Deceased Employee Action

Purpose

Trigger

Prerequisites

End User Roles

Title: Deceased Employee (PA40)

Transaction Code:
PA40

Use this procedure to process payments for a deceased employee using the
Separation Action.

Perform this procedure when you have received a death certificate for an
employee.

The death date is known. Remove any time and compensation entries past the date
of death. See Helpful Hints below for additional information before beginning the
action.

In order to perform this transaction you must be assigned the following role:
Personnel Administrator Processor, Payroll Processor Time and Attendance
Processor and Benefits Processor

Change History

Change Description

8/16/06 Procedure created.

12/15/08 Procedure updated to include additional information in the Prerequisites and
Helpful Hints sections. User roles have been identified. Overall process has been
updated.

1/7/2010 Updated screen shot to highlight sick leave buyout no-tax

7/9/2010 Update to step 46 to change the example start date from 8/1/2008 to 8/11/2008.
Update on screenshot on step 48 to show the correct dates.

8/17/2011 Updated step 44 to include adding FED into the Subtype field when selecting
Withholding Info W4/WS5 US (IT 0210).

Updated screen shot of Withholding Info W4/W5 US to include infotype number

11/21/20111 Removed Savings bonds detail.

11/20/2012 Updated Personnel Actions selection screen shots

5/3/2013 Added steps 44-52 for adding wage type 3102 to the employee’s Additional
Payment (0015) to move funds directly to the General Ledger 5145.

1/29/2014 Updated step 32 — if employee already had a warrant users will skip to step 37

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

Transaction Code

- Personnel Actions

PA40

Helpful Hints

Related links: Office of Financial Management (OFM) payroll Resources
http://www.ofm.wa.gov/resources/payroll.asp and Policy 25.70 Payment Methods
http://www.ofm.wa.gov/policy/25.70.htm

Related links: Department of Retirement Systems (DRS) Employer Support Services.

@ HRMS only sends status codes A and B to DRS. Annual leave buyouts should
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http://www.ofm.wa.gov/resources/payroll.asp%20and%20Policy%2025.70
http://www.ofm.wa.gov/policy/25.70.htm

Title: Deceased Employee (PA40)

be reported as status codes N for non-retirees or T (up to 240 hours) for retirees.
Excess vacation leave cash buyouts for retirees should be reported using status
code U. After the information is sent to DRS, you will have to go to DRS Web-based
Services to logon, create and submit a report via the Web-Based Employer
Transmittal (WBET) application. Change the status code on the leave buyoutsto N, T
or U. For more information on this process contact DRS.

e |If the employee has active status in multiple (concurrent) positions they will
need to be separated from each position.
e Delete any entries past the death date from infotypes such as Employee
Remuneration Info (2010) or Absences (2001).
o Determine if the employee entitled to an accrual.
o Verify any leave has been entered for the pay period.
o PT50 and ZCAT6 should be run on the employee to make sure the
employee has the correct leave balance when compensating for unused
leave.

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 Q

Q Example: 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 & .
Example: Save your entries.

o or & Action: Perform the required action to proceed.

HR
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Title: Deceased Employee (PA40)

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

HE Master Data  Edit Goto  Extras Utilities  Settings  Systern Help

& 34 @@a@ DEHE DDhLOog ER
Personnel Actions

Personnel no. |

From

Fersonnel Actions

Action Type Fersonn... |EE group  |EE subgr...l
Mew Hire [+]
B =]

Change of Status
Concurrent Employment
Appointment Change _|
Ciuick Hire

Fehire - Cluick Hire

Separation

Rehire

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

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: 629438

From R The effective date for the action.

The date entered here is the employee’s last working
day they should be compensated for.

HR
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Title: Deceased Employee (PA40)

Example: The employee’s date of death is 8/12/2008.
Enter 8/12/2008 in the From field.

Click @ (Enter) to validate the information. Verify you have accessed the correct employee
record.

Select the blue box to the left of |_|Separatiun to select.

