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CHAPTER 1

About This Manual

Welcome
This manual has been designed to guide you through the use of Human Resources
Administration, which provides the tools to manage the flow of employees in and out of
your organization, maintain employee career development, track employee safety and
behavior, and maintain compensation functions..

This manual has been designed as a reference document. It is also used in classroom
training. You will find sufficient detail for self-study, before and after classroom training.

Who should use this manual?

This manual is designed to be used by a number of different users. The following users will
find it most useful:

B Human Resource Managers
Human Resource Managers will find it helpful to read through the entire manual,
concentrating on Parts 1 and 2. These parts provide a big picture of the system and also
cover considerations for implementing it.

B Human Resource personnel
All Human Resource personnel who will be using Human Resources Administration
should read Part 1 to obtain an overview of the system. Additional parts should be read
as they apply.

Prerequisite skills

Users of this manual should possess a variety of technical skills, depending on the roles
they will play. At a minimum, all users should have:
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B Basic understanding of Microsoft Windows

B Completed either the eCyborg: Using the Web Client or Using The Solution Series:
Administrative Solutions computer-based training course

B Attended training, or have experience using the system (either the eCyborg: Using the
Web Client or Using The Solution Series: Administrative Solutions training class is
recommended)

Additional documentation and training courses

The following documentation and training courses are available from Cyborg Systems to
help you understand and administer Human Resources Administration.

Documentation

Document Description

eCyborg: Using the Web This prerequisite course documentation covers the

Client or Using The Solution | introductory concepts and tasks related to Cyborg's

Series: Administrative administration solutions. It describes how to navigate

Solutions through the software and explains important
concepts and functionality of the system.

If you do not have a copy of this document, you can obtain one from Customer Support.

Training Courses

Related Course Description

eCyborg: Using the Web This prerequisite course covers the introductory
Client or Using The Solution | concepts and tasks related to your specific

Series: Administrative implementation of Cyborg's administration solutions.
Solutions It may be completed by attending a class or by

completing computer-based training. All
implementation team members are required to take
the classroom training.

If you wish to attend any of these courses, contact Customer Support or visit our website
www.Cyborg.com for details of course dates and availability.

How this manual is organized

This manual has been organized to make it as easy to use as possible. The chapters are
grouped accordingly into the following parts:

Part Chapters Description

1. Introduction 1-2 These chapters introduce Human Resources
Administration by providing an overview of the
system and explaining its interaction with other
components of the system.

2. Employee 3-6 These chapters provide an explanation of the
Resourcing concepts and detailed directions needed to set up
Human Resources Administration.
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Part Chapters Description

3. Employee 7-8 These chapters provide a detailed explanation of

Development the procedures for tracking employee
development.

4. Employee 9-10 These chapters provide directions for managing

Relations well-being and behavior (health and safety,
grievances, and so forth).

5. Employee 11-13 These chapters provide directions for dealing

Compensation with employee compensation issues.

6: Appendices A-C The appendices provide quick references for
reports and tables.

Following are descriptions of the chapters within the parts:

Part 1: Introduction

The chapters in Part 1 describe this manual and provide an overview of Human Resources

Administration:

Read this chapter

To learn about

Resources
Administration

1 About This Manual How the manual is organized, where to find
what you are looking for, who should use the
manual, and where to get help.

2 Overview of Human The features included in Human Resources

Administration and how this component
interfaces with other HR components, Payroll
Administration, and Time and Attendance
Administration.

Part 2: Employee Resourcing

The chapters in Part 2 explain the concepts and provide detailed directions for setting up

essential Human Resources Administration data:

Read this chapter

To learn about

3

Recruiting and
Selecting Employees

Using Human Resources Administration for
recruitment and selection of employees.

4 Hiring, Rehiring, Using Human Resources Administration for
Reinstating, Recalling, | hiring new employees; rehiring, reinstating, or
or Transferring an recalling former or inactive employees; and
Employee transferring existing employees.

5 Managing Employee Methods of tracking employee attendance
Attendance including recording, reporting, and analyzing

all employee absences.

6 Processing Using Human Resources Administration to

Terminations, Leaves
and Returns, and
Other Major Activities

process employee terminations, leaves, returns,
and other major activities.
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Part 3: Employee Development

The chapters in Part 3 describe how to track employee development and performance:

Read this chapter

To learn about

7

Tracking Employee
Skills, Competencies,
and Training

Recording and tracking key information about
employee abilities, including formal training
and education, tuition costs, and certificates,
and licenses.

Tracking Performance
Appraisals

Tracking assessments of employee work-
related strengths and weaknesses and the link
of performance appraisals to salary
considerations, employee development, and
advancement.

Part 4: Employee Relations

The chapters in Part 4 provide directions for tracking employee welfare and behavior:

and Grievances

Read this chapter To learn about
9 Managing Employee Recording employee health information,
Health and Safety including disabilities and restrictions, and the
results of physical exams.
10 Tracking Discipline Tracking discipline and grievances, reviewing

procedures and legal requirements,
investigating cases, conducting meetings or
hearings, and recording actions taken.

Part 5: Employee Compensation

The chapters in Part 5 provide directions for managing employee compensation activities:

Relocation Expenses

Read this chapter To learn about
11 Managing Employee Administering employee pay and benefits,
Compensation formulating compensation policies and
procedures, and developing compensation cost
containment and management strategies.
12 Tracking Employee Recording and analyzing important aspects of

employee relocation such issues as bridge
loans, temporary living expenses, moving
expenses, and house-hunting expenses.

Allocating Property to
and Recovering
Property from
Employees

Establishing accurate and timely employee
records used to track the costs and allocation
measures associated with non-monetary
perquisites, company property, and
automobiles.
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Part 6: Appendices

The appendices in Part 6 contain quick reference information and practice and review

answers:

Use this appendix To learn about

A Report Quick Human Resources Administration reports and
Reference their business uses.

B Form Title/Form A cross-reference of Human Resources
ID/Segment Cross- Administration form titles, IDs, and segment
reference codes.

C Practice and Review Detailed answers to the practices and reviews
Answers at the end of the instructional chapters.

How to use this manual

This manual has been designed as a reference manual as well as a training manual. It has
been written to facilitate self-study before and after classroom training.

Table of contents
The manual has been carefully designed for ease of use. All our manuals are written to be
task oriented to help you complete your business tasks using our software.

The table of contents lists all the tasks and their respective chapters.

Glossary of Terms
A Glossary of Terms section is provided to explain terms used in the documentation.

Index
An index is provided to help you locate specific information.

This document was designed to reduce your need for an index. You should find the table of
contents sufficient.

Introductory chapters

It is important that you read the introductory chapters first. Chapter 1 ensures you get the
most out of the information we have provided. Chapter 2 provides a high level overview.
Read it to get the big picture before reading the detailed instructional chapters.

Instructional chapters

All chapters, other than the introductory chapters, are instructional chapters. They contain
detailed instructions on how to complete the business tasks. Each instructional chapter has
the following distinct sections:

Key Concepts

Always read the conceptual information first. This will help you understand why you have
to perform certain tasks. It will also help you make decisions about your options and help
you understand the importance of performing certain tasks. Exercises to help you apply the
concept to a business task are included at the end of most concepts.
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Note:

Note:

Conventions used

Apply the Concept

To be certain that you have understood the key concepts in a chapter, complete the Apply
the Concept exercises provided. The answers to these exercises can be found in the
appendices.

Detailed Directions
When you are ready to perform a task, review the Detailed Directions, which provide
guidance, as well as the specific steps, to complete a task.

Guided Practice

The Guided Practice within the Detailed Directions offers you an opportunity to practice a
task with step-by-step instructions. It takes you through the various steps, providing
detailed examples so you can gain a comfort level with the task. Guided Practice is easy to
locate.

For practice, type '"ABC Solutions'.

To successfully follow the Guided Practice, you must have completed all the previous
Guided Practice exercises in the manual. The Guided Practice uses the test data installed
with our software. For the Guided Practice exercises to work, this test data must not have
been altered.

All users who complete the Guided Practice must either have their own copies of the test
data or have the test data restored for them.

Extended Practice

To be certain that you have understood the tasks in a chapter, complete the Extended
Practice provided. The Extended Practice gives you the opportunity to complete one or
more tasks without step-by-step guidance. The answers to these exercises can be found in
the appendices.

To be able to complete the Extended Practice exercises in the manual, you must have
completed all the previous exercises. You must also be using the test data delivered with the
software. This test data must not have been altered.

Review of Questions Answered
To be certain that you have understood all of the information in a chapter, complete the

review questions provided at the end of a chapter. The answers to these questions can be
found in the appendices.

in this manual

The underlying page layout and design of this manual are meant to be as intuitive as
possible for you. Our intent is to make it easy to navigate through the manual and
concentrate on learning and doing.

Cross-references
Wherever appropriate, we provide cross-references to help you find additional information
or further discussion of a specific topic.

Refer to a cross-reference to find more detail or more discussion on a given topic.
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Notes
Whenever there is important information you should be aware of, we provide a note.

Note: You will find tips or quick techniques covered in notes.
How to get additional help

If you can not find the answers to your questions in this manual, contact Customer Support,
who will be able to answer specific questions and give you general advice on training.

Please visit our web site www. Cyborg.com (see "Cyborg Home - http:/www.Cyborg.com")
for the latest schedule of available courses and course descriptions.

Suggestions and feedback
We value your feedback on our performance support materials. Please forward any
comments on this manual to Customer Support.



http://www.cyborg.com/
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Using Human Resources Administration

Introduction

Today's Human Resource departments are being called upon to move beyond their
traditional objective—the management of an organization's key asset, its human
resources—and to align themselves with organizational business strategies. The HR
strategy must support the larger goals of the organization. This section provides an
overview of Human Resources Administration and introduces the features that can be used
to support a business-led human resource strategy.
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HR areas and solutions

In determining their strategies, many organizations follow processes defined by
organizational design and development (OD&D). OD&D is generally conducted as a means
of:

B Identifying an organization's critical success factors

B Clarifying the organization's desired mission, objectives, or purpose

B Stating the values or principles by which the organization will be governed and by
which it hopes to achieve its stated objectives

B Redefining job roles, work methods, policies, procedures, and hierarchical structure to
achieve alignment with organizational objectives and values

We can view the relationship between HR management (HRM) and OD&D like this. HRM

supports OD&D and, in turn, an organization's objectives and values:

Objectives
and Values

Organizational Design and
Development

Human Resources Administration

Integrated, business-led human resource management can be divided into four functional
areas as follows:

B Employee resourcing

B Employee development
B Employee relations

B Employee compensation

These four areas become the 'pillars' of the integrated HRM solution, as represented here:
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Area 1: Employee Resourcing

'Resourcing' involves recruiting, selecting, hiring, utilizing employees with the knowledge,
skills and abilities that make them useful to the organization, and eventually retiring or
terminating those employees. It ensures that an organization's demand for human assets is
supplied at all times by competent workers.

Objectives
and Values

Organizational Design and Development

Employee
Resourcing

Employee
Development

Employee
Relations

Employee
Compensation

Human Resources Administration

The employee resourcing processes undertaken by most organizations are shown in the

employee resourcing pillar:

Employee Resourcing

Recruiting and selecting
employ ees

Hiring, Rehiring,
Reinstating, Recalling or
Transferring employ ees

Managing Employ ee
Attendance

Managing Employ ee
Status, Leaves and
Returns, and Separations

Position Administration,

Complement Control

Requisition Tracking

To support these processes, Human Resources Administration provides the following

functionality:

Recruiting and selecting employees

Human Resources Administration provides a variety of facilities to assist you in recruiting

and selecting employees.

B Using Applicant Tracking, you can manage the applicant process from the recording of
initial applicant information through the interviewing and hiring stages. This

component provides facilities to:
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® Separate applicant records from employee records.

® Record extensive information on applicants including demographics, job or position
applied for, preferred work environment, work history, and contacts/references.

® Record recaps of each interview conducted.

B Hire an applicant and transfer all information to a production company.

B Using Position Administration, you can match the requirements for an open position
against those of active applicants.

B Using Requisition Administration, you can track applicants and new hires through the
recruitment and selection process. You can ensure that no position is filled without a
formal request.

B Using Complement Control, you will automatically be notified of any position
vacancies. Complement Control also manages the number of vacancies for which you
can recruit.

Hiring, rehiring, reinstating, recalling, and transferring employees
During the hiring process, you assign an Employee Number to an employee and enter
demographic and work-related information.

To hire an employee, you will use a pre-defined template. Templates are used to establish
common information for a group of employees in one model record. For example, you
might create separate templates for hourly, union employees and full-time, salaried
employees. When an employee is hired using a template, the template's information is
automatically copied to the employee's master record. Because templates populate forms
with pre-defined information, they also save data entry time and prevent data entry errors.

Two methods are provided for hiring employees. Using the Employee Information form
(EF-SCR) method, you complete detailed information on a series of forms. Using the Quick
Hire method, you can hire an employee using a single form (NH-SCR). This method allows
you to enter just enough information to get an employee on the payroll. You can add more
detailed information about the employee at a later time.
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The first and second panels of the following form show the result of using Quick Hire for a
new employee using a template:

White-Not Hispanic
1st Shift HED
Hourly-Auto Paid

2 Seattle Drive

101 Semi Monthly

cago L 60632 -8577)

02-22-18962
01-10-2001]

Nev Hire-Hr Reg FT

Optional information you can add about employees includes the following:

B Personal and identification information, including marital and citizenship status, visa
information, and security clearance.

B Contact information, including the employee's e-mail address, fax number, cellular, car,
and pager numbers.

B Telephone and employment information, including work and home telephone numbers,
original applicant number, and employment agency used for hiring, if applicable. If you
use applicant tracking, this information is automatically populated.
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B Spouse and dependent information, which is helpful for tracking benefit entitlements.
Data that can be recorded includes names, ages, and birth dates.

Which procedure you will follow to enter an employee's initial salary depends on whether
or not you are using Position Administration.

Rehiring, reinstating, and recalling former employees is simply a matter of updating an
employee's master record with current information. The parity requalification date
calculated by the system, along with your company policies for leaves of absence, can be
used to modify the employee's adjusted seniority date.

Transferring employees is accomplished on a single form (ET-SCR). During the transfer
process, you indicate whether payroll, basic human resource, and benefits data should
reside in both the old and the new organization, just the old organization, or just the new
organization.

Refer to Hiring, Rehiring, Reinstating, Recalling, or Transferring an Employee (on
page 83) for more information.

Managing employee attendance

Absence Management provides a foundation for employee scheduling and tracking
employee absences by providing running balances for different types of absences, for
example, jury duty, sick day, funeral, and various medical leaves.

Tracking both excused and unexcused absences provides a clear understanding of why and
how previous absences have occurred, and how much time remains for the balance of the
year. This information can be used to spot trends in employee absenteeism.

In addition, you can establish weighted absence rating schemes based on individual
company policies.

Refer to Managing Employee Attendance (on page 165) for more information.

Managing employee status changes, leaves and returns, and
separations

During the implementation of the Human Resources Administration, you will establish a
table of valid activities and their resulting employment statuses. When processing employee
status changes, leaves and returns, and separations, these rules will be automatically
invoked to determine resulting employee statuses. For example, the following form shows
that employee Steven Austin is being changed from an hourly full-time employee to an
hourly part-time employee. Because the activity of 'Chg-To Hrly PT' is used, the system
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determines his new status to be 'Active-Hrly PT', as shown on the following form:

Resulting Status:

bctive-Hrly FT

[5tatus Changes AUSTIN. STEVEN |
Effective Dates 12-15-1997]
Activity> Chg-To Hrly PT =l

Adj Seniority: 12-17-1975| Original Hire: 12-17-1975|
—Frior Activity
Date Botivity Resulting Status
09-03-19583 043 Recl|-To Hr Reg FT 03 Active-Hrly Reg FT
03-01-1983 600 Layoff 63 Ld Off-Hrly Regz FT
12-17-1978 003 Mew Hire-Hr Reg FT 03 Active-Hrly Reg FT

rsalary Information
Current at Activity Effective Date

12-10-1997
480.00

130
16.0000

olz
30,00

Months 5 ince:
Period Hours:

Salary Effective:
Period Salary:

Change Type:
Hourly Rate:

Refer to Processing Terminations, Leaves and Returns, and Other Major Activities (on
page 205) for more information.

Position Administration
Position Administration facilitates an integration of organizational vision and HRM.

An organization's mission can be defined as 'what the organization is in business to do'. An
organization's vision can be defined as 'what the organization will look like when it does
this right'. A key component of achieving an organizational vision is implementing an
organizational structure. Using Position Administration, you can define the structure of
your organization, in terms of units and roles (positions). Position Administration makes
possible the strategic alignment of HRM and an organization's goals.

Position Administration provides you with the ability to:
1. Identify gaps in your organization for the following critical activities:

® Recruitment—Find 'best fit' applicants by defining requirements for positions, and
then match those to the external or internal applicant's data.

Succession planning—Define requirements for key positions, and then match
against information on the Employee Database.

Employee development/career planning—Identify what skills/education is required
for a position and then determine if an employee has the skills/education. The

identified gap becomes the training plan for the employee.

Project staffing—Build an organization unit for a project, define positions for each
project role, and then search the Employee Database for 'best fit' candidates.

2. View your organization's resource strengths and weaknesses:
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® Determine where your organization has a concentration of skills.
® Determine where your organization has vacancies.
3. Restructure your organization.

You can easily reorganize the structure of an organization, or experiment with different
scenarios and evaluate their impact, simply by using the dynamic reorganization facilities.

Refer to the Using Position Administration documentation for more information.

Complement Control

Complement Control can be used with Position Administration to limit hires and transfers
based on headcounts, Full Time Equivalents (FTEs), or hours budgeted for positions. The
values at the organization unit level can be used for complement control purposes, or
separate complement values can be set up on a position-by-position basis. This facility
prevents the complement from being exceeded when new hires or internal transfers take
place.

Refer to the Using Position Administration documentation for more information.

Requisition Administration

The Requisition Administration component provides the means for controlling the
recruitment process through the use of authorized requisitions. Requisition Administration
is fully integrated with Position Administration. It can also be used in conjunction with
Applicant Tracking.

& Refer to the Using Requisition Administration documentation for more information.

Area 2: Employee Development

This function is sometimes narrowly referred to as 'training' or 'training and development.'
The employee development function focuses on the abilities of your organization's
employees to successfully complete the work they are assigned. It involves much more than
simply providing training materials or courses to employees. It includes a wide range of
such activities as identifying needed skills through competency gap analysis, providing
development opportunities, tracking employee competencies, and tracking and analyzing
performance appraisal results. These activities can be undertaken on both an organizational
level and an individual employee level.

The processes that will help you manage employee development effectively are shown in
the employee development pillar:

Employee Development

Tracking Employee Skills,
Competencies, and Training

Tracking Performance
Appraisals

Training Administration
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Tracking employee skills, competencies, and training

Succession planning, career planning, and workforce planning are three areas of employee
development that require extensive information about employees. To foster these types of
planning, you can track the following types of information about employees:

Formal education

Training scheduled and taken

Tuition reimbursement

Skills and competencies

Certificates, licenses, permits, and their expiration dates
Professional association memberships

Refer to Tracking Employee Skills,Competencies, and Training (on page 237) for more
information.

Tracking performance appraisals
Human Resources Administration provides facilities for you to both schedule/track
performance appraisals and record their results.

Extensive information can be recorded about performance appraisals. The following form
shows the results of a scheduled performance appraisal for employee Andrew Anders:

[Ferformance Appraisal Results Anders, Andrew |

Appraisal Dates 06-01-1935|

—Relocation
Type OF Appraisals Scheduled Appraisal LI
Willingnes=s to Relocate
Rating: z-above Standard | Will Considr Reloctn =|
bverage Rating: .0aj Area Preferred
Africa, General ;I
Matrix ID: COOL|
Framatability: Readw For Promotion LI —Travel
Promotability Date: 06-14-1938 [V Willing To Travel
Appraised By: B. Smith | Travel Fercent: 023]

The two following reports are provided to help you track performance appraisals:

B Performance Appraisal Scheduled For Month Of: XX (1R-RPT)
B Performance Appraisals Not Returned By Expected Date (1Q-RPT)

If you are using Salary Administration, you can link performance appraisal ratings to
automatically generate pay increases.

Refer to Tracking Performance Appraisals (on page 267) for more information.
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Training Administration

The Training Administration component allows you to define courses, schedule classes,
and set up training programs. Complete registration and reporting facilities are provided,
including automatic wait-listing of students for fully booked classes and class
confirmation/cancellation and reminder notifications.

Cost analysis and chargebacks can be tracked using standard reports, including the
following:

B Training Expenditure Charge-Back (27RRPT)
B Training Expenditure Disbursement (28RRPT)

& Refer to the Using Training Administration documentation for more information.

Area 3: Employee Relations

'Employee relations' refers to aspects of the employee-organization relationship that are not
already provided for under the areas of employee resourcing, employee development, and
employee compensation. These are employee health and safety management and the
tracking of disciplinary actions and employee grievances.

The two processes of the human relations area in an integrated HRM solution take their
place in our diagram of an integrated HRM solution as shown here:

Employee Relations

Managing Employee
Health and Safety

Tracking Disciplinary
Actions and Grievances

Managing employee health and safety

Facilities are provided for you to record, track, and report on the health and safety of
employees including individual employee conditions, such as allergies, work restrictions,
and workplace accidents. Standard reports are provided for reporting accidents to
regulatory organizations, such as OSHA.

Job forming and wellness plans are accommodated through physical exam scheduling and
reporting.

You can record and track the following:

Emergency medical information (15-SCR)

Injury, illnesses and work restrictions (17-SCR)
Emergency contact and physician (16-SCR)
Physical exams scheduled and completed (18-SCR)
Physical exam test results (19-SCR)

Injury Information (PR-SCR)

Additional Injury Information (PROSCR)
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&

The following form shows the emergency medical information recorded for an employee:

[Emergency Medical Information JONES. JERRY |
Effective Date= 02-01-1999] —Allergies

Disability: | Penicillin =|

Blood Type: Type AB Rh Megative |« Sul fur/Sul fur Compnd =

Last Donation: 12-01-133§| d

¥ Will Donate Blood ;I

T Employee Smokes ;I
Religian:
Language:

Refer to Managing Employee Health and Safety (on page 285) for more information.

Tracking discipline and grievances
Part of employee or labor relations includes the tracking of disciplinary actions taken
against employees and the tracking of grievances filed by employees.

For disciplinary actions, you can track the date and type of problem and then the specific
information about the action taken. You can also indicate whether a follow up review
should take place, and, if so, when.

For grievances, you can record complete information about the grievance, including
occurrence date, type of grievance, and location. You can also track additional information,
such as references to any contract bearing on the grievance.

The following reports are provided to help you track disciplinary actions and grievances:

B Disciplinary Actions Report (3M-RPT)—This report provides a summary of the
disciplinary actions taken against employees by the organization.

B Grievance Recording And Status Report (3V-RPT)—This report provides a summary
of the employee grievance information on file.

Refer to Tracking Discipline and Grievances (on page 319) for more information.

Area 4: Employee Compensation

'Employee compensation' encompasses a range of business practices aimed at securing and
retaining the right employees with the right skills. It refers to all forms of both monetary
and nonmonetary compensation or remuneration paid to an employee.

An important emphasis of employee compensation is total or overall compensation. It
refers to more than just payroll; it includes all forms of compensation between the
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organization and the employee. Those forms can be divided roughly into the two following
broad categories:

B Monetary compensation—Includes basic payroll (salary or wages), performance-
based bonuses and increases, cost-of-living adjustments, special-duty or hazard pay,
annual and other periodic bonuses, and any other form of monetary compensation,
including benefit plans (such as retirement programs) and reimbursement of employee
relocation expenses.

B Nonmonetary compensation—Includes all other forms of compensation or
perquisites, such as use of company property (automobiles, computers, and other
equipment or tools), use of company credit cards, health-club memberships, and
discount buying-club memberships.

The processes of managing the various forms of employee compensation take their place in
our diagram as shown here:

Employee Compensation

Managing Employee Compensation

Tracking Employee Relocation
Expenses

Allocating and Recovering Property
from and Employee

Salary Administration

Benefits Administration

Managing employee compensation
Managing employee compensation involves the following issues:

Salary changes

B Monetary perquisites and bonuses
B Salary reviews

B Analysis of salary data

Employee salary increases can be entered manually or generated using Salary
Administration. All generated and calculated amounts can be overridden.
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The following form (with Position Administration in use) shows the results of recording a
salary change directly for an employee:

[Salary AssignmentsChanges ELOOM, ALEXAMDER

Incumbency= 1=t | ncumbency LI Effective Date= 04-01-129]
separators 1=t Qccurrence |=| Type OF Changes |ncrease-Merit |
Frequency: yeekly j Overrides: d

[ Calculation Entries And Result=

Hours Fer Period: 40.00

Hourly Rate: 19._2250

Salary Fer Period: 507 .69

Annual Salary: 42,000, 00

Amount Change: 4,000.08

Fercent Change: 10.53

Months Since Prior: | 168

| History

The system allows for the recording of both monetary perquisites, such as automobile
allowances, travel subsidies, bonuses, and commissions.

Salary reviews are handled separately from performance reviews. Salary reviews can be
scheduled online and tracked online or by using standard reports. The following reports are
available to help manage the salary review process:

Scheduled Salary Reviews Within Selected Months (19-RPT)
Salary Review Forms Not Returned By Date (18-RPT)
Salary Review Authorization Form I (5O-RPT)

Salary Review Authorization Form II (5P-RPT)

Among the reports available for analysis of employee salary data are the following:

Salary Analysis By Grade (14-RPT)

Over Maximum/Under Minimum (17-RPT)

No Salary Adjustment On File For Last 12 Month Period (1Z-RPT)
Salary Distribution By Performance/Time-In Job (1Y-RPT)

Salary Increase Analysis (1V-RPT)

Refer to Managing Employee Compensation (on page 335) for more information.

Tracking employee relocation expenses
Facilities are provided for you to record and analyze all important aspects of employee
relocation, including such items as:
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Employee relocation moves (34-SCR)
Closing costs (35CSCR)
House-hunting expenses (35HSCR)
Moving expenses (35SMSCR)
Shipping/storage costs (35SSCR)
Temporary living expenses (35TSCR)
Bridge loans (36-SCR)

Refer to Tracking Employee Relocation Expenses (on page 369) for more information.

Allocating and recovering property from an employee

You can track the costs and allocation measures associated with non-monetary perquisites,
company property, and automobiles that are often tied to an employee's compensation
package. Specifically, you can:

Record non-monetary perquisites (20-SCR)

Assign company property (22-SCR)

Assign company automobiles (24-SCR)

View company property and automobiles not yet returned (96RSCR)
Record the return of company property (99-SCR)

Record the recovery of company automobiles (98-SCR)

Refer to Allocating Property to and Recovering Property from Employees (on page
401) for more information.

Benefits Administration

The Benefits Administration component provides complete functionality for defining and
administering benefits plans. It retains information about employee eligibility and
participation in any or all benefits plans, and tracks benefits costs for the employee as well
as for the company. Specific features of Benefits Administration include the following:

Plan setup
All benefits plan rules are defined using standard tables. When an employee is enrolled in a
plan, the plan rules are automatically invoked.

Using a benefits Control Number, each company can have its own set of benefits tables, or
several or all companies can share the same benefits tables.

Plan administration
Benefits Administration provides complete support for the following categories of plans:

B Welfare
B Deferred (Defined Benefit, Defined Contribution, and Thrift/savings)
B Flexible Benefits

The system automatically recalculates coverage and contribution amounts based on changes
to an employee's master record (for example, a salary increase) or to a plan in which an
employee is enrolled (for example, a change in the employee contribution amount).
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Facilities are provided for spouse, dependent, and beneficiary tracking. Multiple
beneficiaries and associated percentages can be identified for a plan.

Reports used for the administration of benefits
An extensive library of standard reports is provided for organizational, administrative, and
regulatory reporting. Types of reports include:

Plan rules

Enrollment registers

Flex benefits communication forms

Benefits activities

Retirement counseling notices

Plan premium statements

Actuarial interface tapes can be created in your desired format

Refer to the Using Benefits Administration documentation for more information.

Salary Administration

The Salary Administration component tracks job evaluations and merit increase guidelines,
performs budgeting analysis, and automates the salary review and performance appraisal
process. Salary Administration allows you to do the following:

Process salary reviews and conduct salary analysis

Facilities are provided to record the dates and types of reviews to be conducted, as well as
their projected completion dates. Online or packaged reports are provided to determine who
is due for a performance or merit review in a specified time period. Salary authorization
forms can be produced for use as turnaround documents for management signatures.

Produce salary forecasts for budgetary purposes

Multiple salary plans can be created using different increase policies, creating 'what-if'
scenarios. Within the various scenarios, employees can be simultaneously assigned to a
maximum of three plans (for example, a 3 percent, 5 percent, and 8 percent increase),
allowing you to compare the results among the three plans.

Salary Administration accommodates a variety of methods for budgeting of salary changes.
These methods can be used interchangeably and in combination:

B Manager's discretion

B Increase matrices to consider each employee's job performance rating and position in
salary grade

B Across-the-board increases targeted to specific groups of employees

Update salary grades and ranges

Each job may be tied to a salary grade and range, allowing you to access an employee's
compa ratio and position in range. Once salary ranges have been established, they can be
casily changed as salary grades are reevaluated. Changes to salary grades can be calculated
and applied automatically using a percentage or midpoint formula.
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Mass salary updates

Mass salary updates may be processed based on parameters entered on a parameters form.
The update program has the ability to update as well as report mass salary changes. This
program can also be used in a 'what-if' mode.

An audit report is produced each time the program is run, showing the results of the
calculation for each selected employee. This report is produced in both update and report-
only mode.

