NEw HIRE ACTION PA
PER-71 | TRANSACTIONS ZPAA076, SBWP, PA40

The purpose of this Business Process Procedure is to explain how to process a New Hire Action in the
Integrated HR-Payroll System.

Trigger: There is a need to process a New Hire Action for one of the reasons listed in the Business Process
Procedure Overview section.

Business Process Procedure Overview:

A New Hire action needs to be initiated when a Supervisor/Manager notifies HR of the initial employment of
an individual to a position. This New Hire action form will be completed and submitted via workflow and will
be assigned a PCR number (personnel change request number). This PCR will proceed through the workflow
approval levels as defined by the business process, and when complete, will come back to the Initiator's inbox
for processing. The Initiator will open the approved New Hire PCR request, process the New Hire action, and
when completed with all infotypes, click Complete on the PCR request.

As the initiator, you will use the Employee Request Form to create a New Hire Action workflow request for an
employee. You will review the workflow item and use the standard workflow functions as appropriate to:

View the workflow log

View the workflow tracker
View the workflow header
View the priority classification

PwNPE

Once the PCR request has been approved, the initiator/requestor will process the New Hire action, which
begins from the approved PCR item in the SAP inbox.

The new hire action is executed after several steps have been completed and appropriate authorization has
been received. When a vacancy of an existing position has occurred or a new position has been approved and
established by the State and the vacancy has been posted in accordance with state policy, interviews with all
qualified candidates will be completed. The State then completes and approves a recommendation package.
The candidate receives and accepts an offer. The HR Administrator gathers the necessary employee data
(from employee application and other documents gathered such as Employee Name, Work Schedule, Salary,
Position Number, and Effective Date) and initiates the New Hire Action Personnel Change Request (PCR) form
within workflow using transaction ZPAAQ76.

The New Hire action is used to generate a Personnel No and HR Master Data for:

o A new employee who has not worked for the State of North Carolina. In this situation the Reason for
Action is 01 — New Hire.

e Perform the New Hire Action when an ‘Approved Recommendation Package’ is received from the
department to hire a person.

NOTE: There is an additional reason for New Hire, 02 National Guard. This reason will be addressed in a
separate Job Aid, since there are less infotypes available for this reason.
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PER-71 — New Hire Action

Access Transaction:
Via Menu Path: This is a custom transaction. It is not located in the SAP Menu path.

Via Transaction Code: ZPAAQO76

Procedure

& SAP Easy Access

] ME @ el DNLH TR ew
SAP Easy Access
RE & %Bws va
» [ Favorites
~ 5 SAP Menu
» [ Office
» [ Cross-Application Components
» [ Logistics

» [ Accounting

» [ Human Resources

» [ Information Systems

» [ Tools

» [ WebClient UI Framework

| =lEx]

INTEGRATED HR-PAYROLL SYSTEM

HR | PAYROLL | BENEFITS | TRAINING | TIME

TRAINING
1. Update the following field:
Field Name Description Values
Command White alphanumeric box in upper left Enter value in Command.

corner used to input transaction codes

Example: ZPAA076

2. Click the Enter & button.

e Choose Favorites > Insert Favorites
e Typein ZPAAO76
e (Click Enter.

Information

e Choose Edit > Settings
e Place a check next to Display Technical Name
e Click Enter

I\i'r) You may want to enter this transaction code in your Favorites folder.

To see the transaction code displayed in front of the link in your favorites:
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PER-71 — New Hire Action

Empioyee Action Request
O & d

Existing PCR Mo,

Personnel Ma.

Last 4 digits (SSM) 5252 First |Matthew Last Mekinney
Effective on 0&/162011

Action Type b este Hire (NCY

Reason i1 M ey Hire

3. Update the following fields:

Field Name Description Values
Last 4 digits (SSN) The last 4 digits of the employee’s Enter value in Last 4 digits
social security number (SSN).

Example: 5252

First The employee's first name Enter value in First.

Example: Matthew

Last The individual's legal last name Enter value in Last.

Example: McKinney

Effective on The date on which the action will be Enter value in Effective on.
effective
Example: 05/16/2011

Action Type An action is a grouping of activities to Enter value in Action Type.
perform a specific task. The action will
prompt you for the Infotypes required Example: Z0
to complete the task.

Reason Reason for the action, such as New Enter value in Reason.
Hire
Example: 01
'ér) As of 3/18/08, the last 5 digits of the social security number are no longer

required. This has been changed to require only the last 4 digits of the
social security number. This piece of an employee's social security number
is required only for New Hire actions where the employee does not have a
Personnel Number already.

Information
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PER-71 — New Hire Action

For the New Hire action Z0 there are two reason codes available from which to choose. 01 is for new
hire; 02 is for the National Guard. You can use the matchcode drop-down or type the code in the
field.

Leave the Existing PCR No. field blank if you are creating a new PCR.

Several fields on this screen are mandatory. The system will not let you continue if you have not
provided data for the mandatory fields. If you are unsure which fields are mandatory, click Enter, and
the system will prompt you for information in the mandatory fields.

Once you have entered all data, click Enter to validate the data and display the associated text with
the data choices made.

Information is inherited from the position Personnel Area, Employee Group and Employee Subgroup.
If employee information is different, you can change it here. For example, if the position has
defaulted to F-A1 (FT N-FLSAOT Perm), but the employee is in a probationary status, change the
Employee Group to A2 FT N-FLSAOT Prob, which is what the employee will be until their probationary
period is complete.

*Fields with v check marks are mandatory.

Emplioyee Action Reguest

Initiate WWF
PCR Number
Fersonnel Mumber Matthews Mckinney Action: Z0 Meww Hire {MC)
Last 4 digits(S5M) 5252 Matthew Mekinney Reasaon: |81 Mew Hire
Effective on E5 /167 201 1 Chng 5t
CURRENT FROFOSED
Fers Area FPers Area
Subarea Subarea 4
EE Group EE Group (]
EE Subgroup EE Subgrp ]
Crg. Unit ela]efelc]e of} Crg. Unit Lt}
Joh [eafalefcfaTalc] Joh Lo}
EE FPaosition OEBHEAEE EE Fosition [
Basic Pay
FPay Scale type FPay Scale type =
Pay Scale Area Pay Scale Area =1
Fay Scale Group Level Fay Scale Group = Level [
Annual Salary .o Hrly Sal el Annual Salary Hourly Salary
o.ae
Min o.oe
Max o.e0 MNext Inc Date

4. Click the Create (F5) El button.
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PER-71 — New Hire Action

Employee Action Request

Initiate WWF

PCR Mumber
Personnel Mumber

Last 4 digits(SSN) 5252

Effective on

CURREMNT

FPers.Area
Subares

EE Group
EE Subgroup

Org. Unit jalefate]alafals]
Job afeyfelzTaa)e]
EE Position  |BEBOAEOGQ

Basic Pay
Fay Scale type
Pay Scale Area
Fay Scale Group

Mew Hire (MC)
Mewy Hire

Cultural Resources

W atthew Mckinney Action: |20
L= Mckinney Reason; 01
111 Chng
PROFOSED
Fers.Area 4601
Subares WCa1 Tday Marm
EE Group A

EE Suhgrp b2

Org. Unit 20010125
Jab 30001 506
EE Position  |BE083990
Fay Scale type 01| Graded

Pay Scale Area

SPA Employees
FT M-FLSACT Prob

CR CDS CABSEC Bds & Com..

Museurn Curatar
Curatar Of Furnishings & Deca.

01 Annual Salaties

Level Pay Scale Group GRYO Lewvel (GR
Annual Salary o.oe Hrly Sal g, oo Annual Salary 52,5008, 00 Hourly Salary
Calc Step - +MP 100,00
Min 38,174 .00
Max E1,632. 00 Mext Inc Date
5. Update the following fields:
Field Name Description Values

EE Position Position number assigned to the Enter value in EE Position.
employee
Example: 60083990
Level Level assigned to the Position

Enter value in Level.

Example: GR

Annual Salary

Employee’s annual basic pay

Enter value in Annual
Salary.

Example: 52,500.00

I.\%-‘)

Information

OSC recommends entering the EE Position number in first, so the Personnel
Area, Personnel Subarea, Employee Group, Employee Subgroup and Pay
information pre-populate based on the position number entered.
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PER-71 — New Hire Action

You can then change fields as necessary (for example, if the employee will be probationary, you may
want to change the Employee Subgroup). If you do not enter the position number first, the pre-
population of data based on the position number may not work properly.

Once you have entered the EE Position number, click Enter to request SAP pre-fill fields on the

screen.

The Job assignment to a graded position will default the compensation structure data (payscale type,
payscale area, and payscale group). If you are hiring into a banded position, the position itself will
have default values to propose in the compensation area.

6. Click the Enter @ button.

[ Basic Pay
Fay Scale pe Pay Scale hpe 01| Geaded
Pay Stale Area Py Bcale Anea 11 | Haously
Fay Scale Groug Ll Pay Scale Groyp  BRED Lewed |GR
Arngal Saany 0.8 Hiby Sal .80 Aranisal Sakary Hourty Salary 17.50
Calc Step - @ .00
Hin 12.2%
Mai 1885
7. Update the following field (only if hiring a Temporary employee):
Field Name Description Values

Pay Scale Area

A pay scale area is a special area in
which a collective agreement is valid.
Hourly salary is used only for
Temporary employees. You will need
to change the Pay Scale Area to Hourly
if using this field.

Enter value in Pay Scale
Area.

Example: 11

Hourly Salary

The hourly rate

Enter value in Hourly
Salary.

Example: 17.50

Click the Enter @ button.

TIP: Click Enter after entering the Salary or Hourly rate, and additional fields will be validated and

pre-populated.

J
Click the Save (Ctrl+S) button.
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PER-71 — New Hire Action

. |

0 FCR 1000005272 saved

<
&)

10. Click the Enter @ button.

"\ii) You can save this information as many times as you like. Each time you will
receive a confirmation of the save. You will not be able to create a note
attachment until you have saved it at least once. If you have already
submitted the PCR to workflow, you will not be able to change the details,
nor save any new information, only display the existing details.

