
I. POSITION DATA SETUP CHANGE (Required) 

Starting on 12/19/2015, you MUST indicate ‘PHS’ as the Reg Region for all PHS positions that are 
created on or after this date.   CG-631 will programmatically update the Reg Region for all existing 
positions that were created in DA before 12/19/2015.  If a member is assigned to a position that has a 
Reg Region = MIX for a new job data row, this will delete their existing service dates.   

INDICATING ‘PHS’ REG REGION FOR NEW POSITIONS 

When creating a new position, follow the steps as you normally would.  But, you will now indicate ‘PHS’ 
as the reg region (instead of ‘MIX’): 

 

 



UPDATING ‘PHS’ REG REGION FOR EXISTING POSITIONS (if necessary) 

If you need to update an existing position with the ‘PHS’ Reg Region, click the ‘+’ icon on the Description 
page to insert a new row: 

 

In the new row, enter an effective date (i.e. current date).  Indicate ‘UPD’ as the Reason.  Then, update 
the Reg Region in the new row and save: 

 



 

You will receive a few warning messages.  These are just warning messages and can be ignored by 
clicking OK in each of the messages. 

  



II. JOB CODE (TEMP GRADE) SETUP CHANGE (Optional but 
recommended) 

Starting on as soon as possible, ‘S’ (Semi-Monthly) should be indicated as the as the Comp Frequency 
for new job codes.   When a job code is linked to a position and then the position is linked to an officer, 
the comp frequency from the job code will default as the pay frequency on the officer’s job data.  If the 
correct comp frequency for the job code is not indicated, the user will have to manually indicate the 
correct frequency on job data during the hire/rehire process. 

INDICATING ‘S’ COMP FREQUENCY FOR NEW JOB CODES 

When creating a new job code, follow the steps as you normally would.  But, you will now indicate ‘S’ as 
the Comp Frequency (instead of ‘M’): 

 



UPDATING ‘S’ COMP FREQUENCY FOR EXISTING JOB CODES 

Since existing job codes will not be programmatically updated with the correct frequency, this will have 
to be manually done, if PHS chooses.  It is wise to do so.  Only temp grade job codes need to be updated 
since they are the only ones that should be linked to an officer on job data.  

To update an existing job code with the Semi Monthly comp frequency, click the ‘+’ icon on the Job Code 
Profile page to insert a new row: 

 

In the new row, enter an Effective Date (i.e. current date).  Then, update the comp frequency in the new 
row and Save: 

 



You will receive a message indicating that a profile was created for the message.  Ignore this message by 
clicking Ok in the message. 

 

 


