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TPM Mass Change Processes

NOTE: C&C has read only access to Mass Change processes. To find aMass
Change transaction, see the “Find an Existing Transaction” section later in
this chapter.

Overview

The TPM Mass Change Process covers several distinct Title and Position Management activities
that are done on a large scale: Seasonal Reactivation, Temporary Position Reactivation,
Temporary Position Extensions (CCX10 Process), Location Change, Transfer of Function, Line
Item Realignment, and Compensation Adjustment.

The process is divided into several phases utilizing PeopleSoft workflow and a component
developed specifically for NYSTEP. The process captures the appropriate records for each
agency; directs that information from the Department of Civil Service (DCS) to each agency for
action; directs the information from the Agency to DOB; directs the information from DOB to
update the NYSTEP database tables. Mass Change Processes are displayed as a separate TPM
menu items but are managed by the users in much the same manner.

The Mass Change Process begins with the initiation of an agency roster. In some instances, the
rosters are initiated by Civil Service; in others, agencies can initiate the rosters themselves;
agencies can initiate a Mass Change using separate Initiate menu items for a Transfer of Function,
Line Item Realignment, Location Change, and the new Compensation Adjustment mass change.
For all other Mass Change transactions, DCS initiates the rosters.

Once the rosters are available, workflow routes the Mass Change to the appropriate agency users
foraction. Uponagency completion, the transactions are routed to DOB for final review and
action.

NOTE: The upgrade to NYSTEP PeopleSoft 8.3 has not changed the workflow to
the previously identified NYSTEP Users for Mass Change transactions.
Remember, Agencies 00640, 07950, 11340, 55020, 55090, and 55095
don’t go to DOB for final approval.
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NOTE: Although mass changes are routed only to the designated or requesting
person, other agency users authorized to enter TPM transactions may
access and work a mass change by selecting NY Title and Position Mgmt,
TPM Mass Change, Use, the type of Mass Change, and using the Find an
Existing Value search to access the Mass Change.

NOTE: The time limits for both the agency and DOB to complete work on Mass
Change transactions (for all types except the Location change and Comp
Adjustment) remain unchanged from previous NYSTEP versions, and are
highlighted in the appropriate sections of this chapter.
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Organizing the Roster

All Mass Change processes have the Sort, Quick Query, and Find functionality to help the User

organize the data. These features allow the User to organize the Roster and work a specific item
or group of items.

Sort Feature

The Sort feature (on the Detail page for Seasonal Reactivations, Temporary Reactivations and
CCX10’s) will allow the User to organize the roster by selecting specific fields. There are two
Sort options for Mass Change Transactions. If the transaction has two pages (tabs), a Line Range
and a Detail page, the Line Range page will provide the opportunity to sort the roster by a single
field; i.e. Item or Location, or Title Code, etc. If there is a Detail page, additional Sorts are
provided on that page:

1.  Inthe Field 1 field, click the j and select the first field that you want the items to be
organized by on the roster.

2. Inthe Field 2 field, click the j and select the second field that you want the items to
be organized by on the roster.

3. Inthe Field 3 field, click the j and select the third field that you want the items to be
organized by on the roster.

NOTE: After each value in a field is entered, the grid will sort in the order
selected. The grid headings do not change to the selected order, but the
data will be organized in the selected order.

NOTE: To return to the original roster, in the Sort Field 1 field, select Line No.

In cases where there is only one page (no tabs) i.e. Location Change transaction, the page will
default with three Sort field options.
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Quick Query Feature

Similar to the Sort feature described above, the location of the Quick Query feature varies
depending on the type of Mass Change transaction. If the transaction has two pages (tabs), a Line
Range and a Detail page, the Quick Query feature will appear on the Detail page and allows the
User to organize the roster by a number of different fields.

1.  Enter data in any of the available fields.

2. Press the Filter button.
The system will filter the grid to only those items selected in the query.

NOTE: To return to the original roster, press the Refresh button.

Find Feature

The Find feature helps the user locate specific items on the roster. For example, if a user is
looking for a specific title, click the Find hyperlink and in the search dialog box enter the title and
press OK. The system will bring you to the first occurrence in the roster. Note: the data must be
entered the way the data appears in the roster. Partial searches are accepted.
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Seasonal Reactivation

Use to reactivate seasonal positions on an annual basis.

DCS Generates Data and Routes to Agency

A separate list of positions is generated by DCS for three types of processes: Seasonal
Reactivation (S), Temporary Position Reactivation (T), or CCX10 - Temporary Position
Extensions (X). As partof the file generation process a time limit, or sunset date, is set for each
subsequent phase (action by the agency and DOB). This time limit varies by process type. DCS
then routes the file(s) using workflow to the agency. The initial workflow to the agency is
processed daily.

Agency Reviews and Revises Data (Routes to DOB)

TPM users assigned by their agency to administer the Mass Change Process must access their
Worklist to determine if action is necessary. It is important to note that there are time limits to
which each of the appropriate users must adhere in order to successfully complete the transaction.
In the case of a Seasonal Reactivation, each entity has approximately 10 business days to
complete the action and move the transaction to the next entity. In the event that action by the
preceding entity is completed in a more compressed timeframe, (i.e. Agency takes only 2 days)
the remaining time is added to the next entity’s time allotment. When the transaction is generated
by DCS, a date stamp is placed on each phase of the process. If the agency fails to review the
transaction and manually approve the roster routing it to DOB, NYSTEP will do so on the sunset
date for the Agency phase of the process. If the assigned user has reviewed the file and marked
select positions for deletion, those actions will be retained. If no deletions have been noted, all
positions on the roster will be forwarded as generated.

Access the Page

1. Click the NEREETIEY icon and select the Seasonal Reactivation transaction.
The Seasonal Reactivation pages display
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Line Range Page

W NYSTED & Home @ worklist % Help S Sign Out

Hame = MY Title and Position Momt = TEM Mass Change = Use = Seasonal Reactivation Mewr Wiindow

Line Range

‘ Agency: Type: Seasonal Job Control # 03

| WEfEE | |

LS File |5,,n:| -]

Line Range Find First [

Agy DOB C&C . Orig  New
Del Del Del fi‘:f’e'" E::f'e Pos Pos TitleCode Title SG NU JC Location
Cnt Cnt Cnt cnt  Cnt
1 0 i i 61066 51050 4 4 BIE1000  Lahorer NS 03 3 Albany
20 i i 51062 51063 2 2 2600100 Keyboard Spac NS 02 0 Albany
3 0 i i 51066 51067 2 2 2501205 Clerk 1 NE 02 0 Albany
4 0 i i 51070 51071 2 2 GOE1000  Lahorer NS 03 3 Albany
- Sub
Location Cost Center Fund Fund
Albary Office Of Commissioner ooz oo
Albarmt Office Of Commissioner oo3 oo
Albamy Office Of Commissianer 003 oo
Albany Office Of Commissionar oo3 oo
Detail Page
W WYSTED & Home i ; S Sign Dot

Horme = MY Title and Position Mamt = TPM Mass Change = Use =8 | Reactivation Dew Window

Detail

| Line Range |

‘ Agency: 09000 WYS Agency Type:  Seasonal Joh Control #: 0304-11948
™ mark an? Total Marked: 0 Spproved F-r.‘éirll [ Approve | xisFile | Sort: Off
Sort:Field 1: | =] Fietd2: [ =] Fieta 3: | = Query: OFF

Quick Query
Mark BeginLine EndLine Title Code JC Loc Pool  Fitter Refresh

(| | | | | | Filtar Satresl |

Selected Find | 00 First [4] 110 0t 20

Mark 26Y DOB Line  poopot  posExpDt Title Code Title JC Loc  LocDeser  Pool
Del Del No

1 [ 51056 08162003 033172004 6961000 Laborer 30110 Abany 001

2 51057 DaMB003 032004 6351000 Laborer 30110 Albany o

3 T ¢ & 51058 DAMS003 03004 GIEI000 Laborer 30110 Albany o

4 [ [ 51059 D8/16/2003 033172004 6961000 Laborer 30110 Abany o

NOTE: Field descriptions for the Seasonal Reactivation pages are found at the
end of this section.