Report information used in the administration of salary changes/budgeting
Numerous standard reports are provided, including the following:

Salary Increase Analysis (1V-RPT)

Annual Budget (5C-RPT)

Over Maximum/Under Minimum (17-RPT)
Budget to Actual Comparison (5J-RPT)

Refer to the Using Salary Administration documentation for more information.
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The complete, integrated HRM solution

The four functional areas of an integrated HRM solution are now complete:

Objectives
and Values

Organizational Design and Development

Employee Resourcing | | Employee Development | E’:Ipa':gj: | |Employse Compensation
Recruiting and Managing Employee
Selecting Employees Compensation
Tracking Employee
Hiring, rehiring, Skills and Tracking Employee
reinstating, recalling, Competencies Managing Employee Relocation
and transferring Health and Safety Expenses
employees
Allocating Property
Managing Employee and Recoverring
Attendance Property from an
Tracking Employee
Processing Performance
Terminations, Appraisals
Returns, and other Salary
Maior Activities ) Administration
Tracking Discipline
Position and
Administration and Training
Complement Control Benefits
Administration
Requisition
Administration

Human Resources Administration
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eCyborg Interactive Workforce---to manage employee
information

As you determine your HR strategy, consider the advantages of using eCyborg Interactive
Workforce. This web-based employee self-service application gives your employees real-
time access to view, add, and update their personal information held within The Solution
Series. A user-friendly, web-based interface, Interactive Workforce enables employees to
enter, update, or view their personal information. In addition, it contains a benefits module
that enables your employees to enroll in benefits online and to view their current benefits
enrollments.

Interactive Workforce does not display the forms used in The Solution Series. Instead,
Interactive Workforce presents web pages on which users view, enter, or update
information. Communication between Interactive Workforce and The Solution Series is
performed via an application programming interface (API) that allows the two software
applications to pass information to each other. Following are some of the factors to
consider as you determine your HR strategy.

Added focus on HR strategic tasks

One of the obvious benefits of using eCyborg Interactive Workforce is that HR staff can
spend less time dealing with tactical work, such as updating basic employee details and
handling information requests. This allows more time to focus on strategic work.

Employee information more current

Employees who own their data can control their data by updating personal information
immediately without assistance. Information is as current as employees choose to make it.
Information maintained by employees includes:

Marital status

Family members

Name and address including a separate mailing address
Contact information including phone, fax, and email details
Emergency contacts

Emergency doctor

Online access to personal information for employees

Instant access to information is an important benefit to employees, particularly being able
to review their pay information online. Employees can potentially access eCyborg
Interactive Workforce any time they want at work via the network. If they have access to
their organization's intranet from remote locations, they can also access their information
from home or another offsite location.

Online benefits enroliment

Using the benefits enrollment functionality significantly reduces the level of HR staff
involvement in benefits enrollment, leaving them more time to focus on the more strategic
aspects of benefits administration.
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Reporting options

Human Resources Administration provides a variety of reporting options.

Reporting Administration

Reporting Administration is a value-add product from Cyborg that combines the power of
the business intelligence tools from Cognos Corporation, a Cyborg strategic partner, with a
relational database (data mart) package from Cyborg.

Reporting Administration includes the following:

B Functionality to extract data from the system into a relational database data mart.

B Functionality to launch the Cognos reporting tools directly from the system.

B Cyborg-specific Impromptu catalogs for the delivered data mart, which promote
intuitive user access to the data extracted from the system and placed in the data mart.

B Cognos reporting tools (Impromptu, Power Play, and so on).

Standard human resource management reports

Nearly 100 HR packaged reports are delivered with the system. You can use these reports
as delivered, or customize them to meet your needs. The reports range from simple
alphabetic listings of current employees to regulatory reports.

Refer to the Report Quick Reference (on page 421) for samples of the standard HR
reports delivered with the system.

HR queries and reports

Custom online queries and reports can be developed using Solution View. Queries are
developed by choosing text boxes to be displayed and then specifying what mathematical
operations to perform on the data (totals, averages, counts, and so forth). Selection criteria
includes point-in-time reporting and literal comparisons (for example, equal to, less than,
greater than, and, or, and/or). Query definitions can be saved for future use.

Refer to the Using Solution View documentation for more information on creating and
running online queries and reports.
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Introduction

Tasks

Prerequisites

The recruitment and selection of employees is one of the first steps in implementing the
employee resourcing phase of your organization's integrated human resource management
plan. This section focuses on the nine key stages of the recruitment and selection process
and explains how you can use Cyborg's products to accomplish each of these stages and
associated tasks.

This section explains the following:

Adding an applicant's basic information

Entering an applicant's name and address details
Entering an applicant's job or position applied for
Entering an applicant's work history

Entering an applicant's job references

Recording an applicant's contact information
Recording an applicant's identifying information
Recording an applicant's preferred work environment
Selecting candidates for interview

Monitoring an applicant's interview process
Reviewing the applicant's profile

Entering the successful candidate's job details

Refer to Hiring, Rehiring, Reinstating, Recalling, or Transferring an Employee (on
page 83) to learn how to transfer applicants to an active employee organization.

Before you can perform the tasks in this section, the following must be established:

B An employee template (Logical Employee Model) for the applicant organization

B Applicant tracking Control Numbers on the Company-To-Rules Cross-Reference for
Applicant Tracking form (AT-SCR)

B System Options form (TG-SCR) with Position Administration option set to 'In Use' if
you will be using the Position Administration

If you are not using Position Administration, set the Position Administration option on the
System Options form (TG-SCR) to 'Not In Use'.

Questions answered

The following questions are answered in this section:

1. What are the options available when recruiting employees?

2. How can using applicant organizations facilitate the recruitment process?

3. How are templates used to enter information in the system?

4. What data is required and what data is optional when entering applicant information?
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The recruitment and selection process

The recruitment and selection of employees is the first step in implementing the employee
resourcing phase of your organization's integrated human resource management plan.
Ideally, the process of recruiting and selecting employees follows a careful analysis of the
skills, competencies, and other workforce characteristics needed by your organization.
Individuals (from either inside or outside the organization) who possess the skills,
competencies, and other characteristics identified through that analysis become the target of
the recruitment and selection process. These individuals are generally recruited for a
particular job or position in which their qualifications match the necessary skills.
Qualifications are often classed into 'minimum required' qualifications and additional
'desired' qualifications that further distinguish one candidate as being more suitable than
another for a particular job.

The process of recruiting and selecting employees may be developed from any of the
various strategies. Each organization tends to go about recruitment and selection in its own
unique way. In general, organizations typically complete the nine key stages in the
recruitment and selection process that are discussed next.

1. Identify a vacancy and obtain authorization to fill it

Vacancies are customarily identified when a staff opening occurs in a team or work group,
sometimes because an employee leaves a position or because of a budgetary allocation of
an additional position. Your organization can also identify vacancies by using the Position
Administration and Requisition Administration components. Requisition Administration is
particularly useful because of its capability in tracking authorizations to fill vacant
positions. Vacancies are easily tracked and managed using both Position Administration
and Requisition Administration.

2. Define the particulars of the specific job or position to be filled

Once a vacancy has been identified and approved for filling, particulars such as starting
salary, salary range, start date, department, and location must be defined. These factors
usually become part of the information you will advertise to recruit candidates.
Additionally, you will need to define details about the recruitment effort itself, such as the
period of time to be allowed before the application-submission deadline, when the position
is to be filled, and whether applicants from outside a particular department or from outside
your organization will be considered.

3. Advertise the job opening and recruit potential candidates for the position

The job opening may be advertised either inside or outside of the organization, or both,
depending on your organization's strategy for filling a particular position. Typical forms of
recruitment advertising include mass advertising such as newspaper ads, radio spots,
internet notices, internal postings, employee-referral programs, job-placement agencies, job
fairs, campus recruiting, and professional search firms. Your organization may also use the
system to identify current employees who have the skills and competencies needed to fill
the available job.

The goal of all these forms of recruitment is to generate a pool of interested (yet not
necessarily qualified) candidates. Internal candidates may complete a job-bid form or
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submit a full application to indicate their interest in the vacant position. An abbreviated
application may be acceptable from internal candidates, as more in-depth information about
current employees' qualifications and work history is maintained on each employee's record
within the system. Applicants from outside the organization will typically complete a
comprehensive job application. They may be asked to submit a personal resume or
Curriculum Vitae showing recent work history, educational achievements, and other
information about their qualifications.

4. Eliminate candidates who do not meet the minimum qualifications for the

position

Once a pool of candidates has been created, you should evaluate and eliminate those
candidates who do not meet the minimum qualifications for the position. Minimum
qualifications are frequently described in easily quantifiable terms, such as 'two years of
experience', 'Bachelor of Science degree', and 'current certification as medical technologist'.
Candidates who do not possess the minimum qualifications are removed from the candidate
pool and eliminated from further consideration for the position.

5. Assess the qualifications of the remaining candidates

Candidates who meet the minimum qualifications for the position should now be
reevaluated in terms of skills, competencies, work history, educational achievements,
licenses and certifications, and so forth. Depending on the nature of the job for which a
candidate is being considered, your organization may complete such evaluation tasks as
holding one or more interviews with each candidate, conducting assessment or other
aptitude tests, and administering written or oral examinations of a candidate's knowledge,
skills, and competencies. Your organization may also contact individuals whose names
have been given as references for each candidate as a means of evaluating the employee's
work habits, communication skills, problem-solving abilities, and so forth. It is possible
that a candidate must pass a physical examination because of the physical requirements of a
particular job. Cyborg's products become valuable tools as you record the results of each
type of evaluation conducted for each candidate.

6. Select the individual or individuals who appear to best fit the
organization's needs

The results of your evaluations of the candidates may be quantified by the use of a rating
scale for each qualification or attribute being sought. You may decide to weigh certain
qualifications more heavily than others because of the importance of those qualifications to
your organization and/or position. Candidates with the highest overall score or those that
best fit the ideal candidate profile are selected as being the most suitable for the position.
You may want to avoid contacting any remaining qualified candidates to tell them they
have not been selected for a position at this stage, since the candidate selected may not
accept the terms of employment offered or may have accepted employment elsewhere
during the time that passed since applying for the position.

7. Extend a job offer to the selected individuals

Although it is likely you will have already outlined the particulars about the available job to
the candidate early in the recruitment process, this information should be reviewed in more
detail when tendering a job offer to the successful candidate. Terms of employment such as
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working hours, starting date, and salary should be agreed upon. The candidate will either
accept or reject your organization's offer at this time. Once the offer is accepted, the
candidate becomes an employee. The system simplifies converting a candidate into an
active employee, as the system uses the information captured during the recruitment and
selection process to build what will become the employee record.

8. Notify unsuccessful candidates

Candidates not selected for employment should be told that they have not been selected for
the job in a timely fashion. Typically, a letter is used to inform the unsuccessful candidates
that the position has been filled by another candidate. It is a good idea to maintain a
positive relationship with these unsuccessful candidates, as you may consider them for
future positions for which they qualify. The system assists you in notifying the
unsuccessful candidates and maintains data about each candidate for future evaluation.

9. Analyze the recruitment and selection process just completed

The overall success of your organization's recruitment and selection effort over the long
term is greatly enhanced by effectively tracking candidate qualifications and your
recruitment methods. It is also possible that information about your organization's
recruitment efforts may be required by various government agencies for monitoring of fair
employment practices or for other purposes.

As the final stage in the recruitment process, you should look back at the process and
discover improvement opportunities for the future. You may want to analyze the
effectiveness of the recruitment process by examining the number of candidates (qualified
and not qualified) obtained from each recruitment source. You can also analyze recruitment
results by job or the current status of each candidate. A list of all active applicants that can
be considered for another position is readily available. The information recorded in the
system throughout the recruitment and selection process makes all this analysis and
reporting possible in an efficient and meaningful way.

Cyborg's products provide ample capability for tracking and managing information at each
step in the recruitment and selection process, from identifying a vacancy and defining the
job to be filled, to notifying unsuccessful candidates and hiring successful candidates as
employees. Timely analysis of each recruitment effort is facilitated by having complete
information about the job opening, candidates recruited, and recruiting sources available
within the system.

Apply the Concept
What are the nine stages in the recruitment and selection process?
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Which functionality to use in the recruitment and
selection process

The system contains several components that can be used in the recruitment and selection
process. Each of these components is designed to improve the efficiency of your
recruitment processes, and to improve the quality and functionality of the data that is being
tracked. The components that you select are entirely up to your organization. The
functionality of the Applicant Tracking, Position Administration, Requisition
Administration, and Complement Control components is discussed in the following
sections in relation to the recruitment and selection process.

Use of Applicant Tracking functionality

The Applicant Tracking component allows you to store and track details about an applicant.
It is up to you to determine when in the recruitment process that you will start using the
system to record applicant details.

It is also up to your organization to decide how much detail will be recorded for each
applicant. An applicant record can be created by entering a minimum of data. However, a
wide range of forms are available for recording a variety of applicant data. Any data
entered at the applicant stage is not a waste of time, as most of this data is transferred to the
employee record when the candidate is hired and becomes an employee. You may choose
to enter detailed information for only those applicants who are considered strong candidates
for the position.

Use of Position Administration functionality

&

In the area of recruitment and selection, very strong links exist between the Position
Administration and the Applicant Tracking components. Identifying candidates who meet
your minimum requirements is easily accomplished by matching these requirements to
those of the position for which the applicant is applying. For example, if your minimum
requirement for a position is a degree in engineering, you can track the educational
credentials of all candidates to find a match.

The Position Administration component can also help you identify internal applicants who
meet the minimum requirements.

To create the link between Position Administration and your applicant organizations, you
must switch the Position Administration setting on the System Options form (TG-SCR) to
'In Use'. Alternatively, you can set the Control Number for System Options on the
Company-To-Rules Cross-Reference For HR form (AX-SCR) to the same Control Number
in your position management organization.

Refer to the Using Position Administration documentation for more information.

Use of Requisition Administration functionality

A key element in the recruitment and selection process is being able to adequately fill
positions with the right candidate (or candidates) when vacancies occur. Requisition
Administration allows your organization to fill vacancies with candidates who are either
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&

applicants or existing employees. While the Applicant Tracking component focuses on
applicant details, the Requisition Administration component focuses on requisition details.

The use of Requisition Administration in your organization can improve management of
the requisition process for a new job or position and can also help in facilitating the
tracking of internal candidates for vacant positions. It allows you to track applicants and
new hires throughout the recruitment and selection process. The system keeps track of all
requisitions, and ensures that a position is not filled without a formal request. Particularly
useful is the ability to notify you immediately when a vacancy has been filled. This
prevents you from hiring more than one candidate for a given position. Use of the Position
Administration component is not required to make use of the functionality found in the
Requisition Administration component.

Refer to the Using Requisition Administration documentation for more information.

Use of Complement Control functionality

The Complement Control component can be used during the recruitment and selection
process to automatically identify a position vacancy and to manage the number of
vacancies for which you can recruit. The Complement Control functionality provides you a
comparison complement for each position. Position Administration must be in use to use
the Complement Control functionality.

Refer to the Using Position Administration documentation for more information.
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Use of applicant organizations

It is critical that you keep applicant data safely apart from regular employee data so, for
example, an applicant can never receive a paycheck. In order to access the applicant
tracking forms within the system, you must use an applicant organization. The Company
Category list box on the Company Options form (AF-SCR) identifies whether or not it is an
applicant organization.

It is up to your company to determine how many applicant organizations to set up. For
example, you could set up separate applicant organizations for current applicants, rejected
applicants, and any other unsuccessful applicants. This will help you keep active applicants
apart from inactive applicants who have been eliminated from consideration.

The decisions on which applicant organizations will be created within your organization are
usually decided upon during implementation of the system. When you hire an applicant,
basic information about the applicant is automatically transferred to the employee
organization. If you transfer an applicant to another applicant organization, the basic data is
also transferred.

Apply the Concept
How is a transfer defined in the system?
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Use of templates

Note:

The system allows you to record applicant information on templates (also called Logical
Employee Models) that are stored on the Employee Database. The use of templates ensures
that vital applicant information is entered in a consistent, correct, and usable manner. It will
also save you time because you will not have to reenter data that is common to a group of
applicants.

You must use one of the applicant templates to add an applicant to the system. A base
template with default information should be defined for adding your applicants and
employees. The system also allows you to use more than one template in cases where you
are entering different information for different groups of applicants. Templates should be
set up when you implement the system.

The system allows you to change the default information when adding an applicant or
employee if the information is different from that on the template.

A template must be named as follows: LMODEL<space>unique, two-character
alphanumeric value. For example, ' LMODEL Al' is a valid applicant template name.

Refer to the Implementing Human Resources Administration documentation for more
information on setting up Logical Employee Models.

Position Administration must be set to 'Not in Use' on the System Options form (TG-SCR)
in order to set up or edit Logical Employee Models. The setting can then be reset to 'In Use
after the Logical Employee Model has been created or changed.

'

See also:
B Adding an applicant's basic information (on page 51)
For detailed directions on adding an applicant's basic information.

B Entering an applicant's name and address details (on page 54)
For detailed directions on entering an applicant's name and address details.

B Entering an applicant's job or position applied for (on page 56)
For detailed directions on entering an applicant's job or position applied for information.

B Entering an applicant's work history (on page 59)
For detailed directions on entering an applicant's work history.

B Entering an applicant's job references (on page 61)
For detailed directions on entering an applicant's job references.

B Recording an applicant's contact information (on page 63)
For detailed directions on recording an applicant's contact information.

B Recording an applicant's identifying information (on page 65)
For detailed directions on recording an applicant's identifying information.

B Recording an applicant's preferred work environment (on page 68)
For detailed directions on recording an applicant's preferred work environment.

41



Using Human Resources Administration

B Selecting candidates for interview (on page 71)
For detailed directions on selecting candidates for interview.

B Monitoring an applicant's interview progress (on page 73)
For detailed directions on monitoring an applicant's interview progress.

B Reviewing the applicant's profile (on page 75)
For detailed directions on reviewing the applicant's profile.

B Entering the successful candidate's job details (on page 76)
For detailed directions on entering the successful candidate's job details.
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Required and optional applicant data

It may be helpful to know that only two forms are required to add an applicant record to the
system. The remaining forms contain optional information.

Required applicant forms
These forms are required when adding applicants:

Applicant Information (001SCR)—Used to add a new applicant to one of your
applicant organizations. Also records basic applicant information such as applicant
number, social security number (US), application date, and status.

Applicant Name and Address (002SCR)—Used to record a job applicant's name and
address information.

Optional applicant forms

The following forms are optional:

Applicant Contact Information (008SCR)—Used to record information regarding when,
where, and how an applicant wants to be contacted. This information will only reside
on the applicant record.

Applicant Identifying Documentation (005SCR)—Used to record an applicant's
credentials, such as citizenship and visa information. This information will transfer to
the employee record.

Applicant Job Reference (009SCR)—Used to record information about the persons the
applicant has supplied to you as job or personal references. An unlimited number of
references can be recorded. This information will transfer to the employee record.

Applicant Preferred Work Environment (004SCR)—Used to record the applicant's
preferred work environment, current work status, and availability details. This
information will only reside on the applicant record.

Applicant Work History (006SCR)—Used to record an applicant's previous
employment information. This information will only reside on the applicant record.

Hired Applicant Pre-Transfer Information (020SCR)—Used to enter additional
information about the successful candidate before being hired and transferred to an
active employee organization. Location information will transfer to the employee
record, but salary information will only reside on the applicant record.

Interview Recap (007SCR)—Used to record the results from applicant interviews. A
separate record for each interview is recorded. If an applicant is transferred to active
employee status using the Applicant Transfer form, this form information is not
transferred.
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B Job or Position Applied For (003SCR)—Used to record information about the position
for which an applicant has applied. The position interfaces with the Position
Administration. If hired, the applicant is automatically linked to the position. For this to
occur, you must also enter the position on the Applicant Transfer form. If you are not
using Position Administration, you can enter the job for which the applicant is applying
on this form.

B On-Line Applicant Profile (010SCR)—Used to view the data that has been recorded for
an applicant online.
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Identification of applicants and references

Before you begin recording applicant information, devise a numbering scheme for uniquely
identifying applicants and each of their references.

Applicant numbers

An applicant number is an alphanumeric identifier of up to ten positions. Your organization
should devise a numbering scheme for assigning these, such as the example that follows:

[Applicant Information ANGELD, BARBARA |

Applicant Number: AOOG

Sex
Soc Security Nbr: 617] 53] 6842|
{* Female
Application Date: 01-09-1957| i Male
 Unclassified
Status As Of: 01-16-1387)
Applicant Status: offer Made ;I Birth Date: 06-19-1957|
Applicant Source: Employee Referral ;I Race: uWhite-Mot Hispanic LI
hgency |1D: d Military: not Eligible ;l

Education Level: College 2 ¥r Credit |=|

Note: The assignment of applicant numbers can be automated by customizing the system.

Reference IDs

This text box contains the unique three-position identifier assigned to each of the business

or personal references supplied by an applicant. You will need to devise a scheme for
tracking these, such as the example that follows:
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01
Jackson, Carl

Current Employer
Morris Industries

Mo HNot At This Time

300 Ea=st Kirk
Geneva, L
0144

Mot Yet Contacted

5552224
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Reports used for recruiting and selecting employees

Reporting is an important part of the recruitment and selection process, allowing you to
check, review, and analyze the information you have recorded for your applicants. For
example, you can produce reports that list all applicants that have been interviewed or all
employees hired after a specified date.

The following is a list of the standard reports that are related to the employee recruitment
and selection process:

Active Applicants With Specific Education report (OU-RPT)—Identifies active
applicants who have major and minor subjects on file that match your specified subject
option(s), for example, education, degrees earned, or cumulative grade point averages
achieved.

Active Applicants With Specific Skills (0OV-RPT)—Identifies active applicants whose
recorded skills and abilities match your specified skill options, allowing you to identify
which potential employees have the skills required to perform a job/position.

Alphabetic Listing Of Active Applicants (0B-RPT)—Identifies active applicants within
the Applicant Tracking component.

Alphabetic Listing Of Active/Inactive Applicants (0A-RPT)—Identifies active and
inactive applicants within the Applicant Tracking component.

Applicant Certificates, Licenses, And Permits (OF-RPT)—Lists unexpired certificates,
licenses, and permits (CLPs) for all applicants as of a specified date.

Applicant Education And Skills Profile (OH-RPT)—Provides a list of the education and
skills on file for all active applicants. The information included on this report is
recorded on the Formal Education form (30-SCR) and the Skills And Competencies
form (33-SCR).

Applicant Expired Certificates, Licenses, And Permits (0G-RPT)—Provides a list all of
your active applicant's certificates, licenses, and permits that have expired and are due
to be renewed on or before a specified date. This allows you to identify which
applicants to contact for renewal.

Applicant Listing By Job Code (0J-RPT)—Produces a listing of applicants by the job
code for which they have applied or are being considered. This report may be helpful in
identifying those jobs that have a high turnover and those that have a large number of
interviews conducted before an applicant is hired.

Applicant Listing By Major Code and Education Level (OP-RPT)—Provides
educational information for all active applicants.
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Applicant Listing By Position Number (0K-RPT)—Produces a listing of applicants by
the positions for which they have applied or are being considered. The current applicant
status and position status are also displayed.

Applicant Listing By Skill Code And Proficiency Rating (OR-RPT)—Provides skill
information for all active applicants.

Applicant Listing By Source (0S-RPT)—Provides the source where your applicants
first heard about a job opening along with applicable job agency information. This
information may help you identify which advertising media are most effective in
recruiting applicants for specific positions.

Applicant Listing By Status (0I-RPT)—Produces a listing of all applicants by their
current applicant status code and the jobs for which they are being or have been
considered.

Applicant Listing By Training Course (0T-RPT)—Produces a list of the recorded
training information for applicants.

Applicant Listing With Specified Training Course (0OW-RPT)—Identifies active
applicants who have a required training course code recorded.

Applicant Mailing Address Labels (0Q-RPT)—Produces a mail label for
correspondence with applicants.

Applicant Preferred Work Environment (0Z-RPT)—Provides information on each
applicant's preferred work environment, current work status, and availability details.

Applicant Professional Associations (OE-RPT)—Provides a list of active applicants and
their recorded professional membership information. The information on this report is
recorded on the Professional Association Memberships form.

Applicant References (03-RPT)—Provides an alphabetical list of all the reference
information on an applicant's file, identifying if the reference has been contacted, and if
S0, any responses.

Applicant Telephone Contact Directory (0C-RPT)—Provides all of the information
necessary to contact an applicant by telephone. The report displays an alphabetical
listing of all telephone information given by active applicants.

EEO-1 Report for Applicants by All Jobs Applied For (02-RPT)—Produces a listing of
applicants considered for jobs which are part of a formal, on-the-job training program.

EEO-1 Report for Applicants by All Jobs Applied for and EEO Establishment
(02ERPT)—Produces a listing of applicants considered for jobs which are part of a
formal, on-the-job training program sorted by EEO location.
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EEO-1 Report for Applicants by Single Job and EEO Establishment (01ERPT)—
Produces a listing of applicants totaled by sex, race and EEO job category sorted by
EEO location.

EEO-1 Report for Applicants Counted by Single Job (01-RPT)—Produces a listing of
applicants totaled by sex, race and EEO job category.

Interview Evaluation (04-RPT)—Creates an evaluation form to be sent to the
interviewer of every applicant whose interview has not yet been evaluated.

LLR.C.A. Record of Verification (OM-RPT)—Provides a listing of all applicants in
regards to meeting the Immigration Reform and Control Act of 1986.

Newly Added Applicants By Position Number (ON-RPT)—Produces a listing of newly
added applicants by the positions for which they have applied or for which they are
being considered.

Newly Added Applicants With Job Code (OL-RPT)—Produces a list of applicants by
job code within a specified range of original application dates.

Reference Request Letter (0X-RPT)—Provides a personalized reference request letter
for each of your applicant's job references, making it easy for the job reference to
respond more promptly after being contacted.

Telephone Reference Check (05-RPT)—Produces a checklist of questions to ask an
applicant's job reference that you have been requested to contact by telephone.
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Applicant letters

Note:

The following is a list of the letters that you can send candidates who send you resumes and
who interview with you:

B Applicant Interview Response/Negative (04CRPT)—Prints a negative response letter to
an applicant you have interviewed but do not want to continue interviewing or hire.

B Applicant Interview Response/Positive (04DRPT)—Prints a positive response letter to
an applicant you have interviewed and want to return for additional interviewing.

B Applicant Resume Response/Negative (04ARPT)—Prints a negative response letter to
an applicant for whom you have received a resume but do not want to interview.

B Applicant Resume Response/Positive (04BRPT)—Prints a positive response letter to an
applicant for whom you have received a resume and want to interview.

These letters may be customized to include the name, title, phone number, and other
information about the sender of the letter.
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Detailed Directions

Tasks

Completing the Guided Practice ..........cccoeiririnenieieieecee e 51
Adding an applicant's basic iNfOrmation...........ceceveeveererrieniniienienieneeieiee 51
Entering an applicant's name and address details............cocevirieneniinenennene 54
Entering an applicant's job or position applied for...........cocceveneeerninincnnee 56
Entering an applicant's work RiStOry.........ccccoceveneierinienineneneencnceeee 59
Entering an applicant's job references.........oocvvvevveriecienirieniiecienieseenieeeeieee 61
Recording an applicant's contact information............cceeceeeveriecrereseeneneennenns 63
Recording an applicant's identifying information ...........c.ccoccocereieincninenens 65
Recording an applicant's preferred work environment....

Selecting candidates fOr INTETVIEW ........ccvevierieerieririenienieieeeee e 71
Monitoring an applicant's iNtEIVIEW PrOZIESS .......cc.eecververeertereeriereereeneeneenee 73
Reviewing the applicant's profile

Entering the successful candidate's job details.........c.cccoeeereneninieeccncnenenne. 76

Completing the Guided Practice

In the Guided Practice for this section, you will be adding an applicant (applicant number
A012, Andrew Anders) to an applicant organization (993333). You will be using employee
template 'LMODEL AT".

Before starting the Guided Practice, verify that the Company-To-Rules Cross-Reference
For Applicant Tracking form (AT-SCR) for organization 993333 has '9999' in the System
Options and Activities text boxes.

If using Position Administration, also verify that the System Options form (TG-SCR) for
organization 993333 is set to Position Administration 'In Use'.

Where needed, there are separate instructions for Position Administration users and non-
users.

Adding an applicant's basic information

To enter basic information for an applicant, follow these steps:

Access the Applicant Information form (001SCR)
The Applicant Information form (001SCR) is used to record basic applicant data and is
similar to the Employee Information form for an active employee.

Access this form by making the following selection from the Navigator:

Component: % Employee Resourcing
Process: Recruit and Select Employees

Task: '@' Basic Information
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For practice, access the Applicant Information form (AT-SCR) for employee number
'LMODEL AT' in the 993333 organization.

[Applicant Tnformation WOlD, ¥OID vOID YO ID vOID |

Applicant Number= |
Soc Security Nbr: 999]99] 9999]

Sex

" Female

Application Date: |  Male
@ Unclassified

Status As OfF: |

Applicant Status: New Applicant Recordd Birth Date: 1

Applicant Source: | Race: Wot Classified ~|
Agency |D: x] Military: not Eligible =
Education Lewvel: Undetermined ;I

Enter the Applicant Number

Enter an alphanumeric identifier of up to ten positions.

For practice, type 'A012".
Enter the Soc Security Nbr

Enter the nine-digit social security number.

For practice, type '012-01-2012".

Enter the Application Date

Enter the date that the applicant applied for the job. Dates are entered in MM-DD-CCYY
format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '12-15-1997' (US and Canada) or '15-12-1997' (elsewhere).

Enter the Status As Of

Enter the date that the application was submitted by the applicant. This text box is used in
conjunction with the Applicant Status text box. When the status of an applicant changes,
you must change the date in this text box to reflect the effective date of the change.

Dates are entered in MM-DD-CCYY format (US and Canada) or DD-MM-CCYY
(elsewhere).
For practice, type '12-15-1997" (US and Canada) or '15-12'1997' (elsewhere).

Select the Applicant Status
The Applicant Status is automatically displayed by the system as 'New Applicant Record'.
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For practice, leave this text box as 'New Applicant Record'.

Select the Applicant Source

Select the source of how the applicant found out about the job opening. You may update
this option list (HR21) to include all of the applicant source options needed by your
organization.

For practice, select 'Employment Agency'.

Select the Agency ID
Select the name of the applicant's employment agency. You may update this option list
(PP589) to include all of the applicant agency IDs needed by your organization.

For practice, select '"ABC Executive Search'.

Select the Education Level

Select the highest level of education achieved by the applicant. You may update this option
list (HR31) to include all of the education level source options needed by your
organization.

For practice, select 'Bachelor Deg Business'.

Select the Sex (if provided)

Select the gender of the applicant from one of the options.

For practice, select 'Male'.

Enter the Birth Date (if provided)
Enter the applicant's birth date in MM-DD-CCYY or CCYYMMDD format. Dates are
entered in MM-DD-CCY'Y format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '09-15-1960' (US and Canada) or '15-09-1960' (elsewhere).

Select the Race
Select the applicant's race. This option list (HR22) should already include all of the
necessary race options.

