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PCQ eForm 
The PCQ form is used to request new benefit eligible positions and evaluate existing benefit eligible 
positions for reclassification.   

Position classification is a system for objectively defining and evaluating job duties, responsibilities, and 
level of work performed to align the position within the university’s job structure including the salary 
structure grade, job title, minimum requirements and exemption status under the FLSA. 

Once submitted, the form is routed to the Department, HR, and possibly Compensation for review. 

Navigation 
1. Log into HRPRD and from either the Processing & Administration or Manager Self-Service 

homepage, click the PCQ eForms tile. 

 
2. The PCQ eForms Landing page appears. 
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Add a PCQ eForm – Initiator 
The full PCQ eForm has several sections, which we will examine in order. Options selected at the initiator stop affect the workflow/routing of the PCQ. This 
includes pay increases, using the abbreviated form, and the request type. 

IMPORTANT: If you need to save the form before completing and submitting, refer to the Save a PCQ eForm topic in the appendix. 

 

1 Summary 
1. Navigate to the PCQ eForm page. The Landing Page opens by default. 

 
a. Read the important information about how the PCQ eForm should be used. 

 
b. Click Add a PCQ eForm. 
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2. The Add Position Classification Request 
page appears.  
 
NOTE: When you tab out of a field or 
use your cursor to click into the next 
field, do not enter anything until the 
Page Refresh icon (rotating blue dots) 
disappears, indicating that the previous 
field has been populated and you may 
continue to enter information. 
 

a. Read the information in the 
Purpose and Instructions 
section. 
 

b. You should copy or write down the Form ID in the upper right corner and place it somewhere you can find later, because if you are unable 
to finish adding a PCQ eForm in one session, you can click Save at the bottom of the page at any time to save your progress.* To save, you 
must be in the Review and Submit section. For more information on saving a form, refer to the Save a PCQ eForm topic in the appendix. 
When you’re ready to begin again, select Update a PCQ eForm and enter or paste the Form ID that you copied.  
*You will receive error warnings if you try to save when required fields are not completed. 
 

c. In the Position Classification Questionnaire section, enter or select the Proposed Effective Date. This is the date you propose the change to 
be effective and it is required to save the form. If there is no pay change associated with the PCQ, this is the effective date that will load 
into position management and job data if applicable. Note: For new positions or reclassification of a vacant position, it may be helpful to 
enter the current date if you plan to use this for recruitment. Otherwise, you will need to wait until the stated effective date to be able to 
use the position in a job posting. 
 

d. Select the Request Type (New Position or Reclassify Existing Position). Note: This field is required to save the form. 
i. If you select Reclassify Existing Position, enter the Position # in the field that appears.  

The position number will be required to save the form when reclassifying an existing position. 
ii. If you select New Position, the Number of Positions field that appears defaults to 1 but can be 

updated if needed. 
iii. The form will error if the number of positions is set to 0 (zero). 
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e. Optional: Provide additional information or special instructions in the S1 text field (e.g., position is grant funded, or expedited request). This 
field should not be used to communicate with the final HR ePAF approvers. 

f. The Research toggle defaults to No. If you change it to Yes, 
additional questions appear in the Research section to 
answer.  
 

g. The Use Abbreviated Process? toggle defaults to No. 
Conditions for using the abbreviated process are listed.  
 
We did not use the abbreviated process in this 
demonstration, but this guide will indicate if a section is 
available when using the abbreviated process. 
 

h. The Section field defaults to 1 Summary, the first section. In 
this demonstration, we will do each section in order. To 
complete the form top to bottom and not have to select each 
section individually, select Review and Submit in the dropdown. 
 

i. If you are reclassifying an existing position, the Current Position Summary 
displays information about the position. If the position has one incumbent, 
their name and EMPLID is listed. 
 
If the position is vacant, there will be a note that says this position 
currently has no incumbents. 
 
If the position has multiple 
incumbents, a note will 
indicate that it has multiple 
incumbents. 
 
The Current Position Summary 
will not show if New Position is 
selected in step 2d above.  
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Complete the required fields in the Proposed 
Position Summary section.  

j. Expand the Incumbent 
Experience field and select an 
option. Note: The incumbent 
experience questions will not 
appear if the position is vacant. 
 
If you select In Position Under 6 
Months in the Incumbent 
Experience field, a message 
appears in red font:  
 
You indicated that this position 
has an incumbent that has been 
in the position for less than 6 
months. This position is not 
eligible for reclassification. 
Please consult your HR Partner. 
 
