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Chapter 1 — Submitting Eliminations or Reductions for
Vacant Positions

Site Administrators use the Submit Reduction/Elimination page to submit reductions and eliminations
for vacant positions and filled positions. Submissions are entered by a combination of job code, FTE,
and months. The electronic Budget Allocations Worksheets issued by Budget Analysts may be
helpful in determining which positions to eliminate or reduce, if any.

Each site is required to make a submission for EVERY Bumping and Layoff period regardless of
need for reduction or elimination. If there are no reductions or eliminations to be submitted, the ‘No
Reductions/Eliminations This Period’ checkbox must be selected and the page saved for Board
reporting purposes.

Accessing the Submit Reduction/Elimination page
Navigation: Workforce Administration = Layoff and Bumping Process = Submit
Reduction/Elimination

1. Click the Submit Reduction/Elimination menu item.

2. If this is the first time you will access this page for the current layoff period, click the “Add a
New Value” tab.

3. Enter the Period Name by clicking the magnifying glass icon and selecting the correct value.
Each layoff period is given a period name. For example:

e “Spr 2/06” is the period name for the layoff effective at the beginning of the Spring
semester 2006.

o “Fal 7/06” is the period name for the layoff effective at the beginning of the Fall
semester, or 2006/2007 fiscal year.

A circular will be published prior to each layoff period with the exact period name to use.

4. Enter your Department ID by clicking the magnifying glass icon and selecting your
Department ID.

PeopleSoft. =
Search:
b My Favarites Position Reduction/Elimination
[» Emplovee Self Service
[> Manager Self Service f Find an Existing Value i Add a New Value \
[» Recruiting
= Workforce Administration )
b Workiorce Reports Period Name: |[Spro2ios L
~ Layoif and Bumping Department: (0320 Q,
Frocess
— Submit
Reduction/Eliminatian Add
— PAR Instructions
— Eersonnel Adtion Reduest . -
Prriitiiiifziaeis Eind an Evieting Walue | Sdd = bew Walie

5. If this is the first time you will access this page for the current layoff period, click the

Add button. Otherwise, click Search.
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The Submit Reductions/Eliminations—Vacant Positions page appears. Notice the Date
Opened and Date Closed dates near the top. These indicate the time period during which you
will be able to submit eliminations and reductions.

Date Opened and Date Closed:
This is the date range during which

Vacant Positions _Filled Positions | _—71 you can submit reductions and/or

] eliminations. After the Date Closed,
Period Name Spr02/06 / you view your submissions, but you
Created 1024120 Date Closed 11/04/2005 cannot add, change, or delete them.

Department 0326 Effective Date 02/01/2006
[[] Ho Reductions or Eliminations this Period

First E 1 of 1 II' Last

[+ [=]

Reduce/Eliminate i First El 10f1 m Last
@ Eiminate  OReduce  *PosiionNumber | | =l
Current Current
FTE Work Year Reason Code

| v
Proposed Proposed Proposed *Enter Rationale for Reductions/Eliminations
FTE Work Year Pay Additive
Submitted By

Customize |Find| 38 First *© 104 ° Last
Position Number Current FTE Proposed FTE Combination Code
1

See the following sections, depending on what you want to do next:
¢ Indicate that you have no eliminations or reductions this period
e Enter eliminations for vacant positions

e Enter reductions for vacant positions
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Indicating you have no eliminations or reductions this period
If you have no eliminations or reductions to submit this period, of vacant or filled positions, click the
No Reductions or Eliminations this Period checkbox and click Save. This checkbox can be

checked on either the Vacant Positions page or Filled Positions page, and applies to both.

Vacant Positions {_Filled Positions

Period Name Spr02/06
102412005

Created

Date Closed 11/04/2005

No Reductions or Eliminations
this Period checkbox

Reduce/Eliminate

*Position Number I:lO\

First E 1of1 II' Last
=l

First E 1 of1 E Last

#[=]

Position Number
1

@ Eliminate O Reduce
Current Current .
FTE Work Year Reason Code

| v
Proposed  Proposed Proposed *Enter Rationale for Reductions/Eliminations
FTE Work Year Pay Additive
Submitted By

Current FTE

First E 10of1 El Last

Customize | Find | 5

Proposed FTE Combination Code




Entering eliminations for vacant positions
Position eliminations must be entered prior to position reductions.

