.

Access the Page

1. Click REREEHIES
A Worklist page will display.

2. Select the transaction to be worked.

4R — 01 Request Page Field Descriptions

Home = MY Title and Position Mamt = TPM Lond Form Requests = Use = 4NMR Transactions

4R - 01

" Request 'y Dodiiments | CE/00H Determination  Fundiifa y Commenits | GE Sommarts
*Agency: |_D8'UUD Civil Service Tre Sumry Joh Control #: 0304-12309
: Firat [0 101 [F] Last
*Div Buriinst: |F'|__an_|'||n__g Request Status: Agency Submitted
FormCD: |4F! ActionCD: |01 | "Proposed Eff Date: || 00162003
L 2 Location: 0110
#POSRey: |1 lBegin: [5357 | Ene
- Alhany
TC: 2600100  Keyhoard Spec 1 8G: 06 JC: 0 NU: 06 PoolID: 010
Incumbent: WACANT =
prop. TC:  [JE00200 | Keyboard Spec 2 se: 8]  Je ] e [iZ
Pro - : e Location: a1l
c c e P | Albany
ReqChgs:HU [ Jc [© E
Sect-iun Assigned o ol
Head: DeSguor Rocky Analyst: LARSS : Y M]

Req Date: 10/ 6/2003 Requestor: Sunshine Suzy

Reqguest | Docutments | CC/D0E Determination | Fund [nfo | Comments | 2 Comments
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 Field | Description
Agency The Agency Code and name requesting the transaction or having
the position(s).
Trx Sumry When pressed, brings the userto 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.

FormCD The code of the type of transaction beingrequested; 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 of 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). Allline 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). If
different locations, “9999” will display.

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 positionis being
paid.

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

Incumbent The name of the person currently in the position. May also read

“Various” or “Vacant”.

(Correction)

When pressed on the request page, opens those data fields that
are not available on the determination page for modification.

9-6
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Field Description
Audit This button only appears if C&C has made any changes to the
values of the originally submitted transaction. When pressed, a
pop-up page displays with the original values.
Prop.TC The code and description of the title to which the position(s) are
being reclassified.
SG Proposed Salary Grade for the position(s) being reclassified.
JC Proposed Jurisdictional Classification for the position(s) being
reclassified.
NU Proposed Negotiating Unit for the position(s) being reclassified.
Location The requested location and description 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 will remain 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.

Route Tol/lt When pressed, the Analyst can route the request to another
Analyst for review and/or approval.

Role User The C&C staff member to whom you want to route the transaction
to for review and/or approval.

Req. Date The date the request was saved or submitted.

Requestor The person requesting the transaction.

4R — 01 Documents Page Field Descriptions

See the Documents section of this manual.
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4R — 01 CC/DOB Determination Page Field Descriptions

Home = MY Title and Position Mamt = TPWM Long Form Reguests = Use = 4N/4R Transactions

[ Reguest’ " Daturnents "~ CCIDOB Determination yFaRd Infa . Camments | CE Con

Agency. 08000 Civil Service Tre Sumry Joh Control #: 0304-129049
First (4] 1614 [¥] |Last
DivBurinst: Planning Request Status: Agency Submitted
Form CD: iR Action CD: 01
Action: Prop TC { Appr TC:  Description: SG: Je: NU:
Approved With Chani=] 2s00200 Keyhoard Spec 2 09 i 02
Keyhoard Spec 2 IDQ Iﬂ_g |02 Ql
[T Streamlined?
£ el : Eff Date: I
# Positions Req: 1  Approved: |_1 | Disapproved:
Analyst;
Line #{Range) Approved: thru:
|# Positions: Eff |
CC Apprv: 1 Approved: | | Disapproved: | Date:
Determination Dt: Examiner:
[Route To | @ submit_|
H{QURetum ta Search) [Bradd) 2 |

Reguest | Documents | CCIOO0B Determination | Eund Info | Comments | CC Comments

NOTE: The Agency and DOB 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, Div
Bur/Inst, Job Control #, Action, and Request Status.

Field | Description

Agency The Agency Code and name requesting the transaction or having
the position(s).

Trx Sumry When pressed, brings the userto 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.
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Field
Request Status

Description

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 beingrequested; 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 requested by the agency.
Description Description of the requested title.
SG The proposed Salary Grade.
JC The proposed Jurisdictional Classification of the requested title.
NU The proposed Negotiating Unit.
Disp. Date Disposal Date (appears only if the Action is “Withdraw” or “Deny”).
Appr.TC The code of the approved title. System generated but may be
changed.
Description Description of the Approved Title Code.
SG The approved Salary Grade.
JC The approved Jurisdictional Classification.
NU The approved Negotiating Unit.

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.

Rate

The C&C rate of the requested positionif NS and streamlined.

# 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

The date the position becomes effective (appears only if
streamlined). Default is proposed effective date but may be
changed.

TPM 4R Long Forms
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| Field
Determination Dt

| Description

The date the determination was made by C&C.

Analyst

The C&C Analyst assigned to the transaction.

Budget Determination

The area of the page that DOB uses to record their determination.
Grayed if Streamlined, C&C Disapproved or Withdrawn.

Action

Approved as Requested, Denied, Withdrawn.

Line # (Range)

System generated. The line number range of the approved

Approved: thru: position(s).

# Positions Determination information on the position(s).
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.

Route Tol/lt When pressed, the Analyst can route the request to another
Analyst for review and/or approval.

Role User The C&C staff member to whom you want to route the transaction
for review and/or approval.

Global When pressed, allows the user to enter values globally (for all
sequences within the transaction).

Submit Submits the transaction to the next approval level.

4R — 01 Fund Info Page Field Descriptions

Field | Description

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 beingrequested; 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.

9-10
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Field Description
Title Title Code and description.
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 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 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 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 requesting agency is 07950, 11340,

55020, 55090, or 55095 this field is hidden.

4R — 01 Comments & CC Comments Pages Field Descriptions

Field
Agency

NOTE: Comments are notrequired fora4R 01 transaction. Users outside of C&C
cannot view any comments written in the CC Comments page.

Description ‘

The Agency Code and name requesting the transaction.

Job Control #

System generated number that will display upon saving or
submitting.

Request Level
Comments

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

Sequence Level
Comments

Free formfield that allows users to enter comments at the Job Seq
number. The field will allow up to 8000 characters.

Div Bur/inst

The Division, Bureau or Institution within the agency.

TPM 4R Long Forms
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Work with the Page

NOTE: Forinstructions as to how to initiate a long form transaction, please refer
to the appropriate section of the Agency User Manual.

NOTE: If a C&C Analyst must change any data on the originally submitted
transaction, the Correction mode can be used to modify the request.

Clicking the Correction IZ icon on the request page opens those data
fields that are not available on the determination page for modification.

Check any attached documents and the Comments page for additional information.

Click the CC/DOB Determination page tab.

In the Action field, click the j, highlight the appropriate action code and double click
to select.

NOTE: If the Action is Withdraw or Deny, the system will populate the Disp. Date
with the current date but C&C may modify.

4. Inthe Appr. TC field, accept the default value or click the j, highlight the
appropriate title code (must be an active title) and double click to select. The code
may also be manually entered.

5. Inthe SG field, enter the approved salary grade if different than the default value.

6. Inthe JC field, enter the approved jurisdictional class if different than the default
value.

7. Inthe NU field, enter the approved negotiating unit if different than the default value.

8. Ifastreamlined request, check the Streamlined? box.

9. Ifastreamlined request, in the Rate workgroup select the appropriate radio button if
different than requested.

10.  Enter the dollar value or the equated salary grade.
9-12 TPM 4R Long Forms
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1.

12.

13.

14.

15.

16.

17.

18.

19.

In the # Positions Approved field, enter the number of positions C&C is approving if
different than the default value.

If streamlining, in the Eff. Date field, enter the date the reclassification becomes
effective (if different than the system generated date).

If streamlined and the Duration is 7or S, in the Exp. Date field, enter the date the
position expires (if different than the system generated date).

Click the Documents page tab.

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

If adding comments, click the appropriate Comments page tab. Comments are
optional. Remember that any user outside of C&C cannot view any comments made in
the CC Comments page. Inthe 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 CC/DOB Determination page tab.

NOTE: On either the Request page or the Determination page, the Assigned
Analyst must be entered before C&C can submit the transaction.

If this transaction needs to be routed, press the Route To button. In the Role User

field, click ﬂ, highlight and double click the appropriate name. Click Route It. The
system will ask for confirmation. Press Yes if the request should be forwarded, No if
not.

If this transaction does not need to be routed, click Submit.
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4R - 02

Use to reclassify a new title.