For practice, select 'White-Not Hispanic'.

Select Military
Select the applicant's military status. You may update this option list (HR07) to include all
of the military source options needed by your organization.

For practice, select 'Active Reserve'.

Click Save or press Enter
The applicant's information is now recorded.
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For practice, click Save or press Enter.
If you completed the Guided Practice, the resulting form should look similar to the example
that follows:
[Applicant Tnformation YOID, vOID YOID YOID vOID
Applicant Number: AD12
Sex—————————————
Soc Security Nbr: 012]01) 2012|
" Female

Application Date: 12-15-1957| * Male
 Unclassified

Status As Of: 12-15-13937]

Applicant Status: New Applicant Recordd Birth Date: 09-15-15960|

Applicant SOUrce: Employment Agency d Race: uhite-Not Hispanic LI
mgency D0 ABC Executive Search ®|  Military: active Reserve =|

Education Level: Bach Deg Business ;I

See also:
B Required and optional applicant data (on page 43)

For a description of how this form is used to track applicant data.
Entering an applicant's name and address details
To enter an applicant's name and address details, follow these steps:

1. Access the Applicant Name and Address form (002SCR)

The Applicant Name and Address form (002SCR) is used to record a job applicant's name
and address information.

Access this form by making the following selection from the Navigator:
Component: % Employee Resourcing

Process: Recruit and Select Employees
Task: ZF Name and Address

O

For practice, access the Applicant Name and Address form (002SCR) for applicant A012,
Andrew Anders.

2. Enter the Name Code

Typically, this text box is populated from the template being used. It is a three-digit value
that describes the function of the name and address information that immediately follows it
on the form. For example, '001" specifies a legal name and address.
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For practice, leave this text box as '001".

Enter the name (Steps 3 through 7)

3.

©

s [0

Select the Title

This list box selection identifies the applicant's name prefix or title.

For practice, select 'Mr".

Enter the First (name)
Type the applicant's first name.

For practice, type 'Andrew".

Enter the Middle (name)

Optionally, type the middle name of the applicant. The first character of this text box will
display as the last position on the title line of each form.

For practice, type '#' and delete the remaining text in this text box to remove the 'VOID'
entry.

Enter the Last (name)
Type the applicant's legal surname.

For practice, type 'Anders'.
Select the Suffix

This list box selection identifies the applicant's name suffix, such as Jr. or Sr.

For practice, make no selection in this list box.

Enter the Address

Enter the applicant's street address in the first text box. The second text box is reserved for
additional address information, such as apartment number.

For practice, type 2020 Michigan Avenue' and make no entry in the second text box.

Enter the City/State
Enter the city and state portions of the applicant's address.

For practice, type 'Chicago' and 'IL".

Enter the ZIP

Enter the applicant's five-digit postal code. Optionally, enter the four-digit extended postal
code preceded by a hyphen.

For practice, type '60606-0899".
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11. Select the Country
Select the applicant's country of residence.
For practice, select 'USA".
12 Click Save or press Enter
The applicant's name and address is now recorded.
0J -
For practice, click Save or press Enter.

If you completed the Guided Practice, the resulting form should look similar to the example

that follows:

[Applicant Name and Address

Anders, Andrew

Name Code>
Title:
First:
Middle:
Last:

Suffix:

0o
Mr ﬂ
Andrew |

=l

Address: 2020 Michigan Avenue |

|
City/State: Chicago | IL] 60606-08599|
Country: Usa LI

See also:
B Required and optional applicant data (on page 43)
For a description of how this form is used to track applicant data.

Entering an applicant's job or position applied for
To enter the job or position for which the applicant has applied, follow these steps:
1. Access the Job Or Position Applied For form (003SCR)

The Job Or Position Applied For form (003SCR) is used to record information about the
job(s) and/or position(s) for which an applicant has applied.

Access this form by making the following selection from the Navigator:

Component: % Employee Resourcing
Process: Recruit and Select Employees

Task: Job/Position Applied for

For practice, access the Job Or Position Applied For form (003SCR) for applicant A012,
Andrew Anders.
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Select the Job Sequence Number
Select a number from 1 to 99 to identify the information for a specific job/position if the
applicant is being considered for more than one job/position.

For practice, select 'I".

Enter the Date 1st Considered

Enter the date in which the applicant was first considered for the position for which he or
she is applying. Dates are entered in MM-DD-CCY'Y format (US and Canada) or DD-MM-
CCYY (elsewhere).

For practice, type '12-15-1997' (US and Canada) or '15-12-1997' (elsewhere).
Enter the Requisition ID (optional)

Enter an up-to-six-position requisition identification of the job and/or position. This is the
organization-defined requisition identifier of the job and/or position for which the applicant
is being considered.

For practice, type '1270".

If Position Administration is not used, this text box requires no entry.

For practice, leave this field blank.

Select the Position (optional)
Select the position for which the applicant is being considered.

For practice, select 'Zoo Manager'.

If Position Administration is not used, use the Job Code/Extent text boxes to enter the job
code and extent for which the applicant is being considered (Zoo Manager is not included
in existing job codes).

For practice, type a job code of '68000' and an extent of '0001".

Select the Interview Status
Select the stage of the applicant in the interview process. You may update this option list
(AT12) to include all of the interview status options needed by your organization.

For practice, select '1st Interviews Sched'.

Select the Standing

Select the applicant's standing in the evaluation process. You may update this option list
(AT02) to include all of the standing options needed by your organization.

For practice, select 'Under Consideration'.

Enter the Org

Enter the organization where the job and/or position being applied for is located.
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For practice, type '999999".
Select the Dept

Select the department location for the job and/or position. You may update this option list
(HR439) to include all of your departments. If the Department organization level being
used is not level 3, the Field Maintenance And Edit form (F-NAME) must be used to read
the appropriate option list and then link it to the Department text box.

For practice, leave this text box blank.

Select the EEO Loc

Select the EEO location where the job and/or position being applied for is located. You
may update this option list (EO069) to include all of the EEO locations needed by your
organization.

For practice, select 'Chicago Facility'.

Click Save or press Enter
The applicant's job or position applied for is now recorded.

For practice, click Save or press Enter.

If you completed the Guided Practice and are using Position Administration, the resulting
form should look similar to the example that follows:

[Job Or Position Applied For Anders, Andrew

Job Sequence Humbers 1 =
Date 1st Considered: 12-15-1997|
Requisition 1D: 1270 |

Position: zoo Manager J

lob Information

Interview Status: 1st Interviews Schedd Org: 933339

Standing: Under Consideration |=fl Dept: |

EED Loc: Chicago Facility |
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If you completed the Guided Practice and are not using Position Administration, the
resulting form should look similar to the example that follows:

[Job Or Position Applied For Anders, Andrew

Job Sequence Humbers 1 =
Date 1st Considered: 12-15-1997|
Position: =

Job Code/Extent: £8000 | 0001 Job Title: EXECUTIVE SALES MGR

Job Information
Interview Status: 1st Interviews Sched [=| Org: 339935
Standing: Under Consideration |=fl Dept: =1
Requisition ID: | EED Loc: Chicago Facility |
See also:

B Required and optional applicant data (on page 43)
For a description of how this form is used to track applicant data.

Entering an applicant's work history

To enter the work history for an applicant, follow these steps:

Access the Applicant Work History form (006SCR)

The Applicant Work History form (006SCR) is used to record information about an
applicant's previous jobs. This information may be helpful when determining if an applicant
has had the work experience necessary to make a contribution to your company.

Access this form by making the following selection from the Navigator:
Component: % Employee Resourcing

Process: Recruit and Select Employees
Task: Work/Salary History

For practice, access the Work/Salary History form (006SCR) for applicant A012, Andrew
Anders.

Enter the From Date
Enter the date that the applicant began a specific job. Dates are entered in MM-DD-CCYY
format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '02-09-1996' (US and Canada) or '09-02-1996' (elsewhere).
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Enter the To Date
Enter the date that the applicant stopped working at the job listed. Dates are entered in
MM-DD-CCYY format (US and Canada) or DD-MM-CCYY (elsewhere).

For example, type '12-01-1997" (US and Canada) or '01-12-1997' (elsewhere).

Select the Job Title Category

Select the job title category from the option list. You may update this option list (AT06) to
include all of the job title categories needed by your organization. This text box allows you
to record the job level held at the organization.

For practice, select 'Manager'.

Select the Job/Industry
Select the job/industry category of the applicant's former position. You may update this
option list (AT07) to include all of the job/industry options needed by your organization.

For practice, select 'Sciences/Technology".

Enter the Prior Company
Enter the name of the company for which the applicant worked.

For practice, type 'Widget, Inc.’

Enter the Prior Salary
Enter the last salary paid to the applicant at the job being reported if the applicant has
provided a salary history. This is a numeric text box that contains 9 digits.

For practice, type '54,000.00".

Select the Reason Left
Select the reason given by the applicant for leaving the employment listed. You may update
this option list (AT08) to include all of the reasons for leaving needed by your organization.

For practice, select 'Dissatisfaction’.

Enter the Job Reference Xref

Enter the three-digit reference ID of the person the applicant has assigned as the business
reference for this job. Job reference numbers make it possible for you to record multiple
references. This text box cross references the Reference ID text box on the applicant form
that is used to record information regarding work references.

For practice, leave this text box blank.

Click Save or press Enter
The applicant's work history is now recorded.

For practice, click Save or press Enter.
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If you competed the Guided Practice, the resulting form should look similar to the example
that follows:

[Applicant Work History Anders, Andrew

From Date= 02-09-1996]
To Date: 12-01-1537)

Job Title Category: Manager ;I

Job/ Industry: sciences/Technol ogy j

Prior Company: Widget, Inc. |

Prior Salary: 54.,000.00]

Reason Left: pissatisfaction =]

Job Reference Xref: |

See also:
B Required and optional applicant data (on page 43)
For a description of how this form is used to track applicant data.

Entering an applicant's job references
To enter the job references for an applicant, follow these steps:
1. Access the Applicant Job References form (009SCR)
The Applicant Job References form (009SCR) is used to record information about the

persons the applicant has supplied to you for business or personal references. An unlimited
number of references can be recorded.

Access this form by making the following selection from the Navigator:

Component: % Employee Resourcing
Process: Recruit and Select Employees
Task: ‘=' References

For practice, access the Applicant Job References form (009SCR) for applicant A012,
Andrew Anders.

2. Enter the Reference ID

Enter the reference identification number assigned to each of the business or personal
references supplied by the applicant.

For practice, type '001'.
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Enter the Name
Enter the name of the business/personal reference supplied by the applicant.

For practice, type 'Smith, Tony'.
Select the Relationship

Select the relationship between the applicant and the business or personal reference
supplied by the applicant. You may update this option list (AT10) to include all of the
relationship options needed by your organization.

For practice, select 'Prior Manager'.

Enter the Company

Enter the business or personal reference's company name if the reference is to be contacted
at a place of business.

For practice, type 'Widget, Inc.’

Select How To Contact

Select how and when the applicant wants you to contact the business or personal reference.
You may update this option list (HR71) to include all of the contacts needed by your
organization.

For practice, select 'Yes But Phone Only'.
Enter the Address

Enter the street address to be used to contact the applicant's business or personal reference
by mail.

For practice, type '32 Barton Circle'.
Enter the City/State

Enter the city and state of the address for the business or personal reference supplied by the
applicant.

For practice, type 'Chicago, IL'.
Enter the ZIP Code

Enter the postal code of the address for the applicant-supplied business or personal
reference.
For practice, type '60111".

Select the Reference Status
Select the status and results of the reference checking process. You may update this option
list (AT13) to include all of the reference status options needed by your organization.

For practice, select 'Phone Interview Pos'.
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Enter the Area Code

Enter the reference's three-digit telephone area code.

For practice, type '312".

Enter the Phone Number
Enter the reference's seven-digit telephone number including the hyphen.

For practice, type '342-4444'".

Enter the Extension
Enter the reference's telephone extension number.

For practice, leave this text box blank.

Click Save or press Enter
The applicant's reference is now recorded.

For practice, click Save or press Enter.

If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

[Applicant Job References Anders, Andrew

Reference D= 001]

Name: smith, Tony |

Relationship: Frior Manager ;I

Reference Fhone
Company: Widget., Inc.
Area Code: 312|

How To Contact: ves But Fhone Only ;I Fhone Mumber: 342-4444)
Extension: |
Address: 32 Barton Circle ||

City/State: Chicago, IL |
ZIP Code: &0111]

Reference Status: Phane Interview Fos ;I

See also:
B Required and optional applicant data (on page 43)
For a description of how this form is used to track applicant data.

Recording an applicant's contact information

To enter contact information for an applicant, follow these steps:
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Access the Applicant Contact Information form (008SCR)
The Applicant Contact Information form (008SCR) is used to record information regarding
when, where, and how an applicant wants to be contacted by you.

Access this form by making the following selection from the Navigator:

Component: % Employee Resourcing
Process: Recruit and Select Employees

Task: '@' Contact Information

For practice, access the Applicant Contact Information form (008SCR) for applicant A012,
Andrew Anders.

Enter the Home Area Code
Enter the area code of the applicant home telephone number.

For practice, type '312".

Enter the Home Phone Number
Enter the home telephone number of the applicant including the hyphen.

For practice, type '454-5432".

Enter the Contact Hours
Enter the time frame during which the applicant will be available to be contacted at the
applicant's home telephone number.

For practice, type '84AM - 10PM'.
Enter the Work Area Code

Enter the area code of the applicant's work telephone number.

For practice, leave this text box blank.

Enter the Work Phone Number

Enter the work telephone number of the applicant.

For practice, leave this text box blank.

Enter the Work Extension
Enter the extension number to be used with the applicant's work telephone number.

For practice, leave this text box blank.

Enter the Contact Hours
Enter the time frame during which the applicant will be available to be contacted by you at
the applicant's work telephone number.
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For practice, type 'None'.
Select Mail

Select whether or not the applicant wants to be contacted by mail. You may update this
option list (AT09) to include all of the mail contact preferences needed by your
organization.

OED

For practice, select 'Contact at Home Only'.

s [0

Select Phone

Select whether or not the applicant wants to be contacted by telephone. You may update
this option list (AT09) to include all of the phone contact preferences needed by your
organization.

For practice, select 'Contact at Home Only'.

1. Click Save or press Enter
The applicant's contact information is now recorded.

For practice, click Save or press Enter.

If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

[Applicant Contact Tnformation Anders, Andrew
Home Work
Area Code: 312 Area Code: _ |
Fhone Number: 454-5432| Fhone HNumber: |
Extension: |
Contact Hours: 84M - 10PM || | Contact Hours: Hone |
Contact

Mail: Contact At Home Dnlyd

Phone: Contact 4t Home Dnlyd

See also:
B Required and optional applicant data (on page 43)
For a description of how this form is used to track applicant data.

Recording an applicant's identifying information
To record identifying information for an applicant, follow these steps:
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Access the Applicant Identifying Documentation form (005SCR)

The Applicant Identifying Documentation form (005SCR) is used to continue recording
applicant information and to add or change basic applicant data currently on an applicant's
record.

This type of information is usually not entered at this point in the recruitment process;
typically, this is recorded after the applicant has been hired.

Access this form by making the following selection from the Navigator:

Component: % Employee Resourcing
Process: Recruit and Select Employees
Task: Identifying Information Documentation

For practice, access the Applicant Identifying Documentation form (005SCR) for applicant
A012, Andrew Anders.

Enter the Record Date
Enter the effective date of the form's information. Dates are entered in MM-DD-CCYY
format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '12-15-1997' (US and Canada) or '15-12-1997' (elsewhere).
Select the Citizenship

Select the citizenship option of the country where the applicant holds citizenship. You may
update this option list (HRO5) to include all of the citizenship options needed by your
organization.

For practice, select 'USA".
Select the Visa

Select the visa type a non-citizen applicant has been granted. You may update this option
list (HRO06) to include all of the visa options needed by your organization.

For practice, leave this text box blank.

Enter Visa Expires
Enter the expiration date of the employee's current visa.

For practice, leave this text box blank.

Enter the Prior Name
Enter the employee's or applicant's prior surname (if applicant volunteered that a name
change occurred).

For practice, leave this text box blank.
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Select the Clearance (optional)
Select the level of security that has been granted this applicant. You may update this option
list (HROS) to include all of the security levels needed by your organization.

For practice, leave this text box blank.

Enter the Clearing Agency (optional)

Enter the name of the agency used to establish the applicant's level of security clearance.

For practice, leave this text box blank.

Select the Verification

Select the identification procedure status. The status denotes whether or not the procedure
has started and if identification could be produced. You may update this option list (HR49)
to include all of the verification options needed by your organization.

For practice, select 'Documents Verified'.

Select the ID Provided

Select the type of identification document produced for verification. You may update this
option list (HS09) to include all of the document options needed by your organization.

For practice, select 'Prov'd 2 Documents'.

Select the Identity

Select the type of document produced proving identity of the applicant. You may update
this option list (HR49) to include all of the document options needed by your organization.

For practice, select 'Drivers License'.

Select the Employment

Select the type of document produced proving the applicant has employment authorization.
You may update this option list (HR43) to include all of the document options needed by
your organization.

For practice, select 'U.S. Birth Cert.’

Click Save or press Enter
The applicant's identifying documentation is now recorded.

For practice, click Save or press Enter.
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If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

[Applicant Tdentifying Documentation Anders, Andrew

Record Date= 12-15-1997|

Citizenship: psa ;I Frior Name: |
Visa: =~ Clearance: ~|
Visa Expires: | Clearing Agncy: |
| -9 Verification
Verification: pocuments verified |=| Identity: Dprivers License |
ID Provided: Proy'd 2 Documents |||  Employment: y.5. Birth Cert. |
See also:

B Required and optional applicant data (on page 43)
For a description of how this form is used to track applicant data.

Recording an applicant's preferred work environment
To record the preferred work environment for an applicant, follow these steps:
1. Access the Applicant Preferred Work Environment form (004SCR)

The Applicant Preferred Work Environment form (004SCR) is used to record the
applicant's preferred work environment, current work status, and availability details.

Access this form by making the following selection from the Navigator:

Component: % Employee Resourcing
Process: Recruit and Select Employees
Task: 1} Preferred Work Environment

For practice, access the Applicant Preferred Work Environment form (004SCR) for
applicant A012, Andrew Anders.

2, Enter Recorded
Enter the date on which the applicant's preferred work environment and availability was

recorded. Dates are entered in MM-DD-CCYY format (US and Canada) or DD-MM-
CCYY (elsewhere).

For practice, type '12-15-1997' (US and Canada) or '15-12-1997' (elsewhere).
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Enter the Req Days Notice
Enter the number of days of notice the applicant must give when terminating prior
employment.

For practice, leave this text box blank.

Enter the Earliest Available

Enter the earliest date on which the applicant may be available to begin work. Dates are
entered in MM-DD-CCY'Y format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '01-01-1998".
Check/do not check Lower Rated Job

Select the check box if the applicant prefers to be considered for a lower- or less-rated job
than the one for which the original consideration was performed. If the applicant does not
want to be considered for a lower rated job, leave the text box empty.

For practice, leave this text box blank.

Select Relocation Election

Select the applicant's willingness to relocate as a condition of employment. You may
update this option list (HR19) to include all of the relocation elections needed by your
organization.

For practice, select 'Will Consider Relocation'.

Select Preference 1
Select the applicant's geographic relocation preference. You may update this option list
(HR20) to include all of the geographic preferences needed by your organization.

For practice, select 'USA Northwest'.

Select Preference 2
Select the applicant's second geographic relocation preference. You may update this option
list (HR20) to include all of the geographic preferences needed by your organization.

For practice, leave this text box blank.

Check/do not check Will Work Shift

Select the check box if the applicant is willing to work on a job that requires working a shift
other than straight days. If the applicant is not willing to do shift work, leave the text box
empty.

For practice, leave this text box blank.

Select Shift Preference
Select which shift is acceptable to the applicant. You may update this option list (HR52) to
include all of the shift preferences needed by your organization.
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For practice, select '1st/ Day Shift Only'.

Select Schedule Preference
Select which of the work schedules the applicant prefers to work. You may update this
option list (HR53) to include all of the schedule preferences needed by your organization.

For practice, select 'Any Schedule’.

Check/do not check Will Travel
Select the check box if the applicant is willing to travel as part of the job or position. If the
applicant is not willing to travel, do not make an entry.

For practice, select 'Will Travel'.

Enter the Pct

If the applicant is willing to travel as part of the job or position, enter the percent of time
the applicant finds acceptable for travel as part of a job or position.

For practice, type '025'.
Enter the Hourly

Enter the hourly rate the applicant expects to earn or the lowest amount the applicant will
consider accepting as a starting hourly rate of pay.

For practice, bypass this entry. The text box will display .0000 when the form is saved.

Enter the Monthly

Enter the monthly salary that the applicant expects to be paid, or the lowest amount the
applicant will consider as an acceptable starting monthly wage.

For practice, bypass this entry. The text box will display .00 when the form is saved.

Enter the Annual
Enter the annual salary that the applicant expects to be paid or the lowest amount the
applicant will consider as an acceptable starting annual wage.

For practice, type '60,000".

Enter the Term Date

Enter the date on which the applicant left your employment if they had previously worked
for your organization. The date in this text box will help you determine if you have the
Employee Database record on file. If so, you can process a rehire against the old record
instead of entering a new record.

Dates are entered in MM-DD-CCYY format (US and Canada) or DD-MM-CCYY
(elsewhere).

For practice, leave this text box blank.
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18. Enter the Empl Nbr
If the applicant was previously employed by your organization, enter the applicant's
previous employee number. If the applicant has not been previously employed by your
organization, leave this text box blank.

For practice, leave this text box blank.
19. Click Save or press Enter

The applicant's preferred work environment is now recorded.
For practice, click Save or press Enter.

If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

[Applicant Freferred Work Environment Anders, Andrew

Recorded: 12-15-1957|

Req Days Notice: _ | —Travel

Earliest Available: 01-01-1998]

[V Will Travel Pct: 025]
[T Lower Rated Job

—Relocation Expected Pay
Relocation Election: wil| Considr Reloctn =] Hour ly: .0000]
Preference 1: LS Northuest | Monthly: 00|
Freference 2: ;I Annua | : 60, 000]
—Shift Freviou

[T Will York Shift

Shift Preference: 1sts Day Shift Only d Term Date: |

Schedule Freference: any Schedule d Empl Nbr: |

See also:
B Required and optional applicant data (on page 43)
For a description of how this form is used to track applicant data.

Selecting candidates for interview
To select candidates for interview, follow these steps:

1. Update Applicant Status on the Job or Position Applied For form
(003SCR)
The Job Or Position Applied For form (003SCR) is used to record information about the
job(s) and/or position(s) for which an applicant has applied, or is being considered.

Access this form by making the following selection from the Navigator:
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Component: % Employee Resourcing
Process: Recruit and Select Employees
Task: £k Job/Position Applied for

iO

For practice, access the Update Applicant Status on the Job or Position Applied For form
(003SCR) for applicant A012, Andrew Anders.

2, Select the Interview Status
Select and update the applicant's status in the interview process for this job and/or position.
You may update this option list (AT12) to include all of the interview status code options
needed by your organization.

For practice, select '2nd Interviews Scheduled'.

Select the Standing

Select the status of an applicant's progress through the interview process for this job and/or
position. You may update this option list (AT02) to include all of the standing status
options needed by your organization.

For practice, select 'Under Consideration'.

"‘ED

Click Save or press Enter
The applicant's updated status information is now recorded.

For practice, click Save or press Enter.

If you completed the Guided Practice and are using Position Administration, the resulting
form should look similar to the example that follows:

[Job Or Position Applied For Anders, Andrew

Job Sequence Humbers 1 =
Date 1st Considered: 12-15-1997|
Requisition ID: 12700 |

Position: zoo Manager J

Job Information

Interview Status: 2nd Interviews Sched || Org: 333953

Standing: Under Consideration |=fl Dept: |

EED Loc: Chicago Facility |
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If you completed the Guided Practice and are not using Position Administration, the
resulting form should look similar to the example that follows:

[Job Or Position Applied For Anders, Andrew

Job Sequence Humbers 1 =
Date 1st Considered: 12-15-1997|
Position: =

Job Code/Extent: £8000 | 0001 Job Title: EXECUTIVE SALES MGR

Job Information
Interview Status: 2nd Interviews Sched [=| Org: 339935
Standing: Under Consideration |=fl Dept: =1
Requisition ID: | EED Loc: Chicago Facility |
See also:

B Required and optional applicant data (on page 43)
For a description of how this form is used to track applicant data.

Monitoring an applicant's interview progress
To monitor an applicant's interview progress, follow these steps:

1. Complete the Interview Recap form (007SCR)
The Interview Recap form (007SCR) is used to record information about applicant
interviews. A separate record for each interview is recorded.

Access this form by making the following selection from the Navigator:

Component: % Employee Resourcing
Process: Recruit and Select Employees
Task: £F  Interview Results

For practice, access the Interview Recap form (007SCR) for applicant A012, Andrew
Anders.

2. Select the Type
Select the type or level of the applicant interview that was conducted. You may update this
option list (AT03) to include all of the interview recap type options needed by your
organization.

For practice, select 'Second Department'.
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g

QED

NBD

OOHD

Enter the Date
Enter the date on which the interview was conducted. Dates are entered in MM-DD-CCYY
format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '12-22-1997' (US and Canada) or '22-12-1997' (elsewhere).

Select the Interviewer
Select the interviewer conducting the applicant interview. You may update this option list
(ATO03) to include all of the interviewers needed by your organization.

For practice, select 'Armstrong, Tom'.

Select the Sequence Number
Select the job sequence number of the job for which the interview was held.

For practice, select '1'.

Select the Rating

Select the rating the interviewer assigned to the applicant as a result of the interview. You
may update this option list (ATO05) to include all of the rating options needed by your
organization.

For practice, select 'Recommend Hire'.

Enter the Interview Notes

Enter the notes from the interview that you may want to record for analysis purposes.
For practice, type 'Good leadership capability'.

Click Save or press Enter

The applicant's interview recap is now recorded.

For practice, click Save or press Enter.
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If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

[Tnterview Recap Anders, Andrew

Type* Second Department d

Date= 12-22-1997|

Interviewer: irmstrong. Tom ;l
Sequence Number: 1 =
Rating: Rrecommend Hire k4|

Interview Notes: Good leadership capability |

See also:
B Required and optional applicant data (on page 43)
For a description of how this form is used to track applicant data.

Reviewing the applicant's profile

To review the applicant's profile, follow this step:

Access the On-Line Applicant Profile form (010SCR)

The On-line Applicant Profile form (010SCR) allows you to view an applicant's Employee
Database record online. After you have established a starting point on the Employee
Database record to begin the profile process, the system continues paging through the
applicant's record and displays all occurrences of the segments as they appear on the file.
Each segment's data is prefaced with a two-line heading defining the information that
appears.

Access this form by making the following selection from the Navigator:

Component: % Employee Resourcing
Process: Recruit and Select Employees

Task: £F View Applicant Profile

For practice, access the On-Line Applicant Profile form (010SCR) for applicant A012,
Andrew Anders.
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If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

On-Line Applicant Profile Anders, Andrew

Social App | Birth Appl Appl  Status Edu Mil
SC Security Race Srce Agcy Date Date Stat As-Of Lvl Stat

M

E 012-01-2012 M 01 01 AE 09-15-1960 12-15-1997 000 12-15-1937 405 T

5L Kay Name / Address - Line 2 Address f City F State f Zip Code
F o001 Anders, Andrew 2040 Michigan Avenue
F ool Chicago, IL 60606

Area Home Area Work Contact
5C Code FPhaone Code Fhone Ext Mail/Phone Home-Cont-Hours Work-Cont-Hours

OF 312 454-5432 H H BAM - 10FM None

REl Ref Area
5C Key Code Reference Name C Reference Company CodesFhone/Ext
0G 001 05 Smith, Tany F  Widget, Inc 312 342-4444

See also:
B Required and optional applicant data (on page 43)
For a description of how this form is used to track applicant data.

Entering the successful candidate's job details

To enter the successful candidate's job details, follow these steps:

Access the Applicant Information form (001SCR)
The Status text box must be changed to 'Offer Accepted' on the Applicant Information form
(001SCR) for the successful candidate.

Access this form by making the following selection from the Navigator:

Component: % Employee Resourcing
Process: _ Recruit and Select Employees
Task: *ZF Basic Information

For practice, access the Applicant Information form (001SCR) for applicant A012, Andrew
Anders.

Change Applicant Status to 'Offer Accepted’
The Applicant Status text box must be changed to 'Offer Accepted' for the successful
candidate.

|A|3|3Iicant Status: offer Accepted j |

For practice, select 'Offer Accepted'.
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Click Save or press Enter
Execute the form to process the entry. The applicant status information is now recorded.

For practice, click Save or press Enter.

Access the Job or Position Applied For form (003SCR)
The Standing text box must be changed to 'Offer Accepted' on the Job Or Position Applied
For form (003SCR) for the successful candidate.

Access this form by making the following selection from the Navigator:

Component: % Employee Resourcing
Process: Recruit and Select Employees

Task: Update Applicant Status

For practice, access the Job Or Position Applied For form (003SCR) for applicant A012.

Change Standing to 'Offer Accepted'
The Standing text box must be changed to 'Offer Accepted' for the successful candidate.

‘Standing: Offer Accepted | ‘

For practice, select 'Offer Accepted'.

Click Save or press Enter
Execute the form to process the entry. The standing information is now recorded.

For practice, click Save or press Enter.

Access the Hired Applicant Pre-Transfer Information form (020SCR)
This form is used to enter some job details for the candidate when hired. This information
does not transfer to the hired employee's record.

Access this form by making the following selection from the Navigator:

Component: % Employee Resourcing
Process: Recruit and Select Employees

Task: '@' Pre-Transfer Information

For practice, access the Hired Applicant Pre-Transfer Information form (020SCR) for
applicant A012.

Enter the Date

Enter the date on which the applicant was or will be hired. It is also the date that will be
used as the key date for the location segments that may be created. Dates are entered in
MM-DD-CCYY format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '01-10-1998' (US and Canada) or '10-01-1998' (elsewhere).
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Note:

10.

Note:

1.

Note:

12,

= 0

=~ 0

= 0

Enter the Hourly Rate
Enter the hourly rate of pay that will be paid to the applicant when hired.

Salary information does not transfer, so you may wish to simply provide an annual salary
or an hourly rate for informational purposes.

