Rehire Action

Purpose

Trigger

Prerequisites

End User Roles

Title: Rehire_Action (PA40)
Transaction Code:
(PA40)
Use this procedure to re-hire an employee.

Perform this procedure when an employee is to be hired into State employment
and they previously worked for the State, but are not currently active in HRMS.

The employee has an assigned personnel number in HRMS.

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

Change History

Date Change Description

7/13/2009 Procedure placed in new template with updated screenshots. Information added
regarding agencies rehiring an employee from another agency. (See HRMS
Communication dated 10/24/2007) Also Step 72 has been updated to include start
date.

2/29/2012 Added note to step 37 re: Mid-period rehires and start date.

03/13/2013 Added Create Communication (0150) to create an employee’s email address into
the dynamic action.

04/22/2014 Added hint of checking sick leave quota balance beyond 5 years.

05/28/2014 Updated screen shot of Planned Working Time (0007)
Note added to the next increase date field the Basic Pay (0008)

12/11/2014 Screen shot of Additional Personal Data updated. Added new screen shots of
warnings that may appear in step 50

12/15/2014 Updated screen shot of Withholding Info W4/W5 (0210)

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

Transaction Code

- Personnel Actions

PA40

Helpful Hints

e PAY1 NOTE: When entering the employee’s eligibility effective date on the A.41
screen, use the same date that the employee was hired on in the HRMS system.

For example: If the employee’s first day is the 2nd, then the 2nd should be
keyed on the A.41 screen in PAY1 when establishing insurance. Another
example is that the 1st falls on Saturday and the new person starts on Monday
the 3rd. You will need to key the 3rd. If the new employee’s start date in
PAY1 is prior to the start date in HRMS the record will reject.

e Personal Holiday quotas are only created by the system at the end of the year.
Employees who are hired after the beginning of the year and are entitled to a
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Title: Rehire_Action (PA40)

Personal Holiday will need to have their quota entered manually. Reference the
HRMS Quotas course manual to lead you through this process.

e This procedure may require hand-offs to other roles (payroll processor and/or
benefits processor) depending on the structure of your agency and your role at
your agency.

e ltis critical if a hand-off is made to anther role that the transaction code PA40
and the “execute into infogroup” process is used. This is explained further in
this procedure. Using PA40 will ensure that all required infotypes are
completed.

e Effective January 1, 2014 agencies must enter the ACA Status Code on the
employee’s Planned Working Time (0007) for all new hires and rehires.

o If the returning employee has an existing Sick Leave quota balance, and has not
worked for the State of Washington for 5 or more years, agencies must remove
the existing Sick Leave quota balance. Refer to the user procedure Quota-
Removing Accrued 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 (%)

Example:
[

Make an entry in all required fields.

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

Warning

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

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

@ (Enter) to validate and proceed.

Confirmation & )
Example: Save your entries.

i or Q Action: Perform the required action to proceed.
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http://www.dop.wa.gov/SiteCollectionDocuments/Payroll/HRMSSupport/TrainingAndOLQR/CourseManuals/quotasmanual.pdf
http://hr.wa.gov/SiteCollectionDocuments/Payroll/HRMSSupport/TrainingAndOLQR/UserProcedures/Quota-%20Removing%20Accrued%20Leave.doc
http://hr.wa.gov/SiteCollectionDocuments/Payroll/HRMSSupport/TrainingAndOLQR/UserProcedures/Quota-%20Removing%20Accrued%20Leave.doc

Title: Rehire_Action (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

@ B AECEa CHE Do HE @5
Personnel Actions

o

Find by
E @ﬁ Person Personnel no.
Rl Collective s Exi

fﬂ Search Ten
{Hl Free searct
Ini test

=

Action Type Personnel |EE group  |EE subgr |_|

MNew Hire
Change of Status

[«]
[~]
Concurrent Employment
Appointment Change
Quick Hire
Rehire - Quick Hire
Separation
[+]
[~]

Rehire
Paid Leave of Absence

Unpaid Leave of Absence

Return from Leave of Absence
Group 2 to 1 New Hire/Trnsfr
Group 2 to 1 Rehire/Transfer
Group 1to 2 Sep/Tmfrs

K 3| I e e

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: 40000452
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Title: Rehire_Action (PA40)

3. Perform one of the following:
IF Go To
You are the Personnel Administration Processor Step 4, *102
You are the Payroll Processor Step 55, *102
You are the Benefits Processor Step 79

* Once the Re-hire action is complete, the Payroll Processor or Personnel Administration will
need to update Payroll Status (0003). (Refer to your business process to determine who will
make this update. See step 102)

4. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
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: 07/01/2009

5. Click the box to the left of ||_|F‘1Eh"E to select.
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Title: Rehire_Action (PA40)

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

J 1= & @ [ B R84 RT (G E] R

@3] Personnel Actions

[el= i)
Find by
~ @ Person Personnel no. |=1-EIEIEIEI=1-52|
(] Collective s[1ame  |WATSON CATHERINE |
ﬁgfezcsl;—:}l PersArea -2359 Dept of Labor & Industries EEGroup E Permanent
[ Initest | PSubarea |8082) wMS EESubgroup |81] Monthly(M) OT Exempt Status  Withdrawn
From |67/61/2008 |
L B[]

Personnel |EE group  |EE subgr

Action Type
New Hire
(Change of Status
Concurrent Employment
Appointment Change
Quick Hire

Rehire - Quick Hire

I <1

|Ur1paid Leave of Absence

Click (Enter) to validate the information.

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

=

| Infotype Edit Goto Extras System Help

|@ | 100 eOe CHE fhon PR QF
Copy Actions (0000)

D D g J |@ Execute info group ||é’ Change info group |
Pers.No. 40000452

Name  |WATSON CATHERINE |

] PershArea -2353 Dept of Labor & Industries EEGroup ﬁ Permanent
PSubarea 0002 WMS EESubgroup . Manthly(M) OT Exempt Status  Withdrawn

Start g7/01/2008| to 12/31/9989

Personnel action

Action Type U6 Rehire a|

Reason for Action ’ﬁ‘ Probationary Appointment
Status

Employment '3 Active a|

| Organizational assignment

Position 71 BB4928| OFF ASST 3 I

Personnel area 3021 DSHS Region 1

Employee group |E| Permanent

Employee subgroup ’E‘ M-OT Elig=40hrsfwk

Additional actions
Start Date |Act. |Actiun Type |ActR |Rea50n for action

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.

Example: Probationary Appointment

Position R This is a specific and concrete description of the responsibilities
that one individual fulfills in an organization.

