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Central Texas College and its Operating Units, Divisions, and Sponsored Activities prohibit discrimination in employment 
practices because of race, color, religion, gender, national origin, age, disability, or veterans’  status.�
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The Family Educational Rights and Privacy Act of 1974 grants to students certain rights, privileges, and protections relative to 
individually identifiable student educational records which are maintained by the College.  Central Texas College’s institutional policy 

is consistent with the intent, guarantees, and safeguards embodied in the legislation. 
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Process 1: Change or Correct a Primary Position Data 
 
Step 1 Initial Entry 
 

A. Verify existing position data from the POSS mnemonic in the HR 
Application.  (See the steps in the Adding Additional Salary Learning 
Guide). 

 
B. In the HR module, enter CPPI  in the Quick Access (Mnemonic) box (see 

Figure 1), and click on Go.  
 

 
Figure 1 
 

C. Enter Person’s name, ID Number, or SSN in the HR Person Lookup 
prompt (see Figure 2), and click on OK.  

 

 
Figure 2 
 
 

Enter SSN, Last Name, 
First Name, or ID# here. 
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D. Enter the new position code in the New Personnel Position Lookup 
prompt, and click on OK. 

 
The current status and primary position will appear in the ‘grayed out’  rows 
at the top. 

 

 
Figure 3 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter new position here. 
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Step 2 Data Entry 
 
Use this process only for a change in the primary position. 
 

A. Enter the new status and date of the existing position.  In this example, the 
position changes from Full-time to Part-time.  To enter grade or step 
changes, enter the new effective date here (see Figure 4). 

 

 
Figure 4 
 

 
B. Verify that position information to include dates, salary information, Pay 

Class, and EEO codes are correct. 
 

C. Verify all new information, and click on Save All. 
 

D. Verify that new information and dates have changes by checking the POSS 
screen. 

 

CAUTION:  A new position cannot start on the same date the old position ends.  Colleague 
automatically ends the old position the day before the new position starts.  Thus, the new position 
must be a minimum of 2 days after the end of the old position. 
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Process 2: Change or End Additional Position Information 
 
Step 1 Initial Entry 
 

A. In the HR module, enter SPAP in the Quick Access (Mnemonic) box (see 
Figure 5), and click on Go. 

 

 
Figure 5 
 

B. Enter Employee’s name, ID Number, or SSN in the Person Lookup prompt 
(see Figure 6), and click on OK. 

 

 
Figure 6 
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C. Enter the current position code in the Person Position LookUp prompt (see 

Figure 7), and click on OK. 
 

 
Figure 7 
 
 
Step 2 Data Entry 
 
Use this process for ending an additional position.  Use ADAP to start a new 
additional position. 
 

A. On the SPAP screen, enter the following information (see Figure 8): 
 

�  Position End Date:  Enter the end date. 
 

�  End Reason:  Make a selection from the drop arrow menu. 
 

B. Verify all new information, and click on Save All. 
 

C. Verify that the new information and dates have changes by checking the 
POSS screen. 
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Figure 8 

 
 

Make your date changes 
here. 

CAUTION:  The system will automatically bring up the Last Pay Date.  If the Position 
End Date is BEFORE the Last Pay Date, an error message will appear.  If data is being 
entered to correct the record, click OK.  If not, check with the payroll department before 
entering the date. 
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Process 3: Change Anniversary (Hire) Date 
 
Step 1 Initial Entry 
 

A. In the HR module, enter DATE in the Quick Access (Mnemonic) box (see 
Figure 9), and click on Go. 

 

 
Figure 9 
 

B. Enter Employee’s name, ID Number, or SSN in the HR Person Lookup 
prompt (see Figure 10), and click on OK. 

 

 
Figure 10 
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Step 2 Data Entry 
 
The DATE screen is used to change the effective date of employment and/or the 
Employment Anniversary Date (original hire date).  The effective date of 
employment may be different if the employee has had a break in service. 
 

A. On the DATE screen, enter the following information (see Figure 11): 
 

�  Effective Date of Employment: Change the effective date of 
employment. 

 
�  Employment Anniversary Date:  Change the anniversary date. 