Access the Page

1. Click (2 Wvarkiist .
A Worklist page will display.

2.  Select the transaction to be worked.

4R — 02 Request Page Field Descriptions

Home = My Title and Position Mot = TPM Long Form Requests = Use = 4N/4R Transactions

[ Request "\ Doctments ) CCDOE Determination \Fundlnfo "y "Comments | CC Comments ||

*Agency; |1 1270 Education Tre Sumry Job Control # 0304-11231

First [ 106 1 [B] Last

*Div Bur inst: |E d SchiDear Request Status: Agency Subrmitted

formcD:  [IR]  Actionco: [BZ] Proposed B Date: [JT152005

A Location: 3310
# POS Req: |I 1Begin: [oas2 | End:

Rorme
TC: 8018888 Janitor S6: 07 JC: 1 NU: 03 PoollD: 009
Incumbent: wiright Hugh R ﬁ'{g}
Prop. Title: [Gater Aiie s6: [iE Je ] w3
P Location: |3.3_1 il R
o P o r 1 | ome

ReqChgs:NU & Jc @ =4

Section Assigned
Head: DeSguor,Rocky Analyst:  |ARE8

Routs Ta |

Req Date: 07/1472003 Requestor: Wood Hally

i

(B save) (QRetumto Search ) Bradd) [

Request | Documents | CCIDOB Determination | Fund Info | Comments | CC Commernts

=] |

L

9-14 TPM 4R Long Forms



NYSTEP System

C&C User Manual

Field Description
Agency The Agency Code and name requesting the transaction.
Trx Sumry When pressed, brings the userto 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.

FormCD The code of the type of transaction beingrequested; 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 of the reclassification.

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

Line # Range Begin

The beginning line number of the position(s) 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 position(s) 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(s). If
different locations, “9999” will display.
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 positionis being
paid.
View Pos When pressed, a secondary page appears with all line items in the
range. Shows the Title description, SG, JC, NU, and location.
Incumbent The name of the person currently in the position. May also read

“Various” or “Vacant”.

(Correction)

When pressed on the request page, opens those data fields that

are not available on the determination page for modification.

TPM 4R Long Forms
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 Field | Description
Audit This button only appears if C&C has made any changes to the
values of the originally submitted transaction. When pressed, a
pop-up page displays with the original values.
Prop. Title The proposed title for the position being reclassified.
SG Proposed Salary Grade of the position(s) being reclassified.
JC Proposed Jurisdictional Classification for the positions being
reclassified.
NU Proposed Negotiating Unit of the positions 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 will remain 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.

Route Tol/lt When pressed, the Analyst can route the request to another
Analyst for review and/or approval.

Role User The C&C staff member to whom you want to route the transaction
to for review and/or approval.

Req. Date The date the request was saved or submitted.

Requestor The person requesting the transaction.

4R — 02 Documents Page Field Descriptions

See the Documents section of this manual.

9-16
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4R — 02 CC/DOB Determination Page Field Descriptions

Harmie = by Title and Position Moamt = TEM Lang Form Reduests = Use = 4NM4R Transactions

/" Regiest " Documents |y CC/DOB Determination Y. Fund Infa. " Gamments » GE Comments |

Agency: 11270 Education Tre Surmny Job Control #: 0304-11231
i Al First (4] 104 [ Last
DivBurinst: Ed Sch Deaf Request Status: Agency Submitted
Form CD: 4R #ction CD: 0z
Description: SG: JC: HU:
Approved With Changz Gofer Aide i 1 03
2518200 Q) oofer Aide Bl B [
[T Streamlined?
[ e.Eason 2 Eif Date: |
| # Positions Req: 1 Approved: I’I_ Disapproved:
L_Betermrauan i Analyst;
Line #{Range)} Approved: thru:
CC Apprv: 1 Approved: | Disapproved: | Date:
L Determination Dt Examiner:
Route To | Submit _|
(Bsave) {QRetumio Search (BPAd) (E e

Reguest | Documents | CCIDOB Determination | Eund Info | Comments | CC Comments:

NOTE: The Agency and DOB 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, Div
Bur/Inst, Job Control #, Action, and Request Status.

Field Description

Agency The Agency Code and name requesting the transaction.

Trx Sumry When pressed, brings the userto 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.
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 Field | Description

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.
FormCD The code of the type of transaction beingrequested; 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, Retumn For Additional Information,
Withdraw.
(Prop.TC) The Title Code requested by the agency.
Description Description of the requested title.
SG The proposed Salary Grade.
JC The proposed Jurisdictional Classification.
NU The proposed Negotiating Unit.
Disp. Date Disposal Date (appears only if the Action is “Withdraw” or “Deny”).
(Appr. TC) The code of the approved title.
Description Description of the Approved Title Code.
SG The approved Salary Grade.
JC The approved Jurisdictional Classification.
NU The approved Negotiating Unit.
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.

Rate The C&C rate of the requested positionif NS.

# 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 The date the position becomes effective (appears only if
streamlined). Defaultis proposed effective date but may be
changed.

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

Description

The C&C Analyst assigned to this transaction.

Budget Determination

The area of the page that DOB uses to record their determination.
Grayed if Streamlined, C&C Disapproved or Withdrawn.

Action Approved as Requested, Denied, Withdrawn.
Line # (Range) System generated. The line numberrange of the approved
Approved: thru: position(s).
# Positions Determination information on the position(s).
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.

Route Tol/lt When pressed, the Analyst can route the request to another
Analyst for review and/or approval.

Role User The C&C staff member to whom you want to route the transaction
for review and/or approval.

Global When pressed, allows the user to enter values globally (for all
sequences within the transaction).

Submit Submits the transaction to the next approval level.

4R — 02 Fund Info Page Field Descriptions

Field
Agency

Description ‘
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.

FormCD 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.

TPM 4R Long Forms
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 Field | Description
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 positionis being
paid.
Program If the value entered in the Pool ID is currently active, this field is
displayed and grayed. 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 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 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 requesting agency is 07950, 11340,
55020, 55090, or 55095 this field is hidden.

4R — 02 Comments & CC Comments Pages Field Descriptions

NOTE: Comments are notrequired fora4R 02 transaction. Users outside of C&C
cannot view any comments written in the CC Comments page.

Field | Description

Agency The Agency Code and name requesting the transaction.

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

Request Level Free formfield that allows users to enter comments related to the

Comments entire Job Control number. The field will allow up to 254
characters.

Sequence Level Free formfield that allows users to enter comments at the Job Seq

Comments number. The field will allow up to 8000 characters.

Div Bur/Inst The Division, Bureau or Institution within the agency.
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1.

Work with the Page

NOTE: Forinstructions as to how to initiate a long form transaction, please refer
to the appropriate section of the Agency User Manual.

NOTE: If a C&C Analyst must change any data on the originally submitted
transaction, the Correction mode can be used to modify the request.

Clicking the Correction E icon on the request page opens those data
fields that are not available on the determination page for modification.

Check any attached documents and the Comments page for additional information.

Click the CC/DOB Determination page tab.

In the Action field, click the j, highlight the appropriate action code and double click
to select.

NOTE: If the Action is Withdraw or Deny, the system will populate the Disp. Date
with the current date but C&C may modify.

In the (Appr. TC) field, click the j, highlight the appropriate title code (mustbe a
new title) and double click to select. The code may also be manually entered.

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

In the JC field, enter the approved jurisdictional class if different than the default
value.

In the NU field, enter the approved negotiating unit if different than the default value.
If a streamlined request, check the Streamlined? box.

If a streamlined request, in the Rate workgroup select the appropriate radio button if
different than requested.

Enter the dollar value or the equated salary grade.

In the # Positions Approved field, enter the number of positions C&C is approving if
different than the default value.
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12.  If streamlining, in the Eff. Date field, enter the date the reclassification becomes
effective (if different than the system generated date).

13.  If streamlined and the Durationis 7 or S, in the Exp. Date field, enter the date the
position expires (if different than the system generated date).

14.  Click the Documents page tab.

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

16.  If adding comments, click the appropriate Comments page tab. Comments are
optional. Remember that any user outside of C&C cannot view any comments made in
the CC Comments page. Inthe 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.

17.  Click the CC/DOB Determination page tab.

E’W NOTE: On either the Request page or the Determination page, the Assigned
W
Analyst must be entered before C&C can submit the transaction.

18.  If this transaction needs to be routed, press the Route To button. In the Role User
field, click ﬂ, highlight and double click the appropriate name. Click Route It. The
system will ask for confirmation. Press Yes if the request should be forwarded, No if
not.

19.  If this transaction does not need to be routed, click Submit.
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4R - 03

Use to reallocate a class of positions.