=g
| HE Master Data  Edit Goto Extras  Utilities  Settings  System  Help

@ 2 0H @@ LR fnon BE @
Personnel Actions

Fersonnel no. B29435

Marme ShMITH CURTIS

Persarea (1111 | Information Services Division EEGroup 0| Permanent

FPSubarea | 0001 | Mon Represented EESubgroup (@1 [ Monthly(h) OT Exe.. Status  Active
From B/12/2008]

Fersonnel Actions ‘
Action Type Fersonn... |EE group  |EE suhgr...l
Mews Hire [+]
Change of Status
Concurrent Employment
Appointrment Change |
Cluick Hire

Rehire - Quick Hire
Separation

Rehire

Leave of Absence - Active

|
|[«]

Leave of Absence - Inactive
Return from Leave of Absence

Click l_@i‘ (Execute) to begin the separation action.

Hn e

WSD Personnel



Title: Deceased Employee (PA40)

6. In the Reason for Action field, click ['3 (Matchcode) to open the selection list.
Select the reason code of 04 Death.

=
_}nfotype Edit Goto Extras System _Help.

< D0 H Q@ LA hoan DE @@
Copy Actions (0000)
[ 2][.2] | [ @ Execute info group ||~ Change info group |

Pers.No. |628438 |

Name [SMITH CURTIS P

PersArea [1111] Information Services Division EEGroup 8] Permanent

PSubarea 0001 Non Represented EESubgroup 06| M-OT Elig»40hrsiwk Status  Active
Stant |es713/2008] 1o [1273179999|

| Personnel action ~

Action Type paration = |
Reason for Action I} [S Reason for Action (1) 56 Entries found

via|D[m@[&E] 28] &)
ACton Type: US

 Status i o
Employment | 0 Witjdrawn

Organizational assignment

Sl | 7004256Y  LHName of action type: Separation
Personnel area |3051 ri

Employee group. |0 Ac... ‘|Namo of reason for action
Employee subgroup 04 01 Abandonment of Position

2 Seasonal - Career Layoff 3-8 m
S - Career Layoff 9+ mo

Additional actions

Start Date  |Act. |Action Type
10/01/2008 UJ  Change of Status Disabily - Voluntary Complete
06  Disability - Involuntary
07  Dismissal =]
09  End of Appt - Erroneous Appt [+]
€G] 1[4

@ Notice the Start date has been changed to 08/13/2008, one day after the date of death.
This indicates the first day the employee is placed into withdrawn status.

In the Selection list, click v (Enter) to continue.

Click Q (Enter) to validate the information.
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Title: Deceased Employee (PA40)

:" You may receive a Warning or Error message(s) in the status bar. Below are three
examples.

This error message is generated because the employee has time entries that occur after the
separation date. These will need to be deleted before continuing the action.
|T@ Employee 629438 has 4 future CATS entries, Please Delete

HINT: Open a new window

to delete the entries without leaving your Separation action.

This warning is generated because we are processing this employee’s separation in a prior

payroll|® Enter data for payroll past (retroactive accounting) After clicking @ (Enter) to

continue, another warning message was received letting us know that the active Actions (0000)
|® Record valid from 07/ 672007 to 1203109999 delimited at end

infotype is being delimited. . The
Personnel Action we are performing now is creating a new Action (0000) infotype with a start
date of 08/13/2008 placing the employee in withdrawn Status, with a Reason for action type of
Death.

. 1
Click c (Save) to save.

: A Create Vacancy message screen will appear if the position is vacant.

IlI?’Create Vacancy

5 700813924 IT SPEC 2

Create on pei 132008 [o)

|‘r’es || Mo ||R Cancel |

Perform one of the following:

If Then
The position is not filled Click Yes
The position is multi-filled Click No

10.
Click @ (Enter) to validate the information.

11. LIl
Click : (Save) to save.
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12.

13.

14.

15.

16.

