Title: ApptChange_After In-Training Appointment(PA40)

Appointment Change Action — After In-Training Appointment

Purpose

Trigger

Prerequisites

End User Roles

Use this procedure to complete an appointment change after an In-training
Probationary or In-training Trial Service Appointment has been successful.

Perform this procedure when an employee completes his or her In-training
Appointment or completes a level in a multiple level In-training Appointment and
there is a change to the appointment date or the basic pay.

e Employee’s In-Training Probationary Appointment has been successfully
completed and the employee status has been updated to permanent.

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

Change History

Date Change Description

11/30/2012 Updated user procedure to match current system.

5/28/2014 Added updated screen shot and added the description of the fields on the Planned
Working Time (0007).

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

Transaction Code

- Personnel Actions

PA40

Helpful Hints

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: Make an entry in all required fields.

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

Warning

®

Example: _(__D_ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.
Action: If an action is required, perform the action. Otherwise, click

V] (Enter) to validate and proceed.
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Message Type

Confirmation

0,

Description

Example: & Save your entries.

Action: Perform the required action to proceed.

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

HE Master Data

&

Edit Goto Extras  LUtilities

Settings  Systern  Help

B A E Q@@ =S HE Bnha8 BEE

Personnel Actions

Personnel no.

From

Perzonnel Actions

Action Type

Personn... |EE group  |EE suhgr...l il

rew Hire

Change of Status
Concurrent Employment
Appointment Change

Cuick Hire

Fehire - Quick Hire
SEparation

Rehire

Leawve of Absence - Active
Leave of Absence - Inactive
Feturn from Leave of Absence

2. Complete the following fields:

IE

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: 40000312
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3.
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Perform one of the following:

IF GoTo
You are the Personnel Administration Processor Step 4
You are the Payroll Processor Step 33
You are the Benefits Processor Step 45
Complete the following fields:
From R The effective date of the action.

Q Only enter the From date if you are the Personnel
Administration Processor initiating the appointment change
action.

Example: 07/16/2012

Click @ (Enter) to validate the information.
[I=4
‘ HR Master Data  Edit Goto  Ewtras  Utilities(M) Settings  System  Help

@ 3 JH 08 SHE fnon PR @B

Personnel Actions

|Personneino.  [40om0a12)

Name  |OWEN ROBERT

Persarea |2350| Dept of Lahor & Industries EEGroup |0| Permanent

PSubarea |OOMG|IBEW Elec Insp EESubgroup |B6] M-OT Elig=40nrsiwk  Stafus  Active
Fram 07/16/2012

Persannel Actions

Action Type Personnel |EE group IEE subgr |
Mew Hire (4]
Change of Status @

Concurrent Employrment

lppointment Change: |
Quick Hire

Rehire - Cluick Hire
Separation

Rehire

Leave of ADSENCE - Active
Leave of Absence - Inactive
Return from Leave of Absence
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Title: ApptChange_After In-Training Appointment(PA40)

Click the box to the left of |D‘ﬁ‘pp':'immem Change to select.

Click @ (Execute) to execute the action.
=
| Infotype  Edit Goto  Extras  System  Help

| @ 2 JBeea DHE fnon AE @8
Copy Actions (0000)

DD |@ Execute info group ||f Change info group |

Fers.Mo. 40000312

Marme OWEN ROBERT
Persarea (2350 Dept of Labor & Industries EEGroup |0 Permanent
PSubarea |QOMC| IBEVY Elec Insp EESubgroup |06 | M-OT Elig=40hrsiwk  Status  Active
Start tD 11/15/2012

Personnel action

Action Type U3 Appointment Change g

Reason for Action ~

Status

Employment 3 Active Bl

Organizational assignment

FPosition 71000015 INSTRUCTOR APPT CHANGE

Fersonnel area 3500|  Sup of Pub Instruction

Employee group o Permanent

Employee subgroup a1 honthly(h) OT Exempt
Additional actions

Start Date IAct. |Action Type IActR IReason far action

[4]
[

(D]l |[4][+]

8. 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 @
Click the (Matchcode) to open the selection list.
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I= Reasan far Action (1] G4 Entries found