For practice, bypass this text box. The text box will display .0000 when the form is saved.

Enter the Salary Per Period
Enter the salary per period that will be paid to the applicant when hired. Multiply the hourly
rate by the number of hours in a period to determine the amount.

Salary information does not transfer, so you may wish to simply provide an annual salary
or an hourly rate for informational purposes.

For practice, bypass this entry. The text box will display .00 when the form is saved.

Enter the Annual Salary
Enter the annual salary that will be paid to the applicant when hired.

Salary information does not transfer, so you may wish to simply provide an annual salary
or an hourly rate for informational purposes.

For practice, type '64,500.00".

Select the Pay Frequency

Select the pay frequency (PP29) that will be used to calculate the applicant's salary when
hired.

For practice, select 'Semi Monthly'.

Enter the Hours Per Period

Enter the hours per pay period (in this case, semi-monthly) that the applicant will be
working.

For practice, type '86.67".

Select the Geographic Range

Select the geographic range (HR66) the applicant will, or is authorized to work within.
Select 'All Locations' unless there are geographic differences in effect that apply to this
particular position.

For practice, select 'All Locations'.

Select the Payment Type

Select the payment type that will be used to calculate the applicant's salary when hired. You
may update this option list (PP40) to include all the various payment options you may
require.

For practice, select 'Salary-Auto Paid'.
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Select the EEO Establishment

Select the EEO establishment option for the location where the applicant will be working.
You may update this option list (EO069) to include all of the EEO establishments you may
require.

For practice, select 'Chicago Facility'.

Enter Organization Level 1
Enter the organization level 1 value in which the applicant's record will reside when it has
been transferred at hire. This is an alphanumeric text box containing 2 characters.

For practice, type '99'.

Enter Organization Level 2
Enter the organization level 2 value in which the applicant's record will reside when it has
been transferred at hire. This is an alphanumeric text box containing four characters.

For practice, type '9999'.

Select Organization Level 3
Select the organization level 3 value for the applicant's location when the applicant's record
is transferred to the active organization as an employee.

For practice, select 'Region 3030".

Select Organization Level 4
Select the organization level 4 value for the applicant's location when the applicant's record
is transferred to the active organization as an employee.

For practice, select 'Department 4040’

Select Organization Level 5
Select the organization level 5 value for the applicant's location when the applicant's record
is transferred to the active organization as an employee.

For practice, select 'Section 5050".

Select Organization Level 6
Select the organization level 6 value for the applicant's location when the applicant's record
is transferred to the active organization as an employee.

For practice, select 'Group 6060’

Click Save or press Enter
The hired applicant's pre-transfer information is now recorded.

For practice, click Save or press Enter.
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If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

Semi Monthly EEE]
86.6 Region 3030

411 Locations Department 4040

Chicago Facility Group 6060

See also:

B Required and optional applicant data (on page 43)
For a description of how this form is used to track applicant data.
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Extended Practice

Using the Applicant Tracking organization of 993333 and an employee template of
'LMODEL AT, add yourself as a new applicant as of the 1st of the current month. Repeat
your initials twice (example: NENE) for the applicant number. You are applying for the
position (requisition number 1805) of Zoo Manager and already have the first round of
interviews scheduled. Enter all of the appropriate data on the Applicant Information form
(001SCR), Applicant Name and Address form (002SCR), and Job Or Position Applied For
form (003SCR).

Use the appropriate form to enter two references (current manager and a neighbor) for
yourself.

You were offered, and accepted, the Zoo Manager position today. Update the Status As Of
and Applicant Status text boxes on the Applicant Information form (001SCR) and the
Interview Status and Standing text boxes on the Job Or Position Applied For form
(003SCR). Also, complete the appropriate pre-transfer information on the Hired Applicant
Pre-Transfer Information form (020SCR). You will be paid an annual salary of 38,500.00
based on a weekly pay frequency and will be assigned to Region 3030, Department 4040,
Section 5050, and Group 6060.
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Review of Questions Answered

1. What are the options available when recruiting employees?

2. How can using the applicant organizations facilitate the recruitment process?

3. How are employee templates used to enter information in the system?

4. What data is required and what data is optional when entering applicant information?
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Introduction

Tasks

Prerequisites

Questions answered

This section discusses some of the most important processes that your organization
performs—hiring new employees, rehiring, reinstating, or recalling former or inactive
employees, and transferring existing employees to different organizations.

This section explains the following:

Transferring an applicant to an employee organization

Hiring a new employee using the Quick Hire process (Position Administration users)
Hiring a new employee using the Quick Hire process (Non-Position Administration
users)

Hiring a new employee using the Employee Information form

Entering new hire activity details

Adding/maintaining job assignment details

Assigning/changing location

Assigning/changing salary

Recording contact information

Recording personal and ID information

Recording employee telephone numbers

Recording spouse/dependent information

Rehiring, reinstating, or recalling an employee

Transfer an employee to another organization

Recording contact information

Recording personal and ID information

Recording telephone numbers

Recording spouse/dependent information

Verifying employee information

Recording employee, job, and institution information

Recording demographic data for EEO and Affirmative Action (optional)
Entering EEO-4 reporting information

Recording EEO prior year totals

Before you can perform the tasks in this section the following must be completed.

You must have set up your organizations and implemented the system.

The following questions are answered in this section:

1.

2.

What considerations are there when hiring, rehiring, reinstating, or recalling, and
transferring employees?

What information is required on the employee record for him or her to be active in the
system?

How are major activities and employee statuses handled?
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What are the various methods used for adding new employees to your organization?
How are positions and jobs handled when adding new employees?

What are the important dates used to track employees in the system?

Which employee-level data is optional when adding new employees?

Nan R
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Hiring, rehiring, reinstating, recalling, and transferring

The processes of hiring, rehiring, reinstating, recalling, and transferring your employees are
similar from an administrative perspective because they all require the gathering and
recording of certain key information. For example, hiring, rehiring, reinstating, and
recalling all involve recordkeeping tasks that result in an employee record with an 'active
status'. This indicates the individual employee is included in your organization's headcount
and other statistical analyses. However, each process also requires its own unique
considerations and tasks.

Apply the Concept
What are the differences between rehiring, reinstating, and recalling employees?

New hire considerations

Once a candidate has been selected to fill a vacant position in the organization and an
employment agreement has been reached, one of your first tasks to be completed is
information gathering. The new hire stage is an ideal opportunity for you to gather all the
information that will be useful to your organization in managing, compensating, and
training the employee and in fully using his or her skills and competencies to accomplish
organizational objectives. An organized, carefully thought-out information-gathering
process at the time the employee is hired is often more efficient than a piecemeal approach
later.

The specific information to be gathered may vary somewhat from one employee to another.
Individuals who have been tracked as applicants in the system will already have certain key
information recorded about them. In such a case, you need to gather and add to the
individual's record only the information that was not provided at the time of application. If
applicants have been tracked manually, all of the information about each applicant will
need to be recorded.

Some information is typically considered mandatory when hiring a new employee. These
data elements include the individual's name, home address and telephone number, Social
Security or National Insurance Number, position, salary, location, and starting employment
date. Information that your organization may consider optional includes the employee's
skills, competencies, training, education, emergency-contact information, medical and
health information, and dependent information. Although such information may be
considered optional, this information can help form a comprehensive and useful employee
record and is gathered much more efficiently at the new hire stage than at any other time.

If you are using eCyborg Interactive Workforce, newly hired employees can enter and
maintain much of their personal data. However, to gain access to Interactive Workforce, the
following information must be in The Solution Series:
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First and last name

Employee ID

Employment date

ID of organization (Control 1-2s) to which the employee belongs
Status

Pay frequency

Employees can not enter their salary information; therefore, the HR representative must
enter the new employee's salary in The Solution Series .

Other new hire considerations may include other activities, such as scheduling reviews or
tests and notifying other departments within the organization. Depending on your
organization and the job or position for which a new employee has been hired, you may
need to consider the following issues:

B Meeting legal requirements (proof of citizenship, fair-employment monitoring, and so
forth)

Scheduling new-employee orientation (induction training)

Setting up a training plan

Scheduling probationary reviews and the employee's first performance review
Scheduling medical examinations or testing

Enrolling the employee in benefit programs

Setting up vacation and sick-leave benefits

Allocating or assigning company property to the employee

Setting up payroll details

Rehire, reinstatement, and recall considerations

The process of rehiring, reinstating, or recalling an employee is really very similar to the
hiring process—you must gather and record certain key information and change the
employee's status from 'inactive' to 'active'.

The key difference in the information-gathering activity for a rehire, reinstatement, or recall
is, of course, that certain information about the employee will already exist in the
organization's records. This information should be carefully reviewed for accuracy and
completeness and updated as needed. The system makes it easy for you to review an
employee's current record using system reports such as the Employee Personal Data Profile
report (1J-RPT).

A key consideration when rehiring, reinstating, or recalling employees is the length of time
the employee has been away from the job. The length of the gap in the employee's service
to the organization may affect his or her seniority as well as certain benefit entitlements.
The updates you make to the employee's record at the time of rehire, reinstatement, or
recall must correctly reflect answers to questions like the following:

B Will this employee maintain the seniority earned before leaving, or will seniority
calculations be adjusted by the amount of time the employee has been out of the
organization's employ?
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B Will this employee continue to accrue personal leave or vacation time at the same rate
of accrual used before the employee status was changed to inactive, or will the new-hire
accrual rate be applied?

You may need to make adjustments to a returning employee's key employment dates
(original hire date, seniority-related dates, and so forth) to reflect your organization's policy
governing employee leaves.

Transfer considerations

A transfer of an employee may be brought about by the employee's taking a position in a
different company. When this occurs, it is an ideal opportunity to perform a thorough
review of the employee's record so that all necessary information can be updated. Much
like a rehire, reinstatement, or recall, a transfer may also affect the employee's benefits,
taxes, or possibly even seniority.
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Required employee data

The system provides the capability to record a wide range of employee level data, and some
of these data elements must be recorded when an employee is hired to establish the
employee as active.

If eCyborg Interactive Workforce is in use, you must set up newly hired employees within
The Solution Series so that Interactive Workforce can extract their user IDs and generate
their passwords. Before a new employee can access eCyborg Interactive Workforce, the
following information must exist in The Solution Series for the employee:

First and last name

Employee ID

Employment date

ID of organization (Control 1-2s) to which the employee belongs
Status

Pay frequency

In addition, you may want to include the employee's date of birth and salary. Employees
can not enter or maintain this information using Interactive Workforce.

If your organization uses eCyborg Interactive Benefits, you may need additional
information in The Solution Series to calculate benefits information for the employee. Also,
if your organization requires other information based on your business processes, the
information must first exist in The Solution Series in order to be extracted and loaded into
Interactive Workforce.

If Position Administration is in use, the required data elements include:

If you are using Position Administration

‘What to record

Form

Basic employee information (employee number,
name, address, social security number (US),
gender, race, pay frequency, birth date,
employment data, and the new hire activity,
position, complement and requisition information,
if used)

Manually enter the Employee Information form (EF-SCR)
or Set Up A New Employee form (NH-SCR) (a two-panel
form when Position Administration is in use).

New hire activity information

Automatically recorded on the New Hire form (01-SCR).

Position information

Automatically recorded on the Incumbency - Basic Details
form (M40SCR) and the Job Assignment/ Changes form
(05-SCR). Additional incumbencies must be recorded
manually on the Incumbency - Basic Details form
(M40SCR).

Salary information

Manually enter the Salary Assignment/Changes form (40-
SCR) for any incumbencies.
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If you are using Position Administration

Location information

Manually enter the Location Assignment/Changes form
(05CSCR) to maintain organization levels 3 through 6.

If you are not using Position Administration

If you are not using Position Administration, you have slightly different employee data
requirements, as follows:

If you are not using Position Administration

‘What to record

Form

Employee data requirements

Manually record on the Set Up A New Employee form (NH-
SCR) to perform a 'Quick Hire'. (This two-panel form
streamlines the new hire process by automatically populating
five required forms.)

Basic employee information (including
employee number, name, address, gender, race,
pay frequency, birth date, and employment
data)

Automatically recorded on the Employee Information (EF-
SCR) and Additional Employee/Payroll Information (EG-SCR)
forms.

New hire activity information

Automatically recorded on the New Hire form (01-SCR).

Job assignment information

Automatically recorded on the Job Assignment/Changes form
(05-SCR).

Location information

Automatically recorded on the Location Assignment/Changes
form (05CSCR).

Salary information

Automatically recorded on the Salary Assignment/Changes
form (40-SCR).

The New Hire form (01-SCR) is used only for the initial entry. Each form listed above
should be accessed individually for maintenance.

The Incumbency - Basic Details form (M40SCR) is not used.

Apply the Concept
What is the Quick Hire process?

Establishing data for government compliance reporting

The system provides several forms for recording government compliance information, such
as Affirmative Action, EEO reporting, and OSHA reporting. You can customize your new

hire process to include the necessary forms and ensure that appropriate data is entered.

The following table describes the forms you will use to set up data for compliance

reporting:
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Use this form For this report

EEO/AAP Demographic Data form (TY- | EEO and Affirmative Action reports

SCR)

Additional Personal and ID Information EEO Vets-100 report (73-RPT)

form (02-SCR) L.R.C.A. Immigration Reform Verification (1M-RPT)
IPEDS Fall Staff Survey (76-RPT)

EEO-4 Reporting Information form EEO-4 - State and Local Government Information (74-RPT)

(EO4SCR)

IPEDS/Employee Tenure/Rank form EEO-6 Report for Higher Education Institutions (7E-RPT)

(05ESCR)

Set Up A New Employee form (NH- New Hire Report (37-RPT)

SCR)

Injury Information form (PR-SCR) OSHA Form 200 Lost Time Detail (3S-RPT)

OSHA Form 200 Lost Time Totals (3Q-RPT)

OSHA Form 300 Log of Work-Related Injuries and Illnesses (20-
RPT)

OSHA Form 300A Summary of Work-Related Injuries and Illnesses
(21-RPT)
OSHA Form 301 Injury and Illness Incident Report (22-RPT)

Additional Injury Information form OSHA Form 300 Log of Work-Related Injuries and Illnesses (20-
(PROSCR) RPT)

OSHA Form 300A Summary of Work-Related Injuries and Illnesses
(21-RPT)
OSHA Form 301 Injury and Illness Incident Report (22-RPT)

Employee Information form (EF-SCR), EEO-1 Report for Active Employees (75-RPT)
Job Assignment/Changes form (05-SCR), | EEO-1 Report for Active Employees in Detail (70DRPT)

and Location Assignment/Changes form EEO-1 Report for Active Employees by EEO Establishment
(05CSCR) (70ERPT)

EEO-1 Multiple Establishment Report in Computerized Format
(70MRPT)

EEO-1 Single Establishment Report in Computerized Format
(70SRPT)

EEO-5 Report for Active Employees (75-RPT)

Refer to the Managing Employee Health and Safety documentation for additional
information about OSHA reporting.

See also:
B Recording employee, job, and institution information (on page 154)
For detailed directions on recording employee, job, and institution information.

B Recording demographic data for EEO and Affirmative Action (optional) (on page 156)
For detailed directions on recording demographic data for EEO and Affirmative Action.
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B Entering EEO-4 reporting information (on page 159)
For detailed directions on enteringEEO-4 reporting information.

B Recording EEO prior year totals (on page 160)
For detailed directions on Recording EEO prior year totals.
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Major activities and employee statuses

You are able to track the major activities and status changes that affect your employees.
This area focuses on the new hire activity but activities can include leaves, returns,
separations, or terminations. Activities in turn cause changes to employee status. For
example, a 'New Hire' activity can result in a status of 'Active-Salrd Reg FT' (active -
salaried, regular full-time).
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Methods for adding employees

To add or hire employees to your organization, employee records that contain the required
data are added to the Employee Database. The options available to add employees to your
organization include:

Transferring an applicant

Hiring a new employee

Transferring an internal candidate

Rehiring, reinstating, or recalling a former employee

Transferring an applicant

The system lets you easily hire an applicant whose applicant record is already recorded in
an applicant organization. Essentially, you transfer an applicant from the applicant
organization to an employee organization. This procedure requires you to use the Applicant
Transfer form (ET-SCR) when using an applicant organization. When transferring an
applicant from the Applicant Tracking organization, you must provide the new employee
number, the new organization to which the applicant is being transferred, and the date the
applicant was hired. If you are using Position Administration, you will also supply the
position for which the applicant is being hired.

Applicant A0O01 Employee 1234
Applicant Employee
Organization Organization
993333 999999

During the transfer process, certain applicant data automatically populates the appropriate
text boxes in the active employee organization, which is also retained in the applicant
record. The amount of information that transfers is dependent on which forms are used
when processing your applicant information.

If you are using Position Administration, the Applicant Transfer form (ET-SCR)
automatically creates the New Hire form (01-SCR), Job Assignment/Changes form (05-
SCR), and Incumbency - Basic Details form (M40SCR) for you. It is recommended that
before you transfer the applicant, you first record that the job offer was accepted by the
applicant. This is done on the Job Or Position Applied For form (003SCR) by changing the
Standing list box to 'Offer Accepted'. By doing this, a Location Assignment/Changes form
(05CSCR) is automatically populated for the new employee during the transfer (it is only
needed if you are going to track this kind of information when using Position
Administration).

If you are not using Position Administration, you must manually enter the New Hire form
(01-SCR) after transferring. It is recommended that before you transfer the applicant that
you first record that the job offer was accepted by the applicant. This is done on the Job Or
Position Applied For form (003SCR) by changing the Standing list box to 'Offer Accepted'.
By doing this, a Job Assignment/Changes form (05-SCR) and Location
Assignment/Changes form (05CSCR) are automatically created for the new employee
during the transfer.

94



Chapter 4—Hiring, Rehiring, Reinstating, Recalling, or Transferring an Employee

The system leaves the applicant record intact in the Applicant organization. Salary data and
phone number information (if entered), does not transfer to the employee record.

Refer to Recruiting and Selecting Employees (on page 33) for a discussion about pre-
transfer activities.

Hiring a new employee
Hiring a new employee involves recording data on the following forms for the employee to
be considered active.

Set Up A New Employee form or Employee Information form

You must enter one of these forms to hire a new employee who is not in one of your
applicant organizations. Before you enter a new employee using one of these forms, you
must decide which employee template (Logical Employee Model) to use. Employee
templates are used to copy default information to the new employee's record. You can then
add or change the information on the form that is specific to the new hire, such as birth
date, social security number(US), name, address, and so forth.

Refer to the Implementing Human Resources Administration documentation for more
information on setting up Logical Employee Models.

If you are using Position Administration, both of these forms automatically create the New
Hire form (01-SCR), Job Assignment/Changes form (05-SCR), and the Incumbency - Basic
Details form (M40SCR) for the employee. An advantage to the Set Up A New Employee
form (NH-SCR) is that it lets you enter a Union option value that will feed to the
Incumbency - Basic Details form (M40SCR) if this applies to your organization.

If you are not using Position Administration, the Set Up A New Employee form (NH-SCR)
automatically creates the New Hire form (01-SCR), Job Assignment/Changes form (05-
SCR), Location Assignment/Changes form (05CSCR), and Salary Assignment/Changes
form (40-SCR) for the employee if you enter the appropriate data. The Employee
Information form (EF-SCR) does not create any of these forms.

If you are using eCyborg Interactive Workforce and have added a new employee, you can
give the employee access to Interactive Workforce. The employee can then review and
update their existing information as well as add other personal information not entered
during the recruitment process. In addition, if you have eCyborg Interactive Benefits
installed, the new employee can complete initial enrollment in benefits. Personal
information the new employee can view or update depends on your settings.

New Hire form

If you are using Position Administration, this form is automatically created for you when
you enter the Employee Information form (EF-SCR) or Set Up A New Employee form
(NH-SCR). The form holds new hire data including the employee's original date of hire
with your organization. The new hire activity and resulting status are also tracked on this
form.

If you are not using Position Administration, the Set Up A New Employee form (NH-SCR)
will create the New Hire form (01-SCR) for you. However, the Employee Information form
(EF-SCR) will not. In the latter case, when you do enter the New Hire form (01-SCR), the
date of hire is automatically copied to the employment date on the Employee Information
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form (EF-SCR) if this date was left blank originally. If the employment date was recorded
on the Employee Information form (EF-SCR) and is different than the new hire date on the
New Hire form (01-SCR), an informational warning message is displayed.

Job Assignment/Changes form

If you are using Position Administration, this form is automatically created for you when
you enter the Employee Information form (EF-SCR) or Set Up A New Employee form
(NH-SCR). This form is used to assign the new employee to a position.

If you are not using Position Administration, the Set Up A New Employee form (NH-SCR)
will create the Job Assignment/Changes form (05-SCR) for you; however, the Employee
Information form (EF-SCR) will not.

Salary Assignment/Changes form

The Salary Assignment/Changes form (40-SCR) is used to record salary information for the
new employee. It is only automatically created for you when you enter this information on
the Set Up A New Employee form (NH-SCR) and are not using Position Administration.
Otherwise, you must enter this form.

Incumbency - Basic Details form
(Position Administration users only)

The Incumbency - Basic Details form (M40SCR) is used to assign new employees to a
position or to multiple positions. The first position incumbency is automatically created for
you by the Employee Information form (EF-SCR) or the Set Up A New Employee form
(NH-SCR) when using Position Administration.

Location Assignment/Changes form
(Non-Position Administration users only)

The Location Assignment/Changes form (0SCSCR) is used to record the new employee's
work location in terms of EEO Establishment and HR organization levels 3 through 6. It
displays External Labor Market (ELM) options. This form is not required unless you have
multiple establishments for EEO reporting or are subject to VETS-100 reporting. If you are
using Position Administration, employee location is tracked by Organization Units, not
organization levels 3 through 6 values.

You may specify the number assigned to the OSHA Establishment to which the employee
usually reports by using the OSHA Establishment list box (option list HS52) on this form.
This entry provides information that will be used for the OSHA Form 300A Summary of
Work-Related Injuries and Illnesses.

Additionally, for VETS-100 reporting you may specify the number assigned to the hiring
location to which an employee reports using the VETS Establishment list box (option list
EO?7?).

Transferring an internal candidate

The system lets you transfer a candidate whose record is already on the system to a new
position. As in the process of hiring an applicant, you will be transferring an applicant from
one organization to another organization. When transferring an internal candidate, you may
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Note:

Note:

be transferring from either an active or inactive organization. This procedure also requires
you to use the Employee Transfer form (ET-SCR).

Employee 1234 Employee 1234
Employee Employee
Organization Organization
994444 999999

When transferring an internal candidate to a different organization, you must provide the
new employee number, the new organization, and the date that the transfer took place. The
system also allows you to choose whether to move resident data from the Payroll, Human
Resources, or Benefits Administration components. For example, if you are transferring an
internal candidate who is an active employee in the US, you may want to move the payroll
data to the new organization so that only one W-2 tax document is created at year-end. This
helps you to avoid creating multiple W-2s and also prevents duplicate earning and tax
information.

Moving an internal candidate to a different job or position in the same organization does
not require a transfer. It may require only a job or position change.

Transferring an internal candidate to a different position in a new organization can be
complicated because of labor and tax laws among other issues. You should investigate
these issues before transferring your employees.

Rehiring, reinstating, or recalling a former employee

The system lets you easily rehire, reinstate, or recall a former employee. It is likely you still
have the former employee's record on file. To rehire the employee, you need to enter new
information on the Rehire/Reinstatement/Recall form (04-SCR). This form is used to record
an employee rehire, reinstatement, or recall to work. For this form to be processed, a
separation or termination activity must have already been recorded on the system for the
candidate. Only certain activities are allowed on this form:

021—02x Rehire Activity

031—03x Reinstatement Activity

041—04x Recall Activity

051—05x Return from Non-CSSS Location
061—06x Return from Labor Dispute Activity
081—08x User-defined Return Activity
091—09x User-defined Return Activity

After processing the Rehire/Reinstatement/Recall form (04-SCR), the termination date on
the Employee Information form (EF-SCR) will be automatically cleared for rehire activities
(021-02x). For all other activities, the termination date on the Employee Information form
(EF-SCR) must be manually cleared.

You may also want to change the employment date on the Employee Information form (EF-
SCR) after processing the Rehire/Reinstatement/Recall form (04-SCR). Typically, when
processing a rehire, you will change the employment date. When processing a
reinstatement, however, you would typically not change the employment date, since the
employee will likely be restored full benefit credit as if the employee never left.
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Note:

Note:

The original hire date displayed on the New Hire form (01-SCR) should not be changed in
a rehire/recall/reinstate situation. This date should always remain intact as the original
hire date.

The system automatically calculates a rehired employee's seniority status. The Parity
Requal date text box on the Rehire/Reinstatement/Recall form (04-SCR) is defined by
ERISA as the date by which a separated employee or an employee on leave must return to
prevent incurring a break in service. It is informational only, but the Parity Requal date can
be used along with your company policies to track the seniority status of a rehired
employee.

The Adjusted Seniority text box on the Rehire/Reinstatement/Recall form (04-SCR)
contains a date that is propagated through activity history when you invoke a New Hire
Activity or another service adjustment status change. By adjusting this date here, all of your
future-dated entries on forms and reports that use the Adjusted Seniority date will return
this new date. Historical data on the system will still have the Adjusted Seniority date that
was effective at the time the employee was originally hired.

If you are using eCyborg Interactive Workforce, you can give the employee access so that
he or she can view personal details and update any information that has changed.

Viewing employee information

At any time during the processing of an employee's record, you may view all of the existing
information by accessing the Online Employee Profile form (PROFIL). Once you have
established where you want to begin, the system pages through the employee's record and
displays all occurrences of the forms on file. Descriptive headings are displayed above each
data element.

If you are using eCyborg Interactive Workforce, employees can view their own data and
make any changes when needed.

Verifying employee information

Employers are required to provide employee verification for various reasons: loans,
mortgages, background checks, previous dates of employment, and so forth. The
Employment Verification form (EMVSCR) makes it easy to access information at a glance.
This form provides employee information relating to date of hire, last date activity
occurred, last increase, status, pay frequency and amount of pay per period.

See also:
B Transferring an applicant to an employee organization (on page 108)
For detailed directions on transferring an applicant to an employee organization.

B Hiring a new employee using the Quick Hire process (Position Administration users)
(on page 110)

For detailed directions on hiring a new employee using the Quick Hire process (Position

Administration users).

B Hiring a new employee using the Quick Hire process (Non-Position Administration
users) (on page 115)

For detailed directions on hiring a new employee using the Quick Hire process (Non-

Position Administration users).
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B Hiring a new employee using the Employee Information form (on page 122)
For detailed directions on hiring a new employee using the Employee Information form.

B Entering new hire activity details (on page 129)
For detailed directions on entering new hire activity details.

B Adding/maintaining job assignment details (on page 130)

For detailed directions on adding/maintaining job assignment details.
B Assigning/changing location (on page 133)

For detailed directions on assigning/changing location.

B Assigning/changing salary (on page 136)
For detailed directions on assigning/changing salary.

B Rehiring, reinstating, or recalling an employee (on page 150)
For detailed directions on rehiring, reinstating, or recalling an employee.

B Transferring an employee to another organization (on page 151)

For detailed directions on transferring an employee to another organization.
B Verifying employee information (on page 153)

For detailed directions on verifying employee information.
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Positions and jobs

When you hire a new employee, you must select the employee's position on either the
Employee Information form (EF-SCR) or Set Up A New Employee form (NH-SCR). This
position is automatically written to the Job Code text box on the Job Assignment/Changes
form (05-SCR).

If you are not using Position Administration

Positions are not used, so you must enter the employee's job code on the Set Up A New
Employee form (NH-SCR) or Job Assignment/Changes form (05-SCR). This option is not
available on the Employee Information form (EF-SCR).
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Important dates

This chart defines some of the important dates used when tracking employees.

Date Type

Use

Original Hire Date

This is the original hire date and does not change. It
is displayed on the New Hire form (01-SCR).

Employment Date

This is the date of the most recent hire and is
replaced by a new date if the employee leaves the
company, then subsequently returns. It is recorded
on the Employee Information form (EF-SCR).

Adjusted Seniority
Date

This date can be used on the
Rehire/Reinstatement/Recall form (04-SCR),
depending on your organization policies, to reflect
adjustments to seniority per employee activities.
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Optional employee data

The system provides the capability for you to record these optional data elements:

B Personal and identification information, including marital and citizenship status, visa
information, military status, and security clearance. This information is recorded on the
Additional Personal And ID Information form (02-SCR).

B Contact information, including the employee's email address, fax number, cellular, car,
and pager numbers. This information is recorded on the Employee Contact form (EM-
SCR).

B Telephone and employment information, including work and home telephone numbers,
original applicant number, and employment agency used for hiring, if applicable. If you
are using the applicant tracking component, these data elements are automatically
populated. This information is recorded on the Phone Numbers And Employment
Information form (03-SCR).

B Spouse and dependent information, which is helpful for tracking benefit entitlements.
Data that can be recorded includes names, ages, and birth dates. Each spouse and
dependent is assigned a unique, three-character ID. This information is recorded on the
Spouse/Dependent Information form (10-SCR). Using eCyborg Interactive Workforce,
you can set up a dependent numbering scheme, and eCyborg Interactive Workforce
automatically creates a number for any dependents entered by the employee or the HR
representative. When generating a new dependent ID, eCyborg Interactive Workforce
always checks to be sure the number has not already been used in The Solution Series.
eCyborg Interactive Workforce will not duplicate dependent ID numbers regardless of
whether the number was created using eCyborg Interactive Workforce or by an
administrator entering a dependent directly into The Solution Series.

See also:
B Recording contact information (on page 139)
For detailed directions on recording contact information.

B Recording personal and ID information (on page 141)
For detailed directions on recording personal and ID information.

B Recording employee telephone numbers (on page 144)
For detailed directions on Recording employee telephone numbers.

B Recording spouse/dependent information (on page 147)
For detailed directions on recording spouse/dependent information.
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eCyborg Interactive Workforce---to manage employee
information

Maintaining employee information is an important and time-consuming part of hiring,
rehiring, and reinstating employees. During all these processes the HR department must
enter and maintain a certain amount of personal information for the candidate or employee.
At a minimum, the individual's name, gender, birth date, address, contact information, and
Social Security or National Insurance Number must be entered into the system. If the
individual is an employee rather than a candidate, information on dependents and benefit
enrollments must also be entered.

