NEw HIRE ACTION — NATIONAL GUARD PA
PER-72 | TRANSACTIONS ZPAA076, SBWP, PA40

The purpose of this Business Process Procedure is to explain how to process a new hire action — National
Guard in the Integrated HR-Payroll System.

Trigger: There is a need to process a New Hire action for National Guard when notified of a new National
Guardsman. (This action is used by the Department of Public Safety only.)

Business Process Procedure Overview:

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

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

View the workflow log

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

H WN R

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

The New Hire action is used to generate a Personnel No and HR Master Data for:
e A new employee who has not worked for the State of North Carolina. In this situation the Reason
for Action is 02 — National Guard

NOTE: Verify using B0157 Cross Agency Verification report to ensure the employee is not already in the
system prior to starting the PCR action.

Tips and Tricks:
INITIATE

° Notes must be attached to the PCR to aid in the approval decisions by those in the approval
workflow chain. These notes will not transfer to the Action but may be copied and pasted into
new notes within the Action.

e  Werecommend, on the Employee Action Request, entering the EE Position number first, and
then clicking Enter to request validation by SAP and the pre-population of many of the fields. If
other fields are entered prior to the position number, when SAP validates the position number,
the fields may not populate properly.
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PER-72 - New Hire Action — National Guard

COMPLETE

e We recommend processing the employee on the first day of employment.

e Prior to starting the New Hire process, review the position to ensure there is no holder
relationship.

e Personnel actions are date sensitive. Dates can be entered for an event in the future and will not
take effect until that date, but will show in the system as soon as they are entered (for future-
dated actions you will not be able to see the action unless you search within that date range — the
default date range for searches is the current date).

Access Transaction:

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

Via Transaction Code: ZPAAO76

Procedure

= SAP Easy Access

o -« @
SAP Easy Access
RE & Vowmd v a
» [ Favorites
~ [ SAP Menu
» [ Office
+ [ Cross-Application Components
» [ Logistics

» [ Accounting

» [ Human Resources

» (3 Information Systems

» (3 Tools

» I WebClient UI Framework

2HB ODON TE 0%

| =@/

INTEGRATED HR-PAYROLL SYSTEM

HR | PAYROLL | BENEFITS | TRAINING | TIME

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

corner used to input transaction codes

Example: ZPAAO76
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2. Click the Enter @ button.

"\p You may want to enter this transaction code in your Favorites folder.
From the menu at the top of the screen, choose Favorites > Insert
Transaction.

e Typein ZPAAO76.

o (Click Enter.
To see the transaction code displayed in front of the link in your favorites
from the menu at the top of the screen:

e Choose Extras > Settings.

Information

e Place a check next to Display Technical Names.

o (Click Enter.
Empioyee Action Request
07« O
Existing PCR No. |

Personnel Mo.

Last 4 digits (SSN) 23561  First | Timothy Last Mouse
Effective on ariotizom 2

Action Type 0 MNew Hire (NC)

Reason az National Guard

3. Update the following fields:

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

Example: 2356

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

Example: Timothy

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

Example: Mouse
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Effective on The date on which the action will be Enter value in Effective on.
effective
Example: 07/01/2012

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

Reason Reason for the action, such as National | Enter value in Reason.
Guard

Example: 02

P As of 3/18/08, the last 5 digits of the social security number are no longer
\\r(] required. This has been changed to require only the last 4 digits of the
Information  social security number. This piece of an employee's social security number
is required only for New Hire actions where the employee does not have a

Personnel Number already.