 

 
Figure 11 
 

B. Verify all new information, and click on Save All. 
 

Make your date changes 
here. 
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Process 4: Change Status Information - Person 
 
Step 1 Initial Entry 
 

A. In the HR module, enter CSTI  in the Quick Access (Mnemonic) box (see 
Figure 12), and click on Go. 

 

 
Figure 12 
 

B. Enter Employee’s name, ID Number, or SSN in the HR Person Lookup 
prompt (see Figure 13), and click on OK. 

 

 
Figure 13 
 
 
 
 



CHANGING POSITIONS AND ENTERING TERMINATIONS 
Central Texas College 

Employment Services 13 of 33 Issued 8/15/05 
Changing Positions and Entering Terminations  Revised 8/15/05 

Step 2 Data Entry 
 
Purpose:  Use the CSTI  screen to change an employee’s status (i.e. Full-time to 
Part-Time), to correct the record. 
 

A. On the CSTI  screen, enter the following information (see Figure 14 and 15): 
 

�  End Reason:  Enter the end reason from the drop arrow menu. 
 

  
Figure 14 
 

 
 
 
 
 
 
 
 
 

Choose the reason for 
the change here. 

CAUTION:  The CSTI  screen ‘End Reason’  drop arrow menu is also used in the 
TERM screen.  Use this screen only for status changes and not for termination 
reasons. 
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�  Comments:  The comment field is optional but adds clarity and 

background to the reason for the change. 
 

 
Figure 15 
 

 
 

B. Verify all new information, and click on Save All. 
 

C. Check the changes on the POSS screen.

Enter comments here 
(adds clarity). 

Required fields are 
highlighted and cannot 
be skipped. 

NOTE:  Date changes that are corrections to the record are best accomplished on 
the CPOD screen. 
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Process 5: Correct Status Dates 
 
Step 1 Initial Entry 
 

A. In the HR module, enter CSTD in the Quick Access (Mnemonic) box (see 
Figure 16), and click on Go. 

 

 
Figure 16 
 

B. Enter Employee’s name, ID Number, or SSN in the Person Lookup prompt 
(see Figure 17), and click on OK. 

 

 
Figure 17 
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Step 2 Data Entry 
 
Use this screen to enter corrected status dates at the person level. 
 

A. On the CSTD screen, enter the following information (see Figure 18): 
 

�  Star t Date:  Enter the correct status start date. 
 

  
Figure 18 
 

B. Verify all new information, and click on Save All. 

Enter corrected status dates here. 
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Process 6: Change Employee Status 
 
Step 1 Initial Entry 
 

A. In the HR module, enter STAS in the Quick Access (Mnemonic) box (see 
Figure 19), and click on Go. 

 

 
Figure 19 
 

B. Enter Employee’s name, ID Number, or SSN in the HR Person Lookup 
prompt (see Figure 20), and click on OK. 

 

 
Figure 20 
 

C. Click on the detail button in the field of the status to be viewed or changed 
(see Figure 21). 
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Figure 21 
 
Step 2 Data Entry 
 
Use this screen to change a variety of person related information.  The screen 
below displays the fields open for change. 
 

A. In the End Reason field, select the reason for the status change from the 
drop arrow menu (see Figure 22).  This will end the status.  Use the CSTI  
screen to end an old status and begin a new status. 

 

  
Figure 22 

Drill down here. 

Choose from this list as 
reason to end a person’s 
status. 
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B. Enter comments in the Comments field (see Figure 23) when appropriate.  

Comments document the background of the change and can be important 
information for future use.  

 

  
Figure 23 
 

C. A variety of other person related information may be changed on this screen.  
Make the appropriate changes as necessary. 

 
D. Verify all new information, and click on Save All. 

Enter comments here 
for clarification. 
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Process 7: Correct Person’s Position Dates 
 
Step 1 Initial Entry 
 

A. In the HR module, enter CPOD in the Quick Access (Mnemonic) box (see 
Figure 24), and click on Go. 

 

 
Figure 24 
 

B. Enter Employee’s name, ID Number, or SSN in the Person Lookup prompt 
(see Figure 25), and click on OK. 

 

 
Figure 25 
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Step 2 Data Entry 
 
Use this screen to correct an ending date. 
 
Caution:  The end date should reflect the institution©s official ending date for the 
contract.  This may or may not be the last pay day or the last working day for the 
employee.  The date may not be later than the ending date of the employee©s latest 
status record.  Also, it may not be later than the last pay date entered on the Status 
Record List screen 
 

A. On the CPOD screen, enter the end date in the End Date field (see Figure 
26). 

 

 
Figure 26 
 

B. Verify all new information, and click on Save All. 
 

Enter corrected position 
dates here. 
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Process 8: Terminate an Employee 
 
Step 1 Initial Entry 
 

A. In the HR module, enter TERM in the Quick Access (Mnemonic) box (see 
Figure 27), and click on Go. 

 

 
Figure 27 
 

B. Enter Employee’s name, ID Number, or SSN in the Person Lookup prompt 
(see Figure 28), and click on OK. 

 

 
Figure 28 
 

C. Enter the termination date in the Enter  the date the person’s employment 
will be terminated prompt (see Figure 29), and click on OK. 
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Figure 29 
 
Step 2 Data Entry 
 

A. On the TERM screen, enter the following required information (see Figure 
30 and Figure 31): 

 
�  Is the employee retir ing?:  Enter yes or no. 