Review these details carefully for accuracy and completeness, and update as needed. Using
eCyborg Interactive Workforce, Cyborg's web-based solution, employees can maintain
their personal information, thus ensuring that the information is up-to-date. Information
maintained by employees includes:

Marital status

Family members

Name and address including a separate mailing address
Contact information including phone, fax, and email details
Emergency contacts

Emergency doctor
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Reports used for hiring, rehiring, reinstating, recalling,
and transferring employees

Reporting is an important part of the hiring process, allowing you to check, review, and
analyze the information you have recorded for your current employees.

The following is a list of the standard reports that are related to the hiring, rehiring, and
transferring process:

Alphabetic Listing Of Active and Inactive Employees report (1A-RPT)—Identifies
active and inactive employees in alphabetical order.

Alphabetic Listing report (3C-RPT)—Provides an alphabetical listing of active
employees on file.

Anniversary Listing report (1F-RPT)—Lists all employees who will attain an
anniversary within the current calendar year.

Birthday Listing report (1G-RPT)—Provides a listing of all employees having a
birthday during a three-month period from the date entered in the report parameters.

Current Job Report (3W-RPT)—Lists all active employees and their current job and
salary data, with associated salary grade information.

EEO-1 Multiple Establishment Report in Computerized Format (70MRPT)—Produces
the EEO-1 report for one EEO establishment of a multiple establishment reporting
company. The format of the report follows the EEOC specifications for a computer
printed Multiple Establishment EEO-1 report.

EEO-1 Report for Active Employees (70-RPT)—Produces a one page report totaling
required EEO-1 data for a single organization.

EEO-1 Report for Active Employees by EEO Establishment (70OERPT)—Produces a
one page report totaling required EEO-1 data for each establishment within a single
organization.

EEO-1 Report for Active Employees in Detail (70DRPT)—Produces a listing of
employees showing required EEO-1 data for a single organization.

EEO-1 Single Establishment Report in Computerized Format (70SRPT)—Produces a
one page total EEO-1 report for a single EEO establishment that combines all
employees in a Control 1-2. The format of the report follows the EEOC specifications
for a computer printed Single Establishment EEO-1 report.

EEO-4 Report - State and Local Government Information (74-RPT)—Produces data
that can be used to complete EEOC Form 164, State and Local Government
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Information (74-RPT) for state and local governments that have more than 249 full-
time employees

B EEO-4 State and Local Government Employer Detail Report (74DRPT)—Provides the
detailed information about the employees who are counted on the EEO-4 State and
Local Government Report. This report can be used to validate the EEO-4 State and
Local Government Employer Detail Report.

B EEO-5 Report for Active Employees (75-RPT)—Produces the required data for your
EEO-5 report totaled by sex, race and EEO job category which is filed by certain
elementary and secondary school systems and districts every other year

B EEO Vets-100 Report (73-RPT)—Provides the information for your VETS-100 report,
which reports annually the number of special disabled and Vietnam-era veterans by job
category and hiring location

B EEO Vets-100 Employer Detail Report (73DRPT)—Provides the detailed information
about the employees who are counted on the EEO Vets-100 Report (73-RPT). This
report can be used to validate the EEO Vets-100 Report (73-RPT).

B Employee Profile Report (1K-RPT)—Prints a multi-page Human Resource Profile for
all employees.

B Employee Headcount (IN-RPT)—Provides a statistical count of the number of
employees on file by Resulting Employee Status and Job Type.

B Employee Job Listing (3N-RPT)—Lists all employees, showing their current job and
rating information and providing a length of time in the current job in years, months,
and days.

B Employees Active, Inactive, Separated Within Three Months (1B-RPT)—Provides an
alphabetic listing of all active, inactive, and separated employees.

B [nternal Mailing Labels (1E-RPT)—Provides an internal mailing list of all employees.

B [PEDS Employee Tenure and Rank (7E-RPT)—Provides information pertaining to the
employee, job, and institutions of higher education.

B [PEDS Fall Staff Survey (76-RPT)—Provides information on staff that is employed at
all post-secondary institutions for the National Center for Education Statistics (NCES).
Formerly the EEO-6 report.

B [R.C.A. Immigration Reform Verification (IM-RPT)—Provides information regarding
employees who have or have not presented proper identification to satisfy the
requirements of the Immigration Reform and Control Act of 1986
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Job Change Activity Report (3A-RPT)—Lists all employees who have had a job
change since the specified date.

LOA/Disability (1T-RPT)—Lists all active employees who are currently on a leave of
absence or disability leave.

Major Activity Listing (1U-RPT)—Lists all major activities within a specific time
period.

Monthly Payroll/Personnel Summary (3B-RPT)—Provides a summary of payroll and
personnel activity within the organization.

New Hire Report (37-RPT)—Provides federal government reporting requirements for
new hires.

Office And Home Telephone Directory (1D-RPT)—Provides a listing of all employees
showing their office number, extension selection, and home telephone number.

Office Telephone Directory (1C-RPT)—Lists all active employees, with office
telephone numbers and extensions.

Postal Mailing Labels (3D-RPT)—Produces multi-purpose, employee mailing labels for
active employees.

Seniority Listing (3K-RPT)—Lists the length of service of all active employees based
on their original date of hire.

Separation Analysis (10-RPT)—Provides a summary of turnover activity within the
organization, including monthly and cumulative statistics.

Separation Detail Report (1S-RPT)—Lists all employees who have been separated from
the organization within a specified one-month period.

Termination Report (3X-RPT)—Lists all terminated employees.
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Detailed Directions

This section provides detailed directions on completing a business task.

Tasks
Completing the Guided Practice.........cccooueieirininenieceeeeeee e 107
Transferring an applicant to an employee

OTZANIZALION ...ttt ettt ettt et sbe et e bt et e bt e st e s bt eatesbeestenbeententeene 108
Hiring a new employee using the Quick Hire

process (Position AdminiStration USETS) ..........cecverveeierieerieniereerieneenneneeens 110
Hiring a new employee using the Quick Hire

process (Non-Position Administration USETS) ..........ecverveeverrerverveseerueneenns 115
Hiring a new employee using the Employee

Information fOrMm . ......ccooueinieinieinieicirc e 122
Entering new hire activity details ..........cccooerieiiniinineneeeeeeeeee 129
Adding/maintaining job assignment details............ccoceeveninienenieninienienen. 130
Assigning/changing location .
Assigning/changing salary..........c..coccoeeeviiiininenenieiinneeeeeee e

Recording contact information ............cc.cceeeeeerenenenieininineneneeeeeeeenene
Recording personal and ID information ....
Recording employee telephone nUMbETS...........ccveverierieeierienieeieie e
Recording spouse/dependent information ............ccoevereoerieienenienecnceene

Rehiring, reinstating, or recalling an employee...........cccceeeeererenieiecnennne 150
Transferring an employee to another

OTZANIZALION ...ttt ettt ettt et sbe et e st et e s be e st e s bt eabesbeemtenbeeanenteene 151
Verifying employee information ..............eeceeveeeenierieenieneeienieeceee e 153
Recording employee, job, and institution

INFOIMALION ...ttt 154
Recording demographic data for EEO and

Affirmative Action (OPtional) .........cceecveireiireneeieeeere e 156
Entering EEO-4 reporting information... .. 159
Recording EEO prior year totals ..........cccoeveerenienienenieneeienieeee e 160

Completing the Guided Practice
In the Guided Practice for this section, you will transfer applicant A012, Andrew Anders,
from the applicant organization (993333) to an active employee organization (999999).
You will then record the information needed for him to become an active employee in the
organization.

There is also an example of how to add new employees to the file using the Set Up A New
Employee form (NH-SCR) and the Employee Information form (EF-SCR).

You must have completed the Guided Practice in the preceding sections to guarantee the
successful completion of the Guided Practice that follows.

107



Using Human Resources Administration

Transferring an applicant to an employee organization

Note:

iO

o

"‘BD

o

iO

To transfer an applicant to an employee organization, follow these steps:

Access the Applicant Transfer form (ET-SCR)

The Applicant Transfer form (ET-SCR) is used to transfer Employee Database records
from an applicant organization to an active employee organization. This form must be used
online and can not be processed in a batch run. Transfers are made online and in real time
so you can immediately verify, modify, or add data.

If transferring an applicant record to a live pay organization, the new employee number is
usually different from the applicant number that was used by the applicant organization.

Access this form by making the following selection from the Navigator:

Component: % Employee Resourcing
Process: Hire, Rehire, Reinstate an Employee

Task: 2F  Transfer Emp to New Organization

For practice, access the Applicant Transfer form (ET-SCR) for applicant A012 in the
993333 organization.

Enter the New Employee Number
Enter the new employee number.

For practice, type '0012".
Enter the New Control 1-2
Enter the organization to which the applicant is being transferred.

For practice, type '999999".

Enter the Applicant Hire Date

Enter the effective date of hire for the applicant. Dates are entered in MM-DD-CCYY
format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '01-08-1998' (US and Canada) or '08-01-1998’ (elsewhere).
Select the Position (Position Administration users only)

Select the new employee's position.

For practice, select 'Zoo Manager'.
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If you completed the Guided Practice and Position Administration is in use, the resulting
form should look similar to the example that follows:

o012
9959399

01-08-1225)

If you completed the Guided Practice and Position Administration is not in use, the
resulting form should look similar to the example that follows:

o012
9959399

01-05-199§

6. Click Save or press Enter
The second panel of the Applicant Transfer form (ET-SCR) is displayed if Position
Administration is in use.

If Position Administration is nof in use, this is the last step of the process. The transfer is
processed.

For practice, click Save or press Enter.
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7. Select the Status (Position Administration users only)
Select the Incumbency Status. This is typically 'Acting' or 'Regular', depending on the
position.

For practice, select 'Regular'.

8. Select the Activity (Position Administration users only)

Select the appropriate new hire activity. You may update this option list (HR72) to include
all of the activities needed by your organization.

For practice, select 'New Hire-Sal Reg FT' to hire the employee for salaried full-time.

If you completed the Guided Practice and Position Administration is in use, the resulting
form should look similar to the example that follows:

[Applicant Transfer Anders, Andrew
I ncumbency Detail rEmployee Details
Status: Regular | BELivity: New Hire-Sal Reg FT =]

Position: Zoo Manager

[ Frevious Panel

9. Click Save or press Enter (Position Administration users only)
The applicant is transferred to the active employee organization and a 'Transfer
successfully completed' message is displayed.

For practice, click Save or press Enter.

See also:
B Methods for adding employees (on page 94)
For the considerations when transferring applicants.

Hiring a new employee using the Quick Hire process (Position
Administration users)
To set up a new employee using the Quick Hire process, follow these steps:
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Access the Set Up A New Employee form (NH-SCR)

The Set Up A New Employee form (NH-SCR) is used to add a new employee to the
Employee Database. This is a different procedure than transferring an applicant to an active
employee organization.

Access this form by making the following selection from the Navigator:
Component: % Employee Resourcing

Process: Hire, Rehire, Reinstate an Employee
Task: Quick Hire

An Employee Selection dialog box is displayed.

For practice, access the Set Up a New Employee form (NH-SCR).

Enter the Logical Employee Model designation
In the Number text box, enter the employee template to be used in creating this new
employee record, for example, 'LMODEL E1'.

For practice, type 'LMODEL 00'.

Enter an Organization
In the Organization text box, enter the designation of the organization into which the
employee is to be hired.

For practice, type '999999".

If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

Employee Selection

LMODEL 00
[ |

ok | el [ b |

Click OK or press Enter

Click OK or press Enter to display the Set Up A New Employee form (NH-SCR) that
contains the template's default information. Your next step is to modify this information to
complete the Quick Hire process.
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For practice, click on OK or press Enter.

Enter the Employee Number
Enter the assigned employee number for the employee.

For practice, type '4100".

Enter the name (Steps 6 through 10)

6.

0J
7

©

iO
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Select the Title

This list box selection identifies the employee's name prefix or title.

For practice, select 'Mr'.

Enter the First (name)
Type the employee's first name.

For practice, type 'Frank'.

Enter the Middle (name)
Optionally, type the middle name of the employee. The first character of this text box will
display as the last position on the title line of each form.

For practice, type '#' and delete the remaining text in this text box to remove the 'VOID'
entry.

Enter the Last (name)
Type the employee's legal surname.

For practice, type 'Janson'.

Select the Suffix

This list box selection identifies the employee's name suffix, such as Jr. or Sr.

For practice, make no selection in this list box.

Enter the Address

Enter the employee's street address in the first text box. The second text box is reserved for
additional address information, such as apartment number.

For practice, type '2112 Seattle Drive' and make no entry in the second text box.
Enter the City/State

Enter the city and state portions of the employee's address.

For practice, type 'Chicago' and 'IL".
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13.
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Enter the ZIP

Enter the employee's five-digit postal code. Optionally, enter the four-digit extended postal
code preceded by a hyphen.

For practice, type '60632-5431".
Select the Country

Select the employee's country of residence.

For practice, select 'USA".
Enter the SSN (Social Security Number)

Enter the new employee's nine-digit social security number.

For practice, type '555995112".

Select the Position
Select the new employee's position.

For practice, select 'Trainee Bird Keeper'.

Select the Race
Select the new employee's race. You may update this option list (HR22) to include all of
the races needed by your organization.

For practice, select 'White-Not Hispanic'.
Select the Gender

Select the gender designation for the new employee.

For practice, select 'Male'.

Select the Normal Shift

Select the new employee's normal shift. You may update this option list (PP43) to include
all of the normal shifts needed by your organization.

For practice, select 'Ist Shift HED'.
Select the Payment Type

Select whether the new employee is to be paid automatically or through time document
entry. You may update this option list (PP40) to include all of the payment types needed by
your organization.

For practice, select "Hourly-Auto Paid"

Select the Frequency
Select the new employee's pay frequency. You may update this option list (PP29) to include
all of the pay frequencies needed by your organization.
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For practice, select 'Semi Monthly'.

Enter the Birth (date)
Enter the new employee's date of birth. Dates are entered in MM-DD-CCYY format (US

and Canada) or DD-MM-CCYY (elsewhere).
For practice, type '02-22-1962" (US and Canada) or '22-02-1962' (elsewhere).

Enter the Employment (date)
Enter the date employment becomes effective. Dates are entered in MM-DD-CCYY format

(US and Canada) or DD-MM-CCYY (elsewhere).
For practice, type '01-10-1998' (US and Canada) or '10-01-1998’ (elsewhere).

If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

[Set Up A New Employee VOID, WOID YOID VDID V |
Employee Mbr= 4100 |
Title: wr | Race: yhite-Not Hispanic =]
First: Frank | Gender: Hale -
Middle: # 1 _I
Last: Janson | Mormal Shift: 1st Shift HED j
Suffix: LI

Fayment T¥pe: Hoyrly-tuto Paid LI
Address: 2112 Seattle Driwe |

| Frequency: semi Monthly LI
CityfState: Chicago | IL]  &0632-5431)
Country: psa ;I Significant Dates
S5M: 555] 99] 5112 Birth: 02-22-1962|
Employment: 01-10-15938|

Fosition: Trainee Bird Keeper _I

Click Save or press Enter
The second form panel for the Set Up A New Employee form (NH-SCR) is displayed.

For practice, click Save or press Enter.

Select the Status

Select the Incumbency Status. This is typically 'Acting' or 'Regular' depending on the
position.

For practice, select 'Regular'.

Select the Activity

Select the appropriate new hire activity. You may update this option list (HR09) to include
all of the activities needed by your organization.
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For practice, select 'New Hire-Hr Reg FT' to hire the employee for hourly full-time.
27

Select the Union
Select the union designation. You may update this option list (PP429) to include all of the
unions needed by your organization.

For practice, leave this list box blank.

If you completed the Guided Practice and Position Administration is in use, the resulting
form should look similar to the example that follows:

[Set Up A Mew Employee

I ncumbency Detail —Empl oyee Details
status: Regular | BELIVity: New Hire-Hr Reg FT |=]
Position: Trainee Bird Keeper Union: LI

[ Previous Panel

28. Click Save or press Enter
The first panel is displayed and the employee has now been set up in an active organization.

For practice, click Save or press Enter.

See also:
B Methods for adding employees (on page 94)
For the considerations when hiring new employees using the Set Up A New Employee form

(NH-SCR).
Hiring a new employee using the Quick Hire process (Non-Position
Administration users)

To set up a new employee using the Quick Hire process, follow these steps:

1. Access the Set Up A New Employee form (NH-SCR)
The Set Up A New Employee form (NH-SCR) is used to add a new employee record. This
is a different procedure than transferring an applicant to an active employee organization.

Access this form by making the following selection from the Navigator:
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Component: % Employee Resourcing
Process: Hire, Rehire, Reinstate an Employee

Task: F Quick Hire

An Employee Selection dialog box is displayed.

For practice, access the Set Up a New Employee form (NH-SCR) using LMODEL 00
(employee template) for organization 999999.

Enter the Logical Employee Model designation
In the Number text box, enter the employee template to be used in creating this new
employee record, for example, 'LMODEL E1".

For practice, type 'LMODEL 00'.

Enter an Organization
In the Organization text box, enter the designation of the organization into which the
employee is to be hired.

For practice, type '999999".

If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

Employee Selection

LMODEL 00
I

ool | ||

Click OK or press Enter

Click OK or press Enter to display the Set Up A New Employee form (NH-SCR) that
contains the template's default information. Your next step is to modify this information to
complete the Quick Hire process.

For practice, click on OK or press Enter.

Enter the Employee Number
Enter the assigned employee number for the employee.
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For practice, type '4100".

Enter the name (Steps 6 through 10)

6.
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Select the Title

This list box selection identifies the employee's name prefix or title.

For practice, select 'Mr".

Enter the First (name)
Type the employee's first name.

For practice, type 'Frank'.

Enter the Middle (name)

Optionally, type the middle name of the employee. The first character of this text box will
display as the last position on the title line of each form.

For practice, type '#' and delete the remaining text in this text box to remove the 'VOID'
entry.

Enter the Last (name)
Type the employee's legal surname.

For practice, type 'Janson'.

Select the Suffix

This list box selection identifies the employee's name suffix, such as Jr. or Sr.

For practice, make no selection in this list box.

Enter the Address

Enter the employee's street address in the first text box. The second text box is reserved for
additional address information, such as apartment number.

For practice, type '2112 Seattle Drive' and make no entry in the second text box.
Enter the City/State

Enter the city and state portions of the employee's address.

For practice, type 'Chicago' and 'IL".

Enter the ZIP

Enter the employee's five-digit postal code. Optionally, enter the four-digit extended postal
code preceded by a hyphen.

For practice, type '60632-5431".
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Select the Country

Select the employee's country of residence.

For practice, select 'USA".
Enter the SSN (Social Security Number)

Enter the new employee's nine-digit social security number.

For practice, type '555995112".

Select the Race
Select the new employee's race. You may update this option list (HR22) to include all of
the races needed by your organization.

For practice, select 'White-Not Hispanic'.
Select the Gender

Select the gender designation for the new employee.

For practice, select 'Male'.

Select the Normal Shift

Select the new employee's normal shift. You may update this option list (PP43) to include
all of the normal shifts needed by your organization.

For practice, select '1st Shift HED'.
Select the Payment Type

Select whether the new employee is to be paid automatically or through time document
entry. You may update this option list (PP40) to include all of the payment types needed by
your organization.

For practice, select 'Hourly-Auto Paid'.

Select the Frequency

Select the new employee's pay frequency. You may update this option list (PP29) to include
all of the pay frequencies needed by your organization.

For practice, select 'Semi Monthly'.

Enter the Birth (date)
Enter the new employee's date of birth. Dates are entered in MM-DD-CCYY format (US
and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '02-22-1962" (US and Canada) or '22-02-1962' (elsewhere).
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Enter the Employment (date)
Enter the date employment becomes effective. Dates are entered in MM-DD-CCYY format
(US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '01-10-1998' (US and Canada) or '10-01-1998' (elsewhere).

If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

[Set Up A Mew Employee VOID, WOID VOID YOID V¥ |
Employee Nbr= 4100 |
Title: mnr LI Race: white-Not Hispanic LI
First: Frank | Gender: Male LI
Middle: # |
Last: Janson | Normal Shift: 1st Shift HED j
Suffix: -

Payment Type: Hourly-Auto Paid |
Address: 2112 Seattle Driwe |

| Frequency: semi Monthly j
City/State: Chicago [ E0632-5431)
Country: ysa ;I Significant Dates
S5N: 555]99] 5112 Birth: 02-22-1962|
Employment: 01-10-1598|

Click Save or press Enter
The first panal for the Set Up A New Employee form (NH-SCR) is accepted.

For practice, click Save.

Click Continue New Hire

Click the Continue New Hire button to display the second panal of the Set Up A New
Employee form (NH-SCR).

For practice, click Continue New Hire.

Enter the Job Code and Extent
Type the code that identifies the job assignment for this employee.
For practice, select '10500" and '0001".

Select the Union

Select a union code. This option list (PP429) should include all of the union types your
organization may need.

For practice, bypass this entry.
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Enter the Hours per Period
Type the number of scheduled hours in the employee's pay period. This value can default if
populated on the Pay Rate Or Salary form (H1-SCR).

For practice, type '86.67".
Enter the Hourly Rate or Annual Salary

You must make an entry in one of these two text boxes, Hourly Rate or Annual Salary. Do
not complete both text boxes.

Hourly rate is the amount that the employee will be paid per hour. If you do not type a rate
in this text box, the system calculates it based on the annual salary. Type this amount with
a decimal point or with four decimal places, for example, 8.67 or 86700.

Annual salary is the result of calculating the hourly rate times the number of hours per
period times the number of periods in the year. If you do not enter this amount, the system
calculates it. Type this amount with a decimal point or with two decimal places, for
example 23452. or 2345200.

For practice, type '24,350.00" in the Annual Salary text box.
Select the New Hire Activity

Select an option that identifies the new-hire activity type for this employee. As a shortcut,
type a search value of 'N' to quickly go to the part of the alphabetized list that contains the
new-hire options.

For practice, select 'New Hire-Hr Reg FT' to hire the employee for hourly full-time.
Select the OL 3 (HR Location)

Select an option to specify the new employee's Human Resource organization level 3
assignment.

For practice, select 'Region 3030".
Select the OL 4 (HR Location)

Select an option to specify the new employee's Human Resource organization level 4
assignment.

For practice, select 'Department 4040,
Select the OL 5 (HR Location)

Select an option to specify the new employee's Human Resource organization level 5
assignment.

For practice, select 'Section 5050".

Select the OL 6 (HR Location)

Select an option to specify the new employee's Human Resource organization level 6
assignment.
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For practice, select 'Group 6060’
Select the EEO Locale

Select an option to record where the employee is located or counted for EEO purposes.

For practice, select 'Chicago Facility'.

Enter the Geographic

Select an option that indicates the employee's location assignment used to associate the
employee with salary grades by location. If your company uses only one location for salary
grade purposes, select 'All Locations' in the list box.

For practice, select 'All Locations'.

Enter the Home Phone

Type the employee's area code in the first text box and seven-digit phone number in the
second text box. If this information is entered, it will update the Phone Numbers And
Employment Information form (03-SCR) automatically.

For practice, type '318" and '2345678".
Click Save or press Enter

The employee has now been set up in an active organization.

For practice, click Save.

If you completed the Guided Practice and Position Administration is nof in use, the
resulting form should look similar to the example that follows:

[Set Up & New Employee Janson. Frank
—lob Assighment —HE Location
Jdob: 10500 | Extent: 0001) OL3: Region 3030 ﬂ
Title: MAINTENAMCE ENGIMEER. SEMIOR OL4: Cepartment 4040 ;I
Uniaon: LI OLS: sSection 5050 j
=T OL6: Group 506D =l
Hours Per Period: 86.67 EEQ Locale: Chicago Facility LI
Hour |y Rate: 11.7F062
Annual Salary: 24,350.00 Geographic: u|| Locations j
—Employee Statu
Home Fhone: 18] 2345678
Betivity: New Hire-Hr Reg FT |
i return To 1st Scree:l
Status: Active-Hrly Reg FT
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See also:

B Methods for adding employees (on page 94)

For the considerations when hiring new employees using the Set Up A New Employee
form (NH-SCR).

Hiring a new employee using the Employee Information form

Note:

0J
3

To hire a new employee using the Employee Information form, follow these steps:

Access the Employee Information form (EF-SCR)

The Employee Information form (EF-SCR) is used to add new employees to an active
organization using a Logical Employee Model. The form can also be used to update and
maintain basic employee information.

This task assumes you are adding a new employee using a Logical Employee Model. If you
have already transferred an applicant using the Applicant Transfer form (ET-SCR) or
added a new employee using the Quick Hire process Set Up a New Employee form (NH-
SCR), you do not have to add the employee again using this task. This task is an alternative
to the previous two tasks. If you want to maintain employee information, access this form
for an employee, then only change or enter the necessary text boxes.

Access this form by making the following selection from the Navigator:

Component: % Employee Resourcing
Process: Hire, Rehire, Reinstate an Employee

Task: ‘=* Add Basic Employee Information

For practice, access the Employee Information form (EF-SCR) using Logical Employee
Model 'LMODEL 00"

Enter the Employee Nbr

Enter the assigned employee number for the employee.
For practice, type '4200".

Enter the Name Code

Only '001" is valid for a new hire's name code.

For practice, type '001'.

Enter the name (Steps 6 through 10)

4,

0J
5

Select the Title

This list box selection identifies the employee's name prefix or title.

For practice, select 'Miss'.

Enter the First (name)
Type the employee's first name.
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For practice, type 'Geena'.

Enter the Middle (name)

Optionally, type the middle name of the employee. The first character of this text box will
display as the last position on the title line of each form. If no middle name is to be entered,
type '# and delete the remaining text in this text box to remove the 'VOID' entry.

For practice, type 'Louise'.

Enter the Last (name)
Type the employee's legal surname.

For practice, type 'Sandran'.

Select the Suffix

This list box selection identifies the employee's name suffix, such as Jr. or Sr.

For practice, make no selection in this list box.

Enter the Address

Enter the employee's street address in the first text box. The second text box is reserved for
additional address information, such as apartment number.

For practice, type '1118 South Central’ in the first text box and '#208' in the second text
box.

Enter the City/State

Enter the city and state portions of the employee's address.

For practice, type 'Chicago' and 'IL".

Enter the ZIP

Enter the employee's five-digit postal code. Optionally, enter the four-digit extended postal
code preceded by a hyphen.

For practice, type '60642-5454".

Select the Country

Select the employee's country of residence.

For practice, select 'USA".
Enter the SSN (Social Security Number)

Enter the employee's nine-digit social security number.

For practice, type '222334444".
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Select the Position (Position Administration users only)
Select the new employee's position.

For practice, select 'Senior Bird Keeper'.

Enter the Birth date
Enter the employee's date of birth. Dates are entered in MM-DD-CCYY format (US and
Canada) or DD-MM-CCYY (elsewhere).

For practice, type '09-15-1960" (US and Canada) or '15-09-1960' (elsewhere).

Enter the Employment date
Enter the effective date of employment. Dates are entered in MM-DD-CCY'Y format (US
and Canada) or DD-MM-CCYY (elsewhere).

Position Administration users, type '12-22-1997' (US and Canada) or '22-12-1997'
(elsewhere).

Non-Position Administration users, leave this field blank so it can be filled from the New
Hire form (01-SCR).

Enter the Termination date
No entry is required in this field for a new hire. This is the date the employee was

terminated from employment, or was transferred to another organization. Dates are entered
in MM-DD-CCYY format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, leave this text box blank.

Select the Gender

Select the gender designation for the employee.

For practice, select 'Female'.

Select the Race
Select the employee's race. You may update this option list (HR22) to include all of the
races needed by your organization.

For practice, select 'White-Not Hispanic'.

Select the FLSA

Select the Fair Labor Standards Act (FLSA) designation for overtime calculation that
applies to the employee's job. You may update this option list (HR13) to include all of the
FLSA designations needed by your organization.

For practice, leave this list box blank.
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Select the Frequency
Select the employee's pay frequency. You may update this option list (PP29) to include all
of the pay frequencies needed by your organization.

For practice, select 'Semi Monthly'.

Select the Payment Type

Select whether an employee is to be paid automatically or through time document entry.
You may update this option list (PP40) to include all of the payment types needed by your
organization.

For practice, select "Hourly-Auto Paid'.

If you completed the Guided Practice and Position Administration is in use, the resulting
form should look similar to the example that follows:

[Employee Information VOID, WoID ¥OID ¥OoID ¥
Employee Mbr= 4200 | Name Code= 001f
Significant Dates
Title: Miss LI Birth: 09-15-1960
Employment: 12-22-1997
First: Geena | Termination:
Middle: Louise |

Last: Sandran |

Suffix: LI Gender: Female ;I
Address: 1118 South Central | Race: uWhite-Not Hispanic ;I
#208 |
City/State: Chicago T1L] 0642-5454] FLSA: =|
Country: Usa ;I
Frequency: Semi Monthly =~

SSN: 222| 33 4444]

Fosition: senior Bird Keeper

Pa&'mﬂt TYPE! Hour ly-Auto Paid |
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If you completed the Guided Practice and Position Administration is not in use, the
resulting form should look similar to the example that follows:

[Employee Information VOID, WOID vOID YO 1D %
Employee Mbr= 4200 | Wame Code= 001f
Significant Dates
Title: Miss LI Birth: 09-15-1960
Employment:
First: Geena | Termination:
Middle: Louise |

Last: Sandran |

Suffix: LI Gender: Fempale ;I
Address: 1118 South Central | Race: white-Not Hispanic ;.
#208 |
CityfState: Chicago | L] B0642-5454] FLSA: ;I
Country: Usa LI
Frequency: semi Monthly ;I

SSN: 222 33] 4444]
Payment TYPE: Hourly-duto Paid ;I

23. Click Save or press Enter
If Position Administration is in use, the second panel of the Employee Information form
(EF-SCR) is displayed. Continue the new hire process by completing steps 22 through 24.

If Position Administration is not in use, a second form is used to complete the new hire
process. Continue the new hire process by completing steps 25 through 32.

For practice, click Save or press Enter.

Position Administration users only
24, Select the Status

Select the Incumbency Status. This is typically 'Acting' or 'Regular’, depending on the
position.

For practice, select 'Regular'.

25, Select the Activity

Select the appropriate new hire activity. You may update this option list (HR09) to include
all of the activities needed by your organization.

For practice, select 'New Hire-Sal Reg FT' to hire the employee for salaried full-time.
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If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

[Employee Information

I ncumbency Detail —Empl oyee Details

Status: Regular =] Activity: New Hire-Sal Reg FT |=|

Position: Semior Bird Keeper

[ Previous Panel

Click Save or press Enter
The first panel of the form is displayed and the employee information has now been set up.
This is the last step of the new hire process.