Access the Page

1. Cliek Bl
A Worklist page will display.

2. Select the transaction to be worked.

4R — 03 Request Page Field Descriptions

Home = MY Title and Position Momt = TPM Long Form Reguests = Use = 4N/4R Transactions

/ Request ' Detirients ) CCID0B Deterfination \Fandnfe . Commients ), CC Comments |

*Agency: |14020 Labar Tre Surmry Job Control #: 0304-12067
First [ 1o [ Last

*Div Burinst: |l_lnemplr_.yrr.en| Inslmnte Request Status: Agency Submitted

*Form CD: |4F-': *thction €D |03 | *Proposed Eff Date: 031 _I_J";Q_IJ‘;!

#POS AT 65

Pres TC: |E|£L1=1I1IJD Ui Acets Exmr SG: 13 JC: 0 HU: 02

Prop. TC:  [TZ0A000 | UiAcets Exmr s6: [ Jc: [iT] nu: [2

Req Chygs:NU [T

| Section Assignedpadd Ll o
Ly Betdahowss hanna fmayst: [RouteTo

RegDate:  08/29/2003 Reguestor: Oyl Olive

L]

([Bsave) (CiRetumto Search ) Eadd [E=]

Reguest | Documents | G008 Determination | Fund Info | Comments | € Comments
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| Field | Description
Agency The Agency Code and name requesting the transaction or having
the positions.
Trx Sumry When pressed, brings the userto 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 beingrequested; 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 class affected by the reallocation.

Pres.TC

The present Title Code of the position(s) being reallocated.

(Description)

Description of the title to be reallocated.

SG

Salary Grade of the position(s).

JC

Jurisdictional Classification of the position(s).

NU

Negotiating Unit of the position(s).

(Correction)

When pressed on the request page, opens those data fields that
are not available on the determination page for modification.

Audit

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

Prop.TC The code and description of the title for which the reallocation is
being requested.
SG Proposed Salary Grade for the class.
JC The Jurisdictional Classification of the position(s) being
reallocated. Cannot be changed.
NU Proposed Negotiating Unit of the position(s) being reallocated.
Req. Chgs. NU. If checked, indicates supporting documentation must be
attached.
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Field Description

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.

Route Tol/lt When pressed, the Analyst can route the request to another
Analyst for review and/or approval.

Role User The C&C staff member to whom you want to route the transaction
to for review and/or approval.

Req. Date The date the request was saved or submitted.

Requestor The person requesting the transaction.

4R — 03 Documents Page Field Descriptions

See the Documents section of this manual.

4R — 03 CC/DOB Determination Page Field Descriptions

Home = MY Title and Fosition Mamt = TP Long Form Reguests = Use = 4M4R Transactions

| Regussi )y Documments " CCDOHE Determination "\ FundInfa ) Corments | 0 Comments |
Agency: 14020 Labor Trx Surminy Job Control #: 0304-12067
iy All First (4] 4061 [#] Last
DivBurinst:  Unemployment Insurance Request Status: Agency Submitted
Form CD: 4R Action CD: 03
Action: Prop TC {Appr TC:  Description: SG: Jc: NU:
=l 204000 Ui Accts Exmr 14 a 0z
(Y E B =
|
Eff Date:

| Determination Dt: Analyst:

4
# Pos Affected; 65
Eff I—
Date:
Determiigtion ;. Examiner;
| Route To | Stbirriit |

Reguest | Documents | CCIDOB Determination | Eund Info | Comments | 2 Comments
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NOTE:

The Agency and DOB 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, Div
Bur/Inst, Job Control #, Action, and Request Status.

Field | Description

Agency

The Agency Code and name requesting the transaction.

Trx Sumry

When pressed, brings the userto 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 beingrequested; 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 requested by the agency.
Description Description of the requested title.
SG The proposed Salary Grade.
JC The Jurisdictional Classification of the requested title.
NU The proposed Negotiating Unit.
Disp. Date Disposal Date (appears only if the Action is “Withdraw” or “Deny”).
Appr.TC The code of the approved title. Input by C&C Analyst.
Description Description of the Approved Title Code.
SG The approved Salary Grade.
JC The approved Jurisdictional Classification.
NU The approved Negotiating Unit.
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Field

Streamlined

Description

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

The date the reallocation becomes effective (appears only if
streamlined). Default is proposed effective date but may be
changed.

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 that DOB uses to record their determination.
Grayed if Streamlined, C&C Disapproved or Withdrawn.

Action Approved as Requested, Denied, Withdrawn.

Apprv. Rate DOB approved rate.
# Pos Affected The number of positions in the class affected by the reallocation.
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.

Route Tol/lt When pressed, the Analyst can route the request to another
Analyst for review and/or approval.

Role User The C&C staff member to whom you want to route the transaction
for review and/or approval.

Global When pressed, allows the user to enter values globally (for all
sequences within the transaction).

Submit Submits the transaction to the next approval level.

4R — 03 Fund Info Page Field Descriptions

Field
Agency

Description

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 beingrequested; i.e. 4N or 4R.

TPM 4R Long Forms
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 Field | Description
Action CD The action code related to the form code; i.e. 01, 02, 03, etc.
Title Title Code and description.
SG Salary Grade.
JC Jurisdictional Classification.
NU Negotiating Unit.
Funding Not Applicable.

4R — 03 Comments & CC Comments Pages Field Descriptions

NOTE: Comments are not required fora4R 03 transaction. Users outside of C&C
cannot view any comments written in the CC Comments page.

 Field | Description

Agency The Agency Code and name requesting the transaction.

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

Request Level Free formfield that allows users to enter comments related to the

Comments entire Job Control number. The field will allow up to 254
characters.

Sequence Level Free formfield that allows users to enter comments at the Job Seq

Comments number. The field will allow up to 8000 characters.

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

Work with the Page

NOTE: Forinstructions as to how to initiate a long form transaction, please refer
to the appropriate section of the Agency User Manual.

Ity

NOTE: If a C&C Analyst must change any data on the originally submitted
transaction, the Correction mode can be used to modify the request.

Clicking the Correction - icon on the request page opens those data
fields that are not available on the determination page for modification.

B
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12.

Check any attached documents and the Comments page for additional information.

Click the CC/DOB Determination page tab.

In the Action field, click the j, highlight the appropriate action code and double click
to select.

NOTE: |[f the Action is Withdraw or Deny, the system will populate the Disp. Date
with the current date but C&C may modify.

In the Appr. TC field, enter the Title Code. The code must be on the pending table
with a new allocation.

NOTE: The Appr. TC must be the same as the Prop TC.

If a streamlined request, check the Streamlined? box.

If streamlining, in the Eff. Date field, enter the date the reallocation becomes effective
(if different than the system generated date).

Click the Documents page tab.

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

If adding comments, click the appropriate Comments page tab. Comments are
optional. Remember that any user outside of C&C cannot view any comments made in
the CC Comments page. Inthe 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 CC/DOB Determination page tab.

NOTE: On either the Request page or the Determination page, the Assigned
Analyst must be entered before C&C can submit the transaction.

If this transaction needs to be routed, press the Route To button. In the Role User

field, click ﬂ, highlight and double click the appropriate name. Click Route It. The
system will ask for confirmation. Press Yes if the request should be forwarded, No if
not.

If this transaction does not need to be routed, click Submit.
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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 @ Wiorklist .
A Worklist page will display.

2.  Select the transaction to be worked.

4R — 04 Request Page Field Descriptions

Home = MY Title and Position Mdmt = TPM Long Form Requests = Lse =4N4R Transactions

s ECID0B Détermination |~ FURATRTo  Comments €€ Corimerts |
Job Control # 0203-14181
First KA 5

/ Reguest "\ Daclfrien
Agency: [1B000 Fublic Service Tre Summry

*Div Bur inst: ||_E!en__'._n_'i__rm_r & Ermaranrriert Request Status: Agency Submitted

FormCD:  [IR] ‘ActioncD: [04] Proposed Eff Date: [T0/31/2002

# POS Aff: 3
Pres TC: |d53?dﬂﬂ Fower Sys Oprins Sp 4 SG: 27 JC: 0 HU: 05
£

Iprop.Tc:  [1E38310]  UtilityEng 3 sG: o7 Je: o] s

Head: Decathorris Analyst:

Req Date: 110472002 Requestor: “aterEllie

(E5ave) {CARetumto Search) (42 NextinList) (1= 3l Bead) )

Request| Documents | CC/IDOB Deterrmination | Fund Infa | Camments | CC Comments:
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Field Description
Agency The Agency Code and name requesting the transaction.
Trx Sumry When pressed, brings the userto 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.