TIP! Use the horizontal scroll bar at the bottom to display the additional columns and the vertical
scroll bar at the right to move through the roster. Each scroll bar represents the full length/width
of the document. If you want to move quickly to the bottom or middle, just drag the button and
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the roster will display the new location. You can also use the quick keys on your keyboard
(Home, End, Page Up, Page Down and the arrows).

Work with the Page

To work a Seasonal Reactivation transaction, you must access the Detail page. In this case the
Line Range page provides a summary of all the roster positions and only allows a single field
sort. It will not enable any other action to the roster.

As with all types of Mass Change, you can use the Sort, Quick Query, or
Find options to organize your data. Instructions to use these features are
found at the beginning of this chapter.

NOTE:

e To delete a single item from the roster, click the AGY Del check box.

e To delete all items, click the Mark All check box and thenthe AGY Del check box of
any item in the roster. All of the AGY Del check boxes will now be checked.

e To delete several items, you may click the AGY Del check box of each item, or click
the Mark check box next to the items to be deleted, and then click the AGY Del
check box for any of those items. The AGY Del check box for the remaining items to
be deleted will now be checked.

e To undelete an item, remove the check mark from the Mark and AGY Del check
boxes by clicking on them.

“'\ WARNING: Remember, deletions will apply to all items that have a check in the
Mark check box. Be sure to uncheck the Mark check box and the Del check box
for any item you wish to retain on the roster.

Press the Approve button when you are ready to Submit the transaction.

%@ NOTE: The Transaction is now forwarded to DOB for review and action. Upon
DOB completion of review and action, the NYSTEP database is updated.

Line Range page Field Descriptions

Field Description

Agency The Agency code and name of the agency that has the position on
the Mass Change roster.
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 Field | Description

Type The type of Mass Change i.e. Seasonal Reactivation, CCX10, etc.

Job Control # Created by Mass Change batch when the request is initiated and
run that night.

MArk All/Unmark All When pressed, marks (or unmarks) all of the items for the same
action to be taken. Always gray for Seasonal Reactivations and
Temporary Reactivations.

Approve When pressed, approves the Mass Change request and routes the
transaction to DOB.

XLS File Creates an XLS spreadsheet of whateverrows are visible in the
grid page.

Sort Displays fields available for sorting the line range grid by.

Agy Del Cnt The number of positions the Agency deleted.

DOB Del Cnt The number of positions DOB deleted.

C&C Del Cnt The number of positions C&C deleted.

Begin Line The beginning line number in a range of similar positions.

End Line The ending line number in arange of similar positions.

Orig Pos Cnt The original number of positions before any action was taken.

New Pos Cnt The new number of positions after an action has been taken.

Title Code The title code(s) of the position(s).

Title The title(s) of the position(s).

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

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

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

Location The location(s) of the position(s).

Cost Center The cost center(s) of the position(s).

Fund The fund of the position(s).

Sub Fund The sub fund of the position(s).

Agency The name of the agency staff person saving or approving the
transaction. Appears when Save or Approve is pressed.

Division of Budget The name of the DOB Examiner making the determination.
Appears after Save or Approve is pressed.

C&C égpcears as N/A unless the transaction was previously approved by
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Detail page Field Descriptions

Field Descripton
Agency The Agency code and name of the agency that has the positions

on the Mass Change.
Type The type of Mass Change i.e. Seasonal Reactivation, CCX10, etc.

Job Control #

Created by Mass Change batch when the request is initiated and
run that night.

Mark All?

When pressed, selects all of the items in the grid for the same
action to be taken.

Total Marked

Count of the items selected for a specific action to be taken.

Approved
Roster/Original Roster

Toggles between the roster submitted to DOB and the original
roster.

Approve When pressed, Approves the transaction and sends it to DOB.
XLS File Creates an XLS spreadsheet of whateverrows are visible in the
grid page.
Sort Displays On/Off. Based on whether the sort option is active or not.
Sort: Field 1 'tl)'he first field that you want the items on the roster to be organized
y.
Field 2 The second field that you want the items on the roster to be
organized by.
Field 3 'tl)'he third field that you want the items on the roster to be organized
y.
Query Distplays On/Off. Based on whether the Query option is active or
not.
Quick Query Allows the User to filter the roster by specific criteria.
Mark When the check box is checked, the grid is filtered to only the rows
containing checkmarks in the ‘Mark’ field.
Begin Line The beginning line number of the range of positions for filtering.
End Line The ending line number of the range of positions for filtering.
Title Code The title code of the position(s) for filtering.
JC The Jurisdictional Classification of the position(s) for filtering.
Loc The location of the position(s) for filtering.
Pool The Pool ID of the position(s) for filtering.
Filter When pressed, filters the grid to show only the filtered items.
Refresh Refreshes the grid to the original items before filtering.

Mass Change
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 Field | Description
Mark When the check box is checked, the item is selected to be worked
in a group.
Agy Del When checked, the Agency has selected the item to be deleted.
DOB Del When checked, DOB has selected the item to be deleted.
Line No The Line number of the position(s).
Pos Est The last date that the position was reactivated.
Pos Exp Dt The date the position will expire.
Title Code The title code of the position.
Title The title of the position.
JC The Jurisdictional Classification of the position.
Loc The location code of the position.
Loc Descr The location of the position.
Pool The pool ID of the position.
Agency The name of the agency staff taking an action on the transaction.

Appears when Save or Approve is pressed.

Division of Budget

The name of the DOB Examiner making the determination.
Appears after Save or Approve is pressed.

C&C

Appears as N/A unless the transaction was previously approved by
C&C.
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Temporary Reactivation

Use to reactivate temporary positions on an annual basis.

DCS Generates Data and Routes to Agency

A separate list of positions is generated by DCS for three types of processes: Seasonal
Reactivation (S), Temporary Position Reactivation (T), or CCX10 - Temporary Position
Extensions (X). As partof the file generation process a time limit, or sunset date, is set for each
subsequent phase (action by the agency and DOB). This time limit varies by process type. DCS
then routes the file(s) using workflow to the agency. The workflow is processed daily.

Agency Reviews and Revises Data (Routes to DOB)

TPM users assigned by their agency to administer the Mass Change Process must access their
Worklistto determine if action is necessary. Itis important to note that there are time limits to
which each of the appropriate users must adhere in order to successfully complete the transaction.
In the case of a Temporary Reactivation, each entity has approximately 10 business days to
complete the action and move the transaction to the next entity. In the event that action by the
preceding entity is completed in a more compressed timeframe, (i.e. Agency takes only 2 days)
the remaining time is added to the next entity’s time allotment. When the transaction is generated
by DCS, a date stamp is placed on each phase of the process. If the agency fails to review the
transaction and manually approve the roster thereby routing it to DOB, NYSTEP will do so on the
sunset date for the Agency phase of the process. If the assigned user has reviewed the file and
marked select positions for deletion, those actions will be retained. If no deletionshave been
noted, all positions on the roster will be forwarded as generated.

Access the Page

1. Click the REBEENIEN icon and select the Temporary Reactivation transaction.
A Temporary Reactivation pages display
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Line Range Page

w NYSTEP & Home 2 Worklist % Help & Signout 2 Mystep Repn

Home = (Y Title and Position Mgt = TPWM Mass Change = Use = Temporary Reactivation Py Wi

Line Range ' Detail
|Aem:y: 40220 NYS Agency Tyne:  Tempotary Job Control % 030412

| L uaka | [ Aeprove | wsFie | sore: [ =

Line Range Fird  First [4] 417007 [B] Last

Agy DOB C&C End Orig  New
Del  Del Del Line Pos Pos Title Code Title SG NU JC Location
cnt Cnt cnt Cmt  Cnt
1 o a 1] 50406 & B a714000 Park Patrol Offer NS 31 0 Babylon
2 0 o o 50413 B B 4714000  Park Patrol Offcr M5 31 0 Babylon
3 0 i) o 50418 4 4 8714000  Park Patrol Offcr M& 31 0 Bahylon
4 o 1] 1] 50421 2 2 8714000  Park Patrol Offcr MS 31 0 Babylon
3 Sub
. Location Cost Center Fund
Fund
Babylon Long lland Police-Pers, Sery. 003 00
Babylon Long lland Police-Pers, Serv. 003 00
Babylon Long lland Police-Pers. Serv. 003 00
Babylon Laohg lland Police-Fers, Sere. 003 00
Detail Page

