REINSTATEMENT/REEMPLOYMENT ACTION

FROM SEPARATION PA
PER-78 | TRANSACTIONS ZPAAO76, SBWP, PA40

The purpose of this Business Process Procedure is to explain how to process a Reinstatement/Reemployment
action from Separation in the Integrated HR-Payroll System.

Trigger: There is a need to process a Reinstatement/Reemployment for one of the reasons listed in the
Business Process Procedure Overview section.

Business Process Procedure Overview: (For Reinstatement/Reemployment from Separation only)

Reinstatement/Reemployment - the reemployment of a former employee after a break in service; or is the
reemployment of an employee from leave without pay; or is the return to a non-policy making position of an
employee who transferred to or occupied a position designated as policy-making exempt.

NOTE: This pertains to employees who have been in the Integrated HR-Payroll system before. If they are
returning to work from a non-BEACON Agency, process a Non-BEACON to BEACON transfer.

e 01 - Return to State within 12 months (same salary grade) — employee returns to employment in less
than 12 months to the same salary grade.

e 02 - Return to State within 12 months (higher salary grade) - employee returns to employment in
less than 12 months to a higher salary grade.

e 03 - Return to State within 12 months (lower salary grade) - employee returns to employment in less
than 12 months to a lower salary grade.

e 04 - Return to State within 5 years — employee returns to employment within 5 years (check
reinstate sick leave if eligible).

e 05 - Return to State after 5 years — employee returns after 5 years.
e 19 - Return to Supplemental — return to work.

See Reinstatement/Reemployment from LOA BPP for the following reasons:

e 06 - Return from Short-Term Disability Trial Rehab — return to service in the same capacity that
existed prior to the disability. Based on doctor’s note.

e 20 -Rtn from STD with Restrictions — return to service with restrictions such as physical restrictions
(lifting, standing, driving, etc.) or time limit restrictions limiting the number of hours the employee
can work.

e 07 - Return from Short-Term Disability Complete — returning to work per doctor’s note.
e 08 - Return from Long-Term Disability — returning to work per doctor’s note.

e 09 - Return from Disciplinary Suspension — returning to work.

e 10 - Return from investigatory Placement Leave — returning to work.

e 11 - Return from Military Leave — returning to work.

e 12 - Return from Worker’s Comp Trial Rehab - return to service in the same capacity that existed
prior to the WC Leave. Based on doctor’s note.

e 13- Return from Worker’s Comp Complete — return to work.
e 14 - Return from Educational Leave — return to work.
e 15 - Return from FMLA — return to work.
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PER-78 - Reinstatement/Reemployment Action from Separation

e 16 - Return from Family lliness - return to work.
e 17 - Return from Parental — return to work.
e 18- Return from Other Leave - return to work.

NOTE: If this reinstatement is for an individual who is eligible for Longevity and was paid out for some of the
months upon separation, additional steps are required. Use PA30 to create Infotype 2012, subtype Z033 (%
Longevity Paid) valid for a year from the date of reinstatement. Include in the Hours field the percentage of
longevity for which the employee has already received payment. For example, if an employee had received a
prorated longevity payment for four months, this would be represented by the value 33.33 in the Hours field
(4 months divided by a total of 12 =.3333 or 33.33%). When the employee's next longevity payment is
generated, the Integrated HR-Payroll System automatically subtracts the remaining percentage in IT2012,
subtype Z033 from 100 % to give the percentage for the employee's first payment.

Example:

Sandy had 127 months of service when she separated on 1/31/09. She was paid a partial longevity payment
for 7 months of longevity when she separated. This payment represented 58.33% of her normal longevity
payment due to only completing 7 months of her 11th year (7 divided by 12 = 58.33%).

Sandy was reinstated on 6/1/09. An IT2012, subtype Z033 should be created beginning effective date 6/1/09
and to date 5/31/2010 with 58.33 in the Hours field. When the system recognizes Sandy's achievement of
132 months in October, a longevity payment will be triggered. Due to the existence of the 2012, the
percentage amount on the 2012 (58.33) will be subtracted from 100 % automatically, and Sandy will be paid
41.76% of her longevity.

In the end, Sandy received the equivalent of a full payment between the prorated separation payment and
the first payment triggered in the system.
Refer to IT2012 STy Z033 % Longevity Paid Job Aid for details. See link at the end of this BPP.
Tips and Tricks:
See the PA Tips and Tricks Job Aid for an expanded listing of Best Practices and Tips & Tricks.
e Prior to initiating any workflow, ensure the data being used is valid and appropriate. For example, if

working with a Reinstatement/Reemployment action, ensure the individual is currently listed as
Separated.

e |tis imperative to 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 click “Next” through an infotype, the record is not
saved, and background processing may not work correctly.

Access Transaction:
Via Menu Path: Your menu path may contain this custom transaction code depending on your security roles.

Via Transaction Code: ZPAAO76
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PER-78 - Reinstatement/Reemployment Action from Separation

Procedure

= SAP Easy Access

o 7|« @uefit DDON TEH W
SAP Easy Access
RE & s v
» [ Favorites
~ [ SAP Menu
» (3 Office
» [ Cross-Application Components
» [ Logistics

» [ Accounting

» CHuman Resources

» [ Information Systems

» [3Tools

» [ WebClient UT Framework

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 Edit > Settings

e Click Enter

P You may want to enter this transaction code in your Favorites folder.
I\EJ] e Choose Favorites > Insert Favorites
Information e Typein ZPAAO76
o C(lick Enter.

To see the transaction code displayed in front of the link in your favorites:

e Place a check next to Display Technical Name
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PER-78 - Reinstatement/Reemployment Action from Separation

Empioyee Action Request
O 7 @ O

Existing PCR Mo.

Fersannel Mo, BO0AR123|T ohnny Sears

Last 4 digits (SSN) First Last
Effective on ayiats2en

Action Type £2 ReinstatementReemployment(Nc)
Reason 01 Rtn Stwiin 12 mths-Same SIG

3. Update the following fields:

Field Name Description Values
Personnel No. Unigue employee identifier Enter value in Personnel
No.

Example: 80000123

Effective on The date on which the action will be Enter value in Effective on.
effective
Example: 07/01/2011

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: 72
to complete the task.