For practice, click Save or press Enter.

Non-Position Administration users only

27.

Access the Additional Employee/Payroll Information form (EG-SCR)
The Additional Employee/Payroll Information form (EG-SCR) is used to record
supplemental payroll information for a new hire.

Access this form by making the following selection from the Navigator:

Component: % Employee Resourcing
Process: Hire, Rehire, Reinstate an Employee

Task: ' Basic Employee Information 2

For practice, access the Additional Employee/Payroll Information form (EG-SCR) for
employee 4200 in the 999999 organization.

Select the Normal Shift
Select the employee's normal shift. You may update this option list (PP43) to include all of
the normal shifts needed by your organization.

For practice, select '1st Shift HED'.

127



Using Human Resources Administration

29.

S 0

2 0

Select Split Type

Select the split type that determines how time document earnings and automatic earnings
are to be divided for labor distribution purposes. You may update this option list (PP44) to
include all of the split types needed by your organization.

For practice, select 'Split Auto and TE'.

Select the Union
Select the union. You may update this option list (PP429) to include all of the unions
needed by your organization.

For practice, leave this list box blank.

Enter the Workers Comp Code

Enter a user-defined Workers' Compensation Code. This entry identifies the worker's
compensation policy for a job. This assignment can also be made on the Job Code Table
form (TA-SCR) for all employees assigned to a job.

For practice, leave this text box blank.

Enter the Auto Pay Override

Auto Pay Override is used to stop payment to an automatically paid employee for a
specified number of pay periods. The system decrements the number entered here each time
the employee's pay frequency is paid.

'00" is the default entry for this text box. Automatic pay is not prevented when this value is
displayed.

For practice, type '00' if the entry is not already present.

Enter the User Field (optional)

Enter user-defined values here.

For practice, leave this text box blank.

Click Save or press Enter
The remaining employee new hire information has been recorded.

For practice, click Save or press Enter.
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If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

[additional EmployeefFayroll Information Sandran, Geena L

Hormal Shift: 1zt shift HED d

Split Type: split duto and TE  |=fl
Unian: LI

Workers Comp Code: |

Auto Fay Owerride: 00

User Field: |

See also:

B Methods for adding employees (on page 94)

For the considerations when hiring new employees using the Employee Information form
(EF-SCR).

Entering new hire activity details

O

iO

To enter new hire activity details, follow these steps:

Access the New Hire form (01-SCR)

The New Hire form (01-SCR) is used to record the effective date of an employee's new hire
activity.

Access this form by making the following selection from the Navigator:

Component: % Employee Resourcing
Process: Hire, Rehire, Reinstate an Employee

Task: '@' Record Status for New Hire

For practice, access the New Hire form (01-SCR) for employee 4200 in the 999999
organization.

Enter the Effective Date
Enter the date the employee's new hire is effective. Dates are entered in MM-DD-CCYY
format (US and Canada) or DD-MM-CCYY (elsewhere).

Position Administration users, leave this text box as is because the Effective Date has
already been entered on the Employee Information form (EF-SCR).
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Non-Position Administration users, type '12-22-1997' (US and Canada) or '22-12-1997'
(elsewhere).

Select the Activity
Select the major activity affecting the employee. You may update this option list (HR09) to
include all of the activities needed by your organization.

Position Administration users, leave this list box as is because the Activity has already been
entered on the Employee Information form (EF-SCR).

Non-Position Administration users, select 'New Hire-Hr Reg FT".

Click Save or press Enter
The system automatically generates the Resulting Status based on the Activity.

Position Administration users, do not click Save, because the Resulting Status has already
been generated by the system.

Non-Position Administration users, click Save.

If you completed the Guided Practice in the previous tasks, the resulting form should look
similar to the example that follows:

[New Hire Sandran, Geena |

Effective Date> 12-22-1937]

Activity® New Hire-Sal Reg FT _I

Resulting Status: 01| Active-5alrd Reg FT

Rezsulting Status populated by
Activity &nd Resulting Employee Status Rules

See also:
B Methods for adding employees (on page 94)
For the considerations when using the New Hire form (01-SCR).

Adding/maintaining job assignment details

When using Position Administration, the system automatically assigns the position for the
employee in the Job Code and Job Code Extent on the Job Assignment/Changes form (05-
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SCR) when the employee is hired. If you are not using Position Administration, you must
enter this form by following these steps:

Access the Job Assignment form (05-SCR)
The Job Assignment/Changes form (05-SCR) is used to record employee job assignments.

Access this form by making the following selection from the Navigator:

Component: % Employee Resourcing
Process: Hire, Rehire, Reinstate an Employee
Task: Assign Job

For practice, access the Job Assignment/Changes form (05-SCR) for employee 0012 in the
999999 organization.

Enter the Effective Date

Enter the effective date of the job code/job code extent. Dates are entered in MM-DD-
CCYY format (US and Canada) or DD-MM-CCYY (elsewhere).

Position Administration users, leave this text box as is.

Non-Position Administration users, type '01-08-1998' (US and Canada) or '08-01-1998'
(elsewhere).

Select the Key Separator

Position Administration automatically assigns a Key Separator of '"Tenth Occurrence'. If
you are not using Position Administration, select the key separator to ensure multiple
entries of a segment on the same date will be sequenced properly on the employee's record.
You may update this option list (HR70) to include all of the key separators needed by your
organization.

Position Administration users, leave this list box as is.

Non-Position Administration users, select 'Ist Occurrence’.

Select the Type Of Change

Position Administration automatically assigns a Type of Change of 'Created by PM'. If you
are not using Position Administration, select the reason the job assignment change is taking
place. You may update this option list to include all of the change types needed by your
organization.

Position Administration users, leave this list box as is.

Non-Position Administration users, select 'New Hire'.

Enter the Job Code/Extent

Position Administration automatically assigns the position you selected when the employee
was hired into the active organization. A Job Code Extent of '9999' is also assigned. If you
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are not using Position Administration, enter the Job Code/Extent for the job to which you
want to assign the employee.

Position Administration users, leave this text box as is.
Non-Position Administration users, type '10500" and '0001".

o

Select the Union
Select the employee's union. You may update this option list (PP429) to include all of the
unions needed by your organization.

For practice, leave this list box blank.

~ o

Click Save or press Enter
The employee's job/position information is now set up. The Occupation Group for the
job/position is automatically displayed.

For practice, click Save or press Enter.

If you completed the Guided Practice for Transferring an applicant to an employee
organization, and Position Administration is in use, the applicant transfer populates this
form and it should look similar to the example that follows:

[Job Assigrment/Changes  Anders. dndrew |

01-05-1995

Tenth Occurrence l_

Created by FH |
FO3006] 9999

=
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Note:

If you completed the Guided Practice and Position Administration is not in use, the
resulting form should look similar to the example that follows:

[Job AssignmentsChanges Anders, Andrew

Effective Date= 01-0&-1995|
Key Separators 1st Occurrence ;I

Type of Change: New Hire =

Job CodefExtent: 10500 | 0001] Job Title: MAIMTEWANCE EMGINEER, SENIOFR

Unian: ;I

lab Information

Salary Grade: AMY
Occupation Group: Suprv, Mech/Repairer FLSA Clas=: Mon Exempt
Job Type: Hourly Union Job Class: Craft Workers Skilld
Assigned Shift: 1st Shift Job Family: Mechanics/fRepar

You may access the Job Assignment Inquiry form (06-SCR) to view the results of the entry
recorded on the Job Assignment/Changes form (05-SCR).

See also:
B Methods for adding employees (on page 94)
For the considerations when using the Job Assignment/Changes form.

Assigning/changing location

O

An employee's location information is assigned using the Location Assignment/Changes
form (05CSCR). However, if you are using Position Administration, entry of this form may
be unnecessary because employee location is tracked by Organization Units, not
organization levels. If you want to assign an employee's location here, for such things as
mail distribution location, follow these steps:

Access the Location Assignment/Changes form (05CSCR)
The Location Assignment/Changes form (05CSCR) is used to record location change data
due to a change in an employee's job or assigned location.

Access this form by making the following selection from the Navigator:

Component: % Employee Resourcing
Process: ~ Maintain Employee Details

Task: =F Location Change

For practice, access the Location Assignment/Changes form (05CSCR) for employee 0012
in the 999999 organization.
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Enter the Effective Date
Enter the effective date of the location change. Dates are entered in MM-DD-CCYY format
(US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '01-08-1998' (US and Canada) or '08-01-1998’ (elsewhere).
Select the Key Separator

Select the key separator to ensure multiple entries of a segment on the same date will be
sequenced properly on the employee's record. You may update this option list (HR70) to
include all of the key separators needed by your organization.

For practice, select 'Ist Occurrence’.

Select the Type Of Change

Select the location assignment change. You may update this option list to include all of the
change types needed by your organization.

For practice, select 'Trfr from Applic'.
Select the EEO Establishment

Select the EEO establishment number assigned to the location where the employee will
work. You may update this option list to include all of the EEO establishments needed by
your organization.

For practice, select 'Chicago Facility'.
Select the Geographic Range

Select the area of the country in which the employee is being placed. You may update this
option list (HR66) to include all of the geographic ranges needed by your organization.

For practice, select 'All Locations'.

Enter the Mail Distribution
Enter the internal mail station or distribution data that is used in producing internal mailing
labels.

For practice, type 'FL 9 North' to indicate the mail stop on the 9th floor at the north side of
the office.

Select the OSHA Establishment

Select the number assigned to the OSHA Establishment to which the employee usually
reports. You may update this option list (HS52) to include all of the OSHA Establishments
needed by your organization.

For practice, leave this entry blank or select 'None'.
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Select the OL 3

Select the organization level 3 value assigned this employee. You may update this option
list (HR439) to include all of the organization level 3 values needed by your organization.

For practice, leave this list box blank.

Select the OL 4

Select the organization level 4 value assigned this employee. You may update this option
list (HR449) to include all of the organization level 4 values needed by your organization.

For practice, leave this list box blank.

Select the OL 5

Select the organization level 5 value assigned this employee. You may update this option
list (HR459) to include all of the organization level 5 values needed by your organization.

For practice, leave this list box blank.

Select the OL 6

Select the organization level 6 value assigned this employee. You may update this option
list (HR469) to include all of the organization level 6 values needed by your organization.

For practice, leave this list box blank.

Click Save or press Enter

The Location Assignment/Changes form (05CSCR) is now recorded. Job, position, and
ELM (External Labor Market) information is automatically displayed.

For practice, click Save or press Enter.

If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

Location Assighment/Changes Anders, Andrew
[
Effective Dater 01-05-1933| ~HR Location
Key Separators 1st Occurrence LI
Type Of Change: Trfr from Applic | oLz: |
EED Establishment: chicago Facility ;' oL4: L'
Geographic Range: u|| Locations d OLs : LI
Mail Distribution: FL 9 Horth| oLes: LI
0SHA Establishment: (None) ;I
lob Infarmation ~ELM Information
Effective: 01-05-1995 State:
CodefExtent: POSO006 9999 County:
dob Title: Zoo Manager City:
SMSA:
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See also:
B Methods for adding employees (on page 94)
For the considerations when using the Location Assignment/Changes form (05CSCR).

Assigning/changing salary

ABD

o

To assign or change an employee salary, follow these steps:

Access the Salary Assignment/Changes form (40-SCR)

The Salary Assignment/Changes form (40-SCR) is used to record authorized salaries,
hourly rates, and changes to any of those amounts. You may also view an employee's salary
history.

Access this form by making the following selection from the Navigator:

Component: % Employee Resourcing
Process: Maintain Basic Employee Details

Task: ] Salary Change

For practice, access the Salary Assignment/Changes form (40-SCR) for employee 0012 in
the 999999 organization.

Select the Incumbency (Position Administration users only)
Select the position incumbency for this salary entry.

For practice, select 'Ist Incumbency'.

Enter the Effective Date
Enter the effective date of the salary change. Dates are entered in MM-DD-CCYY format
(US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '01-08-1998" (US and Canada) or '08-01-1998’ (elsewhere).
Select the Key Separator

Select the key separator to distinguish between two salary changes made on the same date.
You may update this option list (HR70) to include all of the key separators needed by your
organization.

For practice, select '1st Occurrence’.

Select the Type Of Change
Select the reason for a salary change. You may update this option list to include all of the
change types needed by your organization.

For practice, select 'New Hire'.

Select the Frequency (optional)
Select the employee's pay frequency. You may update this option list (PP29) to include all
of the pay frequencies needed by your organization.
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If you do not enter data in this list box, the system uses the value in the Frequency list box
on the Employee Information form (EF-SCR).

If you select an option in the list box, the system compares it to the value in the Frequency
list box on the Employee Information form (EF-SCR). If the values are different, the
system displays a warning message. If you accept the warning, the salary calculation will
no longer equate to the Payroll frequency.

For practice, select 'Weekly'.

Select the Override (optional)
Select one of these override options, if applicable:

B History—No PR Update: Used to enter salary history records that have no direct effect
on the Payroll system.

B Not 1st Change For Date—Used to process multiple salary changes on the same date
with a Key Separator list box entry of '2nd Occurrence' or higher.

B Override Calculation—Used to calculate a salary change manually. This option requires
that you enter all the text boxes on this form. The form records exactly what you
entered.

For practice, leave this list box blank.

Enter the Hours Per Period (optional)
Enter the normal hours in the employee's pay period. This is a five-digit text box with two
decimal places.

If you do not enter data in this text box, the system uses the value in the Normal Hours text
box in the Employee Pay Rate Or Salary form (H1-SCR).

If you type an entry in this text box, the system uses it to calculate the pay assignment.

For practice, type '40.00".
Enter the Hourly Rate

Enter the employee's hourly rate of pay. This is a seven-digit text box with four decimal
places. You only need to enter information in one calculation text box (Hourly Rate, Salary
Per Period, or Annual Salary); the system calculates the results in the remaining text boxes
based on your single entry.

For practice, leave this text box blank.

Enter the Salary Per Period

Enter the amount of the employee's salary per pay period. This is an eight-digit text box
with two decimal places. You only need to enter information in one calculation text box
(Hourly Rate, Salary Per Period, or Annual Salary); the system calculates the results in the
remaining text boxes based on your single entry.

For practice, leave this text box blank.
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Enter the Annual Salary

Enter the amount of the employee's annual salary. This is a nine-digit text box with two
decimal places. You only need to enter information in one calculation text box (Hourly
Rate, Salary Per Period, or Annual Salary); the system calculates the results in the
remaining text boxes based on your single entry.

For practice, type '65000.00".
Enter the Amount Change

Enter the amount the salary has changed. This is an eight-digit text box with two decimal
places. For an initial salary assignment, the system calculates this text box based on your
single entry in one of the salary amount text boxes.

For practice, leave this text box blank.

Enter the Percent Change

Enter the percentage change in salary amount. This is a five-digit text box with two decimal
places. For an initial salary assignment, the system calculates this text box based on your
single entry in one of the salary amount text boxes.

For practice, leave this text box blank.

Enter the Months Since Prior (optional)

Enter the number of months between the employee's prior and current salary effective
dates. If you make no entry in this text box, the system fills the text box with zeros for the
initial calculation. Thereafter, this text box is calculated based on the most recent salary
change.

For practice, leave this text box blank.

Click Save or press Enter

The employee salary has been set up. The entries made in one or more of the amount text
boxes are used to calculate the remaining amounts. For example, if you entered an annual
salary for the employee, the system calculates the hourly rate, salary per period, amount
change, and percent change.

For practice, click Save or press Enter.

138



Chapter 4—Hiring, Rehiring, Reinstating, Recalling, or Transferring an Employee

If you completed the Guided Practice and Position Administration is in use, the resulting
form (after the calculation) should look similar to the example that follows:

1=t |ncumbency
Week |y

01-05-1995)

If you completed the Guided Practice and Position Administration is not in use, the
resulting form (after the calculation) should look similar to the example that follows:

01-05-19545)

lst Occurrence

WNew Hire

Week |y

See also:
B Methods for adding employees (on page 94)
For the considerations when using the Salary Assignment/Changes form (40-SCR).
Recording contact information

To record contact information, follow these steps:
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Access the Employee Contact Information form (EM-SCR)

The Employee Contact Information form (EM-SCR) is used to record electronic mail
(email) address, cellular telephone number, or other employee contact information.
Multiple types of employee contact information can be recorded, including (but not limited
to): email address, fax number, cellular phone, car phone, pager number.

The email address recorded on this form is used by the Communication Events feature of
the system.

Refer to the Optimizing System Features documentation for more information about
Communication Events.

Access this form by making the following selection from the Navigator:

Component: % Employee Resourcing
Process: Maintain Basic Employee Details
Task: ] Employee Contact Information

For practice, access the Employee Contact Information form (EM-SCR) for employee 0012
in the 999999 organization.

Select the Contact Type
Select the type of contact such as email, fax, cell phone, and so forth. You may update this
option list (HR71) to include all of the contact types needed by your organization.

For practice, select 'Cell Phone Number'.

Enter the Contact Effective
Enter the date this employee contact information is effective. Dates are entered in MM-DD-
CCYY format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '01-08-1998" (US and Canada) or '08-01-1998’ (elsewhere).
Enter the Contact Expired

Enter the date this employee contact information will no longer be valid. This text box can
be entered later if the date is not currently known. Dates are entered in MM-DD-CCYY
format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, leave this text box blank.

Select the Contact Sequence

Select the contact sequence number for this contact information. This tells the viewer in
what order this contact information should be used. For example, which address should be
used first, second, and so forth.

For practice, select '1'.
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6. Click the Confidential check box

Click this check box to indicate if the contact information can be used to send confidential
information to the employee.

For practice, do not click this check box.

7. Click the Unlisted check box

Click this check box to indicate if the contact information may be made available to others
without the employee's permission.

For practice, click on 'Unlisted’.
8. Enter the Contact Information (optional)
Enter any additional details about the contact information in this 50-character text box.

For practice, type 'Cell phone number is (312) 492-1111".
9

Click Save or press Enter
The Employee Contact information form (EM-SCR) is now recorded.

For practice, click Save or press Enter.

If you competed the Guided Practice, the resulting form should look similar to the example
that follows:

[Employee Contact Information Anders, Andrew

Contact Type= Cell Fhone Number  |=f

Contact Effectives 01-02-1233)
Contact Expired: 1
Contact Sequence: 1 =

[ Confidential

W Unlisted

Cel |l phone number is (3123 492-1111 |

"EDntact Information

See also:

B Optional employee data (on page 102)
For a description of the Employee Contact form (EM-SCR).

Recording personal and ID information
To record personal and ID information, follow these steps:
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Access the Additional Personal And ID Information form (02-SCR)
The Additional Personal And ID Information form (02-SCR) is used to continue the
employee New Hire process, to add optional information, and to change basic employee
data on an employee's record.

If you have already transferred an applicant using the Applicant Transfer form (ET-SCR),
some steps described here will be unnecessary, as many text boxes are automatically
populated from the applicant record. Skip any steps that have already been completed.

Access this form by making the following selection from the Navigator:

Component: % Employee Resourcing
Process: Maintain Employee Details

Task: '@' Personal Information

For practice, access the Additional Personal and ID Information form (02-SCR) for
employee 0012 in the 999999 organization.

Enter the Effective Date
Enter the effective date of the form's information. Dates are entered in MM-DD-CCYY
format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '01-08-1998" (US and Canada) or '08-01-1998’ (elsewhere).
Select the Marital Status

Select the employee's current marital status. You may update this option list (HR04) to
include all of the marital status types needed by your organization.

For practice, select 'Divorced'.

Select Dependents
Select the number of employee dependents.

For practice, select '2'.

Enter the Prior Name
Enter the employee's prior surname if employee volunteers information.

For practice, leave this text box blank.

Select the Citizenship
Select the country where the employee holds citizenship. You may update this option list
(HROS5) to include all of the citizenship types needed by your organization.

For practice, select 'USA".

Select the Military Status
Select the employee's military status. You may update this option list (HRO7) to include all
of the military status types needed by your organization.
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For practice, select 'Inactive Reserve'.

Enter Military Separation date

Enter the date upon which the employee was discharged or released from active duty. If this
date falls between the VETS-100 reporting run dates, the employee is considered a 'Newly
Separated Veteran'.

For practice, type '?2-2?7-272?'

Select the Visa

Select the visa type that a non-citizen employee has been granted. You may update this
option list (HR06) to include all of the visa types needed by your organization.

For practice, leave this list box blank.

Enter Expires On

Enter the expiration date of the employee's current visa. Dates are entered in MM-DD-
CCYY format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, leave this text box blank.

Select the Security Clearance
If applicable, select the level of security granted to this employee. You may update this
option list (HROS) to include all of the security clearances needed by your organization.

For practice, select 'Confidential'.

Enter the Agency

Enter the agency used to establish the employee's level of security clearance, if applicable.
You are required to make an entry here only when you have made an entry in the security
clearance text box.

For practice, type 'Federal Gov't'.

Select the Verification

Select the identification procedure status that denotes whether or not the procedure has
started and if identification could be produced. You may update this option list (HRS50) to
include all of the ID/Work Authorization types needed by your organization.

For practice, select 'Documents Verified'.

Select the ID Provided

Select the type of identification document produced. You may update this option list
(HR47)to include all of the identification types needed by your organization. When two
documents have been submitted for identification, subsequent entries in the employment
and identity list boxes are required to identify the two separate documents.

For practice, select 'Prov'd 2 Documents'.
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Select Identity

Select the type of document produced to prove the identity of the employee. You may
update this option list (HR49) to include all of the identity documents needed by your
organization.

For practice, select 'Drivers License'.

Select Employment

Select the type of document produced to prove that the employee has employment
authorization. You may update this option list (HR48) to include all of the employment
documents needed by your organization.

For practice, select 'U.S. Birth Cert'.

Click Save or press Enter
The personal and ID information is now recorded.

For practice, click Save or press Enter.

If you have completed the Guided Practice, the resulting form should look similar to the
example that follows:

[Additional Fersonal And 1D Information Anders, Andrew |
—isa

Effective Date= 01-05-1995|

Marital Status: pjvorced LI LI
Dependents: 2_j Expires 0On: |
Frior Mame: | —Security Clearance
Citizenship: ys4 i} Confidential =l

Military Status: |pactive Reserve d bgency . Federal Gov't |

—l-9 Verification

VWerification: Documents Verified LI ldentity: Drivers License LI
Il Frovided: Prov'd 2 Documents LI Employment: U 5. Birth Cert. LI
See also:

B Optional Employee Data (on page 102)
For a description of the Additional Personal And ID Information form (02-SCR).

Recording employee telephone numbers

To record telephone numbers, follow these steps:
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Note:

Access the Phone Numbers And Employment Information form (03-
SCR)

The Phone Numbers And Employment Information form (03-SCR) is used to continue the
New Hire process. This form allows you to add or change basic data on an employee
record.

If'you have already transferred an applicant using the Applicant Transfer form (ET-SCR),
some steps described here will be unnecessary, as many text boxes are automatically
populated for you from the applicant record. Skip any steps that have already been
completed.

Access this form by making the following selection from the Navigator:

Component: % Employee Resourcing
Process: Maintain Basic Employee Details

Task: S Telephone/Previous Applicant Info

For practice, access the Phone Numbers And Employment Information form (03-SCR) for
employee 0012 in the 999999 organization.

Enter the Effective Date
Enter the effective date of the form information. Dates are entered in MM-DD-CCYY
format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '01-08-1998' (US and Canada) or '08-01-1998' (elsewhere).
Enter the Applicant Number

If you use the Applicant Tracking component and transferred this employee from the
applicant organization, the applicant's number is displayed here.

For practice, leave this text box as is.

Select the Employee Source
Select the source of hire for this employee. You may update this option list (HR21) to
include all of the sources needed by your organization.

For practice, leave this list box as is.

Enter the Agency Fee
Enter the finding fee paid to an outside employment agency or to an employee for referring
an employee. This entry must be to the nearest whole amount.

For practice, type '1500".

Enter the Relocation Expense
Enter the amount of all relocation expenses paid to the employee. This entry must be to the
nearest whole amount.

The Employee Relations component allows the detailed entry of relocation-related costs.
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Refer to Tracking Employee Relocation Expenses (on page 369) for details.

For practice, leave this text box blank.

Enter Home
Enter the employee's home telephone number, including area code.

For practice, leave this text box as is.

Enter Work

Enter the employee's work telephone number, including area code.

For practice, leave this text box blank.

Enter the Ext

Enter the work telephone extension, if applicable.

For practice, leave this text box as is.

Select the Language
Select the employee's native language. You may update this option list (PP54) to include all
of the languages needed by your organization.

For practice, select 'English'.

Select the Religion

Select the employee's religious preference. You may update this option list (HR35) to
include all of the religious preferences needed by your organization.

For practice, select 'None'.

Click Save or press Enter
The phone numbers and other employment information are now recorded.

For practice, click Save or press Enter.
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If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

[Fhone Mumbers And Employment Thformation Anders, Andrew

Ef fective Date= 01-08-1998|
Applicant Number: A012 |
Emp loyee SOUFCE: Employment bgency j
hgency Fee: 1.500]

Relocation Expense: |

Telephone Numbers
Home: 312 4545432| Language: English
Work: | | Ext: | Eeligiaon:

L

See also:
B Optional employee data (on page 102)
For a description of the Phone Numbers And Employment Information form (03-SCR).

Recording spouse/dependent information

iO

To record spouse/dependent information, follow these steps:

Access the Spouse/Dependent Information form (10-SCR)

The Spouse/Dependent Information form (10-SCR) is used to record information
concerning an employee's spouse and dependents. This information can be especially useful
for verifying benefit coverage eligibility or coordinating benefits and is used by Benefits
Administration.

Access this form by making the following selection from the Navigator:

Component: % Employee Resourcing
Process: Maintain Employee Details
Task: ] Dependent Information

For practice, access the Spouse/Dependent Information form (10-SCR) for employee 0012
in the 999999 organization.

Enter the Dependent ID

Type the identification number for the employee's dependent. The number of spouse and
dependent records should equal at least the number of dependents entered on the Additional
Personal And ID Information form (02-SCR). These numbers will vary only if the number
of dependents living with the employee, and entered on the Additional Personal And ID
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form (02-SCR), is also entered on this form as children covered by legal decree for
insurance purposes but who may not be living at home.

Each spouse and dependent record is identified by a unique three-position Dependent ID.
Establish a numbering scheme for this text box value that allows you to easily identify
which type of record (spouse or dependent) you are viewing.

For practice, type '001'.

Enter the Name

Type the name of the employee's spouse or dependent, using the format: last name, [space]
first name.

For practice, type 'Anders, Emily’.
Select the Relationship

Select an option to indicate the relationship of the spouse or dependent to the employee.
You may update this option list (HR23) to include all of the relationships needed by your
organization.

For practice, select 'Daughter’.

Select the Student Status

Select a value from this option list (HR30) to indicate whether or not the spouse or
dependent named in this form is a student and what level of school participation is
involved.

For practice, select 'Full Time Student'.

Enter the Birth Date

Type the date of birth for the spouse or dependent listed on this form. Dates are entered in
MM-DD-CCYY format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '09-10-1992" (US and Canada) or '10-09-1992' (elsewhere).
Enter the Social Security Nbr

Type the social security number of the spouse or dependent listed on this form.
For practice, type '444221111".

Enter the Telephone Number

Type the telephone number of the spouse or dependent listed on this form.

For practice, type '3124545432".

Enter the Insurance Carrier

Type the insurance carrier for the spouse or dependent listed on this form.

For practice, type 'CIGNA'.
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Enter the Employer Name
Type the name of the employer of the spouse or dependent listed on this form.

For practice, leave this text box blank.

Enter the Address

Type the street address for the employer of the spouse or dependent listed on this form.

For practice, leave this text box blank.

Enter the City/State

Type the city/state portion of the address of the employer of the spouse or dependent listed
on this form.

For practice, leave this text box blank.

Enter the ZIP Code
Type the postal code of the employer of the spouse or dependent listed on this form.

For practice, leave this text box blank.

Select the Sex

Select the appropriate gender classification of the spouse or dependent.

For practice, select 'Female'.

Click the Alternate Taxpayer ID command box (optional)

Click 'Alternate Taxpayer ID' to record alternate tax identification data for a employee's
spouse or dependent. This form is identical to the Spouse/Dependent Information form (10-
SCR), with the exception of the Social Security Number text box described here. This text
box is renamed as Taxpayer ID. The Taxpayer ID number is also the Social Security
Number of the spouse or dependent being listed. The text box accepts up to 12 characters
(as opposed to nine for Social Security Number).

For practice, do not click this command box.

Click Save or press Enter
The spouse and dependent information is now recorded for the employee.

For practice, click Save or press Enter.
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If you competed the Guided Practice, the resulting form should look similar to the example
that follows:

[Spouserbependent Tnformation Anders, Andrew

Dependent D= 001]
Mame: Ander=, Emily |

Relationship: Daughter LI

Student Status: Fyll Time Student ||l se

Eirth Date: 059-10-1992 & Female

Soc Security Nbr: 444122]1111)  Male
Telephone Humber: 312| 4545432 | " Unclassified
LN

Insurance Carrier: CIG

Employer Hame:
hddress:
CityfState:
ZIF Code: | | Al ternate Taxpayer 1D

See also:

B Optional employee data (on page 102)
For a description of the Spouse/Dependent form (10-SCR).

Rehiring, reinstating, or recalling an employee
To rehire, reinstate, or recall an employee, follow these steps:

1. Access the Rehire/Reinstatement/Recall form (04-SCR)
The Rehire/Reinstatement/Recall form (04-SCR) is used to record an employee
reinstatement, rehire, or recall to work. For this form to be processed, a separation,
termination, or major activity (such as return from labor dispute) must have been recorded
for the employee on the Separations And Terminations form (96-SCR) or Status Changes
form (08-SCR).

Access this form by making the following selection from the Navigator:
Component: % Employee Resourcing

Process: } Hire, Rehire, Reinstate an Employee
Task: ZF  Rehire/Reinstatement

O

For practice, access the Rehire/Reinstatement/Recall form (04-SCR) for employee 1975 in
the 999999 organization.

2. Enter the Effective Date
Enter the date the employee's rehire, recall to work, or reinstatement is effective. Dates are
entered in MM-DD-CCY'Y format (US and Canada) or DD-MM-CCYY (elsewhere).

