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Objective 

 
Develop an understanding of how to request a new occupation or a modification of an existing 
occupation. 
 

Outcome 
 
Occupations are created and maintained. 
 

Overview  
 
When an agency wishes to request a new occupation or make modifications to an existing one, 
the proposal function of the Occupation process is utilized.  This is a two-step function.  In the 
first step the agency makes the request either by copying a current occupation and making only 
necessary changes, or by beginning with a blank screen and entering all data.  
 
The second step is the review process undertaken by the Mississippi State Personnel Board 
(SPB). Both steps involve many actions.  These actions are detailed below. 
 

Propose a New Occupation 
 
The Propose a New Occupation screen is a menu screen which provides three options for the 
user.  The options allow the user to enter basic occupation data, class specific data, or submit 
the requested occupation data to the SPB.  Each option takes the user to the appropriate screen 
for data entry. 
 

Your Action ... System Response ... 

1. Choose OC (Occupation) from the Main Menu 
and press ENTER. 

The Occupation Menu will appear. 
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Your Action ... System Response ... 

2. Choose OP (Occupation Proposal Menu) 
from the Occupation Menu and press ENTER 

The Occupation Proposal Menu will 
appear. 

 

 
 

Your Action ... System Response ... 

3. Choose NO (Propose a New Occupation) 
from the Occupation Proposal Menu and 
press ENTER. 

The Propose a New Occupation Menu 
screen will appear. 
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Your Action ... System Response ... 

4. Choose 1 (Enter Basic Occupation 
Information) from the Propose a New 
Occupation and press ENTER. 

A message window will appear.   

 

 
 

Your Action ... System Response ... 

5. Enter the Occupation Code or Occupation 
Title to copy a current occupation to the 
screen and press ENTER. 
 
To obtain a blank screen press ENTER. 

The current occupation is displayed. 
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Your Action ... System Response ... 

6. Enter the following fields: 
 

*ACTION:  Enter an A to add the proposal. 
*Code:  The system will generate the 

occupational code. 

Title: Enter a new Occupational Title. 
Status (A/I): Indicates whether the record is 

active or inactive.  This is system 
generated. 

Proposed Activation Date:  MM DD YYYY. 
Change Reason:  The system will assign the 

Code as 33 – New. 

*Type:  Code for type of statute salary 
established. 

*Origin: Code for origination of the 
occupation (i.e., House bill, Senate bill, 
etc.) - optional. 

Bill Statute #: Number of bill establishing 
salary - optional. 

Bill Year: - Optional. 

*Start Salary:  Enter the proposed Start 
Salary. When copying an Occupation, the 
start salary of the current occupation will 
be displayed. 

*End Salary:  Enter the proposed end 
salary. When copying an Occupation, the 
end salary of the current occupation will be 
displayed. 

*Additional Compensation:  Earning codes to 
be associated with the proposed 
occupation - optional. 

 

7. Press F11. The second panel will appear. 
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Your Action ... System Response ... 

8. Enter the following fields: 
 

*Job EEO Category: Code indicating the EEO 
category for this position. 

Agency/Mission Crit: Enter Yes or No. 
*Register Code: The register selection code 

(i.e., agency-only, open, competitive, etc.). 
*Job Class Series: Indicates job class of 

position. 

Recruit Difficult:  Enter “Y” to indicate that it is 
difficult to recruit for this occupation. 

*Job Class Series:  Indicates job class of 
position. 

Military Occupation: Enter “Y” to indicate that 
this occupation is for military purpose only. 

*Test Code: No longer used. 
*Threshold: No longer used. 

*Test Status: Enter D for Education and 
experience evaluation.*DOTC (Dictionary of 
Occupational Titles Code): Indicates the 
code associated with the appropriate 
occupational title. 

PAR Status: Enter “Y” to indicate that all 
PINs under this occupation will undergo 
performance evaluation. 

On Recruitment:  No longer used. 
*Agency Master:  Enter the master agency 

number (9xxxx) for agency specific 
Occupations. 

The system will display the Title.   
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Your Action ... System Response ... 