Title: Deceased Employee (PA40)

& For the Personnel Administration Processor, this will mark the end of the Separation

Action. After saving, click @ (Exit) to exit the action and transfer the Separation Information
Packet to the Payroll Processor who will complete the action.

& If you also have the Payroll Processor role, then you may skip this step and continue to
the next infotype (step 18).

: The Payroll Processor will need to verify and correct quota balances before starting their
portion of the Separation Action.

The Payroll Processor begins the action from Personnel Actions (PA40), and enters the
employee’s personnel number.

e Do not put a “from” date in the field prior to executing the transaction. If you entered a

“from” date click <& (back) and delete the date.

Click @ (Enter) to validate the information.

Select the blue box to the left of |_|Separatiun to select.

Click l@‘ (Execute) to execute the separation action.

From Change Actions (0000), click & Brecute info group .

: An Information message screen will appear. Click E (Enter) to continue.

I information

Hn o
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Title: Deceased Employee (PA40)

17. An Execute info group pop up box will appear ”Warnmg Personnel action mfotype not saved

@ The Personnel Processor has already saved this infotype so it is ok to continue.

18. If the employee has recurring deductions, you will be taken to the Delimit Recurring
Payments/Deduction (0014) infotype.

19. Click the blue box to the left of the payment or deduction to delimit.

@If there are multiple payments or deductions to delimit, they may all be selected at this
time and this will delimit everything in one step.

[
Infotype  Edit Goto Extras  Systern Help

& A H Q@@ B0 E anas EE @
Delimit Recurring Payments/Deductions (0014)

Fersonnel Mo.  |629438 Mame SMITH CURTIS P

Persarea |1111| Information Services Division EEGroup |B| Permanent

PSubarea Q081 | Mon Represented  EESubaroup |06 M-OT Elig=40hrsiwk  Status  Withdrawn

Choose bei13/2008 tn 1243179999 ETy. Delimit Date |08/ 13/2008
Wagetype  |Wage Type Long Text |From [To [0 [Amount [crey [T
1010 Base Rate for shared |L.06M01/2008  12/31/9939 34.55 USD [+]

_2545 WidSH ST EMPL CR UNO1AG2008 123179998 A 28000 USD E

_2551 R ct Select each wage W07 1203159999 A 25.00 LS

type to delimit

20. Click E (Delimit) to assign the delimitation date to the record(s).

:" You may receive a Warning message(s) in the status bar. Click & (Enter) to continue.

This will take you to the Delimit Savings Plans (0169) infotype.

HR
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Title: Deceased Employee (PA40)

21. Click the blue box to the left of the plan(s) to delimit. If there is other savings plans (i.e. deferred
compensation) select all plans and this will delimit everything in one step.

=
Infotvpe  Edit Goto  Extras  System Help

& n A H@@@ SR fnan EHE @
Delimit Savings Plans (0169)

Fersonnel Mo. |629438 Mame SMITH CURTIS P

Persfrea (1111 Infarmation Services Division EEGroup [B| Permanent

PSubarea 0001 Mon Represented  EESubgroup |B6| M-OT Elig=40hrstwk Status  Withdrawn

= Choose BS8i13i2008 tc: 1243174949599 5Ty, Delimit.Date |@2/13/2008
StartDate  |End Date  [Type [Test |Plan |Text [
070172008 §2031/9993 4014 401 (=) F2 [PERS 2 (=]

:1IZIIEI1I2EIEIT 213179999 DFCPDeferred Comp 01 Deferred Compensation ﬁ

22. Click E (Delimit) to assign the delimitation date to the record.
Q Health Insurance will need to be terminated in the PAY1 system. Use the A.41 screen
and enter an ‘N’ in the ELIG CODE field and in the ELIG EFF DATE field enter the last day of the
month in which the employee last had eight hours of pay status. Press F10 to update.

PAY1 will update HRMS with the delimit date.

: You may receive a Warning message(s) in the status bar. Click Q (Enter) to continue.