Information

™

=
| Indl

Pi
P
L3
Ef

| Employee Action Request
_Qnﬂ_.. B Create ARachment
Croate note
Private note Create mdenal document (URL)
Send '
WOrk o ¥ ?f LIng S8ar 1o oe corin|
My Objects '

Hilp for object senaies

11. Click the Services for Object button.

12. Click Create... > Create note.

You can enter any information that would be useful to the approvers downstream using the notes
area, or attachment area. If you just need to type some information in, or copy and paste from an
email, create a note. If you want to add a document as an attachment, use the attachment area.

This note and attachment area gets attached to this specific PCR only. It will follow the PCR through
the approval/rejection process and live with the PCR into the future. When the PCR has been
approved, and you are processing the Action (such as a New Hire action), you will need to recreate
any notes or attachments if they need to be attached to the Action record as well.

Notes entered during PA Workflow must follow OSHR’s Action Notes Template:
https://www.osc.nc.gov/documents/action-notes-template
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[ Create note

Title of naote

Mew Hire Justification

Enter the appropriate justification here based on Agency or OSP policy and guidelines)|

The attached note may be entered here after saving the PCR prior to initiating workflow, or
after submitting workflow in the display mode ofthe PCR. The note will remain with the PCR.

The naote will not transfer to the Action process, butwill rermain with the PCR, and can he
I copied from the PCR and pasted into a note on the Action when processed. This means that
the infarmation must he entered in 2 places - onthe PCR and an the Action.

13. Update the following fields:

Field Name Description Values
Title of note The short text to act as the title of the Enter value in Title of
attachment note.

Example: New Hire
Justification

Long text An open text field Enter value in long text.
Example: the appropriate
note

II:&)

Information

The attached note can be entered here after saving the PCR prior to
initiating workflow, or after submitting workflow in the display mode of the
PCR. The note will remain with the PCR. The note will not transfer to the
Action process (such as a New Hire process), but will remain with the PCR,
and can be copied from the PCR and pasted into a note on the Action when
processed. This means that the information must be entered in two places

- on the PCR and on the Action.

14. Click the Enter @ button.
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PER-71 — New Hire Action

7@ .| Employee Action Request

Initiate WF
PCR Mumber 100080085272
Fersonnel Mumber Matthew Mekinney Action: |£0 Mews Hire (MECS
Last 4 digits(SEM) 5252 Matth e Meckinney Reason: (@1 Mewe Hire
Effective on (11 Chng 0517411 ZWFINOMPEBZT St: D Created
CURREMT FROPOSED
Fers.Area Pers.Area 4601 Cultural Resources
Subarea Subares WEA1 Tday Marm
EE Group EE Group ] SPAEmployees
EE Subgroup EE Subgrp A2 FT M-FLSAOQT FProtb
Org. Unit [efeletelafafale} Org. Unit 20010125 CR CDS CABSEC Bds & Comn.
Jok fefefelaTalafals] Jab 30001506 museum Curator
EE FPosition 08080006 EE Position  |GOB83998|  Curator Of Furnishings & Deco..
Basic Pay
Pay Scale type Pay Scale type 01| Graded
Pay Scale Area Pay Scale Area 01 Annual Salaries
Pay Scale Group Level Pay Scale Group GR7O Level |GR
Annual Salary 0.06 Hrly Sal B.oa Annual Salary hZ,50e.en Houtrly Salary
Calc Step - +MP 100. 00
Hin 38,174 .00
Max 61,632.00 MNext Inc Date
[
15. Click the Save (Ctrl+S) button.
o PCR 1000005272 saved
v @)

16. Click the Enter @ button.
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PER-71 — New Hire Action

(78 |. Employee Action Request

Initiate YWF
PCR Mumber 1008005272
Personnel Mumber Matthew MoKinney Action: ] M Hirg (NG
Last 4 digits(SSM) 52582 Matthew MecKinney Reason: @1 ey Hire
Effective an i Chng (851711 ZWFINOMPADZT | 5t: D Created
CURRENT PROFOSED
Fers.Area Fers.Area 4661 Cultural Resources
Subarea Subarea NCa1 Tday Morm
EE Group EE Group A SPAEmployees
EE Subgroup EE Suhgrp A2 FT W-FLSAOT Prah
Org. Unit fefaelefafelels] Org. Unit 20010125 CRCDS CABSEC Bds & Com.
Jah QEAEABEA Jah 30001506 Museum Curator
EE Position  |BOEOOEOE EE Pasition GOA83990)  Curator Of Furnishings & Deco..
Basic Pay
Pay Scale type Pay Scale type 01 Graded
Pay Scale Area Pay Scale Area 01 Annual Salaries
Pay Scale Group Level Pay Scale Group GR7O Level |GR
Annual Salary a.en Hrly Sal a.ag Annual Salary 52 50060 Houtly Salary
Calc Step - +MP 100,00
Hin 38,174 .00
Hax 61,632 .00 Mext Inc Date

17. Click the Initiate WF button.

Select the Initiate Workflow button to send the New Hire action through the approval process. No
changes can be made after the PCR has been submitted for approval, unless the PCR is rejected at

any stage and sent back to you (the initiator/requestor).

t
o FCR 1000008272 successfully sent to Wark Flow

18. Click the Enter @ button.

The next steps show the process for displaying the data for any PCR, including notes and/or
attachments. No changes can be processed on any PCR which is in the approval process or has

been approved.
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PER-71 — New Hire Action

Employee Action Request
O & ¢ @

Existing PCR Mo.

Fersonnel Mo.

jloo0RREs272

Last 4 digits (S5R) First Last
Effective on a5418:2011

Action Type

Reason

19. Update the following field:

Field Name Description

Values

Existing PCR No.

Personnel Change Request number

Enter value in Existing PCR
No.

Example: 1000005272

20. Click the Change (F6) button.

|7 .| Employee Action Request
O & e O

Last

Existing PCR Mo, THALERGZTZ
Persannel Mo.

Last 4 digits (S5M) First
Effective on B5/16/2011|F
Action Type [ e Hire (M)
Reason Mew Hire

21. Click the Display (F7) @ button.
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PER-71 — New Hire Action

Notice that you are not able to change a PCR if it has already been submitted to workflow via the
Initiate Workflow button. Notice the error message at the bottom of the screen. Once the PCR has
been submitted, you will be able to display the data (including any notes and attachments which may
have been saved on the PCR).

ﬂ PR alneady send bo Work Flow, changes nod allrwed

22. Click the Services for Object button.

IE“ 206

Craale ’
Aftachmant lis
Pi  Privale mole
PE  Sand v M
La = :
BT wondow
My Objects
HE'lﬂ o pbject ganites

Foiogruca

23. Click the Attachment list option in the drop-down menu list.

The PCR information is displayed. At any time, to display the notes/attachments on this PCR, choose
the Services for Objects button and if the Attachments option is valid, there is at least one
attachment available.

(e )] 2 )8 6 5 5 ) 2 L) )

AftachmentFor PCR:100000527 2

Title Creator Marme Created On ™
B New Hire Justification Wiorkflowe Initiator  OB02720711

24. Select the Title New Hire Justification row.
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PER-71 — New Hire Action

25. Click the Display button.

If you receive a window requesting you to choose between PCR attachments, choose the attachment
corresponding to the PCR number with which you are working. This extra window does not display
normally.

If multiple notes and/or attachments have been added to this PCR, they will be listed here. This is

where you would display and copy the data if you wanted to attach the notes/attachments to the
corresponding Action once approved.

[ Display note

|»

| New Hire Justification

Enter the appropriate justification here based on Agency or OSP policy and
guidelines.

The attached note may be entered here after saving the PCR prior to initiating
worldlow, or

after submitting wotlflow in the display mode of the PCR. The note will remain
with the PCEL.

-
%)

26. Click the Enter @ button.

Review the information as appropriate and close the window when complete. This text may be
copied using CTRL+C and pasted using CTRL+V into another note attached to an Action.

M
[Dnew (s |[@[2](@] [8)(S) [& ][0 2 1) (SR =]

AttachmentFor PCR:1000005272

Title Creator Name Created On~
%2 Mew Hire Justification Workflow Initiator — 0B02r2011
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PER-71 — New Hire Action

27. Click the Enter button.

|78 |.] Employee Action Request

PCR Mumber TeRaERE272
Personnel Number Matthew Mckinney Action: |20 MNew Hire (MC)
Last 4 digits(SSN) 5252 hatthew Mekinney Reason: 01 Mew Hire
Effective an A5£1652011 Chhng [A6/B2411 ZWFINOMPAOIT St |4 Appraved
CURRENT PROFPOSED
Fers.Area Fers Area 4601 Cultural Resources
Suharea Subarea NEGE1 Tday Morm
EE Group EE Group & SPA Employees
EE Subgroup EE Subgrp |42 FT M-FLSACT Prob
Org. Unit faya]ajefalelefe] org. Unit 20010125 CRCDS CABSEC Bds & Com..
Jab HEOABAEE Joh 30081566 Museurmn Curatar
EE Fosition  QOOQRAGEE EE Fogition  G@083998  Curator OfFurnishings & Deco .
Basic Pay
Pay Scale type Pay Scale type 01/ Graded
Fay Scale Area Fay Scale Area 01| Annual Salaries
Fay Scale Graup Lewvel Pay Scale Group  |GRTE Level |GR
Annual Salary  (0.00 HrlySal |0.00 Annual Salary 52,500.080 Hourly Salary 0.0
Calc Step - +HP 100 .00
Hin 38,174,600
Max 61,632 .00 Mext Ing Date
Dates
Last day worked

28. Click the Back (F3) & button.

29. The Initiate New Hire Action is complete.

After Workflow Approvals have been received, proceed with the Complete New Hire Action process.
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Instructions for Completing the Action

Access Transaction:

Via Menu Path: SAP menu >> Office >> SBWP — Workplace

Via Transaction Code: SBWP, PA40

SAP Easy Access
& & EHEF | v a

» [ Favorites
~ 2 5AF menu
~ 3 Office
:
» [ Telephone Integration
» [ Appointment Calendar
+ [ Room Reservations
* G SWUI - Start Workflow
» [ Business Dacumerts
v [ Notification
v O Cross-Application Components
» [ Logistics
» [ Accounting
v [ Human Resources
3
¥

] Information Systems
1 Tools

30. Click the SAP Business Workplace (Ctrl+F12) E button.

Q These instructions assume you have initiated the New Hire Personnel
CRITICAL! Change Request (PCR) in workflow already, and you have an approved PCR
ready to be processed as a New Hire in the system.