Reason Reason for the action, such as Return Enter value in Reason.
to State within 12 months (same salary
grade) Example: 01

4. Click the Enter @ button.

Enter the Personnel Number of the individual to be reinstated/reemployed. Click Enter to retrieve
the name of the individual and verify you have the correct Personnel Number.

NOTE: Enter the SSN and name for New Hires only.

If you need to look up the personnel number, click your cursor in the field and click on the matchcode
search button to the right of the field for search options.

The system defaults the current date, but you can change the date to a day in the past or in the
future.

There are several available Reasons from which to choose. For specific information on each reason,
view the Business Process Overview section at the beginning of these instructions.

Click Enter and verify the information is correct before proceeding.
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PER-78 - Reinstatement/Reemployment Action from Separation

Employee Action Request
O« & O

Existing PCR Mo,

Personnel Mo. BO000123 1 ohnny Sears

Last 4 digits (S5M) First Last
Effective on a7 0742011

Action Type 2 ReinstatermentReemployment(NC)
Reasaon (1 Rtn Stwiin 12 mths-Same 8/G

5. Click the Create (F5) IEl button.

If the information is correct, click Create to begin the process.
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.

Empioyee Action Request
Initiate Wk
FCR Mumber
Personnel Number 80080123 Johnny Sears Action: 2 Reinstaternent’Reemploymeant(NC)
Last 4 digits(S5N) Reason: |1 Rtn Stwiin 12 mths-Same SiG
Effective on o7 ie1/2011 Chnog St
CURRENT PROPOSED
Fers.Area 4661 Cultural Resources Fers Area 4661 Cultural Resources
Subarea MECE1 Tday Narm Subarea MCE1 Tday Morm
EE Group 3 SPA Employees EE Group ) SPA Employees
EE Subgroup [A1 FT M-FLSAOT Perm EE Subgrp il FT M-FLSAOT Perm
Ory. Unit 20018129 CR CDS Capital Projects U Org. Unit 20018129 CR CDS Capital Projects U
Job Jooo4440 Facility Planner [l Jok Jooo4440 Facility Planner [l
EE Position 99999999 EE Position |GOES3276
Basic Pay
Pay Scale type 01 Graded Fay Scale type 01 Graded
Fay Scale Area 01| Annual Salaries FPay Scale Area 01| Annual Salaries
Pay Scale Group GRY4 Level (GR Pay Scale Group  |GR74 Level |GR
Annual Salary 43,485.00 Hrly Sal o.oe Annual Salary 43485| Hourly Salary
Calc Step - O Calc Step - O 0. o
Hin 44 670.00
Max T3,833.00 Mext Inc Date
Dates

Last day wiorked
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6. Update the following fields:

Field Name

Description

Values

EE Position

Position number assigned to the
employee

Enter value in EE Position.

Example: 60083276

Annual Salary

Employee’s annual basis pay

Enter value in Annual
Salary.

Example: 43485

7. Click the Enter @ button.

Enter the position number which you are reinstating the person TO, then click Enter. This will process

a system validation.

Enter the salary/hourly information in the Annual Salary or Hourly Salary field. Click Enter to validate

the data.

If the employee is an hourly employee, you will have to enter the hourly amount. The annual amount
doesn’t populate for hourly/salary employees. The system will calculate on ITO008 Basis Pay when

created.

|5 .| Employee Action Request
Initiate ¥WF

1000005278
80000123 Johnny Sears

PCR Mumber
Fersonnel Mumhber
Last 4 digits(SSN)

Effective on 0770172011
CURREMT
Pers.Area 4601 Cultural Resources
Subarea WECA1 Tday Marm

EE Group L
EE Subgroup |41

SPAEmployees
FT N-FLSAOT Perm

Action: |22
Reagon: | 01
Chng (B6/20/11 ZWFINOMPAG3T | St: |D
PROFOSED
Pers.Area 4601
Subarea WCE1

EE Group A
EE Subgrp &1

ReinstatermentReemployment(tC)
Rin Stwiin 12 mths-Same SiG
Created

Cultural Resources
Tday Morm

SPA Employees
FT M-FLSAOT Perm

Qrg. Unit 208108129)  CR CDS Capital Projects L) Org. Unit 20810129)  CR CDS Capital Projects U
Joh 30004440 Facility Flanner Nl Joh 300044408 Facility Planner 11l
EE Position 99999939 EE Paosition |GOBB327E Facility Planner Il
Basic Pay
Pay Scale type 61 Graded Pay Scale type 61 Graded
FPay Scale Area A1) Annual Salaries Pay Scale Area A1 ] Annual Salaries
Pay Scale Group GR74 Level GR Pay Scale Group | GRV4 Level |GR
Annual Salary 43,485 .00 Hrly Sal Q.08 Annual Salary 43,485 00 Hourly Salary
Calc Step - 0 Calc Step - @ o.on
Min 44 670,00
Max T3,833.00 Mext Inc Date

Dates

Last day worked
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PER-78 - Reinstatement/Reemployment Action from Separation

8. Click the Enter @ button.

Verify the populated information is correct Personnel Subarea, Employee Group, Employee Subgroup,
pay information (other than annual or hourly salary amount) should be populated from position. If
the employee subgroup is different than that of the position (i.e., probation, instead of permanent)
enter the correct subgroup on the PCR prior to submitting to workflow.

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

Click Save to save the data and receive a PCR number. The PCR has not been submitted to workflow
yet.

[E Information

0 PCR 1000005278 saved

i@

10. Click the Enter & button.

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 submitted the PCR to workflow already, you will not be able to change the details, nor save
any new information, only display the existing details.

¥ 1 Employee Action Request

ny  Ereate. B Create Afachment
E_mﬁ nadg
Fe Private note Create extemal document (URL)
F¢  Sand .
L =
Ef Workdlos - LRI |&ar 107 oy cur 1wl
My Objecis
ﬂE"l:l for object sendtas
Fersrusa LL wenmmurmeenm ol 3WURE| Res0UCEE Farg Ases

11. Click the Services for Objects button.
12. Click Create... >> Create note from the drop-down list on the menu.

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.
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PER-78 - Reinstatement/Reemployment Action from Separation

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

| [E Create note

Title of note Reinstaterment fram Separation

Enter information as appropriate to support the reinstatermentireemployvment action on this
individual |

1%

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: Reinstatement
information

Long text An open text field Enter value in long text.