HR
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Title: Deceased Employee (PA40)

23. A Subtypes for infotype “Time Quota Compensation” pop up box will appear.
Click the appropriate quota type to be compensated to select.

& Before processing the buy-out for the employee, verify all leave taken and hours worked
was entered into CATS. Run the ZCAT6 transaction to update HRMS. If the employee did not
receive their accruals and is entitled, create a Quota Correction for the employee.

I@Suhtypes for infotype "Time Quota Compensation” (13 14 Entries found
W cuicions |
=

IR E B EE

ESG|PSG...|comp.me..|Description

1 a0 1000 Free compensation

1 a0 2001 Sick Leave Buyout - Tax

1 50 8002 Sick Leave Buyout -MNo Tax

1 a0 8003 Annl Leave Buyout-Ret

1 a0 5004 Annl Leave Buyout -Mo Ret

1 50 2005 Sick Leave Buyout-Annual

1 50 8006 Cornp Time Buyout

1 50 8007 Sick Leave Buyout - VEBA

1 a0 8008 Comp Time Buyout-No Ret

1 50 2008 Holiday Credit Buyout W5P

1 50 8010 Settl LY Buyout WiP-NoRet

1 50 8011 Settl Ly Buyout WSsP-Ret

1 50 8012 Hol. Cr. Buyout WsP-noRet

1 a0 89599 YTD Sick Ly Taken - Cony

14 Entries found [ 7

24. Click IE (Copy) to accept.
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Title: Deceased Employee (PA40)

25. Inthe No. to compensate box, enter the number of hours to compensate for the leave type

chosen.
Ulnramae Edit Goto Extras System Help
@ 2 dH Ca@ AR DO BRE @28

Create Time Quota Compensation (0416)

AT o |

Personnel No, | 629438 | Name  [SMITH CURTIS

PersArea 1111 Information Services Division EEGroup 0| Permanent

PSubarea B801) Non Represented  EESubgroup [06] M-OT Elig=40hrshwk  Status  Withdrawn
Start 0g/12/2008

Make sure to change this date to the actual
date of death.
9002/ SickLeave BU 1o puy-out must occur while the employee
was in an Active payroll status.

Comp. method

Compensation specifications
Time guota type 30 |Sick Leave
® Compensatian rule 000
No. fo compensate
[]Da not account

Absence quotas |
ATy Iauma text |Entili, |Umt ]Cnmp |Rem, |WT IAmnunl |Curr,, ||§ |Deduch'nn i, |Deduttinn tn[ ﬁ |Qunta counter

30Sick Leave 166.40000 Hours 0.8o008 95.40000 o.08 || 01A16/2006 12/31/9999 B00000000BERT700200¢
| 30sickLeave 8.00000 Hours 0.00008 8.00000 0.08 [ 0216/2006 12/31/9999 [ 00000000B0DO9819200¢
| 30sickLeave 8.00000 Hours 0.00000 8.00000 0.00 ] D3M6/2006 (12/31/8999 000000000R01 77992008
| 308ickLeave 8.00000 Hours 0.00000 8.00000 0.00 ["] 04/16/2006 (1243179999 [ |  000DOODOBO122234200€
| 30SickLeave 8.00000 Hours 0.80008 §.00000 o.08 || 0516/2006 12/31/9999 B00000000E1 62971 200¢
| 30SickLeave 8.00000 Hours 0.00008 8.00000 0.08 7] DB/6/2006 (1243149999 [ 0000000000207661200¢
| 30sickLeave 8.00000 Hours 0.00000 8.00000 0.00 07M6/2006 12/31/9999 0000PO00REg22984200¢

| s0sickLeave 8.00000 Hours 0.00000 8.00000 0.00 [ 08/16/2006 12/31/9999 [ 00000000A1070836200€[«]

| 30SickLeave 8.00000 Hours 080008 8.00000 o088 [ ] 09M6/2006 [12/31/9999 BBEBBERRE1327404200¢[+]
ajo [ ajn

VERY IMPORTANT: If this is not dated correctly, the quota compensation will not be paid out and
will have to be corrected after the fact.