Continue entering the following information: 
 
Benchmark - *Occu: Enter the occupation 

code of the occupation to which this 
proposal is benchmarked for realignment 
and salary survey. 

 

9. Press ENTER. A Notes and Comments screen will 
appear. 

10. Enter a Subject for the note and a Note 
Description providing justification for the 
proposal request. 

If the Note Type field is accidentally 
changed, the system will reset it to the 
default when ENTER is pressed. 

11. Press ENTER. The Propose a New Occupation screen 
will be displayed with the following 
message: 
 
Proposed Occupation #### added 
successfully. 
 
The system will have assigned the next 
sequential number as the occupation 
code.   
 

NOTE: Write down the code for ease in 

performing further functions. 

12. Press F3. The Propose a New Occupation Menu 
screen will appear.   

13. Choose 2 (Enter Class Specific Information) 
in the Code field and the system assigned 
occupation code in the *Prop Occu Code field 
and press ENTER. 

The Modify Propose Occupation screen 
will appear.   
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Your Action ... System Response ... 

14. Enter the Characteristics of Work for the 
proposed Occupation.  If copying a current 
occupation, make changes to the displayed 
information. 

 

15. Press F11. The second panel - Examples of Work 
screen will appear. 

 

 
 

Your Action ... System Response ... 

16. Enter Examples of Work for the proposed 
occupation.  If copying a current occupation, 
make changes to the displayed information. 

 

17. Press F11. The third panel - Essential Functions 
screen will appear. 
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Your Action ... System Response ... 

18. Enter the Essential Functions for the 
proposed occupation.  If copying a current 
occupation, make changes to the displayed 
information. 

 

19. Press F11. The fourth panel - Minimum Qualifications 
screen will appear.   
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Your Action.... System Response ... 

20. Enter the Minimum Qualifications for the 
proposed occupation.  If copying a current 
occupation, make changes to the displayed 
information. 

 

21. Press ENTER. The Class Specific Information for the 
proposed Occupation has been added.  
The system will display the following 
message: 
 
PROP-OCCU-MIN-QUA #### modified 
successfully. 

22. Press F3. The Propose a New Occupation screen 
will appear. 

23. Choose 3 (Submit Proposal to SPB) in the 
Code field, enter the system assigned 
Occupation Code in the *Prop Occu Code 
field and press ENTER. 

 

The Submit Proposal to SPB screen will 
be displayed.  The Code, Title, Change 
Reason Code, Description, and Proposed 
Activation Date will be displayed 
 
If the proposal is missing any required 
information, the screen will indicate the 
items which are missing. 
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Your Action ... System Response ... 

24. If the proposal is missing information, exit the 
Submit Proposal to SPB screen and choose 

PB - Browse Pending Occupations from the 
Occupation Menu.  Select the proposed 

occupation with a Modify action. 
 

If the proposal is not missing any 
information, change the Submit Proposal to 

SPB (Y/N) field from No to Yes. 

 

25. Press ENTER. The proposal will have been submitted to 
SPB and the system will display the 
following message: 
 
Proposal Submitted to SPB Successfully. 

 

Propose a Change to an Occupation 
 
The Propose a Change to an Occupation screen is used to enter occupation change information 
and submit changes to SPB for approval. 
 

Your Action ... System Response ... 

1. Choose OC (Occupation) from the Main Menu 
and press ENTER. 

The Occupation Menu will appear. 

2. Choose OP (Occupation Proposal Menu) 
from the Occupation Menu and press 
ENTER. 

The Occupation Proposal Menu will 
appear. 

3. Choose CO (Propose a Change to an 
Occupation) from the Occupation Proposal 
Menu and press ENTER. 

The Propose a Change to an Occupation 
Menu screen will appear. 
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Your Action ... System Response ... 

4. Choose 1 (Enter Occupation Information) 
from the Propose a Change to an Occupation 
screen and press ENTER. 

A message window will appear. 

 

 
 

Your Action ... System Response ... 