W NYSTEP 2 Homa

Horne = MY Title and Position Mamt = TPM Mass Change = Use = Temporary Reactivation Dlewy Wind o

(Line Range f Detall

‘ Agency: 49220 WYS Agency Type: Temporary Joh Control #: 0304-12243
" Mark AlI? Total Marked: 0 FRpoved R—ns'.e.'l | Approve | HLS File | Sort: Off
Sort: Field 1: | =] Fietaz: | =] Field 3: | =l Query: Off

Quick Query

Mark BeginLine End Line Title Code JC Loc Pool Filter Refresh
B | | | | | Filter I REfesf] |
Selected Find | First 4] 1100654 D Last
Mark AGY DOB Line , . po  posExpDt Title Code Title JC loc  LocDeser  Pool
Del Del No

i | [T 50401 04/01/2003 0973002003 8714000 Fark Patral Offcr 0 48212 Babylon 014
I O [T 50402 04/01/2003 09302003 8714000 Park Patral Offcr 0 512 Babylon 014
I | [T 50403 04/01/2003 09/30/2003 8714000 Park Patral Offcr 0 5812 Babylon 014
4 r [T 50404 04/01/2003 09/30/2003 3714000 Park Patral Offcr 0 58212 Babylon 014

Ity

NOTE: Field descriptions for the Temporary Reactivation pages are found at the
end of this section.

TIP! Use the horizontal scroll bar at the bottom to display the additional columns and the vertical
scroll bar at the right to move through the roster. Each scroll bar represents the full length/width
of the document. If you want to move quickly to the bottom or middle, just drag the button and
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the roster will display the new location. You can also use the quick keys on your keyboard
(Home, End, Page Up, Page Down and the arrows).

Work with the Page

To work a Temporary Reactivation transaction, you must access the Detail page. In this case the
Line Range page provides a summary of all the roster positions and only allows a single field
sort. It will not enable any other action to the roster.

NoTe: As withall types of Mass Change, you can use the Sort, Quick Query, or
" Find options to organize your data. Instructions to use these features are
found at the beginning of this chapter.

e To delete a single item from the roster, click the AGY Del check box.

e To delete all items, click the Mark All check box and thenthe AGY Del check box of
any item in the roster. All of the AGY Del check boxes will now be checked.

e To delete several items, you may click the AGY Del check box of each item, or click
the Mark check box next to the items to be deleted, and then click the AGY Del
check box for any of those items. The AGY Del check box for the remaining items to
be deleted will now be checked.

e To undelete an item, remove the check mark from the Mark and AGY Del check
boxes by clicking on them.

."\ WARNING: Remember, deletions will apply to all items that have a check in the
Mark check box. Be sure to uncheck the Mark check box and the Del check box
for any item you wish to retain on the roster.

Press the Approve button when you are ready to Submit the transaction.

%@ NOTE: The Transaction is now forwarded to DOB for review and action. Upon
DOB completion of review and action, the NYSTEP database is updated.
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Line Range page Field Descriptions

Field | Description

Agency The Agency code and name of the agency that has the positions
on the Mass Change roster.

Type The type of Mass Change i.e. Seasonal Reactivation, CCX10, etc.

Job Control # Created by Mass Change batch when the request is initiated and
run that night.

Mark All/Unmark All When pressed, marks (or unmarks) all of the items for the same
action to be taken. Gray for Temporary Reactivations and
Seasonals.

Approve When pressed, approves the Mass Change request, and routes
the transaction to DOB.

XLS File Creates an XLS spreadsheet of whateverrows are visible in the
grid page.

Sort Displays fields available for sorting the line range grid by.

Agy Del Cnt The number of positions the Agency deleted.

DOB Del Cnt The number of positions DOB deleted.

C&C Del Cnt The number of positions C&C deleted.

Begin Line The beginning line number in a range of similar positions.

End Line The ending line number in arange of similar positions.

Orig Pos Cnt The original number of positions before any action was taken.

New Pos Cnt The new number of positions after an action has been taken.

Title Code The title code of the position(s).

Title The title of the position(s).

SG The Salary Grade of the position(s).

NU The Negotiating Unit of the position(s).

JC The Jurisdictional Classification of the position(s).

Location The location of the position(s).

Cost Center The cost center of the position.

Fund The fund of the position.

Sub Fund The sub fund of the position.

Agency The name of the agency staff taking an action on the transaction.
Appears when Save or Approve is pressed.
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Field

Division of Budget

Description

The name of the DOB Examiner making the determination.
Appears after Save or Approve is pressed.

C&C

Appears as N/A unless the transaction was previously approved by

C&C.

Detail page Field Descriptions

Field Description |

Agency The Agency code and name of the agency that has the Mass
Change roster.

Type The type of Mass Change i.e. Seasonal Reactivation, CCX10, etc.

Job Control #

Created by Mass Change batch when the request is initiated and
run that night.

Mark All?

When pressed, selects all of the items in the grid for the same
action to be taken.

Total Marked

Count of the items selected for a specific action to be taken.

Approved
Roster/Original Roster

Toggles between the roster submitted to Budget and the original
roster.

Approve When pressed, Approves the transaction and sends it to DOB.
XLS File Creates an XLS spreadsheet of whateverrows are visible in the
grid page.
Sort Displays On/Off. Based on whether the sort option is active or not.
Sort: Field 1 The first field that you want the items on the roster to be organized
by.
Field 2 The second field that you want the items on the roster to be
organized by.
Field 3 The third field that you want the items on the roster to be organized
by.
Query Displays On/Off. Based on whether the Query option is active or
not.
Quick Query Allows the User to filter the roster by specific criteria.
Mark When the check box is checked, the grid is filtered to only the rows
containing checkmarks in the ‘Mark’ field.
Begin Line The beginning line number of the range of positions for filter.

Mass Change
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 Field | Description
End Line The ending line number of the range of positions for filter.
Title Code The title code of the position for filter.
JC The Jurisdictional Classification of the position forfilter.
Loc The location of the position forfilter.
Pool The Pool ID of the position for filter.
Filter When pressed, filters the grid to show only the selected filter items.
Refresh Refreshes the grid to the original items before filtering.
Mark When the check box is checked, the item is selected to be worked
in a group.
Agy Del When checked, the Agency has selected the item to be deleted.
DOB Del When checked, DOB has selected the item to be deleted.
Line No The Line number of the position.
Pos Est The date the position was established.
Pos Exp Dt The date the position is to expire.
Title Code The title code of the position.
Title The title of the position.
JC The Jurisdictional Classification of the position.
Loc The location code of the position.
Loc Descr The location of the position.
Pool The pool ID of the position.
Agency The name of the agency staff taking action on the transaction.

Appears when Save or Approve is pressed.

Division of Budget

The name of the DOB Examiner making the determination.
Appears after Save or Approve is pressed.

Cc&C

Appears as N/A unless the transaction was previously approved by
C&C.
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CCX10 Temporary Extension

DCS Generates Data and Routes to Agency

A separate list of positions is generated by DCS for three types of processes: Seasonal
Reactivation (S), Temporary Position Reactivation (T), or CCX10 - Temporary Position
Extensions (X). As part of the file generation process a time limit, or sunset date, is set for each
subsequent phase (action by the agency, and DOB). This time limit varies by process type. DCS
then routes the file(s) using workflow to the agency. The initial workflow to the agency is
processed daily.

Agency Reviews and Revises Data (Routes to DOB)

TPM users assigned by their agency to administer the Mass Change Process must access their
Worklistto determine if action is necessary. Itis important to note that there are time limits to
which each of the appropriate users must adhere in order to successfully complete the transaction.
In the case of a CCX10, each entity has approximately 10 business days to complete the action
and move the transaction to the next entity. In the event that action by the preceding entity is
completed in a more compressed timeframe, (i.e. Agency takes only 2 days) the remaining time is
added to the next entity’s time allotment. When the transaction is generated by DCS, a date
stamp is placed on each phase of the process. If the agency fails to review the transaction and
manually approve the roster thereby routing it to DOB, NYSTEP will do so on the sunset date for
the Agency phase of the process. If the assigned user has reviewed the file and marked select
positions for deletion, those actions will be retained. If no deletions have been noted, all positions
on the roster will be forwarded as generated.