FormCD 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 class affected by the structure
change.

Pres.TC The present Title Code and description being structure changed.
SG The present Salary Grade of the title.
JC The present Jurisdictional Classification of the title.
NU The present Negotiating Unit of the title.

(Correction)

When pressed, on the request page, opens those data fields that
are not available on the determination page for modification.

Audit

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

Prop.TC The proposed Title Code and description.
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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 Field | Description
Assigned Analyst The C&C Analyst assigned to this transaction.

Route Tol/lt When pressed, the Analyst can route the request to another
Analyst for review and/or approval.

Role User The C&C staff member to whom you want to route the transaction
for review and/or approval.

Req. Date The date the request was saved or submitted.

Requestor The person requesting the transaction.

4R — 04 Documents Page Field Descriptions

See the Documents section of this manual.

4R — 04 CC/DOB Determination Page Field Descriptions

Home = WY Title and Posgition Momt = TPM Long Form Reguests = Use = 4N/4R Transactions

giits ) CCIDOB Determinalion (FOndififa —y Cofmmments “GE Comients |

st Dot

Agency: 16000 FPublic Service Tt Surnry Job Control #: 0203-14181
DivBurinst:  Electricity & Environment Request Status: Agency Submitted
FormCD: 4R Action CD: 04
Action: Prop TC { Appr TC:  Description: SG: Jc: ML
[pp As Requested =] 4535310 Utility Eng 3 27 i 05
4535310 Q Utility Eng 3 27 |D_ |L|5
[T Streamlined?
Eff Date: |
Determination Dt: Analyst:
# Pos Affected: 8
EM [—
Date:
_ Determination D: Examiner:
Route TU| | submit |
(B save) [QRetumto Search ) (S NextinList] (1= I (Bradd) 2

Eeguest| Documents | CCID0OBE Determination | Fund Info | Comments | CC Comments

NOTE: The Agency and DOB 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, Div
Bur/Inst, Job Control #, Action, and Request Status.
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Field Description
Agency The Agency Code and name requesting the transaction.
Trx Sumry When pressed, brings the userto 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.

FormCD 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 requested by the agency.
Description Description of the requested title.
SG The proposed Salary Grade.
JC The Jurisdictional Classification of the requested title.
NU The proposed Negotiating Unit.
Disp. Date Disposal Date (appears only if the Action is “Withdraw” or “Deny”).
Appr.TC The code of the approved title. Input by C&C Analyst.
Description Description of the Approved Title Code.
SG The approved Salary Grade.
JC The approved Jurisdictional Classification.
NU The approved Negotiating Unit.

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

The date the reallocation becomes effective (appears only if
streamlined). Default is proposed effective date but may be
changed.

TPM 4R Long Forms

9-33



C&C User Manual

NYSTEP System

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 that DOB uses to record their determination.
Grayed if Streamlined, C&C Disapproved or Withdrawn.

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

Determination Dt

The date the determination was made by DOB.

Examiner The DOB Examiner assigned to the transaction.

Route Tol/lt When pressed, the Analyst can route the request to another
Analyst for review/ approval.

Role User The C&C staff member to whom you want to route the transaction
for review/approval.

Global When pressed, allows the user to enter values globally (for all
sequences within the transaction).

Submit Submits the transaction to the next approval level.

4R — 04 Fund Info Page Field Descriptions

| Field
Agency

| Description

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 beingrequested; i.e. 4N or 4R.
Action CD The action code related to the form code;i.e. 01, 02, 03, etc.
Title Title Code and description.
SG Salary Grade.
JC Jurisdictional Classification.
NU Negotiating Unit.
Funding Not Applicable
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4R — 04 Comments & CC Comments Pages Field Descriptions

NOTE: Comments are not required fora 4R 04 transaction. Users outside of C&C
cannot view any comments written in the CC Comments page.

Field Description

Agency The Agency Code and name requesting the transaction.

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

Request Level Free formfield that allows users to enter comments related to the

Comments entire Job Control number. The field will allow up to 254
characters.

Sequence Level Free formfield that allows users to enter comments at the Job Seq

Comments number. The field will allow up to 8000 characters.

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

)

7
-

)

()

-

w

Work with the Page

NOTE: Forinstructions as to how to initiate a long form transaction, please refer
to the appropriate section of the Agency User Manual.

NOTE: If a C&C Analyst must change any data on the originally submitted
transaction, the Correction mode can be used to modify the request.

Clicking the Correction IE icon on the request page opens those data
fields that are not available on the determination page for modification.

Check any attached documents and the Comments page for additional information.

Click the CC/DOB Determination page tab.

In the Action field, click the j, highlight the appropriate action code and double click
to select.

NOTE: If the Action is Withdraw or Deny, the system will populate the Disp. Date
with the current date but C&C may modify.
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In the Appr. TC field, accept the default value or click the j, highlight the
appropriate title code (must be an active title) and double click to select. The code
may also be manually entered.

NOTE: This transaction requires that the Salary Grade be the same or similar
between the original title and the proposed title.

5. If astreamlined request, check the Streamlined? box.

6. If streamlining, in the Eff. Date field, enter the date the structure change becomes
effective (if different than the system generated date).

7.  Click the Documents page tab.

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

9. Ifaddingcomments, click the appropriate Comments page tab. Comments are
optional. Remember that any user outside of C&C cannot view any comments made in
the CC Comments page. 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.

10.  Click the CC/DOB Determination page tab.

NOTE: On either the Request page or the Determination page, the Assigned
Analyst must be entered before C&C can submit the transaction.

11.  If this transaction needs to be routed, press the Route To button. In the Role User
field, click ﬂ, highlight and double click the appropriate name. Click Route It. The
system will ask for confirmation. Press Yes if the request should be forwarded, No if
not.

12.  If this transaction does not need to be routed, click Submit.
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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 2 Woarklist

A Worklist page will display.

2. Select the transaction to be worked.

4R — 05 Request Page Field Descriptions

Hame = MY Title-and Position Mamt = TPM Long Form Reguests = Use = ANMR Transactions

*Di Burfinst: [CLAINS

Request Status: Agency Submitted
*Form CD: [F *Action CD: |05 *Proposed Eff Date: IL'I.TJ'DHEEIDD

# POS 41T

19

Pres TC: IEE!1 1500

Ptin Comp Clms Exmr  8G: 26

JC: 0 NU: 05
Prop. Title: [CLAINS 2VE REP & se: [i5 ] e[
RegcChgs:Nu T Jc [T &
| section Assigned —_—
! Route To
_Head: Analyst: ILARQQ e = :ﬂ _]
Req Date: 0E(21/2000 Requestor: Cephus,Bo

‘B Save i-CiReturn to Search

Request| Documents | CCDOB Determination | Fund Info | Comments | CC Camments

&) @
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 Field | Description

Agency The Agency Code and name requesting the transaction.

Trx Sumry When pressed, brings the userto 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 beingrequested; 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 class affected by the structure
change.
Pres.TC The present Title Code and description being structure changed.
SG The present Salary Grade of the title.
JC The present Jurisdictional Classification of the title.
NU The present Negotiating Unit of the title.
(Correction) When pressed, on the request page, opens those data fields that

are not available on the determination page for modification.

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

Prop. Title The description of the title being requested. This is a 50 character
alpha-numeric data field.
SG The Salary Grade of the proposed title.
JC The Jurisdictional Classification of the proposed title.
NU The Negotiating Unit of the proposed title.
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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Field
Section Head

Description

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.
Route Tollt When pressed, the Analyst can route the request to another
Analyst for review and/or approval.
Role User The C&C staff member to whom you want to route the transaction
for review and/or approval.
Req. Date The date the request was saved or submitted.
Requestor The person requesting the transaction.

4R — 05 Documents Page Field Descriptions

See the Documents section in this section.

4R — 05 CC/DOB Determination Page Field Descriptions

Hotme = MY Title and Position Mamt = TPM Long Form Reguests = Use = 4M/4R Transactions

| Reguest | Documer

Agency: 00640

“CC/moB Determination Y  Fundinfo  Gommer

Insurance Fund

Joh Control # 0001-13920

First (4] 1011 [¥] Laat

TreSurmry

DivBurinst: CLAIMS

Request Status: Agency Submitted

3

Form 4R Action CD: 05
Action: Description: SG: Jc: NU:
iR MR - CLAIMS 8V REP 3 25 0 0s
|BE1 2300 Claims Svs Rep 3 |25 [D_ |D§

EffDate: [070172000]

_Determination Dt: DB/26/2000 Analyst: Cepr]L!s,Bo
# Pos Affected: 14
Eff Ii
Date:
Determination Dt: Examiner:
| Route Ta | @ “Gubmit |
(Elsave) [QiReturito Search) BeAad) (F i)

Reguest | Documents | CC/DOB Determination | Fund Info | Commerts | CC Camments
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NOTE:

The Agency and DOB 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, Div
Bur/Inst, Job Control #, Action, and Request Status.

