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TO: ALL STATE DEPARTMENT AND AGENCY HEADS

FROM: Robert L. King

SUBJECT: Required Information for NYSTEP Title and Position Management
Transactions and for PaySR Payroll Processing

Required Data for New York State Title and Position (NYSTEP) System
Processing

On July 6, 1998, the Department of Civil Service (DCS) will initiate NYSTEP operations. 
This new system will require electronic submission by State agencies to the Division of
Classification and Compensation (C&C) of DCS for proposed “short form” changes to
title and position structures.  While State agencies will continue to make requests to
C&C for the various “long form” Title and Position Management (TPM) transactions on
paper, C&C will use NYSTEP to forward all recommended title and position changes -
those initiated via both media -  to the Division of the Budget for review and approval.

The various NYSTEP panels (screens) developed for DOB’s review of proposed TPM
transactions provide areas for the display of funding information, similar to the
information currently provided on paper classification and compensation forms.  In
addition, the new NYSTEP panels allow for the display of new funding information
related to the new PaySR payroll system of the Office of the State Comptroller (OSC), 
including “Position Number” and, in some cases, the “Position Pool I.D.”

However, due to differences in the schedules for implementing NYSTEP and PaySR, the
NYSTEP panels will not be able to automatically display information on the source of
funding for positions affected by proposed TPM actions until the PaySR system is fully
operational.  State agencies are required, therefore, to make special provisions to
provide information on the fund/account/program(s) affected by proposed TPM
transactions until such time as that information is made available electronically to
NYSTEP by PaySR.  Electronic transfer of funding information is expected to be
available in January 1999.  In the interim, funding information must be provided as
follows:
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For short form TPM transactions, such as a “1A New Position” (formerly a CC-1A) or a
“2A Reclass 71" (formerly a CC-2A), at a minimum, State agencies should indicate the
fund/account/program(s) of each item impacted by a proposed TPM transaction on the
“Comments” tab of the appropriate NYSTEP panel.  Additional information on the
position pool to which an item is assigned, and the corresponding position number of an
item, may be included but is not required.

For long form TPM transactions, such as a “MS_4R_TRAN_1" (formerly a CC-4R) or a
“MS_4N_TRAN_11" (formerly a CC-4N), at a minimum, State agencies should provide
information on the fund/account/program(s) of each item(s) impacted by a proposed
TPM transaction on the appropriate long form request submitted to C&C.  Additional
information on the position pool to which an item is assigned and the item’s
corresponding position number may also be provided on the agency’s long form
submission.  When C&C determines that it will approve an agency’s long form TPM
request, the funding information provided by the State agency will be entered by C&C on
the “Comments” tab of the appropriate NYSTEP panel for DOB’s review and analysis.

Budget Division staff will use the funding information described above to gauge the
impact that proposed changes in an agency’s title and position structure will have upon
available resources, including both appropriations and an agency’s cash disbursement
ceiling.  In the absence of that information there will be no mechanism available
to determine quickly how the agency intends to pay for the costs associated
with the requested transaction. Therefore, failure by the agency to include
information on the fund/account/program(s) used to support the costs
associated with the item(s) impacted by a requested TPM transaction will cause
DOB staff to either disapprove or withdraw the TPM transaction in question.

Required Data for Payroll (PaySR) Processing 

OSC’s new payroll processing system will also become operational in July 1998.  Unlike
NYSTEP, PaySR relies primarily upon position number, rather than item number, for the
processing of payroll transactions. In order to facilitate the transfer of payroll data from
PaySR to DOB, and the abiltiy of DOB staff to match TPM transactions to payroll
activities, State agencies are hereby required to provide item number information
whenever the PaySR screens or panels make provision for capturing that information. 
Personal Service (PS) Schedules prepared by agencies and approved by DOB will
continue to be organized by sequential item numbers within cost centers (under PaySR,
renamed as “position pools”). 

The provisions of this Bulletin are effective immediately.

Questions regarding this Bulletin should be directed to your budget examiner.


