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In the Agency HR role, there are two ways to access the JCQ. No matter which
you choose, when you try to access the JCQ system, you will be prompted to
log in. Enter “resource\your ID” in the User Name line, then enter your access
code in the Password line. The ID and access code are those you used to log
into the HR Restricted Site.
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Please select one of the following options.
- Complete my own individual Job Content Questionnaire (JCQ)
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One way to access the JCQ as an Agency HR Designee is to click the link that was
provided to you in an email by DOP. After you log in, the first page you will see is titled
Purpose of this Session. Choose the fourth radio button, “Agency”. Then click
Continue.
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Job Content Questionnaire JCQ)

Agency Human Resource/Agency Designee Menu
Please select one of the following options.

f" Agency approve a submitted 1CQ

- Sort in Agency JCQ Repository
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You will then arrive at a submenu. Choose the first radio button, “Agency approve a
submitted JCQ”. Then click Continue.
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Welcome to the data collection site for PLANS. PLANS is the project we
are conducting to update and modernize our Classification and
Compensation Plan. We are collaborating on this project with the
HayGroup®, a global management consulting firm specializing in human
resource consulting services. The key objectives of this project are (1)
to ensure that our Classification Plan accurately organizes and describes
the jobs in State government; and (2) to ensure that our Compensation
Plan is internally fair and externally competitive.

We are collecting job content information from all classified and
classified-exempt employees in the Executive Branch of State
government to make sure our Classification Plan is accurate and up to
date. Your participation in this part of the projectis critical. As you go
through this Job Content Questionnaire (JCQ), please think about the
duties and responsibilities of your position and answer the questions
completely and accurately. The information you provide will be the basis
for determining how your position fits within our updated Classification
Plan.

Thank you for your time and cooperation in this important project
Please visit our project website http://www.plans.wv.gov/ for more
information or to check on our progress.
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Next you will see the Welcome screen. Read the information provided, and click
Continue when you are done. If you do not see the Continue button at first, scroll
down until it becomes visible.
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Agency Human Resourcef Agency Designee Instructions

Aftar recelving a completed Job Content Questionnaire, caretully review the document for
Accuracy and completenass. You may NOT changs any Information the employ 22 or supervisor

provided.

Complats the Agency Human Resourcef Agency Designes Approval Saction with Information
based upon the permanently assigned duties of the position. Do not Incude dutles assigned as
part of 3 temporary upgrade. Indicate any duties listed that are of 3 temporary naturs in the
Agency Human Resources/ Agency Designes Approval Section.

Provids any additional information or clarfication in the Agency Human Resource f AQency
Designes Approval Section of the 10G .

A Navigational Bar can b2 found on the keft-hand column of 2ach screen. YouU Can use this area
to:

- Ratum to thess Instructions

- Wiew other sections of the 100

¥ou can print the J00 document at any time, howavar, any printed varsion of 3 JCQ ks a
convenience Copy and ks not the officlal submitted 300 .

Save your work often by clicking the Save button
To adit your response on 3 pravicus soreen. click the Back button

¥ou may continue to make revisions to the Agency Human Resources/Agency Designes
Approval Section of the J00 untll the time you submit It

Once you have completed the Agency Human Agency O Saction of
the JCQ. you may Rrint 3 Copy Tor your records.

‘Once you click the Submilt button, you Cannot revise, view, or print the 300

@ncz you click the Submit button your portien of the JCQ ks locked and NO ONE can changs: your
TREpONED.

After submitting the 1CQ you will reoeive a confiMmatien page varlfying the JCQ has bean
succasstully submitted. You may print this pags for your records.

g the I0Q weill au y send It to the next kval for procescing.
When completing the JCQ. It ls recommendad that you use the supplemental instructional guide

on how to compiete 3 JOQ. which ks avallable 3t www. plans v gov. Tt may answarmany of
Vour gquastions on how to respond to ltems onthe 100

To 2xit 3 session. click the log off button
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Next you W|II see the Agency HR Instructions page. Carefully read the instructions.
When you are ready to start reviewing JCQs, click the Continue button at the bottom
of the page, or click the JCQ Queue link on the side of the page. Clicking either of
these will take you to your Agency Queue.
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This message was sent with High importance.

From: Plans.Info@wy.gov
To: ! Duvall, Lindsey M
Cc

Subject: JCQ Submittal form submitted by Author = LINDSEY M DUVALL has progressed to Mext Level for Review

Sent: Tue &/24/2010 3:02 PM

A JCQ is pending vour review. The JCQ can be accessed at the link below
Click here to access the JCQ Queue

Login using vour User/Unique id and access code to begin the process. Thank vou for vour assistance in the PLANS
project.

EMPLOYEE NAME: LINDSEY DUVALL
EMPLOYEE ID: E006484
ORGANIZATION UNIT:

The other way to access the JCQ system is to use the email notification primary
Agency HR Designees receive when JCQs are ready for their review. Click the link in
the email to access the JCQ system. Please note: backup Agency HR Designees will not

receive an email notification, so if you are a backup Agency HR Designee, you must log
in as previously shown.
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can usethisareato:

. Return to these instructions
. View other sections of the ICQ

You can printthe JCQ document at any time, however, any printed version of a
JCQisaconvenience copy and is not the official submitted 1CQ.

Save your work often by clicking the Save button.
To edit your response on a previous screen, click the Back button.

You may continue to make revisionstothe Agency Human Resources/Agency
Designee Approval Section of the JCQ until the time you submit it

Once you have completed the Agency Human Resources/ Agency Designee
Approval Section of the 1CQ, you may print a copy for your records.

Once you click the submit button, you cannot revise, view or print your JCQ.

Once you click the submit button your portion of the JCQ is locked and NO ONE
can change your response.

After submitting the 1CQ you will receive a confirmation page verifying your
J1CQ has been successfully submitted. You may print this page for your records.

Submitting the completed 1CQ will automatically send it to the next level for
processing.

‘When completing the 1CQ, itis recommended that you use the supplemental
instructional guide on how to complete a 1CQ, which is available at
www.plans.wv.gov. It may answer many of your questions on howto respond
to items on the 1CQ.

To exit a session, click the Log Off button.
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After entering your login information, you will be presented with the Agency HR
Designee Instructions page. Carefully read the instructions. When you are ready to
begin reviewing JCQs, click the JCQ Queue button at the bottom of the page. If you do
not see the button at first, scroll down until it becomes visible.
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Either way you log in, you will arrive at the Agency Queue. This is where all the JCQs
that are ready for your review will be listed. Click on the file name as shown to open a
JCQ. JCQs will remain in your queue until submitted, so if you start reviewing a JCQ

but do not submit it, it will still be listed here.
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For form content questions, contact Division of Personnel at: 304-558-3950, ext.57239
For technical assistance, contact the Office of Technology Service Desk at 304-558-9966 or 1-877-558-0066
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Each page of the JCQ has a Log Off button at the bottom. If you need to stop working
on a JCQ before you are finished, use this button to exit the JCQ system. You can then
log back in at a later time to finish the JCQ.




For questions on how to complete the form,
please contact the Division of Personnel at

(304) 558-3950 extension 57239 or send an
email to DOP.PLANS@w\v.gov.

For technical questions, please call the Office of
Technology Help Desk at (304) 558-9966 or

1-877-558-9966.



