Chapter 5 External Actions

z Process an External Hire

Do this when it becomes necessary to place a new GS/WG APF funded employee, a
Military Assigned Employee or an employee of a civilian recreation fund or similar
NAFI into our Human Resources system. Only certain key elements will be captured for
these employees. The procedure as shown below will explain to the user how this is to be
accomplished. These employees will NOT be paid through the ADP payroll processing
system. This information is for record keeping and reporting purposes only. It will be
necessary for the NAF personnel office to obtain a copy of the current and all subsequent
SF-50s from the Appropriated Funds Human Resource Office (HRO) to perform this
input and to keep it current. In addition, certain information for a Military Assigned
person will also be crucial to keeping our HR system up to date. To save time later in the
procedure, have the position number available before you start.

Menu Path:  HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION > HR MASTER DATA > PERSONNEL ACTIONS

Transaction Code: PA40

HE taster Data Edit Goto Extraz  Utilities  Settings  Systern Help

& || DIhcae | CMkE nnon BE @
&>
Personnel nio. A
Frorm azse1/2001
Action lype Perzonnel ari EE group EE zubgrou ﬁ
Mews Hire =
Change in Position / Transfer —
Fultiple Pasition Azzignment
Separation

Fehire

Leave of Abzence

Fieturn from Leave of Absence

Adjustrent in Pay

Fetirement

External Hire
External Separation E2

1 [»]

L

Field Name Description R/O/C | User Action/Values

Personnel Number | Leave blank C If there is a number in the field,
Blank it out! The system will
generate the new number.

From date Hire Date R Enter the external hire date

Action type The type of action R Highlight the External New
Hire action type
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Select the execute icon

The screen will roll to infotype 0000 — Create actions

™ Create Actions

Infotype  Edit Goto  Ewxtraz  System  Help

@ || D0 eee Dk anan A @
] @ A? & Change info group
Pers.no.
Frarn ez/se1/2001 to |12f31f9999
P | action
Action type IExlemaI Hire LI
Feason for action Iﬁ
Status
Ermplayment I Inactive ;I
1]
Position |1 00683159
Personnel area |1 202
Employee group IE
Employes subgroup D}S ﬂ
Start date Act. | Action type ActR Reason f.action E
Kl | D] |
Field Name Description R/O/C | User Action/Values
Action type External Hire R Will default from previous
screen
Select the appropriate code
Why is the action using the dropdown arrow
Reason for action | being performed R 01 - GS/'WG

02 — Civ NAFI
03 — Military Assigned

Employment User defined R The field will default “Inactive”
no entry can be made
You may enter the position, if
known or select from the drop
Position Enter the new 0] down arrow. See the table on

position

the next page for the position
numbers for Military
Assigned personnel.
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Click on the Green Check mark E or the Enter key to validate personnel areas

The assigned area of
the position within

Will default in from the position
number selected and will

Personnel area the organization R represent the entity (location) to
which the position has been
assigned.

The assigned group Will default to E for external
of employees the and will represent the

Employee group employee will be R employee’s employment

assigned to category, i.e. NF, NA, GS (E),
etc.
The assigned This field will default based on

Employee subgroup for the R position number. If military

subgroup employee assigned, default entry is MA,

GS for GS.

Table: SAP Position Numbers for Military Assigned Personnel

Military Assigned Personnel
PSA Location SAP Position number
1019 Mayport 99999998
1034 Jacksonville 99999997
1171 QOLSO, NW 99999996
1173 N. Sound 99999995
1174 E. Sound 99999994
1287 W. Sound 99999993
1292 Kings Bay 99999992
7900 Headquarters 99999991
8019 VQ — Mayport 99999990
8034 VQ — Jacksonville 99999989
8172 VQ -NW 99999988
8292 VQ — Kings Bay 99999987

Press the Enter button

]
icon _— _ to save the transaction.

to validate the fields on the screen and then press the Save

The result of saving the infotype is that the screen will now show the next applicable

infotype 0002 — Create Personal data
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™ Create Personal Data

Infotype  Edit Goto  Esxtraz  System  Help

@ | FlBcae CHE anaa AE @
B
Personnel no fo1 Statuz Inactive
From 01/15/1970 To 1273179999

Name

Form of addr M3 =

Last name ASPAINI

First name MaR1A

Middle name ANTONIO

Designation 'l

Sufix 'l

Mame MaRLA ASPAINI

HR data

55N Gender

Birth date |n1.r15f19?n @ Female O Male I TBD
Comm.lang. I English d

M ar. status Si

NOTE: According to the United States Postal Service Sorting Facility all

/

code and the last four.

names and addresses must be entered into the system using upper case letters
and NO punctuation except the hyphen between the first five numbers in a Zip

Field Name Description

R/O/C

User Action/Values

Form of address

You may enter the employee’s
form of address, i.e., Mr. Ms,
Miss, etc. It will be validated
in the gender field

Last Name Last Name

Enter the last name (All Upper
Case)

First Name First Name

Enter the first name. (All
Upper Case)

Middle Name Middle Name

Enter the full middle name (per
DOD instructions). (All
Upper Case) If unknown,
enter “NMN”.

Designation

Employee’s military rank. Is
required for Military Assigned
employees.
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If you wish, you may enter the

Suffix employee’s title, i.e., Jr., 111,
and Sr.
SSN Social Security Enter the number with or
Number without dashes.
Employee’s date of Enter the DOB in either of
Date of Birth birth these two forms: 120161 or

12/01/1961

Comm. Lang.

The language in
which the employee
prefers to
communicate.

Field will default English. It
may be changed.

Enter the marital status directly

Mar. Status Marital status or use the dropdown arrow to
select
Enter the employee’s gender.
Gender Gender TBD cannot be used according

to DOD regulations.

Press the Enter button
)

icon _—  to save the transaction.