R
4 C 0 [ ] ) =T (Y

Action Type: U3
Mame of action type: Appointment Change

Ac... |Name of reason for action |
01 Promaotion

02 Z0OMU - Temporary Appt

03 In-Training

04  Z0ONU - WS Acting Apptmt

05 ZDKU - WS Apptmt With Review
07 WS

08  Adjust Hours Worked

0s  Z0OMU - Full-Time Year Round

10 Z0ONU - Classifed to Exempt
11 In-Training Lewvel - Complete
12 In-Training Series - Complete
T3 Oematon - DIScIpinary

&)

IF Then
In-Training Appointment is Click 11- In-training
Complete Complete
In-Training Appointment has Click 12 In-Training
multiple levels Series- complete

Example: 12 In Training Series Complete
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=
Infotype  Edit  Gota  Extras  System Help

& 1 A8 CEaQ CHE a0 BE @M
Copy Actions (0000)

DD I |@ Execute info group ||.,/§;i Change info graup |

Pers.Mo. W

Name  [OWEN ROBERT |

PersArea |2350) Dept of Labor & Industries EEGroup |0 Permanent

FSubarea - IEEW Elec Insp EESubgroup . M-OT Elig=40hrsivk  Status  Active
Start 07/16/2812| o [11/15/2012

Personnel actian

Action Type |U3 Appointment Change a|

Reasan for Action (=) In-Training Series - Complete

Status

Employment |3 Active =]

Organizational assignment

Position 71008015 INSTRUCTOR APPT CHANGE
Personnel area 3500 Sup of Pub Instruction
Employee group |E| Permanent

Employee subgroup 01 Monthiy(h) OT Exempt

Additional actions
|Star1 Date |Act. |Actiun Type |ActR |Reasun for action

Click ﬁ (Enter) to validate the information.

10. _|
Click (Save) to save.
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11.

12.

13.

Title: ApptChange_After In-Training Appointment(PA40)

=
Infotype  Edit Goto  Extras  System  Help

& naB @@ CHE DTOos BE @0
Copy Organizational Assignment (0001)

Personnel No. | 40000312 Narme OWEN ROBERT
Persirea (2360 Dept of Labor & Industries EEGroup |0 | Permanent
PSubarea |BOMC | IBEW Elec Insp EESubgroup |06 | M-OT Elig=40hrsfwk  Status  Active
Start O07/16/2012) to 11/15/2012
Enterprise structure
CoCode WAGET|  STATE OF WASHINGTOMN
Pers.area 3500  Sup of Pub Instruction Subarea oot Mon Represented
Cost Ctr 3500000000  DEFAULT AGENC.. Bus. Area 3500  Supt. of Public Instruction
Fund
Personnel structure
EE group ] Permanent Payr.area 11 SEmi-monthly
EE subgroup |01 tonthly(M) OT Exempt I Contract 05 InTrngeTrl Sry. B
Organizational plan Administrator
Percentage 100,00 Assignment | PersAdmin
Position 71oo0em1s|  ARPPTO Time
INZTRUCTOR AFPT .. Payradmin
Job key E[elcTelelE]e]E]
Exempt
Org. Unit IO0E028|  APPT
PERSONNEL ACTION..
Org . key
Perform one of the following:
If Then
The In-Training plan has multiple levels In the Contract field, click InTrng/Trl Srv from

the drop-down list.

The employee successfully completed the In- |In the Contract field, click Trial Service from
Training Appointment the drop-down list

Click @ (Enter) to validate the information.

|
Click (Save) to save.
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=
‘ Infatype  Edit Goto  Extras  System  Help
@ 2108 e@Q CHE nnon | AR @6

Copy Contract Elements (0016)

Personnel Mo. 40000312 Marne OWEMN ROBERT
PersArea (2350 Dept of Labor & Industries EEGroup 0| Permanent
Psubarea |DOMC | IBEYW Elec Insp EESubgroup |06 | M-OT Elig=d40hrsiwlk  Status  Active

tu 11416/2012

Start

Contractual regulations
Contract Type 00 Permanent E
Feriods
Probationary Period G| Months E

14, ﬁ‘
Click (Enter) to validate the information.

@ The Probationary period field is also used for the Trial Service period. Verify that
the value matches the Trial Service period.

