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Changes are Good!

FY2009 Changes to Personnel Administration
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Where are the Changes?

 Pay Scale Area
 Infotype Fields 
 Reason Codes
 Promotion / Demotion
 Pay Plan Implementation Process
 Merit Changes
 Compensation Differentials
 Report  Addition

2
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Pay Scale Area

 The current Pay Scale Areas are:
◦ 01  State of Arkansas
◦ 02  Special Admin Area

 Effective June 28, 2009, the Pay Scale 
Areas are divided into 3 types:
◦ 01 Classified
◦ 02 Nonclassified
◦ 03 Extra Help

3

 

 

Effective June 28, 2009, the number of Pay Scale Areas have increased due to the 
implementation of two pay structures in addition to the continuance of unclassified 
classifications.  The correct Pay Scale Type must be utilized in conjunction with the Pay Scale 
Area that accurately describes the pay structure to which the Job is tied.   
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4

Pay Scale 
Type

Pay Scale Area Pay Scale Area Text Designation

01
 ‐
C
la
ss
if
ie
d
 

01 State of Arkansas
Designates Lump Sum and Emergency and Non‐
Emergency Military.

03 Career Service Designates Classified Career Service Pay Plan.

04* Career Special Adm
Designates Classified Career Service Pay Plan below 
Entry or above Career level for grade.

05 Prof and Executive
Designates Classified Professional and Executive 
Pay Plan.

06* Prof Special Adm
Designates Classified Professional and Executive Pay 
Plan below Base or above Maximum level for grade.

Breakdown of Pay Scale Areas

 

 

Upon implementation: 
 
• All Jobs associated with the Career Service Pay Plan and the Professional and Executive Pay 
Plan will be tied to the Classified Pay Scale Type.   
• All Jobs beginning with Q, U, 5555, and 5556 will be tied to the Non‐Classified Pay Scale Type. 
 
Special Adm: 
 
• Please note that any Special Adm must be built on the POSITION and not on the JOB.   
• Special Adm is used for positions below the minimum or above maximum.   
• Special Adm requires OPM approval. 
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Pay Scale 
Type Pay Scale Area Pay Scale Area Text Designation

0
2 
‐
N
o
n
‐C
la
ss
if
ie
d

01 State of Arkansas

Designates Unclassified State and Non‐State Employee Board 
and/or Commission Members. 
All "Q" Job Codes must be built on the Job as 02‐Non‐Class / 
01‐State of AR.

02* Special Admin Area
Designates Unclassified "Q" Job Codes which are built on 
position only.

03* Career Service
Designates Unclassified Career Service Pay Plan exempt from 
Uniform Class & Comp guidelines. 

04* Career Special Adm
Designates Unclassified Career Service Pay Plan below Entry 
or above Career level for grade.

05* Prof and Executive
Designates Unclassified Professional and Executive Pay Plan 
exempt from Uniform Class & Comp guidelines.

06* Prof Special Adm
Designates Unclassified Professional and Executive Pay Plan 
below Base or above Maximum level for grade.

07 Unclassified
Designates Unclassified Non‐classified directors and deputy 
directors.  Job Codes/Grade begin with "U".

08* Unclass Special Adm
Designates Non‐classified directors and deputy directors 
below or above LIM.  Job Codes/Grade beginning with "U".

03‐ Extra
Help

01 State of Arkansas Designates Extra Help.

Breakdown of Pay Scale Areas
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Infotype Field Changes
After June 28, 2009:Before June 28, 2009:

6

 

 

Before and after comparisons: 
 
Before June 28, 2009:    
PS Area is 01  State of Arkansas     
PS group is the 2‐digit grade level 11.  
 
After June 28, 2009: 
PS Area becomes 03 Career Service  
PS group is now the new 4‐digit grade of C109. 
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Infotype Field Changes
After June 28, 2009:Before June 28, 2009:

7

 

 

Organizational Assignment: 
 
The position number is the same. 
 
The job class code went from 4‐digits (B017) to 5‐digits (B122C)  and job titles have changed 
too. 
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Reason Codes Changes

 The invalid reason codes are in Actions 
and Basic Pay infotypes.

 They will continue to appear in drop 
boxes and in master data records for 
historical purposes.

 If used, an error message appears:

8

 

 

There are a number of reason codes becoming invalid on 06/28/2009. 
 
These codes will continue to appear in drop down boxes and master data records for historical 
purposes. 
 
If one of the invalid codes is used, a hard error appears and the user can double click to review 
the details. 
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Invalid Reason Code Error Message

9

 

 

Under Action infotype: 
 
This is an example of the error message when an invalid reason code is selected.  The message 
provides a procedure of what to do. 
 
