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Essential Services in Pursuit of Excellence

Working at UC means helping to shape the quality of life for people throughout California and around the world. No
other university does as much for so many. People are what make UC great. UC strives to take good care of its
employees and their families with good benefits, a stimulating and supportive work environment, and opportunities

for professional growth and advancement.
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https://www.hr.ucsb.edu/

TERMS

Login to hr.ucsb.edu/user with EDITOR privileges.

BLADE:

Each page is made up of horizontal sections called BLADES.

COLUMN:

Each blade contains one or more COLUMNS.

COMPENSATION + CLASSIFICATION

s Career Tracks
= Equity Increases
» Jok Classification

* Job Descriptions

* Online Application and Classification

Information System (OACIS)

» Pay Guidelines

s Salary Increase Program

* Salary Scales

» Title Code System

BUTTON:

A button is a hyperlink that looks like a button. They are typically placed in a 2-3 unit wide column alone so they
can be centered and will appear consistent.

More Events More Stuff
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EXAMPLE

BLabes, CoLumNS, BUTTONS, BACKGROUND

= Manage Yy Shortcuts Block Visibility Groups _§ sarah 2 Edit

B content | by Structurs | & Appearanca | o Extend | R, 33 people | ol Repors | @ velo

California, Santa Barbara QUICK LINKS v Qv

UC SANTA BARBARA
Human Resources

Manager + Supervisor Resources Employee Resources  Emeriti + Retiree Resources HR Units Forms Policies  Contacts

Essential Services in Pursuit of Excellence

Working at UC means helping to shape the quality of life for people throughout California and around the world. No
o other university does as much for so many. People are what make UC great. UC strives to take good care of its

employees and their families with good benefits, a stimulating and supportive work environment, and opportunities

for professional growth and advancement.

= E; HR ServiceNow

COVID-19 UC Santa Barbara Human Resources continues to monitor the global COVID-19
= outbreak, and provides guidance and ongoing updates for staff and supervisors. Read
RESPONSE more on our COVID-19 Impacts Guidance page.

3 4

Quick Links

UCNet 4, Browse Jobs Learning Cer
Training Opportunities

Employee

Engagement

1. Blade with grey background

2. Blade with Green Background and 2 columns

3. Column with blue background

4. Column with no background (column is green bc the blade has a green background)
5. Default Button centered in a column

6. Secondary Button centered in a column

03.17.2021 TERMS



ACCORDION:

An accordion is a special type of column. It includes a heading and sub-content that can be expanded and
accessed when the accordion title is clicked. When the website is searched for keywords, if the word is buried
in an accordion the search will return a closed accordion and the user will need to open each accordion to find
the key search word. Therefore, name accordions intuitively and be sure important keywords are not buried
within the accordion. Otherwise, avoid accordions.

Manager + Supervisor Resources Employes Resources Emeriti + Retiree Resources HR Units Forms Policies Contacts FACSs

When do | submit a reclass versus an update? _

If you think that an update action on a job description might result in & change of title {be it lateral, upward or downward) please speak with your Compensation
Analyst before starting any action. With any action it is important to consult your Analyst before submission, however, this situation is uniquely imperiant due to the
way the system is designed. Compensation does not have the ability to change the payroll title within an update action. The analyst's only option with an update is
to continue the Job Description at the same title. If you do submit the Job Description as an update and the analyst determines that there should be a change in
title the analyst will have to return the action to you for cancellation and you will then need to enter a brand new reclassification action instead. So the bottom line

is, if there are any questions in your mind whether or not an action will result in a change of title, please speak with the analyst before you start an action.
How do | know if my job should be reclassified?

Can | request a reclass on my own?

Does my job have to change by at least 50% to be reclassified?

When will the Supervisor know that the Compensation Analyst has finished reviewing a job description?

What is a "Desk Audit” and can | request one?

DONE

4
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EXAMPLE

GRID:

A GRID is a special type of BLADE. Each box in a grid is called a GRID ITEM.
Contact a Website committee member for help designing a grid for your page.

4-Unit wide Grid with Varying Widths. In this case, each item has a hyperlink to a new page:

Health Care Leave

Benefits

Facilitator Administration

Worklife Workplace

Resources Accommodations

DONE
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EDITING

Editing Tools

SAMPLE PAGE FROM THE HR WEBSITE

Column Blade .
Background = Aqua Background = Blue Blade with
0 top Padding

0 bottom padding

Workplace
Adjustments

[reduTat 1= COVID-19)

Quick Links . .
Accordion with

= appropriate content

WorkLife Events + Workshops /
Column [P——

Background = Yellow S

2 Columns

B-wide each

Equal height

Different shades of grey

lore WorkLife Resources + Easy Action Steps

ources & Housing

HR Website Best Practices
=> All pictures, including Hero images, must be approved by web committee
= 1% blade of a landing page is light grey
- Quick Links are always located in the 2nd blade
=> Units are each assigned a color on the website. Their sub-pages should reflect that color.
>

Use only Headline fonts for headlines. These are designated by “H"” (H2, H3, H4, HMedium, HSmall, etc.)
Use formatted paragraph fonts for text. These are designated by “P” (PLarge, PMedium, PSmall, etc.)