15. _|
Click (Save) to save.
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=
_Infotype Edit Goto Extras System Help

PRl A b S

G 2 10/C0Q CHE Buos IR 0|
Create Planned Working Time (0007)
(BRI o schedue |

Personnel No. (40008312 Name [OWEN ROBERT
PersArea 12350 Dept of Labor & Industries EEGroup 0 Permanent
PSubarea GGMC! IBEW Elec Insp EESubgroup B86 M-OT Elig>40hrsiwk  Status  Active
Start SIEEEEER[) To  [12/31/9998
Work schedule rule
Work schedule rule FULL | 58s: MF8hpd
Time Mgmt status 99 - Time evaluation of planned times v
_|Part-time employee Additional time ID B’
Working time
Employment percent " 100.00! | Dyn. daily work schedule
Daiy working hours [ | Min. | Max.
Weekly working hours ‘ 0.00 Min. ] Max. |
Monthly working hrs " 0.00] Min. | | Max.
Annual working hours 0.00| Min. | Max. |
Weekly workdays
Additional fields
ACA Status Code | Not Assigned

Time Type Override "1 No Overide

16. Complete the following fields:

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

Field Name R/O/C | Description
Work schedule R A description of the duration and composition of employee
rule working time for any given workday.

@Note:

The new record will default to FULL in this field. You will need to
select the appropriate work schedule if the employee is not on a
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FULL 5-8s M-F 8hpd work schedule.

Example: FULL

Time Mgmt This is part of the work schedule that an employee is assigned to
status and signifies how hours are calculated based on the employee's
assigned work schedule.
Example:
1-Time Evaluation of actual times - Use for Hourly employees
9-Time Evaluation of planned times - Use for Monthly
employees
Part-Time Select the indicator only if the employee should be designated
Employee as Part-Time.

Additional time
ID

The indicator on how employee leave will accrue
Enter:

= 00- for full normal leave accrual (will default if to normal
if field is left blank).

= 01- for NO leave accrual
*=  02- for sick leave accrual only

Employment The amount of time that an employee works per week in a
percent . .\ . . .
particular position and is described in terms of a percentage.
Example: 100.00
ACA Status Used to select the average hours per month over the next 12
Code months, for the employee. Click on the match code to display

the options:

@Note:

Effective January 1, 2014 this is a required entry for all new
hires, rehires and employees who experience a change in
employment status. DO NOT leave the default code of “Not
Assigned”. Press F1 in this field for additional information.

3,

When a schedule change is keyed for an employee that has an
ACA code, agencies must enter or update the ACA Status Code
to reflect the employee’s change of status.
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[E ACA Status Code (1) 7 Entries found

£ G ) E =1

ACA Status ... Short Descript.

H : Mot Assigned

Y1 Average 130 Hrs or more per month

Y2 Average 130 Hrs or more per month (Edu Crg Employee)
Y3 Average 130 Hrs or more per month (Seasonal Employee)
M1 Average less than 130 Hrs per month

M2 Average less than 130 Hrs per month (Edu Org Employee)
M3 MAverage less than 130 Hrs per month (Seasonal Employee)

Example: Y1 - Average 130 Hrs or more per month

Time Type
Override

This field is the time reporter override and applies only to
agencies using, or planning to use the Time Leave and
Attendance system (TLA).

@ Tip:

This entry is an override code. Updating this field is optional and
only required if the agency needs to override the general
timesheet requirements of an employee. Press F1 in this field
for additional information.

[ Time Type Override (1) 3 Entries

v |E]EERs)2 Bl [
Time Type Over... Short Descri...
' No Override

P Positive Time
Exceptions Onby

Example: P Positive Time

Click ﬁ (Enter) to validate the information.
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_|
18. Click (Save) to save.

Infotype  Edit Goto  Extras  System  Help

@ 208 IC@e CHE 8000 BRI QB
Copy Date Specifications (0041)

| =

Personnel No. 40000312 Mame OWEM ROBERT

PersArea |2350| Dept of Labor & Industries EEGroup |@| Permanent

PSubarea QOMC| IBEW Elec Insp EESubgroup |06 | M-OT Elig=40hrsimk  Status  Active

Start 7 /1642012 1141572012

Date Specifications
Date type Date Date type Date
g1 | Anniversary Date 04720/1995 02 | Appointment Date ag/10/1893
03| Original Hire Date 04716741997 04 | Prior PID [5/01/1899
05 | Seniority Date 04716741997 07 | Unbroken Srve. Date Q471671897
18| Prsnl HolidayElghlty DE/16/ 2006 27 | TSR L Eligibility Q7172011

19. Review the employee’s Date Types and Dates, and make the necessary updates.
Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
02 Appointment | R The Appointment date for the employee
Date Example: 7/16/2012

@ If necessary, make changes, additions, or deletions to the date specifications.

