£ WaTech

“the consolidated technology services agency” -RCW 43,105,006

HRMS

Appointment Change Action - Transfer (PA40)

Use this procedure to process an appointment chamgienfor an employee who imovingto another position
either within their current agency or to a different agency

Prerequisites: The employee must be active in HRMS and there must be a position to appoint the employee into.

If the employee is moving to another agency, the gaining ageasgontacedthe losing agency to
inform them of the appointmentThe losing agency will needhaveentered,changel, or deleted
any necessargata prior to the gaining agency performiniget appointment change actigsuch as
enter or delete leave in CAT8mpletegarnishmentsenter or end agenegpecific deductions or

payments

Roles Personnel Administration Procesd@ayroll Processoand Benefits Processor

Note: Field definitod OF y

68 I 00Sa4a8R 6AGKAY | wa{ ©0& OhINE ®dcky 3

Reference (OLORJRMS Data Definitions Resource Guatel Glossary

1. Enter transaction code
PA40 in the command
field and clickthe Enter
(&) button or press
Enter on the keyboard.

Appointment Change Action — Transfer (PA40)
Revised 02/27/17

Menu Edit Favorites Extras System

PA40 al 4 &

SAP Easy Access

DO S| =82~

BTips

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

1 It is critical if a hand-off is made to another role, that the transaction codBA40
is used and theExecute into infogroup () process is used. Using
PA40 will ensure that all required infotypes are completed.

T4EA OOA 1T £ O#0OAAOAG 10 O#iDPUG A O A
conditional and determined by the system. There may be some instances whel
OEA OOAO DPOI AAADOOA xEiI 1 AEODI vilbispiag |
O# OAAOAGh 1T O OEA POT AAAOOA xEiI1 AEO
AEODPI AU O#1 PUGS 4EA AEEZEAOAT AAOG AO
whether that infotype existed previously for that employee.
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2. Complete the following
fields:

For Personnel
Administration
Processors, the
following fields are
mandatory:

9 Personnel no.

9 From

For Payroll Processors,
skip to step 38 in this
procedure.

For Benefits Processors,
skip to step 49 in this
procedure.

3. Click the box to the left of
Appointment Change .

4. Click theEnter (&)
button or press Enter on
the keyboard.

5. Clickthe Execute (®)
button to begin the
transaction.

Appointment Change Action - Transfer
Revised 02/27/17

Appointment Change Action - Transfer (PA40) (cont.)

¥ Tips

1 IMPpORTANT NOTE REGARDING EMPLOYEES ENROLLED IN HEALTH
INSURANCERND MOVING TO A NEW AGEN@VYhen a transfer occurs at any
time prior to the end of the month, thelosing agencyis responsible for paying
the share for the entire month Thegaining agencywill not be billed for state
share until the month following the transfer date. Contact HCAdr more
instruction (360.923.2847 orhelpdesk@hca.wa.goV

1 In PAY1, the losing agencymust enter 401 (transfer out) in the TRANSFER
REASON field and the last day of the month in the TRANSFER EFF DATE fielc
Press F10 to update.

1 In PAY1, the gaining agencymust enter the new HOME AGENCY/SUBGENCY
(move the cursor to the home agency field), enter 201 (transfer in) irhe
TRANSFER REASON field and the first day of the month in which the new
agency is responsible for the insurance premiums in the TRANSFER EFF DATI
field. Press F10 to update. This will set the home agency lock to the new
agency. Daot update any otherfields on this screen until after the transfer
transaction. Additional changes to thé\.41 screen fields will require a separate
transaction.

[E HR Master Data Edit Goto Extras Utiities Settings System  Help

@ dEH @@ CHE fnos BEE @

Personnel Actions

BEEEaa0

Find by

e ﬁﬂ'p Person Personnel no. 12345678
. [H] Colective search help From 020172017
g [H] Search Term
+ {Hl Free search
Personnel Actions
Action Type Personn... EE group | EE subg... E

»

New Hire

Change of Status
Concurrent Employment
lAppointment Change
Quick Hire

Rehire - Quick Hire
Separation

Rehire

Leave of Absence - Active

Leave of Absence - Inactive
Return from Leave of Absence

0 Stop

9 From: only enter the From date if you are the Personnel Administration
Processor initiating theappointment change action.
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Appointment Change Action - Transfer (PA40) (cont.)

6. Complete theCopy
Actions (0000) infotype:

The following fields are
mandatory:

9 Reason for Action

9 Position

The following fields will
default:

{to

9 Action Type

1 Employment

(. Clickthe Enter (&)
button or pressEnter on
the keyboard.