]

For practice, type '01-15-1998' (US and Canada) or '15-01-1998’ (elsewhere).
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3. Select the Activity

Select the description of the rehire, reinstatement, or recall activities. You may update this
option list (HR09) to include all of the activities needed by your organization.

For practice, select 'Reinst-Salry Reg FT' to rehire this employee to a salaried full time
status.
4. Click Save or press Enter

The Rehire/Reinstatement/Recall information form (04-SCR) is now recorded and the
Original Hire, Parity Requal, and Adj Seniority dates are automatically populated by the

system.
(] -
For practice, click Save or press Enter.
If you completed the Guided Practice, the resulting form should look similar to the example
that follows:
[FehirefReinstatements/Recall GRIMES, THEODORE | |

Effective Dates 01-15-1959§]
Aetivity> Reinst-Salry Reg FT |w]

Resulting Status: Active-Salrd Reg FT

EmpToymentFfService Dates

Original Hire: 06-01-1579]
Farity Requal: 06-01-1934]
Adj Seniority: 08-01-1579]

Separation Date: 12-01-1986

Leave Span: 110114

Note: Remember to access the Employee Information form (EF-SCR) and delete the Termination
date and change or update the Employment date.

See also:

B Methods for adding employees (on page 94)
For a description of how rehiring, reinstating, and recalling employees is accomplished.

Transferring an employee to another organization
To transfer an employee to another organization, follow these steps:

1. Access the Employee Transfer form (ET-SCR)
The Employee Transfer form (ET-SCR) is used to transfer Employee Database records
from one organization to another. This form can not be processed in a batch run. It must be
entered online. The transfer is made in 'real-time' so you can immediately modify or add
data.
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Note:
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Access this form by making the following selection from the Navigator:

Component: % Employee Resourcing
Process: Hire, Rehire, Reinstate an Employee
Task: ‘}  Transfer Emp to New Organization

For practice, access the Employee Transfer form (ET-SCR) for employee 2001 in the
999999 organization.

Enter the New Employee Number
If you want the employee to have a different employee number in the new organization,
enter it here. Otherwise, enter the employee's current number here.

For practice, type 2001 to keep the same employee number in the new organization.

Enter the New Control 1-2

Enter the employee's new organization designation.

The system may display error messages if the new organization does not have taxes set up.

For practice, type '991111".

Enter the Transfer Date
Enter the effective date of the transfer. Dates are entered in MM-DD-CCYY format (US
and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '01-15-1998' (US and Canada) or '15-01-1998’ (elsewhere).
Select the Payroll Data

Select one of the payroll data/amount options described in this chart. Information is to
move to the new organization, stay with the old organization, or reside on Employee
Database records in both organizations.

Data Amounts Description

Old/New C1-2s Old Control 1-2 Payroll data resides on the old and new organizations.
Amounts reside on the old organization only.

New Control 1-2 New Control 1-2 Payroll data and amounts reside on the new
organization only.

Old/New C1-2s Old/New C1-2s Payroll data and amounts reside on the old and new
organizations.

Old/New C1-2s Old Control 1-2 Payroll data resides on the old and new organizations.
Amounts reside on the old organization.
YTD wages also reside on the new organization.

YTD Wage Old/New C1-2s
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For practice, select 'Data Amounts YTD Wage' (last option).
6 Select the Basic HR Data

Select the basic human resource data that designates whether information is to move to the
new organization, stay with the old organization, or reside on the Employee Database
records in both organizations.

For practice, select 'New Control 1-2' (second option).
7. Select the Benefits Data
Select the benefits data that designates whether information is to move to the new
organization, stay with the old organization, or reside on Employee Database records in
both organizations.
For practice, select 'New Control 1-2' (second option).
If you completed the Guided Practice, the resulting form should look similar to the example
that follows:
[Employee Transfer REYNOLDS, BRENDA C
New Employee Number: 2001
HWew Control 1-2: 991111)
Transfer Date: 01-15-1995]
[ Data FKezidence Opftionz
rPayrol|l Data—— | Basic HR Data rBenefits Data
 Data - OldfNew CLl-2s ¢ 0ld Control 1-2 ¢ 0ld Control 1-2
Amounts - 0ld Contral 1-2
C Data - Mew Control 1-2 (* Mew Contral 1-2 & Mew Control 1-2
Amounts - Hew Contral 1-2
C Data - 0ldiNew C1-2s ¢ 01d and Hew € 0ld and Mew
Amounts - 0ldfHew Cl-25 Control 1-2= Control 1-2s
@ Data - OldfNew C1.2s
Amounts - 0ld Contral 1-2
¥TD Wage - 0OldSfMNew Cl-2=
8. Click Save or press Enter
The employee transfer information is now recorded. A 'Transfer successfully completed'
message is displayed.
For practice, click Save or press Enter.

See also:
B Methods for adding employees (on page 94)
For the considerations when transferring employees within the organization.

Verifying employee information
To verify employee information, follow this step:
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Access the Employment Verification form (EMVSCR)

Access this form by making the following selection from the Navigator:

Component: Employee Resourcing
Process: Maintain Basic Employee Details
Task: Employment Verification

For practice, access the Employment Verification form (EMVSCR) for employee 1234 in
the '999999' organization.

If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

| Employment Verification ALSTIM, STEVEN

—Mame and Addre: —Statu

Code: 001 Last Activity: 10-01-1983

Mame: ALSTIN, STEVEN
Original Hire: 12-17-1978

Address: 2314 'W MILWALKEE AV Status: Active-Hrly PT

APT 807

City/5t: CHICAGO, IL —Position

Zip: 60614

Date:

—Salary Information

Date: 12-01-1984 Period Salary: 171.67
Frecuency: Weekly Annual Salary: 8.926.64
See also:

B Methods for adding employees (on page 94)
For information about the reports related to the data on this form.

Recording employee, job, and institution information

The IPEDS Employee Tenure and Academic Rank form (O5SESCR) is used to record the
employee, job, and institution information required by the EEO-6 Report for Higher
Education Institutions (7E-RPT). Information entered on this form is completed for each
employee and maintained during employment. This information is not available on any
other Human Resources Administration segments. This form can be completed as part of
the new hire process.

Complete this task be performing the following steps:

Access the IPEDS Employee Tenure and Academic Rank form
(O5ESCR)

Access this form by making the following selection from the Navigator:
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Component: % Employee Resourcing
Process: Maintain Additional Employee Details
Task: IPEDS/Employee Tenure/Rank

For practice, access the IPEDS Employee Tenure and Academic Rank form (05ESCR) for
Steven Austin, employee 1234.

Enter the effective date

This is the date on which the employee's EEO-6 pertinent data was recorded. Dates are
entered in MM-DD-CCY'Y format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '01-01-1999".

Select the Rank/Tenure
This value defines the employee as having rank or tenure.

For practice, select 'No Rank/Tenure'.

Select the On Track Tenure
This option defines whether an employee who does not have tenure is in a job or position
which will lead to tenure.

For practice, leave this field blank.

Select the length of contract
This option defines which contract length category the employee's contract falls.

For practice, select 'No Contract'.

Select the soft money option
This option defines whether the monies paid to the employee are from soft money sources
(not from the general fund).

For practice, leave this field blank.

Select the FICE ID

This is the FICE (Federal Interagency Committee of Education) Code for the Campus to
which the employee is assigned.

This FICE Code is an unstructured number unique for each organization.

For practice, leave this field blank.

Select the Main Campus

This is the Main Campus FICE Code for when an institution is multi-campus. The FICE
Code (Federal Interagency Committee of Education) is an unstructured number unique for
each organization.
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In those institutions consisting of a main campus and one or more branch campuses, this is
the location of the core, primary, or most comprehensive program.

If there is only one location for the institution, this field will be blank.

For practice, leave this field blank.
9. Click Save or press Enter
The information is saved.
For practice, click Save or press Enter.

If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

IPEDS Employee Tenure and Academic Rank ALSTIN, STEVEN

Effective Date= 01-01-1599|

Rark/Tenure:  No Rarnk/Terure ;I

On Track Tenure: ;l
Length of Contract: Mo Contract ;I
Soft Money: ;l

FICE ID: ;I

Main Campus: LI

See also:
B Required employee data (on page 89)
For information about the reports related to the data on this form.

Recording demographic data for EEO and Affirmative Action (optional)

Use the EEO/AAP Demographic Data form (TY-SCR) to record demographic data for EEO
and Affirmative Action analysis. Data entered on this form includes the total persons in
each occupation group and the percentage distribution by race, by demographic region, as
defined by you. The demographic area can be defined as region, state, SMSA, city, or
county, depending in your reporting requirements. This is an optional form.

To record employee information, follow these steps:

1. Access the EEO/AAP Demographic Data form (TY-SCR)

Access this form by making the following selection from the Navigator:

156



Chapter 4—Hiring, Rehiring, Reinstating, Recalling, or Transferring an Employee

iO

N

“BD

Component: @ HR Setup
Process: Setup EEO Rules
Task: ‘¢ EEO/AAP Demographic Data

For practice, access the EEO/AAP Demographic Data form (TY-SCR) for the 999999
organization.

Select the level of demographic data
Select a Level of demographic data from the option list (EO02). This value determines
what type of data is resident in the remainder of the form fields.

For practice, select 'State'.

Select the state in which to record the data
If you are entering state demographic data, select the state from the option list (EOO01).

For practice, select 'Louisiana’.

Enter the CSS Code
Enter the CSS Code if you are recording SMSA (Standard Metropolitan Statistical Area)
data.

For practice, leave this field blank.

Select the Occupation Group Level
Select an Occupation Group Level from the option list (EO13). This value determines if the
data is based on an EEO, Occupation Group, or user-defined grouping.

For practice, select 'User Defined'.

Select the Occupation Group
Select an Occupation Group from the big option list (EO08).

For practice, select 'Accountnts & Auditrs' from the big option list.

Enter the Total Force
Type the total number of persons in the work force for the demographic level specified on
this table.

This total is used with the individual ELM 4 percentages to determine the numbers of males
and females by race for EEO/AAP analysis purposes.

For practice, type '2,500'".

Enter the Male percentages
Type the percentages in the Male Percentages text boxes. Enter the values using two
decimal places. For example, enter 43 percent as 04300.
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The values entered for each demographic must equal the percentage in the Total text box.

For practice, type the following values:
Total: 58%
Native American: 5%
Asian: 13%
Black: 10%
Hispanic: 12%
White: 18%

9. Enter the Female percentages
Type the percentages in the Female Percentages text boxes. Enter the values using two
decimal places. For example, enter 43 percent as 04300.

The values entered for each demographic must equal the percentage in the Total text box.

For practice, type the following values:
Total: 42%
Native American: 0%
Asian: 8%
Black: 12%
Hispanic: 10%
White: 12%

10. Click Save or press Enter
The message '---New table entry has been established—' confirms the changes.

For practice, click Save or press Enter.
If you completed the Guided Practice, the resulting form should look similar to the example
that follows:
[ EE0/AAP Demographic Data Control Number= 39339 |
Level> state LI
State= | guisiana L'
CCS Code> |
Occupation Grp Lvl=  User Defined d
Occupation Group=>  Accountnts & Auditrs _I Total Work Force: 2,500|

Male Percentage

Total: . 5800] Total: .4200]

Mative American: . 0500f Mative American: . 0000f
Asian: . 1300 Asiah: . 0800

Black: .1000| Black: .1200|

Hispanic: . 1200| Hispanic: .1000]

‘white: .1800 ‘White: .1200

—Female Percentage:

----Mew table entry has been established----
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See also:
B Required employee data (on page 89)
For information about the reports related to the data on this form.

Entering EEO-4 reporting information

g

'PED

‘"HD

The EEO-4 Reporting Information form (EO4SCR) provides additional data for the EEO-4
Report- State and Local Government Information report (74-RPT). This form displays the
function to which the employee belongs, including the effective date. When an employee
changes function, create a new form with the new effective date. This form can be added to
the new hire process.

To enter report information, follow these steps:

Access the EEO-4 Reporting Information form (EO4SCR)

Access this form by making the following selection from the Navigator:

Component: % Employee Resourcing
Process: Maintain Additional Employee Details

Task: ' EEO-4 Reporting Information

The EEO-4 Reporting Information form is displayed for the selected employee.

For practice, access the EEO-4 Reporting Information form (EO4SCR) for Steven Austin,
employee 1234.

Enter the effective date
Enter the date on which the change is effective. Dates are entered in MM-DD-CCYY
format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '01-01-1999".
Select the EEO-4 Function

Select an EEO-4 value from this option list (EO21). This value is used as a breakdown as
defined by the EEOC for reporting purposes.

For practice, select 'Other’.

Select the EEO-4 exemption status

This field is used to exempt certain elected and appointed officials from the EEO-4 report
(74-RPT). Any employee with an exemption status on this form will not be included in the
EEO-4 Report - State and Local Government Information report (74-RPT).

For practice, leave this check box blank.

Click Save or press Enter
The information is saved and will be noted on the EEO-4 Report - State and Local
Government Information (74-RPT).
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For practice, click Save or press Enter.

If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

| EED-# Reporting Information ALSTIN, STEVEN

Effective Date= 01-01-1939)
EED-4 Function: Other d

[~ EEO-4 Exempt

Related Information

Original Hire Date: 12-17-1978
Employment Status: Active-Hrly PT

Sex: Male
Race: White-Mot Hispa

Occupation Group: Misc PInt &sys Opertr
EED-4 |ob Category: Serwice-Maintenance

See also:
B Required employee data (on page 89)
For information about the reports related to the data on this form.

Recording EEO prior year totals

N

]

This form is used to record prior year EEO-1 total, which is reported on the EEO-1 Report
(70-RPT). You must have an EEO Establishment Totals form (TW-SCR) recorded for the
prior year for each of your EEO Establishments. This form should be updated on an annual
basis to ensure accurate reporting.

To record prior year EEO-1 Report totals, follow these steps:
Access the EEO Establishment Totals form (TW-SCR)

Access this form by making the following selection from the Navigator:

Component: @ HR Setup
Process: Setup EEO Rules
Task: ‘=* EEO Prior Year Totals

For practice, access the EEO Establishment Totals form (TW-SCR).

Select the EEO Establishment
From the values in this option list (EO069), select the name of the EEO Establishment that
has been assigned to the location where the employee works.

For practice, select 'Chicago Facility'.
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Enter the Effective Date
Enter the effective date of the Table entry. Dates are entered in MM-DD-CCY'Y format
(US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '03-01-2000' (US and Canada) or '01-03-2000' (elsewhere).

Enter the Male totals

Enter the number of male employees recorded on last year's EEO-1 report. The total of
these categories is calculated automatically by the EEO Establishment Totals form (TW-
SCR) when it is returned.

For practice, type the following values:
White: 111

Black: 110

Hispanic: 68

Asian or Pacific Islander: 67
American Indian/Alaskan Native: 1

Enter the Female totals

The total of these categories is calculated automatically by the EEO Establishment Totals
form (TW-SCR) when it is returned.

For practice, type the following entries:
White: 98

Black: 75

Hispanic: 90

Asian or Pacific Islander: 76

American Indian/Alaskan Native: 0

Click Save or press Enter

After you run the 70SRPT or 70MRPT reports, the current years totals are automatically
written to the EEO Establishment Totals form (TW-SCR). These are used for the prior year
totals for next years EEO-1 Report (70-RPT). If the reports are run multiple successful
times in one year, the totals are rewritten each time.

For practice, click Save or press Enter.
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If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

Chicago Facility

03-01-2000

See also:
B Required employee data (on page 89)
For the considerations when setting up government compliance data.
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Extended Practice

Note: You must have completed the Extended Practices in the prior sections to guarantee the
successful completion of the Extended Practice that follows.

1.

N

Transfer the applicant record you created in the last section to the active employee
organization as of today. Use your applicant number as your employee number.
Confirm that you now exist in both the applicant organization (993333) and the active
organization (999999).

Complete the new hire process by using the Set Up A New Employee form (NH-SCR)
to add your weekly pay frequency and payment type of 'salaried auto-paid'.

View these forms to be sure that all of the needed new hire information has been
populated:

Employee Information (EF-SCR)

New Hire (NH-SCR)

Job Assignment/Changes (O5-SCR)
Location Assignment/Changes (05CSCR)
Salary Assignment/Changes (40-SCR)

Use the Set Up A New Employee form (NH-SCR) with Logical Employee Model
'LMODEL 01' to hire a new employee, Thomas Larson, as of January 15th of this year.
He did not go through the applicant tracking process. Thomas Larson is a white male
hired as a Head Reptile Keeper.
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Review of Questions Answered

1. What considerations are there when hiring new employees?

2. What information is required on the employee record for him or her to be active in the
system?

3. How are major activities and employee statuses handled?

4. What are the various methods used for adding new employees?

5. How are positions and jobs handled when adding new employees?

6. What are the important dates used to track employees in the system?

7. What employee-level data is optional when adding new employees?
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Introduction

Tasks

Prerequisites

Note:

&

Developing a productive, efficient workforce starts with good attendance management.
Attendance management involves recording, reporting, and analyzing all employee
absences, whether authorized or unauthorized. Cyborg's products provide the functionality
to help you accomplish the tasks of recording and reporting your employees' absences.

This section explains how to do the following:

Setting annual paid absence entitlements
Recording employee absences
Recording unauthorized time off
Viewing employee absences

Viewing employee absences by type
Viewing employee absences by points

Before you can manage your employee attendance, the following must be established:

B Companies (organizations)
B Employees

Refer to Recruiting and Selecting Employees (on page 33) and Hiring, Rehiring,
Reinstating, Recalling, or Transferring an Employee (on page 83) for more information.

Position Administration can be implemented and used to find replacement staff when
employees are absent by matching skills, competencies, education, and so forth.

Refer to the Using Position Administration documentation for more information.

Questions answered

The following questions are answered in this section:

What needs to be considered when managing employee attendance effectively?
What functionality is available to manage employee attendance?

What are absence types and absence points and how are they used?

How are annual paid absence entitlements used?

L=
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Overview of employee attendance management

Your organization is likely to have developed its own policies regarding employee absence
and procedures for managing absences. Those policies and procedures may provide
different courses of action for various types of absences (planned, unplanned, authorized,
unauthorized, long-term, short-term, emergency) that may affect employee compensation,
performance appraisals, employee status, and leave eligibility. Your organization's ability
to implement or enforce its own policies and follow its established procedures will be
dependent on good recordkeeping and reporting of employee absences.

An effective attendance-management process includes the following five stages:

Record employee leave entitlements
Consider implications of each absence
Record employee absence information
Manage leave entitlement

Analyze absences

Record employee leave entitlements

'Leave entitlement' is the amount of time an employee is entitled to leave work, generally
for specified purposes (such as vacation or holiday, sickness, jury duty, and funerals).
Leave entitlement is referred to in various ways. Your organization may refer to it as
vacation benefit, sick leave benefit, accrued vacation time, or available personal time off.

Leave entitlement is generally managed on an annual basis and it may accrue throughout
the year at a specified rate for each month worked or be granted in lump-sum fashion at the
beginning of each calendar year or an individual employee's year of employment. How
leave entitlement is granted and recorded is governed by your organization's specific leave
policy. For example, if your organization awards leave entitlements in lump-sum fashion at
the beginning of each calendar year, you would record a number of days or hours of leave
entitlement for vacation, sick leave, and so on for each employee at the beginning of the
year.

Consider implications of employee absences

Any employee absence may have a number of implications within your organization. The
primary implications are the effect on payroll, the term of the absence and its possible
effect on employee status, and work coverage during the absence.

Payroll implications

The question of an absence's effect on payroll is tied directly to your organization's policy.
That policy may specify the effect of the absence on payroll and is influenced by whether
the absence was planned or unplanned, authorized or unauthorized, or within the
employee's available leave entitlement. If the absence is to be unpaid, you must not only
record the absence but also take action to deduct the appropriate amount from the
employee's pay. Also, the employee's return to work will need to be verified and
resumption of regular payroll initiated.
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Term-of-absence implications

Most short-term absences, including reportable tardiness, are recorded simply as absences.
If the absence is long term (according to your organization's policy) or at the point a short-
term absence becomes long-term, you may need to change the employee's status.

& Refer to Processing Terminations, Leaves and Returns, and Other Major Activities (on
page 205) for more information.

Work-coverage implications

Depending on the employee's job and the duration of the absence, work coverage could be
a significant implication of the absence. Finding qualified employees who are available to
cover for the absent employee is frequently an extremely important and time-sensitive task.
You can use the Position Administration component to generate a list of other available
employees who have the skills and competencies needed to cover for an absent employee.

& Refer to the Using Position Administration documentation for more information.

Record employee absence information

Accurate and timely recording of each employee absence is critical to good absence
management. Generally, the following details are recorded:

Date, day, time, and duration of the absence

Type of absence (vacation, sickness, jury duty, emergency at home, and so forth)
Whether the absence was authorized

Whether the absence was planned

Whether the employee is to be paid for the time off work

Recording this type of information about each absence enables you to analyze patterns and
causes of absences within the organization. All of this information can be recorded and
tracked using Cyborg's products.

Manage leave entitlement

By managing leave entitlement (employees use of vacation and sick-leave time) instead of
simply letting it happen, your organization can facilitate leave scheduling to help
employees avoid the loss of unused leave hours to which they are entitled, to maintain
organizational productivity, and to schedule workers more effectively. The task of
managing leave entitlement is essentially a matter of monitoring actual employee absences
in view of time-off entitlements. The system is very helpful in accomplishing this because
it automatically produces a list of the authorized time-off hours remaining in the current
calendar year for each employee. After reviewing the list, you can take appropriate steps to
notify employees of the need to schedule and obtain authorization for planned leaves or to
notify department managers of the need to anticipate worker absences and plan for work
coverage.

See also:
B Recording employee absences (on page 188)
For detailed directions on recording employee absences.
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Analyze absences

Recording unauthorized time off (on page 190)

For detailed directions on recording unauthorized time off.

B Viewing employee absences (on page 192)
For detailed directions on viewing employee absences.

Analyzing absences is possible only when the previous steps of recording individual
employee leave entitlements and actual absences have been completed accurately and in a
timely fashion. You are then able to generate absence reports that will help you:

Look for patterns. Within the entire workforce, or within an individual employee's
record, look for proximity of absences to public holidays and weekends, sports events,
completion of major projects, and so on. Look for organization-wide patterns as well as
departmental or individual employee patterns. Do certain buildings, locations,
departments, or job types show absence patterns that would help managers schedule
work coverage more effectively or take other corrective actions?

Analyze business impact. Examine the cost of absences, their impact on productivity,
and their effect on work coverage, product delivery, and customer service.

Determine causes. Are absences caused by lack of motivation? Poor management?
Environmental conditions? Stress? Drug and alcohol abuse? Reviewing any discernible
patterns of employee absence may help you determine why the absences are occurring
and how to solve any problems.

Take corrective and preventative action. The patterns, effects, and causes you have
examined will help you determine appropriate corrective and preventative action within
the context of your organization's policy. Such action could include such steps as
disciplinary action against individual employees, reassignment of employees or
managers, restructuring of work hours or locations, better scheduling of personal time
off for holidays, and so forth.

As with many other important human resource management functions, managing employee
attendance is rooted in good record keeping, effective reporting, and timely report analysis.
The system gives you all the tools you need to accomplish these steps with a high degree of
effectiveness and efficiency.
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Overview of the absence functionality

When considering the absence functionality, you may need to consider how the following
components interact with the absence functionality:

B Time and Attendance
B Payroll Administration

Time and Attendance component interaction with the absence functionality

The Time and Attendance Administration provides separate functionality that collects,
maintains, and processes employee time entry data for upload into the Cyborg Payroll
Administration. Although this functionality may not be implemented by all clients, many
absence tracking features and forms are available to all users, letting you track employee
absences and monitor when excessive absences are occurring. If your organization uses
Time and Attendance, the general ledger interface feature automatically books the accrual
of excused and unexcused absences. When in use, this component lets you focus solely on
tracking excessive absences or to actually trigger payments or deductions through the
Payroll Administration.

The following forms are used in recording and tracking employee absences:

Absences form (93-SCR)

Absences (Single & Multiple) form (93XSCR)
Authorized Time-Off Hours Remaining form (93ASCR)
Absence Entitlement form (93BSCR)

Unauthorized Time-Off Hours Taken form (93USCR)
Absence Inquiry form (93ISCR)

Absence Points form (93PSCR)

Absence Inquiry By Type form (93TSCR)

These forms can be used even if you are not using the full functionality of the Time and
Attendance Administration. However, the forms are limited to tracking and reporting on
employee absence data and no interface with the Payroll Administration is possible.

Note: The Absences (Single & Multiple) (93XSCR) and the Absence Entitlement (93BSCR) are
used by the time away function in Interactive Manager. You can, however, use these forms
without having Interactive Manager installed.

Refer to the Using the Time and Attendance Administration documentation for more
information.

Absences form (93-SCR)

This form is used to record excused and unexcused absences for your employees. These
absences are set up in the Absence Type option list (TAO1). This option list can be changed
and options can be added to meet the needs of your organization.

The Absences form (93-SCR) records the date and type of absence as well as the number of
hours your employees are absent. The form also records approvals to pay for excused
absences, including the name of the person who gave the approval.
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Note:

The day of the week on which an absence occurred and any relationship that a day may
have had to a holiday or to a day the employee was scheduled to work can be assigned here.
This enables you to identify absence trends as related to holidays or other non-work days.

The number of points that you want to assign to the absence can also be entered on this
form. Absence points are user-defined and can be totaled over time to determine if an
employee is within the accepted number of points for a time period.

Here is an example of an Absences form (93-SCR) that has been entered for Steven Austin
for a day he was absent from work because he was sick:

[Absences AUSTIN, STEVEN |
Date Absent> 01-16-1995|
Reason Absent: 5 ick ;I
Key Separator® 1st Occurrence ;I Day of Week: FRIDAY
Entered By: 5.0.
Day Absent: sth Day Of Shift d Th Users Only
Decision to Pay: ppproved Company P0|;I Time Entry Created Yia TA?
No
Decision Maker: Ed Rush ;I
Reason: |
Hours: &.00
Foints: a

This form can be used along with the functionality of the Time and Attendance
Administration by setting up a table record for each type of absence to be paid. This is
done by generating a time entry from an Absence record by setting up the Absence
Type/HED Number Cross Reference form (TAASCR). When you are generating a time
entry using this form, you need to be aware that the Decision to Pay list box (TA03) must
be one of your approved choices for the Time and Attendance component to generate a time
entry from the Absence record. For this to occur, the option must start with the letter 'A." If
no table record is found for the Reason Absent list box (TA01), an error message will be
displayed. Also, once a time entry is created from an absence, you are notified in the TA
Users Only recess box on the Absences form (93-SCR).

Refer to the Using the Time and Attendance Administration documentation for more
information.

Absences (Single and Multiple) form (93XSCR)

This form is similar to the Absences form (93-SCR) in that it is used to record excused and
unexcused absences for your employees. However, this form has additional entries and
functionality. The following lists the added entries and the purpose of each.
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Note:

B Number of Days—Total number of days the employee will be away from work
B Include Weekend—If the employee normally works on weekends and you check this
box, the system will include Saturday and Sunday when creating absence records

The increased functionality allows you to create multiple absence records by completing
the form only once. When you enter an absence for an employee that spans more than a
single day, you enter the number of days and indicate whether to include weekends. The
system then generates the absence records.

Following is an example of an Absences (Single and Multiple) form (93XSCR) created for
Steven Austin for a week he was on vacation. The entries on the form generated the records
that appear in the message area.

| &bsences ALSTIM, STEVEM
Date Absent> (U [iF]
Reasan Absent> facation Regular -
Key Separator= {5t Occurrence d Day of Week: FRIDAY
Entered By: 5 .0.
Day Absent:  Friday -
Mumber of days: 5 :I T Users Only
Include Weekend: [
Time Entry Created Wia TA?
Decision to Pay:  approved Company Pol ;I Mo
Decision Maker: Ed Rush ;I
Hours: .0g|
Paints: .0f
Date Hours
Absent Reason Absent Key Separator Absent
2 06-21-2002 ¥ Vacation Regular 9 1=t Occurrence .08
l 0&-20-2002 ¥ Vacation Regular 9 1=t Occurrence .08
J 06-19-2002 ¥ Vacation Regular 9 1=t Occurrence .08
J 06-15-2002 ¥ Vacation Regular 9 1=t Occurrence .08
| 0&-17-2002 ¥ Wacation Regular 9 1zt Occurrence k)
l 06-07-2002 ¥ Vacation Regular 9 1=t Occurrence .08

The Absences (Single & Multiple) (93XSCR) is used by the time away function in
Interactive Manager. You can, however, use these forms without having Interactive
Manager installed.

Refer to the Interactive Workforce: The Administrators' Guide for additional information
on the Time Away process.

Authorized Time-Off Hours Remaining form (93ASCR)

This form is intended to be used at the beginning of a year to record authorized time-off
hours by absence type. The system will allow you only one record per year, with the record
being updated each time an entry is made for a year. The year may be a calendar year or
any other annual period for which you record and maintain records for employee absences.
History can be kept from year to year.

172



Chapter 5—Managing Employee Attendance

Note:

Note:

When one of your employees uses authorized hours, you will need to record these hours on
the Absences form (93-SCR). After recording these hours, you must adjust the remaining
hours on the Authorized Time-Off Hours Remaining form (93ASCR). Whether
unauthorized hours taken are paid or not, they should be recorded on the Unauthorized
Time-Off Hours Taken form (93USCR).

If you are using the Authorized Time-Off Hours Remaining form (93ASCR) and have the
eCyborg Interactive Workforce installed, employees can view their remaining time-off
balances online.

Absence Entitlement form (93BSCR)

This form is similar to the Authorized Time-Off Hours Remaining form (93ASCR) in that
the form displays the time off remaining for an employee. However, this form works with
the Absences (Single and Multiple) form (93XSCR) by recalculating the entitlement
balance for each entry made on the record created on the Absences (Single and Multiple)
form (93XSCR).

The following list shows the functionality available on the Absence Entitlement form
(93BSCR):

B Allows you to enter up to 40 valid reasons for absence

B For each reason, you can enter the entitlement amount carried over from the previous
year

B The system calculates and displays the total absence hours taken, for each reason,
between the beginning of the current year (Start Date) and a specified date in the
current year (As of Date)

B The system calculates and displays the entitlement balance for each reason, at a specific
date in the current year

The Absence Entitlement (93BSCR) is used by the time away function in Interactive
Manager. You can, however, use these forms without having Interactive Manager installed.