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

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

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

4. Click the Create (F5) El button.
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Employee Action Request

Initiate \WF

PCR Mumber

Personnal Mumber Timothy Mouse Action: |20 Mew Hire (NC)

Last 4 digits{SSN) 2356 Timathy Mouse Reason: 02 Mational Guard

Effective on arielizee Chng 5t:
CURRENT PROPOSED
Pers.Area PersArea 1901 Public Safety
Subarea Subarea NCAY Tday Termp
EE Group EE Group ] Supplemental Staff
EE Subgroup EE Subgrp 5 Mational Guard
Org. Unit el e lalelane] Org, Unit 21010950 PS OPS NG COS State Activ
Job DEBEEAAD Job 30003361 Military Administrative O
EE Paosition 00000000 EE Position  BO097844 military Administrative Officer
Basic Pay
Pay Scale type Pay Scale type 01 Graded
Pay Scale Area Pay Scale Area 11 Hourly
Pay Scale Group Lewel Pay Scale Group | BRT4 Lewel GR
Annual Salary 0.080 Hrly Sal |0.00 Annual Salary Hourly Salary 1.00
Calc Step - @ 0.68
Hin 21.48
Hax 35.50 Next Inc Date

5. Update the following fields:

Field Name Description Values
EE Position Position number assigned to the Enter value in EE Position.
employee

Example: 60097844

Pay Scale Area A pay scale area is a special area in Enter value in Pay Scale
which a collective agreement is valid. Area.
Hourly salary is used only for
Temporary employees. You will need Example: 11

to change the Pay Scale Area to Hourly
if using this field.

Level Level assigned to the Position or Job Enter value in Level.
Example: GR

Hourly Salary Employee’s hourly salary Enter value in Hourly
Salary.
Example: 1.00
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Area, Personnel Subarea, Employee Group, Employee Subgroup and Pay
Information  information pre-populate based on the position number entered.

'\;i) OSC recommends entering the EE Position number in first, so the Personnel

If you do not enter the position number first, the pre-population of data based on the position
number may not work properly.

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

6. Click the Enter @ button.

NOTE: The Hourly Salary is not used to calculate pay. Agency Payroll enters the amount to be paid
on ITO015, subtype 1630 as required.

]
7. Click the Save (Ctrl+S) button.

[= Information 3
o PCR 1000258239 saved
V@
8. Click the Enter V] button.
T You can save this information as many times as you like. Each time you will
\1,) receive a confirmation of the save. You will not be able to create a note

Information  attachment until you have saved it at least once. If you have already
submitted the PCR to workflow, you will not be able to change the details,
nor save any new information, only display the existing details.

L

® % Employee Action Request

Create. . 8 Create AZachment
Ind = =
Create note
PC  Private note Create exdernal document (URL)
P¢  Send
L
Ef  workflow ' vy esr eI | e anl
My Objects

Melp for object services

9. Click the Services for Object button.
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10. Click Create... > Create note.

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

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

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

[E Create note

Title of note Mew Hire - Mational Guard

Agency reguired infcurmatinn.|

%
11. Update the following fields:
Field Name Description Values
Title of note The short text to act as the title of the Enter value in Title of
attachment note.

Example: New Hire-
National Guard
Justification

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

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

12. Click the Enter V] button.

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

Employee Action Reguest

Initiate \WF
FCR Mumber
Persannel Mumber Timathy Mouse Action 20 Mew Hire (NC)
Last 4 digits(SShl) 2356 Tirnothy Mouse Reason: |02 Mational Guard
Effective on g 2 Chng st
CURRENT PROPOSED
Pers.Area Pers.Area 1301 Public Safaty
Subarea Subarea MCO7 Tday Temp
EE Group EE Group 0 Supplemental Staff
EE Subgroup EE Subgrp G5 Mational Guard
Org. Unit ofelefelefefofcl Org. Unit 21010958] PS5 OPS MG COS State Activ
Joh {alzlefellajale] Joh 30E033861 Military Administrative O
EE Position nEooaEag EE Position 60097244 Military Administrative Oficer
Basic Pay
Pay Scale tvpe Pay Scale type 01| Graded
FPay Scale Area Pay Scale Area 11 Hourly
Fay Scale Group Lewvel Pay Scale Group GR74 Level |GR
Annual Salary  |0.00 Hrly Sal 088 Annual Salary Hourly Salary 1.88
Calc Step - O 0.00
Min 21.48
Hax 3550 Mext Inc Date

Dates

Last day worked

14. Click the Initiate WF button.

Select the Initiate Workflow button to send the New Hire action through the approval process. No
changes can be made after the PCR has been submitted for approval, unless the PCR is rejected at
any stage and sent back to you (the initiator/requestor).