Business Workpiace of Workfiow Initiator

BAnew message  (RIFind folder (R} Find docurment B Appointrnent calendar B Distribution lists

- [ Workplace: Workflow Initiatar|

v &2 Inbox =
+" @ [Unread Documants Business Workplace
+ @] Docurents 0
» Workflow 0
. Overdue entries 0
. Deadline Messages 0
. Incarrect entries 0

» 3 Outhox

v ¢B Resubmission

v ¢B Private folders

v ¢B Shared folders

» ¢ Folders subscribed to

« T Trash

+ T Shared trash

31. Select Inbox >> Workflow.

You can process using step 32 or step 33.
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Business Workpiace of Workfiow Initiator

?New message

- g' Workplace: Workflow Initiator

~ & Inhox

- & Unread Documents 0

+ ] Documents 0
» Workflow 1
. Overdue entries 0

. Deadline Messages 0

- Incorrect entries 0

v £ Outhox

v ¢B Resubrission

v B Private folders

v ¢@ Shared falders

v ¢ Folders subscribed to
« [ Trash

+ [ Sharedtrash

32. Select the PCR 4601 PA Action - Mew Hire (MC) for Matthew Melkinney PCR: 1000005272

33. Click the Execute button.

click on row.

[H]Fmd folder

Appnintmem calendar B Distribution lists

Workflow 1
Ex_ Title Status | CreationDa  Creation [P At Co_ W/
#4601 Create New Hire (NC) Action for Matthew Mckinney - PCR: 1 (%1 051752011  16:09:44 5§ ﬁ]

& Tips & tricks: Display Other Columns...
4601 Create New Hire (NC) Action for Matthew McKinney - PCR: 1000005272

Description Objects and attachments

Personnel Action Initiator, « PAPCR: PCR:1000005272
+ PCR_List: Workflow Tracker
Please create a New Hire (NC) PA Action using the attached

request document for the personnel information

row. Double-

A list of your approved (or rejected) PCRs are listed on the right side of the screen. You can view the
PCR details and/or Workflow Tracker details prior to executing the PCR if desired. After the PCR is
executed, the New Hire action will be launched.

3/31/22

NORTH CAROLINA OFFICE OF THE STATE CONTROLLER PAGE 16 OF 63



PER-71 — New Hire Action

Hiring Action
@

Fersannel Mo,

Start Date a5 /16/2011
MName
Last hame MeKinney
First name M atth e
Middle name
HF data
55N 5 Gender
Date of Birth 5 Female Male
34. Update the following fields:
Field Name Description Values
SSN Social security number Enter value in SSN.

Example: 888885252

Date of Birth The individual’s date of birth Enter value in Date of
Birth.

Example: 02/16/1989

35. Click the appropriate gender ' Mal& check box.

"ér) The last 4 digits of the Social Security number must match the numbers
. entered when initiating the PCR. If they do not match, the system will
Information

notify you that you do not have a valid, approved PCR and will not let you
process the New Hire action.

The Start Date is the effective date of the New Hire action.

Add the Middle Name - the information entered on this screen will populate infotype 0002 Personal
Data.

Q You CANNOT enter a dummy/temporary social security number. Once
CRITICAL! infotype 0002 is saved you must contact BEST HR to be maintained.
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36. Click the Execute (F8) button to retrieve the Personnel number from Orbit.

Personnei Actions

@

~ i Person

&)= EAEY
Ohject manager scenario; EMPLOYEE

« [Hl Collective search help
« [Hl search Term
« [Hl Free search

Persannel no. 1e000041
Frarm 51672011

Fersonnel Actions

Action Type Personn... EE group | EE subg...| [T
Mew Hire (WCY —
Prormaotion (MC) -

ReinstatementReemployment{NC)
Leave of Ahsence (M)

Quick Entry (MC)

Investigatory WiPay (NC)
Suspension {MC)
Mon-Beacon to Beacon(MC)
Transfer (MC)

Appointment Change (WC)
Reallacation {MC)

Demation {MC)

Salary Adjustrment (MC)
Cancel Salary Adjustment{Hic)
Range Revision (MC)

SeparationPayContinuation(NC) -
Separation (MC) -
L I 4 F
37. Update the following field:
Field Name Description Values
From Effective date of the personnel action Enter value in From.

Example: 05/16/2011

Notice that the Personnel Number has pre-populated here. This is the employee's Personnel
Number, generated as a unique number from the Orbit retirement system.

The From date is the effective date of the New Hire action, or the date the employee "enters on
duty." If the first day of the month falls on a non-work day and the employee starts to work on the
first available work day, the effective date would be on the first of the month.

I.\ir)

Information

Throughout this action, you will be asked to review and Save each infotype,
even if you are not entering any new data. The system may pre-populate
some infotypes based on previous choices. Other infotypes will display
dynamically based on which infotypes have been saved. If you simply click
Next through an infotype, the record is not saved, and background
processing may not work correctly.
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38. Highlight the New Hire (NC) action type.

39. Click the Execute (F8) button.

Create Actions (0000)

i [# 2 4 Change info group

10000041

FPers.Mo.
Start

OSM16/2011) to 1243149999

Personnel action
Mew Hire (MG -
Reason for Action 1

Action Type
ey Hire
Feference Pers. Mos,

Status

Customer-specific hdl
Employment -
Special payment -

Organizational assigniment

FPosition GOOS3998  Curator Of Furnishinos &
Personnel area 4601 Cultural Resources
Employee group & SPA Employees

Employvee subgroup a2 FT N-FLSAOT Proh

Additional actions

Start Date  Act  Action Type ActR Reasaon far action

40. Click the Enter @ button.

41. The open fields will pre-populate from the approved PCR.

Best practice is to review all data and click Enter to allow the system to validate the data.

A New Hire is usually probationary; therefore, you would have changed the default Employee
Subgroup on the PCR so to reflect probationary. After the probationary period has ended, another
Action (Appointment Change) will be used to change the Employee Subgroup to permanent). When
the employee subgroup is different from the position employee subgroup you will receive a warning
message.

@, FPerson and position have different employee groups/subgroups

42. Click Enter V] to continue.
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= Tahle Edit  Gotao |_tilities{hi) Systemn Help
& R Ca@ SE
Infotype Text

VO B @R BE

Enter or paste appropriate cumments.|

43, Click Edit, >> Maintain text to add your comment based on agency or OSHR Policy/Guidelines.

Remember you can cut and paste from the PCR.

44. Click the Save (Ctrl+S) button.

Create Personal Data (0002)
H B2

Fersonnel Mo | 10EEEE41
Statu  Active

Start 12/31/498949

Mame

Title hd Marme Format

Last name Mekinney Birth name

First name Matthew

Middle name  |Lee Initials

Designation - Mickname

Suffix b

Mame Matthew Lee Mckinney

HR data

S5M g88-88-5252 Gender

Date of Birth B2/16/1989 IFemale *) hale
Language English -

Marital Status Single - Dependents |1

45. Select the appropriate marital status in the list box.

Choose the appropriate marital status. If nothing is selected, Single will default.
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46. Update the following field:

Field Name Description Values
Dependents The number of dependents an Enter value in
individual has Dependents.
Example: 1

47. Click the Enter @ button.

Best practice is to enter any data as appropriate, review all data, and click Enter to allow the system
to validate the data.

Choose the Marital Status, and if appropriate, enter the number of Dependents this employee has. If
you enter one or more dependents, the system will display a separate screen for each dependent to
enter their personal information. In this example we will enter one dependent.

48. Click the Save (Ctrl+S) button.
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Create Family Member/Dependents {0021)
B A

Personnel Mo 10000041
Statu  Active
Start BEAE2E11] Tao 12431499949

Mermher b Childno @1

Personal data

Last name Mekinney Birth hame

First name Liza Initials

Title - Mationality

Gender < Female “ihlale

Birth date (140141985 Ref.Pers Mo,

SEN Telephone numhber

Street Separation Date

Addr Line 2 Marital status

City/State

Zipicountry
Zhallenoe Status

Disability Student Indicator

Disability Date
Learned

49. Update the following field:

Field Name Description Values

First name The individual's legal first name Enter value in First name.

Example: Lisa

50. Click the Female @ FemMale a4io button.

Choose Female or Male.
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51. Update the following field:

Field Name Description Values

Birth date The individual's date of birth Enter value in Birth date.

Example: 01/01/1985

52. Click the Enter @ button.

Best practice is to enter any data as appropriate, review all data, and click Enter to allow the system
to validate the data.

Enter all of the available data on the dependent(s), review, and click Save.

If you do not have this information, the employee can complete this data through Employee Self-
Service (ESS).

53. Click the Save (Ctrl+S) button.
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Create Organizational Assignment {0001)

H B &

Ferzonnel Mo

Start

Qg Structure

10000041

Statu
12/31/99499

Active
BaM 1642011 to

Enterprise structure

CoCode
Pers.area
Cost Ctr

Fune. Area

[Hokt STATE OF MC
4601 Cultural Resources
45999899499

Subarea
CULTURE RESOL .. Bus. Area
Fund

(={efala]aye]eTaleetalafala] ekt General Government

Persannel structure

EE group

EE subgroup A2

i SPAEmployees
FT N-FLSAOT Prob

Fayr.area
Contract

Qrganizational plan

Percentage
Positian

Jab key

2. Unit

Org. key

100 90 [E Assignment
GEOE23990 208010002745

Curator Of Furnishing ...
3B001 506 M=t Cur

Museum Curator
20018125 48010101020

CR CDS CABSEC Bd.
4601469999994949

54. Click the Enter V] button.

[ ]
55. Click the Save (Ctrl+S) button.

MCB1
4600

465999999

[

Tday Marm

Cultural Resources

MG Manthly

CULTURE- SUSP..

Best practice is to enter any data as appropriate, review all data, and click Enter to allow the system
to validate the data.

Enter the Contract if required. The Contract key identifies eligibility for Medicare, less than five (5)
yrs for STD, and the Rehire of Retiree statuses.
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[= Delimit Yacancy

5 BO083990 Curator Of Furnishings & Decorative Arts

Delimit on A5/15/ 2011

| ves || Mo [ Cancel

56. Click the Yes button.

The system will ask for verification to delimit the vacant position. You are hiring an individual into the
position, so the vacancy will be ended, or delimited.