Field | Description

Agency

The Agency Code and name requesting the transaction.

Trx Sumry

When pressed, brings the userto 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 beingrequested; 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, Retum For Additional Information,
Withdraw.
(Prop. TC) Will be blank.
Description The description of the requested Title Code.
SG Salary Grade of the class.
JC Proposed Jurisdictional Classification of the class.
NU Proposed Negotiating Unit of the class.
Disp. Date Disposal Date (approved only if the Action is “Withdraw” or
“‘Deny”).
Appr.TC The code of approved the title. Input by C&C Analyst.
Description Description of the Approved Title Code.
SG The approved Salary Grade.
JC The approved Jurisdictional Classification.
NU The approved Negotiating Unit.
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Field

Streamlined

Description

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

The date the reallocation becomes effective (appears only if
streamlined). Default is proposed effective date but may be
changed.

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 that DOB uses to record their determination.
Grayed if Streamlined, C&C Disapproved or Withdrawn.

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

Determination Dt

The date the determination was made by DOB.

Examiner The DOB Examiner assigned to the transaction.

Route Tol/lt The C&C staff member that you want to route the transaction to for
review/approval.

Role User When pressed, the Analyst can route the request to another
Analyst for review/ approval.

Global When pressed, allows the user to enter values globally (for all
sequences within the transaction).

Submit Submits the transaction to the next approval level.

4R — 05 Fund Info Page Field Descriptions

Field
Agency

Description

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.
FormCD The code of the type of transaction beingrequested; 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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 Field | Description
(Title) Title description.
SG Salary Grade.
JC Jurisdictional Classification.
NU Negotiating Unit.
Funding Not Applicable

4R — 05 Comments & CC Comments Pages Field Descriptions

NOTE: Comments are not required fora 4R 05 transaction. Users outside of C&C
cannot view any comments written in the CC Comments page.

Field | Description

Agency The Agency Code and name requesting the transaction.

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

Request Level Free formfield that allows users to enter comments related to the

Comments entire Job Control number. The field will allow up to 254
characters.

Sequence Level Free formfield that allows users to enter comments at the Job Seq

Comments number. The field will allow up to 8000 characters.

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

Work with the Page

NOTE: Forinstructions as to how to initiate a long form transaction, please refer
to the appropriate section of the Agency User Manual.

<l

-
3

NOTE: If a C&C Analyst must change any data on the originally submitted
transaction, the Correction mode can be used to modify the request.

Clicking the Correction icon on the request page opens those data
fields that are not available on the determination page for modification.

1. Check any attached documents and the Comments page for additional information.
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d

10.

1.

12.

Click the CC/DOB Determination page tab.

In the Action field, click the j, highlight the appropriate action code and double click
to select.

NOTE: If the Action is Withdraw or Deny, the system will populate the Disp. Date
with the current date but C&C may modify.

In the Appr. TC field, click the j, highlight the appropriate title code (must be a new
title) and double click to select. The code may also be manually entered.

If a streamlined request, check the Streamlined? box.

If streamlining, in the Eff. Date field, enter the date the structure change becomes
effective (if different than the system generated date).

NOTE: This transaction requires that the Salary Grade be the same or similar
between the original title and the proposed title

Click the Documents page tab.

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

If adding comments, click the appropriate Comments page tab. Comments are
optional. Remember that any user outside of C&C cannot view any comments made in
the CC Comments page. 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 CC/DOB Determination page tab.

NOTE: On either the Request page or the Determination page, the Assigned
Analyst must be entered before C&C can submit the transaction.

If this transaction needs to be routed, press the Route To button. In the Role User

field, click ﬂ, highlight and double click the appropriate name. Click Route It. The
system will ask for confirmation. Press Yes if the request should be forwarded, No if
not.

If this transaction does not need to be routed, click Submit.
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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 @ Wiorklist .
A Worklist page will display.

2.  Select the transaction to be worked.

4R — 06 Request Page Field Descriptions

Haome = MY Title and Position Mamt = TPM Long Form Reguests = Use = 4NM4R Transactions

[ Reguest ' Docirients " CCIDOB Determination y Fundirfa Comments ) CC Camments |
*Agency: |01 0G0 State Police

TheSumey

Job Control #: 0304-10532

*Divs Burinst: [Adimnin

Request Status: Agency Submitted
*Form CB; |4F.' | *Action CD: UFJ ] *Proposed Eff Date: lJ_Eu‘I 5;";@_0‘;!
# POS AT 1
Pres TC: [1352100

State PolMcrewy Cmc S SG: 18 JC: 1 HW: 05

£
Prop.TC:  [[BGA200 |  Agency TmosDvS 2 se: [B] Jc[) M:[s
ﬁggﬂ?" DeSquarl Rocky :::&ed ILARQQ e Q M
Req Date: 0F/05/2003  Requestor: Errup;PhiI
(B save)  (CiRetumto Search) (HEHextinList) (12 Breadd) 2 )
Request| Documents | SO0 Determination | Fund Info | Comments | CC Comments
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Field Description
Agency The Agency Code and name requesting the transaction.
Trx Sumry When pressed, brings the userto 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 Initiated, DOB Disapproved.

FormCD 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 class affected by the structure
change.

Pres.TC The present Title Code and description being structure changed.
SG The present Salary Grade of the title.

JC The present Jurisdictional Classification of the title.

NU The present Negotiating Unit of the title.

(Correction)

When pressed, on the request page, opens those data fields that
are not available on the determination page for modification.

Audit

This pushbutton appears if C&C has made a change to values on
the requested transaction. When this button is pressed, the
original transaction values appear.

Prop TC The proposed title code and description.
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.

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.
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 Field | Description
Route Tol/lt When pressed, the Analyst can route the request to another
Analyst for review and/or approval.
Role User The C&C staff member to whom you want to route the transaction
for review and/or approval.
Req. Date The date the request was saved or submitted.
Requestor The person requesting the transaction.

4R — 06 Documents Page Field Descriptions

See the Documents section of this manual.

4R — 06 CC/DOB Determination Page Field Descriptions

Home =

MY Title and Position Momt

=TPM Long Form Reguests = Use = 4N4R Transactions

| 'Reguest  Di

s CCIDOB Deterrmination \TFaRdf ) TCormments ) EC Camments

Agency: 01060

State Police Job Control #: 0304-10532

Tre Sumry

DivBurinst:  Admin

Request Status: Agency Submitted

Form CD: 4R Action CD: 0B
Action: Prop TC ! Appr TC:  Description: 5G: JC: NU:
Anp.As Requested =] 1454200 Agency Trmo&Dv 5 2 23 ] 08
1464200 QY Adency Trng&Dv 5 2 |2? F |IJ:'|
[T Streamlined?
Eff Date: |
Determination Dt: Analyst:
| vl
# Pos Affected: 1
Eff I—
Date:
Determination Dt: _ Examiner:
Route Tol Submit |
(B save) [QRetuntoSeawh) (4SNestinlist) (1= Ebadd) (2 )

Redguest| Documents | CC/O0OB Determination | Eund Info | Comments | ©C Comments

NOTE:

The Agency and DOB 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, Div
Bur/Inst, Job Control #, Action, and Request Status.
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Field Description
Agency The Agency Code and name requesting the transaction.
Trx Sumry When pressed, brings the userto 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

FormCD 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 requested by the agency.
Description Description of the requested title.
SG The proposed Salary Grade.
JC The Jurisdictional Classification of the requested title.
NU The proposed Negotiating Unit.
Disp. Date Disposal Date (appears only if the Action is “Withdraw” or “Deny”).
Appr.TC The code of the approved title.
Description Description of the Approved Title Code.
SG The approved Salary Grade.
JC The approved Jurisdictional Classification.
NU The approved Negotiating Unit.
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 position becomes effective. This value

cannot be more than 30 days in the future, or 6 months in the past.

Determination Dt

The date the determination was made by C&C.
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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 class.
Eff. Date The date the reallocation becomes effective (appears only if

streamlined). Defaultis proposed effective date but may be
changed.

Determination Dt

The date the determination was made by DOB.

Examiner The DOB Examiner assigned to the transaction.

Route Tol/lt The C&C staff member to whom you want to route the transaction
for review/approval.

Role User When pressed, the Analyst can route the request to another
Analyst for review/ approval.

Global When pressed, allows the user to enter values globally (for all
sequences within the transaction).

