Title: NewHire_Change_Entry_Date (PA41)

New Hire — Change Entry Date

Purpose

Trigger

Prerequisites

End User Roles

Use this procedure to change an employee’s start date after the action has been
completed and payroll has not ran for the incorrect hire date.

Perform this procedure when the start date is incorrect has not ran for the incorrect
hire date.

e A hire or rehire action has been performed on an employee and payroll has
not ran for the incorrect hire date.

In order to perform this transaction you must be assigned the following role:
Personnel Administration Processor, Payroll Processor, Benefits Processor and
Leave Corrections Processor.

Change History
Date Change Description
07/23/2009 Add Helpful Hints
12/2/2010 Added the note regarding the Date Specifications infotype.
09/19/2012 Updated user procedure- to match current system. Removed the unnecessary
steps.

Transaction Code

PA41

Helpful Hints

: This procedure requires hand-offs to other roles (Organizational
Management Processor, Payroll Processor, Benefits Processor, and Leave
Corrections Processor) depending on the structure and your role at your
agency.

& Personnel Administration Processor, you will need to update all
applicable dates on the Date Specifications (0041) infotype as this transaction
will not do so. See OLQR User Procedure, Date Specifications.

Q Leave Correction Processor, must delete any quota created through
Quota Corrections (2013) with a start date prior to the New Hire date. Then
run Time Evaluation (ZT60). This must be done before performing this
procedure.

e The same infotypes may not appear when you are performing this
procedure, if they were not created in the original personnel action.

e The infotypes to update may appear in a different order when you are
performing this procedure.
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Title: NewHire_Change_Entry_Date (PA41)

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

(X

Example: @ Make an entry in all required fields.

Action: Fix the problem(s) and then click ﬁ. (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 ﬁ'
Example: Save your entries.

0 or & Action: Perform the required action to proceed.
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Title: NewHire_Change_Entry_Date (PA41)

Procedure
1. Start the transaction using the above menu path or transaction code PA41.

=
| HR Master Data Edit Goto System Help
| @ 290 eae CHB aDoD BE

Change Entry/Leaving Date

Personnel no.

2. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Personnel no. R The employee’s unique identifying number.
Example: 20000033

. & | A
Click (Enter) to validate the information.
=
HE Master Data Edit Goto  System  Help
& adH €@ ICHEB oD on | EE @
Change Entry/Leaving Date
| Personnel no. POE00033 |
Marne STIFE MICHAEL
Perstrea (1110 Dept of Personnel EEGroup |0 | Permanent
Psubarea (0001 |Mon Represented EESubgroup (@1 | Monthiy(k) OT Exe..  Status  Active
4.

Click (Execute) to execute a process or action.
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=
Infotype  Edit Goto  Extras  Swstem  Help

& (40 €@QIESHE EHHOS | BRE @ m

Change Actions (0000)
DD |@ Execute info group ||.¢’ Change info group |

Pers.No. 20000033
Name STIPE MICHAEL

Persarea |1110| Dept of Personnel EEGroup @|Permanent

PSubarea |B001 | Non Represented  EESubgroup |01 MaonthiyiM) OT Exe. Status  Active
Ftart 09/16/2012 @tu 12/31/9988] Chng (0971972812 [KELLYW

Personnel action

Action Type L0 Mew Hire El

Feason for Action 02|  Probationary Appointrment

Status

Employrment 3 Active g

Organizational assignment

Position 71000125 SYSTEM TRAINER 00
Fersonnel area 1110  Dept of Personnel
Employee group ] Permanent

Employee subgroup o1 Monthly(h) OT Exempt

Additional actions

Start Date |Ac:t. |Actinn Type |ActR |Reasnn far action |
09/16/2012 UD  New Hire 02  Probationary Appointment H
[4]
[~]
[« ]f [ [« [¥]
From the Action (0000) screen, complete the following fields:
R=Required Entry 0O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Start R Enter the corrected first date that the employee is no longer
employed.
Example: 9/17/2012
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Title: NewHire_Change_Entry_Date (PA41)

Click ﬁ (Enter) to validate the information.
[=
| Infotype Edit Goto Extras Systern Help

& 1 aBleee SHE 0o DR @m
Change Actions (0000)
DD J |@ Execute info graup ||.(5’ Change info group |

