I. POSITION DATA SETUP CHANGE (Required)

Starting on 12/19/2015, you MUST indicate ‘PHS’ as the Reg Region for all PHS positions that are
created on or after this date. CG-631 will programmatically update the Reg Region for all existing

positions that were created in DA before 12/19/2015. If a member is assigned to a position that has a

Reg Region = MIX for a new job data row, this will delete their existing service dates.

INDICATING ‘PHS’ REG REGION FOR NEW POSITIONS

When creating a new position, follow the steps as you normally would. But, you will now indicate ‘PHS’

as the reg region (instead of ‘MIX’):

" Specific Information || Budgetand Incumbents || Addl Posn Data 1 || Addl Posn Data2 || GP Eligibility |

Position Information Find | View All First EI 4 of 1 I3 Last
+

Position Number: 00000000 =

Headcount Status: Current Head Count: 0 outof 0

*Effective Date: | 12/17/2015 5] *Status: Active - | Initialize ]

Reason: NEW|@, MNew Position Action Date: 121712015

*Position Status: APProved - Status Date: |12/17/2015 [ Key Position

Job Information

*Business Unit. |OFFPH @, Officer PHS

*Job Code: ’moa Senior Pharmacist

*Reg/Temp: Regular = *FullPart Time:  Ful-Time  ~+

*Regular Shift: MIA - Union Code: ’N—Q Direct appointment-other
*Title: |Seni0r Pharmacist Short Title: CDR

Detailed Position Description

Work Location
*Reg Region:  |PHS @&

*Department: 915 @ ACM2

HS

L o ROCKVILLE, MD .
Location: 0470 @, Look Up Reg Region ~
Reports To: @, W
Supervisor Lvl: Supemnisory Position Regulatory Region: begins with - |
Description: begins with - |

Country: begins with - |

| LookUp | Clear | Cancel |Basiclookup

Search Results

View 100 First [4] 1-120f12 [}] Last |E
Requlatory Region Description Country
AD Active Duty USA
Click the look up icon for ANOAA Active Duty NOAA USA
the Reg Region field and DEUP1 Public Sector Germany DEU
then select 'PHS' in the MY PHS Positions Filled by Military or Civilian US4
search results. PH PHS USA I
) . . PoUEd PIDE Secol GETTany DED
Qr, just type 'PHS" in the RETCG Retired Coast Guard USA
Reg Region field. RETPH Retired PHS UsA
RMOAA Retired MOAA USA L
RSV Resenists USA
USA United States USA -

< m | 3




UPDATING ‘PHS’ REG REGION FOR EXISTING POSITIONS (if necessary)

If you need to update an existing position with the ‘PHS’ Reg Region, click the ‘+' icon on the Description
page to insert a new row:

’ Specific Information || Budget and Incumbents || Addl Posn Data1 || Addl Posn Data2 || GP Eligibility |

Position Information

Find | View All First 4] 2of2

Position Humber: 19263302

Headcount Status: Partially Filled Current Head Count: 9 outof 300
*Effective Date: [01/03/2013 El *Status: Active v

Dy n UPD g ml idi Diods | le Aot kw- DA NN 3

In the new row, enter an effective date (i.e. current date). Indicate ‘UPD’ as the Reason. Then, update
the Reg Region in the new row and save:

(CEEZTI  svecnicinformation | Budgetand Incumbents | Addi Posn Data1 | Addi Posn Data2 | GP Eligibility _ |

Position Information

Find | view Al First 4 2of2 Last

+
Position Number: 19363302 =
_Hegdcount Status; _ Pagtially Filled CurrentHead Count: 9 outof 300

“Effective Date: |[12/17/2015 |[5] *Status: Active -

Reason: UPD 2 pgsition Data Update Action Date: 01/02/2013
“Position Status: Approved - Status Date; (0102/2013 [ Key Position

Job Information
*Business Unit: |OFFPH @4  Officer PHS

*Job Code: ’WQ Program Management Officer

*Reg/Temp: Regular  ~ *FulliPart Time: ~ Full-Time -

*Regular Shift: NIA hd Union Code: ’N—Q Direct appointment-other
“Title: [Program Management Officer Short Title: [Pram Mgmt |

Detailed Position Description

ROCKVILLE, MDr
Qh 1

Look Up Reg Region 0

Reports To:

Supervisor Lvl;

a, i

@, Supenisory Position

Regulatory Region: begins with ~ |

Click the look up icon for
the Reg Region field and
then select 'PHS' in the
search results.

Or, just type 'PHS' in the
Reg Region field.

Description:
Country:

begins with = |

begins with = |

| LookUp :|| Clear :|| Cancel :|E[asicLookug

Search Results
l\ﬁewwo First [4] 112012 [] Last|
Requlatory Region Description Country
AD Active Duty USA
AMOAA Active Duty MOAA USA
DEUPA Public Sector Germany DEU
MIX PHS Positions Filled by Military or Civilian USA
Sirer=ewm NP YTV e
PHS PHS usa ||
PoOCd PUDIE SEetol = ey TEO
RETCG Retired Coast Guard USA
RETPH Retired PHS USA
RMNOAA Retired NOAA USA
RSV Resenvists USA




You will receive a few warning messages. These are just warning messages and can be ignored by
clicking OK in each of the messages.