Submit Submits the transaction to the next approval level.

4R — 06 Fund Info Page Field Descriptions

Field | Description

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 beingrequested; i.e. 4N or 4R.
Action CD The action code related to the form code; i.e. 01, 02, 03, etc.
(Title) Title description.
SG Salary Grade.
JC Jurisdictional Classification.
NU Negotiating Unit.
Funding Not Applicable
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4R — 06 Comments & CC Comments Pages Field Descriptions

NOTE: Comments are not required fora 4R 06 transaction. Users outside of C&C
cannot view any comments written in the CC Comments page.

Field Description

Agency The Agency Code and name requesting the transaction.

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

Request Level Free formfield that allows users to enter comments related to the

Comments entire Job Control number. The field will allow up to 254
characters.

Sequence Level Free formfield that allows users to enter comments at the Job Seq

Comments number. The field will allow up to 8000 characters.

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

)

7
-

)

()

-

w

Work with the Page

NOTE: Forinstructions as to how to initiate a long form transaction, please refer
to the appropriate section of the Agency User Manual.

NOTE: If a C&C Analyst must change any data on the originally submitted
transaction, the Correction mode can be used to modify the request.

Clicking the Correction IE icon on the request page opens those data
fields that are not available on the determination page for modification.

Check any attached documents and the Comments page for additional information.

Click the CC/DOB Determination page tab.

In the Action field, click the j, highlight the appropriate action code and double click
to select.

NOTE: If the Action is Withdraw or Deny, the system will populate the Disp. Date
with the current date but C&C may modify.
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4. Inthe Appr. TC field, accept the default value or click the j, highlight the
appropriate title code (must be an active title) and double click to select. The code
may also be manually entered.

5. If astreamlined request, check the Streamlined? box.

6. If streamlining, in the Eff. Date field, enter the date the reallocation becomes effective
(if different than the system generated date).

7.  Click the Documents page tab.

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

9. Ifaddingcomments, click the appropriate Comments page tab. Comments are
optional. Remember that any user outside of C&C cannot view any comments made in
the CC Comments page. Inthe 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.

10.  Click the CC/DOB Determination page tab.

NOTE: On either the Request page or the Determination page, the Assigned
Analyst must be entered before C&C can submit the transaction.

11.  If this transaction needs to be routed, press the Route To button. In the Role User

field, click ﬂ, highlight and double click the appropriate name. Click Route It. The
system will ask for confirmation. Press Yes if the request should be forwarded, No if
not.

12.  If this transaction does not need to be routed, click Submit.
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4R - 07

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

Access the Page

1. Click REREEHIES
A Worklist page will display.

2. Select the transaction to be worked.

4R — 07 Request Page Field Descriptions
Home = MY Title and Position Mamt = TEM Long Form Reguests = Lise = 4ANMR Transactions

[ Reguest [ Detifnents  CCDOH Deterrination Fundlna ) Gomments GG Cormments |

*Agency. |10 Correctiohal Services T Surmry Job Control #:  0304-10609

*Div Buriinst: |arJ i Request Status: Agency Submitted

FormcD:  [IR]  ‘*ActioncD: [07| “Proposed Eff Date: [[6/1 372003

#POS Aff: 1

Pres TC: 0232220 Contract Mot Spec 2C3 8G: 23 JC 0 NUE 05

:Prnp. Title: |LJ|| Cantract Mot C5 | SG: |2_i JC: I?_ ML IEIC1

|RegcChgs:nu & Jc @ =
"Sect.iun - Assigned I Foute T
Hoad: paicbl 77T R <1 [RouteTo|

Req Date:  06/12/2003 Requestor:

(Bisave) (CiRetumto Search) (4= NextinList) (1= ) Eradd) 5 )

Reguest| Documents | CC/DOB Deterrnination | Fund Info | Comrments | CC Commetits:
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 Field | Description
Agency The Agency Code and name requesting the transaction.
Trx Sumry When pressed, brings the userto 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 beingrequested; 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 class affected by the structure
change.
Pres.TC The present Title Code and description being structure changed.
SG The present Salary Grade of the title.
JC The present Jurisdictional Classification of the title.
NU The present Negotiating Unit of the title.

(Correction)

When pressed, on the request page, opens those data fields that
are not available on the determination page for modification.

Audit

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

Prop Title The proposed title description.
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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Field

Section Head

Description

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.
Route Tollt When pressed, the Analyst can route the request to another
Analyst for review and/or approval.
Role User The C&C staff member to whom you want to route the transaction
for review and/or approval.
Req. Date The date the request was saved or submitted.
Requestor The person requesting the transaction.

4R — 07 Documents Page Field Descriptions

See the Documents section of this manual.

4R — 07 CC/DOB Determination Page Field Descriptions

Home =

MY Titte and Position Mo

= TPM Long Form Reqguests = Lise = 4N/4R Transactions

[ Regiest  Documents " CCIDOB Deterrnination  FukdInfa Comments . OC Cormments |

Agency: TR

Correctional Services TreSumry Jobh Control #: 0304-10609

DivBurinst: admin

Request Status: Agency Submitted

Form CD: 4R Action CD: 07
Description: SG: JC: NU:
APR-As Requested Dir Contract Mot C5 5 2 0s
[pa17330 Sys Sup Po Spec 3 Ins E [ s
74
Eff Date: |
| Determination Dt: 061372003 Analyst:  Law Marshal
# Pos Affected: 1
Eff l—
Date: |
| Determination Dt: Examiner:
| Route To | @ [ ghibmit |
(B save) (ClRetum to Search) (45 NextinList) (1= I Bradd) (2 .

Request | Documents | CC/DOB Determination | Fund Info | Cormments | CC Comments
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NOTE:

The Agency and DOB 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, Div
Bur/Inst, Job Control #, Action, and Request Status.

Field | Description

Agency

The Agency Code and name requesting the transaction.

Trx Sumry

When pressed, brings the userto 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 beingrequested; 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 Title) Will be blank
Description The description of the requested Title Code.
SG Proposed Salary Grade of the class.
JC Proposed Jurisdictional Classification of the class.
NU Proposed Negotiating Unit of the class.
Disp. Date Disposal Date (appears only if the Action is “Withdraw” or “Deny”).
(Appr. TC) The code of the approved title. Input by C&C Analyst.
Description Description of the Approved Title Code.
SG The approved Salary Grade.
JC The approved Jurisdictional Classification.
NU The approved Negotiating Unit.
9-54 TPM 4R Long Forms



NYSTEP System

C&C User Manual

Field

Streamlined

Description

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

The date the reallocation becomes effective (appears only if
streamlined). Default is proposed effective date but may be
changed.

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 that DOB uses to record their determination.
Grayed if Streamlined, C&C Disapproved or Withdrawn.

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

Determination Dt

The date the determination was made by DOB.

Examiner The DOB Examiner assigned to the transaction.

Route Tol/lt The C&C staff member that you want to route the transaction to for
review/approval.

Role User When pressed, the Analyst can route the request to another
Analyst for review/ approval.

Global When pressed, allows the user to enter values globally (for all
sequences within the transaction).

Submit Submits the transaction to the next approval level.

4R - 07 Fund Info Page Field Descriptions

Field
Agency

Description

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.
FormCD The code of the type of transaction beingrequested; 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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 Field | Description
(Title) Title description.
SG Salary Grade.
JC Jurisdictional Classification.
NU Negotiating Unit.
Funding Not Applicable

4R — 07 Comments & CC Comments Pages Field Descriptions

NOTE: Comments are not required fora4R 07 transaction. Users outside of C&C
cannot view any comments written in the CC Comments page.

Field | Description

Agency The Agency Code and name requesting the transaction.

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

Request Level Free formfield that allows users to enter comments related to the

Comments entire Job Control number. The field will allow up to 254
characters.

Sequence Level Free formfield that allows users to enter comments at the Job Seq

Comments number. The field will allow up to 8000 characters.

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

Work with the Page

NOTE: Forinstructions as to how to initiate a long form transaction, please refer
to the appropriate section of the Agency User Manual.

<l

-
3

NOTE: If a C&C Analyst must change any data on the originally submitted
transaction, the Correction mode can be used to modify the request.

Clicking the Correction icon on the request page opens those data
fields that are not available on the determination page for modification.

1.  Check any attached documents and the Comments page for additional information.
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Click the CC/DOB Determination page tab.

In the Action field, click the j, highlight the appropriate action code and double click
to select.

NOTE: If the Action is Withdraw or Deny, the system will populate the Disp. Date
with the current date but C&C may modify.

In the Appr. TC field, click the j, highlight the appropriate title code (must be a new
title) and double click to select. The code may also be manually entered.