Pers Mo, 20000033
Marme STIPE MICHAEL

PersArea 1110 Dept of Personnel EEGroup . Permanent
PSubarea |00 | Mon Represented  EESubgroup . Monthlyvi) OT Exe.. Status  Active
Start o9/7/2012[Fto [12/31/9998|  Chng |09/19/2012 | KELLYW

Fersonnel action

Action Type UD Mew Hire =l

Reason far Action 92|  Probationary Appointment

Status

Employment |3 Active ]

Organizational assignment

Position 71000125 SYSTEM TRAINER 00
Fersonnel area 11’lB| Dept of Persannel
Employee group |E| Permanent

Employee subgroup Im tarthiy(hd) OT Exernpt

Additional actions

Start Date |Ac:1. |Actiun Type |A|:tR |Reasnn far action |

0941652012 U0 Mew Hire 02 FProbationary Appointrment |:|
[+
(-]

LD ]| IL0]

]
Click (Save) to save.
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Title: NewHire_Change_Entry_Date (PA41)

[S Paostpone action

=

Action W‘ Mew Hire
Original date A9/1672012
| iew date E9/17F2012

0169 |[Savings Plans DBHE;’QDQ 12/31/9959 0941772012 12/31/9985
0207 |Residence Tax Area EIBHBIQEH? 09/16/2012 091172012 0941 7/2012

@ You may not see all Infotypes that are listed in the screen shot above. Only Infotypes that

have been created for the employee will display.

9. f

Click

(Continue) to continue.

B
Click (Select all) to select all of the infotypes to update to the correct hire date.

III?' Postpone action

g Only the selected infotype records will be moved

Washington State Department of

Enterprise Services

6 of 12



Title: NewHire_Change_Entry_Date (PA41)

10. I@Information
0 Validity start for existing records is changed

v @

11. |
The Information window will appear, click # (Continue) to continue.

e If the Benefits information was not completed prior to the entry date being changed, you
will not see steps 12-22.

12. = Possible subseguent activities

| @ Enralled on pas17/2012[=)

Terminated on pa/M1e/2012
O Autamatic Plans

1O Default Plans

O All plans

Add. functions E9s19/2012
O Plan overview

O Enrallment Farm

O Particip. Monitor

The Possible subsequent activities window will appear, click 'W| (Continue) to continue.

13.
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=

| Enrallment Edit Goto System  Help

|@ | 100 e0e DHE 00 PR eFE
Enrollment

Selection set

Enraoll

| lﬁ']

Persannel no.

Name

|STIPE MICHAEL

(0917 r2012 |

|Dn

|‘£ Owarvigw

Offer selection

D nurmber | | [ Getofer |3 Print form ||Q General Natice || Errar list |
Fossible offers [Enroliment period
|@ Select | Retirement Enrollmnt 01/0141800 - 12/31/3993
B EIEREER G
Pers.No [Name L[] [l
20000033 STIPE MICHAEL
40000067 BEESLEY MARY Offer
Click | Get offer
=
Enrollment Edit Goto  Systern  Help
@ JHeee SHE aDoD BRI @M
Enrollment
Enrall
Name |STIPE MICHAEL lon [pa/17/a012]m@] [& Overiew
Offer selection
ID nurmber [ ‘Q Get offer ||Q Print farm ||Q General Natice H Error list I
Possible offers |Enrul\ment period
|@ Select Retirement Enrallmnt 01/01/1800 - 12/31/2999
(A[F]I[E] (¢ ] [E]a]
~ PersNo[Name K] I[«][+]
20000035 STIPE MICHAEL
40000067 BEESLEY MARY Retirernent Enrollmnt
&  Enrall H [ Caosts H@ Undao selection El@ Error List |
Plan Status  |Validity period |Aclivity
= 401(a)
] 09/17/2012 - 12/31/9599 |

[EERsz
T8 - optan 0

PERS 3 - Rate A - Self
PERS 3 - Rate A - WS3IB
PERS 3 - Rate B - Self
PERS 3 - Rate B - WSIB
PERS 3 - Rate C - Self
PERS 3 - Rate C - W3IB
PERS 3 - Rate D - Self
PERS 3 - Rate D - W5IB
PERS 3 - Rate E - Self
PERS 3 - Rate E - WS3IB
PERS 3 - Rate F - Self
PERS 3 - Rate F - WSIB

@ Click on the appropriate Savings Plan for the employee.