Access the Page

1. Click the REBEEIIER icon and select the CCX10 Temp Extension transaction.
A CCX10 Temp Extension pages display
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Line Range Page

W NYSTEP & Home =

Home = Y Title and Position Mamt = TPM Mass Change = Use = CCX10 Temp Extension ey Yindow

Line Range Y Defall %
‘ngencv. 01040 MNYS Agency Type:  CC10Exn Job Control #  0204-11674 |

‘| markAl | | Approve | xLSFie | sork =

Agy DOB C&C . Orig  New Exp Date
Mark Del Del Del f;i'“ fi':l Pos Pos Fn’::"rg::m (4/1/2003 Title Code Title S6
cnt cnt  Cnt Cnt  Cnt to 6/30/2003)
1 [T 4 fi i 02013 1 i 2883100  Student Assnt NS
SG NU JC Location Cost Center Fund ?::d Comments Comments
NS 06 1 Albany 011004022a41100 ooz oo
Detail Page
& NYSTEP @ Home (2 Worklis (i= te ? Help > Sign ¢
Hate = WY Title and Pasitioh Mamt = TEM Mass Chande = Use = CCX10 Temp Extension e Wn d o
/ Line Range { Detail \L
Agency: 01040 MNY3 Agency Type: CCH10Extn Joh Control #: 0304-10822
| o0 Total Marked: 0 |Appr0ved Rosterl ArEyE | s | Sort: Off
Sort; Field 1: | ﬂ Field 2: I ;I Field 3: | j Queny: Off

Quick Query

Mark BeginLine End Line Title Code JC Loc Prog Filter Refresh

S6  NU
r | I [ [ [ [ [ riner | sl

Selected Find | View Al First (4] 109 [B] | ast
Mark ?glr DD?;? hi:e OldExp Dt Pos ExpDt Title Code Title SG JC NU Loc Loc Descr Prc
1T E e
Prog Fund Subfund Program Descr
% NOTE: Field descriptions for the CCX10 pages are found at the end of this
section.

TIP! Use horizontal scroll bar at the bottom to display the additional columns and the vertical
scroll bar at the right to move through the roster. Each scroll bar represents the full length/width
of the document. If you want to move quickly to the bottom or middle, just drag the button and
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the roster will display the new location. You can also use the quick keys on your keyboard
(Home, End, Page Up, Page Down and the arrows).

ﬁ.ﬁﬂj > W

Work with the Page

NOTE: As with all types of Mass Change, you can use the Sort, Quick Query, or
Find options to organize your data. Instructions to use these features are
found at the beginning of this chapter.

NOTE: The Mark check box, on the Line Range page, is used to speed up
processing foragroup of positions. If you want a group of positions to
have the same Exp Date Increments, check the Mark check boxes next to
the item range.

If you want to select different Exp Date Increments for different items, do
not select the Mark check box.

To change the Exp Date Increment on the Line Range page, click the Mark check box
next to the item(s).

In the Exp Date Increment field, click the j and select the amount of time of the
extension.

In the Comments field, enter any appropriate comments (Comments are not required).

If there are no deletions required, press Approve.

NOTE: The Mark check box, on the Detail page, is used to speed up processing
for agroup of positions. If you want agroup of positions to be deleted,
check the Mark check boxes next to the items.

To delete a single item from the roster, click the AGY Del check box.

To delete all items, click the Mark All check box and thenthe AGY Del check box of
any item in the roster. All of the AGY Del check boxes will now be checked.

To delete several items, you may click the AGY Del check box of each item, or click
the Mark check box next to the items to be deleted, and then click the AGY Del
check box for any of those items. The AGY Del check box for the remaining items to
be deleted will now be checked.
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To undelete an item, remove the check mark from the Mark and AGY Del check
boxes by clicking on them.

In the Comments field, enter any appropriate comments (Comments are not required).

WARNING: Remember, any data or deletion entered for an item that has the Mark
check box checked, will be carried to all other items with the Mark check box
checked. Be sure to uncheck the Mark check box and change the data or deletion
for these items that should have differentinformation.

Press the Approve button.

NOTE: The Transaction is now forwarded to DOB for review and action. Upon
DOB completion of review and action, the NYSTEP database is updated.

Line Range page Field Descriptions

Field | Description

Agency The Agency code and name of the agency that has the Mass
Change roster.

Type The type of Mass Change i.e. Seasonal Reactivation, CCX10, etc.

Job Control # Created by Mass Change batch when the request is initiated and
run that night.

Mark All/Unmark All When pressed, marks (or unmarks) all of the items for the same
action to be taken.

Approve When pressed, approves the Mass Change request. And routes
the transaction to DOB.

XLS File Creates an XLS spreadsheet of whateverrows are visible in the
grid page.

Sort When W clicked, displays fields available for sorting the line range
grid.

Mark When the check box is checked, the item is selected to be worked.

Agy Del Cnt The number of positions the Agency deleted.

DOB Del Cnt The number of positions DOB deleted.

C&C Del Cnt The number of positions C&C deleted.

Begin Line The beginning line number in a range of similar positions.

End Line The ending line number in arange of similar positions.
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Field Description

Orig Pos Cnt The original number of positions before any action was taken.

New Pos Cnt The new number of positions after an action has been taken.

Exp Date Increment The increment of the position can be extended by 3 months, 6
months, or 1 Year.

Exp Date The date the position expires if reactivated.

Title Code The title code of the position(s).

Title The title of the position(s).

SG The Salary Grade of the position(s).

NU The Negotiating Unit of the position(s).

JC The Jurisdictional Classification of the position(s).

Location The location of the position(s).

Cost Center The cost center of the position.

Fund The fund of the position.

Sub Fund The sub fund of the position.

Comments Can be updated with comments. After approval, an ‘A’ before a
comment indicates Agency comment, and a ‘B’ indicates Budget
comments.

Agency The name of the agency staff taking action on the transaction.
Appears when Save or Approve is pressed.

Division of Budget The name of the DOB Examiner making the determination.
Appears after Save or Approve is pressed.

C&C ég‘%aars as N/A unless the transaction was previously approved by

Detail page Field Descriptions

Field Description

Agency The Agency code and name of the agency that has the Mass
Change roster.

Type The type of Mass Change i.e. Seasonal Reactivation, CCX10, etc.
Job Control # Created by Mass Change batch when the request is initiated and
run that night.
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 Field | Description
Mark All? When pressed, selects all of the items in the grid for the same
action to be taken.
Total Marked Count of the items selected for a specific action to be taken.
Approved Toggles between the roster submitted to Budget and the Original
Roster/Original Roster | roster.
Approve When pressed, Approves the transaction and sends it to DOB.
XLS File Creates an XLS spreadsheet of whateverrows are visible in the
grid page.
Sort Displays On/Off. Based on whether the sort option is active or not.
Sort: Field 1 'tl)'he first field that you want the items on the roster to be organized
y.
Field 2 The second field that you want the items on the roster to be
organized by.
Field 3 'tl)'he third field that you want the items on the roster to be organized
y.
Query Distplays On/Off. Based on whether the Query option is active or
not.
Quick Query Allows the User to filter the roster by specific criteria.
Mark When the check box is checked, the grid is filtered to only the rows
containing checkmarks in the ‘Mark’ field.
Begin Line The beginning line number of the range of positions forfilter.
End Line The ending line number of the range of positions for filter.
Title Code The title code of the position for filter.
JC The Jurisdictional Classification of the position forfilter.
Loc The location of the position forfilter.
Prog The Program ID of the position forfilter.
SG The Salary Grade(s) of the position(s).
NU The Negotiating Unit(s) of the position(s).
Filter When pressed, filters the grid to show only the selected filter items.
Refresh Refreshes the grid to the original of items before filtering.
Mark When the check box is checked, the item is selected to be worked
in a group.
Agy Del When checked, the Agency has selected the item to be deleted.
DOB Del When checked, the item will be deleted by DOB.

13-24 Mass Change



NYSTEP System

C&C User Manual

Field Description

Line No The Line number of the position.

Old Exp Dt The old expiration date.

Pos Exp Dt The date the position expires.