Example: 71004928

Click ﬁ (Enter) to validate the information.
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Title: Rehire_Action (PA40)

10. AnInformation window will appear.
[ Information

11.
Click v (Continue) to continue.
12.
Click g (Save) to save.
=
Infotype Edit Goto Extras System Help
G | 100 eee DHE anos BNE @

Copy Personal Data (0002)
]

Personnel No. 40000452 MName |‘-'JATSDN CATHERINE |
PersArea - Dept of Labor & Industries EEGroup E Permanent
| PSubarea |0002| WS EESubgroup |81] Monthly(M) OT Exempt Status  Active

Start 67/61/2009] To  [12/31/9999]

MName

Title ]

Last name |WATSON |

First name |CATHERINE |

Middle name | |

Mickname |

Suffix | a|

Name |WATSON CATHERINE |

HR. data

SSN 500-10-1402 Gender

Date of Birth 01/26/1976 ® Female C Male

Marital Status Marr. B Since

13. Review and update as required.

& If no changes required, click =2l (Next Record) to advance to the next record. Proceed to
Step 16.
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14.

15. _||
Click (Save) to save.
=

Infotype  Edit

Goto  Extras

Title: Rehire_Action (PA40)

Click ﬁ (Enter) to validate the information.

System Help

G

1 dBeee LEE fho0 DR o

Copy Organizational Assignment (0001)

RIS
40000452

Personnel Mo.

PersArea -2358 Dept of Labor & Industries

] PSubarea |B002| WMS

\WATSON CATHERINE |
EEGroup ﬁ Permanent

EESubgroup . Monthly(M) OT Exempt Status  Active

Mame

Start 07/01/2009| to 12/31/9889
Enterprise structure
CoCode WAB1|  STATE OF WASHINGTON
Pers._area ’m DSHS Region 1 Subarea ’W‘ Mon Represented
Cost Ctr 3000000000 DEFAULT AGENCY 3( Bus. Area ’ﬁ‘ Dept of Social & Health Serv.
Fund
Personnel structure
EE group . Permanent Payr_area Semi-manthl
EE subgroup . M-OT Elig=40hrsfwk Contract 02 Probation El
Organizational plan Administrator
Percentage | 100.00) | Assignment | PersAdmin
Position 71004828 Vw34 Time |
OFF ASST 3 PayrAdmin
Job key 50000274 100J
OFF ASST 3
Exempt :
Org. Unit 30012250) EXEC HRD
EXEC Human Resources
| Org key | ]

State of Washington
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16.

17.

18.

19.

20.

21.

Title: Rehire_Action (PA40)

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: Probation, Exempt, Non-Perm limited.
Org. Key 0] The pay distribution location.
Example: 1RAMAD
Time 0 The time data administrator is responsible for the employees
assigned to him or her.
Example: DA

Click ﬁ (Enter) to validate the information.

|
Click (Save) to save.

If the Delimit Vacancy appears, select the appropriate option for your agency’s position.

I@Delimit \acancy

Delirmit on

|Yes || Mo ||3€ Cancel |

08 /30/2009

Perform one of the following:

IF Go To
You are rehiring an employee who did not previously work at your agency, Step 21
click e (Back).
@You will be taken back to the Personnel Actions (PA40) screen.
You are rehiring an employee back into your agency, Step 28
You will be taken back to the Personnel Actions (PA40) screen.
9 of 48
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Title: Rehire_Action (PA40)

=

HR Master Data Edit Goto Extras Utilities(M) Settings System Help
15 Q@@ = BR800 e 0

= @ Parson Personnel no. 40000452
[H] Collective 5| Name  [WATSON CATHERINE |
(B} Search Ten PersArea 3021 DSHS Region 1 EEGroup . Permanent

|H Free search
Be Ini test PSubarea (0001 Non Represented EESubgroup . M-OT Elig=40hrsfwk  Status  Active

Do not enter the From Date.

Fram

Personnel |EE group  |EE subgr

Action Type
MNew Hire
Change of Status
Concurrent Employment
Appointment Change
Quick Hire

Rehire - Quick Hire
Sapacation

Unpaid Leave of Absence
Return from | eave of Ahsence

s e =

22. If not already selected, click the box to the left of "_@ to select.

23. ?
Click @I (Execute) to execute the action.
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Title: Rehire_Action (PA40)

=
Infotype Edit Goto Extras System Help

@ | 108 e CHB Boas DE @

Copy Actions (0000)

§ |@ Execute info group | &7 Change info group |
Pers_Mo. 40000452

Name  |WATSON CATHERINE |

] PersArea -3[32‘1 DSHS Region 1 EEGroup E Permanent
PSubarea -EIEIEH MNon Represented EESubgroup . M-OT Elig=40hrsfwk  Status  Active
Start a7/81/2003| to 12/31/9899

Personnel action

Action Type |U6 Rehire a|

Reason for Action lﬁ' Probationary Appointment

Status

Employment |3 Active a|

Organizational assignment

|71004928, OFF ASST 3

Position

Personnel area Iﬁ‘ DSHS Region 1
Employee group |E| Permanent
Employee subgroup lﬁ' M-OT Elig=40hrsfwk

Additional actions

|ActR |Reasun for action

|Start Date |Act. |Acti0n Type

Click |@ Execute info group

An Information window will appear.
(= Information

@
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Title: Rehire_Action (PA40)

26. An Execute info group window will appear.
I@Execute info group

Warning: Personnel action infotype not saved

with ‘execute info group’ function!

'+ Continue | @ Back |

@ This infotype was already saved and it is okay to continue.

27. Click (Next Record) until you reach Copy Contract Elements (0009).

=g
| Infotype Edit Goto Extras System Help

& 1[0 HCEe CHE Stos DB @
Copy Contract Elements (0016)

Personnel No. | 40000452 Narme WATSON CATHERINE |
PersArea 3021 DSHS Region 1 EEGroup . Permanent

]F‘Subarea -EIEIEH MNon Represented EESubgroup . M-OT Elig=40hrs/wk  Status  Active
Start a7/01/2009| to 12/31/5989

Contractual requlations
Contract Type |00 Permanent al

Periods
Probationary Period | | all

28. 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.
Example: Permanent
Probationary 0 This denotes how long an employee is in probation status.
period

@ If the probationary period is not entered, the next
infotype (Monitoring of Tasks (0019)) will not appear.
Example: 6 Months
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Title: Rehire_Action (PA40)

29. ﬁ‘
Click (Enter) to validate the information.