8. An information window
will appear. dick the
Continue (¥]) button.

The following fields
defaulted from the
position:

9 Personnel area

1 Employee group

1 Employee subgroup

9. Clickthe Save()
button.

Appointment Change Action - Transfer
Revised 02/27/17

V] B Cee CHE Do BRE @
Copy Actions (0000)

i [ &2 | &rExecute info group &7 Change info group

Pers.MNo. 12345673

Name Sampie Employae

PersArea |1630 Consolidated Technology Sves EEGroup |0 Permanent

PSubarea |00JZ Agencywide EESubgroup 01| Monthby(M) OT Exe.. Status Active
Start 02/01/2017| to 12/31/9999

Personnel action

i Appointment Change wt
Reason for Action
|

Status

Employment Active v

Organizational assignment

¥ position 71027251] IT SPECIALIST 4 |
Personnel area 1630 Consolidated Technology Sves
Employee group 0 Permanent
Employee subgroup 01 Monthly(M) OT Exempt

Additional actions

Start Date |Act. Action Type ActR  |Reason for action

% Tips

9 The Reason for Action field storesthe reason an action has been performed.
Refer to theHRMS Data Definitions Resource Guide pressF1in this field
for Reason for Action definitions.

1 Position is aspecific and concrete description of the responsibilities one
fulfills in an organization.

[ Information x

=
o LDefauIt values are used by the position

2 &)
Copy Actions (0000)
& A2 | (ErExecute info group &7 Change info aroup
Pers.MNo. 12345678
Name Sample Employee
PersArea |1630| Consolidated Technology Svcs EEGroup |0 Permanent
PSubarea |00JZ Agencywide EESubgroup |01 Monthly(M) OT Exe. Status Active
Start 02/01/2017 to 12/31/9999
Personnel action
Action Type Appointment Change -
Reason for Action 01 Promotion
Status
Employment Active -

Organizational assignment

Paosition 71025116 IT SPECIALIST 5
Personnel area 1630 Consolidated Technology Svcs
Employee group 0 Permanent

Employee subgroup 01 Monthly(M) OT Exempt
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Appointment Change Action - Transfer (PA40) (cont.)

10. complete theCopy
Organizational
Assignment (0001)
infotype. Most fields will
default based on the
bl OEOEIT 80 (
The following field is
mandatory:

9 Contract

The following field is
optional:

1 Org. key

9 Time

Fieldswill carry over
from the previous
infotype record. Review
all fields and make
applicable changes.

11. clickthe Enter (&)
button or pressEnter on
the keyboard.

After saving this

infotype, the following
fields will default based
on what is entered on the
Pi OEOEI T80 !
(1028) infotype.

UFI

Address 1

Address 2

City

State

Zip Code

County

Country

= —a-_a_-a_8_9_29_-2

12. clickthe Save(H)
button.

Appointment Change Action - Transfer
Revised 02/27/17

& Infotype

Goto

& -

Edit Extras  System  Help

Copy Organizational Assignment (0001)
S S

Org Structure

Personnel No. | 12345678 MName Sampie Employee

B @@ CHE osto8 BE @m

Active

PersArea |1630 Consolidated Technology Sves EEGroup |0 Permanent
PSubarea |00JZ Agencywide EESubgroup 01 Monthiy(M) OT Exe.. Status
Start 02/01/2017 to 12/31/999%

Enterprise structure

CoCode WRO1 STATE OF WASHINGTON

Pers.area 1630 Consolidated Technology S.. Subarea 0001
Cost Ctr 1630000000 DEFAULT AGENCY .. Bus. Area 1630
Fund

Personnel structure

Mon Represented
Consolidated Technology ..

Sermi-month
: Trial Service ;|.

EE group 0 Permanent Payr.area 11
EE subgroup |01 Monthl(M) OT Exempt ICDntmct
Organizational plan Administrator
Percentage 100.00 | Assignment | Persadmin
Position 71025116| 0273 Time

IT SPECIALIST 5 PayrAdmin
Job key 50001668 470M

IT SPECIALIST 5
Exempt N
Org. Unit 31015457 ETS-BTS U4

ETS-BUSINESS TRAN..
Org.key 1129

Duty Station Address (Inherited from Position Address)

UFI 200286

Address 1 HOME BASED IN SEATTLE
Address 2

City SEATTLE

State WA

Zip Code o0oaoo

County KING

Country us

¥ Tips

9 The Contract field stores the status of the appointmentRefer to theHRMS
Data Definitions Resource Guider pressF1 in this field for Contract

definitions.

9 The UFI (Unique Facility Indicator), Address, City, State, Zip Code, County,

and Country fields willA A £2A 01 O £OT |

OEA DI OEOEI
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Appointment Change Action - Transfer (PA40) (cont.)

[& Create Vacancy x
13. ~ ACreate Vacancy 5 71027251 IT SPECIALIST 4
window may appear.
Select theappropriate Create on Tp2/0172017]3

option for the position
the employee left.

& Tips

1 If the employee is moving to a new agencyhé¢ gaining agencycannot create
the vacancy for the losing agency. Please contact the losing agency to
inform them of the vacancy.