 

 
Figure 30 

This yes/no field is required. 
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�  Ending Reason:  Make a selection from the drop arrow menu. 

 

 
Figure 31 
 

�  Rehire Eligibility:  Make a selection from the drop arrow menu. 
 

B. Verify all new information, and click on Save All. 
 
 
 

Select the reason for termination 
and the rehire eligibility. 

The fields for ROE do not 
pertain to CTC. 
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Process 9: Correct Termination Date 
 
Step 1 Initial Entry 
 

A. In the HR module, enter CTED in the Quick Access (Mnemonic) box (see 
Figure 32), and click on Go. 

 

 
Figure 32 
 

B. Enter Employee’s name, ID Number, or SSN in the HR Person Lookup 
prompt (see Figure 33), and click on OK. 

 

 
Figure 33 
 
 
Step 2 Data Entry 
 

A. On the CTED screen, enter the following information (see Figure 34): 
 

�  New Termination Date:  Enter the corrected termination date. 
 

�  New Last Pay Date: Enter the corrected last pay date. 
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Figure 34 
 

B. Verify all new information, and click on Save All. 
 

Enter corrected 
information. 
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Process 10: Change Position and Person Pay Information (Including 
GL Numbers) 
 
Step 1 End the incorrect GL on the POSD screen 
 

A. In the HR module, enter POSD in the Quick Access (Mnemonic) box (see 
Figure 35), and click on Go. 

 

 
Figure 35 
 

B. Enter the position ID in the Position LookUp prompt (see Figure 36), and 
click on OK. 

 

 
Figure 36 
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C. Click on the detail button in the Position Pay Info field. 
 

  
Figure 37 
 

D. Enter the end date of the incorrect GL number, and click on the detail button 
in the Add Position Pay field. 

 

 
Figure 38 
 
 

Click on the detail button in 
the Position Pay Info field. 

Enter the end date of the incorrect or old GL 
number first.  Remember this will affect all 
employees in that position. 

Click on the detail button in the 
Add Position Pay field to add 
the new pay information. 
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E. On the PPRI  screen, enter the following information (see Figure 39): 

 
�  Star t Date/End Date:  Enter the start date and end date. 

 
�  Pay Class:  Enter the pay class. 

 
�  Earnings Type:  Enter the earnings type. 

 
�  Funding Source Information:  Click on the detail button to change 

or add a GL number. 
 

 
Figure 39 
 

F. On the PPFI screen, enter the following information (see Figure 40): 
 

�  Standard Source:  Enter the funding source. 
 

�  Funding Sources General Ledger Number:  Enter the GL number. 
 

Click on the detail button to 
change or add a GL number. 

Remember fields highlighted in 
red are required.  Check the work 
before updating. 
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Figure 40 
 

G. Click on Save All. 
 
Step 2  
 
If an incorrect GL number has been changed, the correct GL must now be attached 
to every employee with the incorrect GL. 
 

A. In the HR module, enter POSS in the Quick Access (Mnemonic) box (see 
Figure 41), and click on Go. 

 

 
Figure 41 
 

B. Enter Employee’s name, ID Number, or SSN in the HR Person Lookup 
prompt (see Figure 42), and click on OK. 

 

Enter funding source and GL 
information in these blocks. 
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Figure 42 
 

C. Click on the detail button in the Star t Date field (see Figure 43). 
 

 
Figure 43 
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D. In the Menu prompt, select WAGS (see Figure 44), and click on OK. 
 

 
Figure 44 
 

E. On the WAGS screen, click on the detail button in the Add Wage/Salary 
field (see Figure 45). 

 

 
Figure 45 
 

F. On the PWAG screen (see Figure 46), enter the information copied from the 
PPRI screen in Figures 39 and 40.  Remember that the start date must be at 
least one day after  the ending of the incorrect GL.  Do not use the 
Author ized Date field. 

 

Click here. 
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Figure 46 
 

G. Click on Save All. 