Example: appropriate
information

14. Click the Enter button.

3/31/22
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|.| Emplioyee Action Request

Initiate WF

PCR Mumber
FPersonnel Mumber
Last 4 digits(SSM)
Effective on

1000085278
BOABET23 Johnny Sears

CURREMT
Faers.Area 4661
Subarea HCE1

Cultural Resources
Tday Baorm

EE Group B
EE Subgroup &1

SPA Emplovees
FT M-FLSAOT Perm

Chhg [BE28/11

Org. Unit 20018129 CR CDE Capital Projects U
Joh 30004440 Facility Planner Il
EE Position 999959939
Basic Pay
Fay Scale type 01 Graded
FPay Scale Area 01 Annual Salaries
Fay Scale Group GRT4 Lewel |GR
Annual Salary 43,485 .00 Hrly Sal A.ae
Calc Step - ©
Dates

15. Click the Enter @ button.

[ ]
16. Click the Save (Ctrl+S) button.
17. Click the Initiate WF LINTEE YWE |1 iion.

Action: 2
Reason: |1
ZWFINOMPRE3Y 5t D

ReinstatementReemployment{MC)
Rtn Stwiin 12 mths-Same 8iG
Created

PROPOSED
Pers.Area 4601 Cultural Resaurces
Subares HEE Tday Marm
EE Graup &,

EE Subarp &1

SPAEmployees
FT M-FLSAOT Perm

Org. Unit 20018128 CR CDS Capital Projects U
Joh 0004448 Facility Planner |l
EE Position  |GO@83276  Facility Planner I

Pay Scale type 31 Graded

Pay Scale Area 31 Annual Salaries

Pay Scale Group GR74 Lewel |GR
Annual Salary 43 485 00 Hourly Salary
Calc Step - 0O a.oe

Hin 44 670,00

Max 73,833 .00 Mext Ine Date
Last day worked

Select the Initiate Workflow button to send the Reinstatement 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).

[= Information

o FCR 1000005278 successfully sentto Work Flow

18. Click the (Enter) button.
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PER-78 - Reinstatement/Reemployment Action from Separation

Empioyee Action Request
O & ¢ @

Existing PCR Mo,

Fersonnel Mo,

Last 4 digits (S5} First Last
Effective on QG200 2011

Action Type ReinstatementReemplayrmentitC)
Reason Rtn Stwiin 12 mths-Same 5iG

19. Click the Back (F3) & button.
20. The Initiate Reinstatement/Reemployment Action is complete.

After Workflow Approvals have been received, proceed with the Complete
Reinstatement/Reemployment Action process.

Instructions for Completing The Action

ACCESS TRANSACTION:
Via Menu Path: Office >> SBWP — Workplace

Via Transaction Code: SBWP, PA40
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Procedure

5

Menu Edit Favorites Extras System  Help

& a3 Cae DHE DDLHD BN @F
SAP Easy Access

Lot e ]l i -

O Favontes
= 2 SAP menu
TQofce
i) SEVWP - Warlplace
¢ [ Telephone Integration
I J Appointment Calendar
I [ Room Reservalions
2 S - Start Worldfiow
i (3 Business Documents
I+ 3 Motification
I (3 Crass-Application Companents
I (O Logistics
I (3 Accounting
OO Human Resmaces
P 3 Information Systems
i 1 Tools

21. Click the SAP Business Workplace (Ctrl+F12) @ button.

These instructions assume you have already initiated the Reinstatement/Reemployment Personnel
Change Request (PCR) in workflow, and you have an approved PCR ready to be processed as a
Reinstatement/Reemployment in the system.

Business Workpiace of Workfiow Initiator

FNewmessage IHFindfolder IHFinddocument EIAppointmentcalendar B Distribution lists

- ;ﬂ' Workplace: Warkflow: Initiator

- & Inhax s
+ @l [Unead Dozuments 0 Business Workplace
+ @] Documents 0
» Warkflow 1
. Overdue entries 0
. Deadline Messages 0
. Incarrect entries 0

» €3 Outhox

v B Resubmission

v ¢ Private folders

» ¢ Shared folders

» 3 Folders subscribed to

« M Trash

« T sharedtrash

22. Select Inbox >> Workflow.

You can process using step 23 or step 24.
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PER-78 - Reinstatement/Reemployment Action from Separation

Business Workpiace of Workfiow initiator

?Newmessage [H]Findfmlder [H]Finddncument Appnintmentcalendar B Distribution lists

ME 4 g:“';'aw:wmkﬂDW'”"‘at°r GE«@ o [TE8 B L (B FLEH
A nbox
- ] Unread Documents 0 Worldflow 1
- @] Documents 0 Ex_ Title Status  Creation Da
* ILOrTIowy] # 4601 Create PA Action - ReinstatermentiReemployment(NG) for Johnny Sears - PCR: 1000005278 £ 062002011

. Overdue entries 0
. Deadline Messages 0
. Incorrect entries 0

v £ Duthox

v ¢B Resubrnission

v ¢ Private folders

v ¢@ Shared folders

» @ Folders subscribed 1o

« T Trash

« T shared trash

23. Select the PCR

4601 Create PA Action - ReinstatementReemployvment{HC) for Joahnny Sears - PCR: 1000005278 row

Double-click on the row.

24. Click the Execute (F8) button.

A list of your approved (or rejected) PCRs are listed on the right side of the screen. Select the PCR to
be processed and click Execute (or double-click the PCR). You can view the PCR details and/or
Workflow Tracker details prior to executing the PCR if desired. Once the PCR is executed the
Reinstatement/Reemployment action will be launched.

|7 .| Personnei Actions

o

e =2l
Ohject manager scenatio: EMPLOYEE

~ @ Person Personnel no. 80000123
- (B} colective search help RS Johnny Sears
: %E?;;;he;ecr;” EEGroup [ SPA Employees Persa 4601 Cultural Resources
EESubgroup | A1 FT M-FLSADT Perm Costs 46999999399 CULTURE RESOUR.
Fraom oyl i2o1

FPersonnel Actions

Action Type Persaonn... EE group | EE subg...| [T
Mew Hire (MC) —
Promotion (MC) v

PeinstatemenUReemplnyment(NC)
Leave of Absence (NC)

Quick Entry (N

Imvestigatory WP ay (NC
Suspension (MC)
MNon-Beacon to Beacan{MNC)
Transfer (NC)

Appaointment Change (NG
Reallocation (MC)

Ciemotion (MC)

Salary Adjustment (M)
Cancel Salary Adjustment{MC)
Fange Revision {MC)
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25. Update the following field:

Field Name

Description

Values

From

Effective date of the personnel action

Enter value in From.