Vacant Positions {_Filled Positions

Period Name 20050901
Created 08/01/2005 Date Closed 08/31/2005

Department 0349 Effective Date 11/01/2005
[ 1 No Reductions or Eliminations this Period

First E 10f1 IE Last

[+ [=]

*Job Code 6086 |, Student Infa Sys Site Techn Il

Reduce/Eliminate Find | View All First 4] 1 of 1 (v Last
@ Eiminate (O Reduce  *Position Number 20011346 |Q =
Current Current .

FTE Work Year Reason Code
|La|:k of Funds w

1.000000 LM

Proposed  Proposed Proposed *Enter Rationale for Reductions/Eliminations
FTE Work Year Pay Additive Declining Enraliment
Submitted By 151177 Elba Morales 0210210 4:25:47PM

£

Position Number Current FTE Proposed FTE Combination Code
1 20011346 1.000000 0349000100024051500010000

1. To submit a vacant position for elimination, enter the following information:

e Enter Job Code of the position to be eliminated.

e Select Eliminate radio button (NOTE: If Eliminate is selected, Proposed FTE,
Proposed Work Year, and Proposed Pay Additive gray out).

o Click magnifying glass icon beside Position Number field and select appropriate
number. (NOTE: Once this is done, the Current FTE and Current Work Year will
display the values found on the Position Data Table.)

e Reason Code—Select reason for this elimination. This is a required field. Options
are:

0 Lack of Funds
0 Lack of Work
0 Lack of Work and Funds

e Enter comments related to this position elimination into the “Enter Rationale for
Reductions/Eliminations” box. This is a required field and will appear on Board
reports.

Following are some examples of rationale given when reason is lack of funds:
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o Declining enrollment
o Grant/special funding ending
Following are some examples of rationale given when reason is lack of work:
o0 Duties are being reassigned due to reorganization
o0 Duties no longer exist
0 Position now requires bilingual skills
e Click the Save button.

To enter an elimination or reduction of another vacant position in the same job code, click
the [*] button in the Reduce/Eliminate section to insert a new row. (Remember, all
eliminations must be entered before reductions are entered.)

e To enter an elimination of the additional position, enter the information described in
step 1 above for the additional position to be eliminated (except Job Code, which is
already provided).

e To enter a reduction of the additional position, see the next section “Entering
reductions for vacant positions”.

Vacant Positions {_Filled Positions

Period Name 20050901
Created 08/01/2005 Date Closed 03/31/2005

Department 0349 Effective Date 11/01/2005
] No Reductions or Eliminations this Period

Jobcode i First E 1 of 1 E Last

*Job Code |B086 |2 Student Info Sys Site Techn Il
Reduce/Eliminate Fin

(Eliminate (O Reduce  *Position Number 20011346 |C

| Wiew All

To enter an elimination or reduction of another vacant position in a different job code, click
the [*/ button to insert a new row in the Jobcode section .

[/ Vacant Positions {_Filled Positions

Period Name 20050901
Created 08/01/2005 Date Closed 08/31/2005

Department 0349 Effective Date 11/01/2005
[[] No Reductions or Eliminations this Period

2 rows now

Find | View All First K 2 of 2 [ Last

"Job{'.odeq Instruct Behaviar Techn

Reduce/Eliminate Find | view Al First 4] 1 or1 [¥] Last

(& Eliminate O Reduce  *Position Number | 10016550 | [+ [=]
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Entering reductions for vacant positions
Reductions of vacant positions can be entered after all eliminations of vacant positions (if any) are

entered.

[ Vacant Positions {_Filled Positions

Period Name 20050901

Created 08/01/2005 Date Closed 08/31/2005
Department 0349 Effective Date 11/01/2005
[] o Reductions or Eliminations this Period

First E 1 of1 E Last

(=]
*Job Code Q Instruct Behavior Techn
First E 10f1 E| Last

Reduce/Eliminate View Al
(O Eliminate & Reduce *Position Number | 10016550 |C, (=]
Current Current
FTE Work Year Reason Code

|Lack of Funds -

0.750000 L10

Proposed  Proposed Proposed *Enter Rationale for Reductions/Eliminations

FTE Work Year  Pay Additive Declining Enroliment
0500000 |1OM | | Q
Submitted By 151177 Elba Morales 02/09M10 11:45:47AM