[= Information

i o PCR 1000258239 successfully sent to Wark Flow
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15. Click the Enter V] button.

@ . Empioyee Action Request
O2 &0

Existing PCR No. | ]
Parsonnel Mo.

Last 4 digits (SSN) First Last
Effective on 05/14/2012

16. Click the Back (F3) & button.

17. The Initiate New Hire Action is complete.

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

Instructions for Completing the Action

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

Via Transaction Code: SBWP, PA40

SAP Easy Access
B S EHE 2| v -

« [ Favarites
* 24 SAP menu
= 2 Office
:
¥ [ Telephone Integration
» [ Appaintment Calendar
¢ [ Room Reservations
» 122 SWUI - Start Workflow
v [ Business Documents
v [ Notification
v O Cross-Application Components
v O Logistics
v O Accounting
v [ Human Resources
v [ Information Systems
v [ Toals

18. Click the SAP Business Workplace (Ctrl+F12) E button.
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Q These instructions assume you have already initiated the New Hire
CRITICAL! Personnel Change Request (PCR) in workflow, and you have an approved
PCR ready to be processed as a New Hire in the system.

Business Workpiace of Workfiow initiator

?Newmessage [H]Findfolder [H]Finddocument Eﬂppointmentcalendar B Distribution lists

~ [ Workplace: Workilow Initiatar]

v & Inbox -
T T Business Workplace
« &] Docurnents 0
» warkflow 0
. Overdue entries 0
« [ Deadline Messages 0
. Incarrect entries 0

v £ Outhox

v ¢B Resubmission

v @ Private falders

v ¢B Shared folders

v ¢ Folders subscribed to

« i Trash

« T Sharedtrash

19. Select Inbox >> Workflow.
You can process using step 20 or step 21.

Business Workplace of |

qu'vw message Mi ind folder m Find document m;\pp'\,mlnwnr calendar 9 Distribution lists

- i-rloo':‘pl:::» i " |8 g FEA R : 1= i JCER=A N AP )
« @] Unread Documents 3,749 Workflow 45

« ] Documents 4,297

Ex Tdle Status  Creation Da
» [ Workniow 45

@ 1801 Croate New Hirg (NC) Action for Timothy Mouse - PCR: 1000258239 v‘r'j) 05/14/2012

20. Select the PCR 1901 Create Mew Hire (NCY Action for Timatry Mowse - PCR: 1000258239 row. Double-click on row.

21. Click the Execute (F8) button.

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

2/5/2021 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER PAGE10 OF 28



PER-72 - New Hire Action — National Guard

Hiring Action
Fersonnel Mo. ]
Start Date origtfze1z
MName
Last name Mouse
First namme Tirmothy
Middle name
HR data
S5M 242822356 Gender
Date of Birth 02151961 Female v | Male

22. Update the following fields:

Field Name Description Values

SSN Social security number Enter value in SSN.

Example: 242922356

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

Example: 02/15/1961

23. Click the appropriate gender — "Ma& check box.

= The last 4 digits of the Social Security number must match the numbers
\%[(] entered when initiating the PCR. If they do not match, the system will
Information  notify you that you do not have a valid, approved PCR, and will not let you
process the New Hire action.

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

Add the Middle Name - the information entered on this screen will populate IT0002-Personal Data.

Q You cannot enter a dummy/temporary social security number. Once
CRITICAL! ITO002 is saved you must contact BEST HR to be maintained.
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24. Click the Execute (F8) button to retrieve the Personnel number from Orbit.

