Title: ChangeStatus_ProbationCompleted (PA40)

Change of Status - Probation Completed

Purpose

Trigger

Prerequisites

End User Roles

Use this procedure to update an employee’s status to permanent at the end of a
probationary appointment.

Perform this procedure when an employee has completed their probationary
appointment.

An employee must be in a probationary appointment and successfully completed
their probationary period.

In order to perform this transaction you must be assigned the following role:
Personnel Administration Processor

Change History

Date Change Description

7/16/2009 Update to Step 12 to reflect the option of ‘Permanent’.

11/21/2012 Updated screen shots

Menu Path Human Resources = Personnel Management - Administration - HR Master Data

Transaction Code

- Personnel Actions

PA40

Helpful Hints

n/a
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Title: ChangeStatus_ProbationCompleted (PA40)

The system may display three types of messages at various points in the process. The messages you see
may differ from those shown on screen shots in this procedure. The types of messages and responses

are shown below:

Message Type

Description

Error

&

Example: Q Make an entry in all required fields.

Action: Fix the problem(s) and then click @ (Enter) to validate and proceed.

Warning

®

Example: _®_ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.

Action: If an action is required, perform the action. Otherwise, click

@ (Enter) to validate and proceed.

Confirmation

oor&

Example: & Save your entries.

Action: Perform the required action to proceed.
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Title: ChangeStatus_ProbationCompleted (PA40)

Procedure
1. Start the transaction using the above menu path or transaction code PA40.

=
| HR Master Data Edit Goto Extras Utilities(M) Settings System Help

| & 2100 e CHE anoa BE|
Personnel Actions

] Personnel no.

From

Personnel Actions
Action Type IPersnnneI |EE group |EE subgr I
MNew Hire

1 Change of Status

manjs]

Concurrent Employment
Appointment Change

" |auick Hire

Rehire - Quick Hire

Separation

Rehire

2. Complete the following fields:

R=Required Entry 0O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
From R The start date of a record.
Example: 05/01/2009
Personnel no. R An employee’s unique identifying number.
Example: 40000493

Click ﬁ (Enter) to validate the information.

4. Click the box to the left of | [Change of Status ¢ select.
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Title: ChangeStatus_ProbationCompleted (PA40)

=
HRE Master Data  Edit Goto Extras  Utilitiesi(h)  Settings  System  Help

v 1H @@ SHE ONon BRE | @
Personnel Actions

[Personnel no. |40000433 |
Name  [MADDOX ELIZABETH |
FersfArea (3026 DSHS Region & EEGroup . Permanent

PSubarea |88J5| EconvSocSvesSup  EESubgroup [01] Monthiy(M) OT Exe..  Status  Active
From 057012609 |

Action Type Personnel |EE group  |EE subgr

Mew Hire

Concurrent Employment
Anpointment Change
Cluick Hire

Rehire - Quick Hire
Separation

Rehire

[ —( | O =

Click @I (Execute) to execute the action.
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Title: ChangeStatus_ProbationCompleted (PA40)

Elnfot},rpe Edit Gota Extras Systern  Help
& 3 AHCee  EHEE BD4O0 HEE®@

Copy Actions (0000)
DD |@ Execute info group ||§9 Change info group |

Jers.Mo. 40000493

Warme MADDOX ELIZABETH

“ersArea |3026 | DSHS Region 6 EEGroup 0| Permanent

2Subarea |00JG | Econ/Socsvessup EESubgroup |01 | Monthly(b) OT Exe..  Status  Active
Start 05/01 /2009 tu B7 F 162011

Personnel action

Action Type Change of Status g

Feason for Action 14 Permanent

otatus

Employment Active g

Organizational assignrment

Position 70131273| SO0CIAL WORKER 4
Fersonnel area 3026| DSHS Fegion 6
Employee group ] Fermanent

Employee subgroup 1 Monthlyih) OT Exempt

Additional actions
|Star1 Date |Act. |Actic|n Type IACIR |Reasnn for action

6. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Reason for R It stores the reason that an action has been performed.

Action @
Use the (matchcode) to open selection list.

Example: 14- Permanent

7. Click & (Enter) to validate the information.

8.  Click & (Save) to save
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9.

10.

11.

Title: ChangeStatus_ProbationCompleted (PA40)

=

Infotype Edit Goto Extras System Help

@ 3/ OH S SHE S0O8 HE @6

Copy Organizational Assignment (0001)

&/R]L2] [0 St

Personnel No.  |4P000483 Name [MADDOX ELIZABETH |
Pershrea -3925 DSHS Region & EEGroup E Permanent

PSubarea -BB.JG Econ/SocSvesSup  EESubgroup - Manthly(M) OT Exempt Status  Active

Start 05/01/2009| to 12/31/9999

Enterprise structure

CoCode WA STATE OF WASHINGTON
Pers.area 3026 DSHS Region 6 Subarea A0JG|  Econ/SocSvesSup
Cost Ctr SBBEIBBBBBB| DEFAULT AGENCY 3( Bus. Area 3000 Dept of Social & Health Serv.