30. .|
Click i3 (Save) to save.
=4
| Infotype Edit Goto Extras System Help

| & 21/08 /€@ CHE D00 AR @6
Create Monitoring of Tasks (0019)

2=

Personnel MNo. 40000452 MName WATSON CATHERINE
Persfrea |3021|DSHS Region 1 EEGroup |0 Permanent
:| PSubarea |0001|MNon Represented EESubgroup |06 | M-OT Elig=40hrsfwk  Status  Active

Task

Task Type 01 Prob per to expire El

Date of Task 681/81/2010 Processing indicator Mew task E
] Reminder

Reminder Date

Lead/follow-up time

31. Complete the following fields:

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

Field Name R/O/C | Description

Reminder Date | O This is the date on which the system will remind a user (via
report) that a specific period is expiring or a record needs to be
updated.
Example: 12/25/2009

Lead/follow-up | O This is the amount of time to be notified in advance or after an

time event has occurred.
@ When the infotype is validated, this field will be converted
into the Reminder Date field based on the Date of Task.
Example: 1 Weeks

32. &‘
Click (Enter) to validate the information.

33. _|
Click (Save) to save.
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Title: Rehire_Action (PA40)

Infotype  Edit Goto Extras System Help

G

3/ dHCaQ CHE Doan BE @

Copy Addresses (0006)

Personnel Mo.

40000452 MName

\WATSON CATHERINE |

PersArea -3821 DSHS Region 1
]F’Subarea -EIEIEI‘I Mon Represented

EEGroup ﬁ Permanent
EESubgroup |06 M-OT Elig=40hrsiwk  Status  Active

Start 07/01/2008| to 12/31/9999
Address
Address type |1 Permanent residence E|

Street and House Mo,

13954 STEWART ST |

2nd Address Line

Communication 1

Postal Code/City 198568 | |OAKVILLE
Country Key |US USA a|
Office/region W Washington

County code m Grays Harbor County
Telephone Mumber 3606646400

Communication

Communication 2

Communication 3

Communication 4

34. Review and update as required.

35.

State of Washington

Click ﬁ (Enter) to validate the information.
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Title: Rehire_Action (PA40)

36. _|
Click (Save) to save.

[& Infotype Edit Goto  Extras System  Help

1V ~dB @@ CHE D4o8 HE @

Create Communication (0105)
H B2

Personnel Mo, 40000452 Marme WATSON CATHERINE

Persdrea 3021 DSHS Region 1 EEGroup |0 Permanent

PSubarea 0001 Mon Represented  EESubgroup (06 M-OT Elig=40hrs/whk  Status  Active
Start 03/16/2 ::: to 12/31/9993

Communication
Type o010l E-mail
1D/ nurnber £

37. Complete the following fields:

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

Field Name R/O/C | Description
ID/Number R Enter the employee’s work email address

:" If you do not know the email address at the time of the
new hire, click the next record button to move to the next

infotype.

Enter the email address using Maintain HR Master Data PA30 as
soon as you obtain it.

Example: CWU@DSHS.WA.GOV
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Title: Rehire_Action (PA40)

& Infotype Edit  Goto  Extras System Help

V] IS SHE D8 AR @
Create Communication (0105)
I
Personnel Mo, 40000452 Marne WATS0N CATHERINE
Persirea |3021| DSHS Region 1 EEGroup |0 Permanent
PSubarea |0001|Mon Represented  EESubgroup (06 M-OT Elig=40hrsfwk  Status  Active
Start 0371672013 to 1273179999
Cormnmunication
Type o01a E-mal
10y number ICIU'U@D SHS. WA. GOV

38 Click & (Enter) to validate.

_|
39. Click (Save) to save
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Title: Rehire_Action (PA40)

_[_g_’ln_fgt)jpe Edtt Goto Extras System Help

< - 100000 CHE HnA BE @8

Create Planned Working Time (0007)

&[22/ work schedute |

Personnel No 40000452 Name WATSON CATHERINE

PersArea 3021 DSHS Region 1 EEGroup O Permanent

PSubarea 0001  Non Represented  EESubgroup 06 M-OT Elig>40hrs/wk  Status  Active
Start 07/01/2008! To 12/31/9999

orK schedule rule

Work schedule rule FULL 5-8s: M-F 8 hpd

Time Mgmt status 199 - Time evaluation of planned times v
[ IPart-time employee Additional time ID 1
_Working time

Employment percent 100.00 | 1Dyn. daily work schedule

Daily working hours Min. | Max.
Weekly working hours 0.00| Min. | 4 Max.
Monthly working hrs [ o0.00! Min. Max.
Annual working hours [ 0.00! Min. | | Max.
Weekly workdays '

Addttional fields

ACA Status Code " Not Assigned

Time Type Override | No override

38. Complete the following fields:

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

Field Name R/O/C | Description
Start Date C The date the new record begins.

@If processing a mid-period rehire, the start date of this
record will need to be adjusted to the first day of the pay period
to allow for correct calculation/proration of the partial period.

For example: An employee currently is on a 24/7 work schedule
with DOC, they have accepted a new salaried, full time position
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Title: Rehire_Action (PA40)

within DES effective 3/20/2012. The start date for this record
will need to be 3/16/2012

Example: 7/1/2009

Work schedule
rule

A description of the duration and composition of employee
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
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

State of Washington
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Title: Rehire_Action (PA40)

Assigned”. Press F1 in this field for additional information.

£,

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.

[S ACA Status Code (1) 7 Entries found

(v ] ] ) ) &) 2 [ B L)

ACA Status ... Short Descript.

: : Mot Assigned

¥Yi Average 130 Hrs or more per month

Y2 Average 130 Hrs or more per month (Edu Org Employee)

Y3 Average 130 Hrg or more per month (Seasonal Employee)

M1 Average less than 130 Hrs per month

N2 Average less than 130 Hrs per month (Edu Org Employee)
M3 Average less than 130 Hrs per month (Seasonal Employee)

Example: Y1 - Average 130 Hrs or more per month

Time Type C
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).

3,

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.

[S Time Type Override (1) 3 Entries

v [ B 2 (B (&

Time Type Over... Short Descri...

' No Override
P Positive Time
E Exceptions Onby

Example: P Positive Time

39.

40. |
Click (Save) to save.

State of Washington

Click ﬁ (Enter) to validate the information.
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Title: Rehire_Action (PA40)

I@Subtypes for infotype "Education” (1) 12 Entries found

B4 0 0 Y = T
EElEduc. est. text |
01 High School or GED
02 Voc School wio HS
03 Voc. or Bus. School
04 Some College-2Qtrs+
05 AA Degree

06 Col Grad 4 ¥r Degree
07 Some Grad Work

08 MAMS/MSW Degree
09 Other Master Degree
10 PHD, LLD, MD, JD

11 Less Than HS Grad
12 Unknown

12 Entries found | %

41. Click on the appropriate education level.

@ This infotype can be skipped by clicking E (Close) to close the window.