Under Basic Pay Infotype: 
The same type of error message appears when an invalid reason codes is selected. 
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Action (IT0000)

Inactive reasons codes as of June 28, 2009:
 Hire and Fast Entry Hire actions

14 KARE

 Change in Pay / Position Attributes action
 09 Second Language up to 10%

 Promotion / Demotion action
 02 Promotion – Job Series

 Transfer action*
 14 Pay Plan Impl Corrections 

10

 

 

Due to historical data, these reason codes will continue to appear on the drop down list and 
master data records.  
 
If this reason is selected, the user will receive a hard message that will not allow them to 
continue. 
 
Transfer * ‐‐  14 Pay Plan Impl Corrections is a special reason code for usage during the pay plan 
implementation.  (It is only valid 6/14/2009 through 6/27/2009.) 
 
 



Changes are Good – FY2009 Changes to PA 

 June 17, 2009                                                                                                               11 
 

 

 

Basic Pay (IT0008)

These codes will continue to appear in the master data records for 
historical purposes.

As of  06/28/2009, the following reason codes are invalid and  
blocked from system usage.

Reason Code for 
IT0008

Reason Text for IT0008

02 New Hire at Band 1
03 Special Language to Band 3
04 Special Language to Band 4
05 Hire Rate 2M Grade 13 & below
06 EWQ < FY10
07 LMR < FY10
08 Promotion 6%
09 Promotion 8%
10 Demotion 6%
11 Demotion 8%
12 Unclassified Salary Change <FY10
14 Reclassification 6% increase

15
Special Language 6% Increase (agencies approved are: 
0080/0510/0513/0960/0975)

11

 

 

Due to historical data, these reason codes will still appear on the drop down list and master data 
records.  
 
If this reason is selected, the user will receive a hard message that will not allow them to 
continue.  
 
The error message is similar to the message on slide 8. 
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Basic Pay (IT0008)

These codes will continue to appear in the master data records  for 
historical purposes.

As of  06/28/2009, the following reason codes are invalid and  
blocked from system usage.

Reason Code for 
IT0008

Reason Text for IT0008

16 Semi-monthly

18 Special Language 3% (Agency approved: 0960)

19 Special Language 2% (Agency approved: 00080)

20 Special Language to Band 3M

21 SL6% Increase Above LineItemMax (Agency approved: 0080)

24 Class Upgrade 6% Increase

25 Special Language to Band 1M

26 Special Language to Band 2

27 Special Language to Band 2M

28 SL AboveLIM 2.5% Comm Officers (Agency approved: 0960)

29 Spec Language AboveLIM 6% CAP (Agency approved: 0960)

99 Conversion from Legacy

12

 

 

Due to historical data, these reason codes will still appear on the drop down list.  
 
If this reason is selected, the user will receive a hard message that will not allow them to 
continue. 
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New Reason Codes

13

As of  06/28/2009, NEW reason codes for Basic 
Pay (IT0008) for agency use.

Reason Code for 
IT0008

Reason Code and Text for IT0008

32 Pay Plan Inpl

33 Promotion 10%

34 Promotion 12%

35 Demotion 10%

36 Demotion 12%

37 New Hire Career Entry

38 New Hire Career Base

39 New Hire Professional Base

40 EWQ Current

41 LMR Current

42 Unclassified Current

 

 

Caution:  
 
Some of these codes look familiar.  Be sure to scroll down the list to locate and select the 
correct reason code.  
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Promotion/Demotion

Before June 28, 2009:
 Current Basic Pay 

reason codes:
◦ 08 - Promotion 6%

◦ 09 - Promotion 8%

◦ 10 - Demotion 6%

◦ 11 - Demotion 8%

After June 28, 2009:
 New Basic Pay reason 

codes:
◦ 33 - Promotion 10%

◦ 34 - Promotion 12%

◦ 35 - Demotion 10%

◦ 36 - Demotion 12%

The old reason codes will continue to appear in drop 
down list and in master data records for historical 

purposes.
14

 

 

The change for Promotion/Demotion action is in the Basic Pay infotype reason codes. 
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Promotion 10% vs. Promotion 12%

◦ Promotion/Demotion 10% is used for 
promotions/demotions within the one 
level.
◦ Promotion 12% is used when an 

employee moves from Career Service 
Level to Professional/Executive level.

 Demotion 12% is used when an employee 
moves from Professional/Executive level 
to Career Service Level.

15

 

 

Before June 28, 2009,  the reason codes (Promotion  6%, Promotion 8%) is based if a promotion 
is between one or multiple levels.  Same is true for a demotion. 
 