Customize [Find | 3 First * 1of1 ° Last

Position Number Current FTE %&e" Combination Code

1 10016550 0.750000 | 0.500000) 0349650050021620220014210

1. To submit a vacant position for reduction, enter the following information:

o Enter Job Code of the position(s) to be reduced.

e Select Reduce radio button.

o Click magnifying glass icon beside Position NumberD field and select appropriate
number. (NOTE: Current FTE and Current Work Year will display values found on
the Position Data Table.)

e Enter Proposed Work Year.

o Enter Proposed Pay Additive if this reduced position will require a bilingual
employee and pay a bilingual differential. Otherwise, leave blank.
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e Enter Proposed FTE at bottom of page (NOTE: If more than one Position for PAR,
can enter different Proposed FTEs for each.)
o Enter Reason Code—Select reason for this elimination.. This is a required field.
e Enter comments related to this position reduction in the “Enter Rationale for
Reductions/Eliminations” box. This is a required field and will appear on Board
reports.
Following are some examples of rationale given when reason is lack of funds:
0 Declining enrollment
o0 Grant/special funding ending
Following are some examples of rationale given when reason is lack of work:
o0 Duities are being reassigned due to reorganization
o0 Duties no longer exist
0 Position now requires bilingual skills

e Click the Save button.

To enter a reduction of another vacant position in the same job code, click the [*! button in
the Reduce/Eliminate section to insert a new row. (Remember, all eliminations must be
entered before reductions are entered.) Enter the information described in step 1 above for the
additional position(s) to be reduced, except Job code, which is already provided.

/ Vacant Positions *{_Filled Positions ',

Period Name 20050901

Created 08/01/2005 Date Closed 08/31/2005
Department 0349 Effective Date 11/01/2005
[J Mo Reductions or Eliminations this Period

First 4] 2aof2 IE‘ Las!

Find | View All

".Job{‘.odeQ Instruct Behavior Techn
Reduce/Eliminate Find | View All

) Eliminate (O Reduce  *Position Number | 10016550 |C

To enter a reduction of another vacant position in a different job code, click the 1*| putton to
insert a new row in the Jobcode section. Repeat step 1 above.

[ Vacant Positions “{_Filled Positions

Period Name 20050901

Created 08/01/2005 Date Closed 02/31/2005
Department 0349 Effective Date 11/01/2005
[[] Mo Reductions or Eliminations this Period

Find | View All

*Job{'.odeq Instruct Behavior Techn

Reduce/Eliminate
() Eliminate ) Reduce *Position Number | 10016550 |2 E3E




Chapter 2 — Submitting Eliminations or Reductions for
Filled Positions

Entering eliminations for filled positions

Use the Filled Positions tab to enter eliminations for filled positions. Eliminations of filled positions
must be entered prior to reductions of filled positions. Access the Filled Positions tab as described on
page 3.

Wacant Positions ) Filled Positions

Period Name 20050301
Date Opened 0350152004 Dvate Closed 0813172005

Departimemt 0349 Effective Date 11/01/2004
[ Mo Reductions or Eliminations this Period

Find | Wiew sl First 4 1 or 4 [¥] Last

=]
Job Codel:l Spec Ed Asst
Reduce/Eliminate Eind | Wiew &) First [ 1.0t 1 [F] Last
) Eliminate ) Reduce Load Emplid Sequence number 1 =l
Current FTE ~ Current Months Pav Additive mclude Exclude Special Req.  Include Exclude
[o.525000] [ 1 [] [ Ja [
Proposed FTE Proposed Proposed Pay Additive | Class Sen Dt Cmpny Sen Dt Hire Date
Months
l:l 1150952004 110492004 04r2es2002
Ernpiily Fod M Mame Pay Additive Special Req.
109735 a

‘Enter Rationale for Reductions/Eliminations

‘Reason Code LAck ofiork and Funds v FPosition no longer needed at this site and
‘ need funds for other positions.