Content Editors may edit content but should consult with their web committee rep for the following:

- Updating style elements
- Changes to structure of a page (columns, blades)

UC Santa Barbara Visual Identity

The Web Committee is happy to collaborate if your unit wants to freshen a layout or re-format a page on the HR
Website. The Public Affairs team developed specific, detailed style guidelines for UC Santa Barbara’s website
application of the Visual Identity.  https://brand.ucsb.edu/visual-identity

6
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https://brand.ucsb.edu/visual-identity

Edit Content

Login to hr.ucsb.edu/user with EDITOR privileges.

1. N avigate to the pag e = Manage i Shortcuts Block Visibility Groups  § sarah

Performance  Add content  All cantent  Manage files

you want to edit

2. ClICk EDlT UC SANTA BARBARA

Human Resources

Manager + Supervisor Resources Employee Resources Emeriti = Retiree Resources HR Units Forms Policies Contacts FAQs

Compensation = Classification  Job Standards + Series Concepts OACIS Salary Scales  Team Contacts

H Bt | Doete  Hovs

Joo Description Actions

A variety of actions are associated with creating and updating job descriptions.

B dtbimnd® P o ,7/ et B e g fmaniene SNSRI S W S o Y S

3. Scroll to the Blade you
want to edit

= Manage

W Shortruts

Edit Basic page Job Description Actions ¢

View Edit Dalate Revisions

Home » Made » Job Description Actions

Title ™

Job Description Actions

Subtitle

Title background color

DDDDDDDDDII.I.IIE
Top padding

0 -

Bottom padding

- None -

Title block image

q Open File Browser

Choose File |No file chosen

One file only
100 ME limit

Allowed types: png gif jpg jpeg svg

Hero image

q Open File Browser

Choose File | Mo file chosan
e file anly
100 ME limit
Allowed types: png gif jog jpea.

Hero video

V3 WMA;WJ\J*JL S

continued

7
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4. Click EDIT to access
the BLADE you want
to update

= Manage Jy Shortcuts

ity Groups ~ § sarah

BLADES

4 Blade

actions are assaciated with creating and updating job descriptions

4 Blade

Use the index below to navigate thraughou

is page

Updating Job Descriptions Recruitment Job Descrigtions Carser Appointment Job DescriptionsLimited Appointment Job Descriptions Contract Appeintment Job Descriptians

Overlapping Hires Student Asst/Casual Restricted Job Descriptions Non-UC Student Asst Appointment Job DescriptionsBy Agreement (8YA) Appaintment Job DescriptionsVolunteer Staff

Appointments

4 Blade

J:g,[l

Updating Job Descriptions

Should job descriptions be updated every time a change occurs?
Not necessarily. We ask that M d Supervisars electronically submit up

t might sffact the overa

ns to Compensation {via OACIS) when significant changes oceur tha

distribution of work or repor

ationship. For instance, there might be 2 20% function listed on the job description that becomes obsolete after a few years. Did that 20% time get absorbed in

ed

the ather duties on the job description ar did it get re; new function or duty? A situation such as this would be cause for submitting an updated job description

Examples of when not to submit an updated job description would be when an incumbent salary rate changes, when there are changes in the non-essential duties of the position, or when there are

infrequent or random duties being assigned by management. The job description is meant to be a close estimate of the work assigned to an employee and depending on business necessi

Mznagers and Supervisors may have the need to accasionally assign duties 1o employees that are not specified in the job description. If the duties become a regular part of their job, however, then

ssignments may fit the criteria for a temporary reclass or stipend. Please refer to the procedures for Temparary Duty

2n updated job description would be warranted. Certain temporary

Assignments.

Process:

“Update 2 Job description.” The department submits the upd
s responsibility

nputs the job description inte DACIS by going to “Begin New Action” then 8

To submit an updated job description, the departme;
on once the appropriate approvals have been ob

SN A A

to Compan inad. Compensation will then review and aparove the JD by submitting it to the on-line library. It is the departmer

to print off a copy, obtain signaturas, and distributa it to the amployae

k to Top

4 Blade

03.17.2021
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5. Click EDIT to access
the COLUMN you
want to update

= Manage Y Shortcuts

Limited Appointment Job Descriptions

Limited appointments may be established at any percentage of time during which the appointee is expected ta be on pay status for less than 1,000 hours in 2 period of 12 consecutive months

Limited appointments are typically of short duration
Limited appointment job descriptions that meet the following criteria require classification review and approval by HR via submisson to DACIS (online classification system):

+ Fositions that will be apenly recruited through HR/Employment. HR's review and approval of the job description must be completed priar to the start of the recruitment.
s Non-represented positions at grade 19 or above

+ Represented positions where the mid-step of the title is above $30.00/ hr

« Positions with 2 BYA" (8y Agreement) designztion

+ Fositions expected to last 50 hours or longer (approximately 4 months at full time}

« Student Intern positions

+ Non-UC Student Assistant positions

“By Agreement (BYA) appaintments are only allowed in a small number of situations. Please consult with your compensation analyst to get pre-approval to hire someane in a By Agreement
title.