Click|_PERS 2
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UBST 2072 - 1220537/959Y
09/17/2012 - 12/31/9959
09/17/2012 - 12/31/9959
09/17/2012 - 12/31/9899
09/17/2012 - 12/31/9599
09/17/2012 - 12/31/9959
09/17/2012 - 12/31/9959
09/17/2012 - 12/31/9899
09/17/2012 - 12/31/9599
09/17/2012 - 12/31/9959
09/17/2012 - 12/31/9959
09/17/2012 - 12/31/9899
09/17/2012 - 12/31/9599
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I= Maintain Savings Plan
Pers.No. | 20000033 STIPE MICHAEL

Plan \PERS 2 |

Start 89/17/2012| - [12/31/9999

[[]5top participation in period

Cantribution regular

Pre-tax contribution Semi-monthly

Amount 0.00/USD [Pre-Tax Rollave
Percentage 4. 64
Units | 0% 0.00 USD

FPost-tax contribution Semi-monthly

Amount 0.00/USD [ Start Pst-Tax |
Percentage 0.0o
Units | 0% 0.00 USD

16.  (lick 4P Accept

=

Enrollment Edit Goto Systern  Help

& 2B CEQ I EHE D oD  HE @ m
Enrollment

Selection set Enroll
MName |STIPE MICHAEL lon [08/17/2012[@8 [2  Oveniew
Personnel na. ll—@
Offer selection
D Aurmber | | |O Get offer ||Q. Print farm ||Q General Naotice || Errar list |
Possible offers IEnrDIIment period
|@ Select I Retirernent Enrolimnt 01/01/1800 - 12/31/9999
= [ EE =R K
° Pers.No [Name L[] [«

20000033 STIPE MICHAEL

40000067 BEESLEY MARY Bletiament Bl

& Enrall Costs ||r£}) Undao selection |$||Q Errar List |

Plan IStatus “alidity period |Activity |
= 401(a)
PERS 2 ] 09/17/2012 - 12/31/9999 o
PERS3-Option 0 D9/17/2012 - 12/31/9999
4\ Washington State Department of
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17 Click T» Enrall i
rE?Cnnﬁrmatinn of Selected Actions

=
D

Activity Flan Frorm To
Change FERS 2 09/17/2012 |12/31/9999

[0 I 0

E» Enroll || ¥ Cancel

18.
Click (Bv Enrall

I@Enrullment

@  Enriment completed successiiily

| o [ Gmien ) |
Click Continue .

20.

Click E (Exit) to exit.
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IE Possible subsequent actiities
@ Enrolled an E9/M17F2012 @
Terminated on 91672012
O Autamatic Plans
O Default Plans
O All plans
Add. functions /1872012
O Plan overview
O Enrallment Form
O Particip. Manitor
%)
21, j
Click o (Cancel).
=
Infotype  Edit Goto Ewxtras  System  Help
@

Title: NewHire_Change_Entry_Date (PA41)

3 Al Ce CHE DDoOIFAE @m

Delete Residence Tax Area (0207)

E1EP= ER

[T TETT > | Personnel no.  [20600033 Narme STIPE MICHAEL
Find by | PersArea 1110 Dept of Personnel EEGroup | 0| Permanent
~ @ Person PSubarea [0001| Mon Represented  EESubgroup [01] Monthiy(M) OT Exe..  Status  Active
[R) Collective search | oy ¢ 09/16/2012| to  [9/18/2812 | Chg.
) =earch Term
{H} Free search
Resident Data
Tax area WA State of Washington
| I R
Tax Authorities in Area
Tax Auth. |Tax Authority Mame |Tax Level |Descripti0n |_|
FED Federal & Federal
il YWashington B State
[«]
[~]
LAl (4[]
22.  Click .E (Delete) to delete the record.
III?' Create Wacancy

5 71000123 SY'STEM TRAIMER 00

DBHSIQEI'IQ[I:P]

Create on

] # Cancel
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23. Select the appropriate option for this position.

24.  You have completed this transaction.

@ Verify all infotypes have been updated.

Results
You have corrected the New Hire date of an employee.

Comments

: Not all infotypes will appear if it was not created in the original action.
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