42.
Click v (Copy) to accept.
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Title: Rehire_Action (PA40)

=
Infotype Edit Goto Extras System Help

| @ 2108 e@e CHE DDL0 AR QE
Create Education (0022)

Personnel No. 40000452 MName WATS0N CATHERINE
Persfrea |3021|DSHS Region 1 EEGroup |0|Permanent
-| PSubarea |0001|MNon Represented EESubgroup |06|M-OT Elig=40hrsfwk  Status  Active
IStart 09/18/1986| to 06/12/1998 I
Educational est. 05  AA Degree
Education/training 35 Other by
Institute/location South Puget Sound Community College
Country Key US USA B
Certificate 25 Mot Applicable

43. Complete the following fields:

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

Field Name R/O/C | Description

Start R This is the date on which a record begins.
Example: 09/18/1996

To R It specifies the end date of a record, transaction, or search.
Example: 06/12/1998

Edt'Jc.ation / R This is the type of education and/or training the

training employee/applicant has acquired at a given educational
institution.
Example: 35 Other

Institute / R This is the name of educational institution attended.

location Example: South Puget Sound Community College

Certificate R This is the type of leaving certificate (e.g. high school diploma,
University degree) the employee or applicant has acquired at a
given Institution.
Example: 25 Not Applicable

44, ﬁ'
Click (Enter) to validate the information.

45, |
Click (Save) to save.
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Title: Rehire_Action (PA40)

=
Infotype Edit Goto Extras System Help

| & 2 0B @@ CHE anan BE QB
Copy Date Specifications (0041)

Personnel MNo. 40000452 MName WATSON CATHERINE
Persfrea |3021|DSHS Region 1 EEGroup |0 Permanent
]F'Subarea 0081 | Non Represented EESubgroup |06 M-OT Elig=40hrsfwk  Status  Active
Start @7/01/2009| to 12/31/5989
1
Date Specifications
Date type Date Date type Date
01| Anniversary Date 05/18/1993 02| Appointment Date a7/o1/2007
03| Original Hire Date 06/28/1993 04| Prior PID 11/01/2005
0% | Seniority Date 05/18/1993 06| Separation Eff. Date o9/18/2007
07| Unbroken Srvc. Date 05/18/1993 0% WMS Review Date 06/30/2007
18| Prsnl HolidayElgblty 06/16/2006

@ The Prsnl Holiday/Elgblty (Personal Holiday Eligibility-Date type 18) is the date an
employee is eligible to take a personal holiday.

The Prsnl Holiday/Elgblty will default to the new hire date. If the employee is not eligible to take
a personnel holiday when they start employment, you will need to change the date to when they
are eligible.

In HRMS, there are a limited number of date types to enter into Date Specifications. You are
limited to 12 date types for each record.

46. If you would like to indicate the date the employee will be eligible to take vacation leave (annual
leave), complete the following fields:

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

Field Name R/O/C | Description

Date type 0 Defines the meaning of a particular date.
Example: 09 (Vac Lv Frozen Up To)

Date R This is either the current date or a date that must be entered
into the system to store a record.
Example: 01/01/2020

@ Make additional changes to Date Specifications (0041) as required. Such as the
Anniversary Date (Date type 01).
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Title: Rehire_Action (PA40)

47. Remove the last Separation Eff. Date (Date type 06).
& A new date will be created when the employee has separated from the agency.

48. ﬁ
Click (Enter) to validate the information.

|
Click (Save) to save.

=
Infotype Edit Goto Extras System Help

| & 200 e SHE Dnan BE @
Copy Additional Personal Data (0077)

Personnel Na. 40800452 Narne [WATSON CATHERINE |

Persfrea |3021|DSHS Region 1 EEGroup E Permanent

PSubarea (0001 |MNon Represented EESubgroup |06 | M-OT Elig=40hrsfwk Status  Active
Start [B7/o1/2008[=) Ta [12/37/9989]

Additional Personal Data

Ethnic origin >

Ethnicity(New) |E2 Mot Hispanic/Latino ~|
Race Data

" Race Category

[ American Indian/Alaskan Native

[] Asian

["] Black or African American

[ Mative Hawaian or Other Pac Islander -

[¥] White -

L L

Military status |15 Mon/Unspec Vet's Status ~| MNonfUnspec Vet's Statu

[ Exempt from EEQ

| Veteran Status | | Disability
Discharge Date Status | Mot informed/unkno.. ~/
[J5pecial Disabled Veteran Disability Date
[Jvietnam Era Veteran Date Learned

[CJRecently Separated Ve

[JArmed Forces Service Medal Veteran

[JPrefers Mot to Answer

[¥INon Veteran

49. Review and update as required.

For guidance on updating this infotype refer to coding options in the HRMS Data Definitions
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Resource Guide and the Additional Personal Data Job Aid

& When the Ethnic Origin and Ethnicity fields are both populated, HRMS will display
a warning message “Ethnicity (New) field maintained thus Ethnic origin field is
disregarded”. Ignore this message. This is a standard SAP warning message and does
not apply to the State of Washington.

Additional Personal Data
Ethnic origin 04 Asian or Pacific Is ~
Ethnicity (New) £2 Not Hispanic/Latino ~

M Ethaicity (New) field maintained thus Ethnic origin field is disregarded

& If multiple races are selected, the system will prompt you to also check the “Two or
More Races” box. Do not check “Two or More Races” by itself.

Race Data

v Race Category M
Black or African American

¢ Native Hawaiian or Other Pac Islander

" White

o Two or Moxe Races -

I'_!'_‘, You selected two or more categories, select category "Two or MNore hcoa"l

& If no changes required, cIick (Next Record) to advance to the next record.
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50. ﬁ
Click (Enter) to validate the information.

51. _I|
Click (Save) to save.

=
Infotype Edit Goto Wage types Extras System Help

@ 1 aHC@@ CHE Dhoo BAE @5
Create Basic Pay (0008)
| | Salary amount || Payments and deductions |

Personnel Mo. 40000452 Name |NATSON CATHERINE |
PersArea - DSHS Region 1 EEGroup ﬂ Permanent
-| PSubarea W Mon Represented EESubgroup ,ﬁ‘ M-OT Elig=40hrs/wk Status  Active
Start |87/61/2089] +to  [12/31/8999
Subtype ,9—| Basic contract
Pay scale
Reason ~ | Capacity Util. Level 100.00
PS type 00|  Mon-Represented Work hours/period 87.00 || Semi-monthly |
PS5 Area ﬁ' Standard Prograssion INext increase |
IPS groupl 31 |f Level A IAnnuaI salary 25,932.00 |USD |
Wage Type |Wage Type Long Text |Ope JAmount Currency {Ind.val. IC\ MNumber/Unit |Unit
1003 Pay Period Salary 1,080.50 psD I
UsD O
usD O
UsD O
usD O
UsD O [«]
usD [ [~]
KDY KDY
IV|B?!14!2BBS|-|12.-’3‘I.-’9899||T”I|| 1,080.50 |UsD |

@ Note:
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If an employee starts at the first step of their range and will receive their first PID at six
months, Agency HR processors must input the employee’s first six month PID in the Next
Increase field on the Basic Pay Infotype during the PA40 Rehire action.