Title Code The title code of the position.

Title The title of the position.

SG The Salary Grade(s) of the position(s).
JC The Jurisdictional Classification of the position.
NU The Negotiating Unit(s) of the position(s).
Loc The location code of the position.

Loc Descr The location of the position.

Prog The program ID of the position.

Fund The fund of the position.

Sub Fund The sub fund of the position.

Program Descr

The program of the position

Agency

The name of the agency staff taking action on the transaction.
Appears when Save or Approve is pressed.

Division of Budget

The name of the DOB Examiner making the determination.
Appears after Save or Approve is pressed.

C&C

Appears as N/A unless the transaction was previously approved by
C&C.

Mass Change
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Transfer of Function

Use to transfer a position or group of positions from one agency to another.

Initiating a Transfer of Function

Access the Page

1.  Click NY Title and Position Mgmt, TPM Mass Change, Use, Initiate Transfer of
Function.

W NYSTEP @ Home = Worklist #? Help
Home = MY Title and Positicn Mamt = TPM Mass Chanoe = Use = Initiate Transfer of Function

Initiate Transfer of Function

Add a New Transaction

User D J=D10

Mass Change Tvne:l Transfer of Function j
Start Date 09302003

Adency: ll—ﬂ

[ Add |

NOTE: The User ID, Mass Change Type, and Start Date fields will be pre-
populated.

2.  Inthe Agency field, enter the agency code and press Add.

13-26 Mass Change



NYSTEP System C&C User Manual

Q‘Q MYSTED £ Home (& Warklist 2 Help S Bign Oy
Horne = MY Title and Pasition Marmt = TPM Mass Change = LUse = Initiate Transfer of Function Mew ¥Wind
I UserID: MxD10 Transferring Agency: 10440 MYS Agency |

Receiving Ayencies Wiy 4| First (0 4.0r4 [ Last

Recehing Agency Q) F=1

Initiats this Tranefar of Function |

3. Inthe Receiving Agency field, enter the receiving agency code, or press the Ql to
look up the code. You will notice that for this transaction only, the lookup returns a
list of all state agencies to allow movement of positions between appointing
authorities.

4.  Pressthe Initiate this Transfer of Function pushbutton.

NOTE: The Transfer of Function will appear on the Worklist of the User who is
initiating the Transfer of Function the next business day.

Working a Transfer of Function

NOTE: Field descriptions for the Transfer of Function pages are found at the end
of this section.

Work with the Page

Initiating Agency:

1. Click the BEBEEEIES icon and select the Transfer of Function transaction.
The Transfer of Function page will display.
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W NYSTER & Home dis @ Nysta ? Help S Sign |
Harme = kY Title and Position Mamt = TPM Mass Chande = Use = Transfer of Function Mew Window
Agency: 0B000 MYS Agency Type:  Xfer Func Job Control #: 0304-12741

Recv Agency: 03000 NYS Agency

[ Mark A7 Total Marked: O Origing| Roste| | Approve | HLS File |Effec‘tive Date:l Sort: Off
Sort: Field 1: | ;I Field 2:| j Field 3:| ;I Queny: Off
Quick Query

Mark BeginLine EndLine Title Code JC Loc Newloc SG NU  Filter Refresh

| | | | | | f | I Filter | Refies |

Mark SSN Name DOB Line  Final e coge Tie SG JC NU Loc Mewloc
Del No Line

11 [T 000604308 7 00060 D0OBO 6501400 Assoc Aty 28 0 05 0100 0100
12 [T 000681249 [~ 00063 0008 6501300 SenrAftorney 25 0 05 0110 0110
13 [T 000757859 [T 00075 00075 GG30200 Investigator ME 2 06 0100 0100
14 [T WACANT [T 00092 00082 2600100 Keyhoard Spec g 0 0z 0110 0110

$G JC NU Loc Newloc MEW
Pool

28 0 05 0100 O100
25 0 05 0110 0110
M 2 08 0100 0100
o 0 02 0110 0110

NOTE: As with all types of Mass Change, you can use the Sort, Quick Query, or
Find options to organize your data. Instructions to use these features are
found at the beginning of this chapter.

2.  Click the Mark check box of the items that you want to appear on the transfer of
function roster. These items will be transferred to the Receiving Agency for further
action once the Approve button is pressed.

3. Ifyouare certain you haveidentified all of the appropriate items, press the Approve
button.

NOTE: Before pressing Approve, if you have marked an itemin error, simply
uncheck the item by clicking in the Mark box again.

-

To view the complete agency roster, press the Original Roster button. To view only
those items selected for movement to the Receiving Agency, press the Selected
Roster.
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Work with the Page

Receiving Agency:

1. Click the REREEZIENR icon and select the Transfer of Function transaction.
The Transfer of Function page displays.

W NYSTED @ Home (2 is 2 hystep Reports 2 Help S Sign
Home = by Title and Position Mamt = TPM Mass Chande = Use = Transfer of Function New Window
Agency: 06000 MYS Agency Type:  HferFunc Jobh Control #:  0304-12740

Recv Agency: 02000 NYS Agency

[ Mark AllI? Total Marked: 0 Orlning| Foste| | [ approve | xisFie |Effectiue Date:l E] sort: Off
Sort: Field 1: | ;I Field 2: I j Field 3: | ;I Queny: Off
Mark BeginLine End Line Title Code JC Loc Mewloc SG HU  Filter Refresh

[ | | | | | | | I Filter | Hafrasly |

selected Find [ View Al First (9] 1aora [P] Last
DOB Line Hew Final

Mark SSN Name - = Title Code Title 86 JC NU Loc
Del No Line Line

1 [T 000604308 B DDDED' 00060 6501400  Assoc Afty 28 0 05 0100

2 [T 000631249 ] DDDES' 00068 6501300 SenrAftorney 25 0 08 0110

3 [C 000757859 1] DDD?S' 00075 BE30200  Investigator ME 2 06 0100

4 7 VACANT E DDDQE' 0008z 2600100 Keyboard Spec 1 oF 0 02 0110
Hew

SG JC HU Loc Hew Loc

Pool

20 05 oo [ooo @@
25 0 05 otto Jorro @ Q)
Ns 2 o o100 oo @ Q)
og 0 0z oo [oo & @

NOTE: As with all types of Mass Change, you can use the Sort, Quick Query, or
Find options to organize your data. Instructions to use these features are
found at the beginning of this chapter.

2. Inthe New Line field, enter the new line item number.

3. Inthe New Loc field, enter the new location code; or click the QA and select the
location code of the new agency. You are not, however, required to make changes to
the location on this transaction.
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4. Inthe New Pool field, enter the new Pool ID; or click the Q and select the line item
number. You are not, however, required to make changes to the Pool ID on this
transaction.

NOTE: |f you are assigning a new Pool ID that did not previously exist in the
NYSTEP System, you will not be allowed to enter that Pool ID and the
following error will appear:

=
' Inwalid value - press the prompt buttan or hyperlink for a list of valid values (15,11)
{ay

The value entered in the field does nok match one oif_the allowable values, ¥ou can ses
the allowable values by pressing the Prompt butbon or hyperlink.

. WARNING: Remember, any changes you make in the New Line, New Loc, and

New Pool fields, will be made to all of the checked items. Remember to uncheck
each item after you have made a change, unless you want the same changes for all
checked items.

5. If you are certain that the Line, Location, and Pool ID information is correct, press the
Approve button.

NOTE: The Transaction is now forwarded to DOB for review and action. Upon
DOB completion of review and action, the NYSTEP database is updated.

Transfer of Function Work page Field Descriptions

 Field | Description

Agency The Agency code and name of the agency that has the Mass
Change roster.

Type The type of Mass Change i.e. Seasonal Reactivation, CCX10, etc.

Job Control # Created by Mass Change batch when the request is initiated and
run that night.

Recv Agency The agency receiving the position(s).

Mark All? When checked, all items will be marked to be transferred.

Total Marked The total number of items marked to be transferred.
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Field

Original
Roster/Selected Roster

Description

Toggles between the roster sentto the Receiving Agency and the
entire roster. The Original Roster is not available to the Receiving
Agency.