Example: 07/01/2011

26. Highlight Reinstatement/Reemployment (NC) action type.

27. Click the Execute (F8) button.

The effective date is the date the Reinstatement/Reemployment will go into effect.

Copy Actions (0000)

Pers.Mo.
Marme
EEGroup

EESubaroup A1

Start

o

H B L

If@E}{ecute info graup & Zhange info group

BoooaY 23
Johnny Sears
b SPA Employees
FT M-FLSAOT Parm

07/01/2011 [mhi

12/31/95999

Fersonnel action

Actian Type Z2 ReinstatermentReemploymenti.. =
Reason for Action 11 Rtn Stwiin 12 mths-Same SiG
Status

Customerspecific

Employment

Special payment

Drganizational assignment

Fosition GOAIZTE Facility Planner Il
Fersonnel area 461 Cultural Resources
Employee group & SPA Employees
Employee subgroup 81 FT M-FLSAOT Parm

Additional actions

Persa (4601 Cultural Resources

Start Date

Act. Action Type

28. Click the Enter @ button.

ActR  Reason for action

/W Record valid from 08172011 to 1213179999 delimited at end
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PER-78 - Reinstatement/Reemployment Action from Separation

The system will provide a yellow warning message informing you the existing record will be delimited.
Click Enter past this warning message.

Notice at the top of this screen the title includes the word “Copy.” This action takes the original
action and makes a copy of it, delimiting the previous record and saving the new record. The word
“Create” in the title indicates that this infotype is being created on this person's record for the first
time.

& Person and position hawve different ermployvee groupsfsubgroups

When the employee subgroup is different from the position employee subgroup you will receive a

warning message. Click Enter @ to continue.

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

Infotype Text

EE B WE BE

Enter or paste appropriate cumments.l

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

Remember you can cut and paste from the PCR.

30. Click the Enter @ button.

J
31. Click the Save (Ctrl+S) button.
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Create Organizational Assignment (0001)

B & &L | OrgStucturs
Personnel Mo (80000123 Mame Johnny Sears
EEGraup & SPAEmplovees Persf [4681 Cultural Resources
EESubgroup |41 FT M-FLEADT Perm Statu  Active
Start 1712011 ki 12431/9999

Enterprise structure

CoCode NCGQ1 STATE OF N

Pers.area 4601 Cultural Resources Subarea MEE Fday Morm

Cost Cir 4699999999  CULTURE RESOU .. Bus. Area 460800 Cultural Resources

Fund 4599399349 CULTURE- SLISP ..

Func. Area GEOLOEAEENEEHEa1 General Government

Personnel structure

EE group & SPA Employees Fayr.area m RIS Monthly

EE subgroup |41 FT M-FLEADT Perm Contract -

Qrganizational plan

Fercentage |100.00 | Assignment
Fosition GOAS3276) 101000001048
Facility Flanner [l
Job key 300044400 Fac Plnr
Facility Flanner [l
Org. Unit 20078129 48010101048
CRCDS Capital Proj...
Org. key 46014699999999

32. Click the Enter @ button.

Enter the Contract if required. The Contract key identifies eligibility for Medicare, less than 5 yrs for

STD, and the Rehire of Retiree statuses.

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

[E DelirmitYacancy

5 BO083276 Facility Planner Il

Delimit on

34. Click the Yes button.

06/ 3042011

[ res ||E||R Cancel
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The system will ask for verification to delimit the vacant position. You are reinstating an individual
into the position, so the vacancy will be 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.

Copy Personal Data (0002)

B3R

Personnel No (800868123 Marme Johnny Sears

EEGroup A SPA Employees Perss 4601 Cultural Resources
EESubgroup A1 FT M-FLSAOT Perm Statu  Active

Start pFfotizet Ta 12/31/9999

Mame

Title hd Mame Format

Lastname Sears Birth name

First name Jahnny

Middle name Initials

Designation - Mickname

Suffix hd

Mame Johnny Sears

HR data

SEM BEG-41-8342 Gender

Drate of Birth B7 /2871942 “IFemale * hale
Language EM English -

Marital Status Single - Dependents

35. Verify the information for correctness and update as required.

Choose the Marital Status, and if appropriate, enter the number of Dependents this person has. If
you enter one or more dependents, the system will bring you to a separate screen per dependent to
enter their personal information.

36. Click the Enter @ button.

[ ]
37. Click the Save (Ctrl+S) button.
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Copy Addresses (0006)
8L
Personnel No |BEEBEOT23 Marme Johnny Sears
EEGroup ) SPA Employvees PersA (4601 Cultural Resources
EESubgroup &1 FT M-FLSAQT Perm Statu  Active
Start A7 /8172011 to 12/431/9999
Address
Address type -
Care Of
Address ling 1 2911 Freedom Lane
Address line 2
Citylcounty Stockion
Stateizip code WE Marth Carolina 27609
Country kKey LIS LUISA -
Telephane Mumber 919 7Oy -0829
Communications
Type Murmber
Type Murmber
Type Mumber
Type Mumber

38. Verify the information for correctness and update as needed.

The various communication fields are optional. You can use the Tab key to tab through the fields.

39. Click the Enter @ button.

40. Click the Save (Ctrl+S) button.
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Create Residence Tax Area (0207)

e S

Personnel Mo B000E123

EEGroup A SPA Emplovees
EESubgroup A1 FT M-FLSAOT Perm
Start A7 /0142011 ki

Resident data

Tax area ME

Tax Authorities in Area

MHarme

Johnny Sears

Persa (4601 Cultural Resources

Statu Active

1243149999

State of Morth Carolina

Tax... Description
FED Federal
MC Marth Caralina

41. Click the Enter @ button.

T..|Description
A Federal
B State

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

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

before saving.

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

Create Work Tax Area {0208)
HE A

Personnel Mo [S0QOE123 Mame

Johnny Sears

EEGroup & SPA Employvees Persf 46871 Cultural Resources
EESubgroup &1 FT M-FLSAOT Perm Statu  Active
Start 07 /0142011 [fmli 12/31/9999

Wiark Tax Data

Tax Area NG State of Morth Caralina

Allocation 100. 00 %

Predominant Tax Area Mo -

Tax Autharities in Area

Tax Auth. Tax Autharity Mame Tax Level Description

NC Morth Carolina B State

3/31/22
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43. Click the Enter @ button.