Hiring Departments have the authority 1o approve limited appointment job descriptions via OACIS for:

s Non-representad positions at grade 18 or below
+ Represented positions where the mid-step of the title is $20.00/hr or below, and

+ The duration of the position is not expected to exceed 650 hours

k to Top

Column type
Coumn v

Add another Column to Columns

N RN G e W2 Wt P NG SRV

Block
- None - v

continued

6. Enter updates in the | [+ cun P

Body text box as Sorder color
needed, DDDDDDDDD.......E

Background color

DDDDDDDDDIIIIIIIE
Width
11 -

Mobile width
12 -

€SS Classes

Use for layout and formatting

a period of 12 co

cally of short duration.

five months. Limited appointments are ty

Limited appointment job descriptions that meet the following criteria require classification review and approval by HR via submiszon to OACIS (online

classification system):

Posifions

twill be openly
of the recruit

esented positions ade
ed positions where the mi
Positions with a 8

Posifions exp:
Student Intern positions
Men-UC student

By M=
Styles - | Fomat  ~ | [ (B 4] B Source 3
Limited Appointment Job Descriptions
Limited appeintments may be established ot any percentage of fime during which th is exp ol in i

Non-

* Represen

t full time)

ssistant positions

9
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7. Use the format

Insert a Inserta
menu to change the Photo Ho[i_zontal
Bod\' ine
look of your text. / 7
Simply highlight the B I S5 x x, & = E oy B =
text and select the L .
. . Styles - Format - Im | S
appropriate icon. ,f M (@ &) @ Source &
Font Size
R —
A. Choose Headline
fonts, for headlines,
Width
designated by H 2] _ .
Mobile width e b
EER p— 5
B. Choose formatted e i
text fonts Use for lzyaut 2nd farmaring e
Body Body
designated by P. Bl Ernz LaleszzRnEs S
:2 - He?drgz -l @ @ & @ Seurce 3 HQ me‘ {
(fonts toggle on/off) E S (_ H3 me
:
Toxe e A VL%

Image
q Open File Browser

Chaose File | No chnsii

A. Hyperlink to a page
on the HR website
by formatting the
link: “/pageName”

B. Hyperlink to an
"off-site” page, use
the full URL

C. Hyperlink to an
email address by
formatting the link:
“mailto:name@dom

"

ain

A. Link to a page on the HR Site

URL
% Open File Browser

alternate-schedules-telecommuting-and-reduced-schedules

Title

howver.

ADVANCED

Populates the title attribute of the link, usually shown as & small tocltip on

03.17.2021
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B. Off-Site LInk includes the full URL:

URL
2 Open File Browser

https:/ /www.ucpath.ucsb.edu

Title

Populates the title attribute of the link, usuzlly shown as & small tocltip on
howear.

T

Use for lzyout and formatting

Body

Object Styles -

BI S x 2|LQex|:Z Q0=

Defaut .. - | Nomal = | [ (B &) B Souce 32

Off-site fink _CPath Resources

o

L Terfiary button o
Find on-campus resources for help with Workforce Administration,

body p &
Text format | Full HTML

Image

Default button
rs, Self-Service, and Managers and Supervisol
Secondary ...

Open File Browser

No file chosen

The Basics

s Rl e T C information regarding UCPath acti
ur dedicated UCSB UCPath page & to Pirectly access news, memos, calendars,

ow & , provide UCSB UCPath Transactio

UCPath.

03.17.2021
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8. Scroll to the bottom

e A . I PPN ) Y Y
and click SAVE [ White text
Published
Preview
DONE

03.17.2021
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Create an Accordion

Login to hr.ucsb.edu/user with EDITOR privileges.

1. Navigate to the page
where you want to add
an accordion

2. Click EDIT

= Manage ¢ Shortcuts Block Visibility Groups 1 sarah

View profile  Editprofile  Log out

Quickunks v Qv

UC SANTA BARBARA

Human Resources

Manager + Supervisor Resources Employee Resourcas Emeriti + Retiree Resources HR Units Forms Policies Contacts FAQs i
—

k ew| Edit Delete Revisions

E: ec}uently Asked Questions

Compensation

When do I submit a reclass versus an update? %

How do | know if my job should be reclassified?
Can | request a reclass on my own?
Does my job have to change by at least 50% to be reclassified?

When will the Sypervisor know that the Compensation Analyst has finished reviewing a job description?

3. Scroll to the Blade
where you want to add
an accordion and click
EDIT

Tile*

Frequently Asked Questions

Subtitle é
Title background color

DDDDDDDDD.IIIIIIE

Top padding

] -

ng gif jpg jpeg.

03.17.2021
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Y N P OV T e NV DRI i S oS E A A W e N

4 Blade

Edit |~
Compensation
4 elade Edit |~
When do | submit a reclass versus an update?

# you think that an update actian on 2 job dascription might result in a change of title (be
t before submission, Aowever. this situation is uniquely important due to the way
s to continus the Job Description at the same title. f you do submit the Job Deseript
then need 10 enter a brand new reclassification action instead. So the bowom line is

I, upward or downward) please spesk with your Compensation Analyst befors starting any action. With any action it is important to consult your

e system is designed. Compensation does not have the sbility to change the payroll title within an updat an update
here should be a change in title the analyst will have to return the action to you for cancellation and you will
w questions in yaur mind whesher or not an action will result in a change slease speak with the anlyst befora you start an action.

on 25 an update and the analy
here ar

ietarmines tha

How do | know if my job should be reclassified?

f you feel that your position has evolved to 2 higher level due o a significant change in duties. additional duties being added. or if the way you are now expected to perform the majority of your duties has evalved to 2 naw level, then your

4. Scroll to the bottom of | [ ...
the last column in the O Top border

O Full bleed

blade O Equal height columns
Top padding

- None - »
Bottom padding
- None - »

Background color

DDDDDDDDDIIIIIIIE

Background Image

q Open File Browser

No file chosen

One file only.
100 ME limit.
Allowed types: png gif jpg jpeg svg

}
€5 Classes
User for layout and styling.
COLUMNS
4+ Column
Border color
DDDDDDDDDIIIIIIIE

Background color

DDDDDDDDDIIIIIIIE

Use for layout and formatting.