Human Resources
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The result of saving the infotype is that the screen will now show the next applicable
infotype 0001 — Create Organizational Assignment

™ Create Organizational Assignment

Infotype Edit Goto Extras  System  Help

@G|l FlBec@ 2ME anaa AE @
N | Org Structure
Perzannel no Fil] Statuz Inactive
55N
Fram lm ta Im
Enterprize structure
CoCode 1202 MwR SUBASE KINGS BAY
Perz.area E Kingzhay Subarea 1292 Kingzbay
Cost ofr 222 1 RACKMROLL FOOD G/A
Personnel structure
EE group IE External Payr area IF Man-Payrall
EE subgioup  |BS G5 /WG
Organizational plan
Percentage lm Assighment
Pasition [h18883159 | Rec Spec
Recreation 5 pecialist
Joh key [1o001286 N 013804
Recreation 5 pecialist
Ezempt IE
Org. urit lm Fec/taint
Recreation / Maintenance D ..
Org key I—
Field Name Description R/O/C | User Action/Values
CoCode Company Code R Will default based on the
position
Pers Area Personnel Area R Will default based on the input
to infotype 0000 action.
Cost Ctr Cost Center R Will default
Subarea Personnel SubArea R Will default based on the input
to infotype 0000 action.
EE Group Employee Group R Will default based on the input
to infotype 0000 action.
EE SubGroup Employee R Will default based on the input
SubGroup to infotype 0000 action.
Payr Area Payroll Area R The field will default Non-

Payroll. Do Not Change!
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Percentage of the
Percentage employee’s time R The field will default in
assigned to the

position number

Defaults the position number.
It should be on the new hire

Position Position number R paper form or determined prior
to the hiring action being
executed.

Will default based on the input

Job Key Job Key R to infotype 0000 action. It

represents the pay plan, job
series and grade/level.

Will default based on the input

Org Unit Organization unit R to infotype 0000 action. The
assigned field represents the department
the position reports to.
Org key Organization key R Will default based on the input
assigned to infotype 0000 action.

Press the Enter button

]
icon _—  to save the transaction.

to validate the fields on the screen and then press the Save

Note: If hiring a military assigned person, you will receive the following warning

message. Select | @ | to close the message window. Save the next screen
“Integration Relationships.”
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The next screen will show the next applicable infotype 0006 — Create Addresses

= Create Addresses

Infotype Edit Goto Extras Swystem  Help

@ | Zglece cukienas B3|
Q a A? | Foreigh address
Persornel no IW Name m Status Active
EE agroup IT MA Perzonnel ar ﬁ Morthweszt Region kMwH
EE zubgroup CG Flex Continuing S5M .
From lm ta lm
Add
Address ype Permanent Residence ;I
c/o
Address line 1 888 SMITHFIELD LAME
Address line 2
City/county JACKSONYILLE BEACH
State/zip code IT IW
Country key IUSA ;I
T elephone number lm m
Communications I i’_
l_
l_
l_

NOTE: According to the United States Postal Service Sorting Facility all

/ names and addresses must be entered into the system using upper case letters
and NO punctuation except the hyphen between the first five numbers in a Zip
code and the last four.

After making the entries required, Press the Enter button‘ @ to validate the fields on

]
the screen and then press the Save icon - =" to save the transaction.
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The result of saving the infotype is that the screen will now show the next applicable
infotype 0007— Create Planned Working Time

™ Create Planned Working Time

Infotype Edit Goto  Extras  Swskem  Help

|& || B DMK anan BE| @
“ E a A? Work schedule

Perzonnel no I Fo23 Mame IGDUERHMEHT SERUVICE

EE group IE E aternal Perz area |1 292 MwWR KIMGS BaY

EE zubgroup IE GS AwWih S5M | | Status Inactive

From ||ns.r1u.rznnz * To |12;3139999

-WwWork schedule rule

L3

Work, schedule rule EXT

-Working time
E mployrent percent 188.88
D aily warking hours a.88
weekly working hours a.88
tanthly working hrs g.008

Annual working hours -

s

wheekly workdays -

The Work Schedule rule field will default to EXT- External Schedule.

No entries are required but check that the Employment percent is 100%. Press the Enter

. . =)
button ‘ to validate the fields on the screen and then press the Save icon to save
the transaction.

The result of saving the infotype is that the screen will now show the next applicable
infotype 0008 — Create Basic Pay

Human Resources 10



Create Basic Pay

™ Create Basic Pay

Infatype  Edit Gaoto Wage types Exstraz  Sestem  Help

&l DBlece DMk o000 DR @
" A? | Salary amount FPayments and deductions
Persannel no 761 Name [MARTA A Status Inactive
EE group [E Exemal Personnel ar 1292 Kingsbay
EE sibgioup  |BS G5 /WG 55N |
From Im ta Im
Pap scale
Reazon Iﬁﬂ Mo reason Cap. util m
Type |H Mawy Mwh \wikHrs/period 88.26 [Biweskly
hrea [ez  ac1ss
Group [6s 03 Level [os Annual salary [ 0.80 [usp
Wagd W age type name Of Amount Currend Ind Ad Humber Unit T
1818 Hourly Rate - MWER uso |1 |
=
=
« [»]
10 [02/01/2001 - [12/31/9999 4| } | 8.88 [usb
Field Name Description R/O/C | User Action/Value
Reason Reason for the R Use the drop down arrow to
action with this make your selection
infotype
Type User defined R Field will default in
Area User defined R Field will default in
Enter the employee’s grade.
Group User defined R Use the dropdown arrow for
your selection. (Example: MA
00 for military assigned)
Level Level of Pay R Will default based on the entry
in the Group field.
Hourly Rate Enter the correct O Enter if available, if not leave
rates for each of the blank
types listed

After making the entries required, Press the Enter button

the screen and then press the Save icon

Human Resources
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The result of saving the infotype is that the screen will now show the next applicable
infotype 9001 — Create DOD/MWR Specific Data