If you don't click Yes, your vacancy report may be incorrect. This process of delimiting the vacancy
updates IT1007 (Vacancy) on the Position.

Create Date Specifications (0041)

H B2

Fergonnel Mo [1E08QE41 Marme Matthew Lee McKinney
EEGroup A SPA Employees PersA (4601| Cultural Resources
EESubgroup (&2 FT M-FLSACT Proh Statu  Active

Start 0541672011 to 12431/99499

Date Specifications

Date type Date Date type Date
011 Criginal Hire Date B516£2011 02| Agency Hire Date 562011

57. Click the Save (Ctrl+S) button.
Information:
System defaults Date Types with Action Effective Date:
e 01 Original Hire Date
e (02 Agency Hire Date
Also, for specific Jobs in Judicial defaults Date Type:

e 04 Judicial Anniversary Date
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Create Related Experience (9822)

28
Personnel No Name
EEGroup A SPA Employees PersA Health Human Services
EESubgroup 21 FT N-FLSAOT Perm Statu  Active
Start T 12/31/9999

(Not to be used for Supplemental Staff)

Classification
Position 65002858 800904001427
Facility Survey Consult I
Job 30002888 Fac Survey C
Facility Survey Consultant I
Related Work Experience
Months | € Calculated Months: 0

Related Education
I gl
Months 48| |

58. Click the Enter @ button.

Best practice is to enter any data as appropriate, review all data, and click Enter to allow the system
to validate the data.

Agency representative will need to enter the following fields:
e  Related Work Experience

e Related Education Months

59. Click the Save (Ctrl+S) button.
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Create Addresses (0006)
el [H ﬁ Foreign address
Fersonnel KMo [1E00BE41 Mame Matthew Lee McKinney
EEGroup & SPA Employvees Perss (4601 Cultural Resources
EESubgroup A2 FT M-FLSAOT Praoh Statu  Active
Start b5/ 1672011 1o 12431/95999
Address
Address type -
Care Of
Address line 1 4515 YWilmington St
Address line 2
Citvicounty Raleigh Wake
Statelfzip code [ Marth Carolina 27611
Country Key IJSA -
Telephone Mumber 919 ¥r9-5678
Communications
Type Murmber
Type Murmber
Type Mumber
Type Mumbet

60. Update the following fields:

Field Name Description Values
Address line 1 The street number and address Enter value in Address line
1.

Example: 4515

Wilmington St
City/county The city and county details for the Enter value in City/county.
address
Example: Raleigh
City/county The city and county details for the Enter value in City/county.
address
Example: Wake
State/zip code The state and zip code details for the Enter value in State/zip
address code.

Example: NC
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State/zip code

The state and zip code details for the
address

Enter value in State/zip
code.

Example: 27611

Telephone Number
Area Code

The individual's telephone number
area code

Enter value in Telephone
Number.

Example: 919

Telephone Number

The individual's telephone number

Enter value in Telephone
Number.

Example: 779-5678

61. Click the Enter @ button.

Best practice is to enter any data as appropriate, review all data, and click Enter to allow the system

to validate the data.

Enter address information as appropriate and available and click Save when complete.

The various communication fields are optional.

You can use the Tab key to tab through the fields.

L]
62. Click the Save (Ctrl+S) button.

Create Residence Tax Area (0207)

H B &

Fersonnel Mo

EEGroup

EESubgroup (A2

Start

Resident data

Tax area

10000841

Mame
SPA Employees

124317499949

WC State of Morth Caralina

Tax Autharities in Area

Hatthew Lee McKinnay

Persh [4601 Cultural Resources
FT M-FLSAQT Prah Statu  Active

0541672011 to

Tax... Description
FED Federal
MC  Marth Caroling

A Federal
B State

T.. Description
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63. Click the Enter @ button.

Best practice is to enter any data as appropriate, review all data, and click Enter to allow the system

to validate the data.

If the employee resides in another state, that state should default from Infotype 0006 here.

NOTE: Always verify that the default information on the Create Residence Tax Area infotype is correct

before saving.

[ ]
64. Click the Save (Ctrl+S) button.

Create Work Tax Area (0208)

H B2
Personnel WMo 108800841 Marme Matthew Lee McKinney
EEGroup ] SPA Emplovees Persa (4601 Cultural Resources
EESubgroup |A2 FT M-FLSAOT Proh Statu  Active
Start 051642011 to 12/431/9999

Work Tax Data

Tax Area ME State of Morth Carolina

Allocation 100,00 %

Predominant Tax Area Mo -

Tax Authorities in Area

Tax Auth. Tax Authority Name Tax Level Description

NC Marth Caralina B State

65. Click the Enter @ button.

Best practice is to enter any data as appropriate, review all data, and click Enter to allow the system

to validate the data.

NOTE: Always verify that the default information on the Create Work Tax Area infotype is correct

before saving.

default to No and should not be altered.

Q The Predominant Tax Area field is used only for employees who work in
CRITICAL! and are taxed by multiple locations within Pennsylvania. This field will

[ ]
66. Click the Save (Ctrl+S) button.
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Create Unemployment State {0209)

[ E: A

FPersonnel Mo [ THEEEE41

EEGraup & SPA Emplovees
EESubgroup &2 FT M-FLSAOT Frob
Start 51672011

Lnemployment data
Tax autharity
Worksite

67. Click the Enter & button.

12431/99949

Morth Carolina
Dept of Cultural Resources

Matthew Lee McKinney

Perss (4601 Cultural Resources

Best practice is to enter any data as appropriate, review all data, and click Enter to allow the system

to validate the data.

NOTE: Always verify that the default information on the Create Unemployment State infotype is

correct before saving.

68. Click the Save (Ctrl+S) button.

3/31/22 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER PAGE 30 OF 63



PER-71 — New Hire Action

Create Withholding Info W4/W5 US (0210)

& (B 2

Personnel Mo 10041414 MNarme Matthew Lee McKinney

EEGroup B SPA Employees Persd 48601 Matural and Cultural Resources

EESubgroup |R1 FT M-FLSAQT Perm Statu  Active

Start 0171072020 fo 12/731/5959494%

Status

Tax authority FED | Federal Tax level B Federal
==t

Filing Status 03
=

" |Use Higher Withholding Rates Schedule

Exemptions

Credits for dep. UsD
Tax Exempt Ind. Mot exempt -

Withholding adjustments

Add.withholding UsoD "~ |Mon-resident tax calculation
Default formula 01 PCT MTHD-RES. U Alternative formula

Other income UsD

Deductions USD

Additional Information

" |Check here if the last name differs from that shown on the Socal Security card

Overrides (from Infotype 0234)
From date | End Date Supplermental method | Tax override Empl. Override Group m

69. Click the Enter @ button.

Best practice is to enter any data as appropriate from the withholding form, review all data, and click
Enter to allow the system to validate the data.

The default will be 03/Single or Married Filing Separately for the Filing Status field.

Employees with ESS (Employee Self-Service) access will be able to update their Withholding
Information W4 via ESS.

L]
70. Click the Save (Ctrl+S) button.

3/31/22 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER PAGE 31 OF 63



PER-71 — New Hire Action

Create Withholding Info W4/W5 US (0210)

& [8 5
Personnel Mo |10041414 Marme Matthew Lee McKinney
EEGroup L SPA Employees PersA [4601 Matural and Cultural Resources
EESubgroup |R1 FT M-FLSAQT Perm Statu  Active
Start 01/10/2020| to 12/31/95949%

Status

Tax authority NC | Morth Carolina Tax level B State

Fiing Status i

Exemptions

Allowances Exermnption amount usp
Additional allowance Additional exemption amount usp
Personal allowance

Dependent allowance

Tax exempt indicator Mot exempt - TIRS mandates

Withholding adjustments

Add.withholding sD Add. percent

Default formula 01| WITHHOLDING FOR Alternate formula

Additional Information
" |Check here if the last name differs from that shown on the Social Security card

Overrides (from infotype 234)
From date | End Date Supplernental method | Tax override Certificat...

71. Click the Enter @ button.

Best practice is to enter any data as appropriate from the withholding form, review all data, and click
Enter to allow the system to validate the data.

The default will be 01/Single or Married Filing Separately for the Filing Status field.

L]
72. Click the Save (Ctrl+S) button.
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Change Addresses (0006)

H B2
Personnel Mo (10E00E41 Marme Matthew Lee McKinney
EEGroup ) SPAEmplovees PersA 4601 Cultural Resources
EESubgroup A2 FT M-FLSADT Frob Statu  Active
Start 05162011 to 12431/9999| Changed on (68202011 [ ZWFINOMPAEZT
Address

Address type -

Care Of Mary Mokinney

Address line 1
Address line 2

4515 Wilmington St

Cityfcoumnty Raleigh WWake
State/zip code WC Marth Carolina 27611
Country key LISA -
Telephone Mumber 919/ 576-24978

Communications

Type Mumhber

Type Murmber

Type Murmber

Type Mumhber

73. Update the following fields:

Field Name

Description Values

Care of

Individual to contact Enter value in Care of.

Example: Mary McKinney

Address line 1

The street number and address Enter value in Address
Line 1.

Example: 4515

Wilmington St
City/county The city and county details for the Enter value in City/county.
address
Example: Raleigh
City/county The city and county details for the Enter value in City/county.
address

Example: Wake
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74.

75.

State/zip code The state and zip code details for the Enter value in State/zip
address code.
Example: NC
State/zip code The state and zip code details for the Enter value in State/zip
address code.

Example: 27611

Telephone Number | The individual's telephone number Enter value in Telephone
Area Code area code Number.
Example: 919
Telephone Number | The individual's telephone number Enter value in Telephone
Number.

Example: 576-8978

Click the Enter @ button.

O
Click the Save (Ctrl+S) button.

If additional emergency numbers are needed, HR will enter them for the employee in the
Communication area.

