HOW TO COMPLETE ACTION #55 (8/11)
Update a Classified Position (currently filled)

DESCRIPTION:
Use this action to request a minor change or update to an 


existing classified employee's position description (e.g. minor 


duty changes, working title, supervisor change, etc)
1. Under “Job Descriptions,” click on “Begin New Action.”
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2. Under Action (display order) #55, click on “Start Action.”
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3. Enter the position number.
4. Click on “search.”
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5. Under the “Classification Title”, click on “Start Action.”
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6. If you have any comments, please enter them on the “Comments” tab.  Clearly and fully summarize the modifications that you are making.
7. Click on “save and continue.”
[image: image10.png]Portland State University Job Site

indows Internet Explorer

&~ [ tonitvaningzz? peopeadnin comfertisisplshredframesetraneset o

Flo Edt View Favortes

8 (%) x) [eonae

Tools Help

Google

Search +

El

Ap Check + More

@ yeliek~ A -

w

& portond stte Huran Resou...| B Portand st Unverty - .

Portiand State Uriversity... X

Portland State

UNIVERSITY

The Office of Human Resour:

[308 PosTmGs

T
e —
e oo
SR
=

« psu HoME

« R HOME

Dore

« Wekcome Karen Yelle. You are logged in with Department View.
our User Type: Level 3 Wednesday, August 3, 2011

Update a Classified Position (currently filled)

Comments Classification Title Funding Position Description Duties Work Contacts Action History.

This page lists the history of the action. You can see at what date and time the status of the postion
description was changed, as weell as by whom. You can also view what the position description looked
like when the status was changed by diicking on the "View Summary" link within the history.

08-03-2011 4:01 PM.
Create Modfy Classified

View Summary.

Karen Yelle

<< RETURN TO PREVIOUS 'SAVE AND CONTINUE >>
'SAVE AND STAY ON THIS PAGE

cANCEL PREVIEW ACTION

Page + ) Todks < >

Internet





[image: image11.png]indows Internet Explorer =10l x]

8 | )| x [ (21

Portland State University Job Site

&~ [ tonitvaningzz? peopeadnin comfertisisplshredframesetraneset o

Flo E Ven Faortes Toos Hep
Google |

w & & Portland State Human Resou... | [E Portiand State University - C. Portland State University... X

Search +

Apchecks  »

Portland State

UNIVERSITY
The Office of Human Resour:

[308 PosTmGs

To change the status of this action, choose from the statuses below:

MAKE EDITS/ CoMMENTS (& Printer-Friendly Version
Acton tatus

@ Send to Compensation
€ Save Acton Without Submitting

[porm ]
(Ao © Cancel Acton (Frl)

HomE
CHANGE DEFAULT VIEW A
CHANGE PASSWORD. |

CHANGE USER TVPE.

Losour

Comments

Compensation Comments:

« psu HoME

- Level 1 Comments:
Level 2 Comments:
Level 3 Comments:

Level 4 Comments:

Funding

Pay Index 1:
Pay Index 1 Percentage:
Pay Index 2:

Pay Index 2percentage:
|

et [Rioo% -

Done o o





[image: image12.png]=10 x| Kl

Fle Edt View Favortes

Tools Help

| &

Qo -0 1x) @ D] Jwen e @2 = A B

ddress [] hitps:training227.peopleadinin.comfuserfilesiispisharedframeset/Frameset.jsp?tim

190917457615

ECEEE

P
@’

‘HoME
CHANGE DEFAULT VIEW
Losour

LOGOUT OF HIRING
MANAGER

« psu HOME

o HRHOME

« Wekome Karen Abbott Yelle. You are logged in as Karen Abbott Yelle with Department
view.

Thursday, September 27,
2007

Confirm Change Action Status

You are about to change this action 1o the following status

Action Status

Send to Compensation

Dore

(2 [@ Internet

Page 17

istant| | 6 wessage vian

Sec 1

[T

n3s Col 1 REC TRK ExT O K

e |

| 5] nbox - picrss... | g Mesting Mker,

o-pt iR s [T Portand st

@

]2

[« AE[T] 12aspm




8. Review the classification specifications; click on “save and continue.”


9. Most of the fields will populate in the “Position Description” tab.  Review all fields, completing/correcting/modifying as needed.


10. Review all “Duties.”  Click on “Edit” or “Delete” as needed to update the job description. You may also add duties by scrolling down and clicking on “add new entry.”  All duties must add up to 100%.  Click on “save and continue.”





11. Review all “Work Contacts.”  Click on “Edit” or “Delete” as needed to update the job description.  You may also add work contacts by scrolling down and clicking on “add new entry.”  Click on “save and continue.”




12. You may view the history of this action (all saves, etc.) on the “Action History” tab.  Click on “save and continue.”










13. By scrolling down on this page, you can review the action in its entirety.  If your PD is complete, click on “Send to Compensation.”  If your PD is incomplete and you will need to work further on it, click on “Save.”  After selecting the appropriate step, click on “continue” then click on “confirm.”






14. After you have submitted your action to Comp, you will receive a system-generated e-mail informing you that either it is approved or that it has been returned to you (for problem-resolution and/or additional information).
SUPERVISOR: After the position description has been approved, please print position description, sign, have employee sign, and submit to HR. [please review guide “How to Print a Position Description” for assistance]