1 If the employee is movingo a different position within their current
ACAT Auh OA1T AAO OEA APPOI POEAOA 1 B(

[= Delimit Vacancy

14. ADelimit Vacancy
WlndOW may appear 5 71025116 IT SPECIALIST 5
Select the appropriate

option for the position Delimit on L01/81/2017
the employee is going
into. - -
& Tips
13A1 AAO OEA ADPDPOi POEAOA T POEIT AIO
15. Ifthe employee has an [ = nomaten &
active Cost Distribution €) 170027 Cost Distribution has been delimited due
(0027) infotype, the system | to a change in business area

will delimit the record and

display aninformation

window. Clickthe @

Continue () button. |B |

[& Infotype Edit Goto Extras System Help

- © g

16. Completethe Copy hd {@icoeCHR Bnos AR @8

Contract Elements Copy Contract Elements (0016)

(0016) InfOtype. =R

The fOIIOWing fleld iS Personnel No. | 12345678 Name Sample Employee

mandatory: PersArea 1630 Consolidated Technology Svcs EEGroup |0 Perrmanent

1‘[ Contract Type PSubarea |00JZ Agencywide EESubgroup |01 Monthhy(M) OT Exe.. Status Active

Start [02;01;20173 to 12/31/9939

The following field is

Optional' Contractual regulations
i Probationary Period | . Permanent 1

Periods

17. Click theEnter (@) Prabationary Period v
button or pressEnter on
the keyboard. &) Tips
. The Contract Type £EAT A O0OT OAO OEA Ai I 1T UAAG
18. cClickthe Save(®) i ype ) S
button HRMS Data Definitios Resource Guider pressF1in this field for Contract

Type definitions.
1 If the Probationary Period field is left blank, the Create Monitoring of
Tasks (0019) infotype is skipped. Go tastep 22.

Appointment Change Action - Transfer Page 5 of 20
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Appointment Change Action - Transfer (PA40) (cont.)

= Infotype  Edit Goto  Extras  System  Help

19. complete theCreate

Monitoring of Tasks @ [ dBCe@ CHE DO RE @B
(0019) infotype. Create Monitoring of Tasks (0019)
The following fields will a8 2
default:
1‘[ Task Type Personnel Mo. 12345678 Name Sampie Employee
ﬂ Date Of Task PersArea [1630 Consolidated Technology Svcs EEGroup 0| Permanent
ﬂ Processing indicator PSubarea |00JZ Agencywide EESubgroup |01 Monthby(M) OT Exe.. Status Active
The following fields are Task
OptiOﬂ&lZ Task Type Trial Service End -
ﬂ Reminder Date Date of Task 08/01/2017 Processing indicator MNewr task v
9 Lead/follow -up time _
Rerminder

Reminder Date
Lead/follow-up time 1 |Weeks [Lead time: Reminder takes place before task date . vj

20. clickthe Enter (&)
button or pressEnter on

the keyboard. D Tips

1 ATask Type is a future event or task with a related date of taskReferto
the HRMS Data Definitions Resource Guiae pressF1 in this field for
Task Type definitions.

9 The Reminder Date field can be completed by one of the following:

0 EnteraReminder Date , or

0 Enter the Lead/follow -up time. TheReminder Date field will
populate based on what was entered in theead/follo w-up time field,
or

0 LeaveReminder Date andLead/follow -up time blank. The
Reminder Date field will populate with a date two months prior to the
Date of Task.

9 You can run theTask Monitoring Reports (S_PHO_48000450) to get the
reminder dates and tasks.

9 Only one task can be entered during thappointment changeaction
(PA40). If you have more than one task to create for the employee, follow
the Monitoring of Taskg Create and Maintainuser procedure located in

the OLOR

21. cClickthe Save()
button.

Appointment Change Action - Transfer Page 6 of 20
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Appointment Change Action - Transfer (PA40) (cont.)

22. Complete theCopy
Communication (0105)
infotype.

Review the existing
infotype and make any
updates. If no changes are
necessary, click theNext
Record () button and
skip to step 25.

The following field is
mandatory:
9 System ID

23. Click theEnter (&)
button or pressEnter on
the keyboard.

24. Clickthe Save()
button.

Appointment Change Action - Transfer
Revised 02/27/17

= Infotype  Edit Goto  Extras System  Help

& 0 I¢@E@ EHE oDhiodg BE &@m
Copy Communication (0105)
S -4
Personnel No. 12345878 Namie Sampie Employee
Persarea |1630 Consolidated Technology Svcs EEGroup |0 Permanent
PSubarea |00JZ Agencywide EESubgroup 01 Monthhy(M) OT Exe.. Status Active
Start 02/01/2017| to 12/31/9999

Communication

Type 0010 E-mail

I System ID ) SAMFLE EMPLOYEE@WATECH. WA GOV II

@ Tips

) £ Ui d AT 110 ETi1x OEA AipPITUAABO
appointment changdh A1 EndxErecOrs Buttod (Eqoe O1 11 OA

next infotype. Enter the email address as soon as yaabtain it by following
the Email Addresg Communicationuser procedure located in theOLQR
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Appointment Change Action - Transfer (PA40) (cont.)