If you select In Position More Than 6 Months, complete the following fields: 
 

k. In field S2, describe WHEN the duties changed since the last evaluation. 
 

l. In field S3, describe WHY the duties changed since the last evaluation. 
 

m. In field S4, describe HOW the duties changed since the last evaluation. 
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Next, complete the required fields in the PROPOSED POSITION INFORMATION section. 

n. The Business Unit and Department 
ID are pre-populated. These fields 
are required to save the form. 
Note: If you are requesting a new 
position, you must enter the 
supervisor’s information. 
 

o. Enter or use the lookup button to 
select the Job Code, which is 
required to save the form. Once 
you select the Job Code, the fields 
on the right side are populated: 
Grade, FLSA Status, Hourly Rate 
Minimum, Midpoint, and 
Maximum, Annual Rate Minimum, 
Midpoint, and Maximum.  
 
If the FLSA status is going 
from exempt to nonexempt, 
the form will error and can't 
be submitted. 
 

p. The Working Title field will 
populate if one exists, or you can enter one. This field is read-only if this is for a new position or a reclassification of an existing position that 
is vacant or has multiple incumbents. 
 

q. Enter the Proposed Standard Hours (between 30 and 40 hours per week). If the position being requested is expected to work less than 30 
hours per week, this does not go through the PCQ process. 
 

r. A view behind the position number pulls in the Supervisor ID and Second Level Manager.  
Note: If you are requesting a new position, you must enter the supervisor’s information. 
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Complete the required fields under PROPOSED INCUMBENT PAY INFORMATION.  
Note: This section will not appear if single incumbent with JED distributed by amount or if the position has multiple incumbents. In these instances, a job 
change ePAF will be required after the PCQ is approved in order to update the job code and pay information in Job Data. 

s. The Are you requesting a pay change? field defaults to No. 
Toggle it to Yes if you are requesting a pay change; three 
more fields appear. 
 

t. Select if the proposed compensation rate is Monthly or 
Hourly paid from the dropdown. This selection will 
determine the pay group that will load into Job Data. 
 

u. Enter the Proposed Comp Rate (Hourly or Monthly).  
Do not enter annual salary in this field. 
 

v. Enter the Justification for Increase in the text field. This is 
what the campuses are currently using on the Justification 
for Increase Form or within the Justification for Increase 
Database that Columbia campus and UM System use. 
 

w. Under POSITION SUMMARY, briefly describe why the position exists and its primary purpose. (Specific responsibilities will be answered in 
the next section.) 
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Perform the following steps in the Key Responsibilities section. 

x. Read the information about this 
section. 
 

y. Type a description of the most 
important responsibilities. 
 

z. Enter the percentage of time 
that responsibility will use. 
(Refer to the Periodic 
Equivalencies table.)  
 

aa. Click the Insert a Row (+ sign 
button) to add a second row and 
enter the second most 
important responsibility.  
 
Continue adding key 
responsibilities until the main 
responsibilities are listed and their percentages total 100. 
 

bb. As each Key Responsibility is listed in the previous step, the Total % of Time updates to 
display the sum of their percentages.  
 
They must total exactly 100% when the form is submitted. If they don’t, a warning will 
appear, and the form cannot be submitted until the percentages are fixed to total 100%. 
 

3. A Sections section is always positioned at the bottom of the selected section.  
Note: If you are doing the abbreviated process, you will see fewer options than the eight shown in 
this demonstration. 
 
Expand the Section options and select 2 Experience. 
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2 Experience 
Note: This section shows in the abbreviated process. 

1. When you select a new section from the bottom of the page, it 
appears above the Sections section. Scroll upward to complete 
the new section. It will begin beneath the Position Classification 
Questionnaire section that we completed in the 1 Summary 
topic. 
 

2. In the Education and Work Experience section: 
 

a. Select the Education Level. 
 

b. The Major or Related Area field will only show if a 
selection other than High School Diploma is selected. 
Enter the major or related area, clearly indicating if the 
area of study is preferred or required. 
 

c. The Equivalent Experience in Lieu of Degree Allowed 
toggle defaults to Yes. Change it if the position requires 
the education level selected above. 
 

d. Enter the appropriate number in the Required Years of 
Experience field. 
 

e. Enter the type of experience that is required. 
 

f. The Licenses or Certification toggle defaults to No. 
Changing it to Yes adds two comment boxes (E3 and E4) 
for listing licensure or certification. 
 

3. Select the next section: 3 Responsibilities. 
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3 Responsibilities 
Note: This section does not show in the abbreviated 
process. 

1. The Responsibilities section appears above 
the Sections section when selected from the 
Section option list; scroll up to complete this 
section. 
 

a. Under Supervising, only the first 
question (R1) appears, and it 
defaults to No. If you change the 
answer to Yes, five additional 
questions appear (R2 – R6), which 
default to No. 
 

b. The DIRECT REPORTS TO POSITION 
BEING EVALUATED fields appear if 
question R1 is answered Yes. Enter 
the appropriate number of each type 
of Direct and Indirect Reports.  
 