5. Enter the occupation code to be changed and 
press ENTER. 

The Propose a Change to an Occupation 
screen will appear.   
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Your Action ... System Response ... 

6. Enter all information to be changed on the 
screen. 

 

7. Press F11. If the Change Reason Code field was not 
changed, a message window will appear 
with the following message: 
 

Is the Change Reason Code Correct? 

(Y/N).  Enter the correct response and/or 
code and press F11. 
 
The second screen panel will appear. 

 

 
 

Your Action ... System Response ... 

8. Enter all information to be changed on the 
screen. 

 

9. Press F11. The third panel will appear. 
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Your Action ... System Response ... 

10. Enter all information to be changed on the 
screen. 

 

11. Press F11. The fourth panel will appear. 

 

 
 

Your Action ... System Response ... 

12. Enter all information to be changed on the 
screen.  

 

13. Press F11. The fifth panel will appear. 
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Your Action ... System Response ... 

14. Enter all information to be changed on the 
screen. 

 

15. Press F11. The sixth panel will appear. 

 

 
 

Your Action ... System Response ... 

16. Press ENTER. A Notes and Comments screen will 
appear. 

17. Enter a Subject for the note and a Note 
Description providing justification for the 
proposal request. 
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Your Action ... System Response ... 

18. Press ENTER. The Propose a change to an Occupation 
screen will be displayed with the following 
message: 
 
PROP OCCUPATION added 
successfully. 

19. Press F3. The Propose a Change to an Occupation 
screen will appear. 

20. Choose 2 (Submit Proposal to SPB) from the 
Propose a Change to an Occupation Menu 
screen, enter the Occupation Code in the 
*Occu Code field and press ENTER. 

The Submit Proposal to SPB screen will 
be displayed.  The Code, Title, Change 
Reason Code, Description, and Proposed 
Activation Date will be displayed.   
 
If the proposal is missing any required 
information, the screen will indicate the 
items which are missing. 

 

 
 

Your Action ... System Response ... 

21. If the proposal is missing information, exit the  
Submit Proposal to SPB screen and choose 

PB - Browse Pending Occupations from the 
Occupation Menu.  Select the proposed 

occupation with a Modify action. 
 

If the proposal is not missing any information, 
change the Submit Proposal to SPB (Y/N) 

field from No to Yes. 
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Your Action ... System Response ... 

22. Press ENTER. The proposal will have been submitted to 
SPB and the system will display the 
following message: 
 
Proposal Submitted to SPB Successfully. 

 

Complete a Proposal (SPB USE ONLY) 
 

 

 
 

 

Your Action ... System Response ... 

1. Choose OC (Occupation) from the Main Menu 
and press ENTER. 

The Occupation Menu will appear. 

2. Choose OP (Occupation Proposal Menu) 
from the Occupation Menu and press 
ENTER. 

The Occupation Proposal Menu will 
appear. 

3. Choose CP (Complete a Proposal) from the 
Occupation Proposal Menu and press 
ENTER. 

A message window will appear 
requesting the proposed occupation 
code.  

Your Action ... System Response ... 

4. Enter the occupation code and press ENTER. The Modify/Complete Propose 
Occupation screen will appear.  
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Your Action ... System Response ... 

5. Review each screen by pressing F11 and 
enter any omitted data or change data as 
needed. 

 
Required fields on second panel which may 
not have been entered by the agency include: 

 

*Job EEO Category: Enter the code 
representing the EEO Category for this 
occupation. 

*Register Code: Enter the code representing 
the register selection code. 

*Test Status:   Enter D for Education and 
experience evaluation. 

 

6. Press F4 twice to submit. The Select Approvers window will appear 
when the SPB Analyst is also an 
approver on the proposal. 



 
6232 Occupation Proposal Function  V6 08/12/2016 

_________________________________________________________________________________________________________ 
Page 20 of 36 

 
 

Your Action ... System Response ... 

7. Enter an S (select) next to the name of the 
person or persons to approve the proposed 
occupation or change.  If the Analyst wishes 
to have sequential approvers and not 
simultaneous approvers, each approver will 
have to be selected separately after the 
previous approver has reviewed the proposal. 