@ In the screen shot above, notice the “I” in the Indirect value column. An Indirect
valued employee will have their salary based upon the State Compensation Plan that is
administered by the Office of Financial Management State HR.

Indirectly valued employees eligible for a Periodic Increment increase or a Longevity
increase will either automatically receive their increase based on the logic tables or upon
reaching the override date in the Next Increase field.

@If the Ind.val field is blank, that means the employee is Directly valued and the agency
is responsible for maintaining this infotype when the employee is due a pay increase. If the
employee is Directly valued but using the standard progression pay scale area, the agency
must input an override date of 12/31/9999 in the Next Increase field to prevent the PID
automation from changing the Pay Scale Group Level.

52. Complete the following fields:

R=Required Entry O=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 @ (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. This is also known as the periodic increment date.

@ If this field is blank the employee will not receive their pay
increment.

Example: 01/01/2010

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: A

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

State of Washington
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annual salary will populate based on the PS Group and

LeveI.@ 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: 25,932.00

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

53. @
Click (Enter) to validate the information.

54, _|
Click (Save) to save.

& For the Personnel Administration Processor, this will mark the end of the New Hire action.

After saving, click @ to exit the action and transfer the New Hire Information Packet to the
Payroll Processor who will continue the action.

55. Start the transaction using the above menu path or transaction code PA40.
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=
HR Master Data Edit Goto Extras Utilities(M) Settings System Help

& 1 AH @ LHE DDLan HE @0
Personnel Actions

Find by | )
= @ Person Personnel no. |40680452 |
(K] Collective 5[ \ame  |WATSON CATHERINE |

ﬁ Ezicshezzf: PersArea 3021 DSHS Region 1 EEGroup . Permanent

i test PSubarea (0001 Non Represented EESubgroup . M-OT Elig=40hrsfwk  Status  Active

From Do not enter From date.

Action Type Personnel |EE group  |EE subgr
MNew Hire [<]
Change of Status [~]
Concurrent Employment
Appointment Change
Quick Hire
Rehire - Quick Hire
FS—

T !
A - T

Q Payroll Processor —Do not put a “From” date in the field prior to executing the transaction.

56. 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: 40000452

Click & (Enter) to validate the information.

Click @ (Execute) to start the transaction.
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=g
Infotype  Edit Goto Extras System Help

@ | 140 Qe CHE anas DE @l

Copy Actions (0000)

_A_%[ |@ Execute info group | &7 Change info group |
Pers.Mo. 40000452

Name  |WATSON CATHERINE |

] PersArea -3821 DSHS Region 1 EEGroup ﬁ Permanent
PSubarea -EIEIEI‘I Mon Represented EESubgroup . M-OT Elig=40hrsfwk  Status  Active
Start 07/01/2009| to 12/31/9899

Personnel action

Action Type UG Rehire a|

Reason for Action ’ﬁ‘ Probationary Appointment
Status

Employment '3 Active a|

Organizational assignment

71004928 OFF ASST 3

Position

Personnel area ’m DSHS Region 1
Employee group |E| Permanent
Employee subgroup ’E‘ M-OT Elig=40hrsfwk

Additional actions

Start Date |Act. |Actiun Type |ActR |Rea50n for action

07/01/2009 UB  Rehire 02 Probationary Appointment

59. i
Click @ Execute info group

60. An Information window will appear.
(= Information

61. An Execute info group window will appear.

State of Washington
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I@Execute info group

9 Warning: Personnel action infotype not saved

with ‘execute info group’ function!

'/ Continue [Q Back |

@ This infotype was already saved and it is okay to continue.

62. i\ [B] : : A
Click E (Next Record) until you reach Subtypes for infotype Education, click (Close) to by-
pass this infotype.
63. . : . :
Continue to click (Next Record) until you reach Create Bank Details (0009).
=
| Infotype Edit Goto Extras System Help
|@ | 2B eae CHE SDL0 (PR m
Create Bank Details (0009)
@l
Personnel MNo. 40000452 MName |‘-'JATSDN CATHERINE |
PershArea -3821 DSHS Region 1 EEGroup ﬁ Permanent
] PSubarea -EIEIEI‘I Mon Represented EESubgroup . M-OT Elig=40hrsfwk  Status  Active
Start O7/01/2009) to 12/31/9999
Bank details
Bank details type |0 Main bank a|
Payes \WATSON CATHERINE |
Postal Code/City 198568 |OAKVILLE |
Bank Country US USA El
Bank Key
Bank Account | | Bank contral key ’_‘
Payment method Warrants
Purpose |
Payment currency usp
64.

In the Bank Key field, cIick (Matchcode) to open the Find Bank window.
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I Find bank
Bank Country gl

Bank Key
Bank name
City

Bank number
SWIFT code
Bank Branch

House nofstrest

Restrict Number Loo

64.1 To search for a bank by name: in the Find bank window, in the Bank
name field, type a portion of the bank name, followed by an asterisk (*)
— for example, Washington*.

To search by city, in the Find bank window, in the City field, type an
asterisk (*), a portion of the city name, followed by another asterisk (*)
— for example, *Olympia*.

64.2 Click (Continue) to accept and display a list of banks matching the

criteria.
64.3 Click the appropriate bank.

64.4 Click M (Copy) to accept.

65. Complete the following fields:

R=Required Entry 0O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description
Bank Account @) The employee’s bank account number.
Number

@ Leave blank for a Warrants payment method.

Example: 325497879
Bank control O The type of bank account - for example, savings or checking.
key
Enter 01 for Checking or 02 for Savings. Do not leave
this field blank
Example: 02
Payment R The manner in which an employee is compensated, either by
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method warrant or direct deposit.

Example: C = Warrant; D = Bank Transfer (ACH)

65.1 In the Payment method field, cIick (Matchcode) to open the

selection list.

65.2
65.3

Click to select the appropriate payment method.

Click ‘i’ (Copy) to accept.