The Total FTE for each applicable 
type becomes a required field; enter 
the FTE. 
 

c. The “If the position being evaluated 
supervises others…” fields appear if 
question R1 is answered yes. The 
listed responsibilities default to No.  
 
Toggle the switches to Yes where 
appropriate. 
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d. The Work leadership fields appear if question R1 is 
answered Yes. The two questions default to No.  
 
Click to toggle Yes where appropriate.  
 

e. The Managing fields appear if question R1 is answered 
Yes. The four questions default to No.  
 
Click to toggle Yes where appropriate. 
 

f. The Directing fields appear if question R1 is answered 
Yes. The four questions default to No.  
 
Click to toggle Yes where appropriate. 
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g. Does this position have responsibility for a budget?  
The switch defaults to No. If you answer Yes, a new, 
required field for Budget Amount appears.  
View screenshot. 
 

h. The “Does this position” section always appears except 
when the form is an abbreviated process. If you toggle 
Yes on a question, a required Explain/Provide Context 
text field appears. 
View screenshot. 
 

i. The R17 field always appears except when the form is 
an abbreviated process. The field must be completed to 
submit the form. Select the appropriate response for 
the category that best corresponds with the highest 
level of fiscal responsibility in the position.  
 

2. When finished, select 4 Duties. 
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4 Duties 
Note: This section does not show in the abbreviated process. 

1. The Duties section appears above the Sections section 
when selected from the Section options list near the 
bottom of the page; scroll up to complete this section. 
 

a. Under Independent Judgment / Problem 
Solving, read the descriptions, enter the 
numbers that best fit, and provide examples in 
the text boxes. 
 

b. Under Work Complexity, read the descriptions, 
enter the number that best fits, and provide 
examples in the text boxes. 
 

c. Under Magnitude of Impact, read the 
descriptions, enter the number that best fits, 
and provide examples in the text box. 
 

d. Under Internal/External Contacts, read the 
descriptions, enter the numbers that best fit, 
and provide examples in the text boxes. 
 

2. When finished, 
select 5 Working 
Conditions. 
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5 Working Conditions 
Note: This section shows in the abbreviated process. 

1. The Working Conditions section appears above the Sections section 
when selected from the Section options list near the bottom of the 
page; scroll up to complete this section. 
 

a. Under Physical, the toggle switches default to No. Click to 
select yes on those that match the position. Toggling Other 
to Yes will open another field for further explanation. 
 
Select an option in the Must carry/lift loads field if the 
position requires lifting. 
 

b. Under Mental, the toggle switches default to No. Click to 
select Yes on those that match the position. Toggling Other 
to Yes will open another field for further explanation. 
 

c. Under Environmental, the toggle switches default to No. 
Click to select Yes on those that match the position. 
Toggling Other to Yes will open another field for further 
explanation. 
 

2. When finished, select 6 Research. 
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6 Research 
Note: This section will show in the abbreviated process if the Research 
toggle for step 2f in the 1 Summary section is set to Yes. 

If you left the default of No for step 2f, nothing happens when you 
click Research in the Sections list.  In that case, skip to the next topic, 
7 Organizational Structure. 
 
If you toggled that selection to Yes on step 2f, then scroll up to 
complete the questions. 

1. The Research section is comprised of nine questions, some of 
them with follow-up questions, and all of which require 
information typed or copied into text boxes.  
 

2. When finished, select 7 Organizational Structure. 
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7 Organizational Structure 
Note: This section does not show in the abbreviated process. 

1. Organizational Structure appears above the Sections section when selected from the Section options list near the bottom of the page; scroll up to 
complete this section. 
 

a. The instructions at the 
top describe the Org 
Chart that you must 
upload as attachment 
in the Review and 
Submit topic. 
 

b. In the Select Peer 
column, use the look 
up button (magnifying 
glass icon) to select the 
desired peer. Emplid, 
Empl Rcd, Name, and 
Title will auto populate. 
 

c. Select a Level Relative 
to Position Being Evaluated. 
 

d. To add another peer, click the  
Insert a Row button (+ icon).  
 
 

2. When finished, select 8 Review and Submit. 
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8 Review and Submit 
1. When you select 8 Review and Submit, all sections open for review.  

Scroll to the top of the page and review the responses you entered for the previous steps. Make any necessary changes. This is the last opportunity 
to make any changes to the form prior to it being submitted and entering the approval workflow. 
 

2. You are required to upload a current Organizational Chart. Make sure you have downloaded a copy to your computer so that you can retrieve it in 
the next steps. 
 