26. On the toolbar, click S o process the compensation.

27. |
Click g‘ (Enter) to validate the information.

28. L]
Click 1 (Save) to save.

Rheryre ]

@ You can only buyout one type of quota during the PA40 action. If an employee has
additional quota balances to buy out, you will do this at the end of the PA40 action. Use the
PA30 transaction code and create a new Time Quota Compensation (0416) infotype.

& This completes the payroll portion of the PA40 action. There following infotypes will be
updated using PA30 Maintain HR Master Data.
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29.

30.

31.

32.

33.

34.

35.

36.

37.

Title: Deceased Employee (PA40)

Click G (Back) to return to the PA40 Actions screen. Type /nPA30 into the command field.

Click @ (Enter) to validate the information and be taken to the Maintain HR Master Data
screen.

" Pa yrall

Click the Payroll tab i to select.

Click the blue box to the left of :|Elank Details to select.

& If the employee’s paycheck is automatically deposited (ACH) with their financial
institution, their Bank Details (0009) infotype needs to be delimited. This will cause a warrant to
be printed for the final payment. If the employee already receives a warrant skip ahead to step
37.

Click B (Delimit) to assign an end date to the Bank Details (0009) infotype.

[= Enter Delimitation Date

Delimit. Date 0541362008

Enter the date of death for the employee plus one day.

@ For example, the employee’s date of death is 8/12/2008, enter the delimit date of
8/13/2008.

4

Click (Transfer (Enter)) to continue.

. |
Click '- (Save) to save.

[ Iwithholding Info wapws US

Click the blue box to the left of to select and enter FED into the

Subtype field under the Direct Selection.

HR
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Title: Deceased Employee (PA40)

Basic Personal Data" WII Benefits . Time Recording , Addtl. Personal Data . Fl)y

38. Click [© (Copy) to copy and continue.

WSD Personnel

Infotype text |S| |—‘ Period
Unemployment State o [2]| | ®Period
wWithholding Info Waas US I o [-] Frarm To
_Add.W\thh. Info. US o O Taday O Curr.week
| [Other Taxes US QA Q Current manth
_‘RS Lirnits US4 QO From curr.date QO Last week
| |Garnishment DocLment L4 OTo Current Date O Last manth
| |Garnishment Order L Q Current Period QO Current Year
| |Garnish. Adjustment B |E Chooas |
Bond Purchases =]
Direct selection
inrtype
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Title: Deceased Employee (PA40)

39. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Start R The start date of the record.

@ Enter the day after the last pay date.
Example: The employee died on 8/12/2008. Enter 8/11/2008 as

the start date.
To R The end date of the record.

@ Enter the next pay date.

Example: 8/25/2008

40. Click in the Tax Exempt Indicator field and the click @-- (Matchcode) to open the selection list.

4l Click on Y to select and click IE (Continue) to continue.

@ Using Tax Exempt indicator Y will make the wages exempt from taxation and not
reportable to the IRS.

Using Tax Exempt indicator R will make the wages exempt from taxation and earnings are
reported to the IRS.

& If payment is made in the year after the date of death, you may need to establish the Fed
Sub type excluding the OASI and Medicare from EE and ER. Refer to OFM’s State Administrative
and Accounting Manual (SAAM) for current regulations.

Hn o
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Title: Deceased Employee (PA40)

@
_|n(o!ype Edit Goto Extrgs S;svl’em vﬁelp

< 198 Q0 CHE Do B @@
Copy Withholding Info W4/W5 US (0210)

B

Personnel No 629438 Name SMITH CURTIS

PersArea 1111 Information Senvices Dmsion

EEGroup O Permanent
M-OT Elig>40hrs/wk  Status  Active

Stan 08/11/2008) to 08/25/2008
' Status
Tax authority FED = Federal Tax level A Federal
Filing Status 01| Single
o Exemptions
Allowances 0
[Tax Exempt Indicator v date
 Withholding adjustments
Add withholding 0.00 |USD [ Non-resident tax calculation
Default formula 1 PCT MTHD-RES. U Alternative formula
| W5 filing status
EIC status 0 Not applicable
Z[ME-‘,M, ‘ ,
From date  |End Date Supplemental method [Tax overmide [Em ]
101/01/2008 12/31/9999 0.00 0035

Qo [

42. |
Click ﬁ (Enter) to validate the information.