66. Click g] (Enter) to validate the information

67. .
Click (Save) to save.
=
| Infotype Edit Goto Extras System Help

|@ | 100 eOe CHE fhon PR QF
Create Recurring Payments/Deductions (0014)
]|

Personnel Mo. 40000452 MName |‘-'JATSDN CATHERINE |

PershArea -3821 DSHS Region 1 EEGroup ﬁ Permanent

]F'Subarea 00081 | Non Represented EESubgroup ’E‘M-OT Elig=40hrs/wk
Start 07/61/2009| | to  |12/31/9999

Status  Active

Flecurring Pazments![}eductions
Wage Type |E.’ |

IAmount IUSD | | ”
MNumber/unit || |

Assignment Mumber | |
Reason for Change ’_‘

Payment dates
Payment maodel | ’I

68.

If the employee has Recurring Deductions, 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.
Example: 07/01/2009
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Wage type R The type of payment or deduction.
:" Click k=¥ (Matchcode) to open the selection list.
Amount R The amount of the payment/deduction.
Payment model R The payment schedule for the payment/deduction — the pay
period and the amount.
Example: Every Pay Period — Half Amount

@ If no deductions, click (Next Record) until you reach Create Withholding Info W4/W5
US (0210) and proceed to Step 16.

Click & (Enter) to validate the information.

o
/0. Click (Save) to save.

=4
Infotype Edit Goto Extras System Help

& 108 e@aa CHE HDoa0 BE @m
Create Withholding Info W4/W5 US (0210)

EHEI

Perzonnel No | 400090452 Marme [WATSON CATHERINE |
PersArea |3021|DSHS Region 1 EEGroup 8| Permanent
PSubarea 0001 Mon Represented ~ EESubgroup |08|M-OT Elig=40hrsiwk  Status  Active
[start 07/01/2009| to 12/31/9999
Status
Tax authority [FED | Federal Tax lewvel [=] Federal
I Filing Status [az] Married I
Exemptions
Allowances [2]
Tax Exempt Ind. | Mot exermpt -| [JIRS mandates

[JForeign Earned Income

withholding adiustments

Add.withholding usoD [ IMNon-resident tax calculation
Default formula 01 PCT MTHD-RES. U Alternative formula

wW-5 filing status
EIC status [0] Mot applicable

Additional Information
[ICheck here if the last name differs from that shown on the Social Security card

| Overrides (from Infatype 0234
|[From date  |[End Date  |Supplemental method [Tax override [Em |
‘G?fﬁli f2007 12/31/9989 008 0443
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71 inthe Filing Status field, click k=¥ (Matchcode) to open the selection list.

III?'FiIing status (1) 3 Entries found

v[m[D[eleE] o[oE][]
Tax Authority: FED

F1Lung Text |Start Date |End Date
01 Single 01/01/1980 12/31/9999
02 Married 01/01/1980 12/31/9999

06 Head of household or family 01/01/1980 12/31/2004

72. If the employee has Recurring Deductions, 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 paydate the EE is with the
gaining agency.

Example: 07/01/2009

Allowances 0] The number of allowances the employee is claiming.

Example: 2

/3. Click @ (Enter) to validate the information.

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

|@ | 100 eOe CHE fhon PR QF
Create Add. Withh. Info. US (0234)

Personnel MNo. 40000452 MName |WATSUN CATHERINE |
PershArea -3821 DSHS Region 1 EEGroup ﬁ Permanent

]F'Subarea -EIEIEI‘I Mon Represented EESubgroup . M-OT Elig=40hrsfwk  Status  Active
Start @7/01/2009| to 12/31/5989

Overrides
Tax autharity FED |Federal Tax level Federal
Supplemental method ’_‘

Override amount
Owverride percentage Mo Tax

I Empl.override group 0069 | 30204902 Admin & clerical

Common Paymaster

(] Commaon Paymaster

75. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Empl. override R This is the Worker's Compensation code that an employee holds
group for a particular job.
Example: 0069

76.
Click & (Enter) to validate the information.

]
7. Click (Save) to save.

& For the Payroll Processor, this will mark the end of the Rehire action.

78. (g3

After saving, click to exit the action and transfer the New Hire Information Packet to the
Benefits Processor who will complete the action.

79. Start the transaction using the above menu path or transaction code PA40.
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=
HR Master Data Edit Goto Extras Utilities(M) Settings System Help

& 1 AH @ LHE DDLan HE @0
Personnel Actions

Find by |

= @ Person Personnel no. |=1-BEIBEI=1-52i
(K] Collective 5[ \ame  |WATSON CATHERINE |

ﬁ Ezicshezzf: PersArea 3021 DSHS Region 1 EEGroup . Permanent

i test PSubarea (0001 Non Represented EESubgroup . M-OT Elig=40hrsfwk  Status  Active

From Do not enter From date.

Action Type Personnel |EE group  |EE subgr

Mew Hire

Change of Status
Concurrent Employment

Appointment Change
Quick Hire

Rehire - Quick Hire
FS—

[ S 1 (D3] =]

Ll a0 g I

Q Benefits Processor —Do not put a “From” date in the field prior to executing the
transaction.

80. 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: 40000452

Click & (Enter) to validate the information.

Click & (Execute) to start the transaction.
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=g
Infotype  Edit Goto Extras System Help

@ | 140 Qe CHE anas DE @l

Copy Actions (0000)

_A_%[ |@ Execute info group | &7 Change info group |
Pers.Mo. 40000452

Name  |WATSON CATHERINE |

] PersArea -3821 DSHS Region 1 EEGroup ﬁ Permanent
PSubarea -EIEIEI‘I Mon Represented EESubgroup . M-OT Elig=40hrsfwk  Status  Active
Start 07/01/2009| to 12/31/9899

Personnel action

Action Type UG Rehire a|

Reason for Action ’ﬁ‘ Probationary Appointment
Status

Employment '3 Active a|

Organizational assignment

71004928 OFF ASST 3

Position

Personnel area ’m DSHS Region 1
Employee group |E| Permanent
Employee subgroup ’E‘ M-OT Elig=40hrsfwk

Additional actions

Start Date |Act. |Actiun Type |ActR |Rea50n for action

07/01/2009 UB  Rehire 02 Probationary Appointment

83. i
Click @ Execute info group

84. An Information window will appear.
(= Information

85. An Execute info group window will appear.
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I@Execute info group

@ Warning: Personnel action infotype not saved

with ‘execute info group’ function!

'/ Continue [Q Back |

@ This infotype was already saved and it is okay to continue.

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

pass this infotype.

87. . . . ) .