Approve When pressed, approves the Mass Change request, and routes
the transaction to DOB.
XLS File Creates an XLS spreadsheet of whateverrows are visible in the
grid page.
Effective Date The effective date of the transfer.
Sort Displays On/Off. Based on whether the sort option is active or not.
Sort: Field 1 'tl)'he first field that you want the items on the roster to be organized
y.
Field 2 The second field that you want the items on the roster to be
organized by.
Field 3 ghe third field that you want the items on the roster to be organized
y.
Query Distplays On/Off. Based on whether the Query option is active or
not.
Quick Query Allows the User to filter the roster by specific criteria.
Mark When the check box is checked, the grid is filtered to only the rows
containing checkmarks in the ‘Mark’ field.
Begin Line The beginning line number of the range of positions forfilter.
End Line The ending line number of the range of positions for filter.
Title Code The title code of the position for filter.
JC The Jurisdictional Classification of the position for filter.
Loc The location of the position forfilter.
New Loc The new location of the position forfilter.
SG The Salary Grade(s) of the position(s).
NU The Negotiating Unit(s) of the position(s).
Pool The Pool ID of the position for filter.
Filter When pressed, filters the grid to show only the filtered items.
Refresh Refreshes the grid to the original items before filtering.
Mark When the check box is checked, the item is selected to be worked,
in a group.
SSN The SSN of the person in the position that is being transferred.

Mass Change
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 Field | Description
Name The name of the person in the position that is being transferred.
DOB Del When checked, DOB has denied the transfer of a particular item.
Line No The line number of the position.
Final Line Displays original line numbers and new line numbers.
Title Code The title code of the position(s).
Title The title of the position(s).
SG The Salary Grade of the position(s).
JC The Jurisdictional Classification of the position(s).
NU The Negotiating Unit of the position(s).
Loc The location of the position(s).
New Loc The new location of the position.
New Pool The new Pool ID of the position.
Agency The name of the agency staff person saving or approving the

transaction. Appears when Save or Approve is pressed.

Division of Budget

The name of the DOB Examiner making the determination.
Appears after Save or Approve is pressed.

Cc&C

Appears as N/A unless C&C needs to approve the transaction.

13-32

Mass Change



NYSTEP System C&C User Manual

Location Change

Use to change the location of an item from one location to another within the same appointing
agency.

%@ NOTE: A minimum of 10 items must be changed in order to use this Mass
Change process.

There are two steps necessary to complete the Location Change process: Initiating the Location
Change roster, and changing the location code(s) of the selected items.

Initiating a Location Change

Access the Page

1. Click NY Title and Position Mgmt, TPM Mass Change, Use, Initiate Location
Change.

W NYSTER % Hotne & Worklist 2 Hal

Horre = kY Title and Position Marnt = TEPM Wass Change = Use = Initiate Location Change

Initiate Location Change

Add a New Transaction

User|D [M=D10

Mass Change T\rpe:| Change of Location j
Start Diate: 0913012003

Adency! || Ql

[ Add |

%@ NOTE: The user ID, Mass Change Type, and Start Date fields are pre-populated.

2. Inthe Agency field, enter the agency code and press Add.
The Initiate this Location Change page will display.
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:& NYSTEP € Home & [ 2 Help O ¢
Home = MY Title and Position Mgmt = TPM Mass Change = Use = Initiate Location Change Tlew Vindow
User ID: MxD10
Agency: 10370 MY'S Agency
Initiate this Location Change |

3.  Press the Initiate this Location Change pushbutton.

NOTE: The Location Change will appear on the Worklist of the User who is
initiating the Location Change the next business day.

Working a Location Change

Work with the Page

1. Click the LEY icon and select the Location Change transaction.
A Location Change page displays

:& NYSTEP @ Home 2 Worklist @ Nystep Reports 2 Help
Horme = MY Title and Position Mgmt = TPM Mass Chande = Use = Location Change MNew Window
‘ Agency: 49020 NYS Agency Type:  Loc Change Job Control #  0304-12739
[ Mark AlI? Total Marked: 0 Origjnal Foste) | Approve | HLE File |Effective Date: | @ Sort: Off
Sort: Field 1: | LI Field 2: I j Field 3: | j Queny. Off

[Quick Query
Mark BeginLine EndLine Title Code JC Loc New Loc SG Filter Refresh

NU
| | [ | [ | [ Fer | SEemsi

ork Pag Firu

Mark SSH Hame N-O Title Code Title 5G JC HU Loc Hew Loc
11 [T 026124081 02612 01005800 Prin Acct Clerk 14 0 02 5212 l_g
12 [T 028135181 02613 2912200 Secy2 15 0 06 8212 I_ﬂ
13 [T 026154247 02615 2600100 Keyboard Spec 1 0s 00 02 5212 I_ﬂ
14 [T 026163884 02616 2600200 Keyboard Spec 2 09 0 02 5212 |_g

13-34 Mass Change



NYSTEP System

C&C User Manual

<l

7
-

NOTE:

NOTE:

Field descriptions for the Location Change pages are found at the end of
this section.

As with all types of Mass Change, you can use the Sort, Quick Query, or
Find options to organize your data. Instructions to use these features are

found at the beginning of this chapter.

2. Click the Mark check box of the items for which you want to change the location.

3. Inthe New Loc field, enter the new four digit location code for the item, or click Q
and select the new location code.

WARNING: Remember, any changes you make in the New Loc field, will be made
to all the checked items. Remember to uncheck each item after you have made a

change, unless you want the same changes for all checked items.

4,

If you are certain you have completed action on the roster, press the Approve button.

Location Change Work page Field Descriptions

Field Descripton

Agency The Agency code and name of the agency that has the Mass
Change roster.

Type The type of Mass Change i.e. Seasonal Reactivation, CCX10, etc.

Job Control #

Created by Mass Change batch when the request is initiated and
run that night.

Roster/Selected Roster

Mark All? When checked, all items will be marked to be transferred.
Total Marked The total number of items marked to be transferred.
Original Toggles between original roster and selected location change

roster. Enabled after Approval.

Approve When pressed, approves the Mass Change request, and routes
the transaction to DOB.

XLS File Creates an XLS spreadsheet of whateverrows are visible in the
grid page.

Effective Date The effective date of the transfer.

Sort Displays On/Off. Based on whether the sort option is active or not.

Mass Change
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 Field | Description
Sort: Field 1 'tl)'he first field that you want the items on the roster to be organized
y.
Field 2 The second field that you want the items on the roster to be
organized by.
Field 3 'tl)'he third field that you want the items on the roster to be organized
y.
Query Distplays On/Off. Based on whether the Query option is active or
not.
Quick Query Allows the User to filter the roster by specific criteria.
Mark When the check box is checked, the grid is filtered to only the rows
containing checkmarks in the ‘Mark’ field.
Begin Line The beginning line number of the range of positions forfilter.
End Line The ending line number of the range of positions for filter.
Title Code The title code of the position for filter.
Loc The location of the position forfilter.
New Loc The new location of the position for filter.
SG The Salary Grade of the position(s).
NU The Negotiating Unit of the position(s).
Filter When pressed, filters the grid to show only the selected line items.
Refresh Refreshes the grid to the original order of items.
Mark When the check box is checked, the item is selected to be worked.
SSN The SSN of the person in the position that is being transferred.
Name The name of the person in the position that is being transferred.
Line No The line number of the position.
Title Code The title code of the position(s).
Title The title of the position(s).
SG The Salary Grade of the position(s).
JC The Jurisdictional Classification of the position(s).
NU The Negotiating Unit of the position(s).
Loc The location of the position(s).
New Loc The new location of the position.
Agency The name of the agency staff person saving or approving the
transaction. Appears when Save or Approve is pressed.
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Field Description

Division of Budget The name of the DOB Examiner making the determination.
Appears after Save or Approve is pressed.

C&C Appears as N/A unless C&C needs to approve the transaction.
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Line Iltem Realignment (LNR)

Use to change multiple line item numbers at one time. The main purpose of this transaction is for
the annual line item realignment (LNR) at the beginning of the State Fiscal Year (April 1). The
LNR transaction can also be used for line item number realignments of federally funded positions
at the beginning of the Federal Fiscal Year (October 1).

NOTE: A minimum of 10 items must be changed in order to use this Mass
Change process.