25. Completethe Create
Planned Working Time
(0007) infotype.

The following fields are
mandatory:

9 Work schedule rule

9 Time Mgmt status

9 Employment percent
1 ACA Status Code

The following fields are
conditional:

i Part-time employee
9 Additional time ID

9 Time Type Override

26. Clickthe Enter (&)
button or pressEnter on
the keyboard.

27. Clickthe Save(H)
button.

Appointment Change Action - Transfer
Revised 02/27/17

=4 Infotype  Edt  Goto  Extras  System  Help

1 4B e DHE DTOaS BE @

Create Planned Working Time (0007)

i B 2 Ffwork schedule

Personnel Mo. 12345578 Mame Sample Employee
PersArea |1630| Consolidated Technology Svecs EEGroup |0 Permanent
EESubgroup |01 Monthly(M) OT Exe.. Status Active

12/31/9999

PSubarea |00JZ| Agencywide
Start 02/01/2017  To

Work schedule rule

‘Waork schedule rule FULL 5-8s: M-F 8 hpd
Time Mgmt status 9 - Time evaluation of planned times -
 Part-time employee Additional time ID

time
Employment percent 100.00 | Dyn. daily work schedule
Daily working hours Min Max
Weekly working hours 0.00 Min. Max.
Monthly working hrs 0.00 Min. Max.
Annual working hours 0.00 Min. Max.

Weekly workdays

Additional fields
ACA Status Code

Mot Assigned

Time Type Override Mo Override

¥ Tips

9 The Work schedule rule will default to FULL. You will need to select the
appropriate work schedule if the employee is not on &ULL 58s M-F 8hpd
work schedule. Refer to theHRMS Data Definitions Resource Guide pressF1
in this field for Work Schedule Rule definition.

1 Time Mgmt status determines how leave accruals are calculated in the time
evaluation process.Refer to theHRMS Data Definitions Resource Guiae
pressF1in this field for Time Mgmt status definitions.

1 The Part-time employee box will be used beginning January 1, 2017 to
determine new employee eligibility for auto-enroliment in the DCP. New
employees with thePart-time employee box checked will not be automatically
enrolled in the DCPRefer to the HRMS Data Definitios Resource Guid®r
pressF1in this field for Part-time employee definitions.

1 Additional time ID indicates the type of leave an employee with accrudiefer
to the HRMS Data Definitios Resource Guider pressF1 in this field for
Additional Time ID definitions.

9 Employment percent is the percentage of time an employee is scheduled to
work of their Work Schedule Rule . Refer to theHRMS Data Definition
Resource Guider pressF1in this field for Employment Percent definition.

9 The ACA Status Codeis required for all new hires, rehires, and employees who
have had change in employmnt status. Do not leave the default code ofNot
Assigned. PressF1 in this field for additional information and refer to the
HRMS Data Definitions Resource Guider ACA Status Codedefinitions.

9 The Time Type Overri de field is optional and only required if the agency
needs to override the general timesheet requirements of an employee. Press
F1in this field for additional information.
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Appointment Change Action -

28. Completethe Create

Telework/Flex Work
(Employee) (9106 )
infotype.

The following fields are

optional:
1 Telework (EE)

Transfer (PA40) (cont.)

[ Infotype Edit Goto Extras System  Help

@ A0 e@@ CHE D88 BE @m
Create Telework/Flex Work (Employee) (9106)
H B L

Personnel No.  |12345678 Name Sample Employee

PersArea |1630 Consolidated Technology Sves EEGroup 0| Permanent
EESubgroup |01 Monthhy(M) OT Exe. Status Active

12/31/9999

PSubarea |00JZ Agencywide
Start 02/01/2017 To

1 Flextime (EE)

ﬂ Compressed Telework/Flex Work (Employee)
Workweek (EE) Telework (EE) [ j

9 Flex work hours Flextime (EE)

Compressed Workweek (EE)

Flex work hours 00:00:00|to |00:00:00

29. Clickthe Enter (&)
button or pressEnter on
the keyboard.

FTips

1 Refer to theHRMS Data Definitions Resource Guiae pressF1in this field
for Telework (EE), Flextime (EE), Start Time, End Time, and
Compressed Workweek (EE) definitions.

1 HRMS automatically converts entries to th&lex work hours fields to
6 AOI AT 30AT AAOAG -EI EOAOU 4EI A8
OEi A EO | BRAbODEE OHA GEIRO0GMAS 12:00 am is

entered, it will default to 00:00:00 and you must overwrite the default

30. clickthe Save(H)
button.

OATl BA xEO&6 Octdnmndnm
& Infobype i oto Tas em e
31. completethe Copy piohpe EAt Lot Bowe Sstam K
& 4B Q@ SHE Do BE @m

Date Specifications
(0041) infotype.

