RPA: Request for Personnel Action

(Position Reclass)

CDFW employees can now reclassify positions through the Human Resources
Management System (HRMS). Only Permanent and Limited Term RPA’s can be
processed with this action. Reclassification includes interchangeable
classification that end in 800 serial numbers. For all other RPA types please
continue to use the paper process (Form DFW 242).
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Initiate an RPA
Step 1 Visit HRMS by clicking on the HRMS shortcut on your desktom

HRMS

Step2 Fromthe HRMS homepage, click on “Workflows” in the main navigation bar:

Employees Position Control Workflows

Step3 Click on the “Select RPA Type” option:

RPA Type — Select RPA Type — |+
- Select RPA Type —

Fill Vacancy
\ Reclass

Transfer

Step4 Clickonthe“Reclass” tabtoexpandit. Onceexpanded,allrequireddocumentsfor the
RPA will be listed. These documents will be required at different stages in the RPA
process - the Application form is not required until the “Add Proposed Candidate Info”
portion of the RPA. Click the “Start” button to initiate an RPA.



https://internalapps.ad.dfg.ca.gov/hrms/

RFA Type

Reclass

o

Reclass

This process is used for 3 Reclassification incleding interchangesble classification that end in 800 sernisl numbers.

Name

Advertisement

(Fropesed)

Dty Statement
{Current)

Duty Statemant
{Proposed)

Hiring Justification Reguest
{Current)

Operating Budget
Adjustment{0BA} Form
{Currenty

Application Form
{Current)

Screening Criteria
{Currenty

Salary Determination
{Current)

Completed Interview Rating
Sheets
{Current)

Org Chart
{Current)

Org Chart
{Proposed)

DOF Document
{Current)

Required/Optional

required

required

required

required

when required

required

required

when reguired

required

when regquired

required

when regquired

Description

MS Word template - Please complete the job specific information.
Template

ME Word template - This document is the same for 31l duty statements. Please check the correct boux in the document header to specify "Propossd” or "Cumrent.”
Template

MS Word template - This document is the same for 3ll duty statements. Flease check the corect box in the document header to specify "Proposed” or "Cumrant.”
Template

FDF Document - Plesss complete and wpload.
Template

FDF document - Complete the form and digitally "sign” the document by clicking in one of the "TREQUESTED BY:" fickis.
Template

FDF document STD 278 — On the candidate tab, pleass attach signed spplication when candidate is selected.

PDF document — Fill in all required fiekds and vpload completed document. “Please ensure rater's name is on the form.
Template

Balany Determination Workshest (For HR use only)

FOF document - Fill in all required fields and upload completed documents for esch rater at the time candidate is selected. “Flease include rating sheets with rating scale
for each interview guestion, pansl member name, candidste name, dste, and final score.

Template
Mo template available - Use your own format.

Mo template available - Use your own fionmat.

Please submit 3 justificstion memo to be sent to Department of Finance,




Step 5 Enterinthe position numberforthe position you are reclassifying. The other fields
are read-only andwill populatebasedonthepositionnumberyouenter.

Reclass: - This process iz wsed for 3 Reclassification incleding interchangeable classification that end in 800 serisl numbers.

Cument Position Information

Position Number®
Reporting Unit
Classification
Bargaining Unit
Work Week Group
Position Supervisor
Last Incumbent

Final Separation Date
Last Day Worked Date
Tenure

Time Base

Enter the proposed position number for the position you are

585-030 Information Technology Systems Branch
niormation Technalogy Associsle

i1 - Professional. Adminlsirathve. Financlal, and Siall Senvdces

Panos; Sa0aE
12512018
12512018
Permanent
Full Time

reclassifying to. Add

organization and supervisor name of the proposed position.

Proposed Position Information

Positicn Number®

SEE-201 B B30

Reporting Unit:
5EE-791 LED Reg Z - Morth Central Region

Classification:
Fish and Game Lieutenant {Supervisor)

Bargaining Unit:

SOT - 507
Work Week Group:
z
Organization Dt | Tiechmologry Diiston (DT
Supervisor® SISS-OE0-1 40400 | L, Sl

e | [

Clickthe“Create”buttonto submit your RPA.



Review and Complete Basic Information

Step 1  After creating the RPA, scroll down to the “Basic Information” tab to view the current
position information against the proposed information.

Proposed Appointment Tenure: this will populate with the position’s current tenure. If you
need to update the position’s tenure, you can do so here.
Number of Months: Add the number of months

Proposed Appointment Time Base: this will populate with the position’s current time base.
If you need to update the position’s time base, you can do so here.

Method of Recruitment: Selectthe method ofrecruitment. Ifyouselectthe “Other” option,
you must enter comments describing the type of recruitment. This field is required.

Location: Select the county the employee will work in. This field is required.

