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Department
Of 

Administrative
Services

(DAS)

For salary 
adjustments 

(COLA’s) and/or 
selectives 
agencies 

notified via 
email 

Agency HR

Supervisor,
Manager

or 
Appointing 
Authority

Inputs
Collective Bargaining Agreements
DAS Statewide Policies
Agency Policy
Personnel Action Request Form

Outputs
Personnel Action
PPDB Update

Systems/Interfaces
Position Personnel Data Base (PPDB)
Oregon State Payroll System (OSPS)
Public Employees Benefit Board (PEBB)
Public Employees Retirement System (PERS)

Start 
(non-merit 
increase)

Determine if an 
employee change 

required
Complete 

required PA 
request form, 

submit for 
Appointing 
Authority 
signature

Is
change being done 

through an 
automated process 

by DAS?

HRSD01.05-A
Mass Changes

Action processed 
via an automated 

process

Yes

No

Does agency 
do input into 

PPDB?

Process action into 
PPDB

Send signed 
paperwork to DAS 

HRSD for input

Process 
authorized action 

in PPDB. File 
document in 
employee file

End

EndStart 

Create monthly 
merit increase 

report, including  
employees that 

have WOC 
differentials. 

Distribute report to 
agencies

Review/approve or 
disapprove 

employee’s merit 
increase

Is merit 
increase being 

denied?

Process a  freeze 
code on employee’s 

PPDB record

Does 
WOC differential 

amount need to be 
adjusted due to the 

merit increase?

Customers
Employee
Manager, Supervisor, Appointing Authority
Agency HR
DAS
OSPS 

Yes

No

Process 
differential amount 

change on 
employee’s PPDB 

record., 

PA05.01
Differentials

Verify 
certifications, PCA 

codes.

Appointing 
Authority review. 
Signs PA request

Does a
differential need  to 

be added to 
employee record?

Yes

Yes

PA08.01
Pay Changes

Is 
employee’s base 

rate being 
decreased due to 

a disciplinary 
action?

No

Yes

PA02.01
Employee Data 

Changes

No

No

Distribute monthly 
merit increase 

report to 
managers.

Appointing 
authority 

review. Signs 
PA request if 

approved

For salary 
adjustments 
(COLA’s) or 

selectives, review 
implementation 

process outlined in 
email to determine 
whether action is 

needed

No

Complete PA 
request, submit for 

appointing 
authority signature

Yes

Yes

HR5.10E-A
Performance 
Evaluations

HR5.50E-A
Disciplinary Action 

Tracking

Is a 
special increase 
being authorized 

due to 
performance?

End

No
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