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How to Complete a Position Reclassification or Modification 
 

Background 
 

A reclassification request documents a substantial change in position responsibilities that may result in a change in job title, minimum qualifications, 

and/or pay grade. 

 

 
Reclassification requests are permissible in the following situations: 
 

· Vacant positions 

· Filled positions as a part of an approved reorganization 

· For other filled positions, please consult with the Campus HR team for requirements. 
 

 

Logging In 
 

Access the PeopleAdmin system via my.untsystem.edu, click the link to the PeopleAdmin system and log in using your EUID and password. 
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Module View and User Roles 
 

 
Please ensure that you are in the correct module. Check your module view in the top left hand corner; it should say Position Management. If it says 

anything else, you can change this by clicking the three dots in the corner and then making a selection. 
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Once the menu opens up, click on Position Management. 

 
 

 

 
 

 
Please ensure that you are logged in under the correct user group. To check your user group, look at the top right hand corner of the screen and you will 

see the user group drop down menu. 

 
 

 
 
 

Only the following User Roles (User Groups) are able to initiate reclassification requests: 

a. Initiator 

b. Supervisor 

c. Department Head 
 
 
 
 

 

Locating a Position Description 
 
 
Click on Position Descriptions and select the job category (staff, faculty or executive). 
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If you are using the job title, your search results will comprise of all position descriptions that have the word or phrase that was entered or that fall into 

the seach category. 

 

You may search using the position title, name of the person currently holding the 

position or the position number. 
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Find and select the position description that you wish to view; you will then be able to see all the classification details along with the specific position 

details. 
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Viewing and modifying a position Description 
 
 
 

 
Once you have viewed the description and are confident that changes are required, click the 

Modify Position Description link at the top right of the screen. 

 

 
 

 

Please view all the information in the summary in order to determine if any modifications are 

needed. 
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ition description no one else will be 

ure to carry out the process in its en 

certain that it is not left pending. 

 
 
 
 
 
 
 

 
Position Justification 
 
 

 
 
 
 
 
 
 

The first section asks for the justification as to why you are modifying the job description. 
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When you have entered the 

information, click the Next button to 

save and move to the following 

section. 
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Position Details 
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All UNT positions are security sensitive, therefore, this field 

cannot be edited. 
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Position Documents 
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Summary 
 
 

 

 

While viewing the details, the system will 

show you not only the edits that you have 

made but also the previous data. 
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Submitting Edits for Approval 
 
 

 

 
 
 
 

 

 
 
 
 
 
 
 
 

**At this point you have a newly modified and approved position description, if you are ready to hire a new staff member, you can now go in to the 

Applicant Tracking System to post from this description** 

If any of the approvers: Supervisor, Department Head, Campus HR or HR Compensation requires 

edits to be made to the position, it will be returned to the initiator for corrections. 

Once the reclassification has been approved by Campus HR and HR Compensation, the Initiator, 

Supervisor and Department Head will all receive notification from the system. 

Once you are satisfied with your 

changes, hover over the “Take Action 

On Position Request” button found on 

the top right side of the screen and click 

Approve 
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