 

8. Press ENTER.   
 

The system will display the following 
message: 
 
Total number of Approvers Selected: # 

9. Press F3. The system will display a screen with all 
selected approvers listed. 

10. Press F3.  The proposal has been completed 
successfully and the following message 
will be displayed: 
 
Proposal completed Successfully. 

 

Select Approvers (SPB USE ONLY) 
 

Your Action ... System Response ... 

1. Choose OC (Occupation) from the Main Menu 
and press ENTER. 

The Occupation Menu will appear. 

2. Choose OP (Occupation Proposal Menu) 
from the Occupation Menu and press 
ENTER. 

The Occupation Proposal Menu will 
appear. 

3. Choose SA (Select Approvers) from the 
Occupation Proposal Menu and press 
ENTER. 

A message window will appear 
requesting the proposed occupation 
code.  
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Your Action ... System Response ... 

4. Enter the occupation code and press ENTER. The Select Approvers screen will appear. 

 

 
 

Your Action ... System Response ... 

5. Enter an S (select) next to the name of the 
person or persons to approve the proposed 
occupation or change.  If the Analyst wishes 
to have sequential approvers and not 
simultaneous approvers, each approver will 
have to be selected separately after the 
previous approver has reviewed the proposal. 
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Your Action ... System Response ... 

6. Press ENTER.   
 

The system will display the following 
message: 

 

Total number of Approvers Selected: # 

7. Press F3. The system will display a screen with all 
selected approvers listed. 

 

 
 

Your Action ... System Response ... 

8. Press ENTER. The system will display the following 
message: 
 
Assigned Analyst Updated To XXXXXXX. 

 

Review a Proposal for Approval (SPB USE ONLY) 
 

Your Action ... System Response ... 

1. Choose OC (Occupation) from the Main Menu 
and press ENTER. 

The Occupation Menu will appear. 

2. Choose OP (Occupation Proposal Menu) 
from the Occupation Menu and press 
ENTER. 

The Occupation Proposal Menu will 
appear. 

3. Choose RP (Review a Proposal for Approval) 
from the Occupation Proposal Menu and 
press ENTER. 

A message window will appear requesting 
the proposed occupation code.  
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Your Action ... System Response ... 

4. Enter the occupation code and press ENTER. The Review a Proposal for Approval 
screen will appear.   
 

 

 
 

Your Action ... System Response ... 

5. Review each screen by pressing F11.  

6. Press F4, twice. The system will display an 
Approve/Disapprove a Proposal window. 
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Your Action ... System Response ... 

7. Select one of the following actions: 
 

1.  Approve this proposal 
2.  Disapprove this proposal 
3.  Proposal should be modified for further 

review 

 

8. Press ENTER. A Notes and Comments screen will 
appear. 

9. Enter a Subject for the note and a Note 
Description providing justification for the 
action taken.  

 

10. Press ENTER. The Review a Proposal for Approval 
screen will appear with the following 
message: 
 
Proposal reviewed Successfully. 

 

 Modify a Proposal (SPB USE ONLY) 
 
This option is used by the SPB Analyst to make modification requested and/or recommended by 
the approvers. 
 

Your Action ... System Response ... 

1. Choose OC (Occupation) from the Main Menu 
and press ENTER. 

The Occupation Menu will appear. 

2. Choose OP (Occupation Proposal Menu) 
from the Occupation Menu and press 
ENTER. 

The Occupation Proposal Menu will 
appear. 
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Your Action ... System Response ... 

3. Choose MP (Modify A Proposal) from the 
Occupation Proposal Menu and press 
ENTER. 

A message window will appear requesting 
the proposed occupation code. 

 

 
 

Your Action ... System Response ... 

4. Enter the occupation code and press ENTER. The Modify/Complete a Propose 
Occupation screen will appear.   
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Your Action ... System Response ... 

5. Review each screen by pressing F11 and 
change data as needed. 

 

6. Press F4, twice. The proposal has been modified and the 
following message will be displayed: 
 
Proposal modified Successfully. 