Personnel Actions

@

Ohject manager scenario; EMPLOY ..
- % Persan

- [l Collective search help From o7/a1 /20123

« [H} search Term
+ [H} Free search

Fersannel na. 19166149

FPersonnel Actions

Action Type Fersonn... EE aroup  |EE subg.. E
e Hire {MC) —
Promotion (NC) -

ReinstatementReamplayment{HNC)
Leave of Absence (NC)
Quick Entry (NG)

25. Update the following field:

Field Name

Description Values

From

Effective date of the personnel action Enter value in From.

Example: 07/01/2012

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

The From date is the effective date of the New Hire action, or the date the employee "enters on

duty."

|'\p

Information

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

26. Highlight the New Hire (NC) action type.

27. Click the Execute (F8) button.

2/5/2021
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Create Actions {0000)

iE B 2 & change info group

FPers.ho.
Start pFre 2012 to 12431/9999

Fersonnel action

Action Type Z0 Mewy Hire (MC) -
Reason for Action B2 Mational Guard

Reference Pers. Mos.

Status

Customer-specific bl
Emplayment b
Special payment b

Qrganizational assignment

Posgition GO097344  Military Administrative O
FPersonnel area 1961 Fublic Safety

Emplaoyee graoup 1] Supplemental Staff
Emplayee subgraup i1 Mational Guard

Additional actions

StartDate  Act. | Action Type ACtR Reasgon for actioh

28. Click the Enter @ button.

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

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

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

Infotype Text

HO)E @l EE @

Enter or paste appropriate cnmment5.|
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30. Add your comments based on Agency or OSHR Policy/Guidelines.

Additional Resource

Refer to OSC Training HELP page for more information about copying PCR notes
to the PA infotypes.

Create Personal Data {0002)
H B L

Personnel Mo 191566149

Statu  Active
Start O7 /017201 2 e 12431799949

Marme

Title - Marme Format
Lastname Mouse Birth name
First name Tirmothy

Middle name Initials
Designation - MHickname
Suffix -

MName

HR data

B8N 242-92-2385 Gender

Date of Birth B2¢1541961 (IFemale (#Male

Language EM English =

Marital Status - Dependents

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

Choose the appropriate marital status. If nothing is selected, “Single” will default.
32. Click the Enter @ button.

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

NOTE: The start date will convert to the birth date when you save the infotype.

L]
33. Click the Save (Ctrl+S) button.
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Create Organizational Assignment {0007)

= | ‘ﬁ'. Qrg Structure

Fersonnel Mo 1915619
Statu  Active

Start 07/ 01201 2|fmht 12/31/9999

Enterprise structure

CoCode NCE1|  STATE OF MG

Pers.area 19061 Puhlic Safety Subarea WEAT!  Tday Termp

Cost Ctr 199995993999  DPS SUSFEMSE Bus. Area 1900 Puhlic Safety

Fund 1999954999 DPS-SUSPEMCE

Fune. Area GHAEEOEEAAAEEME1 General Government

Personnel structure

EE group 1] Supplernental Staff Payr.area 041 MWC Bivweekly

EE subgroup (G5 Mational Guard Contract -

Organizational plan

Percentage (100,00 | Assignment
Position GOOOTE44)  Mil Adm Ofcr

Military Administrative .
Job key 30003361 Military Adrm

Military Administrative ..
Org. Unit 21818950 191414300000

PE OPS MG COS Stat..
Org key 19611999999999

34. Click the Enter @ button.

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

Enter the Contract if required. The Contract key identifies eligibility for Medicare, less than 5 yrs for
STD, and the Rehire of Retiree statuses.

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

[= Delimit Vacancy

NOTE: You should not receive the above pop-up box. The vacancy infotype has been created as
filled, so this position isn’t submitted to NEOGOV. Also, when you separate a National Guard
employee, click No on your Create Vacancy so the position continues to look filled, so it does not
submit to NEOGOV.
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Create Addresses {(0006)
H B2

Fareign address

1915614
Supplemental Staff

Timothy Mouse
Perss (1901 Public Safety

Personnel Mo Mame

EEGroup O

EESubgroup G5 Mational Guard Statu  Active
Start 07 /01 /201 2| S 12/31/9999

Address

Address type

Care Of

Address line 1 1636 Gold Star Drive

Address line 2

Cityicounty Raleigh YWake
Statefzip code MC Marth Caralina 27607
Country key s LIsA -

Telephone Mumhber
Communications

Type Mumber
Type Murmber
Type Mumber
Type Mumber

919/ 733-2126

36. Update the following fields:

Field Name

Description

Values

Address line 1

The street number and address

Enter value in Address line
1.

