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Entering Transfers in ISIS HR

The revised ““Guidelines for Entering Civil Service Information in I1SIS HR” give
confusing direction on action reason selection when employees are transferred.

Civil Service Rule 8.15 states that probational or permanent employees may “transfer”
from one department to another with the approval of the receiving appointing authority as
long as the employee meets the requirements for the new job. ISIS HR requires that an
agency enter a “transfer” action when an employee of any status is moving from one
personnel area to another. The differences in the definitions along with some missing
action reasons have created confusion since the Nov. 2006 revision of the Guidelines.

Civil Service has submitted change requests to ISIS HR in an effort to alleviate the
confusion surrounding action reason selection for the transfer gaining actions. The new
Guidelines require agencies to select the reason related to the Civil Service authority for
the new appointment. Several of the relevant reasons were not already present as a
selection in the gaining action. We apologize for that confusion and hope to have it
corrected by the end of March. If you have specific questions on the action reason to
select for a transfer gaining, please email burgundy.cummings@]Ia.gov for information.

The difference in the definitions is another example of where the Civil Service
terminology and the ISIS HR terminology don’t concur. Agencies should be aware that
many transfer actions entered in ISIS HR don’t meet the definition of a transfer according
to the rules because of the employee’s appointment status or contract type. An example
would be an employee on job appointment who moves from one personnel area to
another. The agency would enter a transfer action for this move. However, Civil Service
would not consider this a transfer according to the Rules since this employee did not have
permanent or probational status.

Questions? Call the HRIS Program Consultant at (225) 219-9439.
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