20. &‘
Click (Enter) to validate the information.
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21.

22.

Title: ApptChange_After In-Training Appointment(PA40)

_|
Click (Save) to save.
=

Infotype Edit Goto Wage types Extras  System  Help
& 1 I @@E@ SR 2noan BHE @0
Create Basic Pay (0008)
| Salary amount || FPayments and deductions |
Personnel No.  [40000312 Marme OWEN ROBERT
PersArea (2350 Dept of Labar & Industries EEGroup |0 Permanent
PSubarea |QEMC | IBEW Elec Insp EESubgroup Q6| M-OT Elig=40hrshul,  Status  Active
Start 7 /16,2012 to 12/31/9995

Subtype E] Easic contract

FPay scale

Reason (=] Cap.util v 100. 00

P3 type 0o Mon-Represented WkHrs/period 87 . 00| 3emi-manthly

P5 Area 01| Standard Progressian Mext inc.

PS5 group 58 Level |A Ann.salary 47,892 00 | |UsD
WWa |Wage Type Long Text |D__|Amnunt |Curre_.|ln_.A_. Mumber/Unit  |Unit
1003 Pay Period Salary 1,895 50 UsSD I

UsD

UsD

UsD

UsD

UsD [=]

UsD (=]
LDl [ |[«][+]
Iv [11/30/2012] - [11/30/2012] «| »] 1,895.50 |UsD

Complete the following fields:

R=Required Entry 0O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Reason R The reason for the change in the data on the Basic Pay infotype.

@ If you do not know the number for the Reason, you can

click the k=¥ (Matchcode) to open the selection list.
Example: 20 — Appointment Change

Next Increase c This is the date of the next scheduled increase in the employee’s
pay and is used to override the automated periodic increment
and longevity process.
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@ If the employee is eligible for a periodic increment (PID) or
longevity step, and moves to a new Pay Scale Type, Pay Scale
Area, Pay Scale Group or Pay Scale Level, the agency Personnel
Administration Processors must input the employee’s current
PID in the Next Increase field on the Basic Pay Infotype.

Example: 07/16/2013

Level C This defines the step within a range for compensation.

@ Level A will default into the field for classified employees
on a pay scale range. You may need to change the level.

Example: K

Annual Salary C This is the dollar amount that the employee receives as pay per
year.

@If the employee is classified and on a pay scale range, the
annual salary will populate based on the PS Group and Level.

@ If the employee is WMS, Higher Ed Exempt, Students, Non
Classified Elected Official, Non Classified Exempt Management
Service, Non Classified Non Pay Scale, Non Classified Board
Members you must enter the annual salary in this field.

@Entering the salary defines this person as Directly valued.
Agencies are responsible for updating the salary when directly
valued employees are due a pay increase.

Example: 47,892.00

Wage Type c A type of payment that separates amounts and time units for
various business processes.

@ The wage type of 1003 should default in if the employee is
monthly. Wage type 1001 should default in if the employee is
hourly. Enter the wage type if the field is blank.

@ You can also enter wage types for Shift Difference and
Assignment Pay.

Example: 1003 Pay Period Salary
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23.

24,

25.

Title: ApptChange_After In-Training Appointment(PA40)

Click & (Enter) to validate the information.

|_|
Click (Save) to save.

& The Personnel Administration Processor will notify the Organizational Management
Processor to update the job key to the appropriate job class. This will mark the end of

Appointment Change Action after In-Training appointment. After saving, click @ to exit the
action and transfer the employee’s information packet to the Payroll Processor who will

complete the action.

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

=
HE taster Data Edit Goto Extras  Ltilities Settings  System  Help

& A @@E@ SE R anon BHE @l
Personnel Actions

Persannel na. A000E312

Marne OWEN ROBERT

PersArea (2550 Dept of Labor &8 0o not enter a From date
PSubarea |QOMC | IBEWY Elec Insp

Frarm

Permanent
Dhrsfwk  Status  Active

Personnel Actions

Actian Type Fersonn... |EE group  |EE subgr...|
Mew Hire [4]
T -]

Change of Status
Concurrent Employment

Cluick Hire

Fehire - Quick Hire

Separation

Rehire

Leave of Absence - Active
Leave of Absence - Inactive
Return from Leave of Absence
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Q Payroll Processor —Do not put a “From” date in the field prior to executing the transaction.