Example: 1636 Gold Star
Dr

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

address

Example: Wake

State/zip code

The state and zip code details for the
address

Enter value in State/zip
code.

Example: NC

State/zip code

The state and zip code details for the
address

Enter value in State/zip
code.

Example: 27607
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Telephone Number
Area Code

The individual's telephone number
area code

Enter value in Telephone
Number.

Example: 919

Telephone Number

The individual's telephone number

Enter value in Telephone
Number.

Example: 733-2126

37. Click the Enter @ button.

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

to validate the data.

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

The various communication fields are optional.

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

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

Create Residence Tax Area (0207)

H B2

Personnel Mo

EEGroup ]
EESubgroup G5
Start

Resident Data

Tax area

Tax Authorities in Area

1915619
Supplemental Staff
Mational Guard

OV 61/ 207 2 [fmli]

Timothy Mouse
Fersa (1901 Public Safety
Statu
12/31/9999

Mame

Active

NC State of Morth Carolina

Tax Auth. Tax Authority Matmne Tax Level Diescription
FED Federal & Federal
NC Marth Caroling B State

i

39. Click the Enter @ button.

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

to validate the data.

If the employee resides in another state, that state should default from Infotype 0006 here.
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NOTE: Always verify that the default information on the Create Residence Tax Area infotype is correct

before saving.

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

Create Work Tax Area (0208)

H B A

Fersannel Mo 19156149 Marme Timothy Mouse
EEGroup 0 Supplemental Staff FersA (1901 Public Safety
EESubgroup |65 Mational Guard Statu  Active
Start OF A0 4201 2 i 1243174959949

Vark Tax Data

Tax Area W State of Marth Carolina

Allocation 100,00 %

Tax Autharities in Area

Tax Auth. Tax Authority Kame Tax Lewval Description
HC Maorth Caralina B State

41. Click the Enter @ button.

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

to validate the data.

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

before saving.

L]
42. Click the Save (Ctrl+S) button.
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Create Unemployment State (0209)

H B L
Personnel Mo 1915619 Mame
EEGroup 1] Supplemental Staff Perss [1981| Public Safety
EESubgroup G5 Mational Guard Statu
Start 07401 /201 2 [faiki 1243149999
Linemployment data
Tax authority WC Morth Carolina
Warksite 42 FPuhblic Safety

43, Click the Enter @ button.

Timothy Mouse

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

to validate the data.

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

correct before saving.

[ ]
44, Click the Save (Ctrl+S) button.
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Create Withholding Info W4/W5 US (0210)

& (8 4a

Personnel Mo 10041414 Mame Matthew Lee McKinney

EEGroup A SPA Employees Persd |4€01 Natural and Cultural Resources

EESubgroup |21 FT M-FLSAQT Perm Statu  Active

Start 0171072020 to 127317599549

Status

Tax authority FED | Federal Tax level E  Federal
=

Filing Status 03
e

—|Use Higher Withholding Rates Schedule

Exemptions

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

Withholding adjustments

Add.withholding sh " |MNon-resident tax calculation
Default formula 01 PCT MTHD-RES. U Alternative formula

Other income usD

Deductions usD

Additional Information

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

Overrides (from Infotype 0234)
From date  End Date Supplemental method  Tax override Empl. Override Group i

45, Click the Enter @ button.