™ Create DOD / MYWR Specific Dakta
Infokbype | Edit Goko  Extras Swstem  Help

& || i = e B I R s R e ey R )
% =2 =
Personnel no 9938 M anme BEAFY ALPHABET
EE group |E E=temnal Fers.area 7288 MwR HEADQUARTERS
EE subgroup IE GS /Wi 55K § Status Inactive
Start [03/01/2003 %| to [12731/9909
- Union eligibility
Bargaining unit eligibility code Y Mon Supervizon
Bargaining unit member status Iﬁ Mot Member of B argaining L nit
- Hetirement Information
R etirement plan code IE Civil Service Retirement System [CSES)
Retirement certificate number I
Savings plan F Thrift S awings FPlan
Fortability of retirement election IE Elected to remain in a civil service retirerment plan
Fortability of benefits status code F Covered by P.L. 101-502
- Position Information
Fozition sensitivity F Mon-5 ensitive
Supervizor pozition Iﬁ
Local PO number I
- Mizcellaneous Notes
|
Field Name Description R/O/C | User Action/Values
Bargaining Unit Bargaining Unit R Use the drop down menu to
Eligibility Code code complete the selection
Bargaining Unit Member of a R Use the drop down menu to
Member Status bargaining unit? complete the selection
Retirement Plan Which retirement R Use the drop down menu to

Code system? complete the selection

Retirement Retirement Plan O No entry required. Field is

Certificate Certificate Number maintained at the Headquarters

Number level.

Savings Plan What savings plan R Use the drop down menu to
was elected? complete the selection

Portability of Is the Retirement R Use the drop down menu to

Retirement plan portable? complete the selection

election

Portability of Benefits Portable? R Use the drop down menu to

Benefits Status
Code

complete the selection.

Human Resources

12




Position Sensitivity | Position sensitive? R Use the drop down menu to
complete the selection
Supervisor Supervisory R Use the drop down menu to
Position position? complete the selection
Local PD Number | For local HR use O Enter PD number if required
by local HR.
Enter information as free text
Misc. Notes O that relates to Drawing NAF

retirement and the NAF
retirement #

After making the entries required, press the Enter button

screen and then press the Save icon

E to validate the fields on the

— _ to save the transaction.

The result of saving the infotype is that the screen will now show the next applicable
infotype 0077 — Create Additional Personal Data

™ Create Additional Personal Data

Infotype  Edit Goto  Extraz  System  Help

& | e ec@e@ M anan AR @
(==
FPerzonnel no fo1 Marne MARIA A. Status Inactive
EE group IE Esternal Perzonnel ar 1292 Kingzbay
EE subgroup [es G5 we 55N ferereems
From [e2/01/72081 To [1273179999
Additional personal data
Ethnic origin IWhite-N ot Hizpanic Origin LI
Military =tatus Iaﬂ
Field Name Description R/O/C | User Action/Values
Ethnic Origin Will coincide with R Use the drop down menu to
the DOD listing complete your selection
Military Status Either veteran or R Use the drop down menu to

non-veteran

complete your selection

After making the entries required, press the Enter button

screen and then press the Save icon

Human Resources
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The result of saving the infotype is that the screen will now show the next applicable
infotype 0041 — Create Date Specifications

™ Change Date Specifications

Infotype Edit Goto  Estras System  Help

& || B eae | 2HE anaa AE| @
|ae e
Fersonnel no 761 Mame IMHHIH A.. Status Inactive
EE group IE External Perzannel ar 1292 Kingsbay
E suftimaus [65 Gs/wG 55M

From IBZ/B1/2BB1 ﬂ ta |12/31/9999 Ching |B1/31/2Bﬂ1 IHQ_P65?F2

D ate Specifications

[ate type Date Date type Drate

IH Original Hire: Date Im IE Service Comp Date Im
IH Civilian Service m I_ |
[ - [

[ r [ r
[ [ [ [
[ I [ [

All of the fields as shown on this infotype are optional and there is no need to maintain
this infotype for External employees.

Press the Enter button to validate the fields that are defaulted on the screen and then

]
press the Save icon - =" to save the transaction.

The next infotype is 9005-Create Kronos Information.
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NOTE: If the employee will use Kronos to record their time or if they will be
managing timecards for other employees the Kronos information will need to be
completed. If this is not the case click in the “No Badge Necessary” box.

™ Create Kronos Information

Infotype Edit Goko  Extras  Swsktem Help

& || SlE @@ MR DDon BA|@
=R
Fersannel no I o038 M arne IBEFIF'u' ALPHABET
EE group IE External Fers. area I?? aa  wwH HEADQUARTERS
EE zubgroup IGS GS /Wi SSM . Status Inactive
Start IBEJ’EﬁJ’ZBBE ko |12..|’31..|’9999
r Kronos Information
Kronos Badge Mumber |1 20469887 [T MoBadge Mecessany
Terminal Group IGLH_LIBERT'u'
Local Labor Lewvel IS anzZeaaez22
Perzan Tupe E
kronos logon IGLH_BI’ILPHI’IBE
Access Profile II"IFINFIGER 2
Labor Lewvel Set IFLH OUTDOOR ﬂ

Field Name Description R/O/C | User Actions/Values
Kronos badge Kronos badge C Enter the KRONOS badge
Number number number. Entry is required for

KRONOS. If KRONOS is
not used, select the No
Kronos System checkbox.

Kronos Terminal
Group

Kronos Terminal
number

C Enter the Terminal Group from
the dropdown menu. Entry is
required for KRONOS. If
KRONOS is not used, select
the No Kronos System
checkbox.

Person Type

Person Type

C Enter the Person Type from the
dropdown menu. See
explanation below.

Kronos Logon

Kronos Logon

C This field will default.

Access Profile

Access Profile

C Enter the employee’s profile
from the dropdown menu. See
explanation below.

Human Resources
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Labor Level Set Kronos Labor C This will only be added to
Level Set managers to tell KRONOS
which group of employees the
manager will administer.
Select from the dropdown
menu.