Movement between the Career Service Pay Plan to the Executive/Professional Pay Plan will 
result in a 12% increase or decrease in an individual’s salary, based on the direction of 
movement. 
 
If you try using Promotion 12% within a level (i.e. Career Service Level), you will receive an error 
message. 
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Position Clean Up

 Need to verify positions from those listed 
in the PBAS system

 Must receive OPM approval first to make 
a change

 The transfer action will allow agency 
personnel to move employees so they 
may be properly classified on June 28th.

16

 

 

Agencies should be reviewing employee records and make sure they are in positions based on 
what they are doing. 
 
For example:  Employee is in a document examiner’s position when they are actually doing the 
work of an Administrative Assistant.   You need to check and make sure they are in the correct 
position. 
 
This is very important to verify all employees are in the correct position so when the system 
conversion occurs, they are in the right class, level, position, and they are receiving the correct 
salary. 
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Position Clean Up

 New Action reason code:
 14 Pay Plan Impl Corrections 
 The reason code will be available only 

during the pay period 14 (06/14/2009 –
06/26/2009).
 This code becomes inactive on June 28, 

2009.

 Basic Pay reason code to use:
 13 No Salary Change

17

 

 

Agencies should be reviewing employee records and make sure they are in positions based on 
what they are doing. 
 
For example:  Employee is in a document examiner’s position when they are actually doing the 
work of an Administrative Assistant.   You need to check and make sure they are in the correct 
position. 
 
This is very important to verify all employees are in the correct position so when the system 
conversion occurs, they are in the right class, level, position, and they are receiving the correct 
salary. 
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Application of Pay Increase

 All  personnel actions must be completed 
by June 26, 2009.

 All position transfers must be completed 
by June 26, 2009.

 Pay Plan Implementation records will be 
created to be paid out during the fiscal 
year.

 Lump sum payments will be at the end of 
the fiscal year.

18
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Pay Plan Implementation Report

 Purpose of this report:  
◦ To validate the master data changes 

implemented based on Act 688 of 2009
◦ To look for any errors or 

inconsistencies
◦ Correction must be done before the  

implementation of new pay plan

19
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 1.0% less than 2 cumulative years of service

 1.5% 2 up to 5 cumulative years of service

 2.0% over 5 up to10 cumulative years of service

 2.5% over 10 up to15 cumulative years of service

 3.0% over 15 up to 20 cumulative years of service

 3.5% over 20 up to 25 cumulative years of service

 4.0% over 25 up to 30 cumulative years of service

 4.5% over 30 up to 35 cumulative years of service

 5.0% over 35 up to 40 cumulative years of service

Effective June 28, 2009

Pay Plan: Adjusted Annual Salary

20
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Pay Plan Implementation Report

Transaction code:  ZPPI_RPT

21

 

 

To run this report: 
 
Period:    
• Do not change  ‐‐ leave it at the key date 06/28/2009 
 
Selection Criteria: 
• Enter the criteria you want in this report.  

• For example:  if you want to run it by business area, enter the business area number 
(0610).   
• If you want to run it by personnel area, enter the personnel area (FA01).  
•You can use the multiple selection (yellow arrow) to further customize your selection. 

 
Additional Selection Criteria:  
• This is used if you want run the report by position class codes or grades. 
 
After making your selection(s), click on Execute icon (located under the word Pay) 
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Deciphering this Report

 Issues to look at and double check:
 Incorrect career service dates
Career service date matches a rehire 

date
 Incorrect lump sum payouts
 Promotion not entered

22

 

 

While reviewing this report, one of most common mistakes is an incorrect Career Service Date.  
This error can occur when an employee transfers from position to another and both the Career 
Service and the Latest Hire Dates are changed to when the transfer is being entered into the 
system.    
 
The Career Service Date should not be changed unless there was a break service.  If there is a 
break in service, please contact OPM for guidance in adjusting this date. 
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Pay Plan Implementation Report

 

 

This is an example of how the report is formatted and ideas of things to look for: 
• compare percentages with those provided by OPM (slide 20) 
• for extremely high percentages, the employee was placed in the entry level salary is higher 
and the old salary 
• an employee who received a small percentage who has worked for the state for a more years. 

• Sam is receiving a 2.0% increase for cumulative service of over 5 to 10 years. 
• Sam has been a state employee for 21 years. 
• He should be receiving an increase of 3.5%. 
• Corrective action: You need to check his Career Service Date and make sure it is 
correct. 

•  Odd percentages:  
• The plan applies the percentage increase first, and compares the salary about to the 
entry level of the grade.   If the salary amount is less      
  than the entry level amount, the salary is increased to the entry level.  
• If the salary amount is between the entry level and base level, the salary can be 
increased to the base level. 
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Handling Corrections

 OPM handles any deletions and pay 
increase corrections.