3. In the File Attachments section near the bottom of the page, click the Upload button. 

 
4. The File Attachment dialog window appears.  

a. Click the My Device button. 
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b. The Open dialog window appears. Select the file that you want to upload and click the Open button. 

 
c. The Choose From screen reappears, displaying your selected file. Click Upload. 
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d. “Complete” appears on the right side of the upload bar when the upload finishes. Click the Done button. 

 
5. The File Attachments section reappears.  

 
a. The Upload button is replaced with a View button.  
b. Click the Add button if you want to upload another document. 
c. Click the Replace button if you want to upload a replacement for the Org Chart that you previously uploaded. 
d. Add Comments if desired. Comments entered in this field will be included in the automatic email notifications that are sent at each step in 

the approval process and are visible to anyone who has access to the PCQ. 
e. If you are finished with all the sections, click the Submit button. 
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6. The Add Position Classification Request : Confirmation page appears. 

 
a. A confirmation message states that you’ve successfully submitted your eForm and that it has been routed to the next approval step. 

 
b. The View Approval Route (Add Ad Hoc Approver) button is described in the next step. 

 
c. The Transaction / Signature Log displays the first transaction. It will display other transactions as it moves through the approval process. 
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7. Click the View Approval Route (Add Ad Hoc Approver) button. The 
Review/Edit Approvers window appears. 
 

a. The approval process starts with the departmental reviewer if 
applicable. 

b. Next is the HR Partner reviewer. 
c. Then it goes to the compensation reviewer if applicable. 
d. Next it returns to the HR Partner for a second pass. This is 

where the HRP will have one final opportunity make any 
changes that they may not have done in the first HRP stop 
(e.g., to the proposed comp rate, pay frequency, effective 
date, etc.), 

e. In this form, there’s a stop for the JFI Approver who will 
approve the justification for increase (JFI). This stop is only 
included in the workflow if the existing position has one 
incumbent, and a pay change is being requested. 

f. And the last stop is HR (ePAF Approver), who will do the final 
approval before it is loaded into the system. This stop is 
included in the workflow if the position has at least one 
incumbent. 

 

End of Topic  
Return to Top.  
Next Topic: Approvers  
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Approvers 

PCQ Departmental Approver 
When a PCQ eForm is submitted, an email is automatically generated and sent to the first person in the 
approval process. Fields on the form remain editable through all stops until after PCQ Compensation, at 
which time most of the fields become Read Only.  

Important: If an approver is unable to finish the review for any reason, the form must be put in Hold 
status. Hold status is the equivalent of saving a form prior to submission. View the Put a  PCQ eForm in 
Hold Status topic in the appendix for instructions. 
 
The following demonstrates how the PCQ Department Reviewer steps through the process. 

1. Log into HRPRD. 
 
Select the PCQ eForms tile from the  
Processing & Administration homepage. 
 

2. Click the Evaluate a PCQ eForm menu item.  
 
The search fields appear.  
 
Enter the Form ID that was included in the email notification. 
 
Click the Search button. 
 
(Alternatively, you can click the Search button without entering  
any search criteria. The Search will return all PCQ eForms that are  
available for your approval.) 
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3. The Evaluate Position Classification Request : Position Classification Information page for the selected eForm appears. 
 
Read the PURPOSE AND INSTRUCTIONS before proceeding. 

 
4. In the Position Classification Questionnaire section: 

 
a. You can change the Proposed Effective Date. 

 
b. You may provide additional information in the S1 text field. 

 
c. You may NOT change the Research focus. To change it, you 

must recycle the form and the Initiator must make those 
changes. 
 

d. You may NOT change the answer to Use Abbreviated 
Process. To change it, you must recycle the form and the 
Initiator must make those changes. 
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5. The Current Position Summary is always read-only because you’re not changing the existing information. This will not show if New Position was 
selected in the Summary Section (2d). 
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6. Review the Proposed Position Summary.  
 

a. The Incumbent Experience section and the  
when, why, and how questions are editable. 
 

b. The Job Code, Working Title, and  
Proposed Standard Hours fields in the  
PROPOSED POSITION INFORMATION  
section are editable. 
 

c. In the PROPOSED INCUMBENT PAY INFORMATION  
section, edit the Hourly or Monthly if needed and make 
updates/edits to the Justification for Increase field. 
 
You may also edit the proposed comp rate at this approver 
level. 
 
If 'Are you requesting a pay change?' is marked incorrectly, it 
can only be changed in Update mode. You will need to put 
the form on hold and access the form through Update a PCQ 
eForm. 

 
d. You may add to or change the text in the  

POSITION SUMMARY text field. 
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7. As the Department Reviewer, you may add comments in the Departmental Reviewer Comments field in the Proposed Position Summary Comments 
section. 