- E Kronos Person Type

Pers Type |Short text

TK Employee

Prof Employee
Manager

Types 1, 2, and 3
Types 1 and 3

U'I.EI:AJMI

TK Employee — punches in and out at a timekeeper terminal or paid by schedule. Not a
manager or a timestamp employee. Only choose this option if the employee is not a
manager or timestamp employee.

Prof Employee — enters time via timestamp, but not responsible for managing other
employees time.

Manager - ability to edit and maintain employee data within Workforce Central. This
option may be used for GS managers who are not also timekeeper employees (they don't
use Kronos to record their time, they just log in to manage their employees)

Types 1,2, and 3 - An employee who enters time via timestamp who is also a manager.
Types 1 and 3 - A timekeeper employee who is also a manager. These employees could

clock in using terminals or are paid by schedule. They are also responsible for editing
and approving timecards for their employees.
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- * Kronos Function Access Prol

Ix

Access Profile
r %

EMPLOYEE

MAMAGER 1
MAHAGER 2
PAYROLL
TIMEKEEPER

Employee — for Time Stamp employees only.

Manager 1 — will be able to approve timecards, but cannot sign off.
Manager 2 — will be able to approve and sign off timecards.
Payroll — used for payroll employees.

Timekeeper — will be able to edit timecards, schedules, but cannot sign off.
Note: Employee must have either a Kronos
badge number or have the “No Kronos Necessary” box checked.

]
Press the Enter button and Save - the transaction.

Information [ x|

1

Record created

Yy ok, (&) Help

The key master data is captured on the external employee and the External Hire is
complete. The employee has been given a SAP Personnel ID Number and the employee
information can be accessed in the system.
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z Process an External Change of Position

Do this when it becomes necessary to move a GS/WG APF funded employee, a Military
Assigned Employee, or an employee of certain Civilian NAFIs into a new position within
MWR. Only certain key elements will have been captured for these employees. The
procedure as shown below will explain to the user how this is to be accomplished.

Menu Path: HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION > HR MASTER DATA > PERSONNEL ACTIONS
Transaction Code: PA40

= personnel Actions
HR Masker Data Edit Goko

Extras LIEilities Setkings Swskem Help

& || -l m e@a @ | 2 ;. oa s | EE
By

Fersonnel no. Fa2d =1

Marme GOUERMHHMEMNT SERUICE Status [ inactive

EE aroup [E  Estermal Pers.area 1292 bwh KINGS By

EE subgroup IGS GS £ WG Cost center 175 GEMRBLFURLEC FEI
From ag/ 15,2002

Action bvpe Perzonnel an EE group EE subgrou

MHewvs Hire:

O

Changes in Fosition

FAultiple Position SAssignment

Separation

Fiehire

Leawve of Absence

Return from Leave of Abhsence

Adiustrent in Pay

R etirerment

E=ternal Hire

E =ternal S eparation

Lnnual Sppraizal

Cazh Awveard 4 Lump Sum FPapment

Option B R esignation

“Wested NAF o GS

E =termal Rehire

» |[External Change in Position

| IEN |

D ———

Field Name Description R/O/C | User Action/Values/Comments
Employee Either enter the personnel number
Personnel Number | Number R or use the drop down arrow to
select.
From The From date R Date of the Position change
of the action
The type of Highlight the External change in
Action type action to carry R Position
out

Click on the Execute icon

Human Resources
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Screen: Infotype 0000 Copy Actions

™ Copy Actions

Infotype Edit Goto  Extras  Swstem

Help

&l O eee2HE anaa IR @
" fél a ‘2 | @Execute info group ﬂ Change info group
Pers.na. fo1
M ame IMHRIH ASPATIHNI
EE group IE External Personnel ar 1292 Fingsbay
EE sl [es a5 /we 55N
Fram ||E13!2l3f2ﬂl]1 ﬂ ta I12!31f9999
Personnel
Action lpe IExternaI Change in Pozition j
Reazon for action I'?_
Status
Employrnent I Ihactive j

Organizational azsi

Paosition

|1 0002654

Recreation Aide [vVouth)

Personnel area 1292  Kingshay
Employes group IE External
Emploves subgroup IE GS WG
Additional acti
Start date Aot | Action lwpe ActR | Reaszon f.action ﬁ
0342042001 22 Fultiple Position Azsignment m Multiple Pozition Azzignment o
] [*]
Field Name Description R/O/C | User Action/Values/Comments
Action Type The type of action R Field will default in “External
change of Position”
Reason for action R Enter the reason using the drop
down arrow.
Employment R Will default to “Inactive” and
will not be available to change
Must be blanked out. The
Position In the correct entry must replace the
Organizational existing entry. Use the drop
Assignment section R down arrow to select the new

position number.

Human Resources
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Personnel Area

This will default from the
previous position. Blank it out!
This will now default from the
new position upon pressing the
Enter key.

Employee Group This will default to External
This will default from the

Employee previous position and should be

Subgroup one of the External subgroups.

Use the drop down arrow to
select.

Press the Enter icon

to validate entries. You may or may not receive a warning

message stating that the previous record will be delimited (e.g., the end date of the last
action will now be populated with the From date of the new action.)

Save the transaction by clicking on the Save icon

The system screen will now roll to Copy Organizational Assignment.

Human Resources
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Copy Organizational Assignment

™ Copy Organizational Assignment

Infotype Edit Goto Extras  Sysktem  Help

@ || T Cco@ Mk anaa EEA @
EH B 2 | Org Structure
Perzonnel no Fh61 M ame MARIA A. Status Inactive
EE group |E E sternal Perzonnel ar 1292 Kingsbay
EE subgroup [65 GS /Wi 55N [
Fram a3/28/2001 ﬂ to |12f31f9999
Enterprize str
CoCode 1819 MW NaWSTA MaYPORT
Perz. area 16819 b apport Subarea |1 819 b appork
Cost cir 67 A GYM PROG

Personnel structure

EE group IE External Payr. area INP Mon-Payrall
EE subgroup IGS GS AWiG

Organizational plan

Percentage 186.88 Azsignment
Position 18082517 Rec Aide-Gym

Fecreation Aide [Gym)

Job key |1[1E1l]125!l MNF 01285 01

Fecreation Aide [Gym)
E wempt Iﬁ

Org. unit |1 aagi1818 Gym

Gyrmnasium

Org. key |1 292

NOTE: No entries are required on this infotype. Look over the fields and press the enter
key to validate.