Enter the Emergency Contact information, review and click Save.
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Create Addresses (0006)

| ‘E Foreign address

FPersonnel Mo (100086041 MNarme Matthew Lee McKinney
EEGroup [ SPAEmplovees Perss [4601| Cultural Resources
EESubgroup (82 FT M-FLSAOT Prob Statu  Active

Start 0516/ 2011 to 1213179989

Address

Address type

Care Of

Address line 1
Address line 2
Cityfcounty
Stateszip code
Country Key

Telephone Mumber

Communications

Type
Type
Type
Type

Mumhber
Mumber
MNurmber
Mumhber

P. Q. Box12

Raleigh Wake
HC Morh Caraling 2TE04
ISA -

76. Update the following fields:

Field Name

Description

Values

Address line 1

The street number and address

Enter value in Address
Line 1.

Example: P.O.Box 12

City/county The city and county details for the Enter value in City/county.
address
Example: Raleigh
City/county The city and county details for the Enter value in City/county.

address

Example: Wake

State/zip code

The state and zip code details for the
address

Enter value in State/zip
code.

Example: NC

State/zip code

The state and zip code details for the
address

Enter value in State/zip
code.

Example: 27604
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Telephone Number
Area Code

The individual's telephone number
area code

Enter value in Telephone
Number.

Example: 919

Telephone Number

The individual's telephone number

Enter value in Telephone
Number.

Example: 707-1158

77. Click the Enter @ button.

Best practice is to enter any data as appropriate, review all data, and click Enter to allow the system

to validate the data.

Only complete the Mailing Address screen if it is different from the permanent residence address. If
no data entry is required, move to the next infotype screen by clicking the Next Screen button.

Employees will be able to manage their addresses via ESS (Employee Self-Service).

78. Click the Save (Ctrl+S) button.
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Create Monitoring of Tasks (0019)

=R

FPersonnel Mo 10000841 Marme Hatthew Lee McKinney

EEGroup & SPA Emplovees PersA [4601 Cultural Resources

EESubgroup A2 FT M-FLSAOT Prob Statu Active

Task

Tazsk Type End of probation -

Date of Task p2iatizorz Processing indicatar Mew task -
Reminder

Reminder Date a2z

Leadifollov-up time For specific task type -
Comments

79. Update the following fields:

Field Name Description Values

Task Type Select appropriate task type from list Select task type

Example: End of
probation

Date of Task Date on which the task occurs Enter value in Date of
Task.

Example: 02/01/2012

Comment Additional information about an item Enter value in Comment.

Example: End of
probation

80. Click the Enter @ button.

Enter a reminder through the Monitoring of Tasks screen as appropriate.

Insert any notes or comments pertaining to the task. To view these task reminders, you can run the
BOBJ Report — B0099 — Employee Deadline Dates. Managers can view for their employees via MSS.

A common task type would be End of probation.
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BEST PRACTICE: Best Practice is to enter the date to remind the supervisor to review the
appointment change (end of probation or other). If no data entry is required, move to the next

infotype screen by clicking the Next Screen button.

[ ]
81. Click the Save (Ctrl+S) button.

Create I-9 Residence Status {0094)

I S

Personnel Mo
EEGroup !
EESubgroup A2
Start 05/ 162011

Fersonal identification
Residence status

1D type

lssuing Authority

ID number

Issuing date

Expiry date

Employment verification
Work Permit

Issuing Authority

Work permit number
lssuing date

Expiry of WP

82. Update the following fields:

10008041
SPA Employees
FT N-FLSACT Prob Statu
] 12431/95999

Mame Matthew Lee McKinney
Perss 4601 Cultural Resources

Active

CITIZEM -

S Passport -
Mewy Orleans

BAG148976

[ ie1 2005

01 e 2815

Field Name

Description

Values

Residence Status

Residence status code

Select appropriate status

Example: Citizen

ID Type

Documentation

Select appropriate type

Example: U.S. Passport

Issuing Authority

City/location of Issuing

Enter value in Issuing
Authority.

Example: New Orleans

ID number

ID number. For example, Driver’s
license number.

Enter value in ID number.

Example: 556148976
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Issuing date Issuing date of the ID. Enter value in Issuing date.
Example: 01/01/2005
Expiry date Expiration date. Enter value in Expiry date.

Example: 01/01/2015

83. Click the Enter @ button.

Select the appropriate Residence status from the drop-down menu. The only required field is
Residence status. The remaining fields are optional.

If a residence type other than Citizen is chosen, an additional screen will display containing infotype
0048 information to enter Residence Status details (such as permission number, expiration date, date
of issue, etc.). In this example we have chosen Citizen.

When hiring someone who is a Non-Resident Alien, you will choose non-resident alien on IT0094.
ITO048 will come up with USO1 or USO2 as the choices. When you save IT0094 with the non-resident
alien choice, then IT0048 with Subtype USO1 will come up. The dynamic action brings up IT0048
subtype USO1 first, so if you don't want that one, click the YELLOW arrow past that infotype and
ITO048 subtype US02 will come up.

84. Click the Save (Ctrl+S)

button.

Create Communication (01035)

e oS

Personnel Mo

EEGroup b
EESubgroup [&2
Stant

Communication
Type
Telephone

85. Update the following field:

1000641
SPA Emplovees

FT M-FLSACT Prob
b5 1672011

Mame

Statu

to 1243149989

Baze
919-733-5656

Matthew Lee McKinney
Persf (4601 Cultural Resources
Active

Firsttelephone number at work

Field Name

Description

Values

Telephone

Employee work telephone number

Enter value in Telephone.

Example: 919-733-5656

3/31/22

NORTH CAROLINA OFFICE OF THE STATE CONTROLLER

PAGE 39 OF 63



PER-71 — New Hire Action

86. Click the Enter @ button.

This is the employee's work telephone number.

87. Click the Save (Ctrl+S) button.

Copy Planned Working Time (0007)

) @Work schedule

Personnel No - Name e le s

EEGroup A SPA Employees PersA  |4601 Natural and Cultural Resources
EESubgroup Al FT N-FLSAOT Perm Statu Active

Start To 12/31/9999 Chg.

Work schedule rule

Work schedule rule DOINOBGN| MTWHF-8,535-0 . WSRFnder |
Time Mgmt status 1 - Positive Time Recording =
Working week Wk - Sun (mdnt) - Sat v
Working time

Employment percent 100.00

Daily working hours 8.00

Weekly working hours 40.00

Monthly working hrs 173.33

Annual working hours 2080.00

Weekly workdays 0.00

Additional fields

88. Update the following field:

Field Name Description Values

Weekly working Total hours worked per week Enter value in Weekly

hours working hours.
Example: 40

89. Click the Enter & button.

Enter the number of hours this individual will work per week and click Enter to have the system
validate the details.

The Work Schedule Rule and Time Mgmt status defaults from the employee's enterprise structure. It
is critical that you review for correctness (including the working week) and change the work schedule
as appropriate for the employee if it is different from the one that defaults.

If the individual is part-time, be sure to check the Part-time employee box.
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The defaulted work schedule is based on information provided by the various agencies and the
Integrated HR-Payroll System team members.

Q Subject employees must be positive time. Employment Percent should
CRITICAL! always be 100.

90. Click the Save (Ctrl+S) button.

Create Basic Pay (0008)

@ Eﬂ ﬁ Salary amount Pavmentsanddeductinns

Personnel Mo (10000841 Mame Matthew Lee McKinney
EEGroup & SPA Emplovees Persa 4601 Cultural Resources
EESubgroup A2 FT M-FLEADT Prob Statu  Active

Start 05162611 to 1243149989

Suhbtype ] Basic contract

Salary

Reasaon 28 Mew Hire Cap.utilh 100. 80

FS type 01| Graded WkHrsfperiod 173,33 Manthly

FS Area b1 Annual Salaries ext inc.

FS aroup GRYH Level GR Ann.salary 52 5eE.00 | UsD
YWa. . |Wage Type Long Text 0. Amount Curr. |1 AL MumbeniUnit Unit i
1008 Regular Salary 4 375.80 UsSD
i i)
1v (8571772011 - (1273179099 4 [ » | 4,375.00 |LSD

91. Update the following field:

Field Name Description Values
Reason Reason for the action, such as New Enter value in Reason.
Hire
Example: Z0
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92. Click the Enter @ button.

The pay scale values (pay scale type, pay scale area, pay scale group and level) have been designed to
default based on the rules assigned to the employee's position. If the pay scale values do not default,
please contact BEST Shared Services or your BEST HR Specialist.

Enter the Reason for the action (in the case of a New Hire there is only 1 reason), and the person's
Amount if hourly. Click Enter and the system will validate the salary and provide the hourly rate.

NOTE: If the person is on an hourly position, enter their HOURLY rate, and the system will calculate
their salary.

Reason - enter or select from the drop-down menu

Next increase - this field is blank except for the Judicial Branch, which uses it to track the next
increase

Annual Salary - populates from the workflow, verify this field for accuracy

Amount - will be blank; if the employee is paid hourly instead of annually, enter the hourly
amount in the Amount field

Number/Unit - will be blank

Unit - will be blank

NOTE: Employees can be different from the position. For example, the position may be annual salary
and the employee may be hourly.

[= Salary per Period {in LISDR)

Annual salary 52 500 Bagae
- Salanmonthly 4 375 00000
{ Semi-monthly salary 2,187 50000

Salaryevery 14 days 2,019 23077

Wagehweekly 1,009 61538

Salanghourhy 25240348

V%]

NOTE: DOT records will be recorded with five decimal places after the period, instead of only two for
payroll processing purposes (except for Temporaries). Also, DOT Salary/hourly amount may not be
correct depending on the yearly working hours.

[ ]
93. Click the Save (Ctrl+S) button.
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Create General Benefits information (0171)

B L

Pergonnel Mo [10820841 Marme Matthew Lee McKinney
EEGroup i SPA Employees PersA [4601 Cultural Resources
EESubgroup (820 FT N-FLSAOT Proh Statu  Active

Start A5 1642011 to 1243149999

r
#«/Enralled on

Ber [o
st fits El
Terminated on BEM1a2811 .
1 Employees

co_.
Automatic Plans
“IDefault Plans
Al plans

Add. functions A5 72011
TIPlan overview

“JEnroliment Form

“IParticip. Manitar

94. Click the Enter @ button.

The Possible subsequent activities pop-up window displays only for enroliment in retirement. The
effective date should default to the same date as the Action. If an employee is not entitled to

retirement enrollment, such as Temporaries, this window will not display.