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

saving.
Q The Predominant Tax Area field is only used for employees who work in
CRITICAL! and are taxed by multiple locations within Pennsylvania. This field will
default to No and should not be altered.

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

Create Unemployment State (0209)

e
Personnel Mo 80880123 Marme Johnny Sears

EEGroup ) SPAEmployees PersA (4601 Cultural Resources
EESubgroup A1 FT M-FLSAOT Perm Statu  Active

Start 07 707 42011 [ 12/31/9999

Lnemployment data

Tax authority NG Marth Carolina

Warksite 24 Dept of Cultural Resources

45, Click the Enter & button.

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

before saving.

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

3/31/22
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Create Withholding Info W4/W5 US (0210)

& [ Ad

Personnel Mo (10041414 Mame Matthew Lee McHinney

EEGroup | SPA Employees PersA |4601| Natural and Cultural Resources

EESubgroup [R1 FT N-FLSAOQT Perm Statu  Active

Start 01/10/2020| to 12/31/999%

Status

Tax authority FED | Federal Tax lavel L Federal
et

Filing Status 03
e

" |Use Higher Withholding Rates Schedule

Exemptions

Credits for dep.

usD

Tax Exempt Ind. Mot exempt -

Withholding adjustments
Add.withholding

UsD "~ |Non-resident tax clculation

Default formula 01 PCT MTHD-RES. U Alternative formula

Other income
Deductions

Additional Information

usD
usD

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

Overrides (from Infotype 0234)

From date | End Date

Supplemental method | Tax override Empl. Override Group m

47. Update the following field:

Field Name Description Values

Add. withholding Additional withholding amount Enter value in Add.
withholding.
Example: 5

48. 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.

3/31/22
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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.

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

Create Withholding Info W4/W5 US (0210)

& (% 4a
Personnel No /10041414 Narme Matthew Lee McKinney
EEGroup p:t SPA Employees Persd (4601 Matural and Cultural Resources
EESubgroup [R1 FT M-FLSAOT Perm Statu  Active
Start 0l/10/2020| to 12/31/9959
Status
Tax authority NS | North Carolina Tax level B| State
—u
Fiing Status |
—
Exermnptions
Allowances Exemption amount 1JsD
Additional allowance Additional exemption amount sD

Personal allowance
Dependent allowance

Tax exempt indicator Mot exempt - IRS mandates

Withholding adjustments

Add.withholding soD Add. percent
Default formul 01 WITHHOLDIMNG 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 Supplemental method | Tax override Certificat...
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50. Update the following field:

Field Name Description Values
Additional Additional withholding amount Enter value in Additional
withholding withholding.

Example: 5

51. 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.

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

Copy Addresses (0006)
882
Fersonnel Mo |BRBEOT23 rarne Johnny Sears
EEGroup A SPA Employees PersA (4681 Cultural Resources
EESuhgroup &1 FT M-FLSAOT Perm Statu  Active
Start QT 2811 to 12431/9999
Address
Address type
Care Of Cathy Sears|
Address line 1 2911 Freedom Lane
Addreszs line 2
Citwicaunty Stockion
Stateizip code hC Motk Caralina 27669
Country key LIS LISA -
Telephane Mumber 919 ¥Oy-0829
Communications
Type Mumber
Type Murmber
Type Mumber
Type Mumber

53. Click the Enter & button.

Verify the information for correctness and update as needed.

If additional emergency numbers are needed HR will enter them for the employee in the

Communication area.

Enter the Emergency Contact information, review.
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PAGE 22 OF 43



PER-78 - Reinstatement/Reemployment Action from Separation

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

Copy Addresses (0006)
3R
Personnel Mo |80000123 Mame Johnny Sears
EEGroup & SPAEmplovees Perss 4601 Cultural Resources
EESubgroup &1 FT M-FLSAOT Perm Statu  Active
Start B a1 i2E11 to 12731799499
Address
Address type
Care Of
Address line 1 P O Box 2911]
Address line 2
Cityfcounty Stockton
Stateizip code WC Marth Carolina 27609
Country Key LIS LISA -
Telephone Mumber 919/ 77 -0824
Communications
Type Murnber
Type Murmnber
Type Murmnber
Type Murmnber

55. Click the Enter @ button.

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). See Job Aid Helpful

Address Hints on the Training HELP website (link at bottom of this BPP).

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

H B2
FPersonnel Mo | BOOBET23 Marne Johnny Sears
EEGraup A SPA Employees FPerss (4601 Cultural Resources
EESubgroup |A1 FT M-FLSAOT Pertm Statu  Active
| |
Tazk
Task Type 01 End of probation -
Date of Task p3fetizoz FProcessing indicator Mevy task -
Feminder
Reminder Date p2retszo12
Leadifollow-up time For specific task type -
Comments
Check on permanent status.
57. Update the following field: (Example only)
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: 03/01/2012

Comment Additional information about an item Enter value in Comment

Example: Check on
permanent status

58. Click the Enter @ button.

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

Insert any notes or comments pertaining to the task. Managers will be able to view reminders in MSS
(Manager Self-Service). The HR teams will manage the tasks via the BOBJ Report — BO099 — Employee Deadline
Dates.

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.

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

Copy I-9 Residence Status (0094)

2 = e

Personnel Mo (80000123 Mame Johnny Sears

EEGroup ) SPA Employvees Perss 4601 Cultural Resources
EESubgroup | &1 FT B-FLSAQT Perm Statu  Active

Ctart 070120171 12731788499

Personal identification

Residence status ZCITIZEM -

D type -
lssuing Authority

ID hurmber

lssuing date

Expiry date

Employrment verification

Work Permit -

I=suing Authority
Wark permit number
lssuing date

Expiry of WP

60. 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 appear 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 reinstating someone that is a Non-Resident Alien, you will choose non-resident alien on
ITO094. 1T0048 will come up with USO1 or US02 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
ITO048 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.

61. Click the Save (Ctrl+S) button.
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Copy Communication {0105)

I e
Personnel Mo 8000123 Marme Johnny Sears
EEGroup & SPAEmMployees Persa [4601 Cultural Resources
EESubgroup | &1 FT M-FLSAOQT Perm Statu  Active
Start OF /0120 ta 12731/99949

Communication
Type BEZB|  Firsttelephane number at work
Telephone 919-7ey-08449 -

62. Click the Enter @ button.

This is the employee's work telephone number. Review and make changes as necessary.