Body

14
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5. Select ACCORDION
under Column Type =2 alis ClLLIEILESE:

BISXx 2|L Q= s E @ m=s

Text format | Full HTML L3
Image
& Open File Browser

Choose File | No file chosen
One file only.
100 ME limit
Allowed types: png gif jpg jpeg sva.
Image position

Left -

Column type
Column__+]

o WA UL W NP e S Y W

Column r Column | to Columns

Form

View

Slideshow | tod

Delete

\-\ \.\t\

6. Click "Add Another a

BI S xx 2|I 0= E s @y mE }
Column o
Styles - | Femat - | (B @ W B Source 3 4
1
1
L
Text format Full HTML v
(’
Image ¥
@, Open File Browser
No fls chazan F

One file only
100 ME limit.

.

Allowed types: png gif jpg jpeg svg.

Image position
Left -
Column type

\Accordion  w

oV VP

Add another Column | to Calumns

Block
- None - -

.

Add Blade = | to Blzdas

A

Published

@ Preview Delete

P

15
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7. Enter the Heading

8. Enter the text for the
body of the Accordion
[tem

e Accordion tem

Heading

Trext format | Full HTML ~

Ty epm—

Remove

9. Scroll to the bottom of
the page and click
SAVE

2. Employee fills out the Reduced Fee Enrollment Application, ebtains department approval signature. and submits applicat
How do | apply for a Dilling Yang Staff Sch.

=hip?
Application (form link) submission deadline dates for priority consideration are as follows. Note: Late applications may be cor

= Summar professional developmant activities Qul 1 - Sep 20} August 1
= Fall professional devalopment activities (Oct 1 — Dac 30 Octebar 15

= Winter professional development Uan 1 - Mar 31): January 15

= Spring professional develo,

r 1 - Jun 30): April 15

Note: Awards can be used for reg

Add Blade | - | to Sizses

Published

Preview Delete

and educational fees only for courses. training and other learning opportunities offered at UCSS only

ion to the Human Resources office

nsiderad

- A

A A ALAL

03.17.2021

DONE
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Update an Accordion

Login to hr.ucsb.edu/user with EDITOR privileges.

1. Navigate to the page
you want to update

2. Click EDIT

Y Shortcuts lity Groups  § sarah

View profile  Editprofile  Log out

G T S e Quckunks v Qv
UC SANTA BARBARA

Human Resources

Mana: HR Units rm: Policies

Employee Resources  Emeriti + Retiree Resources

k ﬂ Edit LEE Revisions

Erequently Asked Questions

Supervisor Resources Contacts
—

Compensation

When do I submit a reclass versus an update?

How do | know if my job should be reclassified?

Can | request a reelass on my own?

Does my job have to change by at least 50% to be reclassified?

When will the Sypervisor know that the Compensation Analyst has finished reviewing a job description?

3. Scroll to the Blade that
contains the accordion
you want to update
and click EDIT

Edit Basic page Frequently Asked Questions <

View Edit Delete Revisions
Home » Node » Fraquently Asked Questi
Title *

Frequently Asked Questions

Subtitle

Title background color

DDDDDDDDD.IIIIIIE
Top padding

0 -

Eattom padding

-None -+

Title block image
Ly

e Browser
[[Choose File | No file chosen
One file ony.

100 M8 fimit

Allowsd types: png g jpg peg sva.

(Chomsarie | N file chosen

One file only.
100 ME limit

g VN Y T N T W, PRI WV, v, v T

N _,»aw’\r-"‘wﬂf’\—/\f‘“’\q U OV NIRRT e APV WDV i S o S WP e WV s N

4 Blade Edit |~
Compensation
Edit -
When do | submit 2 reclass versus an update?

ion on 2 job description might resul in 2

t is important to consult your
anly ogtion with an updare
e ancallation and you wi
hange of tile, please speak with the analys: before you start 2n action.

wever, this situation is uniquely impertant due

e same tile. If you do submit
ification ac

he will b n ou

then need 10 enterab

How da | know if my job should be reclassified?

03.17.2021
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4.

Scroll to the column
labeled ”Accordion”
and click EDIT

BB e N LTI N PN i I P e e e NN AN

# Elade Edit |~
Compensation

# elade Collapse |~
O Top border
O Full bleed

0 £qual height columns

Top

- None - v

Bottom padding
—None - =

Background coler

DDDDDDDDDIIIIIIIN

100

Allowed types: png gif Jpg jpag svg

css

‘padding

B limit

Classes

User for layout and styling
Show row weights
CoLUMNS
4 Column Edir |~

hen do | submit a reclass versus an update?

fith any action it is impertant to consult
n. The analyst's only option
an update is to continue the Job Deseription at the same title. If you do submit the Job Deseription as an update and the analyst determines that there should be a change in title the analyst will have to return the action to you for

action on 2 job description might result in a change of title (be ral, upward or downward) please spezk with your Compensation Analyst before starting any action.

your Analyst befare submission. Aowever. this situation is uniquely important due to the way the system is designed. Compensation does not have the ability to change the payroll title within an update acti

ith

cancellation and you will then need to e d new reclassification action instead. Sa the bottom line is, if there are any questions in your mind whether or not an action will result in a change of title, please speak with the analyst

before you start an action

How de | know if my job should be reclassified?