 
8. In the Key Responsibilities section: 

 
a. You may edit the text in any of the listed Key Responsibilities. 

 
b. You may edit the % of Time* in any row. 

 
c. You may Insert a Row or Delete a Row. 

 
d. *If you edit the key responsibilities, make sure the percentages add 

up to 100%, as displayed in the Key Responsibility Percentage of 
Time Total section. If the total does not equal 100%, an error will 
appear when Approve is clicked. 
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9. In the Education and Work Experience section:  
 

a. You may make changes in the Education section. 
 

b. You may make changes in the Experience section. 
 

c. You may add or edit the text fields in the  
REQUIRED LICENSURE OR CERTIFICATION section. 
 

10. In the Education and Work Experience Comments section, you may add 
comments in the Departmental Reviewer Comments text field. 
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11. In the Responsibilities section: 
 

a. You may make changes to the 
Supervising section. 
 

b. You may make changes to the 
DIRECT REPORTS TO POSITION 
BEING EVALUATED section. 
 

c. You may make changes to the “If 
the position being evaluated 
supervises others…” section. 
 

  

mailto:umpshrsupport@umsystem.edu


 PS HR ePAF: PCQ eForm  Training and Reference Guide 

Copyright ©2025 University of Missouri Division of IT, PeopleSoft HR Support: umpshrsupport@umsystem.edu 
Date modified: 5/2/2025 Page 29 of 66 Updates: techwriters@umsystem.edu 

d. You may make changes to the Work leadership section. 
 

e. You may make changes to the Managing section. 
 

f. You may make changes to the Directing section. 
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g. You may change the response to the 
“responsbility for a budget” question if the 
correct answer was not selected. 
 

h. You may change the answers in  
the “Does this position” section. 
 

i. You may change the response in the R17 field if 
the correct category of fiscal responsibility was 
not selected. 
 

12. In the Responsibilities Comments section,  
you may enter comments in the  
Departmental Reviewer Comments text field. 
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13. In the Duties section: 
 

a. You may choose different responses and edit the 
text field in the Independent Judgment / 
Problem Solving section. 
 

b. You may choose different responses and edit the 
text field in the Work Complexity section.  
 

c. You may choose different responses and edit the 
text field in the Magnitude of Impact section.  
 

d. You may choose different responses and edit the 
text field in the Internal/External Contacts 
section. 
 

14. In the Duties Comments section, you may add comments 
to the Departmental Reviewer Comments text field. 
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15. In the Working Conditions section: 
 

a. You may change any of the answers under 
Physical. 
 

b. You may change any of the answers under 
Mental. 
 

c. You may change any of the answers under 
Environmental. 
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16. In the Organizational Structure section: 

 
a. You may change the individual selected in the Select Peer field. 
b. You may choose a different option in the Level Relative to Position Being Evaluated. 
c. You may Insert a Row or Delete a Row. 

 
17. In the Organizational Structure Comments section, you may add comments to the 

Departmental Reviewer Comments text field. 
 

18. In the File Attachments section:  
a. You can click the View button to 

view the Organizational Chart that 
was uploaded by the initiator. It 
will open in a new window, so you 
may have to direct your pop-up 
blocker to allow it. 

b. You may choose a different 
Description if the wrong 
description was chosen by the 
initiator. 

c. You may click the Replace button 
to replace the current document. 

d. You may click the Add button to 
add relevant documents. 

e. You may add Comments. 
f. Click the Next button. 
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PCQ Ad Hoc Approver 
19. The Evaluate Position Classification Request : Ad Hoc page 

appears. 
 
If your campus requires additional approvers in the workflow 
(e.g., a fiscal manager that needs to review the form before it 
goes to HRP), you may add an ad hoc approver.  
 
Note that this is your last opportunity to add an approver 
between you and the next reviewer; once you approve the form, 
the Add button will disappear.  

 
a. Click the View Approval Route button. 

 
i. The Review/Edit Approvers window appears. The approval route 

flows from left to right, beginning in the top row.  
 

ii. Click the Add button that corresponds to where the ad hoc approver 
should be placed in the flow. For example, if the ad hoc approver 
should review the form after the PCQ Departmental Reviewer but 
before the PCQ HRP Reviewer, click the Add button that appears 
between the two tiles. 
 

iii. IMPORTANT: Never add an Ad-Hoc Approver as the LAST approver 
because it will cause the form to error. 
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iv. The Insert additional approver or reviewer window appears: 
 

1. Approver is selected by default. 
 

2. Click the Lookup button. The Lookup window appears. Enter search 
criteria (for example, enter LastName,FirstName in the Description 
field) and then click Search. 

 
In the Search Results, select the appropriate user. 