Fund

Personnel structure

EE group . Permanent Payr.area ’m Semi-monthly
EE subgroup - Maonthly(M) OT Exempt Contract Permanent =]

Organizational plan Administrator
Percentage | 100.60) |[B Assignment | | PersAdmin

Position 70131273 MX58 Time (03T | REG6-VANCOUVER C&FS
SOCIAL WORKER 4 PayrAdmin

Job key 50001036| 351R

SOCIAL WORKER 4
Exempt :
Org. Unit 30012449 CAFORG

CAFO RE

Org.key 572

Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description

Contract R The status of the appointment.

Example: Permanent

: Use the (matchcode) to open selection list.

Click & (Enter) to validate the information.

Click E (Save) to save.
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=
Infotype Edit Goto Extras System Help

& 1 4 0IQeEQ LHE Snoas BE @
Copy Contract Elements (0016)

Personnel MNo. 40000493 MName |I"1ADDD}( ELIZABETH |
PershArea -3828 DSHS Region 6 EEGroup ﬁ Permanent

PSubarea -EIEIJG Econ/SocSvesSup  EESubgroup . Manthly(M) OT Exempt Status  Active
Start 05/01/2009| to 12/31/9989

I Contractual regulations
I Contract Type 100 Permanent a|

Periods

Probationary Period 12| Months &

12. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description

Contract Type R It defines an employee's State status as either permanent or
non-permanent.

@ Use the = (drop-down) to open selection list.

Example: 00 Permanent

Probationary n/a The length of the employee’s probationary, trial service period,
Period etc.

Q For this procedure, this field is not applicable.
Example: 12 Months

13. Click & (Enter) to validate the information.

14. Click B (Save) to save.
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15. Perform one of the following:

IF Go To
Monitoring of Tasks (0019) exists and will need to be updated, Step 17
no Monitoring of Tasks (0019) record, Step 27

16. Access the Maintain HR Master Data Screen, using transaction code /NPA30.

=g
HR master data Edit Goto Extras Utilities(M) Settings System Help

@ DA HCEe  CHE aDon HE @6
Maintain HR Master Data

D2 e lml) 3]

Personnel no. 140000493 |
Name  |MADDOX ELIZABETH |
PersArea -3828 DSHS Region 6 EEGroup ﬁ Permane
PSubarea -EIEIJG Econ/SocSvesSup  EESubgroup . Manthly(M) OT Exgefipt Status  Active
Addtl. Personal Data
[infotare tout I=a ’—| Period
ontoingoitaske v | O
[ [T anmy WerberDepenaens d From | To |
| |Education o O Today O Curr.week
| |Other/Previous Employers @ All I O Current month
| |Objects on Loan ) From curr.date O Last week
| |Additional Personal Data o O To Current Date O Last month
| [Military Service O Current Period O Current Year
| |Residence Status [=] |E Choose |
Communication o E
Direct selection
Infotype |Mnnit0ring of Tasks | STy | |
17. Click the (LASdtl Personal Data ]t
18. " Click the box to the left of H_IMU”””””Q of Tasks ¥ to select.

19. Click @Al to select.
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Title: ChangeStatus_ProbationCompleted (PA40)

20.  Click l<&/ (Overview) for an overview of all actions associated with Monitoring of Tasks (0019).

=
Infotype Edit Goto Ewxtras  System  Help
g 2 dH e SRR fhon BE @®

List Monitoring of Tasks (0019)

Personnel Mo. 40000493 Mame |M;‘-‘«DDOX ELTZABETH |

PersArea |30Z26|D5HS Region & EEGroup . Permanent

FSubarea [00JG| EcondSocSvossup EESubgrDuplmMDnthly(M) OT Exe.. Status Active

[ Choose o1/01 /1800 o 1243179933 STy,

21 click
to select.
22.
Click (Change) to change and continue.
=
Infotype  Edit Goto Extras  System Help
& | 3 I0 CEQ DEB Doos BE @E

Change Monitoring of Tasks (0019)

Fersonnel Mo. | 40000433 Marme |M:’-\DDOK ELIZABETH |

PersArea -3028 DSHS Region 6 EEGroup . Permanent
PSubarea |00JG| Econ/SocSvesSup  EESubgroup |81 | Monthiy(M) OT Exe..  Status  Active

Task

Task Type |F'rut:| per to expire ia|

Date of Task 05/01/2009)  |Processing indicator Task completed

Reminder

Reminder Date 03/01/2003)

Lead/follow-up time | || For specific task type a|
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23. Complete the following fields:

Title: ChangeStatus_ProbationCompleted (PA40)

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Date of Task R This is the date on which the task needs to be completed.
Example: 05/01/2009
Processing R This is used to signify if a task entered in the Monitoring of Tasks
indicator infotype is new, in process, or completed.
Example: Task is Completed

24.  Click & (Enter) to validate the information.

25. Click & (Save) to save.

26. You have completed this transaction.

Results

You have updated the employee’s state status after they have completed their probation period.

Comments

None.
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