26. 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: 40000312

27. @‘
Click (Enter) to validate the information.

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

@ 200 CEe CHE Dnon D @B
Copy Actions (0000)
|:||:| |@ Execute info group ||.g’9 Change infa group |

Pers.No. 4000060312
Mame OWEN ROBERT
Fersarea -235EI Dept of Labor & Industries EEGroup . Fermanent

PSubarea [00MC| IBEW Elec lnsp  EESubgroup [08| M-OT Elig=40hrsfwk  Status  Active

Start 12401 /2012|[=)to 12431/98389

Personnel action

Action Type |U3 Appointment Change El

Feason for Action IE‘ In-Training Series - Complete

Status

Employment |3 Active E|

Organizational assignment

Faosition fO016262)  ELEC COMS INSFP
Personnel area 2350| Dept of Labor & Industries
Employee group |E| Permanemnt

Employee subgroup Iﬁ‘ h-OT Elig=d0hrsfmk

Additional actions
|Start Date |f-5'~.c:t. |ﬂ~.u:1inn Type |A|:1R |Reasnn for action

Click |@ Execute info group |

_|
The follow messages will appear. Click (Save) to continue.

|@ Record stored only in Additional Actions infotype. Save

v

An Information window will appear. Click (Continue) to continue.
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32.

33.

34.
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I@Information

exists

Click (Next Record) until you reach Subtypes for infotype Education, click (Close) to by-

pass this infotype.

Continue to click (Next Record) until you reach Copy Add. Withh. Info. US (0234) infotype.

|II7

| @

Infotype  Edit Goto  Extras  System  Help

al 4B €@ CHE Onon BRI @m

Copy Add. Withh. Info. US (0234)

(2|

Persornel No. 40608312 Mame  |OWEN ROBERT
PersArea |2350) Dept of Labor & Industries EEGroup |0 Permanent
PSubarea [BBMC|IBEW Elec Insp  EESubgroup [B6| M-OT Elig=aOnrsiwk  Status  Active
|start 7r16/2012 | to  [12/31/9998
Overrides
Tax authority FED |Federal Taxlevel A Federal
Supplemental method Aggregation with Pay Periods hMethod
Cwverride armount
Override percentage I Mo Tax

Ermpl.overrice group

01358 |2320-2307-00 EMP N.O.C.

Comrman Paymaster

Ocommon Paymaster |

Complete the following fields:

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

Field Name

R/O/C | Description

Start

R The start date for the payment/deduction.

: Start date should be the first pay date the employee is
with the gaining agency.
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35.

36.

37.

38.

Title: ApptChange_After In-Training Appointment(PA40)

Example: 7/16/2012

Empl. override R This is the Worker's Compensation code that an employee holds
group for a particular job.

Example: 0138

Click & (Enter) to validate the information
]
Click (Save) to save.

Click a (Cancel) to cancel.
=4
HR Master Data Edit Goto  Extras  Utilities(h)  Settings  System  Help

& 2 dH I SEQ S HE 0O EFHE | @b
Personnel Actions

Personnel no.
Mame OWEN ROBERT

PersAres |2350| Dept of Labor & Industries EEGroup || Permanent

Psubarea (QOMC | IBEWY Elec Insp EESubgroup |06 | M-OT Elig=40hrsfwk  Status  Active

From

Personnel Actions
Action Type Personnel |EE group  |EE suhgr__l
MNew Hire [+]
Change of Status
concurrent Employrment
Appaintment Change _|
- |quick Hire

Rehire - Quick Hireg

Separation

Rehire

Leave of Absence - Active
Leave of Absence - Inactive
Return from Leawve of Absence

|
|[«]

You have completed this transaction.

Results

You have completed an appointment change after an In-Training Appointment.
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Comments

Once the Plan 3 employee has submitted their completed DRS member information form designating
their Plan 3 contribution rate, see the OLQR procedure Retirement Plan Choice 90 day (New Hire), to
complete the retirement choice.
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http://www.dop.wa.gov/SiteCollectionDocuments/Payroll/HRMSSupport/TrainingAndOLQR/UserProcedures/ret_90daychoice_newhire.doc