¥ you are now expected to perform the majority of your duties has evolved to a new level, then your

your position has evolved to a higher level due to a significant change in duties, 2dditional duties being added. or if the

be eligible for reclassific;

f you fee
pasition r

n

5. Use the plus ‘handle’ to

rearrange the items if
necessary. Just click
and drag

Find the Accordion
item you want to
update and click EDIT

‘Show row waignts

COLUMNS

# Column Edit | -

# Accordion Collapse |~
Width

- None - =

Show row weights

ACCORDION ITEMS *

L

hen do | submit & reclass versus an update?

&

@

&

teral, upward or downward) please speak with your Compensation Analyst before starting any action. With any action it is impartant ta
yst's only

 you think that an update action on 2 job description might result in a change of title (be it
<onsult your Analys before submission. Aawever. this situation is uniquely important due to the way the system is designed. Compensation dos not have the ability o change the payroll title within an update action. The ana
‘optien with an update is to continue the Job Description
you for cancellation and you will then need to enter a brand new reclassification action instead. So the bottom line is. if there are any questions in your mind whether o not an action will result in 2 change of tile. please speak with the

alyst determines that there should be 2 change in title the analyst will have to return the action to

the same title. If you do submit the Job Description 25 2n updste and the

analyst befors you start an action.

ceordien item S

How do | know if my job should be reclassified?

f you feal that your position has evolved to a higher level du you sre now axpected to perform

your pesition may be =ligible for reclassification.

2 significant chang in duties, sdditional duties baing added, or if the w

Accordion item Edit |~

Can I rsquest a reclass on my own?

If you have made 2 ressonable
your own reclassification.

Accordion item Edic |~

Does my job have to change by at least 50% to be reclassified?

No. The “50% rule” implies that t least 50% of your duties should be classifiable at a higher level in order to be eligible for an upgrade (a.k 2. upward reclassification). Your position may already have 2 blend of levels in it and only need

0 changa by 30% in the balanca of the classification lavel

Accordi

n item Edit |~

When will the Supervisor know that the Compensation Analyst has finished reviewing a job descrigtion?

After the Compensation Analyst has reviewed the job descripti will approve it and submit it to the Job Description Library. When this happens. the Supervisar will receive an auto-generated email

Accordien itam Edit |~

har ic = "Mack Gudie® and ran | ranwact ana?

03.17.2021
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7. Enter or update the
Heading

8. Enter or update the
text for the body of the
Accordion ltem

# Accordion iteam

Heading *
Body *

BI S X x =2
Syes - | Format

Tt formar | Full HTML

[ Add Accordion item |

Remove

About text formats

9. Scroll to the bottom of
the page and click

SAVE

How do | access lynda com at UCSE?
1. Go to https:/ ‘www.learningcenter.ucsb.edu
2. Or follow the link on the following department webpages:
= Human Resources
= Academic Personnel

# Library

® Letters & Science Information Technology (LSIT)
How do | apply for a Reduced Tuition & Fes Waiver?

1. Employee applies for sdmission (cantact the Admissions Offica for infarr

2. Employee fills out the Reduced Fee Enrollment Application, obtains department approval signature, and submits application to the Human Resources office.

How do | apply for a Dilling Yang Staff Scholarship?
Application (form link) submission deadline dates for priority consideration are as follows. Note: Late applications may be considerad.

= Summer professional development activities (Jul 1 - Sep 30): August 1
» Fall professional development activities (Oct 1 - Dec 30): October 15
= Winter professional development activities (Jan 1 — Mar 31): January 15

® Spring professional development activities: (Apr 1 - Jun 3001 April 15

Note: Awards can be used for registration and educational fees only for courses, training and other learning oppertunities offered at UCSE anly

Add Blade |~ |to Slades

Published

S|

N P

AL AAM AL A . .

03.17.2021
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Add an Accordion Item to an Existing Accordion

Login to hr.ucsb.edu/user with EDITOR privileges.

1. Navigate to the page
you want to update

2. Click EDIT

= Manage Y Shortcuts

View profile  Editprofile  Log out

Block Visibility Groups 1 sarah

UC SANTA BARBARA
Human Resources

Mana sor Resources  Employee Resources

k ﬂ Edit LEE Revisions

Emeriti + Retiree Resources HR Units

QuickuNKs v Qv

Policies Contacts

Erequently Asked Questions

Compensation

When do I submit a reclass versus an update?
How do | know if my job should be reclassified?

Can | request a reelass on my own?

Does my job have to change by at least 50% to be reclassified?

When will the S

ervisor know that the Compensation Analyst has finished reviewing a job description?