 
3. The Insert additional approver or reviewer window reappears. Click the Insert button. 

 
The window will close, and the tile for the new approver will appear on the Review/Edit Approvers window in the location 
where you clicked the Add button (+ sign) in a previous step. 
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v. When you are finished adding Ad Hoc Approvers, click the Done button on the Review/Edit Approvers window. 

 
b. You are returned to the Evaluate Position Classification Request page. Click Approve. 
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20. The Evaluate Position Classification Request : Confirmation page appears. 

 
a. A message confirms that you have successfully approved your eForm, and that the eForm has been routed to the next approval step. 

 
b. PCQ Departmental Reviewer has been added to the Transaction / Signature Log,. 

 

 

End of Topic  
Return to Top.  
Next Topic: HRP (HR Partner) 
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PCQ HRP (HR Partner) Approver 
The first time that the HR Partner reviews the eForm, all the same fields that are editable for the PCQ Departmental Reviewer are editable for the HRP. 
There are only a couple of differences, which are as follows: 

In sections with fields for comment, the Departmental Reviewer Comments field is closed for edits,  
and the HRP Reviewer Comments field is open. 

The Final Approved Job Data section will only appear for the HRP to complete if there is a pay change 
associated with the reclassification.  

1. Enter or select an Approved Effective Date.  
Be aware of this effective date in comparison to payroll confirmation dates, especially if the 
position is being reclassified from nonexempt to exempt. 

2. Use the lookup button (magnifying glass icon) to select  
an Action code. Only available action codes are available to select. 

3. Use the lookup button (magnifying glass icon) to select  
a Reason code. Only available reason codes are available to select.  

4. Compensation Rate is read-only. If changes are needed, please 
update the Proposed Compensation Rate in the Proposed Position 
Summary section.  

5. In our example, the Earning Distribution Type is By Percent.  
If the person is paid in their job earnings distribution by Amount, 
the pay change option will not be available, because approvers do 
not have the ability in this form to change the amounts in the job 
earnings distribution. As noted on the Landing page,  
“For positions with incumbents, earnings are required to be 
distributed “By Percent.” If necessary, please update the 
incumbent’s JED row(s) from “amount” to “percent” by processing a 
JED Change ePAF.”  
 
For more information, view the Add a Job Earnings Distribution (JED) Change reference guide. 
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Once you’ve reviewed the form and made any 
necessary changes, including uploading any additional 
pertinent documentation, click the Next button at the 
bottom of the page. 

 

 

 

 

If you need to add an ad hoc approver, please review the Ad Hoc Approver step in the PCQ Departmental Approver topic. 

 

And when you’re finished, click the Approve button. 
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The Evaluate Position Classification Request : Confirmation page appears. 
 

A message confirms that you have successfully approved your eForm, and that 
the eForm has been routed to the next approval step. 

PCQ HRP Reviewer has been added to the Transaction / Signature Log. 
 

 

 

 

 

 

 

 

 

 

 

 

End of Topic  
Return to Top.  
Next Topic: PCQ Compensation Reviewer  
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PCQ Compensation Approver (UM Comp Team) 
When the UM Comp Team grades/evaluates the position, all the same fields on the eForm that the Departmental and HRP Approvers can edit are editable 
by the Comp reviewer. There are only a couple of differences, which are as follows: 

Note: If the position is non-exempt or an IT position, it will skip this PCQ Compensation Reviewer approval step. 

PROPOSED POSITION INFORMATION 

In this section, the Job Code and the Proposed Standard Hours are no longer 
editable at this point.  
 
The only editable field in this section is the Working Title. 

While the PCQ Compensation Approver can't change the job code in the proposed 
position information, they do have their own segment where they can change the 
job code if they determine it needs to be changed. 

 

Comment fields are no longer editable. 
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Compensation Recommendations section 

In this section, as the PCQ Compensation Approver, you can change 
the Recommended Job Code. Once done, it will not be editable for 
other stops in the approval chain; if the recommended job code is 
changed, it will change the job code in the final approved job data 
segment, and that’s what goes to the Position and Job records in 
PeopleSoft. 

You can also add Compensation Team Comments, Actual Minimum 
Education Required, and Actual Minimum Experience Required. 

 

 

 

 

 
 
 
Once you’ve reviewed the form and made any 
necessary changes, including uploading any additional 
pertinent documentation, click the Next button at the 
bottom of the page. 
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If you need to add an ad hoc approver, please review step 19 in the PCQ Departmental Approver topic. 

 

And when you’re finished, click the Approve button. 
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The Evaluate Position Classification Request : Confirmation 
page appears. 

A message confirms that you have successfully approved 
your eForm, and that the eForm has been routed to the 
next approval step. 

PCQ Compensation Reviewer has been added to the 
Transaction / Signature Log. 