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

Copy Planned Working Time (0007)

[ Work schedule

Personnel No - Name = L PN S S T A

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

Woric schedule rule DOINOBGN| MTWHF-8,535-0 [ WSRFinder |
Time Mgmt status 1 - Positive Time Recording .
Working week Wk - Sun (mdnt) - Sat -
Working time

Employment percent 100.00

Daily working hours §.00

Weekly working hours 40.00

Monthly working hrs 173.33

Annual working hours 2080.00

Weekly workdays 0.00

Additional fields

64. Click the Enter @ button.

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

Enter the number of hours this individual will work per week and click Enter to have the system
validate the details.
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The Work Schedule Rule, Time Mgmt status, and Working week 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.

The defaulted work schedule is based on information provided by the various agencies and the OSC
HR/Payroll system team members.

S ITO007 - Planned Working Time date will change to first of the month the
\%[(] employee is being reinstated in unless separation/reinstatement is in the
Information  same month. This only applies to monthly employees returning from
separation. This does not apply to Return from LOAs.

Q Subject employees must be positive time. Employment percent should
CRITICAL! always be 100.
Create Basic Pay (0008)

@ @ ‘E, Salary amount Payments and deductions

Fersonnel Mo [BEOQE123 Marme Johnny Sears

EEGroup A SPAEmployees PersA (4601 Cultural Resources
EESubgroup (A1 FT N-FLSAOQT Perm Statu  Active

Start A7 /01726011 [k 12/31/98498

Subtype 2] Basic contract

Salany

Reason 22| Reinstaternent Cap.util. vl 100. 3a

FPS type 01 Graded WikHrsrperiod 173. 33| Maonthly

PS Area B1 Annual Salaries Mextinc.

PS group GR74 Level |GR Ann.salary 43,485 @0 | (USD
Wa... Wage Type Long Text .. Arnount Curr... |1 (AL BMumbenlnit Unit i
1008 Regular Salary 3,623 75 USD

F

i i)

1w [e7/81 /2011 - (1273179993 4 [ »] 3,623.75 [USD

3/31/22
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66. Update the following field:

Field Name Description Values

Reason Reason for the action, such as Enter value in Reason.
Reinstatement

Example: 72

67. 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 (the Action type, or Z2 for Reinstatement/Reemployment), 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.

e Reason - enter or select from the drop-down menu

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

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

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

e Number/Unit - will be blank
e Unit - will be blank
NOTES:

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.

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

The Cap. Util. Ivl should always be 100%. The Annual Salary should be the amount you are actually
paying the employee. If at 40 hrs/wk EE was paid $80,000 and now EE is only working 20 hrs/wk, the
salary entered will be $40,000. You are paying 100% of $40,000.

68. Click the Save (Ctrl+S) button.
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[= Fossible subsequent activi.. x
‘s Enralled on 07 /0172011 |fal
Terminated on A6 3026811

i Automatic Plans
iDefault Plans
Al plans

Add. functions ayso1iz2ett
CIPlan overview
(JEnraliment Farm

(IParicip. Maonitar

)%
69. Click the Enter @ button.

Enroliment

~/ Direct selection | Selection sst Enrall _
Name Johnny Sears on [e7iatizont @ [ overview

Personnel no. |
Offer selection

ID number |G‘ Get offer ||E. Print form ||E General Matice |£§‘ Errar list
Possible offers Enrallment periad

|@ Select | Beneficiary Changes 01/01/1800 - 12r31/9999
Automatic offer

B EIER =R

“Pers.Mo. | Name
20000123 Johnny Sears

Oiffer

70. Click the Possible offers column. Highlight the Automatic Offer row.

\Q _ cetoffer |

71. Click the Get Offer - button.
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Enrofiment

. Direct selection | Selection set Enroll

on  [07/01/2011 @] [ overview

Mame Johhny Sears
Persannel no. |
Offer selection
ID numher [O Get offer IIQ Print farm ”Q General Notice J{;_FE Error list

Possible offers
I@ Select I Beneficiary Changes

Automatic offer
(&)= (Z.)/[& J

“Pers.Mo. [Mame
50000123 Johnry Sears

Autamatic offer

Enrallment period

01/0141800 - 12r31/3999

[@ Enrall ”E Costs JI@ Unda selection I@? Errar List

Flan Status | Walidity period Activity
~ Retirerment Plan
+ TSERS- Retirement Plan 070102011 - 12/31/9999
. Enrall
72. Click the Enroll @ button.
[& Confirtnation of S ted Actions
List of Plans
| Activity Flan Frarm Tao
[Create TSERS - Retirement Plan aFm1i2011 12531099499 -
i -
F 9
& Enrall || cancel
. Enraoll
73. Click the Enroll & button.
Click Enroll to enroll the individual in the plan(s) listed.
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[= Enrollment

o Enrollment completed successfully

Continue || Confirmation

74. Click the Continue button.

Enroiliment

~ Direct selection Selection set Enroll
Marme Johnny Sears on (BT F2ET L2 Overview

Personnel no. |
Offer selection

[Q Get offer HQ Print farm JIQ General Motice IQ Errar list

1D numhber
Enrallment period

Possible offars
017011800 - 1213179999

& Select ] Beneficiary Changes
Automatic offer

(&][F)I[Z.)[& J [@)d]

“Pers.ho. Mame
80000123 Jahnhy Sears

Offier

75. Click the Back (F3) <& button.

hseguent activi...

P ]
(s Enralled on 07 /01 42011]
r
° Terminated on BE/3042011
© i Automatic Plans
(I Default Plans

Al plans
Add. functions B7ia2e11
(TIPlan overview

(IEnrallment Farm
(IPatticip. Manitor

%)
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76. Click the Cancel (F12) & button.

The Possible subsequent activities pop-up window appears only for enrollment 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 appear.

