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Benefits of Classification Change ProcessBenefits of Classification Change Process

 Standardizes information needed to make a timely decision
 Information is immediately sent to decision‐maker
 Fewer people involved in process Fewer people involved in process
 Approved request creates an electronic or eHRAF
 eHRAF approval routing

C t l t Creates approval transparency
 Reduces processing time associated with transactional document

 Improves customer experience



How to AccessHow to Access
 PeopleSoft HR Web 

http://leo.cc.emory.edu
 Directly at the eHRAF: Directly at the eHRAF: 

http://apps.hr.emory.edu/hraf



Classification Change RequestClassification Change Request



Staff Classification Change



Search for a Staff RecordSearch for a Staff Record



Choose an Employee RecordChoose an Employee Record



Attach a RésuméAttach a Résumé



Current and Requested PositionCurrent and Requested Position



Error CheckingError Checking



Justification DocumentationJustification Documentation



New Position Details



Error CheckingError Checking



Health & Safety QuestionsHealth & Safety Questions



HRAF ApproversHRAF Approvers



Request Number is AssignedRequest Number is Assigned



Review Status of RequestsReview Status of Requests



Request Approval EmailRequest Approval Email



Review and Approve eHRAFReview and Approve eHRAF



HRAF Review: 1 of 2HRAF Review: 1 of 2



HRAF Review 2 of 2HRAF Review  2 of 2



In ReviewIn Review
 Staff Only:

 Promotions Promotions
 Demotions
 Lateral Moves
 Reclassifications 

 Request tool located in HR Web
 Approved request creates an electronic HRAF
 Fully approved eHRAF flows to employee’s PeopleSoft record Fully approved eHRAF flows to employee s PeopleSoft record