Enroiliment

Enrall

_/Directselectinn | Selection et
MName

Fersonnel no.
Offer selection

ID rurnber |7 wcetofer |3 Printiorm |3 General Motice |45
Faossihle offers Enrallment period
|@ Select | Beneficiary Changes 014011800 - 1263179999

Automatic offer

(&][F])Z].)I[& .JI [
“Pers.Mo. Marme
10000041 Matthew Lee Mekinney

Offer

95. Click the Possible offers column.

Highlight the Automatic Offer row and click Get Offer.

96. Click the Get offer button.

Matthew Lee McKinney on B5/16/2011 (8| [2 overiew
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Enroliment
~ Directselection | Selaction set Enroll _
Narme Matthew Lee McKinney on (05162011 [ |2 overview

Personnel na.
Offer selection

|Q Get offer ||Q. Print form ||Q. General Motice |c§§‘ Etrar list
Enraliment period
010011800 - 1273179994

1D numkber
Possible offers

Beneficiary Changes
Autornatic offer

3 Select

E&F)I[Z].)/(¢& ) [E][d]
“Pers.MNo. Mame
10000041 Matthew Lee Mclinney

Autornatic offer

|@ Enroll ||E Costs ||@ Undao selection ||§||§”|e§? Error List
Status | Validity period Activity

Plan
~ Retirement Flan

+ TSERS - Retirement Plan 08162011 - 12/31/9839 o

97. Click the Enroll button.

If the employee is Law Enforcement, they should be eligible for the Supplemental LEORS 401(K) plan
also. This option will be listed here also. In that case, you would enroll the employee in LESORS and

the LEO’s 401K (Law Enforcement Officers Supplemental 401(K) plan.

S —

List of Plans
Artivity Plan Fram Tn
Create TSERS - Retirement Plan O5M 62011 1203109994 -
F

I& Enrall |[% cancel

98. Click the Enroll button.

Click Enroll to enroll the individual in the plan(s) listed.
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[= Enrollment

|
0 Enrallment completed successiully '

Continue |& Confirmation

99. Click the Continue button.

Enroilment

Direct selection | Selection set | | Enrall

|
Name [Hatthew Lee McKinney on [05/16/2011 08 [ overview

| Offer selection |

1
Fersonnel nao.

1D humber [D Get offer ]E Print farm ]E General MNotice ]|c§§‘ Errar list |
Possible offers Enraliment period
[@ Select ] Beneficiary Changes 010101800 - 1273179984

Automatic offer

(&)F)(Z].)(¢ J (@)@

“Pers.Mo. Mame
10000041 hatthew Lee Mckinney

| Offer

100. Click the Back (F3) & button.
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r

# Enrolled an b5/ 16/ 26011
F |
t

Terminated on A5M 52011
Co_

Automatic Plans
“IDefault Plans
Al plans

Add. functions BEMT2011
IPlan overiew

“JEnrallment Form

“IPatticip. Monitar

V| %]

101. Click the Cancel (F12) button.

If there are subsequent activities to be processed, they can be accessed via this window. If there are
no subsequent activities, or if all subsequent activities have been processed, close this window to

continue to the next infotype screen.

Create Bank Details (0009)

==
Personnel Mo | 1HEE0E41 Mame Matthew Lee McKinney
EEGroup . SPA Emplayees Perss 4601 Cultural Resources
EESubgroup (%2 FT M-FLSAOT Prob Statu  Active

Start 05/16/2011 124317949549

Bank details

Bank details type Main bank -
Fayee Matthew Lee Mokinney

Postal Codel/City 27611 Raleigh

Bank Country LISA -

Bank key

Bank Account Bank cantral key

Fayment method P Fayroll Direct Deposit

FPurpose

Payment currency UsDh | United States Dallar

102. Click the Bank Key matchcode.

If you know the bank routing number, enter it here. In this example we provide details on searching

for a bank key.
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IEFind bank
Bank Country us
Bank Key
Bank name *delity*™
City

Bank numhber
SWIFT code
Bank Branch
House noistreet

Restrict Number 500

103. Update the following field:

Field Name Description Values
Bank name The name of the financial Enter value in Bank
institution where your account is name.
located
Example: *fidelity*

Enter a part of the name of the bank and use the wildcard [*] to assist with the search.

104. Click the Enter @ button.
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| [ E
[=]
US| 83363129 FIDELITY DEF DISCOUNT BK 338 MORTH WASHINGTON AYE |SCRANTOM F1303129
US |051400197| THE FIDELITY BANE 180 S HAIN ST FUQUAY - VAR THA 051409197
US |E@52100547| THE FIDELITY EBANK T42 OLD HAMMONDS FERRY AD|LINTHICUM BST108547
US| B53100248| THE FIDELITY EANE 160 SOUTH HAIH STREET  |FUGUAY-VARINA B3 02340
US | 653162808| THE FIDELITY BANK 160 SOUTH HAIN STREET  |FUQUAY-VARIHA 053102696
US | E531E3%A%| THE FIDELITY BANE 180 SOUTH MAIN STREET FUQUAY - VARTMA FEI103595
us |053103508| THE FIDELITY BANK 160 SOUTH WAIN STREET  |FUOUAY-VARINA 051103598
UsS |@53104283| THE FIDELITY BANK 180 SOUTH HAIN STREET FUQUAY - VARINA BSI104283
US | B53187251| THE FIDELITY BANE 160 SOUTH MAIN STREET  |FUOUSY-VABINA 353107251
US |053110002| THE FIDELITY BANK 160 SOUTH MAIN STREET  |FUGUAY-VARIHA 053110092
US| 85311023%| THE FIDELITY BANK 180 S0UTH MAIN STREET FAQUAY - VAR [MA BE3118235
US | 053110581| THE FIDELITY BANK 160 SOUTH HAIH STREET  |FUQUAY-VARIMA 051110581
US |@53110963| THE FIDELITY BANE 180 SOUTH HAIN STREET FUQUAY - VAR IHA 53118963
s | B5311097T6| THE FIDELITY EBANK 180 SOUTH MAIN STREET FAOURY - VAR IMA BSI1109TE
US |G55003405| FIDELITY & TRUST BANK 4871 CORDELL AVENUE BETHESDA 0SEA034A5
US| BE1162400] FIDELITY BANK F.0. BOX 105075 ATLANTA 1102460
US | B@3113934| FIDELITY BK OF FLORIDA, WA P O BOY 540160 HERRITT ISLAND BE3113038
Us |@6TOE36TI|FIDELITY FEDERAL BANE & TRUST 285 DATURA 5T WEST PALM BEACH| BETA036T1
Us | BTZ412655| FIDELITY BANK 2681 IMDUSTRIAL ROW TROY BT 2412655
Us |or2412781| FIDELITY BANK 1040 E. WAPLE BD BIRNIHGHAN 072412781
US |BF304306| FIDELITY BANK AND TRUST PO BOX 277 DYERSVILLE BT 3014398
us |o72020000| FIDELITY BANK PO BOX 307 HUELEY 072920080
Us |87F022500| FIDELITY BANE AND TRUST F 0 BOX 277 DYERSYILLE 7 Fa22500
U5 | B84007148| FIDELITY NATIONAL BANK P.0. BOX 2288 WEST HEMPHIS BEABOT1 48
US | Bo1014524| FIDELITY BANK EDINA 7600 PARELAVN AVE EDINA patal 402y
US| 014E3%4E| FIRST FIDELITY BANE 123 HAIN RURDO B9 403548
US | 0O1403865| FIRST FIDELITY BAMK PO BOX 376 BURKE 091403085
Us |@81467764| FIRST FIDELITY BK BURKE-PLATTE OFF |PO BOX 450 FLATTE 1407764
U5 | eotdeozon| FIRST FIDELITY BE GREGORY P 0 BOX 271 GREGORY 391408280
US |Bo1488873| BONESTEEL OFF-1ST FIDELITY B BURKE (PO BOX 50 BONESTEEL 091408673
US| GOV4GRS0S| FIRST FIDELITY BANE PO BDX 407 COLOmE 91 402996
Us | oo14poson| WINNER BR-FIRST FIDELITY, BURKE PO BOX 111 WINNER pa1409580
US| Bo1512051| FIDELITY NATIONAL BAMK 25 § GTH WELFORD paisizosy | L2

fcop Erien

105. Click 63113934,

106. Click the Enter @ button.

Locate the correct bank routing number and double-click or highlight the number and click Copy. If
your search did not result in the bank you were looking for, click the gray bar with the gray triangle
at the top of the search window to refine or adjust your search criteria.
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Create Bank Detaiis (0009)

832
Fersonnel Mo | 1EAEE041 Marme Matthew Lee McKinnew
EEGroup & SPA Emplovees PersA (4601 Cultural Resources
EESubgroup A2 FT M-FLSAOT Prab Statu  Active
Start HES 162071 i 12431495899
Bank details
Bank details type Main bank
FPayee Matthew Lee Mokinney
Postal CodefCity
Bank Caountry IJSA -

Bank Key [E3113934 FIDELITY BK OF FLORIDA, MA
Bank Account 5512468 Bank control key [
Payment method F Payroll Direct Deposit

Furpose

Payment currency HSh Inited States Dallar

107. Update the following fields:

Field Name Description Values

The Bank account number from
the employee’s voided check

Bank Account

Enter value in Bank
Account.

Example: 5512468

Bank control Key to control and identify bank
key number

Enter value in Bank
control key.

Example: 01

108. Click the Enter @ button.

Entering the Bank control key field is critical. [01] is for checking, and [02] is for savings. If Payroll
Direct Deposit (ACH) is selected, this field must be populated with the bank key information for the

new employee.

The Payment method field will default to [P] for direct deposit, but you can change it to [C] for a
printed check, if the employee is not set up for direct deposit yet. The State recommends direct

deposit.

If Payroll Direct Deposit (ACH) is selected, the Bank Account Number field must be populated with

the bank account number of the new employee.

The Purpose field can be left blank. The employee will manage through ESS (Employee Self-Service)

or by sending a form to BEST Shared Services for changes.
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NOTE: The Bank Control Key and choice of Direct Deposit or Check is MANDATORY, and payroll will
not process for this individual without these fields completed. If you don’t have the bank details,
please create with ‘C’ and the employee can enter direct deposit via ESS or HR when the information
is received. Employees must use direct deposit unless an exception is granted by the State

Controller.

