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New Hire – Change Entry Date  
  
Purpose 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. 
 

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

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

End User Roles 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. 

 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. 

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

 The infotypes to update may appear in a different order when you are 
performing this procedure. 

 

http://www.dop.wa.gov/SiteCollectionDocuments/Payroll/HRMSSupport/TrainingAndOLQR/UserProcedures/date_specifications.doc


Title: NewHire_Change_Entry_Date (PA41) 

 

  2 of 12 

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  (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 

 or  

Example:   Save your entries. 

Action: Perform the required action to proceed. 

 
 
 



Title: NewHire_Change_Entry_Date (PA41) 

 

  3 of 12 

Procedure 

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

 
 

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 

 
 

3.  
Click  (Enter) to validate the information. 
 

 
 

4.  
Click  (Execute) to execute a process or action. 
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5.  From the Action (0000) screen, complete the following fields: 
 

R=Required Entry    O=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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6.  
Click  (Enter) to validate the information. 

 
 

7.  
Click  (Save) to save. 
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  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. 

8.  
Click  (Select all) to select all of the infotypes to update to the correct hire date. 
 

9.  
Click  (Continue) to continue. 
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10.  

 
 

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

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

12.  

 
13.  

The Possible subsequent activities window will appear, click  (Continue) to continue. 
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14.  Click . 

 

 Click on the appropriate Savings Plan for the employee. 
 

15.  
Click . 
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16.  
Click . 
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17.  Click . 

 
 

18.  
Click . 

 
 

19.  
Click . 
 

20.  
Click  (Exit) to exit. 
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21.  
Click  (Cancel). 
 

 
 
22. Click  (Delete) to delete the record. 

. 
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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. 

 