Submitted by MN200091 Fene Schroeder 08r310mMa 7:48:38FPM
=Ty
Position Number FTE Accournt Code
1 10006162 0.6Z5000 034933100002101022101 4260
B save | £L Return to Search | Er  Add | | Al Include History | IE?CDrrectHistoryl

YWacant Positions | Filled Positions

1. To submit a filled position for elimination, click the “Filled Positions” tab and enter the
following information:

o Enter Job Code of the position(s) to be eliminated.

o Select Eliminate radio button.

e Enter Current FTE of the position in this jobcode to be eliminated.

e Enter Current Months of the position in this jobcode to be eliminated.



o If you need to eliminate a position that has a bilingual or special requirement, or if
you need to ensure that a position with a bilingual or special requirement is not
eliminated, see Chapter 3 Pay Additives and Special Requirements.

e Click “Load Emplid” button for system to find the least senior employee in the
department, jobcode, FTE and current Months entered. NOTE: Employee’s data from
their current assignment will be displayed on page for verification (see shaded area
above).

o Enter Reason Code—Select reason for this elimination.

e Enter comments related to this position elimination into the “Enter Rationale for
Reductions/Eliminations” box. This is a required field and will appear on Board
reports.

Following are some examples of rationale given when reason is lack of funds:
0 Declining enrollment
o0 Grant/special funding ending
Following are some examples of rationale given when reason is lack of work:
0 Duities are being reassigned due to reorganization
o0 Duties no longer exist
0 Position now requires bilingual skills
e Click the Save button.

2. To enter an elimination or reduction of another filled position in the same job code, click the
L*+| button in the Reduce/Eliminate section to insert a new row.

e To enter an elimination of the additional position, enter the information described in
step 1 above (except Job Code, which is already provided).

e To enter a reduction of the additional position, see the next section “Entering
reductions for filled positions”.

/ “Wacant Positions Y Filled Positions

Period Name 20050901

Date Opened 080152005 Date Closed 0273172005

Department 0349 Effective Date 11/01/2005
[ No Reductions or Eliminations this Period

First [«] 1 of 1 [v] Last

Find | Wigws All

Job Code Spec Ed Asst

Reduce/Eliminate Find | Wiew All
' Eliminate &) Reduce Load Ernplid Sequence number

Conrent ETE Convent Monthe | Pay Additive Moclanclc Tocol .I I Special BReda Im‘lmlp-F‘-’rImlr-tl
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3. To enter an elimination or reduction of another filled position in a different job code, click
the [*! button to insert a new row in the Jobcode section . /

/ “acant Positions " Filled Positions

Period Name z0050901

Date Opened 0350152005 Date Closed 02/31/20058

Department 0349 Effective Date 11/01/2005

[C] No Reductions or Eliminations this Period

O Eliminate (& Reduce Load Emplid Sequence number 2

Canrent ETE Carent Monthe I Paw Additive Ml o lal I I Special Reqa Include F: f‘lllllﬂl

Entering reductions for filled positions
Be sure all eliminations of filled positions (if any) have been entered before entering reductions of

filled positions.

/ Wacant Positions " Filled Positions

Period Name 20050301
Date Closed 08/31/20058

Date Opened 03/01/2005
Effective Date 11/01/2005

Departiment 0345
[ Mo Reductions or Eliminations this Period

Find |

Job leel:l Spec Ed Asst

Reduce/Eliminate
[=1

O Eliminate (&) Reduce Load Emplid Sequence number 2

Special Req. Include Exclude)

Current FTE  Current Months Pay Additive Include Exclude
] [ Ja [

[0-625000] [

Proposed FTE Proposed Proposed Pay Additive Class Sen Dt Cmpny Sen Dt Hire Dvate
Months
0250000  [L10T ~| | |2 107232003 1002372003 10/23/2003
EmpliCx Rcd Nbr Name Pav Additive Special Req.
131213 a
‘Enter Rationale for Reductions Eliminations
‘Reason Code| LACK of ¥Work P ﬁteueddeenl; no langer at site s0 Spec Ed Asst nat

Submitted by 200091 FRene Schroeder 08731505 3:31:53PM
T

Account Code

FTE
0349331000021010221014260

Position Number
0.625000

1 10006162

E Save SL Return to Search +E  Mextin List +E Previous in List E+  aAdd

Wacant Positions | Filled Positions




1. To submita filled position for reduction, click the “Filled Positions” tab and enter the
following information:

o Enter Job Code of the position(s) to be reduced.

o Select Reduce radio button.

e Enter Current FTE of the position in this jobcode to be reduced.

o Enter Current Months of the position in this jobcode to be reduced.

o If you need to reduce a position that has a bilingual or special requirement, or if you
need to ensure that a position with a bilingual or special requirement is not reduced,
see Chapter 3 Pay Additives and Special Requirements.

o Click “Load Emplid” button for system to find the least senior employee in the
department, job code, FTE and Months specified. NOTE: Employee’s data from their
current assignment will be displayed on page for verification.

e Enter Proposed FTE that the position will be reduced to.

e Enter Proposed Months that the position will be reduced to.

o Enter Reason Code—Select reason for this reduction.

o Enter comments related to this position reduction into the “Enter Rationale for
Reductions/Eliminations” box. This is a required field and will appear on Board
reports.