3. Scroll to the Blade that
contains the accordion
you want to update
and click EDIT

View Edit Delete. Revisions

Home » Node » Frequently Asked Questi

Title *

Frequently Asked Questions

Subtitle

Title background color

DDDDDDDDD.IIIII

Top padding
[] -

Bottom padding
- None- +

No file chosen

One file only.
100 ME limit

N il chosen
Gne fie oy
100 ME limic

Allow

png 9if jpg Jpea.

Hero video

to cantinue the Jof
then need 10 enterab

Edit Basic page Frequently Asked Questions <

id be a change o
action will result in a change of title,
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4. Scroll to the column
labeled ”Accordion”
and click EDIT

Do e NS TN P N e TIN NTTT  e  aN ne NTTNSS e N S

& slade

Edit |-
Compensation

& Blade T 2
O Top border
O Full bleed

O £qual height columns
Top padding

- None - =
Bottom padding

- None - v

Background color

DDDDDDDDDIIIIIIIN
Eackground Image

a Ops
[[Chooss File | No file chosen

One file only.

100 ME tmit.

Allowed types: png gif jpg jpeg sv

Browser

CSS Classes

User for layout and styling

Show row weights

COLUMNS

& Column

1 do | submit a reclass varsus an update?

Edt |~

—" Ea |-

# you think that an update action on 2 job description might result in a change of title (be it lateral, upward or downward) please speak with your Compensation Analyst before starting any action. With any action it is important to consult
your Analyst before submission. Aowever. this situation is uniquely important due to the way the system is designed. Compensation does not have the ability to change the payroll title within an update action. The analyst's only option with
an update is to continue the Job Description at the same title. If you do submit the Job Description as an update and the analyst determines that there should be a change in title the analyst will have to return the action to you for
cancellation and you will then need to enter a brand new reclassification action instead. S the bottom line is. if there are any questions in your mind whether or not an action will result in a change of title. please speak with the analyst
before you start an action

How do | know i my job should be reclassified?

 you feel that your position has evolved to a higher level due to a significant change in duties. additional duties being added. or if the way you are now expected to perform the majority of your duties has evolved to 2 new level. then your
position may be eligible for reclassification

Cal request a reclss on my own?
A

5. Scroll to the bottom of
the Accordion list

6. Click ADD
ACCORDION ITEM

“F Accordion item

Edit. -
What is an equity adjustment? .
Equity adjustments are salary changes outside of the normal salary programs (promotions, reclassifications. merits. etc ) to remedy salary issues such as external pressure in high demand areas. internal salary compression. and ‘or
retention considerations. Equity adjustments are not granted to reward performance. For specific information on use of equities please consult the Compensation unit or our Equity Guidelines.
## Accordion item Edit | -

What are stipands awarded for?

An admin

stipand is 2 form of compensation used to pay an employee whe is temporarily assigned responsibilities of 2 higher leval position. Plaase rafar to “Temporary Job Changes® for mora information on how to requast

approval e mporary stipend

& Accordion itam e

How can higher education professions be comparad to the outside market?

We ars using 2 number of raputable third-party markst salary surveys o link sur jobs to the market, including tws well-knawn surveys that specisiizs in educational insttutions. Because we 2lse compete with public and privats
arganizations for empleysas, sur survay data will slze includs markst salary infarmation gathared from local enmpanies.

Column type
Column v
Add another Colurin | to Cofumas

Elock

~None - -

7. Enter the Heading

8. Enter the text for the
body of the Accordion
[tem

Remove

= s m o=

Trext format | Full HTML ~
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9. Scroll to the bottom of

the page and click
SAVE

2. Employee fills out the Reduced Fee Enrollment Application, obtai

How do | apply for a Dilling Yang Staff Sch.

=hip?

Application (form link) submission deadline d
= Summer professional development activities Qul 1 - Sep 20k August 1
= Fall professional development activities (Oct 1 - Dac 20k October 15

= Winter professional development

Uan 1 - Mar 31): January 15

= Spring professional develo, r 1 - Jun 30): April 15

Note: Awards can be used for reg

Add Blade | - | to Sizses

Published

Preview Delete

and educational fees only for courses. train

ns department approval signature, and submits application to the Human Resources offica

< for priority consideration are as follows. Note: Late applications may be considerad

ing and other learning opportunities offered at UCSS only

A A ALas ~a "\ A

03.17.2021
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MEMOS

Add a Memo

Login to hr.ucsb.edu/user with EDITOR privileges. Video demonstration available from 25:15-30:00 in the
Recorded zoom demo.

1. ClICk SHORTCUTS = Manage |y Shortcuts Block Visibility Groups ] sarah

Performance Add content All content Manags files

2. Click ADD CONTENT

University of California, Santa Barbara

UC SANTA BARBARA é
Human Resources

Manager + Supervisor Resources Employee Resources Emeriti + Retire
Hame

Wiew Edit Delete Revisions {
Memos ¢

DBR-L: Memos sent to Departmental Benefits Representative for distribution to
DLIST-L: IMemos sent to Deans, Department Heads, Management Services Office

PPS-L: Memos for staff working with the Payroll/Personnel System

3. Select ARTICLE E Manage * Shortcuts Block Visibility Groups j_ sarah

Add content 77

Home » Node /
Article
Use arricles for time-sensitive content like news, press releases or blog posts.

Basic page

Use basic pages for your static content, such as an "About us’ page.

