Title: Supersede New Hire or Rehire Action_ Employee Not Paid (PA40)

Supersede New Hire or Rehire Action_ Employee Not Paid Transaction Code:
(PA40)
Purpose Use this procedure to supersede a new hire action or rehire action for an employee

Trigger

Prerequisites

End User Roles

who is entered in HRMS but has not started work.

Perform this procedure when a new employee or rehire is entered into HRMS but
never started work.

e A New Hire action or Rehire action was completed for a new employee.
e Employee did not start work.

In order to perform this transaction you must be assigned the following role:
Personnel Administration (PA) Processor, Payroll Processor, Benefits Processor, and
Time & Attendance Processor

Change History

Date Change Description
12/27/2012 Procedure updated to match current system
Menu Path Human Resources = Personnel Management - Administration - HR Master Data

Transaction Code

- Personnel Actions

PA40
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Title: Supersede New Hire or Rehire Action_ Employee Not Paid (PA40)

The system may display three types of messages at various points in the process. The messages you see
may differ from those shown on screen shots in this procedure. The types of messages and responses

are shown below:

Message Type

Description

Error

&

Example: e Make an entry in all required fields.

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

Warning

®

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

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

@ (Enter) to validate and proceed.

Confirmation

00[’Q

Example: & Save your entries.

Action: Perform the required action to proceed.
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Title: Supersede New Hire or Rehire Action_ Employee Not Paid (PA40)

Procedure

e The Personnel Administrator Processor notifies the Time and Attendance Processor
that the employee never started work.

e The Time and Attendance Processor performs one of the following:

If Then
The employee’s time is 1. Enter an absence into CATS for the number of hours the
reported as negative time employee was scheduled to work on the first day of
reporting, employment using Absence Type 9033 LWOP- Other.

(See procedure Enter Absences)

Example: If the employee was scheduled to work 8
hours, enter 8. If the employee was scheduled to work
10 hours, enter 10.

2. Notify the Personnel Administrator Processor, who
will continue this process.

The employee’s time is Notify the Personnel Administrator Processor, who will
reported as positive time  |continue this process. (There is no time to enter into CATS).
reporting,

1. Start the transaction using the above menu path or transaction code PA40.
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Title: Supersede New Hire or Rehire Action_ Employee Not Paid (PA40)

=
| HE Master Data  Edit Goto

@

Extras Lltilities Settings  System  Help

JH @@ S HE Dhon BE

Personnel Actions

Personnel no.
From

Personnel Actions

Action Type

rew Hire

Change of Status
Concurrent Employment
Appointment Change
Cluick Hire

Fehire - Quick Hire
Separation

Rehire

Leave of Absence - Active

Complete the following fields:

Leave of Absence - Inactive
Return from Leave of Ahsence

FPersonn... |EE group  |EE suhgr...l
[4]

|[«]

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

Field Name R/O/C | Description

Personnel no. R The employee’s unique identifying number.
Example: 40000642

From R The effective date of the action.

Example: 12/16/2012

Click the box to the left of "_I

~ to select.
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Title: Supersede New Hire or Rehire Action_ Employee Not Paid (PA40)

=
HRE Waster Data  Edit Goto  Extras  Utilities(W)  Settings  System  Help

VI 3 AHICEQ CHE DL HE @
Personnel Actions

D

Personnel no. 40000842

Name  |[PADDY LUCY |

FPersfrea |3021 | DSHS Fegion 1 EEGroup . Permanent

FSubarea |0001 | Mon Fepresented EESubgrDup’ﬁ‘M—DT Elig=d0hrsiwlk  Status  Active
From 1241672012

Action Type FPersonnel |EE group  |EE subgr

Mew Hire

Change of Status
Concurrent Employment
Appointment Change
Ciuick Hire

Fehire - Quick Hire
Gepean ]
Rehire

Leave of Absence - Active
Leave of Absence - Inactive
Return from Leawve of Absence

N — T | T =

Click ﬁ (Enter) to validate the information.

Click @ (Execute) to execute the action.
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5.