Fields will carry over from
the previous infotype
record. Review allfields
and make applicable

Copy Date Specifications (0041)
HE AL

12345673
1630 Consolidated Technology Sves

Personnel Mo. Marne Sample Empioyee

Persrea EEGroup |0/ Permanent

PSubarea |00JZ) Agencywide EESubgroup 01| Monthly(M) OT Exe.. Status Active
Changes Start 0270172017 to 12/31/9939%
For each Date type, the S
. i . Date Specifications
following field is
d . Date type Date Date type Date
mandatory: 01| Anniversary Date 03/16/1989 02| Appointment Date Jo2/01/2017|154
1 Date 03| Original Hire Date 10/01/2011 04/ Prior PID 09/01/2005
05| Seniority Date 03/16/1989 07| Unbroken Srvc. Date 03/16/1989
32 Click theEnter (@) 15| Length of service 03/16/1985 12| prsnl HolidayElgbity 03/16/2006
button or pressEnter on 26| Prsnl LV Day Eigbky  |06/30/2009

the keyboard.

33. Clickthe Save()
button.

@ Tips
1 In HRMSyou are limited to 12 date types for each record.

Appointment Change Action - Transfer
Revised 02/27/17
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Appointment Change Action - Transfer (PA40) (cont.)

34. Completethe Create Create Basic Pay (0008)
Basic Pay (0008) & & & | Salryamount [fPaymentsand deductions
infOtype- Personnel No. 12345678 Name Sample Empioyee
The following field is e
mandatory: Start 02/01/2017| to 12/31/9999
1 Reason
Subtype 1} Basic contract
The following fields are Pay scale
conditional: Reason | g Cap.util.vl 100.00
- an - VI i 87.00 i
1 Cap.ut. i P e e
1 WkHrs/perlod PS group 66 Level |a Ann.salary §3,036.00 |USD
9 Next inc.
ﬂ Leve| W... Wage Type Long Text 0. Amount Curr... L., A.. Number/Unit Unit i |
ﬂ ANn. salary 1003 Pay Period Salary 2,626.50 Egg I :
1 Wage Type UsD 5
35. Clickthe Enter (&) ¥ Tips
button or pressEnter on 1 For field definitions and additional coding tips forReason, Cap.util.lvl ,
the keyboard. WkHrs/period ,Ann.salary, Ind.val., Next inc., andPS Area refer to theHRMS
Data Definitions Resource Guider pressF1 in these fields
36. Clickthe Save() 1 Cap.util.lvl is the percentage an employee is scheduled to work of a fiiine
button. schedule.

91 WkHrs/period is the average number of hours an employee works in one payroll
period based on 2,088 fulitime working hours in a calendar year.

9 Cap.util.lvl and WkHrs/period should be aligned.

9 Next Inc. is the date an employee is scheduled to move to a highsalary step
within the salary range of their current job class. This field is used as an override
when there are exceptions to the rules built into the system, or if an agency prefers
to manually enter this date.

findval. ET AEAAOAO x EA Opdyd indirectiydaluad or dirdeyd O
valued.

o Indirectly valued pay is derived from a salary schedule table and will
automatically update when salary schedule tables are changed.

o Directly valued pay is manually entered into theAnn.salary or wage type
amournt fields.

14EA Ai Dl T UAABS O tibnAi Hefaultthdsed ok thefiesiivoh6ABlanned
Compensation (IT1005) infotype.

T4EA xACA OUPA xEI 1 AAAEKkGdogee SBubdgiodph Wage
type 1003 is used for monthly, wage type 1001 is used for hourly, and wage Type
1006 is used for daily. Enter the correct wage type if the field is blank. You can
also enter wage types foiShift Difference and Assignment Pay.

37. Clickthe Exit (&) A caut
button to exit the action Caution

1 For the Personnel Administration Processor , this will mark the end of the
Appointment Change Actiorg Transfer action. Aftersaving, click the exit @)
button and transfer the Appointment Change Actiory Transfer packet to he
Payroll Processor who will continue the action.

Appointment Change Action - Transfer Page 10 of 20
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Appointment Change Action - Transfer (PA40) (cont.)

Menu Edit Favorites Extras System

38. _ThePayroll Processor &  PA40 2] a4 @
will continue the
Appointment Change SAP Easy Access

action from this point. 5
Start the transaction using El - @ EE'

the menu path or the

. & Y JEH e@a@ CHE DoH BEE @@
transaction codePA40. -
[@ |. Personnel Actions
&
39. %i 6A0 OEA A [FREEE=E
Personnel Number in the EAFIE
. ~ & person Personnel no. 12345678
Personnel no. field and + {H collective search help W
CI|Ck the Enter (@) button : ﬁif::;;i;m PersArea @ Consolidated Technology Svecs - EEGroup 0| Permanent
or press Entel’ on the PSubarea |00JZ Agencywide EESubgroup 01| Monthly(M) OT Exe.. Status Active
From
keyboard. =i Do not enter a From date.
Personnel Actions
Action Type Personn... EE group  EE subdg...
. New Hire =
40. Click the box to the left Change of Status -
. oncurrent Employment
of Appointment Change . ﬁmntmt Change |
Quick Hire
. Rehire - Quick Hire
41. clickthe Execute (&) i
n Rehire
bUtton to begln the Leave of Absence - Active
transaction. Leave of Absence - Inactive
Return from Leave of Absence
4 F 11 ;
@ siop
1 Payroll Processor - Do notput a From date in the field prior to executing
the transaction.
Appointment Change Action - Transfer Page 11 of 20
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Appointment Change Action - Transfer (PA40) (cont.)