Continue to click (Next Record) until you reach Create General Benefits Information (0171).
=
| Infotype Edit Goto Extras System Help

| & 200 eae CHE anan FAFR @0
Create General Benefits Information (0171)

2=

Personnel MNo. 40000452 MName WATSON CATHERINE
Persfrea |3021|DSHS Region 1 EEGroup |0 Permanent

] PSubarea |0001|MNon Represented EESubgroup |06 M-OT Elig=40hrsfwk  Status  Active
Start @7/01/2009| to 12/31/5989

General Benefits Information

Benefit grea Us USA
1st Program Grouping ELIG| Eligible for Rtrmnt
2nd Program Grouping a1 State Employees

88. Complete the following fields:

R=Required Entry 0O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description
1* Program R This is used to determine an employee’s retirement plan
Grouping eligibility.

The 1** Program Grouping defaults in as eligible. To verify
that the position is eligible use transaction code PO13D, click the
gray box to the left of Acct Assignment Features infotype. If
there is an X in the box next to Retirement Eligible field, then the
position is retirement eligible. If the box is blank, the position is
not retirement eligible.
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Example: ELIG — Eligible for Rtmnt
2" Program R This defines the employee’s job type and employer.
Grouping

@ The value in the 2™ Program Grouping field defaults from
the personnel area.

You will have to change the 2" Program Grouping field if:

An employee chooses a different plan.

The Employee Type defaults to a code not consistent with the
System/Plan set up at hiring time.

An employee changes positions and wants to continue
contributing to the System/Plan from his previous position
rather than the one that defaults with the new position.

For a list of valid type codes for each retirement system, see The
Employer Handbook - Type Codes

Example: 01

Click & (Enter) to validate the information.

]
90. Click (Save) to save.

I@Possible subsequent activities

Terminated on 06/30/2009
O Automatic Plans

(O Default Plans

O All plans

Add. functions O7/15/2009
O Plan overview

O Enrollment Form

O Particip. Monitor

91. o

Click

(Copy) to accept.
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=g

| Enrollment Edit Goto System Help

|& | 100 eee LHE anos R @
Enroliment

iDirect selection_}

Personnel no.

Enroll

Name |'HATSON CATHERINE

|on [07/01/2008 @ [2 Ovenew

Offer selection

N

Pers.No.lName

40000452 WATSOMN CATHERINE

Koy

1D number | |O Get offer ||Q Print farm ||Q General Notice || Error list |
Possible offers |Enr0l|ment period
|@ Select | Retirement Enrollmnt 01/01/1800 - 12/31/9999
B EER ER

(0]

}@/

92.  (lick &7 Get offer
=g
Enrollment Edit Goto System Help
@ | ajldl [ Ca&  CHEB HDon | RAE| @
Enrollment

Enroll
Name [WATSON CATHERINE |on [07/01/2009 [ [& Oveniew
] Personnel no.
Offer selection
ID number [ | {3 Getoffer |3 Printform [ General Notice | Ermorlist |
Possible offers |Enrol|ment period
|® Select | Retirement Enrollmnt 01/01/1800 - 12/31/9999
B EERERNGE E
B Pers.No.lName D] D]
40000452 WATSON CATHERINE

Retirement Enrollmnt

@ Enroll || E Costs ||'@ Undo selection |$l|§§ Error List |

Plan |Status  |Validity period |Acti_|

= 401(a) [+]
PERS 2 07/01/2009 - 12/31/9999 [+]
PERS 3 - Option 0 07/01/2009 - 12/31/9999 ]
PERS 3 - Rate A - Self 07/01/2009 - 12/31/9999
PERS 3 - Rate A - WSIB 07/01/2009 - 12/31/9999
PERS 3 - Rate B - Self 07/01/2009 - 12/31/9999
PERS 3 - Rate B - WSIB 07/01/2009 - 12/31/9999
PERS 3 - Rate C - Self 07/01/2009 - 12/31/9999
PERS 3 - Rate C - WSIB 07/01/2009 - 12/31/9999
PERS 3 - Rate D - Self 07/01/2009 - 12/31/9999 |:
PERS 3 - Rate D - WSIB 07/01/2009 - 12/31/9999 N
PERS 3 - Rate E - Self 07/01/2009 - 12/31/9999 =
DFDQ 2 Datn E WQIR N7iN4/2NNa__ 173/241/0000 L

[0 ]

93.

I3 | I | K1Y

Click the appropriate Savings Plan. For our example, we will be re-enrolling into the PERS2 plan.

By using the PA40 transaction code, HRMS will identify all plans that the employee is
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eligible to participate in.

Refer to the Department of Retirement Systems to determine the appropriate PERS Plan
selection for the employee.

III:}'I"u"Iaintain Savings Plan
Pers.No. |40008452| WATSON CATHERINE
Plan |PERS 2
Start |07/@81/2069| - [12/31/9999

Contribution regular

Pre-tax contribution Semi-monthly

Amount 6.88|UsSD []Pre-Tax Rollove

Percentage 3.89

Units /x| 0.06/UsD

Post-tax contribution Semi-monthly

Amount | 6.00|USD [JStart Pst-Tax|
Percentage a.00
Units | /x| 0.06/UsD

¥

94. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Percentage R This is a field used to store a percentage amount for the
retirement deduction.

Q Do not leave the percentage field bank or HRMS will
not take any deductions for retirement.

If you do not know the correct plan contribution
percentage, HRMS can prompt you. Click in the percentage field
and enter any number (example: 2) and press the enter button

on your keyboard. You will receive an e Error message in the
status bar telling you what the correct contribution percentage
is for the selected plan.
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| Example: 3.89

95. ; Accept
Click @ ML
=
Enrollment Edit Goto System Help
@ 0D e DHE foas DE @:E
Enroliment
Enroll
Name |WATSON CATHERINE lon [07/81/2009[EE [R Oweniew
] Personnel no.
Offer selection
1D number | | |D Get offer || Q Print form || Q General Notice || Error list |
Possible offers |Enr0l|ment period
|® Select | Retirement Enrollmnt 01/01/1800 - 12/31/9999
R EIEEER G
i Pers_No.lName LDl 0]
40000452 | WATSON CATHERINE
Retirement Enrolimnt
_-b' @ Enroll || E Costs ||I© Undo selection | @l Q Error List |
Plan [Status  [Validity period [Acti_|
~ 401(a) -
PERS 2 07/01/2009 - 12/31/9999 v [+
PERS 3 - Option 0 07/01/2009 - 12/31/9999 ]
PERS 3 - Rate A - Self 07/01/2009 - 12/31/9999
PERS 3 - Rate A - WSIB 07/01/2009 - 12/31/9999
PERS 3 - Rate B - Self 07/01/2009 - 12/31/9999
PERS 3 - Rate B - WSIB 07/01/2009 - 12/31/9999
PERS 3 - Rate C - Self 07/01/2009 - 12/31/9999
PERS 3 - Rate C - WSIB 07/01/2009 - 12/31/9999
PERS 3 - Rate D - Self 07/01/2009 - 12/31/9999 |:
PERS 3 - Rate D - WSIB 07/01/2009 - 12/31/9999 ]
PERS 3 - Rate E - Self 07/01/2009 - 12/31/9999 =
o [0l ]
96. | Enrall
Click .
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[z

[S Confirmation of Selected Actions

Activity Plan From To
Create FERS 2 07/01/2009  12/31/9999

/‘
/
¥
[ Ewix ewa)

> Click .