Following are some examples of rationale given when reason is lack of funds:
o0 Declining enrollment
o Grant/special funding ending
Following are some examples of rationale given when reason is lack of work:
0 Duities are being reassigned due to reorganization
o0 Duties no longer exist
o0 Position now requires bilingual skills
e Click the Save button.

2. To enter a reduction of another filled position in the same job code, click the [*! button in
the Reduce/Eliminate section to insert a new row. (Remember, all eliminations must be
entered before reductions are entered.) Enter the information described in step 1 above for the
additional position(s) to be reduced, except Job code, which is already provided. /

/ wacant Fositions § Filled Positions

Period Name 20050901

Date Opened 08/01/2005 Date Closed 08/31/2005
Department 03495 Effective Date 11501720058
[ No Reductions or Eliminations this Period

First [«] 1 of 1 (] Lzst

Find | %igws All

Job Code Spec Ed Asst

Reduce/Eliminate
 Eliminate &' Reduce Load Emplid Sequence number 2

Find | Wiews All
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To enter a reduction of another filled position in a different job code, click the 1*| putton to
insert a new row in the Jobcode section. /

/ “acant Positions " Filled Positions

Period Name z0050901

Date Opened 0350152005 Date Closed 08/31/2005
Department 0349 Effective Date 11/01/2005
[C] No Reductions or Eliminations this Period

Find | viewall  First [4] 164 [P a5t
=
Job leel:l Spec Ed Asst .

Reduce/Eliminate Find | *

O Eliminate (& Reduce Load Emplid Sequence number 2

Canrent ETE Carent Monthe I Paw Additive Ml o lal I I Special Reqa Include F: f‘lllllﬂl
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Chapter 3 — Pay Additives and Special Requirements

When a more specific need exists, you can include pay additives (such as bilingual) and special
requirements (such as gender, ADA accommodation, language or musical instrument) in the search
criteria. You may need to reduce a particular position but need to keep an employee with a special
requirement like Spanish or a bilingual pay additive, or you may want to reduce only positions that do
include these specialized skills.

Wacant Positions | Filled Positions |

Period Name 20050901
Date Opened 08/01/2005 Date Clesed 08/31/2004

Department 0344 Effective Date 11/01/2005
[] No Reductions or Eliminations this Period

ind | view Al First (4 1 o1 (] Last

=]
Joh Codel:l Spec Ed Agst
e Ay irst Kl 2 cf 2 [ Last
© Eliminate ® Reduce Load Emplid Sequence number 2 [#[=]
Current FTE  Current Months | Pay Additive  jhejude Exclude Special Req.  Inclhude Exclude
oezsoon] [L10T ¥ [l Ja [Ela [ Ja []
Proposed FTE Proposed Proposed Pay Additive  Class Sen Dt Cmpny Sen Dt Hire Date
Months
| | | v| | |Q 10/23/2003 1042372003 1042352003
EmpliD RcdNbr  HName Pay Additive Special Req.
131213 0

‘Enter Rationale for Reductions/Eliminations

‘Reason Coide .’ | ‘




Bilingual Pay Additive
Use this section to specifically reduce or eliminate—or specifically exclude from reduction or
elimination—a position with a bilingual pay additive.

e To exclude those with a bilingual pay additive from being selected for reduction or
elimination:
0 Click the magnifying glass for Pay Additive and select BIL
o Click the magnifying glass for Include/Exclude (in the same box) and select “E” Exclude

e To find only those with a bilingual pay additive to be selected for reduction or elimination:
0 Click the magnifying glass for Pay Additive and select BIL
o Click the magnifying glass for Include/Exclude (in the same box) and select “I” Include

NOTE: Leaving the Pay Additive and Include/Exclude fields blank will find the least senior
person regardless of whether that employee has a bilingual pay additive or not.