If a streamlined request, check the Streamlined? box.

If streamlining, in the Eff. Date field, enter the date the structure change becomes
effective (if different than the system generated date).

Click the Documents page tab.

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

If adding comments, click the appropriate Comments page tab. Comments are
optional. Remember that any user outside of C&C cannot view any comments made in
the CC Comments page. 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 CC/DOB Determination page tab.

NOTE: On either the Request page or the Determination page, the Assigned
Analyst must be entered before C&C can submit the transaction.

If this transaction needs to be routed, press the Route To button. In the Role User

field, click ﬂ, highlight and double click the appropriate name. Click Route It. The
system will ask for confirmation. Press Yes if the request should be forwarded, No if
not.

If this transaction does not need to be routed, click Submit.
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4R - 41

Use to reclassify to an existing title and change the line item number(s).

Access the Page

1. Click (2 Wvarkiist .
A Worklist page will display.

2.  Select the transaction to be worked.

4R — 41 Request Page Field Descriptions

Home = MY Title and Position Mogmt = TPM Long Form Beguests = Use = 4NMR Transactions

Reguest  Documents » CCIDOB Determination v Fundlnfo y Comments v GG Gomments

*Agency: |I7000 Banking Tre Sumry Job Control #: 0304-12603

*Div Burinst: [Sup Request Status: Agency Submitted 02

{*Form CD: |4F‘ ] *Action CD: |-1'I *Proposed Eff Date: || DID_Q_J_"@D_D_S

Lecation: 3110

#POSRey: |1 |Begin: [03507 End:

- Mew Yark City - Manhattan
TC: 0301300  Senr Bank Examiner 8G: 25 JC 0 N 05 PoolID: 0135
Incumbent: VACANT '@E\Zﬁ}

Prop. TC:  [0301520 | Prin Bank Examinet 2 se: [ ge: i) s

e & Chyto Loc: |"‘" 1 e York City - Manhattan
|Reqchgs:nu I uc [T 0 [ I__Beuin: [a5415  End: | Pootm:[7E]
| Sectil.mm N nssigneﬁ . 1
| Head: DeSouorlRocky Analyst: ﬂ MI

Req Date: 10/09/2003 Reguestor: Bama Alley
(Bl save) (ClRetuntoSearch) | i=NextinList) [+ ] (Beadd) (E J

Reguest | Documents | CCIOOR Determination | Fund Infa | Comments | CC.Comments
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Field Description
Agency The Agency Code and name requesting the transaction.
Trx Sumry When pressed, brings the userto 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.

FormCD 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 of 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). Allline 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). If
different locations, “9999” will display.

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.

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

Incumbent The name of the person currently in the position. May also read

“Various” or “Vacant”.

(Correction)

When pressed, on the request page, opens those data fields that

are not available on the determination page for modification.

TPM 4R Long Forms

9-59



C&C User Manual

NYSTEP System

 Field | Description
Audit This button only appears if C&C has made any changes to the
values of the originally submitted transaction. When pressed, a
pop-up page displays with the original values.
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 positions being
reclassified.
NU Proposed Negotiating Unit of the position(s) being reclassified.
ChgtolLoc The Location to which the position(s) are being moved.

Proposed Rate

The proposed rate of the requested position if NS.

Changeto Line#
Range: Beginning

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

Changeto Line#
Range: Ending

System generated. The ending line number to which the requestis
being reclassified. The values in the 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. 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.

Route To/lt When pressed, the Analyst can route the request to another
Analyst for review and/or approval.
Role User The C&C staff member to whom you want to route the transaction
for review and/or approval.
Req. Date The date the request was saved or submitted.
Requestor The person requesting the transaction.
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4R — 41 Documents Page Field Descriptions

See the Documents section of this manual.

4R — 41 CC/DOB Determination Page Field Descriptions

Home = MY Title and Position Mot = TEM Long Form Reguests = Use = 4NM4R Transactions

/'Reguest  Dacuments  CC/OOB Determination 'y Fundnfo "y Comments )y CE Camments |

Agencys 07000 Banking Tt Sutnry Job Control # 0304-12603
DivBurinst: Sup Request Status: Agency Submitted 4
Form CD: AR Action CD: 4 )
Action: Prop TC  Appr TC:  Description: SG: Jc: NLU:
[ As Reauested = 0301520 Ptin Bank Examiner 2 1 0 05
[o3n1820 | A Prin Bank Examiner 2 [ & [is
[T Streamlined?
# Positions Eff Date: I
# Positions Req: 1 Approved: |1 Disapproved:
| Determination Dt: Analkyst:
.Ling ;‘-{(.Ran.g_e.] npp(p\red: th.ru:
¥ Posiions Eif
CC Appry: 1 Approved: | Disapproved: Date:
Determination Dt: Examiner:
Route Ta | Submit |
[Bsave]  (CiReturnto Search) [4ENextinList] 12 | (Bradd) (2

Reguest| Documents | CCIDOB Determination | Fund Info | Comments | CC Comments

NOTE: The Agency and DOB 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, Div
Bur/Inst, Job Control #, Action, and Request Status.

Field Description

Agency The Agency Code and name requesting the transaction.

Trx Sumry When pressed, brings the userto 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.
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 Field | Description

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 beingrequested; 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, Retumn For Additional Information,
Withdraw.
Prop.TC The Title Code requested by the agency.
Description Description of the requested title.
SG The proposed Salary Grade.
JC The Jurisdictional Classification of the requested title.
NU The proposed Negotiating Unit.
Disp. Date Disposal Date (appears only if the Action is “Withdraw” or “Deny”).
Appr.TC The code of the approved title. Input by C&C Analyst.
Description Description of the Approved Title Code.
SG The approved Salary Grade.
JC The approved Jurisdictional Classification.
NU The approved Negotiating Unit.
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.
Rate The C&C rate of the requested positionif NS.

# 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

The date the reclassification becomes effective (appears only if
streamlined). Defaultis proposed effective date but may be
changed.

Determination Dt

The date the determination was made by C&C.
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Field
Analyst

Description

The C&C Analyst assigned to this transaction.

Budget Determination

The area of the page that DOB uses to record their determination.
Grayed if Streamlined, C&C Disapproved or Withdrawn.

Action Approved as Requested, Denied, Withdrawn.
Line # (Range) System generated. The line numberrange of the approved
Approved: thru: position(s).
# 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.

Route Tol/lt When pressed, the Analyst can route the request to another
Analyst for review and/or approval.

Role User The C&C staff member that you want to route the transaction to for
review and/or approval.

Global When pressed, allows the user to enter values globally (for all
sequences within the transaction).

Submit Submits the transaction to the next approval level.

4R — 41 Fund Info Page Field Descriptions

Field
Agency

Description ‘
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.
FormCD 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.
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 Field | Description
SG Salary Grade.
JC Jurisdictional Classification.
NU Negotiating Unit.

Change to Line Range

Line range 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 positionis being
paid.

Program If the value entered in the Pool ID is currently active, this field is
displayed and grayed. 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 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 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 requesting agency is 07950, 11340,
55020, 55090, or 55095 this field is hidden.

4R — 41 Comments Page Field Descriptions

NOTE: Comments are not required fora4R 41 transaction. Users outside of C&C
cannot view any comments written in the CC Comments page.

Field | Description

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 formfield that allows users to enter comments related to the
entire Job Control number. The field will allow up to 254
characters.

Sequence Level

Free formfield that allows users to enter comments at the Job Seq

Comments number. The field will allow up to 8000 characters.
Div Bur/Inst The Division, Bureau or Institution within the agency.
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Work with the Page

NOTE: Forinstructions as to how to initiate a long form transaction, please refer
to the appropriate section of the Agency User Manual.

NOTE: |f a C&C Analyst must change any data on the originally submitted
transaction, the Correction mode can be used to modify the request.

Clicking the Correction I_ icon on the request page opens those data
fields that are not available on the determination page for modification.

Check any attached documents and the Comments page for additional information.

Click the CC/DOB Determination page tab.

In the Action field, click the j, highlight the appropriate action code and double click
to select.

NOTE: |[f the Action is Withdraw or Deny, the system will populate the Disp. Date
with the current date but C&C may modify.

In the Appr. TC field, accept the default value or click the j, highlight the
appropriate title code (must be an active title) and double click to select. The code
may also be manually entered.

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

In the JC field, enter the approved jurisdictional class if different than the default
value.

In the NU field, enter the approved negotiating unit if different than the default value.
If a streamlined request, check the Streamlined? box.

If a streamlined request and an NS salary grade, in the Rate workgroup select the
appropriate radio button if different than requested.