There are two steps necessary to complete the LNR process: Initiating the LNR roster, and
reassigning Line Item Numbers to the chosen items.

Initiating a Line Item Realignment

_b Access the Page
qV )

1.  Click NY Title and Position Mgmt, TPM Mass Change, Use, Initiate Line Item
Realignment.

A Line Item Realignment Search Dialog Box Displays.

-"& NYSTEP & Home {2 Warklist % Helg
Home = MY Title and Position Mamt = TPM Mass Change = Use = Initiate Line ltem Realignment

Initiate Line Item Realignment

Add a New Transaction

UserID: [0

Start Date: T 2003
Agency; Q)
|_Add |

NOTE: The userID, Mass Change Type, and Start Date fields are pre-populated.
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2. Inthe Agency field, enter the agency code and press Add.

w NYSTEP £ Home 2 norklist % Halp

S Sign out

Horre = MY Title and Position Mgmt = TPM Mass Chande = Lise = Initiate Line tem Realignment

Mlew Window

User ID: W=D 0

Agency: 49050 MYS Agency Start Date;  10/01/2003

Initiate this Line ltem Change I

Press the Initiate this Line Item Realignment pushbutton.

NOTE:

The Line Item Change will appear on the Worklist of the User who is
initiating the Line Item Change the next business day.

Working a Line Item Realignment

Work with the Page

1. Click the REBEEIIE icon and select the Line Item Realignment transaction.
A Line Item Realignment page displays
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& NYSTEP @ Home G2 Wiorklis i tep Reports 2 ‘Help S Sign
Home = My Title and Position Mgmt = TPM hMass Change = Use = Line ikem Realignment Mew Window
‘ Agency: 49050 MYS Agency Type:  Line ltem Job Control #:  0304-12743
™ Mark AN? Total Marked: 0 ='JI|L'iI=1-’1IF-‘IJ=.lE-I| Approve | ®LS File |Errec1iuenaie: 1101452003 Sort: Off
Sort: Field 1: | 7| Fiewz: | ] Fiew3: | = Query: Off
Quick Queny
Mark Begin Line EndLine  Title Code JC Loc Proy  Fund SG WU Filter Refresh
| | | | | | | ] Filter Reﬂesnl
Mark SSN Name DOB Line HNew  Anal  py, coye Title SG JC NU Loc f
Del Mo Line Line
11 7 082130228 roo6213 06213 2912200 Secy2 15 0 08 4410
12 T 082146397 = 06214| 06214 2912000 Seeyd 11 0 D8 4410
13 [T 062162033 ] DEQ16| 06216 0100100 Calculing Clerk1 0 0 02 4410 I
14 [T 062172544 = 0621?| 06217 0100110 Calcultns Clerk 2 09 0 02 4410
New New New Hew e
Loc Pool Pool Prog Prog Fund Fund Subfund Subfund Position#?
4410 0M | QAGTQ o3 an 00171208
4410 00 | QAGTQ o3 ao 00171209
a0 ot [ @aera 003 i} 00171214
ano o [ @ aer2 003 i} 00171214
F’v:—'
NOTE: Field descriptions for the Line Item Realignment pages are found at the

end of this section.

NOTE: As with all types of Mass Change, you can use the Sort, Quick Query, or
Find options to organize your data. Instructions to use these features are
found at the beginning of this chapter.

2. Click the Mark check box of the items for which you want to change the line item
number.

3. Inthe New Line field, enter the new line item number. Once you have chosen the
items to be changed by marking them, you may change just the first line item number
and TAB. Upon pressing TAB, the page will refresh and all the items that were
marked will be sequentially numbered for you.

NOTE: If you decide to change aline item number in the middle of anew
sequence, uncheck the Mark check box, delete the item number and re-
enter the corrected item number.
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4. Ifyouare changingthe Pool IDs, in the New Pool field, enter the new Pool ID; or

click the &l and select the Pool ID. You are not, however, required to make changes
to the Pool ID on this transaction.

%@ NOTE: If you are assigning a new Pool ID that did not previously exist in the
NYSTEP System, you will not be allowed to enter that Pool ID and the
following error will appear:

Microsoft Internet Explorer __ _EI
' Irvalid valug -~ press the prompt butbon or hperlink For-a list of valid values (15,11
{s 5

The walue entered in the field does not match one 0f_the allowable values, You can see
the allowable values by prassing the Peompt button o hyperlink,

WARNING: Remember any changes you make in the New Line and New Pool

‘ fields, will be made to all of the checked items. Remember to uncheck the each
item after you have made a change, unless you want the same changes for all
checked items.

If you are certain all changes are accurate, press the Approve button.

NOTE: The Transaction is now forwarded to DOB for review and action. Upon
DOB completion of review and action, the NYSTEP database is updated.

3

NOTE: Changes made through the Mass Change Line Item Realignment will not
be reflected in PayServ. Agencies must make the changes separately in
PayServ. Contact your liaison in the Office of the State Comptrollerfor
information on processing those changes.

L7
-

Line Item Realignment Work page Field Descriptions

Field Description

Agency The Agency code and name of the agency that has the Mass
Change roster.

Type The type of Mass Change i.e. Seasonal Reactivation, CCX10, etc.
Job Control # Created by Mass Change batch when the request is initiated and
run that night.
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 Field | Description
Mark All? When checked, all items will be marked to be transferred.
Total Marked The total number of items marked to be transferred.
Original Toggles between original rosters and selected rosters.
Roster/Selected Roster
Approve When pressed, approves the Mass Change request, and routes
the transaction to DOB.
XLS File Creates an XLS spreadsheet of whateverrows are visible in the
grid page.
Sort Displays On/Off. Based on whether the sort option is active or not.
Sort: Field 1 'tl)'he first field that you want the items on the roster to be organized
y.
Field 2 The second field that you want the items on the roster to be
organized by.
Field 3 'tl)'he third field that you want the items on the roster to be organized
y.
Query Distplays On/Off. Based on whether the Query option is active or
not.
Quick Query Allows the User to sort the roster.
Mark When the check box is checked, the grid is filtered to only the rows
containing checkmarks in the ‘Mark’ field.
Begin Line The beginning line number of the range of positions forfilter.
End Line The ending line number of the range of positions for filter.
Title Code The title code of the position for filter.
JC The Jurisdictional Classification of the position.
Loc The location of the position forfilter.
Prog The program code of the position for filter.
Fund The fund code of the position forfilter.
SG The Salary Grade(s) of the position(s).
NU The Negotiating Unit(s) of the position(s).
Filter When pressed, filters the grid to show only the selected line items.
Refresh Refreshes the grid to the original items in the grid.
Mark When the check box is checked, the item is selected to be worked.
SSN The SSN of the person in the position that is being transferred.
Name The name of the person in the position that is being transferred.
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Field Description

DOB Del When checked, DOB will delete the item.

Line No The original line number.

New Line Open field to enter the new line number.

Final Line Displays the new line or if not assigned the original line number.
Title Code The title code of the position(s).

Title The title of the position(s).

SG The Salary Grade of the position(s).

JC The Jurisdictional Classification of the position(s).

NU The Negotiating Unit of the position(s).

Loc The location of the position(s).

Pool The Pool ID of the position.

New Pool Open field to enter the new Pool ID info.

Prog The program code of the position(s).

New Prog Based on the new Pool ID entered, this displays the new data.
Fund The fund code of the position.

New Fund Based on the new Pool ID entered, this displays the new data.
Subfund The subfund of the position(s).

New Subfund Based on the new Pool ID entered, this displays the new data.
Position# The position number of the position.

Agency The name of the agency staff person saving or approving the

transaction. Appears when Save or Approve is pressed.

Division of Budget

The name of the DOB Examiner making the determination.
Appears after Save or Approve is pressed.

C&C

Appears as N/A unless C&C needs to approve the transaction.

Mass Change
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Compensation Adjustment

Use to request changes to at least ten Non-Statutory (NS) Shared positions in NYSTEP

NOTE: A minimum of 10 items must be changed in order to use this Mass
Change process.

There are two steps necessary to complete this process: Initiating the Compensation Adjustment
roster, and entering the requested Compensation Adjustment.