Macant Positions | Filled Positions i

Period Name 20050301

Date Opened 08/01/2005 Date Closed 08r3152004

Department 0349 Effective Date 11/01/200%
[ No Reductions or Eliminations this Period

Find [ View Al First (4 1 of 1 [} Last
=]
Job Code Spec Ed Asst
Reduce/Eliminate Firid | Wiew A .
O Himinate © Reduce Load Emplid Sequence number 2 &=
Current FTE  CurrentMonths | Pay Additive ;01006 Excclude Special Req.  Include/Exclude
0.625000 L10T v Q SPAMIS | e

Proposed FTE Proposed Proposed Pay Additive  Class Sen Dt Cmpny SenDt  Hire Date

Months
v Q o4mtrzo02 040172002 01172002
EmpliD RcdNbr  Name Pay Additive Special Req.
114427 0 SPANIZ

‘Enter Ratienale for Reductions Eliminations




Special Requirements

Special requirements include any specialized skills or qualities required for the position. For example,
a Spanish speaker may be required (regardless of whether a Bilingual pay additive exists for the
position). Or, certain special education positions may require that the person be male, or be female.
This information must already be coded in the employee’s job data on PeopleSoft in order for the
employee to be taken into consideration (or specifically excluded) in a search for the least senior
employee.

Use this section to specifically reduce or eliminate—or specifically exclude from reduction or
elimination—a position with such special requirements.

e To exclude those with a Special Requirement from being selected for reduction or
elimination:
o Click the magnifying glass for Special Requirement and select the appropriate value
o Click the magnifying glass for Include/Exclude (in the same box) and select “E” Exclude

e To find only those with a Special Requirement to be selected for reduction or elimination:
o Click the magnifying glass for Special Requirement and select the appropriate value
o0 Click the magnifying glass for Include/Exclude (in the same box) and select “I” Include

NOTE: Leaving the Special Requirement and Include/Exclude fields blank will find the least
senior person regardless of whether that employee has a special requirement or not.
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Chapter 4 — Ties in Seniority

There may be occasions where the criteria entered for a Filled Position reduction or elimination
results in a seniority tie for one or more employees. That is, two or more employees have the same
seniority dates (Classification Seniority Date, Company Seniority Date, and Hire Date). A resolution
of the tie requires intervention from HR and a Union Representative.

If such a tie occurs, the message shown below will appear when you click the “Load Emplid” button.

Home Add to Favorites

[ wacant Positions
'E Mare than one emploves Found (20002,5)
-

Period Name 2005030 "There is a seniority date tie among employees at vour site For the selected reduction)elimination criteria,

Date Opened 08/01/21 Please enter the Proposed Months, Proposed FTE (in case of Reduction), Reason code and Rationale comments and
Department (335 save the page. HR wil receive electronic notllﬁcaElon of the tie and will schedule a tiebreaker meeting with the
affected emplovess and a Union Representative.

[ No Reductions or

- o =]
Job Code [PTU1 School Clerk |
Reduce/Eliminate 5
O Eliminate @ Reduce Load Emplid] Sequence number 1 =
Current FTE ~ Current Months | Pay Additive 010000 Exclude Special Req.  Include Exclude;
[tooooos] [L10T | | | la [] , S
Proposed FTE Proposed Proposed Pay Additive  Class Sen It Cmpny Sen Dt Hire Date
Months
| | vl | |O~ 0140152005 0150172005 010172005
EmpliD Rcd Nbr - Name Pay Additive Special Req.
0

‘Enter Rationale for Reductions/Eliminations

‘Baasaon |"ml-=| Rl | | |

To continue your processing for this scenario, as the message directs you will need to:

e Enter Proposed Months.

e Enter Proposed FTE.

e Enter Proposed Pay Additive (if applicable).

e Enter Reason Code.

e Enter comments in the “Enter Rationale for Reductions/Eliminations” box.
e Click the Save button.

The system will then send notification to HR of the tie. Once a resolution is determined, HR will
enter the correct Employee ID into the system, complete processing for this record, and notify you of
the resolution.
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Chapter 5 — Viewing or Changing Data after
Submission

You may need to change an elimination or reduction after you have already saved the
submission. This is allowed within the active Bumping Period. Viewing a previously
saved record can be performed at any time, although after the Bumping Period has ended
you will not be able to add, change or delete records.