=

Infatype  Edit Goto

&

Title: Supersede New Hire or Rehire Action_ Employee Not Paid (PA40)

Extras  System Help

3 A8 ea@  CEE SO EE @

Copy Actions (0000)

DD |® Execute info group ||¢9 Change info group |

Pers.Mo. 40000642
Marme FADDY LUCY
PersArea |3021 | D3HS Fegion 1 EEGroup O Permanent

PSubarea 0001 | Mon Represented  EESubgroup |06 | M-0OT Elig=40hrs/wk  Status  Active

Start

8 [=)to 1231/9989

Fersonnel action
Action Type
Reason for Action

Separation B
{83 End of Appt - Erraneous Appt |

Status
Employment

Withdrawn E

Organizational assignment

Position
Personnel area

71004328 OFF ASST 3
3021 D5HS Region 1

Employee group o Perrmanent

Employee subgroup 6= M-OT Elig=40hrsfuk

Additional actions

Start Date |Act. |Actinn Type |ActR |Reasnn far action

L]l

Complete the following fields:

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

Field Name R/O/C | Description
Reason for R It stores the reason that an action has been performed.
Action

@ Click the (Matchcode) to open the selection list.

Example: 09- End of Appt — Erroneous Appt

Click @ (Enter) to validate the information.
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8.

Title: Supersede New Hire or Rehire Action_ Employee Not Paid (PA40)

On the Edit Menu, click Maintain Text

=
Infotypef Edit [Soto  Extras  System  Help
& Create 5@ SHE anon R @m
Change
Copy At ~
i Copy
I:H:I Delete # Change info group |
| Maintain tesxt F3
Pers.Mo. —
—  Display text
Name [
PersArea |_; %nce - EEGroup . Permanent

P5ubarea |0001 | Non Represented EESubgrDuplﬂM-DT Elig=40hrsfwhk  Status  Active

start 121702012 fo 12431795588

Fersonnel action

Action Type |Separatiun EI|

Feason for Action | | End of Appt - Erronecus Appt

Status

Emplayment Withdrawn 3|

Organizational assignment

Fasition 1004823 OFF ASST 3

Fersonnel area 021 DSHS Fegion 1
Employee group IE‘ Fermanent

Employee subgroup lﬂ W-OT Elig=40hrsfmk

Enter a note in the Infotype Text.
=
Table Edit Goto Utilities(h] System  Help

& | B AH | C@ @ D EE
Infotype Text

I I 0 2 ] R ) 3 [

The employee did not start work.
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Title: Supersede New Hire or Rehire Action_ Employee Not Paid (PA40)

Click (Save) to save the Note.
=
Infotype  Edit Goto Extras  System  Help
E o ﬂ@@&l@[ﬁ][ﬁl@@ﬁ@l@l@
Copy Actions (0000)
DD |@ Execute info group ||s§7 Change info group |

Pers Mo, 4A000642
Marne PADDY LUCY
PersAres 3021 DSHS Region 1 EEGroup | @ Permanent

PSubares 0001 | Mon Represented  EESubgroup (B8 | M-0OT Elig=40hrsiwk  Status  Withdrawn

012 m 12431/9999

Personnel action

Action Type Separation el

Feason for Action a9 End of Appt - Erroneous Appt

Status

Employment Withdrawn El

Organizational assignment

Fosition 89995359 Integration: default posi
Personnel area 3021|  D3SHS Region 1

Emplovee group o Ferrmanent

Employes subgroup of W-OT Elig=40hrsiwk

Additional actions

Start Date |A|:t. |A|:tinn Type |Ac:tR |Rea5c|n for action |
1272012 U5 Separation 09 End of Appt - Erroneous Appt ﬂ

Click & (Enter) to validate the information.

]
Click (Save) to save. Continue the Separation action as described in the Separation Action
procedure.
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http://www.dop.wa.gov/SiteCollectionDocuments/Payroll/HRMSSupport/TrainingAndOLQR/UserProcedures/Separation_Action.pdf
http://www.dop.wa.gov/SiteCollectionDocuments/Payroll/HRMSSupport/TrainingAndOLQR/UserProcedures/Separation_Action.pdf

Title: Supersede New Hire or Rehire Action_ Employee Not Paid (PA40)

12. If Then
The employee was paid Follow the procedure Warrant Cancellation or ACH Reversals to
complete this transaction.
The employee was not You have completed this transaction
paid
Results

You have superseded a new appointment of an employee.

Comments

None.
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