A pop-up box will appear to create a vacancy for the External employee’s previous
position. Click on “Yes.” The date will default to system date. Change it to the date
of the position change.

E{

Save the transaction by clicking on the Save icon.

Any other information on an external employee will be maintained through the Maintain
Master Data — Transaction PA30.

NOTE: Kronos Information may need to be changed.
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z Process an External Separation

Do this when it becomes necessary to remove a GS/WG APF funded employee, a
Military Assigned Employee, or an employee from a Civilian NAFI from our Human
Resources system. Only certain key elements will have been captured for these
employees. The procedure as shown below will explain to the user how this is to be
accomplished.

These employees are NOT being paid through the ADP Payroll processing system. This
information has been kept for record keeping and reporting purposes only. It will be
necessary for the NAF personnel office to obtain a copy of the current and all subsequent
SF-50s from the Appropriated Funds Human Resource Office (HRO) to perform this
input and to keep it current. In addition, certain information for a Military Assigned
person will also be crucial to keeping our HR system up to date.

Menu Path:  HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION > HR MASTER DATA > PERSONNEL ACTIONS

Transaction Code: PA40

™ Personnel Actions

HE Master Data Edit Goto Eatras  Utiies  Settings  System  Help

& | Felecge cHe anan BEI@
&
Personnel no. 761 A
Name MARIA ASPAINI
EE group |E Extemal Perz.area 1292 FKingzbay
EE subgroup [6S G5/WE Cost center 222 RACKMROLL FOO...
From 8271572881
Action type Persannel arf EE group EE subgrou ﬁ
Mew Hire =

Chanhge in Position £ Transfer

Multiple Position Azzignment

Separation
Rehire

Leave of Absence

Return from Leave of Absence

Adjuztment in Payp

Fetirement

External Hire
Extemal Separation 3
« »

We have highlighted the line on the Action Types section for External Separation.

-

Click the Execute icon
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The next infot;ie is 0000 — Coi % Actions
Copy Actions

[mfotype Edit Goko  Extras  Swskem  Help

& || NlB e DMK anaa AE|®@
‘ %l B 2| @ Esecuteinfogroup &P Change info group
Pers.no. [ 7e23
I arne IGI]UERHI"IEHT SERUICE
EE group IE E =termnal Ferzonnel ar Iﬁ kR kATYPORT
EE subaroup [es Gs/we SSN | I
From o817 /2002 2|10 [12/31/09090
- Personnel action
Action ype IE:-ctemaI Separation LI
Elemsa fzn e [e1  woluntary
- Status
E mployment IWithdrawn LI
- Organizational assignment
Fosition I—
Personnel area [1e19  wwR MavPORT
Ermployes group IT Separated
Ermploves subgroup Iﬁ T erminated
Field Name Description R/O/C | User Action/Values
From date Date of action R Enter the last day worked.
Action Type External Separation R Will default in from the action
type
The reason for the Use the drop down menu to
Reason for Action | event to be select the reason. 01 =
performed R Voluntary.
Employment User defined R This field will default
“withdrawn”
Position User defined R Blank out this field.
The assigned area of This field will default in.
Personnel Area the position within R Leave as defaulted.
the organization
The assigned group This field will default. You
of employees the MUST change the Employee
Employee Group employee has been R Group. Use the dropdown
assigned to. menu to select “T” for
Separated.
The subgroup that This field will default. You
Employee the employee has R MUST change the Employee
Subgroup been assigned to Subgroup. Use the
dropdown menu to select
“TR” for Terminated.
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Press the Enter button to validate the fields that are defaulted on the screen and then

press the Save icon to save the transaction. Warning appears “person and position
have different employee groups and subgroups” — Press Enter.

The following screen will pop up to ask if you wish to create a vacancy for the position.

~® Create Yacancy

% 10003159 Recreation 5pecializt

Create on IBEH 672001 ﬂ

Yesl Mo | % Ear‘u:ell

Click “Yes.” The date will default to system date. Change it to the date of the
separation action.
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The system will now roll to infotype 0001 — Copy Organizational Assignment

™ Copy Organizational Assignment

Infobype Edit Goto  Extras  System  Help

@]

Sl e@@ | 2ME anaa BPE @

“ @ @ £| Org Structure

Perzonnel no m M arme Im
EE group IE Entemal Perg. area W mWwWR MAYFORT
EE subgroup [6s G5 /1w 55N [ ' Status  Withhann
From Im ta Im
Enterprize structure
CoCode [1819  MwR NavsTA MAYPORT
Pers.area [1e19  mMwR MavPORT Subarea [1e19  mMavPORT
Cost cr [ 3| GENRLFUND DRCTR

Personnel structure

EE group IT
EE subgroup

[®

Separated

Teminated

Payr.area |HP MATYPORT hw'F

Organizational plan

Poszition
Job key
E sermpt Iﬁ

|99999999
|1 0081548

Integration: default posi

Deputy Rec Service Manage

Org. urnit Im Adrriniztrabion / bilikary
Org key (1019
Field Name Description R/O/C I[Iser Action/Values
Co Code Company Code R This field will default in
Pers Area Personnel Area R fl“his field will default in
Cost Ctr Cost Center R [This field will default blank.
Subarea Personnel SubArea R |This field will default in
EE Group Employee Group R I This field will default in
EE Subgroup Employee subgroup R This field will default in.
Payr Area Payroll Area R Type in NP
Position Position number R This field will default in.
Job Key Job Key R This field will default blank
Exempt Exempt Status R This field will default blank
Org Unit Organizational Unit R This field will default blank
assigned
Org key Organization key R This field will default in
assigned
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Press the Enter key‘ @ .