Create Bank Delails (0009)

8L
Fersonnel Mo [ TEEOEE41 Marme Matthew Lee McKinney
EEGraup & SPA Employees Persa (4601 Cultural Resources
EESubgroup A2 FT M-FLSADT Prok Statu  Active

Start B5 /16 2011 ] 1243179494949

Bank details

Bank details type Main bank -
Fayee Matthew Lee Mokinney

Postal CodelCity 2TE11 Raleigh

Bank Country IJSA, -

Bank key

Bank Account Bank control key

Payment method C Payroll Check

FPurpose

Fayment currency 5D LInited States Dollar

[ ]
109. Click the Save (Ctrl+S) button.
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Create Additional Personal Data (0077)

L
Personnel No Name
EEGroup A SPA Employees PersA 2001 Health Human Services
EESubgroup B2 FT S-FLSAOT Prob Statu  Active
Start 06/25/2020 To 12/31/9999
Ethnic origin -
Military status -
Veteran Status Disabilty
Discharge Date Status hd

") Protected Veteran

") Not a Protected Veteran

®) Non Veteran

Additional Veteran Status
Separated
Retired

State Statute
Spouse of disable veteran

Spouse or surviving dependent of deceased veteran

110. Complete the Ethnic origin drop-down list.

111. Complete the Military status drop-down list as needed.

112. Click the Protected Veteran, Not a Protected Veteran, or Non-veteran radio button.
113. Complete the Disability Status drop-down list.

114. Complete the Additional Veteran Status as needed.

115. Complete the State Statute as needed.

116. Click the Enter @ button.

Enter information as appropriate and available on this screen. If the Veteran Status choice is left
blank, the system will notify you that it will be recorded as "undisclosed."

The Military status field should be left blank, unless the employee has a designated military status.
If you choose Reserve, infotype 2013 will display, where you will enter 120 hours of military leave.
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[ ]
117. Click the Save (Ctrl+S) button.

< Restrictions

[ 5
AL =l EE =1
EE Educ. est. text

00 LESS 9

01 LESSHS

02 HS GRAD

03 HE +1

04 HE +2

05 HS +3

06 BAC DEG

07 MASTERS

08 FHD

09 Pending Yerification

DA ASSOC DEG

0D DEMTIST

0L JURISPRUDEMNCE

OM MED DOCTOR

00 OTHER

(g

145 Entries faund

118. Click 92

119. Click the Enter @ button.

Select the education level stated on the employment application and the highest level used to
qualify for the position.
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Create Education (0022)

32
Personnel Mo | 1E00E041 Mame Matthew Lee McKinney
EEGroup ] SPA Emplovees FPerss [4601 | Cultural Resources
EESubgroup (421 FTRM-FLSAOQT FProb Statu  Active

Start EEFREElEE i OEMZ242007

Educational est. oz HS GRAD

Instituterlocation Enloe High School

Yerified oz HS GRAD

120. Update the following fields:

Field Name Description Values
Start Start date of the specified date Enter value
range

Example: 08/01/2003

To Ending date of the specified date Enter value in to.
range
Example: 05/12/2007

Institute/location Name or location of educational Enter value in
institution that the employee Institute/location.
attended

Example: Enloe High
School

Verified The type of leave certificate (high Enter value in Verified.
school diploma, university degree)
the employee or applicant has Example: 02

acquired at the given institute

121. Click the Enter @ button.

Enter the date of the education, the institution (high school, college, university, etc.), and whether it
has been verified or not. The Start field is the date the education was started, the “to” field is the
end date of the educational degree.

In the Verified field, enter 09 until the education has been verified.

Once the degree has been verified you will use a [PA30] transaction to copy this record and change
the field to Verified [02].

(Example shows after verified.)
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[ ]
122. Click the Save (Ctrl+S) button.

123. Update the following fields:

124. Click the Enter & button.

Create Monitoring of Tasks (00719)

H B2

Personnel Mo 10008041
EEGroup ! SPA Emplovees

Mame Matthew Lee McKinney

EESubgroup A2 FT K-FLSACT Proh Statu  Active

Task
Task Type
Date of Task

Reminder
Reminder Date

Leadffollow-up time

Comments

Credential Verifica -

[+ Processing indicatar

Far specific task type

FPershA 4601 Cultural Resources

Mew task -

Field Name

Description

Values

Date of Task

Date on which the task occurs

Enter value in Date of
Task.

Example: 8/16/2011

Comments

Additional comments for future
reference.

Enter value in
Comments.

Example: Verify
educational history

The best practice is to calculate 90 days to comply with the policy.

If you are not creating a monitoring task, click the Next Screen button to move to the next infotype.

The reminder date will default to 30 days prior to the end date of the task.

L]
125. Click the Save (Ctrl+S) button.
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/Restrictinns |

[ 5

|7 )| || 3 | 2 B )

Catego  Hame Start Date End Date
ooo1 Acupuncture - Acupuncture Lic Bd 01/01/1900 1273119999
oooz2 Rel Estate Appraiser - Appraisal Board 0150171900 1273149999
aoo3 Auctioneer - Autioneer Lic Bd 01/01/1900 1273159959
nooa Geologists - Geologists Lic Bd 01011800 1263119999
noo& Soil Scientist- Soil Scientists Lic 01011800 123109959
anoa Architecture License - Architecture Boar 01/01/1900 1273159959
nooy Dietetic Req - DieteticsMutrition 01011800 123109959
ooos Professional Enginer - Eng f Survey Ex B 01/01/1900 1273149999
noo4 Pathologists - Pathologists Bd 01011800 123109959

o010 Law Enfarcement Off - Law Examiners Bd 01/01/1900 1273149999
on11 Licensed Counselor- Prof Counselars Bd 01/01/1900 1273149999

oo12 Registered Murse - Mursing Board 01/01/1900 1273149999
o013 Oeccupation Therapist- Occupational Ther 01/01/1900 1273149999
oo14 Pharmacy License - Pharmacy Board 015011900 1273149999
a0145 Physicial Therapist- Physical Therapy B 015011900 1273149999
0016 Medical Daoctor - Medical Board 01/01/1800 12¢31/9989
o1y Paychological Asc - Psychaology Board 0150171900 12731499993
o018 Rel Estate Appraiser- Real Estate Comim 0150171900 12731499993
loo1a Clinical Addict Spec - Social Work Cert 010141800 1231/9999

126. Click 0031.

127. Click the Enter @ button.

Choose any additional certifications and/or licenses to enter on the record of this individual. In this
example we will add an additional teaching certification.
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Create Certification and Licensing (07935)

B L

Fersonnel Mo
EEGroup

EESubgroup A2

Start

Categorny

BO31) MO Driver License - NC DY

Cerification and Licensing

Matthew Lee McKinney

1REEEE41 Mame
& SPA Employees Perga (4601 Cultural Resources
FT M-FLSACT Prob Statu  Active
0516/ 2011 [l N201642012

Type WCDL | MC Driver Licenge Is5uing Authority -
Identification Doc. Status -
walid fram B2/16/2007 Walid ta B2/16/2012
=]
Specializations
Classific.. Code Area Level Yalid from  Walid to Status ik
[ w [+ -
[ w [+ -
[+ - [+ -
[ w [+ -
[ w [+ -
[+ - [+ -
[ w [+ - -
D\/ - D\/ - -
41 b 41 b
Renewal Code
128. Update the following fields:
Field Name Description Values
Valid from Beginning date of the specified Enter value in Valid
date range. Also referred to as the from.
effective date range, identifies the
lifespan assigned to an object or an Example: 02/16/2007
infotype record, or the period of
time that these items "exist."
Valid to Contains a date that identifies the Enter value in Valid to.

end of the validity period which is
the ending date of the
organizational assignment; if the
assignment is ongoing, the “end of
time” 12/31/9999 is entered

Example: 02/16/2012
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129. Click the Enter @ button.

Enter the valid dates of the certification or license. Remember to change the end date of this record
at the top of the page - if the license is only valid through the end of 2012, for example, the system
will not let you create the record valid through 12/31/9999 (which is the default) - you must change
the end date of the record to the match the end date of the validity of the certification or license.

NOTE: Enter only the certificates and/or licenses required for the position.

L]
130. Click the Save (Ctrl+S) button.

< Restrictions |

GO EEERI

01 State ID

0z Office Keys
03 Taol(s)

04 Pager

05 Vehiclefieys
3] FireArm

oy Hame Accaunt

08  Office Equipment
09  Uniforms/Clothing
10  ComputenLapTop
11 Cell Phone

12 State Credit Card
13 Book(s)

14  Protective Equipment
15 Transponder

16  Phone Card

17  Bus Pass

3/31/22
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Create Objects on Loan (0040)

H B2

Fersonnel Mo 10008041 MName Matthew Lee McKinney
EEGroup L) SPAEmMplovees Ferss [4601 Cultural Resources
EESuhgroup (82 FT M-FLSAODT Prok Statu  Active

124317959499

Start 05/16/2011 Wk

Ohjects on Loan
State ID
Pieces

Ohject an loan 21
murmberunit 1
Loan object no. 443675
Comments

Line 1

Line 2
Line 3

131. Update the following fields:

Field Name Description

Values

Object on loan Enter the key of the object the
employee has borrowed from the

company.

Enter value in Object on
loan.

Example: 01

Enter number/unit of items out on a
loan.

Number/unit

Enter value in
Number/unit.

Example: 1

Enter number/unit of items out on a
loan.

Number/unit

Enter value in
Number/unit.

Example: Pieces

Identification or reference number of
the object (if available)

Loan object no.

Enter value in Loan
object no.

Example: 443675

132. Click the Enter & button.

Enter the object on loan that will be issued to the individual.

Comments may be entered on lines 1, 2, and 3 if appropriate for your business policy.
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NOTE: If the employee receives more than one item on loan, you will need to process a PA30

transaction in order to add the additional line items to infotype 0040.

[ ]
133. Click the Save (Ctrl+S) button.