43,
Click @ (Save) to save.

& If time or compensation entries were made in advance for Employee Remuneration Info
(2010) or Absences (2001) those records dated after the death date should be deleted.

If time or compensation entries were made in advance in CATS for this employee, go to CATS
(/nCAT2) and delete any records dated after the death date.

44.

&To move payroll funds directly to General Ledger (GL) 5145 create an Additional Payments
(0015) using wage type 3102 (Deceased Net To GL 5145).

Refer to HRMS Communication New Wage Type for deceased employees for questions.

HR o
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1.%09%09%20%20To%20move%20payroll%20funds%20directly%20to%20General%20Ledger%20(GL)%205145%20create%20an%20Additional%20Payments%20(0015)%20using%20wage%20type%203102%20(Deceased%20Net%20To%20GL%205145).

Title: Deceased Employee (PA40)

45. Run a Payroll Simulation to find the employee’s net pay (/560) for the final payment.
46. Access the employee’s Additional Payments (0015) to enter the wage type.
47. Select the box to the left of Additional Payments (0015).

Basic Personal Data / Payrall | Benefits Time Recording Addtl. Personal ... ][]
Infotype text G, Period
Basic Pay w ~ || (e Pericd
Recurring Payments/Deductions L From To
Ldditional Payments W ) Today I week
Cost Distribution L il “iCurrent manth
Bark Details \ 4 “JFrom curr.date “Last week
External Transfers "I Ta Current Date “ILast month
Rayroll Status v T Current Period “ICurrent Year
Residence Tax Area v . |V_- rhoose |
Wiork Tax Area -

Direct selection

Infotype Additional Payrnents 5Ty

48. O
Click (Create).

49. Complete the following fields:

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

Field Name R/O/C | Description

Wage Type R This is an object in Payroll and Personnel Administration which
stores amounts or time units that are used to calculate pay and
deductions, store results, and determine statistics. It separates
amounts and time units for various business processes. It
enables the system to process amounts and time unites in
different ways during the payroll run.

Enter wage type 3102 (Deceased NET to GL 5145).

Example: 3102
Amount R Enter the amount of the payment which needs to be directed to
the GL 5145.

@ This will be the net amount (/560) from the payroll
simulation.

Example: 2000
Date of origin R Enter a date within the current pay period.

Example: 8/15/2008

HR o
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Payroll_Simulation_PC00_M10_CALC_SIMU.doc

Title: Deceased Employee (PA40)

=g Infotype  Edit  Goto Extras Systern Help

g B @@ CHE DT L8 BE @

Create Additional Payments (0015)

[ H 2 ”‘gl [@ Exegg(e !nro group H/ Change mforgroup ]

)

Pers.No 629438

Name SMITH CURTIS P

PersArea 1111 Information Services Division EEGroup 8 Permanent

PSubarea 0001 Non Represented EESubgroup 06 M-OT Elig»40hrs/wk Status Active
Stant 0871372008 to 1273179999

additional Payrments

‘Wage Type CSlDZE Ceceased Met To GL5145
Armnount i 2,000.00 [USD Ind.val,
Mumber funit

Date of origin 08/15/2008

Default Date
Assignment Nurnber

Reason for Change

50.
Click & (Enter) to validate entries.

51. ]
Click — (Save) to save record.
52. Run a Payroll Simulation to verify entires.

Results

You have successfully separated a deceased employee, delimited any recurring payments, delimited
their retirement benefits, compensated them for unused leave, and deleted any time or compensation
entries past the death date.

Comments

None.
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