You will receive the warning “this entry will delete a record”.

@

Press the Enter key

Save the transaction by pressing the Save icon

Display Basic Pay will now come up. Right arrow through and the action is complete.
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z Process an External Rehire

A GS, Civilian NAFI employee, or a Military Assigned EE is to be rehired. Only key
elements are to be captured for these employees.

Create or search for position number before starting this action. Search for an existing
personnel number in the system.

When hiring a Military Assigned employee enter #99999999 for the position number.
This is a special number set up just for MA’s.

Menu Path:  HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION > HR MASTER DATA > PERSONNEL ACTIONS

Transaction Code: PA40

HE. Masker Data  Edit  Goko Exkras Utilikies  Settings  Swskem Help

|z | e e | oM anan | BE| ¢
| =
Personnel no. Fo623 =
I arne GOUERHMENT SERUICE Status IT Inactive
EE group |E E =ternal FPers. area |1 819 kMwh MaAYFORT
EE subgroup IGS G5 /Wi Coszt center |2 GEMRLFUMD DRC
Frarm [o8/18/s2002 =]
Action ppe Perzonnel ari EE group EE subgrou E
MHews Hire ;I
Change in Pozition —I

M ultiple Position Assighment

Separation
Rehire

Leave of Absence

Fieturn from Leave of Absence

Adjustent in Pay

Retirernent

E=termal Hire

E =termal Separation

Anual Appraizal

Cazh Award /4 Lumnmp Sum Pavrnent

Option B Resignation
Wested MNAF o GS

> m
|EIEME"HI T q-q ||
I L T I_I

Enter personnel number and hit enter. Highlight External Rehire action.

Press the Execute icon ‘ and the Infotype 0000 - Copy Actions screen is shown.
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Copy Actions

Infatvpe  Edit Goko

Exkras

System  Help

@l

T e 2ME awnan BER| @

“ =] @ A? | @ Execute info group @ Change info group

Pers.no. IW

M arme IGI]UERHMEHT SERVICE

EE group F Separated Perzonnel ar

EE subgroup TR Teminated S5M

From Imﬂ to Im

|1 a19

MMWwH MaYFORT

r Personnel action

ALction tupe

Feaszon for action

I External Rehire

[z~

r Status

E mplovrment

I Inactive

Position

Personnel area
Employees group
Ermploves subgroup

r Organizational assignment

99999999
|1 a19 MwH MaYPORT

IT Separated

TR

T erminated

Integration: default posi

We will make various changes to this screen and they are reflected in the screen shot
above. We will validate the changes before we save the record. Here are the inputs that

we have used.

Field Name Description R/O/C | User Action/Values
Action type Rehire R Will default in
Reason for action | The reason the R You may enter the action directly
action is being or use the dropdown menu to
performed select.
Employment User defined R Field will default in Inactive
Position User defined R Clear this field and enter new
position number.
The assigned area of Clear the field before selecting
Personnel Area the position within R Will default from the position
the organization number selected
The group that the
employee will be Clear the field before selecting
Employee Group assigned to R Will default from the position
number selected
Employee The assigned R Clear the field before selecting
Subgroup subgroup for the Use drop down arrow to select.
employee
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Press the Enter icon ‘

. You will get the Record Delimited-warning message. Press

the Enter icon‘ again. You will be warned to save your entries.

. =
Press the Save icon

You will now see the next infotype in the rehire action series the Infotype 0002 — Copy
Personal Data

™ Copy Personal Data

Infotyvpe Edit Goto Exktras  Swstem  Help

& || D8 eca oM anaa AE|@
lam s
Personnel no [ 7823 Mame [GOUERNMENT SERUICE
EE group IE Esternal FPerz.area m MwH MAYPORT
EE zubgroup IE GS /7w S5HM 'T__'n Status Ihactive
Fram Imﬂ Ta Im
rMame
Farm of addr ﬁ
Lazt name SERVICE
Firgt name GOVERMMEMNT
Middle name EMFLOYEE
Dezignation LI
S uifi |
M ame IGD\-"EFENMENT SERVICE
rHR data
SEM [256-98-7456 Gender
Birth date [es /8571945 @ Female O Male C TED
Comm.lang. I English LI

kdar. ztatus I Single - I

We have made no changes to this infotype record so we validate the entries and save the

]
record by clicking on the Save icon = .

If there are any changes to any of these infotypes, make the changes and/or additions. If
there are none and the information as stated on the infotype remains the same:

@

Press the Enter icon

@

. You will get the Record Delimited-warning message. Press

the Enter icon again. You will be warned to save your entries.

Press the Save icon
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The next infotype is 0001 — Copy Organizational Assignment as shown below.

=™ Copy Organizational Assignment

Infotype Edit Gobto  Extras Swskem  Help

& || Sl B @@ | oMk awan BE|E
= = | £| Org Structure

Persannel no I Fo23 M arne GOUERHMMEHNT SERUICE

EE group IT Separated Perz. area 1819 'R MATPORT

EE subgroup ITH T erminated S55M ' Status Iactiv
From oss18/2002 2| 1o [1z731/9999

r Enterprise structure

CoCode |1 a19 k'w'F RAWS TS MATPORT
Pers. area |1 a1 R bATFORT Subarea |1 a19 rMATPORT

Cost chr |2 A GEMRLFUND DRCTH

rPersonnel structure

EE group IE E =ternal Fayr. area INP MOM-PaYROLL
EE zubgroup IGS GS /A wiE

r Organizational plan

Percentage 188._08 = Azzighment
Fozition 18881549 GS 1101 02

Deputy Rec Service b anager

Job key |1 aaa1548 G5 1101 02

Deputy Rec Service b anager
Exempt Iﬁ

Org. unit |1 aa1 737 Adrningtil Su

Adrinistration A kilitare Supp .