Personnel Actions
&

HEIEIEIENREY
Qbject manager scenario; EMPLOYEE

~ b Person
- (Hl collective search help
« (H} search Term
- [E} Free search

Persannel na.
Frarm asM6//2011

134. Click the Back (F3) & button.

FPersonnel Actions

Action Type

M Hire (M)

Promuotion (MC)
ReinstatementReemploymeant{MC)
Leave of Absence (MC)

Quick Entry (NC)

Investigatony WP ay (WC)
Suspensian (MNC)

Man-Beacon to BeacandMC)
Transfer (MC)

Appointment Change (MC)
Reallocation )

Demotion (MC)

Salary Adjustrment (HC

Cancel Salary AdjustmentitC
Range Revision (MC)
SeparationPayContinuation(fC)

Separation (WNC)
i

Personn... EE group

EE subg... [

When you reach this front screen again, the system has processed all appropriate infotypes for the
action you are creating. Now the action has been successfully processed, and you can complete the

workflow.
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Business Workplace of Workfiow initiator

@Newmessage [HFindntder [HIFinddnn:ument Appnintmentcalendar =& Distributio

I ;!' Workplace: Workflow Initiator |@“@”H | lﬁ

[T irro [ @ Loa |[Battachmnts |.

@ agents |

|»

4601 Create New Hire (NC) Action for Matthew McKinney - PCR:
1000005272

Description Objects and attachments

Personnel Action Initiator, + PAPCR: Matthew Lee McKinney
PCR:1000005272

Please create a New Hire (MNC) PA Action +« PCR List: Workflow Tracker

using the attached request document for
the personnel information.

** |f you need to Cancel the entire PCR,
click once on the work item to highlight
it, press the ‘Other functions...” button
above and choose the "Reject execution”
option. You will then be able to create a
brand new PCR on this Employee.

Thank Y ou.

[~

[wﬁ*‘ Complete \Work ltem HX Cancel ]

135. Click the Complete Work Item |&#_Cornplete Wiork tern | button.

Only once all of the infotype screens within the action have been processed and the system has
returned you to the main screen will this Complete button be visible. Now you can complete the
PCR in workflow.
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Decision Step in Workfiow

Bworkiiow [N create

4601 New Hire (NC) for Employee Matthew Lee McKinney Status?

Choose one of the following alternatives

Continue PA Action

PA Action Completed

Cancel and keep work item in inbox

Description Objects and attachments
Personnel Action Initiatar,

« PAPCR: Matthew Lee McKinney PCR-1000005272

o PCR_List: Workflow Tracker
Please choose one of the following choices for Employee Matthew Lee McKinney ~ Personnel

#10000041:
Continue PA Action - taken to transaction PA40 to complete the Mew Hire (NC) Employee’s data.
PA Action Completed - Mew Hire (NC) data completed.

Cancel and Keep Work item in Inbox - the work item will remain in your inbox for later
processing.

Thank You.

136. Click the PA Action Completed hyperlink.

To view the completed PCR in workflow anytime in the future, and verify that it has been marked as
completed. Go to your Outbox.

Business Workpiace of Workfiow Initiator
?New message [H]Find folder [H]Find document @Appumtmeﬂtca\endar 2 Distribution lists

~ o ‘Workplace: Workfaw Initiator 5 =

it E2« @ (TE B L ) (CIE=LFFLEH

~ nhox

+ & Unread Documents 0 Workflow 1
: EDUC“”"E"‘SU Ex  Title Status  Creation Da_ | Creation P At Co W
' \gm:m"‘”l . # 4601 Creale Mew Hire (NC) Action for Matthew Mckinney- PCR: 1 ) 081702011 160944 5 B
- werdue entries

. Deadline Messages 0
. Incorrect entries 0

+ £ Outbox

v ¢B Resubmissian

v 8 Private folders

v ¢@ Shared falders

¥ @ Folders subscribed to

- T Trash

« T Shared trash

> Tips & tricks: Display Other Columns...

4601 Create New Hire (NC) Action for Matthew McKinney - PCR: 1000005272

Description Objects and attachments
Personnel Action Initiator » PAPCR PCR:1000005272

» PCR_List: Workflow Tracker
Please create a New Hire (NC) PA Action using the attached

request document for the personnel information.

137. Select Outbox >> Started workflows.

Since you initiated this workflow item, the PCR will be in your Started workflows folder.
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Business Workplace of Workfiow Initiator

?Newmessage [H]Findfolder [H]Finddocument

~ ;,-f Workplace: Workflow Initiator
- &3 Inbox
- @] Unread Docurnents 0
- @] Docurments 0

Started workflows (Since 05/03/2011)

|3§|Appointment calendar B Distribution lists

W ok item ty | Title Status  Creation Da_ | Creation | P Att
~ [ wioridiow 0 %7 (Subjworkflov 4801 PA Action Approval WF for Matthew Mckinney - PCR: 10000 & DB/02/2011 07:3935 5
» O Grouped according to content
» [ Grouped accarding to cantent type
» [ Grouped accarding to sort key
» [ Grouped accarding to task
- [ overdue entries 0
- [ Deadline Messages 0
« [M Incorrect ertries 0
- £ Outho
+ @] Dncoments
- M Started workflows
+ [M ork items executed by me
+ [M Forwarded work items
v B Resubmizsion
v ¢ Private falders
v B Shared falders
v i Folders subscribed to
« T Trash
R TR
138. Select the PCR fearkTiy 4601 PAACHOR Appioval W& Tor Matthew Mokinney - PFCR: 10000 rOW.
139. Click the hyperlink.
Workfiow actions
Heading
Request 1D 1E0eEn5272 Status M Completed Approval Level CAPR Complete - Approved
Action Type ptt} Mew Hire (MG Reason New Hire
Agency 4801 Cultural Resources Org. Unit 20018125 [CR CDS CABSEC Bds & Commiss
Creatar 20001133 Lisa Richardson11
Employee o Position 60083990 Curator OFf Furnishings & Decorative Arts
5. Role Mand Ptype Atype AgentlD Mame i Description Act Desc & Actual Mame ACT DATE  ACTTIME |CR DATE CRTIME FCRRNO
200 F&1 X i F q0001073 Earl Gutierrezii & Approved gooeiors  Earl Gutierrezild HE/O2/2011 08:32:09 O6/02/2011 B8:16:46 1000005272
200 FA1 X A P 80001074 Earl Gutierrez12 o MA BE/B2/2071 08:32:09 O6/02/2011 0B:16:46 1000005272
200 FA1 X A P 80001075 Earl Gutierrezll o hiA B6/62/2011 08:32:09 06/02/2011 08:16:46 1000005272
2008 FA1 X A P 80001076 Earl Gutierrezi4 o MiA B6/B2/2011 08:32:09 06/02/2011 O8:16:46 1000005272
200 F&1 X ) F gooo1ay? Earl Gutierrez1h o M OG/02/2011 08:32:09 OG/02/2011 B8:16:46 1000005272
200 F&1 X ) P 0001078 Earl Gutierrezl1G o M O6/02/2011 08:32:09 06/02/2011 B8:16:46 1000005272
200 FA1 X 13 P 80001079 Earl Gutierrez1? o HNiA BE/B2/2071 08:32:09 06/02/2011 0B:16:46 1000005272
200 FA1 X A P 80001080 Earl Gutierrezid o hiA B6/62/2011 08:32:09 06/02/2011 08:16:46 1000005272
200 FA1 X A P 80001081 Earl Gutierrezid o hiA B6/62/2011 08:32:09 06/02/2011 08:16:46 1000005272
2008 FA1 X A P 80001082 Earl Gutierrez2f o MA B6/62/2011 08:32:09 06/02/2011 08:16:46 1000005272
2 P P 0001133 Lisa Richardsont1 P Processed BO061133  Lisa Richardsonid O6/02/2011 09:51:56 O6/02/2011 B8:32:10 1000005272
P P BEAER1133 Liga Richardsonti P Processed
140. Select the last row .
141. Click the Back (F3) & button.
Notice the PCR now has the last step documented as Processed by you. The PCR is complete.
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PER-71 — New Hire Action

Business Workplace of Workflow Initiator

?Newmessage BﬂFindfo\der [H]Finddocumem Appuimmentca\endar & Distribution lists

hd z' giki‘aﬁe Waorkflow Initiator @‘g\ @g |E| @ |EE AH@ ‘| ‘EHEHEHE”$ n"@‘
A nhox
- ] Unread Documents 0 Started workflows (Since 05/03/201 1)
- DncumemsD W Warkitern ty_ Title Status  Creation Da_| Creation P |Att
v Wiorkflow 0

®3% (Sub)workfloy 4601 PA Action Approval WF for Matthew MeKinney - PCR: 10000 0 0Bi02/2011 073935 5§
v O Grouped according fo content

» [ Grouped according to content type
v [ Grouped according to sor key
v [ Grouped according to task
- Overdue entries 0
- Deadline Messages 0
. Incorrect entries 0
- £3 Duthox
- @] Documents
- Started workflows
. Wyork iterms executed by me
. Forwarded work items
v 8 Resubmission
v B Private folders
v ¢@ Shared folders
G @ Folders subscribed to
- T Trash
« T Shared trash

SUCCESSIT—UT I TOT

4601 PA Action - New Hire (NC) Created for Matthew Lee 06/02/2011 -

McKinney — FCR_ 1000005272 CIEEE 09:51:56 Workdlow System

4601 PA Action - New Hire (NC) Created for Matthew Lee c leted 06/02/2011 - Workilow Syst

McKinney - PCR 1000005272 omplete 095157 ordsysem
N i o 06/02/2011 - Workfow

ECR # 1000005272 Set to 'CAPR’ Approval Level Completed 09:51-57 Workflow System

‘Infurmaliun objects addressed so far

+ PA PCR Matthew Lee McKinney PCR-1000005272
+ PCR List Workflow Tracker

142. Click the Back (F3) & button.

143. The New Hire Action is complete, but we recommend reviewing via PA20 all infotypes that have
been processed.

144. You may need to create additional infotypes if employee is eligible via PA30:

e  Employee has prior Creditable State service — Create IT0552 Time Specification/Employ Period

. Employee was paid pro-rated longevity — Create 1T2012 Time Transfer Specifications
Additional Resources

Training HELP website: https://www.osc.nc.gov/state-agency-resources/training/training help documents

Change Record

Change Date: 2/5/21 (B. Johnson)
Changes: Infotype 0007

Change Date: 3/31/22 (Cindy MacDonald)
Changes: Removed Date Monitoring Report (S_PHO_48000450), replaced it with BOBJ Report — BO099 —
Employee Deadline Dates
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