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

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

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

[ ]
46. Click the Save (Ctrl+S) button.
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Create Withholding Info W4/W5 US (0210)

& [3 s

Personnel Mo 10041414 Marne Matthew Lee McKinney

EEGroup R SPA Employees PersA |4601| Natural and Cultural Resources
EESubgroup |21 FT M-FLSAOQT Perm Statu  Active

Start 01/10/2020 to 127317949588

Status

Tax authority WC | North Carolina Tax level B State

Fiing Status ZmE

Exemptions

Allowances Exemption amount usD
Additional allowance Additional exemption amount usD
Personal allowance

Dependent allowance

Tax exempt indicator Mot exempt TIRS mandate

Withholding adjustments
Add.withholding usD
Default formula 01 WITHHOLDING FOR

Additional Information

Add. percent

Alernate formula

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

Overrides (from infolype 234)

From date  End Date Supplemental method | Tax override

47. Click the Enter ¥ button.

Certificat...

Best practice is to enter any data as appropriate from the withholding form, review all data, and click

Enter to allow the system to validate the data.

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

L]
48. Click the Save (Ctrl+S) button.
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Create I-9 Residence Siatus (0094)

E B2

Personnel Mo 19156149 Marme Timothy Mouse
EEGroup ] Supplemental Staff Ferss (1981 Public Safety
EESubgroup |65 Mational Guard Statu  Active

Start 077812071 2| 12/31/9999

Fersonal identification

Residence status ZCITIZEM -

1D type -
Issuing Authority

ID number

lssuing date

Expiry date

Emploviment wverification

Work Permit -
Issuing Authority

Wiark permit numhber

lssuing date

Expiry of WWF

49. Update the following fields:

Field Name Description Values

Residence Status Residence Status Code Enter appropriate status:

Example: Citizen

50. Click the Enter ¥ button.

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

If a residence type other than Citizen is chosen, an additional screen will display containing IT0048
information to enter Residence Status details (such as permission number, expiration date, date of
issue, etc.). In this example we have chosen Citizen.

When hiring someone that is a Non-Resident Alien, choose non-resident alien on IT0094. IT0048 will
display with USO1 or US02 as the choices. When you save IT0094 with the non-resident alien choice,
the IT0048 with Subtype USO1 will display. The dynamic action brings up 1T0048 subtype USO1 first,
so, if you do not want that record, click the YELLOW arrow past that infotype and IT0048 subtype
Us02 will display.

J
51. Click the Save (Ctrl+S) button.
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Copy Planned Working Time (0007)

y @Wurk schedule

Personnel No v Name marven Lo lman

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

Start To 12/31/9999 Chg.

Work schedule rule

Wark schedule rule DOINOSGN| MTWHF-8,5a5-0  WSRFEinder |
Time Mgmt status 1 - Positive Time Recording - -
Working week Wk - Sun (mdnt) - Sat v
Working time

Employment percent 100.00

Datly working hours §.00

Weeldy working hours 40.00

Monthly working hrs L7335

Annual working hours 2080.00

Weekly workdays 0.00

Addtional fields

52. Update the following field:

Field Name Description Values
Weekly working Total hours worked per week Enter value in Weekly
hours working hours.

Example: 40

53. Click the Enter @ button.
NOTE: The Time Management Status always will be “No time evaluation.”

L]
54. Click the Save (Ctrl+S) button.
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Create Basic Fay (0008)
@ Bj £ Salary amount F'a\,rments and deductions
Personnel Mo 1915619 Mame Timothy Mouse
EEGroup 1] Supplermental Staff Persa (13087 Public Safety
EESubgroup |65 Mational Guard Statu  Active
Start are1zo1z2 to 1243178939
Subtype 6] Basic contract
Salary
Reasan Za Cap.util.lvl 10000
PS type 01 Graded WikHrs/period 2000 Bi-weekly
PS Area 11 Hourly Mext inc.
P'S group GR74 Level |GR Ann.salary usp
Wa.. WWage Type Long Text 0. Amount Curr.. L AL MumberUnit| Unit
1200 Regular Hours 1.80usD I [V
i i
Iv [07/81/2012) - [12/31/0000] 4 | » ] 8.08 |[usD
Enter Hourly Rate : 1.00
55. Update the following field:
Field Name Description Values
Reason Reason for the action, such as New Enter value in Reason.
Hire
Example: 20
Amount Hourly Rate Enter value
Example: 1.00
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56. Click the Enter @ button.