Basic Information » Show/Hide



Proposed
Funding

Proposed Funding

Project Reporting Structure Time Fraction Comments

Mo data availsble in table

Step1 Scrollto the “Proposed Funding” tab and click the “Add” button.

Step2 EnterintheProject Code, Reporting Structure Code,and Time Fractionforfundingthe
position. Click the “Save” button.

Add Posktion Funding B

Pro|sct Typ= & Project Code

Reaporting Tyoe Remoring S
Struwcture

Thmea 00000
Fraction*

Commants*



Add Supporting Documents

Step 1 Scrolltothe “Supporting Documents”tab. Review all required documents. Click the
“Browse” button next to a document to attach it.

Click the “Add other attachment” button to add any other supporting documents not listed.

Supporting Documents

Mame Required/Cptional Description File
Advertisement required MS Word templats - Please complete the job specific information. Erowss...
{Propossdy

Operating Budget Adjustment{OBA) Form when required PDF document - Complete the form and digitally "sign™ the document by clicking in one o Browse...
{Current) the "REQUESTED BY:" fields.

Org Chart requirad Mo template 3vailable - Us= your own format. Erowss...
{Propossdy

Duty Statement required ME Word template - This document is the same for all duty statements. Flease check the| Browse...
{Proposed) comect box in the document hesder to specify "Fropesed” or "Current.”

Hiring Justification Request requirad PDF Document - Please complete and upload.

{Gurrent)

DOF Document whan required Flezze submit 3 justification memo to be sent to Department of Finance.
{Current)

{Current) comect box in the decument header to specify "Proposed” or "Cumrent.”

Org Chart when reguired Mo template svailable - Uss your own format.

[Curr=nt)
{Curranit)

Scresning Criteria required FDF document — Fill in all required fizlds and upload completed document. “Pleass ensurg
{Gurrent) rater’s name is on the form.

Dty Statement required M5 Word templats - This document is the same for 3l duty statements. Plesss check the) m
E—

Add Program Approvers

Step 1 Scrolltothe“ProgramApprovers”tab. Forcompletesubmissionofthe RPA,you must
identify theappropriate approvers. Theapprovermustbeinasupervisorroleand be
directly relatedtothehiring ofthis RPA. You mustentertwo (2) programapprovers.
Athird approverisoptional*. Clickthe“Save” buttontosavethe RPAinadraftstatus.
Clickthe “Submit” button to submit your RPA for processing.

*Note: if a third approver is selected, all three approvers must electronically
approve the RPA before it moves to the next step.



Section 3: Assign Program Approvers

For complete submission of the RPA, you must identify the appropriate approvers. The approver must be in a supervisor role and directly related to the hiring of this
RPA.

1. HRB will not process the RPA until all required approvers have completed their task.
2. Approvers will be notified via email to log into HRMS to review and approve the RPA.
3. Some Divisions require a third approval. If you are one of the Divisions, please ensure that three approvers are added so the process is not delayed.

Program Approver 1* Type Program Approver's Name -
Program Approver 2* Type Program Approver's Name v
Program Approver 3 Type Program Approver's Name -

KPR - E-ITSE 19006

process. |f you =dit this RPA after submission,
you will be reguired to resubmitirestart the
approval process.

I:-nnfimiltiEll!H is complete and
ready fer appreval.

=]



Position Control Tab

YourRPA submission has now been senttothe program approvers for review/approval. After theRPAisapproved
by the program approvers, it will be sent to the Human Resources Branch (HRB) and Executive Review
Committee (ERC)forapproval.
e Add the mandatory Serial Number for the Proposed Position Number
e If DOF checkbox is clicked for Department of Finance approval for the position

o Then no information is required for STD 607 fields

o No effective date is required
e Click Approve Button

Program Approvers [T TG N Clzcsification & Fay || Budget || ERC Committee [ Advertisement || Proposed Candidate Info || Exams Appointment || Transactions || Status || Motification History

Current Position Number SE-03F14N-00

Proposed Position Number P

Serial Number® 123

Reporting Unit:
E63-251 LED Reg Z - Morth Central Region

Classification:

Fish and Game Lisutenant {Suparvisor)
Bargaining Unit:

507 - 807

Work Week Group:

Z

Organization Name Dtz and Technology Dikslon (DTD)

Supervisor Name Lau, Skmon

DOF
End Date en /d ey

Temporary Reclass |:|

Position Tenure Pemanent
Position Time Base Fall Time:
Bargaining Unit Cverride — Seleci One —

Basic Information Correct? @ Yes O No

Comments:*

Test

Ec=m



Classification & Pay Tab

After the Position Control Approval, RPA will be sent to Classification & Pay Tab.
e If the DOF Memo is marked ‘Yes’, then Approve button is available and comment is not
required
e If the DOF Memo is marked ‘No’, then Approve button will be disabled and RPA will be
sent back to the originator by enabling the ‘Send Back to Originator’ button
o Comment box will be mandatory

| Program Approvers || Position Control Classification & Pay Budget " ERC Committes " D F |[