&

-

42. Click theExecute info
group button on the Copy
Actions (0000) infotype.

JO0 @@ CHE stdod BE @@

Copy Actions (0000)

&2 I@Execute info group I £ Change info group

12345678
Sample Employee

Pers.No.
MName
Pershrea
PSubarea
Start

00JZ| Agencywide

Personnel action

Action Type

1630 Consolidated Technology Sves

IS T
I_rJz,frJl,ferl?J to

Appointment Change

EEGroup |0 Permanent
EESubgroup (01 Monthiy(M) OT Exe.. Status
12/31/9999

Active

Reason for Action 01  Promotion

Status

Employment Active -
Organizational assignment

Position 710251186 IT SPECIALIST 5

Personnel area 1630 Consolidated Technology Sves

Employee group 0 Permanent

Employee subgroup 01 Monthhy(M) OT Exempt

43. AnInformation
window will appear. dick
the Continue () button.

exists

44, Clickthe Next Record
(2) button until you
reach theCopy Add.
Withh. Info. U S(0234)
infotype.

Appointment Change Action - Transfer
Revised 02/27/17

[E Information x
A

=
0 I_Recorcl i5 not saved. Identical record already

-

4 2
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Appointment Change Action

45. complete theCopy
Add. Withh. Info. US
(0234) infotype.

The following field is

mandatory:
9 Empl. Override group

46. Clickthe Enter (&)
button or pressEnter on
the keyboard.

47. clickthe Save(H)
button.

48. Clickthe Exit (@)

button to exit the action.

Appointment Change Action - Transfer
Revised 02/27/17

- Transfer (PA40) (cont.)

& 4B @@ EBHE fDo8 BRE @
Copy Add. Withh. Info. US (0234)
B2
Personnel Mo. 12345678 Mame Sample Employee
PersArea |1630 Consolidated Technology Svecs EEGroup 0| Permanent
PSubarea |[00JZ| Agencywide EESubgroup 01| Monthiy(M) OT Exe.. Status Active
Start 02/01/2017| to 12/31,/9999
Overrides
Tax authority FED Federal Tax level L Federal

Supplemental method

Override amount

Qverride percentage —|No Tax
I Empl.override group :_||:|512_: \30-4902-00 Admin & clerimlj

Common Paymaster

" |Common Paymaster

& Tips

1 Empl. override group isthe7 T OEAOG6 O #1 1 PAT OAQEI
employee holds for a particular job.

1 Click the matchcodg(®) button to display all Empl. override group .

9 The Empl. override group must match your agency Business Area. In
this example, the employee is in Business Area 1630 (Consolidated
Technology Services). If the numbers do not match, it could cause
incorrect amounts of Medical Aid beig withheld from your employee.

& Caution

1 For the Payroll Processor, this will mark the end of the Appointment
Change Actiory Transfer action. Aftersaving, click the exit @) button
andtransfer the Appointment Change Actiory Transfer packet to he
Benefits Processor who will continue the action.

1 Review theUnemployment State (0209) infotype and make changes as
needed using transaction cod®A30.
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Appointment Change Action - Transfer (PA40) (cont.)

49. The Benefts Processor
will continue the
Appointment Change
action from this point on.
Start the transaction using
the menu path or the
transaction code PA40.

50. %1 6A0 OEA A
Personnel Number in the
Personnel no. field and
click the Enter (&) button
or pressEnter on the
keyboard.

S51. Click the box to the left
of Appointment Change .

52. Clickthe Execute (@l)
button to begin the
transaction.

Appointment Change Action - Transfer
Revised 02/27/17

Menu Edit

& PA40

Favorites

Extras

System

a i< E

SAP Easy Access

DO S]]~ ][]

& B Ie@@ CHE Dhod BAE @

7 |. Personnel Actions

REEEEE]
Find by
~ @ person

G ['ﬁ'] Collective search help

G ﬂﬂ Search Term

g ﬂﬂ Free search

Personnel no. 12345678
MName Sample Employee
PersArea |1630 Consolidated Technology Sves EEGroup |0| Permanent

Status  Active

PSubarea |00JZ Agencywide EESubgroup 01| Monthiy(M} OT Exe
Donot enter a From date.

Personnel Actions

Action Type Personn... EE group | EE subg...
New Hire —
Change of Status ~

Concurrent Employment
ppointment Change

Quick Hire

Rehire - Quick Hire

Separation

Rehire

Leave of Absence - Active

Leave of Absence - Inactive

Return from Leave of Absence

Q Stop

1 Benefits Processor- Do notput a From datein the field prior to
executing the transaction.

1 If there are no changes in benefits for the employee, you do not need to
complete the enrollment steps. For example, if the employee is
transferring to another position within their current agency and both
positions offer the same benefits there is no need to completthe
enroliment steps again because the employee is already enrolled in their

eligible plans.