 If you have the documentation,  agency is  
responsible for correcting the Career 
Service Dates in Date Specifications 
Infotype (IT0041.)

24

 

 

If you have the documentation, go ahead and correct the master data record.  
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25

Let’s Practice: 
Your group is reviewing the results 
from the Pay Plan Implementation 
Report. 

• Identify the inconsistencies
• What could the inconsistency?
• Does needs to be fixed?
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Merit Increase -- Part Time Employees

Before July 1, 2009: 
 Merit Increase is delayed
 Must accumulate 2080 hours

Effective July 1, 2009:
 Complete 12 months of continuous 

employment.
 Verify the capacity utilization level
◦ Merit increase pro-rated based on this 

percentage.
26

 

 

Currently, employees must accumulate 2080 hours before a merit increase is given. 
 
Effective July 1, 2009: 
• Employees must complete 12 months of continuous service. 
• Agency need to review the Capacity Utilization Level located on Basic Pay (IT0008) and make 
sure the percentage is correct. 
• Merit increase will be pro‐rated based on this percentage. 
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Part-time Employee

Merit Increase -- Part Time Employees

27

 

 

This slide shows you the location of the Capacity utilization level within the Basic Pay infotype. 
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Differentials

 There are two types of differentials.
• Shift Differentials
 Compensation Differentials.

 Each type of differential contains a 
number of wage types.

 Shift Differentials is when the employee is 
paid for working that particular shift 
during a pay period.

28
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Compensation Differentials

 The differential is paid to the employee 
each pay period.

 OPM must approve the usage of these 
wage types before using them.

 The cumulative total of any compensation 
differentials paid can not exceed 25% of 
the employee’s base salary.

29

 

 

This is a new process for those with PA roles in setting up compensation differentials. 
 
Compensation Differential ‐ Current employees in specific positions or for classifications of 
positions assigned to a compensation plan may be eligible for a compensation differential 
combined total up to 25%.  These include: 
  Hazardous Duty 
  Second Language 
  Certification 
  Education       
  Geographic 
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Basic Pay Wage Types

As of June 28, 2009,  the new Basic Pay wage 
types are:
1018 Hazardous Duty (up to 6% and an 
additional 6% for maximum security units.)
1016 Certification Differential (up to 6)
1017 Educational Differential (up to 6%)
1004 Geographic (up to 6%)
1026 Second Language (up to 10%)

30

 

 

This is a new process for those with PA roles in setting up compensation differentials. 
• 1018 Hazardous Duty (6% maximum for approved agencies.) for specific positions who are 

required to perform hazardous or dangerous duties and up to 12% for specific positions at 
a maximum security unit. 

• 1016 Certification Differential (up to 6%) for job‐related professional certifications for 
individual positions or for specific classifications within an agency or institution and 
approved by OPM. 

• 1017 Educational Differential (up to 6%) for employees who achieve a degree that has 
previously been approved by OPM. 

• 1004 Geographic Differential (up to 6% maximum) for positions who have documented 
labor market conditions and the agency /institutions’ inability to fill vacant positions. 

• 1026 Second Language (up to 10%) for an employee who has the demonstrated ability and 
skill to communicate in a language other than English, including American Sign Language, 
and whose job requires this skill. 
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Compensation Differentials
 Change in Pay/Position Attributes 

action under PA40

31

 

 

As long as the Compensation  Differentials is active in Basic Pay means that the employee will 
be paid each pay check.   
 
This is done by selecting an appropriate wage type(s) in Basic Pay (IT0008) using the Change in 
Pay/Attributes action. 
 
The Action infotype reason code is 10 Differential Pay. 
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Compensation Differentials

 Basic Pay Reason Code:  01 Within Range 

32

 

 

Under Basic Pay (IT008), the reason code to use is 01 Within Range. 
 
Select the appropriate wage type followed by Enter.   
 
The rate amount appears in the Amount field and the word “Percent” appears in the Unit 
column to represent this amount is a percentage of base pay.  The rate amount is what has been 
approved by OPM. 
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Report  Changes

 Some reports will have a pay period 
feature added to allow the user to 
access information.

 The user needs to select with time 
period before executing the report.

33
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Position Control Report– Before 
6/28/2009
Transaction code:  ZPAOSR0001

34
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Position Control Report– After 
6/28/2009
Transaction code:  ZPAOSR0001

35

 

 

Some of the reports will have a special section to allow the user to run the report prior to 
6/28/2009. 
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Important Reminder

Don’t forget year end processes need  to 
be monitored.   Be sure to watch for 
communications from OPM / ASC on any 
additional changes.

36

 

 

 

 