Il. JOB CODE (TEMP GRADE) SETUP CHANGE (Optional but

recommended)

Starting on as soon as possible, ‘S’ (Semi-Monthly) should be indicated as the as the Comp Frequency
for new job codes. When a job code is linked to a position and then the position is linked to an officer,
the comp frequency from the job code will default as the pay frequency on the officer’s job data. If the
correct comp frequency for the job code is not indicated, the user will have to manually indicate the
correct frequency on job data during the hire/rehire process.

INDICATING ‘S’ COMP FREQUENCY FOR NEW JOB CODES

When creating a new job code, follow the steps as you normally would. But, you will now indicate ‘S’ as

the Comp Frequency (instead of ‘M’):

Job Code Profile Evaluation Criteria Market Pay Match

Default Compensation Mon-Base Compensation

SetID: 0oooa Job Code: Business Units that use this SetlD
Job Code Profile Find First K 4 of 1 D Last
*Effective Date: 01011901 [ »gtatys: Active [C] Key Job Code  GoToRow [+][=]
= Job Title: |Seni0r Pharmacist

Short Job Title: CDR

Job Description:

Job Function Code: @, Job Subfunction: @,

Job Family: PHARM @, pharmacist
*Standard Hours: 40.00

grkers' Comp Code:
| *Comp Freq: 3 Q, Semimofthl

RegularTemporary:

Union Code:

MBS ysa

Updated on: 121715 9:30:1

Updated By: [

Click the look up icon for
the Comp Freq field and
then select 'S'"in the
search results.

Or, just type 'S" in the
Reg Region field.

Look Up Comp Freq

Frequency ID: begins with - |

Description:  beqgins with v|

. LookUp | Clear | Cancel Basiclookup

Search Results
View 100 First [ 1-18 o1& [p] Last

Freguency ID Description

m

A Annual

B Biweekly

BMX30 Biweekly Mexico Factor 30.0
BIX34 Biweekly Mexico Factor 30.4
C Contract

D Daily

CERA Daily

DBRAZ Daily - 364.8

DMX30 Daily Mex Factor 30.0
DMX34 Daily Mexico Factor 30.4
Every Four Weeks
Hourly

Monthly

FaTEET . LYl

I B= 1T m

Semimonthly

=
=

ey




UPDATING ‘S’ COMP FREQUENCY FOR EXISTING JOB CODES

Since existing job codes will not be programmatically updated with the correct frequency, this will have
to be manually done, if PHS chooses. It is wise to do so. Only temp grade job codes need to be updated
since they are the only ones that should be linked to an officer on job data.

To update an existing job code with the Semi Monthly comp frequency, click the ‘+’ icon on the Job Code
Profile page to insert a new row:

[ el = A | Evaluation Criteria | Market Pay Match || Default Compensation || Non-Base Compensation | I

SetlD: 0o00a Job Code: 080097 Business Units that use this Set 1D

Job Code Profile Find First K 4 of 1 I3 Last
“Effective Date: 0U01H901 [ »status:  Active - Key Job Code | GoToRdw [+][]

= Job Title: |Asst Pharmacist

In the new row, enter an Effective Date (i.e. current date). Then, update the comp frequency in the new
row and Save:

[ 0eds =i 08 Evaluation Criteria || Market Pay Match || Default Compensation || Non-Base Compensation |

SetID: 00008 Job Code: 080097 Business Units that use this Set 1D
Job Code Profile Find First 1| 1 0f2 D0 Last
“Effective Date: 1211712015 |5 +statys:  Active - Key Job Code | GoToRow [+](-]
= Job Title: |Asst Pharmacist
Short Job Title: LTJG
Job Description:

X
Job Function Code: — Jo sup D

F
Job Family: PHARU %, phamacist Look Up Comp Freq 1
*Standard Hours: 40.00 Standar
Workers' Comp Code: *Manage| - -
- Frequency 1D begins with |
*Comp Freq: s @ semimontnl Description: begins with = |
RegularTemporary: - ) ) X
| LookUp | Clear | Cancel |Basiclookup
Union Code: @ : : :
P ysa Search Results
Updated on:  12/171512:52:248M  Updated By: I View 100  First [§] 118 of 18 [3] Last
Frequency ID|Description =
A Annual S
B Biweekly
BMX30 Biweekly Mexico Factor 30.0
BMX34 Biweekly Mexico Factor 30.4
& Contract
) - D Daily
Click the look up icon for DBRA Daily
the Comp Freq field and DBRAZ Daily - 364.8
then select'S' in the DMX30 Daily Mex Factor 30.0
zearch resulis. DMX34 Daily Mexico Factor 30.4
E Every Four Weeks
Or, just type 'S' in the E Fg:{:ﬂ
Req Region field. = HHH o
s Semimonthly I
e e —




You will receive a message indicating that a profile was created for the message. Ignore this message by
clicking Ok in the message.