Enter the dollar value or the equated salary grade.
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11.  In the # Positions Approved field, enter the number of positions C&C is approving if
different than the default value.

12.  If streamlining, in the Eff. Date field, enter the date the reclassification becomes
effective (if different than the system generated date).

13.  Click the Documents page tab.

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

15.  If adding comments, click the appropriate Comments page tab. Comments are
optional. Remember that any user outside of C&C cannot view any comments made in
the CC Comments page. Inthe 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.

16.  Click the CC/DOB Determination page tab.

E’W NOTE: On either the Request page or the Determination page, the Assigned
W
Analyst must be entered before C&C can submit the transaction.

17.  If this transaction needs to be routed, press the Route To button. In the Role User
field, click ﬂ, highlight and double click the appropriate name. Click Route It. The
system will ask for confirmation. Press Yes if the request should be forwarded, No if
not.

18.  If this transaction does not need to be routed, click Submit.
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Use to reclassify to a new title and change the line item number(s).

Access the Page

1. Click REREEHIES
A Worklist page will display.
2.  Selectthe transaction to be worked.

4R — 42 Request Page Field Descriptions

Home = MY Title and Fosition Mamt = TPM Long Form Reauests =

se = 4N/4R Transactions

T Surnry
Firat (4] 4001 [¥]

*Div Bur/inst: |A|'_|ru1 INHEARINGS Request Status: Agency Submitted

4R - 42

Job Control # 0304-12132

Last

[rormep:  [iR]  cmctioncp: [E2] *Proposed EffDate: [REGE/Z003

Location: 3110

#POSReq: |1 ‘Begin: [15615 | Ena:

TC: 2501206  Clerk1 Spanish Lang 8G: 06 JC: 0 NW 02 Pool ID: 026

Incumbent: | cadinghart,Bea

Mew Yark City - Manhattan

£z

SG; |T HU: E

Chgtoloc: |g11al

LEGAL AFFAIRS ADIE

Je: [T

Albany

(Prop. Title:

le & &

: Req Chgs: NU [ ] Jc = .‘.Begin: ll EIQ?QE | End: Paool |D:||]37

Section

\Heam DeSauorl Rocky Analyst:  |LARSE Q) Route To|
Req Date: 0%/05/2003 Requestor: Shaw,Rick

Reguest | Documents | CC/DOB Determination | Fund Info | Comments | ©C Comments
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 Field | Description
Agency The Agency Code and name requesting the transaction.
Trx Sumry When pressed, brings the userto 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 beingrequested; 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 of the reclassification.

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

Line # Range Begin

The beginning line number of the position(s) requested. Allline
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) 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(s). If
different locations, “9999” will display.
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 positionis being
paid.
View Pos When pressed, asecondary page appears with all line items in the
range. Shows the Title description, SG, JC, NU, and location.
Incumbent The name of the person currently in the position. May also read

“Various” or “Vacant”.

(Correction)

When pressed on the request page, opens those data fields that
are not available on the determination page for modification.
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Field Description
Audit This button only appears if C&C has made any changes to the
values of the originally submitted transaction. When pressed, a
pop-up page displays with the original values.
Prop. Title The proposed title 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.
Chgto Loc The Location to which the position(s) are being moved.

Proposed Rate

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

Changeto Line#
Range Beginning

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

Changeto Line#
Range Ending

System generated. The ending line number to which the requestis
being reclassified. This value 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. 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.

Route Tol/lt When pressed, the Analyst can route the request to another
Analyst for review and/or approval.

Role User The C&C staff member to whom you want to route the transaction
for review and/or approval.

Req. Date The date the request was saved or submitted.

Requestor The person requesting the transaction.

4R — 42 Documents Page Field Descriptions

See the Documents section of this manual.
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4R — 42 CC/DOB Determination Page Field Descriptions

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

[ Request Doeuments |y CO/DOB Determination . FandInfa’y Comments 08 Carnments |

Agency: 27000 Tmpé&Disahl Asst Tre Sumny Joh Control #: 0304-12132
Wiew Al First [ 1ot 1 ] Lasi
DivBurinst: ADMIN HEARINGS Request Status: Agency Submitted
Form CD: 4R ActionCD: 42
Action: Description: SG: Je: NU:
App: Az Reguested |5 LEGAL AFFAIRS AIDE 13 i 0z
|_123456?_2ﬂ LEGAL AFFAIRS AIDE |13 W |02
[T Streamifined?
 Positions: Eff Date: |
# Positions Req: 1 Approved: I’I Disapproved:
Determination Dt: Analyst:
Line #{Range) Approved: thru:
l# P s _ | e |
CC Appny; 1 Approved: | Disapproved: Date:
Determination Dt: Examiner:
Route To | @ submit_|
(B5ave) {QRetumio Search (B (e

Request| Documents | CC/DOB Determination | Eund Info | Comments | CC Comments

NOTE: The Agency and DOB 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, Div
Bur/Inst, Job Control #, Action, and Request Status.

Field | Description

Agency The Agency Code and name requesting the transaction.

Trx Sumry When pressed, brings the userto 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.
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Field Description
FormCD 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) Will be blank.
Description Description of the requested 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 The code of approved the title. Input by C&C Analyst.
Description Description of the Approved Title Code.
SG The approved Salary Grade.
JC The approved Jurisdictional Classification.
NU The approved Negotiating Unit.
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.
Rate The C&C rate of the requested positionif NS.

# 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 The date the position becomes effective (appears only if

streamlined). Default is proposed effective date but may be
changed.

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 that DOB uses to record their determination.
Grayed if Streamlined, C&C Disapproved or Withdrawn.

Action

Approved as Requested, Denied, Withdrawn.
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| Field

Line # (Range)
Approved: thru:

| Description

System generated. The line number range of the approved
position(s).

# 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.

Route Tol/lt When pressed, the Analyst can route the request to another
Analyst for review and/or approval.

Role User The C&C staff member that you want to route the transaction to for
review and/or approval.

Global When pressed, allows the user to enter values globally (for all
sequences within the transaction).

Submit Submits the transaction to the next approval level.

4R — 42 Fund Info Page Field Descriptions

| Field
Agency

| Description

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 beingrequested; 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 description.
SG Salary Grade.
JC Jurisdictional Classification.
NU Negotiating Unit.
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Field Description
Change to Line Range: | Line range to which the position(s) 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 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 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 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 requesting agency is 07950, 11340,
55020, 55090, or 55095 this field is hidden.

4R — 42 Comments Page Field Descriptions

Field
Agency

NOTE: Comments are notrequired fora4R 42 transaction. Users outside of C&C
cannot view any comments written in the CC Comments page.

Description

The Agency Code and name requesting the transaction.

Job Control #

System generated number that will display upon saving or
submitting.

Request Level
Comments

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

Sequence Level
Comments

Free formfield that allows users to enter comments at the 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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Work with the Page

NOTE: Forinstructions as to how to initiate a long form transaction, please refer
to the appropriate section of the Agency User Manual.

NOTE: If a C&C Analyst must change any data on the originally submitted
transaction, the Correction mode can be used to modify the request.

Clicking the Correction IZ icon on the request page opens those data
fields that are not available on the determination page for modification.

Check any attached documents and the Comments page for additional information.

Click the CC/DOB Determination page tab.

In the Action field, click the j, highlight the appropriate action code and double click
to select.

NOTE: If the Action is Withdraw or Deny, the system will populate the Disp. Date
with the current date but C&C may modify.

In the Appr. TC field, click the j, highlight the appropriate title code (must be a new

4.
title) and double click to select. The code may also be manually entered.
5. If astreamlined request, check the Streamlined? box.
6. If astreamlined request, in the Rate workgroup select the appropriate radio button if
different than requested.
7.  Enter the dollar value or the equated salary grade.
8. Inthe# Positions Approved field, enter the number of positions C&C is approving if
different than the default value.
9. If streamlining, in the Eff. Date ficld, enter the date the reclassification becomes
effective (if different than the system generated date).
10.  Click the Documents page tab.
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11.  Attach the appropriate and required documents (see instructions in the Documents
section of this manual).

12.  If adding comments, click the appropriate Comments page tab. Comments are
optional. Remember that any user outside of C&C cannot view any comments made in
the CC Comments page. Inthe 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.

13.  Click the CC/DOB Determination page tab.

%% NOTE: On either the Request page or the Determination page, the Assigned
Analyst must be entered before C&C can submit the transaction.

14.  If this transaction needs to be routed, press the Route To button. In the Role User

field, click ﬂ, highlight and double click the appropriate name. Click Route It. The
system will ask for confirmation. Press Yes if the request should be forwarded, No if
not.

15.  If this transaction does not need to be routed, click Submit.
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