Webform

A basic page with a webform attached.

continued
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Enter TlTLE E Manage Yy Shortcuts Groups ‘l sarah
 Content h Structure ’J\ Appearance ﬁa Extend \\ Configuration .f_l People .|| Reports @ Help
Select Publication Create Article 77
Type M EMOS Home » Node » Add content
Title *
Test Mema Title e
Select preferred e —
Memo Type
yp O News
Memo type
DLIST-L v/| i—
Hero image
©,Open File Browser
| Choose File | No file chosen
One file only.
100 MB limit.
Allowed types: png gif jpg jpeg svg.
Hero video
”/' o Y 2 e _ F P » e ™ - A b
Scroll past L
Bottom padding
SUMMARY field de
Summary
BI S X % =|L Qe i@ msE
Styles ~ | Format - ® @ H @ source 32
Enter return to
begin entering or
COPY/PaSte text in Text format| Full HTML B About text formats
BODY (EDlT Body (Edit summary)
B I & x x = s rx@y@E=
SUMMARY) ﬁeld On Styles - | Format - @ @ S0 O Source 33
the second line
Remove any extra
spaces then clear
any unseen Tet forgger.. Full HTML . ot aa p e oyt ter famaats
formatting by ’ e e V/ e -
highlighting the text
and selecting the Tx
icon.
24
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9. Scroll to the bottom
and click SAVE

coaem A

O White text

Published

Preview

o B g

DONE
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Add a News Item — STEP |

Login to hr.ucsb.edu/user with EDITOR privileges.

1. Click SHORTCUTS

2. Click ADD CONTENT

University of California, Santa Barbara

UC SANTA BARBARA
Human Resources

Manager + Supervisor Resources Employse Resources Emeriti + Retiree Resources HR Units Forms !

Home

View Edit Delste Revisions

Announcing campus notification procedures for potential workplace exposure to COVID-19

KICKOFF SESSIONS - ePerformance Webinar Schedule

REGIONAL STAY-AT-HOME CRDER

REVISED Helicay Pay Eligibility and General Curtailment Information

3. Select ARTICLE

E Manage Yy Shortcuts

Block Visibility Groups __l_ sarah

Add content 77

Home » Node

Article

Use artic/es for time-sensitive content like news, press releases or blog posts.

Basic page

Use basic pages for your static content, such as an "About us’ page.

Webform

A basic page with a webform attached.

03.17.2021
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Enter TITLE

Select Publication
Type NEWS

Select preferred
Memo Type

1 sarah
* Configuration

* Shortcuts

d-‘ Structure

Block Visibility Groups

*-o Extend

H Content t« Appesarance JJ_ People .Il Reports e Help

Create Article ©¢
Home » Node » Add content

Title *

Test Mews Item Title

A—

Publication type *
O Memos
® News

Memo type
- None- »

Hero image

@ Open File Browser

Choose File | Mo file chozen
One file only.
100 ME limit.
Allowed types: png gif jpg jpeg svg

Hero video

N W W W Vs

W

Scroll past
SUMMARY field

Enter return to
begin entering or
Copy/Paste text in
BODY (EDIT
SUMMARY) field on
the second line

Remove any extra
spaces then clear
any unseen
formatting by
highlighting the text

1 v

Bottom padding
4 v

Summary
B I &§x x I, Q= s =Ml =
Styles ~ | Format - @ @ E @ source 32

Text format| Full HTML X About text formats

Body (Edit summary)
EI§x=!:i@ s rx@y@E=
Styles - | Format - @ @ & Bsouce 3
P
-—
Te oF T o s sl PR — . . b i . oyt text fammats
AT fprper Full HII o P e — X | g . ~/ b a g o
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and selecting the Tx
icon.

9. Scroll to the bottom

and click SAVE T TR

O White text

Published

Preview

o g

10. Copy the URL Of the < G| 8 dev-hrucsb-edu-vOl.pantheonsite. 0/news/ 2021/

Janneuncing-campus-notification-procedures-potential-workplace-exposure-co!

oApps B Inbox (1) - ssg

newly created News
ltem

% Home

al Analytics

@ Course: UCSBResili..  [ag Home|UCSantaB.. [ Home|Human Res.. [ Dashboar

UC SANTA BARBARA
Human Resources

Ianager + Superisor R Emeriti = Retires Resources HR Units Forms Policies  Contacts

Announcing campus notification procedures for potential

workplace exposure to COVID-19

S Supenvisors

To:  Department Heads, Directors

Fr Katharing Hullinger, Risk I anmental Health & Safety

Re: Announcing cai

pus notification procedures for po

nse Team ident

Add a News [tem — STEP I
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Click "UC Santa
Barbara Human
Resources” to navigate
to the HR Home Page

2. Click EDIT

P —

Black Vesbility Group

11 SANTA BARBARA
Human Resources

Ay
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Scroll to the blade that

contains “Latest News”
and click EDIT

Edit Basic page Home

View Edit Delete Revisions

Home » Node
Title *
Home

Subtitle

es in Pursuit of Excellence

sential Se

Title background color

I:II:II:II:II:II:II:II:ID.IIIIIIEI
Top padding

- None - w

Bottom padding

Title block image

Browser

Q,Open F

Choose File | No file chosen

e file anly
100 MB limit,
Allowsd types: prg oif jeg jpeg svg

Hero image

s

Alternative text *

view of campus point on a sunny

This text will be used by screen readers, search engines. ory

hen the image cannot be loaded

3 homepage? jpg (824 .57 KB) Remove
Hero video
. A
terght ™y s e NN W T W W A it W,
_maloye.
Engagemel
4 Elzde ﬂ Edit |~