Exit Clearance

Last Incumbent Mame Fandsy, Sspana

Exit Clearance Link Exit Clearancs |0 — 654

Classification and Pay

Basic Information Correct? @ Yes ':::' Mo

Supporting Document Correct? Adwvertisement Dty Statement Hiring Justification
OF Memo? E‘f‘es':::' Nu':::' MIA

Comments:

Aporove Send back to Originator



Budget Tab

Your RPA submission has now been sent to Budgets for approval.
e If Operating Budget Adjustment (OBA) Form Correct AND Funding Change option is
marked ‘Yes’, then Approve button will be enabled to proceed further
e If Operating Budget Adjustment (OBA) Form Correct AND Funding Change option is
marked ‘No’, then comments are mandatory to enable the ‘Send back to the
originator’ button.

| Program Approvers || Position Control || Classification & Pay ERC Committee || DOF || Advertisement || Proposed Candidate Info || Exams || Appointment || Transactions || Status || MNotification History

Proposed Funding

Project Reporting Structure Time Fraction Commer
@ @ B0000000TO100 - 700 SUPPORT SERVICES - ADMIN IB000810 - SP:R1 HAE MITIGTN ENHANCEMENT 1.0000
Documents
Name FileName File

Mo data availshlz in table

Budget

Operating Budget Adjustment(0BA) Form correct @ Yes O No O MIA
Funding Change? @‘f’eso No

Comments:

Azproe  Send back 1o Originator



ERC Committee

Your RPA submission has now been sent to ERC Committee for approval
e If RPA is approved by the ERC Committee, then ‘Approve’ button will be enabled to

proceed further
e If RPA is not approved, then comments are mandatory to enable the ‘Send back to

the originator’ button.
e ‘ERC Hold’ button can be used to put a hold on RPA for further notice from the

committee.

| Pragram Approvers | Position Control || Classification & Pay " Budget ERC Committee DOF Advertizement
| Proposed Candidate Info Exams Appointment | Transactions Status Notification History

Executive Committee

ERC Comment®
Approved]

m Send back o Originstor



DOF Tab
- If the DOF checkbox is marked already, then provide
e Std 607
e Std 607 FY
e Std 607 Reason
o Effective Date
- Click Approve Button
- If not approved click Send back to originator
- This is a last stage where we can send the RPA back to originator

- On position Control, if DOF is not marked, then ERC will be the last stage to send it
back to originator.

| Program Approvers | Position Control || Classification & Pay " Budget " ERC Committee

| Proposed Candidate Info " Exams Appointment || Transactions Status " Motification History |
DOF

DOoF

5td. 607 #* TSE006

5td. 607 Fy= 1920

5Std. 60T Reason® Recksss Posiion | s

Effective Date® 05 /01 /2000 @

Comments®
Agonoed

ApoiE  Send back o Originzhor




Advertisement Tab

Your RPA submission has now been sent to advertisement for submission. Following mandatory
fields must be filled for the RPA submission

Job Control Number

Final Filling Date

Advertisement Date

Comments Box

| Program Approvers | Position Control || Classification & Pay " Budget || ERC Committee " DoF

| Proposed Candidate Info " Exams Status " MNotification History |

Appointment " Transactions

Advertisement

Job Control Number® 12345

Final Filing Date* 04/ 20! 2020 @

Advertisement Date* 05/ 15! 2020 @

Comments:®

Approved




Your RPA submission has now been sent to the program approvers for review/ag

theRPAisapprovedbytheprogramapprovers,itwillbesenttotheHumanResourcesBranch
(HRB)and Executive Review Committee (ERC)forapproval. Oncethe RPAhasbeenapproved
by HRB and ERC, you will receive an email notification that it has been approved. The email will
includealink foryoutoaddthe proposed candidate information once a hiring decisionis made.

Step 1 ClickonthelinkintheemailtogototheRPAandclickonthe“Proposed CandidateInfo”
tab.

Basic Info Program Approvers Position Control Classification & Pay Budget ERC Committee

Proposed Candidate Info Status Notification History

Step 2 Filloutthefields inthe “Proposed Candidate Info” tab and upload the candidate’s state

application. Click the submit buttonwhen done to submitthe candidate information
to HRB forapproval.