 

Reassign A SPB Analyst (SPB USE ONLY) 
 
The Reassign an SPB Analyst screen is used by SPB to Reassign a SPB Analyst to a specific 
occupation code. 
 

Your Action ... System Response ... 

1. Choose OC (Occupation) from the Maine 
Menu and press ENTER. 

The Occupation Menu will appear. 

2. Choose OP (Occupation Proposal Menu) 
from the Occupation Menu press ENTER. 

The Occupation Proposal Menu will 
appear. 

3. Choose RA (Reassign a SPB Analyst) from 
the Occupation Proposal Menu and press 
ENTER.   

The Reassign a SPB Analyst screen will 
appear.    

 

 
 

Your Action ... System Response ... 

4. Enter Select next to requested record and 
press Enter. 

The Assign SPB Analyst window will 
appear.  The currently assigned SPB 
Analyst’s userid will be displayed.  
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Your Action ... System Response ... 

5. Enter the userid of the Analyst to be assigned 
and press ENTER. 

The Reassign a SPB Analyst screen will 
appear with the new userid displayed. 

6. Press ENTER. The system will display the following 
message: 
 
Assigned Analyst Updated To XXXXXXX. 

 

Final Disposition of a Proposal (SPB USE ONLY) 
 

Your Action ... System Response ... 

1. Choose OC (Occupation) from the Main Menu 
and press ENTER. 

The Occupation Menu will appear. 

2. Choose OP (Occupation Proposal Menu) 
from the Occupation Menu and press 
ENTER. 

The Occupation Proposal Menu will 
appear. 

3. Choose FD (Final Disposition of a Proposal) 
from the Occupation Proposal Menu and 
press Enter. 

A message window will appear requesting 
the proposed occupation code. 
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Your Action ... System Response ... 

4. Enter Prop Occu Code and press ENTER. The Final Disposition of a Proposal 
screen will appear. 

 

 
 
 
 
 
 
 
 
 
 



 
6232 Occupation Proposal Function  V6 08/12/2016 

_________________________________________________________________________________________________________ 
Page 29 of 36 

Your Action ... System Response ... 

5. Enter the disposition code in the Action field 
and press ENTER. 
 
1.   Show proposal status 
2.   Return to previous Menu 
3.   Approve, move to active file on effective 

date 
      and notify all reviewers 
4.   Disapprove and notify all reviewers 

The system will display a message stating 
the action taken.  For example, if the 
proposal had been reviewed by all 
approvers the message will state: 
 
Occupation will be changed on Effective 
Date.   
 
If the date is a past date or the current 
date, the system will denote the 
Occupation is active. 

 

Print a Board Package (SPB USE ONLY) 
 

Your Action ... System Response ... 

1. Choose OC (Occupation) from the Main Menu 
and press ENTER. 

The Occupation Menu will appear. 

2. Choose OP (Occupation Proposal Menu) 
from the Occupation Menu and press 
ENTER. 

The Occupation Proposal Menu will 
appear. 

3. Choose BP (Print a Board Package) from the 
Occupation Proposal Menu and press 
ENTER. 

A message window will appear requesting 
the proposed occupation code. 

 

 
 

Your Action ... System Response ... 

4. Enter the proposed occupation code and 
press ENTER. 

The system will display a Batch Job 
Submission pop up window.  
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Your Action ... System Response ... 

5. Press ENTER. The Occupation Proposal Menu will 
appear with the following message: 
 
Job XXXXXXXXX Has Been Submitted 
Successfully. 

 

Browse Pending Occupations 
 
The agency can use this option to modify a proposal which has not been transmitted to the State 
Personnel Board for approval. 
 

Your Action ... System Response ... 

1. Choose OC (Occupation) from the Main Menu 
and press ENTER. 

The Occupation Menu will appear. 

2. Choose OP (Occupation Proposal Menu) 
from the Occupation Menu and press 
ENTER. 

The Occupation Proposal Menu will 
appear. 