@ Tips

9 Contact DRS(360.664.7200 www.drs.wa.gov) or refer to The Employer
Handbookfor more information about retirement plans.
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Appointment Change Action - Transfer (PA40) (cont.)

53. click theExecute info o dEIC@e@ CHRE 1000 AR @E

group button ontheCopy  copy Actions (0000)
Actions (0000) infotype.

& 2 N ErExecute info group &7 Change info group

Pers.Mo. 12340673

Name Sample Employee

PersArea [1630 Consolidated Technology Sves EEGroup |0 Permanent

PSubarea |00JZ Agencywide EESubgroup |01 Monthiy(M) OT Exe.. Status Active
Start [02;‘01;2017to 12/31/9999

Personnel action

Action Type Appointment Change -

Reason for Action 01|  Promotion

Status

Employment Active -

Organizational assignment

Position 710251186 IT SPECIALIST 5
Personnel area 1630 Consolidated Technology Sves
Employee group 0 Permanent
Employee subgroup 01 Monthhy(M) OT Exempt
54, Aninformation [ Information X

window will appear. dick
the Continue () button.

=
o LRecord is not saved. Identical record already
exists

55..Clickthe Next Record

(2)) button until you

reach theCreate General |_
Benefits Information
(0171) infotype.

Appointment Change Action - Transfer Page 15 of 20
Revised 02/27/17



Appointment Change Action - Transfer (PA40) (cont.)

56. completethe Create
General Benefits
Information (0171)
infotype.

Review the existing
infotype and make any
updates. If no changes are
necessary, click theNext
Record () button and
skip to step 68.

The following fields are

mandatory:

9 1st Program Grouping

9 2nd Program
Grouping

57. clickthe Enter (&)
button or pressEnter on
the keyboard.

58. clickthe Save(H)
button.

59. Cclick theContinue ()
button on the Possible
subsequent activities
box to begin the
Enrollment process

Appointment Change Action - Transfer
Revised 02/27/17

V] B eE@ SRHE BTmO8 EE @
Create General Benefits Information (0171)
B2

12345678 Sample Employee

1630| Consolidated Technology Sves EEGroup 0| Permanent

EESubgroup {01 Monthby(M) OT Exe. Status
12/31/9939

Personnel Mo. MName
PersArea
PSubarea |00JZ| Agencywide Active

Start 02/01/2017| fto

General Benefits Information

Benefit area U5 USA

I Tt
1st Program Grouping I_IELIGJ Eligible for Rtrmnt

2nd Program Grouping 01 State Employees

¥ Tips

{l 1st Program Grouping is used to determinefOE A Al D1 T UAA 8 G
plan eligibility. This fields defaults in as eligible for retirement To verify
that the position is eligible, use transaction cod®013D and click thegray
box to the left of Acct Assignment Features. If there is anXin the box
next to the Retirement Eligible field, then the position is retirement
eligible. If the boxis blank, the position is not retirement eligible.

1 2nd Program Grouping dA FET AO OEA AiI PI T UAABO
The value in the2nd Program Grouping field defaults from the personnel
area. You will need to update th&nd Program Grouping field if:

o An employee chooses a different plan.

0 The anployee type defaults to a code not consistent with the
System/Plan set up at hiring.

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

9 For a list of valid type codes for each retirement system s@éne Employer
Handbook- Type Codes

[= Possible subsequent activit... X
I .\
¢ Enrolled on l_02/01./2017J
Terminated on 01/31/2017
Automatic Plans
Default Plans
All plans
Add. functions 02/01/2017
Plan overview

Enroliment Form
Particip. Monitor

% E
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Appointment Change Action - Transfer (PA40) (cont.)

60. Review the existing
enrollment and make any
updates. If no changes are
necessary skp to step 68.

61. cClick theGet offer
(Z_5=to )y putton on
Enrollment .

62. Click the appropriate
Savings Han.

Appointment Change Action - Transfer
Revised 02/27/17

~fdE Q@@ CHE D40 BER @m

Enrollment

_m| Selection set Enrol

Name Sample Employee o [02/01/2007 (8] [£ overview
Personnel no. [
Offer selection
ID number E pincfom [3 General Notice |4
Possible affers Enrolment period
[® select | Retirement Enrolimnt 01/01/1800 - 12/31/9999

&]F]I[ZL) (& . [E]a]

B Pers.... | Name...
12345678 Sample Employee

Retirement Enrolimnt
‘@ Enroll ”E Costs "L@' Undo selection ||§”§H||ﬁ§§ Error List
Plan Status | Validity period Acti...

* PERS 2 @ 02/01/2017 - 12/31/9999

¥ Tips

1 After clicking the Get Offer button, HRMS will identify all plans that the
employee is eligible to participate.

1 For aPlan 3 employee transferring between employers (business areas),
choose the appropriate plan (PERS, TRS, or SERSO) with the rate option of
(zero) to begin the 90 day choice period. This will place the employee on thé
70-day/90-day default report.

