
PA02.01 - How to determine which Employee Data Change PA Code Personnel Action (PA) Code Decision Flow
to use in PPDB (used for changes within agency) – V2.0 
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Is appointment 
type changing? 

Use PA Code 239 
Correction/change to 
Salary Eligibility Date 

Is the REPR code 
for the employee 

changing? 

Use PA Code 460 
FLSA or Overtime Code 

Change

Use PA Code 238
PERS: Wage/Job Class 

Code Change

Performance 
Appraisal 

Score
or Date?

Name/Address 
or Other 
Personal 

Information? 

Did you receive 
instructions from DAS 

Centralized PERS 
team to change 
Wage/Job Class 

Code? 

All other data 
changes

Is employee 
a temporary employee, 

Perm/Seas/LD employee 
or a temp service 
Worker (XTSW  

REPR)?

Is Change 
Performance 

Appraisal 
Related? 

Is data change 
due to Other Data 

Change? 

Use PA Code 450 
Position Number 

Change 

Use PA Code 237
Comp Related Data 

Change
** 

Did you receive
instructions from DAS 

centralized PERS team to 
change Wage/Job class 

code?

Is the FLSA 
and/or Overtime 

Code 
changing?

Is 
employee moving

to new position only –
no change in dates, no 
change in RACF, no 

jobno change? 

Use PA Code 230 
Name/Address Change

Start 

Is data change 
regarding the 
employees 
personal 

information?

Use PA Code 241
Other Data Change

*

See PA Code 234 
Performance Appraisal 

Score Change 

Use PA Code 232 
Service Related Data 

Change
*

Use PA Code 410 
Employee Repr Code 

Change

See PA Code 299
Data Change for 

XTSW Rep Only (Used 
by DAS only)

See PA Code 235 
Performance Appraisal 

Date Change

Use PA Code 231 
Personal Data Change

See PA Code 267
‘X’ Repr Data Change

Use PA Code 420 
Appointment Type 

Change

Is salary eligibility 
date changing? 

See PA Code 268 
PERS: Wage/Job Class 
Code change excluding 

‘X’ Repr employees

Personnel Action 
Request approved 

and signed by 
Appointing Authority

Employee may request a change to their 
name and/or address via email or in person. 
Appointing authority signature not required 

for these 

Is data
change due to 
compensation 

changes?

Score

** Includes:
RDC,  Service Type, Pay Option, Range Option, Pay (not base), Off-step, Representation 

Reason, Holiday, Freeze Code, Transit, Full/Part Time Code, Timesheet, Full/Part %, 
Benefit Code, Payroll Distribution, Payroll Agency, Fixed Differential Formula, Fixed 
Differential Amount, Labor Cost and Percent, County/City Code

* Includes:
Work Phone #, Directory Print, 
Agency Use Code, Agency 
Use/Disposition, Payroll 
Distribution, Work Phone Ext., 
Location

* Includes:
Status, Trial Service End Date, 
Work Phone, Extension, 
Directory Print, Agency Use 
Code, Recognized Service 
Date, Agency Service Date, 
Representation Service Date, 
Location, XA/LD Reason, 
Service Score, Layoff Service 
Date, Prior Service Source-
Months-Sep Date, Agency 
Use, Leave Accrual Code and 
Payroll Distribution Number  

If Service Type is also 
changing, will need to add 
a  PA Code 237 also
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