Copy Bank Details (0009)

=
Personnel Mo (80000123 Marme Johnny Sears
EEGroup A SPAEmplovees Persh (4601 Cultural Resources
EESubgroup (&1 FT M-FLSAOT Perm Statu  Active
Start 07 /0172011 [fmhi 12/31/9999

Bank details

Bank details type 0 main bank -
FPayee Jahnny Sears

Fostal CodelCity 276E49 Stockton

Bank Country LIS LISA -

Bank Key

Bank Account Bank cantral key
Payment method C Payroll Check

Furpnse

Fayment currency UsD IInited States Dallar

77. Click the Enter & button.

Verify the data is still correct and make changes as appropriate.

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 field must be populated with the bank
account number of the new employee.

The Purpose field may be left blank. The employee will manage through ESS (Employee Self-Service)
or by sending a form to BEST Shared Services for changes.

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 SAVE 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.

78. Click the Save (Ctrl+S) button.
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Copy Additional Personal Data (0077)

Ly
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 Black or African American (N-H/L) =
Military status -
Veteran Status Disability
Discharge Date Status No, I don't have a disabiity =

) 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

Verify the data on this infotype is still correct and make changes as appropriate.

79. 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 appear, where you will enter 120 hours of military leave.

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

3/31/22 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER PAGE 33 OF 43



PER-78 - Reinstatement/Reemployment Action from Separation

&

Iy

~ Restrictions

| ]

EE Educ. est. text

oo LESS 4

01 LESS HS

02 HE GRAD

03 HE +1

04 HS +2

05 HS +3

06 BAC DEG

07 MASTERS

0a PHD

09 Pending Verification
0A ASSC0C DEG

00 DEMTIST

oL JURISPRUDEMCE
OM MED DOCTOR

0o OTHER

81. Click the Cancel (F12) button. If the education level has not changed.

82.

83.

Select the education level stated on the employment application and the highest level used to qualify
for the position. If there are no education records to be recorded, click Cancel to move to the next

infotype.

If the education level has changed follow step 83.

Click 02.

Click the (Enter) button.

Select the education level stated on the employment application and the highest level used to qualify
for the position.

Copy Education (0022)
2l I
“= | Persannel Mo |500008123 Marre Johnny Sears
0 | EEGroup [ SPA Employees FPerss (4681 Cultural Resources
~ '| EESuboroup (A1 FT M-FLSAOT Perrm Statu  Active
Start (1 /2803 Bsf1202007
Educational est. 02 HS GRAD
Instituteflocation Enloe High School
|| verified a2 HS GRAD
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84. Update the following fields:

Field Name Description Values

Start Start date of the specified date range Enter value

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 attended | Institute/location.

Example: Enloe High
School

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

85. 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].
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Create Monitoring of Tasks (0019)

H B2

Personnel Ko 8006007123 Mame Johnny Sears

EEGroup & SEA Emplovees Persa 4601 Cultural Resources

EESuboroup [&1 FT M-FLSAOT Perm Statu  Active

Tasgk

Task Type 05 Credential Verific ol

Diate of Task ~ Processing indicatar Meww task -
Reminder

Reminder Date
Leadifollow-up time Far specific task trpe -

Comments

86. Click the Next record (Shift+F7) button. (Create if education level changed.

This Monitoring of Tasks screen allows you to set a reminder to verify the education entered by a
specific date, if any was entered.

Catego Mame Start Date End Date

oo Acupuncture - Acupuncture Lic Bd 01011800 127319995 —
oooz Rel Estate Appraiser - Appraisal Board 011800 127319995 -
0oos3 Auctioneer - Autioneer Lic Bd 0110101900 12431/9999

ooo4 Geologists - Geologists Lic Bd 0100101900 12/31/9999

ooos Soil Seientist- Soil Scientists Lic 0100101900 12/31/9999

aooa Architecture License - Architecture Boar 01011900 1243109995

ooy Dietetic Reg - DieteticsiMutrition 0100141900 12/31/9999

ooos Frofessional Enginer - Eng [ Survey Ex B 0150161900 12/31/9999

ooog Pathologists - Pathaologists Bd 0100101900 12/31/9999

ao1a Law Enforcement Off - Law Examiners Bd 01011900 124319994
o1 Licensed Caunsealar - Prof Counselors Bd 010011900 1243109995

ootz Registered Murse - Mursing Board 011800 12/31/9995
0013 Qccupation Therapist- Occupational Ther 01011900 124319999
o014 Pharmacy License - Pharmacy Board 0101900 12/31/99499
o015 FPhysicial Therapist- Physical Therapy B 011800 127319995
0016 Medical Doctar - Medical Board 0100141900 12/31/9999
ooy Psychological Asc - Psychology Board 0110101900 12431/9999
ome Rel Estate Appraiser - Real Estate Comm 01011900 12/31/99499 -
oo19 Clinical Addict Spec - Sacial Wark Cert 0100141900 12/31/9999 -

70 Entries found
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87. Click the Cancel (F12) button. If the Certification/Licensing has not changed.

Choose any additional certifications and/or licenses to enter on the record of this individual. If there
are no certifications to add, click Cancel to move to the next infotype.

If the education level has changed follow step 89.

88. Click 0031.

89. Click the (Enter) button.

Copy Certification and Licensing {0795)

= 4
IE Personnel Mo [BOOOGE123 Marne Johnny Sears
0 || EEGroup & SPA Employees Perss (4601 Cultural Resources
~ '| EESubgroup [A1 FT M-FLSAOT Perm Statu  Active
Start 051672011 [l p2ME/2012
Category BO31| NG Driver License - NG Dy

Cerification and Licensing

Type WCDL | MC Driver License |ssuing Autharity 31 31 MC Dby -
Identification Doc. Status -
Yalid from 0216720087 Walid to O2MM6/2012
E

Specializations

Classific... Code Area Level Walid from  Walid to Status

£ v [ >

B [ -

[ [ -

£ v [ >

£ [ >

™ [ -

£ [ > -

£ v [+ > -

i i

Renewal Code
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90. Update the following fields:

Field Name Description Values

Valid from Beginning date of the specified date Enter value in Valid from.
range. Also referred to as the effective
date range, identifies the lifespan Example: 02/16/2007
assigned to an object or an infotype
record, or the period of time that
these items "exist".

Valid to Contains a date that identifies the end Enter value in Valid to.

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

Copy Date Specifications {(0041)

cH R S

Personnel Mo

20000123 Marme Johnny Sears

EEGroup ) SPA Emplovees Persd 4601 Cultural Resources
EESuboroup |41 FT M-FLSAOT Perm Staty  Active
Start 07142011 to 1243179999

Date Specifications

Date type Date Date type Date

G011/ 2008 origtizan

G011 Qriginal Hire Date
[3 Last Day Worked

02| Anency Hire Date
0e#3142011

91. Delete Date Type ‘03’ Last Day Worked and Date ‘05/31/2011.’

92. Click the Enter @ button.

Review the change date specifications information and make changes as appropriate.