PeopleSoft. —

[Search:
My F avarites Position Reduction/Elimination
Emplovee Self Service Enter any information you have and click Search. Leave fields blank for a list of all values.
mManager Self Service
Recruiting | Find an Existing Value "\ Add a New Value |

= workforce Administration
[= Workforce Reports

= Layoff and Bumping Period Name: !_pfgins with !iQDDSDQEH EQ\
Pru:SS Department: !begins with v|5034g iq
= Submi = L
Reduction/Elimination [[Icase Sensitive
— PAR Instructions
— Personnel Action Reguest :
—_ PAR Search Search I Clear J Basic Search Save Search Criteria
Benefits
Tirme and Labor Find an Existing value | Add a Mew Yalue

Wiorkforce Development
Workforce Monitoring
Set Lp HREMS

Wiorklist

Application Diagnostics
Feporting Tools
PeopleTools

Viewing a previously saved record

e Log into PeopleSoft and from the menu, click Workforce Administration > Layoff
and Bumping Process > Submit Reduction/Elimination

e Enter the Period Name.
e Enter your Department.
e Click the Search button.



Layoff and Bumping Training Manual — Reemployment Administrators

After a record is saved, all fields are grayed out (uneditable).

Vacant Positions {_Filled Positions |
Period Name 20050901
Created 08/01/2005

!DateClosed 08/31/2005 "\
Department 0349 ve Date 11/01/2005

] Mo Reductions or Eliminations this Period

Records cannot be
changed after the
“Date Closed” date.

First 4] 1 072 B {-asi

Find | View All

*JohCodeQ

Student Info Sys Site Techn Il

Reduce/Eliminate Find | View All
@ Eliminate O Reduce  *Position Number |20011346 |2, )
'y
Current Current
FTE Work Year Reason Code
Lack of Funds w
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Changing a previously saved record

To change previously saved records, you must delete the entire row and reenter new search criteria,
which may result in a different least senior employee. Records can only be changed prior to the “Date

Closed” date (period end date).

To delete a previously saved row:

Click the [=! button in the Reduce/Eliminate section to delete only the search criteriaand —
affected employee if you need to enter new criteria for the same jobcode (e.g.. you may still
want to eliminate jobcode 6086 in the example above but now want to eliminate a full
1.00000 FTE rather than the 0.75000 FTE). If done for a Filled Position, enter the new
criteria and click the Load Emplid button to find the least senior employee matching the new
criteria.

Click the [=] button in the Jobcode section to delete the entire Jobcode and all data beneath it. —



Glossary

Term

Description

Bilingual Additive

See “Pay Additive” below.

Bump Period

Describes the time period during which a certain
layoff is processed. Each Bump Period is given a
unigue Period Name (see below), and is
associated with a specific Date Opened and Date
Closed (see below). Each Bump Period also has
an Effective Date, on which all layoffs and
consequent bumps will take effect.

Date Opened

The first day the Site Administrator or
Department Head can enter eliminations or
reductions for the given Bump Period.

Date Closed

The last day the Site Administrator or Department
Head can enter eliminations or reductions for the
given Bump Period. After this date, no changes
can be made.

Effective Date

The date the position reductions and eliminations
will take effect. (Usually July 1 for Fall periods
and the beginning of semester 2 for Spring
periods.)

Job Code A 4-digit number associated with a job title or job
classification. For example, job code 6000 is
Clerk Typist I. Job code 6481 is Classroom
Assistant.

Pay Additive Additional pay given for certain requirements of

the job. There are many pay additives, but the
Layoff/Bumping module is concerned only with
the pay additive “Bilingual”. In this module, the
Administrator can indicate if a position including a
Bilingual pay additive is to be either specifically
reduced/eliminated or specifically excluded from
reductions/eliminations. If this field is left blank,
this indicates that the Bilingual pay additive is not
a factor either way in the reduction/elimination
decision.

Period Name

The name given to a bump period. For example,
Spr 2/06 for Spring 2006 or Fal 7/06 for Fall
2006.




Special Requirements

Indicates a special requirement that an individual
must meet in order to fill the position. For
example, a language, such as Spanish or
Tagolog, gender, or a musical instrument that the
individual must be proficient in. In the
Layoff/Bumping module, the Administrator can
indicate if a position including a special
requirement is to be either specifically
reduced/eliminated or specifically excluded from
reductions/eliminations. If this field is left blank,
this indicates that the special requirement is not a
factor either way in the reduction/elimination
decision.