Q Stop

9 Refer to the Department of Retirement Systems to determine the appropriate
retirement plan selection for the employee, oiThe Employer Handbookfor
more information about retirement plans.
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Appointment Change Action - Transfer (PA40) (cont.)

©3. Enter the retirement
deduction amount in the
Pre-tax Contribution
Semimonthly
Percentage field on the
on Maintain Savings
Plan screen.

The following field is
mandatory:
1 Percentage

64. Clickthe Accept
(& Accent) putton. This
will bring you back to the
Enrollment screen.

Appointment Change Action - Transfer
Revised 02/27/17

[ Maintain Savings Plan

Pers.No. [12345678 Sample Employee
Plan FERS 2
Start 02/01/2017| - |12/31/9999

["|Stop participation in period

Contribution regular ]

Pre-tax contribution Semi-monthhy

Amount 0.00|USD [_]Pre-Tax Rollove
Percentage
Units 0x 0.00 UsSD

Post-tax contribution Semi-monthly

Amount 0.00|USD []Start Pst-Tax I
Percentage 0.00
Units 0x 0.00| USD

° Stop

9 Do not leave thepercentage field blank or HRMS will not take any

deductions for retirement.
Y Tips

1 If you do not know the correct plan contributionpercentage HRMS can
prompt you. Click in the percentage field and enter any humband
press the enter button on your keyboard. You will receive an Error
Message in the status bar telling you what the correct contribution

percentage should be for the selected plan.
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Appointment Change Action - Transfer (PA40) (cont.)

65. Click the Enroll
(©_Ert ) putton on the

Enrollment screen

66. Clickthe Enroll
(% Enmol ) putton on

the Confirmation of
Selected Actions screen

67. Clickthe Continue
([Continve |y putton. This
brings you back to the
Enrollment screen.

Appointment Change Action - Transfer
Revised 02/27/17

[& Enrolment Edit Goto System  Help

FdEHICGG SHE DDO0 RE @

Enrollment
. Direct selection |~ Selection set Enrol
Name Sample Employee on  [02/01/2017 2 overview
I T
Personnel no. |
& =
Offer selection
ID number lG Get offer ][Q Print form ][Q General Motice JQ Error list
Possible offers Enroliment period
{@ Select ] Retirement Enrolmnt 01/01/1800 - 12/31/9999

&F)[E.)[& J @[]

B Pers.... Mame...

12345678 Sample Employee

Retirement Enrolimnt

Costs ﬂ@ Undo selection I{@ Error List

Plzn
~ 401(a)

* PERS 2 =] 02/01/2017 - 12/31/9999

[= Confirmation of Selected Actions x
List of Plans

Activity Plan From To

Change PERS 2 02/01/2017 12/31/9999 =«

[= Enrolment

o Enroliment completed successfully

I Continue 'Q Confirmation

Status  Validity period Acti...

& Tips
9 The Confirmation button is not configured for use by the State of
Washington at this time. However, agencies may use this as a

confirmation.

confirmation of enrollment. Click Confirmation if youwish to print the
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Appointment Change Action - Transfer (PA40) (cont.)

68. Click the Back ©)
button to exit the
enrollment process. The
Possible subsequent
activities window will
appear.

69. Clickthe Cancel (
button on Possible
subsequent activities.
This will return to the
Personnel Actions
screen

70. You have successfully
completed the
Appointme nt Change
Action —Transfer
procedure.

Appointment Change Action - Transfer
Revised 02/27/17

[

G qa CHE 8080 BF @m

Enroliment

./ Direct selection | Selection set Enrol

Name Sample Employee on [02/01/2017[f8] [£ Overview
o T — -
Personnel no.
L =
Offer selection
1D number |7 Getofter [ prntform |2 GeneralNotice |45
Possible offers Enrolment period
@ Select | Retirement Enrolmnt 01/01/1800 - 12/31/9999

(&][F] [Z1.] [& . &)

-~ Pers....

Mame...

12345678 Sample Employee

Offer

[ Possible subsequent activit... X
= Enrolled on ba2s01/2017
Terminated on 01/31/2017

) Automatic Plans
") Default Plans
Al plans

Add. functions 02/01/2017
“IPlan overview

_JEnrolment Form

) Particip. Monitor

vE]

il

@ Tips

For a new retirement eligible employee, upon completiof the enrollment
process, immediately update the Plan Choice code on tBavings Plans
(0169) infotype to place the employee on the 7@ay/90 -day default report.
Refer to theRetirement Plan Choice Coding during 90 day period (New Hire)
user procedure located in theOLQR
Once tle employee submits their completed DRS member information form
designating their plan choice during the 96day period, complete one of two
user procedures:
o If the employee chooses to stay in Plan 8e theOLQRuser procedure
for Retirement Plan Choice Code Chosen Plan or Defaulted to Plan 2.
o If the employee chmses Plan 3 see theOLQRuser procedure for
Retirement Plan Choice Code Chosen Plan or Defaulted to Plan 3.
New PERS employees are enrolled in Plan 2 and will default to P3, Rate A
WSIB invest manager if no plan is chosen within the 98ay period.
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