When returning from reason

Date Specifications
Date type
B1| Qriginal Hire Date

s 01-05, you will delete the last day worked.

Date
1401722008

Date
By et 2011

Date tvpe
B2 Agency Hire Date
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[ ]
93. Click the Save (Ctrl+S) button.

Create Related Experience (9822)

A4
Personnel No Name
EEGroup A SPA Employees PersA Health Human Services
EESubgroup |21 FT N-FLSAOT Perm Statu  Active
Start To 12/31/999%

(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 |6 Calculated Months: 0

Related Education
[ ol
Months 48| |

94. 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:
o Related Work Experience

o Related Education Months

L]
95. Click the Save (Ctrl+S) button.
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Copy Objects on L oan (0040)

FPersonnel Mo

EEGroup

EESubgroup A1

Start

o]

= e

BOE00123
£ SPA Employees
FT N-FLSAOT Perm
avie1d2e11 to

Mame

Statu
1243179999

Active

Objects on Loan

Ohject on loan 1 State ID
Mumberiunit 1 Pieces
Loan object no. 5551268

Comments

Line 1
Line 2
Line 3

96. Update the following fields:

97.

Jahnny Sears

PersA 4601 Cultural Resources

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

Number/unit

Enter number/unit of items out on a
loan.

Enter value in
Number/unit.

Example: 1

Number/unit

Enter number/unit of items out on a
loan.

Enter value in
Number/unit.

Example: pieces

Loan object no.

Identification or reference number of
the object (if available)

Enter value in Loan object
no.

Example: 5551268

Click the Enter & button.

Enter the object on loan that will be issued to the individual. When the individual separated, the
various objects on loan were delimited. Here you will reassign or add new ones.

Comments may be entered on lines 1, 2, and 3 if appropriate for your business policy.

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

|.| Personnel Actions
o

&= =2
Object manager scenario; EMPLOYEE

~ % Persan Fersonnel no. 20000123
- [Hl collective search help Mame Johnny Sears

« [H} search Term

) Free search EEGroup L) SPAEmMplovees Perss (4601 Cultural Resources
EESubgroup (&1 FT M-FLEAOT Perm Zostc 4699999999 CIULTURE RESOUR ..
Fram oFia 201

Fersonnel Actions

Action Type FPersonn... EE group  |EE subg... m
Mew Hire (NC) —
Frormotion (NC) v

Reinstatement'Reemployment{NC)
Leave of Absence (MNC)

Quick Entry (MNC)

Investinatary VWP ay (MC)
Suspension (MCY

Mon-Beacon to Beacon{MC)
Transfer (MC)

Appaintment Change (M)
Reallocation (MC)

Demaotion (MNC)

Salary Adjustment (W)

Cancel Salary Adjustment(tC)
Range Revision (MNC)
SeparationPayContinuationiiNc)
Separation (MC)

Career Progressian (MG

Band Revision (MC)

99. Click the (Enter) button.

When you reach the Personnel Actions 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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itk lterm Has To Be Completed Explicitly..

[ 11 '|ELog ||_[Q'|Aﬂachmnts |,||@1}Agents |

4601 Create PA Action - Reinstatement/Reemployment(NC) for
Johnny 3ears - PCR: 1000005278

Description Objects and attachments

PCR Initiator, « PAPCR: Johnny Sears
PCR:1000005275

Please complete all data for the new « PCR List: Workflow Tracker
personnel action for Employee Johnny
Sears ~ Personnel #30000123 based on
the attached request.

* Make sure to Save your changes before
exiting from the screen, and do not press —
the ‘Complete Work ltem” butten until the
necessary changes have been
Completed.

** If you need ta Cancel the entire PCR,
click once on the work item to highlight
it. press the ‘Other functions..." button hd

|v’ Complete Work ltern ||ﬁ cancel |

100. Click the Complete Work Item | _Cornplete Work tern | button.

Business Workplace of Workflow Initiator

§Newmessage ['ﬁ']Findfo\der HIFinddocument Appmmmentcalendar 2 Distribution lists

- o grlk;:]\ace:\f\rorkﬂowlnitiatur E s T EZ)EL% L )(E)EELF L E
A nooz
+ @] Unread Docurnents 0 Workflow 0
+ @] Documents 0 B TiHle
- Wiorkflow 0 —

v [ Grouped according to content
v [ Grouped according to content type
v [ Grouped according to sort key
v [ Grouped according to task
. Owerdue entries 0
. Deadline Messages 0
. Incorrect entries 0
v #5 Outbox
v ¢B Resubmission
» ¢ Private folders
v ¢@ Shared folders
v ¢3 Folders subscribed to
« T Trash
- T Shared trash

Status | Creation Da_ ¢

Business Workplace
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101. Click the Back (F3) & button.

You can remain in this SAP Business Workplace and process additional PCRs or click the Back to return
to the main SAP Easy Access screen.

SAP Fasy Access
M & #HBE s v a

= = Favorites
. ZPAADTE - Employee_Action_Requests
. FPAZ0 - Maintain HR Master Data
» 3 SAP menu
v [ Office
v [ Cross-Application Companents
v [ Logistics
v [ Accounting
» [] Human Resources
¥ [ Information Systems
¥

L Tools

102. The Reinstatement/Reemployment Action is complete, but we recommend reviewing via PA20 all
infotypes that have been processed.

P Check the Leave balances to ensure that they are correct upon the
I
\:&) Reinstatement/Reemployment Action.

Information

e For example, those employees who leave and reinstate within the
same calendar year, the system grants pro-rated Community
Service Leave on top of what the employee may have already. The
system is hard coded in the background to allow the consumption
of 24 hours of CSL only, therefore, it will display incorrectly.

e |f a Holiday which the employee was not eligible to have upon
Separation was not reduced at Separation, it will move to Holiday
Comp upon Reinstatement--giving the employee an overstated
Leave balance.

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 (C. MacDonald)
Changes: Removed Date Monitoring Report (S_PHO_48000450), replaced it with BOBJ Report — BO099 — Employee
Deadline Dates
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