Org.key [1e19

Validate all the entries on the screen. Press the Enter icon ‘ . You will get the Record

Delimited-warning message. Press the Enter icon ‘ @ again. You will be warned to
Save your entries.

[ ]
Press the Save icon - —

The next infotype 0006 — Copy Addresses appears.
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Infotype 0006 — Copy Addresses
nfotype  Edit Goko Extras  Swskem  Help

& || O eceCHE anaaBE| @
==

Perzonnel no I Fo23 M are IGI]UEHNI"IEHT SERUVICE

EE group IE Esternal Pers. area |1 819 Mwh MAYPORT

EE subgroup IE G5 /i SSM I Status Inactive
Frarm [o8/18/2002 3|1 [12/31/9990

Address
Address tupe IF'ermanent Residence j
cfo I
Address line 1 I'I BE Cedar Street
City/coumnty IWateern
State/zip code IF MHew ok IW
Country key ILIS.-'l'-. j
T elephone number I I
Communications I I I

Again, there have been no changes in this information so we follow the same steps as
before.

Press the Enter icon ‘

. You will get the Record Delimited-warning message. Press

the Enter icon ‘

again. You will be warned to save your entries.

]
Press the Save icon - =

The next infotype in the process 0007 — Change Planned Working Time appears
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Infotype 0007- Planned Working Time

Infotype Edit Goto  Exkras  Swstemn  Help

|||

-0 e 2ME anaa BRE| @

“ Q @ ‘E 'W'u:urk zchedule

Perzonnel no

I f623

EE aroup IE E sternal
EE aufsmmonm [es &5 /wa
Fram o8/ 14/26802 *|To

M arne IGI]UEHNMENT SERVICE

Perz area |1 292  MMwWH EIMGS BAY
———

S5H w Statuz Inactive

IBBI1?I2[H]2 Cha.

|88/16/2002 [HQ_P657F8

~WwWork schedule rule

“Wwiark, zchedule rule &T

E sternal Schedule

~Working time
Employment percent
Daily working hours
Wwfeekly working hours
konthly warking hre
Annual working hours

‘wheekly warkdays

il |

180.0808
8.083
La._13
173 .92
2887 .48
.88

The Work Schedule rule field will default to “EXT” for External Schedule.

No entries are required but check that the Employment percent is 100%.

@

Press the Enter icon
) =l
Save icon

to validate the fields on the screen and then press the

The result of saving the infotype is that the screen will now show infotype 0008-Change

Basic Pay.
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Infotype 0008-Change Basic Pay

™ Change Basic Pay

Infotwpe Edit Goko  Wage bwpes Extras  Swstern Help

||| ClEolecee | Due noon @A @

“ E a A? | Salary amount F'a_l,lments and deductions

Personnel no [ 7e23 Mame [GOUVERMMENT SERUICE
EE group IE E zternal Pers.area Iﬁ MR KINGS BAY
EE zubgroup IE GS /wWiE SSM I-. Statuz Inactive
Fram o8 /1472002 2|10 [es/17/2802  Chng [e8/7208/2002 [HO_P657F8
Pay scale
Reazon IE Rehire Cap.util.lv] Im
Type E My bwWR “wikHrs/period | 88.26 [Biweskly
Area [e2  ac1ss
Group W Lewel IF Annual salary I 31.,381.868 |UsSD
Wag4 wiage twpe name Op Amount Currena Ing Ad Mumber nit
181 8|Houily Rate - MwH 15.88 |USD ~
usD r
uso =
1 [
Field Name Description R/O/C | User Action/Value
Reason Reason for the R Use the drop down arrow to
action with this make your selection
infotype
Type User defined R Field will default in
Area User defined R Field will default in
Enter the employee’s grade.
Group User defined R Use the dropdown arrow for

your selection. (Example: MA
00 for military assigned)

Level Level of Pay R Will default based on the entry
in the Group field.
Hourly Rate Enter the correct 0] Enter if available, if not leave
rates for each of the blank
types listed

After making the entries required, Press the Enter button‘ @ to validate the fields on

]
the screen and then press the Save icon - =" to save the transaction.
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The result of saving the infotype is that the screen will now show the next applicable

infotype 9001 — Create DOD/MWR Specific Data

= Create DOD £ MWER Specific Data

InfFotyvpe Edit soko Exktras Swskem Help
& | 08 cece | DM | hman  EE @
Bl B =
Personnsl no Fa6z23 MHames GOUERHMENT SERUICE
EE group IE E =ternal Pers area 1812 k'R rMAYPORT
EE subgroup IE GS A wiG S5 Status Inactive
From [@8s1us2002 % to [Fzr31,9909
r Umnion eligibility
B argaining unit =ligibility code F MHNon Supervisony
B argaining unit member status Iﬁ Mot kMMember of Bargaining Lnit
r Retirement Information
R etirement plan code IF Civil Service Retirement Spstem [CSRS)
Fetirernent certificate number I
S avings plan IH T hrift S awings Plan
Fortability of retirement election IE Fetra election to return to TSRS or FERS
Fortability of benefits status code Iﬁ Mot covered
r Position Information
Position sensitiviky IT MHon-5Sensitive
Supervizar position F
Local PD number I
rMiscellaneuus MHotes
Field Name Description R/O/C | User Action/Values
Bargaining Unit Bargaining Unit R Use the drop down menu to
Eligibility Code code complete the selection
Retirement Plan Which retirement R Use the drop down menu to
Code system? complete the selection
Retirement Retirement Plan O Field is maintained at the
Certificate Certificate Number Headquarters level.
Number
Savings Plan What savings plan R Use the drop down menu to

was elected?

complete the selection

Portability of Is the Retirement R Use the drop down menu to
Retirement plan portable? complete the selection
election

Portability of Benefits Portable? R Use the drop down menu to

Benefits Status
Code

complete the selection

Position Sensitivity

Position sensitive?