I@Enmllment

0] ] (]|

€  Ericiment completed successhilly

Continue Q. Caonfirmation

: The Confirmation button is not configured for use by the State of Washington at this time.
However, agencies may use this as a confirmation of enroliment.

98. . i . Lo i . . .
Click to continue or C|ICk| 8 Confirmation to print confirmation.

43 of 48

State of Washington



Title: Rehire_Action (PA40)

=

| Enrollment  Edit Goto System Help

| | 1JHe@@ICHE 08 PR o=
Enrollment

Enrall
Name [WATSON CATHERINE |on [a7/a1/2008 @] [L Oveniew

] Personnel no. | Iﬁ'

Offer selection

ID number | | |O Get offer ||Q Print form ||Q General Motice || Error list |
Possible offers |Enr0l|ment period

|@ Select | Retirement Enrollmnt 01/01/1800 - 12/31/9999

B G| EE ER ] 5

i Pers.No.lName Koy D]

40000452 WATSOMN CATHERINE

Offer .~

99. You will be taken back to the Enrollment screen. Click g] to return to the previous screen. The

Possible subsequent activities window will appear.
I@F‘Dssible subsequent activities

@ Enrolled on f7/61/2609 [=)

Terminated on 06/30/2009
O Automatic Plans

(O Default Plans

O All plans

Add. functions O7/15/2009
O Plan overview

O Enrollment Form

O Particip. Monitor

100. Click ﬁ to cancel.
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=
| HR Master Data Edit Goto Extras Utilities(M) Settings System Help

|@ | 10 e@e CHE D000 PR @B
Personnel Actions

o

Find by |

v % Person Personnel no. 40000452

(il Collective s| pame \WATSON CATHERINE |

ﬁgfeaemshe;-?cr: PersArea -382‘1 DSHS Region 1 EEGroup ﬁ Permanent

Il et PSubarea |0001|MNon Represented EESubgroup - M-OT Elig=40hrs/wk ~ Status  Active
From

Personnel Actions

Action Type |F’er50nnel |EEgr0up |EE subgr |
Mew Hire

Change of Status

IME

Concurrent Employment
Appointment Change

Quick Hire

Rehire - Quick Hire
Separation

Rehire

Paid Leave of Absence
Unpaid Leave of Absence
Return from Leave of Absence
Group 2 to 1 New Hire/Trnsfr
Group 2 to 1 Rehire/Transfer

1 Group 1 to 2 Sep/Tmirs

| aln] | [a[n

[l

101. You will be taken back to the Personnel Actions (PA40) screen.

& For the Benefits Processor, this will mark the end of the Rehire action. Handoff to the
Payroll Processor or Personnel Administration Processor who will complete the action.

102. When the Re-hire action is complete, the Payroll Processor or Personnel Administration will
need to update Payroll Status (0003). In order to prevent HRMS from performing any retro
calculations into the inactive period for the employee, the Earl per RA date needs to be updated

to the first day of the pay period of the new hire.

103. Enter /nPA30 in the command field
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=4

HR master data Edit Goto Extras Utilities(M) Settings System Help
@ D AH CGe CHE fnon AR Pm
Maintain HR Master Data

In] 2] 2% e g

Personnel no. |4BHBB452 |
Find by Name  |WATSON CATHERINE |
~ % Person PersArea |3021|DSHS Region 1 EEGroup ﬁ Permanent
(R Collective s| p5 barea [GB81] Non Represented f EESubgroup . M-OT Elig=40hrs/iwk ~ Status  Active
M Search Ten .
M Free searct
Ini test Payroll onE
|:- (4[] Infotype text [E1[ 1 [Periad
Basic Pay + [+]| | @ Period
:Recurring Payments/Deductions 4 [ From | |T0 | |
_Additional Payments O Today O Curr week
| |Cost Distribution O Al ) Current manth
| [Bank Details v O From curr.date O Last week
SEE—— O To Current Date O Last month
I_I_ (O Current Period O Current Year
ik e —— |TE| Choose I
Work Tax Area [+]
Direct selection
Infotype | | sty| |

104- Click the gray box to the left of I:I_ to select.

105, ciick IE (Change) to change the record.
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=
| Infotype  Edit Goto Extras  System Help

|& | 1dHe@e DHE 008 B0 e
Change Payroll Status (0003)

EIEE 2T rora coreen]

[= 5 1B » | Personnel N0 [466866452)] Name WATSON CATHERINE |
@ EE group E Permanent Personnel ar 3021 | DSHS Region 1
= @ Person EE subgroup EI M-OT Elig=40hrs/wk 55N |500-10-1402 | Status Active

(il Collective s Chng [07/14/2009 | JANETP

|H Search Ten
|H Free searct

Ini test Payroll/Retroactive Accounting
Earl.pers. RA date 87/61/2009| Accounted to |88/30/2007]
:EEE Run payroll up to Earliest MD change a7/01/2009
Do not account after Mast data chng.banus 07/01/2008 | Bonus Info
[IPers no locked [ Payrall correction

Time evaluation

Earl_pers_rec.date @1/01/2006| Pers.calendar from ,m
PDC recalculation a9/18/2007
[C]PDC error indicator

Other data
Initial input 06/22/2006| |20:20:41

106. Complete the following fields:

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

Field Name R/O/C | Description
Earl. Pers. RA R Earliest Personnel Retro Active Date: Defines the date in the
Date payroll past up to which master and time data changes are

allowed as well as the date up to which the system carries out
retroactive accounting

@ This date needs to be the first day of the pay period.
Example: An employee is hired on 3/10/2006, the date for the
Earl. Pers. RA is 3/1/2006.

107.

Click & (Enter) to validate the information.

]
108. Click (Save) to save.

109.

You have completed this transaction.
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Results

You have rehired an employee.

Comments

@ If the employee is entitled to a personal holiday and has not used it this year, create a Personal
Holiday quota type.
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