Initiating a Compensation Adjustment

Access the Page

1.  Click NY Title and Position Mgmt, TPM Mass Change, Use, Initiate a Comp.
Adjustment.

A Comp Adjustment Search Dialog Box Displays

:& NYSTEP ﬂ‘g Horme fz'} Worklist '.’ Hef

Home = MY Title and Position kgt = TPM Mass Change = Use = Initiate Comp. Adjustment

Initiate Comp. Adjustment

Add a New Transaction

User|D: |m=D10

Masgs Change Type |I.‘-c-|‘rupen=_-.anm'u Adlustments ;l
Start Date: (012003

Agency:

[CAdd ]

NOTE: The user ID, Mass Change Type, and Start Date fields are pre-populated.
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2. Inthe Agency field, enter the agency code and press Add.

Horme = MY Title and Position Mamt = TPM Mass Change = Use = Initiate Comp. Adjustment Mew'iy
User ID: MD10
Agency: a1 MYS Agency
Initiate this Comp. Adjustment |

3.  Pressthe Initiate this Comp. Adjustment pushbutton.

%@ NOTE: The Compensation Adjustment will appear on the Worklist of the User who
is initiating the Comp Adjustment the next business day.

Working a Comp Adjustment

Work with the Page

1. Click the REREEEIEN icon and select the Comp Adjustment transaction.
A Comp Adjustment page displays

58 wvsiee € Horme £ Warklist % Help S SignOut @ Nystep Re
Home = MY Tille and Position Mamt = TPM Mass Chande = Use » Comp. Adjustments ey Windove
‘ Agency: 08000 NYS Agency Tvpe:  CompaAdjust Job Control #:  0304-11484
B Total Marked: 0 original Roster | ABprayE: | HLSFile | Sort: Off
Sort: Field 1: | =] Fez: | =] Fieta3: | E Query: OFf
Quick Querny
Mark BeginLine EndLine Title Code JC Loc 2:' RateFrey SG NU  Original Effdt  Filter Refresh
=i | | S = - T
Mark  POY - DOB Line ey Ren RA€ o NewEffdt  NewRateFreq NewRate o
Deny Deny No Freqg Rsn
24 T I [T 07110 120242002 EXT S 23 NSA
23 W 1] [T 07190 080202002 EXT S 61 NSA
2% T [ ] [T 07195 0810202002 EXT S 18 NEA
27T W ~ [T 07196 08022002 EXT S 18 MNEA
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Sl

&
£

New  Durtn Title Code Title TC g6 JC MU Loc  Position#
Rsn Grade

MSA ik 2867100 PriAssnt NS NS 0 06 0110 00349946
MSA 2867100  PrjAssnt ME M5 0 06 0110 00379947
MSA 2867100  PrjAssnt ME M5 0 06 0110 00379943
MSA 2867100  PrjAssnt ME M5 0 06 0110 00379944

—“ =

NOTE: Field descriptions for the Comp Adjustment pages are found at the end of
this section.

NOTE: As with all types of Mass Change, you can use the Sort, Quick Query, or
Find options to organize your data. Instructions to use these features are
found at the beginning of this chapter.

Click the Mark check box of the items for which you want to make the comp
adjustments.

To make a Comp Adjustment to a group of items having the same characteristics (i.e.
same hourly rate) use the Filter option and click Mark All:

+ In the New Effdt field, enter the new effective date; or click the Bl and
select the date.

+ In the New Rate Freq ficld, enter the new rate frequency; or click the j
and select the new rate frequency.

% In the New Rate ficld, enter the new rate of pay.

+ In the New Rsn field, enter the reason (NSA for a regular comp adjustment

or GSI for a general Salary increase) or click on the j and select the
reason.

WARNING: Remember, any changes you make in the Effdt, New Rate Freq, New
Rate, or New Rsn fields, will be made to all of the checked items. Remember to
uncheck each item after you have made a change, unless you want the same
changes for all checked items.

If you want to make changes to individual items’ (must be more than 10 items on a
Mass Change) rates, frequencies, etc., enter the new data in the appropriate fields as
necessary.

If you are certain all the information is accurate, press the Approve button.
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NOTE: After forwarding the transaction to DOB, upon DOB completion of review
and action, the NYSTEP database is updated.

Comp Adjustment Work page Field Descriptions

Field Description

Agency The Agency code and name of the agency that has the Mass
Change roster.

Type The type of Mass Change i.e. Seasonal Reactivation, CCX10, etc.

Job Control #

Created by Mass Change batch when the request is initiated and
run that night.

Mark All? When checked, all items will be marked to be transferred.
Total Marked The total number of items marked to be transferred.
Original Toggles between original roster and selected roster.

Roster/Selected Roster

Approve When pressed, approves the Mass Change request, and routes
the transaction to DOB.
XLS File Creates an XLS spreadsheet of whateverrows are visible in the
grid page.
Sort Displays On/Off. Based on whether the sort option is active or not.
Sort: Field 1 The first field that you want the items on the roster to be organized
by.
Field 2 The second field that you want the items on the roster to be
organized by.
Field 3 The third field that you want the items on the roster to be organized
by.
Query Displays On/Off. Based on whether the Query option is active or
not.
Quick Query Allows the User to filter the roster by specific criteria.
Mark When the check box is checked, the grid is filtered to only the rows
containing checkmarks in the ‘Mark’ field.
Begin Line The beginning line number of the range of positions for filter.
End Line The ending line number of the range of positions for filter.
Title Code The title code of the position.

Mass Change
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 Field | Description
JC The jurisdictional classification of the position(s).
Loc The location of the position(s).
Dur Cd The duration code of the position(s).
Rate Freq The rate frequency of the position(s).
SG The salary grade of the position(s).
NU The negotiating unit of the position(s).
Original Effdt The effective date or the most recent action on the position at the
time the transaction was created.
Filter When pressed, filters the grid to show only the selected line items.
Refresh Refreshes the grid to the original order of items.
Mark When the check box is checked, the item is selected to be worked
in a group.
AGY Deny When checked, the agency is denying the comp adjustment.
DOB Deny When checked, DOB is denying the comp adjustment.
Line No The line item of the position.
Effdt The maximum effective date of the position on Position Summary.
Rsn The Action/Reason displaying on Position Summary.
Rate Freq The current rate frequency of the position.
Rate The current rate of the position.
New Effdt Open field to enter an effective date of the request.
New Rate Freq Open field to enter the rate frequency of the request.
New Rate Open field to enter the new rate for the request.
New Rsn Open field to enter the new Action/Reason for the request. Default
is NSA.
Durtn The Duration code of the position.
Title Code The title code of the position(s).
Title The title of the position(s).
TC Grade The Grade of the title code according to the Title and Salary Plan.
SG The Salary Grade of the position(s).
JC The Jurisdictional Classification of the position(s).
NU The Negotiating Unit of the position(s).
Loc The location of the position(s).

13-48 Mass Change



NYSTEP System C&C User Manual

Field Description

Position# The position number of the position.

Agency The name of the agency staff person saving or approving the
transaction. Appears when Save or Approve is pressed.

Division of Budget The name of the DOB Examiner making the determination.
Appears after Save or Approve is pressed.

C&C Appears as N/A unless C&C needs to approve the transaction.
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Find an Existing Transaction

The simplest and most straightforward way to access a transaction is to go into the request page
directly through the menu items and entering the applicable data.

NOTE: While the outline below retrieves a Transfer of Function Mass Change

transaction, the steps are the same for aimost all processes.
5\-/.. Access the Page

v

1. Click NY Title and Position Mgmt, TPM Mass Change, Use, Transfer of
Function.

A Search Dialog Box will display

Home = by Title and Position Momt = TP Mass Change = Use = Transfer of Function

Transfer of Function

Find an Existing Transaction

Jok Gontral Number:ﬂ—
Adency: |—
Receiving Agency; |—
[Search | [ Clear_| Basic Search

2. Enter as much data as necessary to pull up the transaction and press Search.

’EE‘D’ The search can be as broad or as narrow as necessary. Using the Job Control
@ Number field will take the user directly to the requested page. A search canbe
conducted by entering criteria singly (e.g., Agency) or in combination (i.e. Agency
and Action Code). The more information the tracking system has by which to
define the search, the more focused the results.

Different fields may appear in the search dialog box, depending on the type of
transaction being retrieved.
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