R Use the drop down menu to

complete the selection

Supervisor
Position

Supervisory
position?

R Use the drop down menu to

complete the selection

Misc. Notes

Enter information as free text

o that relates to Drawing NAF

retirement and the NAF
retirement #
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After making the entries required, press the Enter button

screen and then press the Save icon

9005-Change Kronos Information.

to validate the fields on the

to save the transaction. The next infotype is

NOTE: If the employee will use Kronos to record their time or if they will be
managing timecards for other employees the Kronos information will need to be
completed. If this is not the case click in the “No Badge Necessary” box.

™ Create Kronos Information

Infotywpe Edit Gota  Extras  Swskemn Help

& || B eceee | Cmk anon BE| @
= =2 =
Personnel no I o938 Mame IBEFIF'l' ALPHABET
EE group IE External FPerz. area I?'? aa MR HEADOUARTERS
EE zubgroup IGS GS /WG S5M . Status Inactive
Start |B3IB1IZBB3 ko I12!31f9999
r Kronos Information
Eronos Badge Mumber 125469887 [T Mo Badge Mecessary
Terminal Group GLK_LIBERTY
Local Labor Lewel IS auZ2Baaoez22
Perzon Type E
kronos logon IGLH_BFILPHFIBE
Access Profile II"IFI HAGER 2
Labor Level Set IFLH auTDOOR ﬂ

Field Name

Description

R/O/C

User Actions/Values

Kronos badge
Number

Kronos badge
number

Enter the KRONOS badge
number. Entry is required for
KRONOS. If KRONOS is
not used, select the No
Kronos System checkbox.

Kronos Terminal
Group

Kronos Terminal
number

Enter the Terminal Group from
the dropdown menu. Entry is
required for KRONOS. If
KRONOS is not used, select
the No Kronos System
checkbox.

Person Type

Person Type

Enter the Person Type from the
dropdown menu. See
explanation below.

Kronos Logon

Kronos Logon

This field will default.
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Access Profile Access Profile C Enter the employee’s profile
from the dropdown menu. See
explanation below.

Labor Level Set Kronos Labor C This will only be added to
Level Set managers to tell KRONOS
which group of employees the
manager will administer.
Select from the dropdown
menu.

g E Kronos Person Type

Pers Type |3hort text

TE Employee

Prof Employee
Hanager

Types 1, 2, and 3
Types 1 and 3

U'I#I:AJMI

TK Employee — punches in and out at a timekeeper terminal or paid by schedule. Not a
manager or a timestamp employee. Only choose this option if the employee is not a
manager or timestamp employee.

Prof Employee — enters time via timestamp, but not responsible for managing other
employees time.

Manager - ability to edit and maintain employee data within Workforce Central. This
option may be used for GS managers who are not also timekeeper employees (they don't
use Kronos to record their time, they just log in to manage their employees)

Types 1,2, and 3 - An employee who enters time via timestamp who is also a manager.
Types 1 and 3 - A timekeeper employee who is also a manager. These employees could

clock in using terminals or are paid by schedule. They are also responsible for editing
and approving timecards for their employees.
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- * Kronos Function Access Prol

Ix

Access Profile
r %

EMPLOYEE

MAMAGER 1
MAHAGER 2
PAYROLL
TIMEKEEPER

Employee — for Time Stamp employees only.

Manager 1 — will be able to approve timecards, but cannot sign off.
Manager 2 — will be able to approve and sign off timecards.
Payroll — used for payroll employees.

Timekeeper — will be able to edit timecards, schedules, but cannot sign off.
Note: Employee must have either a Kronos
badge number or have the “No Kronos Necessary” box checked.

]
Press the Enter button and Save - the transaction.

Information [ x|

1

Record created

Yy ok, (&) Help

The result of saving the infotype is that the screen will now show the next applicable
infotype 0077 — Change Additional Personal Data

Human Resources 37



™ Change Additional Personal Data

Infokvpe Edit Gobto  Extras  Syskem  Help

|G|l O ee@CHE anaalBE @
a2

Perzonnel no I o623 Fame IGI]UEHHMEHT SERVICE

EE aroup IE Euternal Perz.area |1 292  MWE KINGS BAY

EE zubgroup IE G5 /Wi SSM I Status Inactive
From [os/1u/2002 #[Toe  [12/31/9999  cho. [08/16/2002 [HO_P657F8

Additional Perzsonal D ata

Ethnic origin I'W'hite-N ot Hizpanic Origin j
hilitary ztatuz Iﬁ Maon Yeteran
Field Name Description R/O/C | User Action/Values
Ethnic Origin Will coincide with R Use the drop down menu to
the DOD listing complete your selection
Military Status Either veteran or R Use the drop down menu to
non-veteran complete your selection

After making the entries required, press the Enter button‘ @ to validate the fields on the
]

screen and then press the Save icon to save the transaction. The system will now
roll to the infotype 0041-Change Date Specifications.
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This infotype 0041 — Change Date Specifications shows the rehire date.

Change Date Specifications

Infotype Edit Goto  Extras  Swskemn  Help

& | FlBeee DR anaa AR @
|lam e

Persannel o I 7623 Mame IGI]UEHHMENT SERVICE

EE araup IE E sternal Perz. area [a1o  wwre MAYPORT

EE zubgroup IE GS AwiE S5H Statug Inactive

)
From [o8/1u72002 &t [1273179999  Chng [88/28/2802 [HO_P657F8

- Date Specifications

Date type Date Date type Date

81 Activity Start Date [08/14/2002 [02 Date of Fehie [08/14/2002
Iﬁ Service Comp Date IE‘IS! 85 /1985 B4 Civilian Service IBSI a5 /1985

ERRN

Update all applicable information.

Press the Enter button ‘

]
press the Save icon - =" to save the transaction.

to validate the fields that are defaulted on the screen and then

Information [ x|

E Record created

Yy ok, (&) Help

The key master data is captured on the external employee and the External Rehire is
complete. The employee information can be accessed in the system.
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