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

Enter the Reason for the action (the Action type, or Z0 for New Hire), and the person's hourly rate in
amount.

NOTE: When you enter the HOURLY rate, the system will calculate their salary. The National Guard
will always be $1.00.

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

Create Bank Details (0009)

482
Personnel ko 1915613 Mame Timothy Mouse
EEGroup 1] Supplemental Staff Perss (1901 Fublic Safety
EESubgroup G5 Mational Guard Statu  Active

Start 07 /0172012 il 12/31/9099

Bank details

Bank details type 0 Main bank -
Payee Timathy Mouse

House number/street (1636 Gold Star Drive

Fostal CodeiCity 2TEOT Raleigh

Region NC

Bank Country S LISA -

Bank Key

Bank Account Bank cantral key
Fayment method C Payroll Check

Furpose

Fayment currency sD United States Dallar

58. Error! Reference source not found. Click the (Enter) button.

Verify the data is set to C. National Guard employees are approved to be set to Check.

L]
59. Click the Save (Ctrl+S) button.
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Personnel Actions
&
L= E]
Object manager scenario: EMPLOY ..
~ @ Porson Personnelno. | (EAITOEE
+ [l Collective search help Frarm 071012012
+ (Bl Search Term
« (K] Free search _
Personnel Actions
Action Type Persann... EE graup  EE subg...
MNew Hire (MC) =
Promotion (MC) h
ReinstatementiReemployment(tC)
Leave of Absence (NC)
Guick Entry (NC)
Investigatany WiPay (NC)
Suspension (MG
Mon-Beacon to Beacon(MC)
Transfer (M)
Appointment Change (MC)

60. Click the Back (F3) & button.

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

workflow.
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[S This \Waork lterm Has To Be Completed Explicitly...

||I|Inﬂ:|. HELDQ ]r[ﬁ_'lAﬁachmnts [ .

@ Agents I

1901 Create New Hire (NC) Action for Timothy Mouse - PCR:
1000258239

Description Objects and attachments

Personnel Action Initiator, e PAPCE: Timothy Mouse

PCR:1000258239

Flease create a Mew Hire (MC) PA Action s PCE_List: Workflow Tracker
using the attached request document for
the personnel information.

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

Thank You. =

hd

[w’ Complete Work [tern ”X Cancel ]

61. Click the Complete Work Item |/ Camplete Work fter | button.

Decision Step in Workflow

Borkiiow  [Hcreate

1901 New Hire (NC) for Employee Timothy Mouse Status?

Choose one of the following alternatives

Continue PA Action

PA Action Completed

Cancel and keep work item in inbox

Description Objects and attachments
Personnel Action Initiatar,

« PA PCR: Timothy Mouse PCR:1000258239
« PCR_List: Workflow Tracker

Please choose one of the following choices for Employee Timothy Mouse ~ Personnel #01915619:
Continue PA Action - taken to transaction PA40 to complete the New Hire (WC) Employee’s data.
PA Action Completed - MNew Hire (NC) data completed.

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

Thank You.

62. Click "PA Action Completed" PA Action Completed hyperlink.

Click the Back (F3) & button.
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SAFP Easy Access
BE & HBE S v a

- 2 Favorites
. ZPOS - Position Overview
. ZOM017E - Qb Woarkflow Report
- {[#] ZPAADTE - Employes_Action_Requests
* FAIDO - Maintain HRE Master Data
* FAZD - Display HR Master Data
. CATS_DA- Display Working Times
* CATZ - Time Sheet: Maintain Times
. PAG1 - haintain Time Data
. P13 - Maintain Position

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

Additional Resources

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

Change Record

Change Date: 2/5/2021 (B. Johnson)
Changes: Infotype 0007
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