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Classifications 
 
This section is used for modifying a Class Spec (classification specification).  Addition of a Class 
Spec to ATS is reserved for DHR.  Please contact a DHR representative if you have questions. 
 
Modifying class spec -  
When modifying Class Specs you need to be sure that the changes you are making are based on job 
analysis and have been discussed with SMEs (subject matter experts) and agency management. 
 
Revisions may be made to agency specific classifications by that agency only.  The only revision that 
may be made to general classifications is the addition of mq specialties using job analysis as when 
modifying agency specific classifications. (MQ specialties for general classifications that have 
standardized examinations such as online timed testing (LXR) will be conducted by DHR. Please 
contact a DHR representative if you have questions.) 
 
Finding Classifications in ATS –  
 

• Sign on to ATS 
•  Click on Classifications from the Main Menu. 

 

 
• To find the specific classification you can either choose the letter of the first word in the title or 

the number of the class code (minus the first zero). 
 

 
• When you Click on the letter it will list all of the class specs starting with that letter 

OR 
• When you Click on the number that is the beginning number of the class code (minus the first 

leading zero) it will list all of the class specs whose class code starts with that number. 
 
For example - Financial Management Analyst, Senior.   

• We could choose ‘F’ to find the class spec. 
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Or  

• We could choose ‘5’ for the class code of 05209. 

 
 

• Click on the title or class code to select the class spec needed. 
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Components of the Classification -  
Classification – Update screen: 
 

 
 

• Class Code and Proposed Class Code - changes are reserved for DHR 
• Title and Proposed Title - changes need to be coordinate with DHR so that changes can be 

made with the State Controller’s Office and the EIS class directory and meet standard naming 
conventions. 

• Adopted date – this is the date that the classification was approved by DHR. 
• Revised date – this is the date that any change to the classification was made. 
• Last published – this is the date that the class spec was published to the DHR website. 
• Class Change Reasons when modifying a class spec -  

o Title Change – when making title changes you will need to coordinate with DHR so that 
changes can be made with the State Controller’s Office and the EIS class directory. 

o Factoring Change – these changes are reserved for DHR that include pay grade, FLSA 
code, FGC code, EEO code, Know How, Problem Solving, Accountability, etc. 

o Description Change – any changes that are made to Class Purpose, General 
Information, Principal Accountabilities,  

o MQ Change – any deletions, additions or modifications of the minimum qualifications 
identified on the class spec. 

o MQ Specialty Change – any additions, modifications to specialties identified on the 
class spec. 

• Factoring Information – This includes Pay Grade, FLSA Code, etc. and Know How, Problem 
Solving, etc. and Aces, Points are reserved for DHR.  

• Publish – this is the function when you want to publish the class spec to the DHR website. 
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• Unpublish – this is the function when you want to unpublish the class spec from the DHR 
website. 

• Update – this is the function to save any changes made to  
• Archive Text 
• Benchmark Class, Payline Exception, and Critical Recruitment – these selections are reserved 

for DHR. 
• Deletion of a Classification – this is reserved for DHR. 

 
Body of the Classification –  
 
This includes the following (not all sections are used for all classifications): 
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Class Purpose: 
This section describes the type of 
work and responsibilities that 
characterize the class.  The first 
statement is an overview with 
following statements providing 
additional detail 
 
 
General Information: 
This section provides an outline of 
work to adequately describe a class 
of work.  Special factors about the 
particular class of work may include 
such areas as extensive travel 
requirements, exposure to 
inclement weather or hazardous 
working conditions, shift work, etc.   
 
 
Principal Accountabilities: 
This section illustrates specific 
duties assigned to positions in the 
class in terms of typical examples 
rather than an all inclusive list of 
assignments.  It does not define or 
limit the duties that may be 
assigned to an employee, and 
individual positions in the class will 
involve duties that are not listed. 
 