[image on nextpage]



Program Approvers || Position Control || Classification &Pay | Budget | ERC Committes Advertisement [T RV LTGEC L Feams (| Appointment || Transactions || staws | mowncauon mswory

Proposed Candidate Info

Employee Eligibility/MQ verified with HR? @ Yes O Ho

Type of Employee OCurrent Department Employee O Former Department Employ!e@ New Employee
Position Number  S85-030-1401-007
First Name®
Last Name*
Middle Hame
Hick Name
Suffix

Proposed Start Date* | mm/od/yyy

Work Phone Number®

Work Site®
Physical Address Mziling Address
Name Required/Optional Description File
Application Form required POF document STD B78 - On the candidate tsb, please attach signed application when Browse...
{Current) candidate is selected.
Completed Interview Rating Shests required POF document - Fill in all required fiekds and upload completed documents for each rater Browez...
{Current) t the time ca iz selected. *Pleass incly with rating scale for ach

interview question, panel member name, candidate name, date, and final score.

e User can change the Proposed start date to the date is greater than current date.

e User can also withdraw the proposed candidate information, and it will change
the state to advertisement submitted. In this case user can submit the proposed
candidate info again.

(oo [ comprsonce | e



Additional Notes

Please note the following information when submitting an RPA:

e TheRPAcanbereturnedduringanyportionoftheapproval process. IftheRPAis
returned, the originator of the RPA will receive an email with the reason why it was
returned. The originator can then correct the RPA and resubmit.

e Ifyou have previously submitted an RPA through HRMS or if you exited in the middle of
anRPA,youcanreturntoitbyvisitingthe Workflows thenthe “Request for
Personnel Action (RPA) Dashboard” option:

Requests for Personnel Action

Reguest for Perscnnel Action [RPA)

Reguest for Perscnnel Action [REA)
Dashboard

- ] A Initizt= an RRA
Wiew submitted Regusest for Personnel

Action {RPA) reconds


https://internalapps.ad.dfg.ca.gov/hrms/workflows

Exams Tab

Your RPA submission has now been sent to the Exams for review/approval.

Position Control

Program Approvers | Classification & Pay || Budget || ERC Committee ” DOF || Advertisement || Proposed Candidate Info Appointment || Transactions || Status | Motification History

Proposed Candidate Name  Test 2, Testi

Proposed Start Date  5/1/2020

Employee Eligibility/MQ Checked? @‘fes O No

Is Completed Signed @‘f’es O No
Application attached?

Method of Hiring @ Cert Process O Transfer O Reinstatement O TaD O Other
Enter Cert Number*  :zzzz (@)Fromo (_)Open
Job Control Number | 12345

Approved Start Date* 05/01/2020 @

Salary Information* ¥ | 1m0 = w
Alternate Range O Yes @ No
Hire Above Minimum O‘f’es ©ND
Red Circle Rate  (Jtes[@)o | Number of Days
Name Required/Optional Description File



Appointment Tab

Your RPA submission has now been sent to the Transactions for review/approval. This is the final stage,
where the RPA information updates the HRMS application.

| Program Approvers " Position Control " Classification & Pay " Budget " ERC Committes | DOF | Advertisement " Proposed Candidate Info " Exams Transactions " Status " Motification History

Proposed Candidate Info

Proposed Candidate Mame  Test 2, Testd

Proposed Start Date  5/1/2020

Appointment

Pasition Number  565-030-1401-007
Type of Employes O Current Department Employee O Former Department Emplwee@ New Employee
Employee ID (Mot Assigned)
Employee Name Test 2, Test!
Employee Nick Name
Employee Start Date 0501 /2020
Employee End Date men /o
Appointment Tenure Penmanent
Appointment Time Base Full Time

Comments



Transactions Tab

RPA process will be completed by enteringemployee SSN and SCO key-in date.

Employee Last Name Test 2
Employee First Name Test
Employee Nick Name
Employee Middle Name
Suffix
Employee 5tart Date 05/ ) 2220
55N 200
Keyed into the 5C0O Date 05/ 15! 2220

Comment



Step 1 AsaProgram approver, you will receive an email with a deep link takine
specificRPAtoreview/approve. Clickonthelinkinthe emailtoreview/approve.

Step 2 Review all the information and supporting documents on the “Basic Info” tab.

| Basic Info Program Approvers

Step 3 Afterreviewing the “Basic Info” tab, click on the “Program Approvers” tab. Indicate if the
basicinformation and supporting documents are correct. Click the “Approve” button if
correct. The RPA will then go to the Human Resources Branch and the Executive Review
Committee forapproval.

Status

If the informationis not correct, enterin comments on what needs to updated and click the
“Send back to Originator” button. The originator will receive an email with your comments
and a link to update the RPA.

[image on nextpage]



Basic Info Program Approvers Position Control Classification & Pay Budget ERC Committee

Proposed Candidate Info Exams Appointment Transactions Status

Basic Information Correct? ® Yes No

Supperting Document Correct?  Advertisement | Duty Statement I Hiring Justification

Comments:

Approve Send back to Originator




