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Step Increases



Position Maintain
� A Position Maintain 
ISR is initiated to 
change the PS level 
(step). You must 
have the have the 
employee’s position 
number. This can be 
found by looking at 
the Organizational 
Assignment 
infotype (0001) in 
PA20.



Position Maintain
� After locating the 
position number in 
PA 20, initiate the 
Position Maintain 
ISR with the ISR with the 
effective date and 
Object ID, 
(position #) you 
want to maintain.



Position Maintain
� Current data 

on the 
position will 
default in the 
body of the 
ISR.  Confirm 
that effective that effective 
date is 
correct and 
enter 
approver (s).  
The arrows 
indicate 
where the 
step would 
be changed.



� Make 
changes 
accordingly 
based on 
employees 
date of hire 

Position Maintain

date of hire 
and the union 
contract.  In 
this example, 
the 
individual is 
moving from 
step 2 to step 
3.



Position Maintain

� After making the change to the individual’s step,  
be sure to indicate in the comments section what 
change is being requested.  This will speed up 
processing of your ISR and ensure that the processing of your ISR and ensure that the 
requested change is completed.

� Save the ISR and make note of your ISR # for 
future reference.

� Please wait for an email confirmation that the 
Position Maintain ISR has been approved and 
completed before proceeding with the action to 
change the salary.



Salary Change ISR

� Initiate a salary change ISR to 
change the hourly rate associated 
with the new step as outlined in the 
union contract.union contract.

� Please refer questions regarding 
step increases to your Divisional HR 
office.



Salary Change ISR



Salary Change ISR

� Please note that the PS level in the 
ISR header and the current pay 
section will reflect the old PS level 
(step) until the salary change ISR is (step) until the salary change ISR is 
executed by HRSS.