3. Choose PB (Browse Pending Occupations) 
from the Occupation Proposal Menu and 
press ENTER. 

The Browse Pending Occupations screen 
will appear listing all pending proposals, 
by OCCU Code, Title, Start and End 
Salaries, Test Status, and EEO Category. 

 

 
 

Your Action ... System Response ... 

4. The selection criteria include *Occupation 
Code.  The available actions are Display and 
Modify. 

 

5. Choose the action to be performed next to the 
selected record and press ENTER. 

The Display Proposed Occupation screen 
will appear. 
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Proposal Status 
 

Your Action ... System Response ... 

1. Choose OC (Occupation) from the Main Menu 
and press ENTER. 

The Occupation Menu will appear. 

2. Choose OP (Occupation Proposal Menu) 
from the Occupation Menu and press 
ENTER. 

The Occupation Proposal Menu will 
appear. 

3. Choose PS (Proposal Status) from the 
Occupation Proposal Menu and press 
ENTER. 

The Proposal Status Menu will appear. 

 

 
 

Proposals by Submission Date 
 
The Proposals by Submission Date screen is used to access proposals by the date they were 
submitted to SPB. 
 

Your Action ... System Response ... 

1. Choose PD (Proposals by Submission Date) 
from the Proposal Status Menu and press 
ENTER. 
 
Selection criteria include Creation Date. The 
available actions are Display and Select. 

The Proposals by Submission Date 
screen will appear. 
 
 
Information is displayed by Occupation 
Code, Occupation Title, Change Reason 
Code, Analyst, Creation Date, and Status 
Code. 
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Your Action ... System Response ... 

2. Choose the action to be performed next to the 
selected record and press ENTER. 

If Display is chosen, the Approvers and 

Status screen will appear.  If Select is 
chosen the Proposal Summary Screen 
will appear. 

 

Proposals by Analyst (SPB USE ONLY) 
 

Your Action ... System Response ... 

1. Choose PA (Proposals by Analyst) from the 
Proposal Status Menu and press ENTER. 
 
Selection Criteria includes Analyst.  The 
available actions are Display and Select.   

The Proposals by Analyst screen will 
appear. 
 
Information is displayed by Occupation 
Code, Occupation Title, Change Reason 
Code, Analyst, Creation Date, and Status 
Code. 
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Your Action ... System Response ... 

2. Choose the action to be performed next to the 
selected record and press ENTER. 

If Display is chosen, the Approvers and 

Status screen will appear.  If Select is 
chosen the Proposal Summary Screen 
will appear. 

 

Proposals by Change Reason 
 

Your Action ... System Response ... 

1. Choose PR (Proposals by Change Reason) 
from the Proposal Status Menu and press 
ENTER. 
 
Selection Criteria includes Change Reason 
Code.  The available actions include Display 
and Select. 

The Proposals by Change Reason screen 
will appear. 
 
Information is displayed by Occupation 
Code, Occupation Title, Change Reason 
Code, Analyst, Creation Date, and Status 
Code. 
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Your Action ... System Response ... 

2. Choose the action to be performed next to the 
selected record and press ENTER. 

If Display is chosen, the Approvers and 

Status screen will appear.  If Select is 
chosen the Proposal Summary Screen 
will appear. 

 

Summary of Proposal 
 

Your Action ... System Response ... 

1. Choose SP (Summary of Proposals) from the 
Proposal Status Menu and press ENTER. 

A message window will appear requesting 
the Occupation Code. 
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Your Action ... System Response ... 

2. Enter the proposed occupation code and 
press ENTER. 

The summary of Proposal screen will 
appear. 

 

 
 

 Approvers and Status 
 
The approvers and Status screen is used to review the approval status of a selected occupation. 
 

Your Action ... System Response ... 

1. Choose AS (Approvers and Status) from the 
Proposal Status Menu and press ENTER. 

A message window will appear requesting 
the Occupation Code. 
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Your Action ... System Response ... 

2. Enter the proposed occupation code and 
press ENTER. 

The Approvers and Status screen will 
appear. 

 

 
 