 

 

 

 

 

 

 

 

 

 

 

 

 

End of Topic  
Return to Top.  
Next Topic: PCQ HRP (Second Pass) 
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PCQ HRP (Second Pass) 
At this point in the approval process, the HR Partner reviews the form a second time. The fields that were editable the first time are no longer editable 
except for the following: 

The “Hourly or Monthly paid?” dropdown in the PROPOSED INCUMBENT PAY 
INFORMATION section is still editable because it is very important that the correct 
pay group is loaded. 

Proposed Comp Rate is editable if a different comp rate is being requested after 
compensation grades the position. 
 

The HRP Reviewer Comments fields are still editable. 
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The Compensation Recommendations section was not visible to 
the PCQ Departmental Approver or the HRP Approver before 
the PCQ Compensation Reviewer approved the form. Now 
those fields are visible, but they are not editable. 

 

 

 

 

 

 

 

 

 

The Approved Effective Date, Action and Reason in the Final 
Approved Job Data section remain editable in case, for example, 
the form was delayed past the initial Approved Effective Date, and 
it needs to be changed to a later date. 

Choose the appropriate effective date based on the payroll 
calendar. 

This will only show if a pay change is associated with the 
reclassification. 
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Once you’ve reviewed the form and made any 
necessary changes, including uploading any additional 
pertinent documentation or replacing the Org Chart, 
click the Next button at the bottom of the page. 

 

 

 

 

The Evaluate Position Classification Request page appears. 

If you need to add an ad hoc approver, please review step 19 in the PCQ Departmental Approver topic. 

 

And when you’re finished, click the Approve button. 
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The Evaluate Position Classification Request : Confirmation page appears. 

A message confirms that you have successfully approved your eForm, and that the 
eForm has been routed to the next approval step. 

PCQ HRP Reviewer has been added to the Transaction / Signature Log (for the second 
time). 

 

 

 

 

 

 

 

 

 

 

End of Topic  
Return to Top.  
Next Topic: PCQ JFI 
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PCQ JFI Approver 
As the PCQ JFI (Justification for Increase) Approver, you will find that almost every field is closed for edits, except a couple. 

The “Hourly or Monthly paid?” field is still editable, while the proposed comp rate is not. This is because, as discussed in earlier topics, this information is so 
important to get right that it appears in every stage of the approval process. 

 

 
 
You can also still replace the Org Chart and/or upload 
additional pertinent documents.  

Since you couldn’t edit any comment fields in prior 
sections, the Comments field at the bottom of the 
page is your last opportunity to include comments. 

When you’re finished, click the Next button at the 
bottom of the page. 
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The Evaluate Position Classification Request page appears. 

If you need to add an ad hoc approver, please review step 19 in the PCQ Departmental Approver topic. 

 

And when you’re finished, click the Approve button. 
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The Evaluate Position Classification Request : Confirmation page appears. 

A message confirms that you have successfully approved your eForm, and that the 
eForm has been routed to the next approval step. 

PCQ JFI has been added to the Transaction / Signature Log. 

 

 

 

 

 

 

 

 

 

 

End of Topic  
Return to Top.  
Next Topic: ePAF HR 
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ePAF HR Approver 
As the PCQ HR Approver, you will find that almost every field is closed for edits except the following: 

The “Hourly or Monthly paid?” field is still editable. This is because, as discussed in earlier topics, this 
information is so important to get right that it appears in every stage of the approval process. 

The fields in the Final Approved Job Data section (Effective Date, Action and Reason) are editable.  

 

You can also still replace the Org Chart and/or upload additional pertinent documents.  

Since you couldn’t edit any comment fields in prior sections, the Comments field at 
the bottom of the page is your last opportunity to include comments. 

When you’re finished, click the Next button at the bottom of the page. 
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The Evaluate Position Classification Request page appears.  

 

 
Note that the Approval Route displays the names of each person who approved the form 
during the process, and that ad hoc approvers can only be added to after your approval.  

If there is a + sign to potentially add an ad-hoc approver after the final approver, do not use it. 
Forms that have an ad-hoc approver as the last approver will error.  

When you’re finished, click the Cancel or Done button to return to the previous screen.  
 
Then click the Approve button. 
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The Evaluate Position Classification Request : Confirmation page appears. 

A message confirms that you have successfully approved your eForm. 

PCQ HR has been added to the Transaction / Signature Log. 

 

 

Now the form will load the information into Position Management and,  
in the case of this example, it will also load into Job Data. 

 

 

 

 

 

 

 

End of Topic. 
End of Training and Reference Guide. 
Return to Top. 
View Appendix (Email Example) 
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Appendix 

Approvers: Put a PCQ eForm in Hold Status  
If an approver needs to pause their evaluation for any reason, they must use the Hold button on either the PCQ eForm page or the Approval page. To 
resume the approval, the approver will select Update a PCQ and enter the Form ID or search for the form. 