Distinguishing Characteristics: 
This section shows differences of 
classes within a series from one 
another. They describe the duties 
and responsibilities that separate 
the class from the next lower level, 
and if necessary, from the next 
higher level class in the series. 
 
Nature and Scope: 
This section provides a clear, 
concise overview of the work 
performed by the position. 
 
 
 
 
 
 
 
Examples of Work: 
This section provides specific work 
in more detail to help in making 
distinctions in the work being 
especially in a classification series. 
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Minimum Qualifications: 
 
These describe the minimum level 
of qualifications for an applicant to 
be able to perform the essential 
functions of the job.  The lowest 
level of acceptable education 
and/or experience required of an 
individual such that the individual 
could reasonably be expected to 
satisfactorily perform the duties of 
the position   Are they practical in 
the sense that they are obtainable 
in the general labor market?  They 
should normally be set to be 
reasonable and consistent with 
normal expectations of acceptable 
proficiency within the work force. 
 
Specialty Areas: 
 
These also describe the minimum 
level of qualifications for an 
applicant to be able to perform the 
essential functions of the job.  
However, they are only for certain 
positions. 
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Modifying the Class Spec –  
 
Take a snap shot of the class spec before making any changes. 

• From the initial page of the class spec you will Click on the Archive Text button 
 

 
 

• It will open a browser window with information from the class spec to include all factoring 
information, class description components, as well as the notes associated with the 
classification.   

• To copy the factoring and class description –  
o Highlight all of the information, Right Click and choose Copy.  Open a blank document 

in Word or Notepad and Right Click, choose Paste to copy this information into the 
blank document.  
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o Delete all the information after or below NOTES so you have left only the factoring 
information and the body of the class spec. 

o Close the browser window by clicking on the X in the upper right hand corner when you 
have your information in Word or Notepad. 
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• To save the information (factoring and job description) in the Notes section for the classification. 
o From the Classification Update screen, Click on the Notes link. 

 

 
 

o A separate window will open showing all Notes associated with the Classification. 
 

 
 

o To create a note you will Click the Add New Note button. 
o Subject – Type in a description (archived class spec) and a date. 

 



4/2008 

11 

 
 

o Note – Copy the information from Word or Notepad into the body of the Note. 
 

 
 

o Save – To save the note Click the Save Note button. 
o NOTE:  If there is too much information, you may have to create two notes to contain 

it.  Just make sure your subject (title) is clear so you can retrieve the data at some 
future point. 
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• Click the View Notes button and you will see the note with the Archived Class Spec. 
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Making changes to the Class Spec. 
 
Now you are ready to make changes to the class spec, one change at a time. 
For example we will change the 1) description and the 2) minimum qualifications and add a 3) mq 
specialty. 
 
1) Description -  

• Change the description – this can include changes to class purpose, general information, 
principal accountabilities, distinguishing characteristics, nature and score, examples of work. 

• Choose the Change Reason DESCRIPTION CHANGE and click the Add button so it will 
appear in the right hand column. 

• Click on the Update button. 
 
2) Minimum Qualifications –  

• Make the change to the Minimum Qualifications 
• Choose the M. Q. CHANGE Change Reason and click the Add button so it will appear in the 

right hand column. 
• Click on the Update button. 

 
3) MQ Specialty –  

• Add the MQ Specialty 
• Choose the M. Q. SPECIALTY CHANGE Change Reason and click the Add button so it will 

appear in the right hand column. 
• Click on the Update button. 
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To complete the changes to the Class Spec you will need to do the following: 
 
Revised Date –  

• Change to the new Revised Date in the field 
• Click the Update button. 

 
Publish –  

• Click the Publish button. 
• A confirmation box will appear, “Are you sure you want to publish?”, if ready select “OK”. 

 
To check the changes be sure to go to the DHR website, find Job Description, and view it to be sure 
that all the changes you made appear on the website. 
 
Whenever you update the Class Spec in ATS the data has been saved in the database. 