UC Diversity, Equity and Inclusion Statement
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4. Scroll to the column
titled “Latest News”
and click EDIT

4 Blade

Collapse | ~
O Top border

O Full bleed

B Equal height columns

Top padding

- None - v

Bottom padding

- None - »

EBackground color

DDDDDDDDDIIIIIII&

Background Image
Q0pen File Brawser
Choose File | No file chosen
One file only
100 ME limit.
Allowed types: png gif jpg jpeg svg

ASAATY NN, A

css Classes

User for layout

Show row waights

AL A

COLUMNS

4 column e

UC Diversity, Equity and Inclusion Statement

. Diversity should alss be integral to the University's achievement of excellance. Diversity can anhance the ability of the University to accamplish its academic mission. Diversity aims to
broaden and despen both the sducational experience and the scholarly environment, as students and faculty learn to interact effectively with each other, praparing them to participate in an
increasingly complex and pluralistic society. Ideas, and practices based an those ideas, can be made richer by the process of being born and nurtured in a diverse community. The pluralistic
university can model a procsss of proposing and testing ideas through respectful, civil communication. Educational excellence that truly incorporates diversity thus can promote mutual respect

and make possible the full, effective use of the talents and abilities of all 1o foster innovatian and train future leadership.

Therefors, the University of California renews its commitment to the full realization of its historic promise to recognize and nurture merit, talent, and achievement by supporting diversity and
equal opportunity education, services, and administration, as well s research and creative activity. The University particularly acknowledges the acute need to remove barriers to the
recruitment. retention. and advancement of talented students. fzculty. and staff from histarically excluded populztions wha are currently underrapresentad.”

University of California Diversity Statement

—— far |-

Latest News
Anncuncing campus notification procedures for potential workplace exposure to COVID-18

Wednesday. January 20 2021

KICKOFF SESSIONS - ePerformance Webinar Schedule
Friday. January 8 2021

RECIONAL STAY-AT-HOME ORDER
Monday. December 14 2020

REVISED Heliday Pay E
Friday. December 4 2020

ty and Ceneral Curtailment Information

Column type
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In the BODY text box,
type the most recent e Cotapse
NEWS ITEM TITLE

Block Visibility Groups  _§ sarah

e i Shortcuts

DDDDDDDDDIIIIIIIE

Background color

SH”:T_ENTER DDDDDDDDDIIIIIIIE

Width

Type the DATE -

sssss

SHIFT-ENTER

@ |

Click the horizontal line  Latest News
icon on the far right of [T \

Day, Month Date, Year

the format menu

Anncuncing campus notification procedures for potential werkplace exposure o COVID-

Wednesday, January 20 2021

1 O‘ High“ght the N EWS KICKOFF SESSIONS - ePerformance Webinar Schedule
|TEM TlTLE Friday. January 8 2021

REGIONAL STAY-AT-HOME ORDER
Monday, December 14 2020

11. Click the LINK icon and

paste/enter the URL of Frton, oo el omton
the News ltem created
in STEP [

\"\..JV\W«M\A,

12. Scroll to the bottom

and click SAVE D A P TP TR
[ White text

Published

Preview

DONE
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HR WEB COMMITTEE MEMBERS + CONTENT EDITORS

If you have gquestions or need help, contact one of the web committee members:

HR Web Committee Members

Sarah Soto
Andrea Dittman
John lbach
Kate Quevedo

HR Content Editors

HR Administration (News, Announcements, Home Page)

Kate Quevedo

Compensation
Kathy Moore
John Ibach
Andrea Dittman
Linda Broen

Employee & Labor Relations
Jessica Graham
Lisa Phelps
Debbie Hudgens

Employee Services
Judy Flanagan
Rebecca Preza
Sergio Hernandez Lemus
Shira Minerd
Vanessa Asbury
Karen Rasmussen

Talent Acquisition
Melinda Crawford
Katherine Abad

Jane Gama

Workforce Administration
Amy Armnold
Sarah Soto

03.17.2021

kluceros@ucsb.edu

kpmoo@ucsb.edu
jtibach@ucsb.edu
adittman@ucsb.edu
Icbroe@ucsb.edu

jaraham@ucsb.edu

lisamphelps@ucsb.edu
dhudgens@ucsb.edu

ikflanagan@ucsb.edu

rpreza@ucsb.edu

shernandezlemus@ucsb.edu

sminerd@ucsb.edu

vanessaasbury@ucsb.edu

karenrasmussen@ucsb.edu

mscra@ucsb.edu
kabad@ucsb.edu

janenoyes@ucsb.edu

amylarnold@ucsb.edu

ssoto@ucsb.edu

Web Committee

Unit Head
Web Committee
Web Committee

Compensation

Unit Head
ELR
ELR

ASAP

Health Care Facilitator and Benefits
Leave Administration

Worklife

Workplace Accommodations
Emeriti & Retirees

Unit Head
Talent Acquisition

Employee Engagement

Unit Head
Web Committee
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