
 
 
TO:                  NYSTEP Users  
FROM:            Technical Assistance 
SUBJECT:      Implementation of changes to NYSTEP 
DATE:            December 30, 2008 
 
 
 
The following changes to NYSTEP PER on-line processing will be implemented on 01/05/2009.  
 
These changes do not affect PER batch processing. 
 

• Search record changes for submitting Encumbent transactions through the Enc Other 
Transaction Request component. The search record for this component has been 
redesigned. In addition to other changes, the only entry required is SSN.  (Attached 
documentation supplements Chapters 9 through 12 in NYSTEP PER Manual.) 

 
• Users now also have the ability to create a Concurrent Appt Record in the Encumbent 

component if appropriate. (Attached documentation supplements Chapter 8.)  
 

• Users now have the ability to delete all unnecessary initiated transactions. Prior to this 
change a user could not delete a request if it was the only request in the component. 

 
• Users now have the ability to withdraw a transaction that has not started thru the DCS 

review process. These transactions will be set back to initiated and can be changed 
and resubmitted or deleted by agency users. 

 
• SSN changes can now be processed by agency users for employees that have pending 

New Hire/Rehire Requests. Users will no longer have to wait for a transaction to be 
processed prior to entering the SSN change. 

 
Documentation of these changes appears on the pages that follow.  If you have any questions, 
please contact Technical Assistance at 518-473-8301. 
 
 
 
 
 
 
 
 
 



Search Record Changes 
 
Old search record 
 

 
 
SSN, Title Code, and either Position Number or Agency Line Item Number entry was required 
with the old search record. Values in these fields varied depending on whether it was a change to 
a hold, or a new hold. 
 
 
New search record 
 

 
 
Only SSN is required at this point. 
 



After entering SSN and clicking search/enter, this page is displayed. 
 
 

 
 
 
This page will display current active holds and all encumbent transactions. To make a change to 
an existing hold, click on the appropriate Active Hold: 

For a Change Hold Item (CHO) transaction -   Active Hold should be selected. 
To create a brand new hold, click Add New: 

For an Open Competitive List (OCM) transaction to establish a new hold -   Add New 
should be selected. 
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After selecting Active Hold or Add New , transaction processing is the same. Appropriate fields 
should be entered and transaction should either be saved (initiated), or submitted (requested). 
 
 

 
 
 
This can be used to get back to the Enc Search page instead of having to return to the search 
dialog and starting over. 
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Here is an example of an Enc Search page rows with a few different request statuses. 
 

 
 
 
 
 
 
Adding a new Empl Record (creating a Concurrent Empl Record in the Encumbent component): 
 

 
 
 
 
 
This can be used to create a new Empl Record if appropriate. It should only be used if the 
employee will be working concurrently on and after the effective date of the Reinstate From 
Encumbering Lv (RLV) transaction. This should rarely be used. 
 



Delete Initiated Transaction 
 
 

 
 
 
 
Clicking Delete Request will show this page: 
 
 

 
 
 
Return will return you to the initiated transaction. 
 

 will delete the initiated transaction and return you to the component. 
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Withdraw a Requested Transaction 
 
 

 
 
 
 
Clicking Withdraw Request will show this page: 
 
 

 
 
 
Return will return you to the requested transaction. 
 

  will set the requested transaction to initiated and return you to the component. 
 
The transaction can then be deleted or changed and resubmitted. 
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