  

The Search, Next, and Hold buttons always appear under the Comments field within the PCQ eForm for Approvers when using Evaluate a PCQ eForm.  
The second Hold button appears on the approval page that loads after Hold is selected. A confirmation message appears when a form is successfully put on 
hold. 

 

Note: Initiators do not have a hold option. See Initiators: Save a PCQ eForm, the next appendix topic. 

End of topic. Return to Approvers topic.  
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Initiators: Save a PCQ eForm 
Initiators do not have a Hold option. If an initiator wishes to pause completing the form 
and come back later, they must save the form before completing and submitting by 
selecting Review and Submit from the Section menu, and then clicking Save under the 
Comments field.  

The following fields are required to save a PCQ eForm: 

• Position Classification Questionnaire Segment 
o Proposed Effective Date 
o Request Type 
o Position # (if request type is Reclassify 

Existing Position) 
• Proposed Position Summary Segment 

o Business Unit 
o Department ID 
o Job Code 

Additionally, the Key Responsibility Percentage of Time Total field must equal 100% or they will encounter an error. With these steps adhered to, upon 
saving, the Update Position Classification Request: Confirmation screen will confirm that the eForm has been successfully saved. 

Note: The SAVE option is only available prior to the original form submission. Approvers must use the HOLD option. See Approvers: Put a PCQ eForm in Hold 
Status, the previous appendix topic. 

 

 
End of topic. Return to Initiator topic. 
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Print a PCQ eForm 
The Comp Reviewer will have the ability to print forms in other statuses, but the HRP role and the PCQ JFI Approver can only print the form when it is in 
executed status. The following procedure steps through the process for those two roles. 

1. Log into HRPRD and from either the Processing & Administration or Manager Self-Service homepage, click the PCQ eForms tile. 

 
2. When the Job Eval Landing Page opens, click View a PCQ eForm in the menu on the left. 
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3. Enter the Form ID into its designated field and click the Search button. 
 
 
 
 
 

4. The View Position Classification Request : Position Classification Information screen for the 
selected form appears. The Form ID in the upper right corner will display “Executed” if this 
form can be printed by the two roles referenced above. 

 
5. Scroll to the bottom of the page and click the Print button. 

 
6. The Print Selection dialog box appears. Expand the Report Name field. There are four 

report types:  Reclass Full Form, Reclass Abbreviated Form, New Full Form, and New Abbreviated Form. 
Only one report type will be available for the type of form that you have selected.  
 
In this example, only the Reclass Full Form (PCQ Rec Full) is available to select because the abbreviated 
process was not used when this form was created.  
 
Select the displayed option and then click the Print button. 
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7. The selected report opens in a new browser tab. 

 

End of topic.  
Return to top.  
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Email Examples 

 

Email Example 1: Notification to Evaluate a PCQ eForm. 
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Email Example 2: Ad-hoc Approval Notification. 
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Email Example 3: Notification that a PCQ eForm has been recycled back to the initiator. 
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Note: When the “NEW PCQ has been executed” email arrives, notify the department of what was approved. 

 

Email Example 4: Sent to the original operator/initiator on execution of the form. 
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Email Example 5: Sent to the original operator/initiator on denial of the form. 
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Additional Screenshots 

Fiscal Responsibility 
Screenshot of expanded questions from Steps 1g and 1h in Responsibilities 
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PCQ Workflow and Updates Chart 
The workflow chart reads: 

1. Department or manager completes the PCQ form and submits. 
2. System Routes to Dept approver. 
3. Approve. 
4. System Routes to HRP for approval. 
5. Approve. 
6. System Routes to Comp for approval, if needed. 

(Non-exempt and IT jobs skip Comp step.)  
NOTE: The form is fully editable up to and including this step. Once it is 
reviewed by Comp or moves beyond the first two approvers, limited data 
can be changed on the form. 

7. Approve. 
8. System Routes back to HRP for limited edits and approval. 
9. Decision: Comp rate change for employee? 

a. Yes (proceed to step 10) 
b. No (skip to step 15) 

10. System Routes to JFI Approver. 
11. Approve. 
12. System Routes to ePAF HR Approver. 
13. Approve. 
14. System adds a row into Position date AND Job data for incumbents, updating JED job code and pay rate. 

Proceed to END. 
15. Decision: New or Existing Position? 

a. If New, System creates new position(s). Skip to END. 
b. If Existing, proceed to step 16. 

16. Decision: Filled or vacant? 
a. If Vacant, System adds row into Position data with updates. Proceed to END. 
b. If Filled, proceed to step 17. 

17. System Routes to ePAF HR Approver. 
18. System adds row into Position data AND Job data for incumbents. 
19. END. 

 
End of Training Guide. 
Return to top. 
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