Refer to the Interactive Workforce: The Administrators' Guide for additional information
on the Time Away process.

Unauthorized Time-Off Hours Taken form (93USCR)

This form is used to identify and to accumulate the hours that your employees are away
from their regularly scheduled work that are not considered as authorized time off.
Generally, employees are not paid for unauthorized time off. After you have recorded the
unauthorized time-off absence (s) on the Absences form (93-SCR) for each category, you
will use the Unauthorized Time-Off Hours Taken form (93USCR) to add these
unauthorized time-off hours to the appropriate category total.

Absence Inquiry form (93ISCR)

This is a display form that lets you view an employee's absence history. This form enables
you to display all absences for an employee by date, starting with the most recent
occurrences. As more than one form of absence history may be on file for an employee, you
can page through the absence history to find the earliest occurrences.
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Absence Points form (93PSCR)

This form is also used to view the absence points an employee has had for a single absence

type.
Absence Inquiry By Type form (93TSCR)

This form is used to view the absence history for an employee by absence type. All
absences of a specified type for an employee by date starting with the most recent
occurrences are displayed. More than one form of absence history may be on file for the
employee. You can page through absence history to find the earliest occurrences.

Apply the Concept
How does the Time and Attendance component interact with managing employee
attendance?

Payroll Administration interaction with the absence functionality
Using the Payroll Administration, you may choose to use the reduced payment option. This
means a reduced payment is made based on insufficient accrued hours or company-
determined rules for excessive absences. The system accumulates both the time taken and
the payments made to an employee, while producing either detail or summary reports.
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Absence types

When recording an employee absence, you must indicate the absence type, or the category
of the absence. Values for absence types are supplied from the Absence Type option list
(TAO1), and include the following: birth in family, holiday, and sick time. Your
organization should modify this option list to reflect the values you need.

It is often useful to be able to view all of the absences an employee has had of a single
absence type. This can be accomplished using the Absence Inquiry By Type form
(93TSCR). Enter the Absence Type from the Absence Type option list (TAO1) entered with
the number of years, months, and days for which to search from the current date. For
example, you may want to view the number of sick days an employee has taken over a
specified period of years, months, and days. xx

See also:
B Viewing employee absences by type (on page 194)
For detailed directions on viewing employee absences by type.
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Absence points

When you record an absence for an employee using the Absences form (93-SCR), you can
optionally assign a number of absence points to the absence. The number of absence points
you assign for an absence is up to your organization. By adding up the number of absence
points an employee has accumulated over a period of time, you can determine if the
employee is within the allowable number of absence points. If not, you may want to pursue
some form of disciplinary action.

For example, you could assign one absence point to an employee for each excused absence
and two absence points for each unexcused absence from work. At the end of a sixth month
period, you could send all employees that exceed a total of five absence points a written
warning that their attendance must improve in the next six months.

Absence point totals can be viewed by employee on the Absence Points form (93PSCR).
You can enter the number of years, months, and days to search for absences and their
assigned absence points from the current date.

See also:
B Viewing employee absences by points (on page 196)
For detailed directions on viewing employee absences by points.

Apply the Concept
What are absence points?
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When to set annual paid absence entitlement

The system requires you to determine annual paid absence entitlements at the beginning of
a year period, or when the employee is hired. The system will allow you only one record
per year, with the record being updated each time an entry is made for a year. The year may
be a calendar year or any other annual period for which you record and maintain records for
employee absences. The system accommodates different types of absences that begin at
different times of the year through the "Year-end Date' and 'As-of Date' text boxes on the
Authorized Time-Off Hours Remaining form (93ASCR).

Any annual absence entitlements used by the employee will be prorated based on the start
date that you record when they are set up on the system. Annual entitlements can also
change for existing employees due to job promotions or changes in their contractual
relationships.

A leave-of-absence entitlement is also considered an absence entitlement. Leave-of-absence
entitlements can change due to an employee beginning or returning from a leave of
absence.

See also:
B Setting annual paid absence entitlements (on page 185)
For detailed directions on setting annual paid absence entitlements.
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Employee attendance reports and their uses

A suite of batch reports are delivered with the system that are designed to assist you in
managing your employee attendance. The following categories of reports are delivered.

Managing absence entitlement

Remaining Time Off - Current Year (6A-RPT)—Provides a list of all employees and
how much authorized time off they have remaining.

Absence Record By Employee (6B2RPT)—Provides a list of all absences for
employees in employee number order. All absences within a specified date range are
displayed and grouped by employee, allowing you to maintain a record of absences for
each employee.

Denied Absence (6U2RPT)—Displays all absences that have been denied pay within a
specified date range, grouped by employee, to allow you to maintain a record of such
absences.

Looking for absence patterns

Absence Record-By Employee-Specified Period report (6B-RPT)—Provides a list of
employees who have been absent within a range of dates. The exact date an employee
was absent along with the reason is also printed.

Absence Record By Date report (6B1RPT)—Provides a list of all absences for
employees in date order. All absences are displayed within a specified date range in
order of occurrence to allow you to maintain a record of absences.

Absence Record By Employee report (6B2RPT)—Provides a list of all absences for
employees in employee number order. All absences within a specified date range are
displayed and grouped by employee, allowing you to maintain a record of absences for
each employee.

Absence Record Summary report (6B4RPT)—Displays a summary of the absence data
that can be maintained for comparison purposes for past and future periods to determine
trends.

Analyzing business impact

Unauthorized Time Off-Year To Date report (6U-RPT)—Provides a list of employees
and how much unauthorized time off they have used.

Approved Absences report (6N1RPT)—Provides a list of all absences that have been
approved for payment. It allows for selection of specific absent types to be included.
This report can be used to show all absences of specified types that have been approved
for payment. It can be used to list all non-work hours that must be paid.
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Determining cause
|

Paid/Non-Paid Absence report (6N2RPT)—Provides a list of all absences. Absences are
grouped based on whether or not they have been paid.

Absence Log-By Absence Type report (6C-RPT)—Provides a list of employees who
have been absent for a specified absence type.

Absence Record By Type report (6B3RPT)—Provides a list of all absences for
employees grouped by Absence Type. All absences within a specified date range are
displayed, grouped by absence type, allowing you to maintain a record of the different
types of absences and their frequency of occurrence.

Taking corrective action

Unauthorized Time Off-Year To Date report (6U-RPT)—Provides a list of employees
and how much unauthorized time off they have used.

Absence Record By Employee report (6BSRPT)—Displays all absences within a
specified date range and prints one employee per page. It allows you to provide
feedback to individual employees regarding their absenteeism.

Unexcused Absence report (6U1RPT)—Details all unexcused absence data within a
specified date range for managers to view or maintain as a permanent record.
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Time away setup for Interactive Manager

Interactive Manager uses a number of The Solution Series forms to route, record, approve,
and track employee absences. The forms used include:

Workflow Routing Control Table form (T93SCR)

Absences (Single and Multiple) form (93XSCR)
HR-Approve/Deny Requests form (93MSCR)

System Administrator — Approve/Deny Requests form (93WSCR)
Absences Entitlement form (93BSCR)

Time away work flow routing setup

Note:

When you implement Interactive Manager, you give employees the ability to request time
away from work online. When an employee submits an online request for time away,
Interactive Manager can route the request to the employee's manager and/or to the HR
department. Using the work flow Routing Control Table form (T93SCR) you determine
where you want each time away request type routed.

If a time request type has no routing set up, the system automatically approves any requests
for that type of time away.

| 'Workflow Routing Control Table Control Mumber> 93|

Request Type> wacation Regular ;I

Sequence #= 1|

Approver:  paMAGER |

You can set a different approval routing for each of the request types that appear in the drop
down option list. The number in the sequence field tells Interactive Workforce the order in
which you want the request routed. Following are examples for routing requests for the
request type, Vacation Regular:

B Enter 1 in the sequence field, select Manager in the Approve field, and click Save or
press Enter. If you make no other entries, the system routes the request to the Manager.
When the manager responds, the request is routed back to the employee's In box.

B Enter 1 in the sequence field, select Manager in the Approve field, and click Save or
press Enter. Then enter 2 in the sequence field, select HR, and click Save or press
Enter. If the manager approves the request, the request continues on to the HR
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department for approval. When the HR department responds, the system routes the
request back to the employee's In box.

If the request is denied at the first destination on the routing, the denied request is sent
back to the In box of the employee who originated the request. No further routing occurs.

Note: Time away request types are on the TA0S5 option list.

Employee absence records
If the manager and/or HR department approve an employee's request for time away from
work, Interactive Manager creates the records for the absences using the Absences form
(93XSCR). The following illustration shows examples of these records in the message area

of the form.
| &bsences MORITZ, KATHERIME C
Date Absent> (1Y 2
Reason Absents  Eirth In Family LI
Key Separator= 15t Occurrence d Day of Week: FRIDAY
Entered By: ESS1
Day Absent:  Friday d
Murnber of days: 1 :I T4 Users Only
Ihclude Weekend:
Time Entry Created Wia TA?
Decision to Pay:  approved Campany Pal j Mo
Decision Maker: d
Hours: 24 . 00|
Paoints: | 600
Date Hours
Absent Eeason Absent Key Separataor Absent
] 0&-08-2002 B Birth In Family 9 1=t Occurrence 24.00
| 0&-07-2002 B Birth In Family 9 1st Occurrence 24.00
] 0&-0&-2002 J Jury Duty 9 1=t Occurrence §.00
| 06-05-2002 J Jury Duty 9 1st Occurrence §.00
] 0&-04-2002 J Jury Duty 9 1=t Occurrence §.00
] 05%-31-2002 D4 Doctors Appointment 9 1=t Occurrence §.00
] 05-30-2002 D4 Doctors Appointment 9 1=t Occurrence §.00

Approval/Denial of time away requests by HR

If you configured an online time away request in Interactive Manager to be approved by the
HR department, HR users access the HR-Approve/Deny Requests form (93MSCR) to
approve or deny the request.
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Note:

[ HR - &pproves/Deny Regquests

Sequence Number= 000002

—Employee Info
COrganization: 999999

Mumber: 1007

Occurance: 9

—Recquest Info
Starting Date: 05-28-2002

Type: 5 Sick
Murnber of Days: 01

Hours per Day: 0050

I~ Epprove/ Dery

Sequence Start -- Employee --

Number Date Org Mumber Request Type
| oooooz  05-28-2002 999999 1007 5 Sick
| 00000y 08-13-2002 999999 1009 5 Sick
o] 000013 09-01-2002 999999 3020 1 Jury Duty
| 00001y 06-01-2002 999999 3020 4 Jury Duty
o] 000020 09-01-2002 9959939 3019 1 Jury Duty
| ooo0z4  05-31-2002 999999 3019 4 Jury Duty
| ooo02y  0%9-01-2002 999999 3017 4 Jury Duty

Only pending time away requests with an HR routing display on the HR-Approve/Deny
Requests form (93MSCR).

The form shows Employee and Request Information along with a text box to enter a
response. The employee information includes the organization for which the employee
works, the employee's number, and the number of requests the employee has made for time
away from work. The request information has the starting date for the time away, the type
of time away requested, the number of days included in the request including the start date,
and the hours the employee is regularly scheduled to work each day. The message area of
the form shows the employee's requests that require an HR response.

To respond to a request, select the record, and click the Approve/Deny Request checkbox.
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The system then displays the Approve/Deny Employee Requests form (93RSCR), which
contains the time-away request information. Use the arrow to display the drop down menu
of options and select the appropriate response. If the HR department approves the request
and the request does not need to be routed further, the system generates the appropriate
absence records and updates the employee's time away balances.

Approval/Denial of time away requests by systems administrator

Your organization determines the work flow for the time away request. A request is
pending until approved or denied. System administrators can access and act on any pending
time away request in the system. Using the System Administrator - Approve/Deny
Requests form (93WSCR) the administrator first selects a manager or employee request
using the drop down list of options and then enters the organization (control 1-2) and
employee number of the manager or employee.

[System Administrator - Approve/Deny Requests ]|
A
|
|

If the administrator selects manager, the system displays the Direct Report - Approve/Deny
Requests form (93NSCR). The message area shows the pending requests in the manager's
In box. The administrator selects a record and clicks the checkbox, Approve/Deny Request.
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The system then displays the Approve/Deny Employee Requests form (93RSCR) allowing
the administrator to select an Action from the drop down list.

If the administrator selects Employee on the System Administrator - Approve/Deny
Requests form (93WSCR), the system displays the Approve/Deny Employee Requests
form (93RSCR) allowing the administrator to select an Action from the drop down list.

If the approved request is configured to be routed to HR after manager approval, the request
is still pending subject to the response of the HR department representative.

Time away balances

When a time away request is approved by a manager and/or the HR department, the system
updates the appropriate time away balances for the employee on the Absence Entitlement
form (93BSCR).

[absence Entitlement

MORITZ, KATHERINE C

Start Dates |

Key Separator: ;I As of Date: 06-11-2002|
Reason for Carried Yearly Absences
Absence Over Entitlement Taken Balance
j | .0o .00
| | oo ili]
| | oo ili]
| | oo ili]

When an employee or manager checks time away balances, the information they view in
Interactive Manager originates from this form. The following graphic shows the Time
Away Balances page viewed online with the browser.

Time Away Balances

(Balances do not take into account pending requests)
Reguest Type Date
“acation Regular  05-25-2002 0.a g0.0 g.0 720

Carry Over Entitlement Hours Used Balance
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Detailed Directions

This section provides detailed directions on completing a business task.

Tasks
Completing the Guided Practice.........cccooueieirininenieceeeeeee e 185
Setting annual paid absence entitlements...... .. 185
Recording employee absences............cccoeueenee ... 188
Recording unauthorized time off..... ... 190
Viewing employee absences................ .. 192
Viewing employee absences by type...... ... 194
Viewing employee absences by POINtS ........cecvecverierierieseeieenieeieniesneneenneas 196
Setting up time away request TOULING .......ccveeverreeeeriereerieneereeseesseseesaenseens 197
Approving/denying time away requests by HR ... 198
Approving/denying time away requests by the

SYStemMS adMINISITALOT .....eeveruieieriieiertieie ettt ettt 200

Completing the Guided Practice

In the Guided Practice for this section, you will add absence information for Robert Morris,
employee number 1005. He is an active employee at Acme Manufacturing.

You must have completed the Guided Practices in the preceding sections to guarantee the
successful completion of the Guided Practice that follows.

Setting annual paid absence entitlements

Note:

To set annual paid absence entitlements, follow these steps:

Access the Authorized Time-Off Hours Remaining form (93ASCR)
The Authorized Time-Off Hours Remaining form (93ASCR) is used to record authorized
time-off hours, by absence type, at the beginning of a year. Generally, authorized time off
is paid.

Access this form by making the following selection from the Navigator:
Component: % Employee Resourcing

Process: Manage Employee Attendance
Task: 1} Authorized Hours Remaining

For practice, access the Authorized Time-Off Hours Remaining form (93ASCR) for
employee 1005.

The text boxes on this form that are used to enter authorized time-off hours are optional. If
no entry is made in a text box, it is recorded as having .00 hours.
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"‘BD

Note:

Note:

Note:

Note:

Enter the Year-end Date
Enter the last day of the entitlement year. This is the year-end date of the period for which

the authorized time off category amounts are recorded. Dates are entered in MM-DD-
CCYY format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '12-31-1998' (US and Canada) or '31-12-1998’ (elsewhere).

Enter the As-of Date
Enter the as of date for this data. Dates are entered in MM-DD-CCY'Y format (US and
Canada) or DD-MM-CCYY (elsewhere).

For practice, type '01-01-1998".

Enter Vacation (hours)

Enter the amount of vacation hours awarded to the employee or the amount of vacation
time remaining. Vacation time differs from 'holiday' time (entered in step 6 below) in that
'vacation' refers to those days for which an employee is authorized to be off work for
purposes of vacation.

There are several ways to enter data in this text box, but each entry must always include a
decimal point (.). For example, to indicate four hours, you can type '4.", '4.0" or 4.00".

For practice, type '80.00".
Enter Sick (hours)

Enter the sick leave hours for which the employee will receive payment. These are days the
employee can use when ill and unable to attend work and for which they will be paid.

There are several ways to enter data in this text box, but each entry must always include a
decimal point (.). For example, to indicate four hours, you can type '4.", '4.0" or 4.00".

For practice, type '40.00".
Enter Holiday (hours)

Enter the holiday time for which the employee will receive payment. Holiday time differs
from 'vacation' time (entered in step 4 above) in that 'holiday' refers to those legal holidays
for which employees are authorized to be off work.

There are several ways to enter data in this text box, but each entry must always include a
decimal point (.). For example, to indicate four hours, you can type '4.", '4.0" or 4.00".

For practice, type '72.00".

Enter Personal (hours)

Enter the personal hours that the employee has been awarded. Personal days are authorized
for personal use. These absences are generally considered paid time away from regularly
scheduled work, but can be either paid or unpaid.

There are several ways to enter data in this text box, but each entry must always include a
decimal point (.). For example, to indicate four hours, you can enter '4.", '4.0" or 4.00".

186



Chapter 5—Managing Employee Attendance

mED

Note:

Note:

11.

Note:

12

Note:

13.

For practice, type '16.00".

Enter Comp Time (hours)
Enter the comp time for which the employee is to be compensated. Comp time is personal
time off with pay that an employee is granted in lieu of money for hours worked.

There are several ways to enter data in this text box, but each entry must always include a
decimal point (.). For example, to indicate four hours, you can enter '4.", '4.0" or 4.00".

For practice, leave this text box blank.

Enter Excused Absences (hours)
Enter the excused time off that has been awarded to the employee.

There are several ways to enter data in this text box, but each entry must always include a
decimal point (.). For example, to indicate four hours, you can enter '4.", '4.0" or 4.00".

For practice, leave this text box blank.

Enter Jury Duty (hours)

Enter the number of hours that are expected to be used for jury duty.

There are several ways to enter data in this text box, but each entry must always include a
decimal point (.). For example, to indicate four hours, you can enter '4.", '4.0" or 4.00".

For practice, leave this text box blank.

Enter Family Funeral (hours)
Enter the funeral time off for which the employee will receive pay while attending the
funeral of an immediate family member.

There are several ways to enter data in this text box, but each entry must always include a
decimal point (.). For example, to indicate four hours, you can enter '4.", '4.0" or 4.00".

For practice, type '16.00".
Enter Other Funeral (days)

Enter the time for which the employee will receive pay to attend funerals for persons other
than the employee's immediate family.

There are several ways to enter data in this text box, but each entry must always include a
decimal point (.). For example, to indicate four hours, you can enter '4.", '4.0" or 4.00".
For practice, leave this text box blank.

Click Save or press Enter
The Authorized Time-Off Hours Remaining form (93ASCR) is now recorded.

For practice, click Save or press Enter.
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If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

[Authorized Time-0ff Hours Remaining MORRIS, ROBERT |

¥ear-end Datex 12-31-1598|
As-of Date> 01-01-13598

Vacation: _80.00| Excused Absence: .00
Sick: _40.00| Jury Duty: .00j
Holiday: _72.00| Family Funeral: 16.00|
Fersonal: 16.00| Other Funeral: .00)
Comp Time: .00j

See also:
B When to set annual paid absence entitlement (on page 177)
For an explanation of annual paid absence entitlements.

Recording employee absences
To record absences, follow these steps:

1. Access the Absences form (93-SCR)
The Absences form (93-SCR) is used to record employee excused and unexcused absences.
On this form, you may also record the date and type of absence and the number of hours
absent.

Access this form by making the following selection from the Navigator:
Component: % Employee Resourcing

Process: Manage Employee Attendance
Task: =* Absences

For practice, access the Absences form (93-SCR) for employee 1005.

2, Enter the Date Absent
Enter the date the employee was absent from scheduled work. Dates are entered in MM-
DD-CCYY format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '02-04-1998' (US and Canada) or '04-02-1998’ (elsewhere).
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Select the Reason Absent

Select the type of absence. If you are using the full functionality of the Time and
Attendance component, this is used in the process to create time entries from absence data.
For a time entry to be generated from an Absences form (93-SCR) entry, a corresponding
Absence Type/HED Number Cross Reference form (TAASCR) must be established for the
entry to this list box.

For practice, select 'Unexcused Absence'.

Select the Key Separator

Select the key separator to ensure that multiple entries of a segment on the same date with
the same reason absent are sequenced properly on the employee's record. Each key
combination may have a maximum of ten entries for the same absent-date and absent type.
You may update this option list (HR70) to include all of the key separators needed by your
organization.

For practice, select '1st Occurrence'.

Select the Day Absent

Select the day absent and its relationship to a holiday or the day of the employee's
scheduled shift on which the absence occurred. You may update this option list (TA-02) to
include all of the absence types needed by your organization.

For practice, select '3rd Day of Shift'.

Select the Decision to Pay

Select the designation of whether the employee's absence was approved (paid) or denied
(not paid) and the determining authority. You may update this option list (TA03) to include
all of the decision types needed by your organization.

For practice, select 'Denied Pay Personnel’.

Select the Decision Maker

Select the name of the person who determined the type of absence and whether it was
approved for payment. You may update this option list (TA049) to include all of the
decision makers needed by your organization.

For practice, select 'Ed Rush'.

Enter the Reason
Use this text box to enter details on the absence. For instance, an employee may have an
excused absence, with 'car trouble' entered in this text box to provide more detail.

For practice, leave this text box blank.
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Enter the Hours

Enter the number of hours the employee was absent from work. This is a numeric text box
containing four digits and one decimal position. For example, 12.4 hours would be entered
as '12.4','1240', or 12.40'.

For practice, type '8.00".

Enter the Points

Enter the user-defined point value you want to assign for this absence. This is a numeric
text box containing three digits and one decimal position, for example, 4.5 points would be
entered as '45' or '4.5".

For practice, type '4.5".

Click Save or press Enter
The absences information is now recorded.

For practice, click Save or press Enter.

If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

[Absences MORR15, ROBERT
Date Absent= 02-04-1995|
Reason Absent: Unexcused Absence ;I
Key Separator® 1st Occurrence ;I Day of Week: WEDMESDAY
Entered By: 5.0.
Day Absent: 3rd pay 0f Shift d Th Users Only
Decision to Fay: Denied Pay Personneld Time Entry Created Yia TA?
No
Decision Maker: Ed Rush ;I
Reason: |
Hours: §.00
Foints: 4.5]
See also:

B Absences form (93-SCR (see "Absences form (93-SCR)" on page 170))
For an explanation of how this form is used.

Recording unauthorized time off

To record unauthorized time off, follow these steps:
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Access the Unauthorized Time-Off Hours Taken form (93USCR)
The Unauthorized Time-Off Hours Taken form (93USCR) is used to accumulate the
unauthorized hours an employee was absent from work and that typically are not
considered paid time off. This form is recorded only when an unauthorized absence has
been recorded on the Absences form (93-SCR) and you wish to add those hours to an
appropriate category total for tracking, accumulation, and reporting purposes.

Access this form by making the following selection from the Navigator:

Component: % Employee Resourcing
Process: Manage Employee Attendance
Task: “=* Unauthorized Hours Taken

For practice, access the Unauthorized Time-Off Hours Taken form (93USCR) for employee
1005.

Enter the Year-end Date

Enter the date of the last day of the year during which unexcused time accumulated. Dates
are entered in MM-DD-CCYY format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '12-31-1998' (US and Canada) or '31-12-1998' (elsewhere).
Enter the As-of Date

Enter the date through which unexcused hours have been accumulated. Dates are entered in
MM-DD-CCYY format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '02-04-1998' (US and Canada) or '04-02-1998' (elsewhere).
Enter the Left Early (hours)

Enter the accumulated number of hours that the employee left early this year. This is a
numeric text box containing 4 digits and 1 decimal position. For example, 12.5 hours would
be entered as '12.5', '1250', or 12.50".

For practice, leave this text box blank.

Enter the Tardy (hours)

Enter the accumulated number of hours that the employee was tardy this year. This is a
numeric text box containing 4 digits and 1 decimal position. For example, 12.5 hours would
be entered as '12.5', '1250', or 12.50'".

For practice, type leave this text box blank.

Enter the Unexcused Absence (hours)

Enter the accumulated number of unexcused hours that the employee was absent this year.
This is a numeric text box containing 4 digits and 1 decimal position. For example, 12.5
hours would be entered as '12.5', '1250', or 12.50".

For practice, type '12.50".
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7. Click Save or press Enter
The Unauthorized Time-Off Hours Taken form (93USCR) is now recorded.

O

For practice, click Save or press Enter.

If you completed the Guided Practice, the resulting form should look similar to the example

that follows:
[Unauthorized Time-Off Hours Taken MOREIS. ROBERT |
¥ear-end Datex 12-31-1998|
As-of Date= 02-04-1939§|
Total Hours
Left Early: .ooj
Tardy: .00
Unexcused Absence: 12.50]
See also:

B Unauthorized Time-Off Hours Taken form (93USCR) (on page 173)
For an explanation of how this form is used.

Viewing employee absences
To view employee absences in Display mode, follow these steps:
1. Access the Absence Inquiry form (93ISCR)

Access this form by making the following selection from the Navigator:

Component: % Employee Resourcing
Process: Manage Employee Attendance

Task: '@' View Absences

For practice, access the Absence Inquiry form (93ISCR) for employee 1005.
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If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

Enter the Sel(ection)

Enter 'E' for Entry or 'I' for Display mode for the absence you want to view in the Selection
text box. The Entry option displays the Absences form (93-SCR) for the absence. The
Display option displays an Absence detail form panel that lists the absence information in
Display mode.

For practice, type 'I'.

Click Save or press Enter
The appropriate form panel is displayed according to your entry in the Selection text box.

For practice, click Save or press Enter.
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If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

[Absence Detail MORR15, ROBERT

Date Absent= 02-04-1998
Reason Absent= U Unexcused Absence
key Separator= 9 1st Occurrence

Emtered By: 5.0.
Decisian To Fay: Denied Fay Fersonnel
Decision Maker: Ed Rush

Day of Week: WEDNESDAY

Day Absent: 3rd Day Of Shift
Reason:

Hours: &.00
Time Entry Created: N

See also:
B Absence Inquiry form (93ISCR (see ""Absence Inquiry form (93ISCR)" on page 173))
For an explanation of how this form is used.

Viewing employee absences by type
To view employee absences by type, follow these steps:
1. Access the Absence Inquiry By Type form (93TSCR)

Access this form by making the following selection from the Navigator:

Component: % Employee Resourcing
Process: . Manage Employee Attendance
Task: *ZF  View Absences by Type

For practice, access the Absence Inquiry By Type form (93TSCR) for employee 1005.

N

Select the Absence Type

Select the type of absence you want to view.

For practice, select 'Unexcused Absence’.

Enter a Date Range (optional)

Enter the number of years, months, and days in YYMMDD format to search for absence
history from the current date. For example, an entry of '010300' is one year and three
months from the current date.

For practice, type a range that indicates 3.5 years, '030600'.

]
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If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

Unexcused Absence
030600

4. Click Save or press Enter

The absence records for the type you specified are displayed. You can now access the
absence records using the same method as used on the Absence Inquiry form (93ISCR).

For practice, click Save or press Enter.

If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

Note: Click Exit to return to the first form panel.
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See also:
B Absence types (on page 175)
For an explanation of how this form is used.

Viewing employee absences by points

NBD

O

To view employee absences by points, follow these steps:

Access the Absence Points form (93PSCR)

This form is used to view absence history (including points, if assigned), starting with the
most recent occurrence. Pressing Enter on this form allows you to page through absence
history to the earliest occurrence as specified in the Date Range text box. Only part of each
record is displayed, but you may select one or more records for a more detailed view by
typing 'E' (entry) or 'I' (display) in the appropriate Sel(ection) text boxes.

Access this form by making the following selection from the Navigator:
Component: % Employee Resourcing

Process: Manage Employee Attendance
Task: =" View Absences with Points

For practice, access the Absence Points form (93PSCR) for employee 1005.

Enter a Date Range

Enter the number of years, months, and days in YYMMDD format to search for absence
history from the current date. For example, an entry of '010300' is one year and three
months from the current date and '000100' is one month from the current date.

For practice, type '030600' for 3.5 years.

Click Save or press Enter
The absence points for the date range you specified are displayed. You can now access the
absence records using the same method as used on the Absence Inquiry form (93ISCR).

For practice, click Save or press Enter.

If you completed the Guided Practice, the resulting form should look similar to the example
that follows:
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Note:

[Absence Foints MORRIS, ROBERT
i
e Date Day of
| Absent Reason Absent Foints Decision Maker Week Hr=
| 02-04-1998 Unexcused Absence 4.5 Ed Rush WED g8.00
Total Absent Foints: 4.3
----Complete----
. Exit |
Select Option: Any Character

Click Exit to return to the first form panel.

See also:
B Absence points (on page 176)
For an explanation of how this form is used.

Setting up time away request routing

When an employee submits an online request for time away, Interactive Manager can route
the request to the employee's manager and/or to the HR department. Using the work flow
Routing Control Table form (T93SCR) you determine where you want the request routed.
You can set a different approval routing for each of the request types that appear in the drop
down option list. The number in the sequence field tells Interactive Workforce the order in

A

O

which you want the request routed.
Follow these steps to set up a time away work flow routing.
Access the work flow routing control table form (T93SCR)

Access this form by making the following selections from the Navigator:

Component: @ Employee Resourcing
Process: _ Manage Employee Attendance

Task: ' Time Away Workflow

For practice, access the Workflow routing control table form (T93SCR).
Select a Request Type

From the drop down list, select a Request Type for which you want to set a workflow
routing.

For practice, select Vacation Regular.
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5.

Enter the Sequence Number
Enter 1 for the Sequence Number if:

B this request type will be routed only to one destination
B this is the first destination to which this request type will be routed

Enter 2 for the Sequence Number if this is the second destination to which this request type
will be routed.

For practice, enter 1.

Select the Approver
From the drop down list, select Manager or HR.

For practice, select Manager.

If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

| 'Workflow Routing Control Table Control Mumber> 93|

Request Type> wacation Regular ;I

Sequence #= 1|

Approver:  paMAGER |

Click Save or press Enter
The system saves your routing destinations for the request type.

For practice, press Enter.

Approving/denying time away requests by HR

If you configured a time away request completed online in Interactive Manager to be
approved by the HR department, HR users access the HR-Approve/Deny Requests form
(93MSCR) to approve or deny the request. Follow these steps to approve a time away
request.

Access the HR-Approve/Deny Requests form (93MSCR)

Access this form by making the following selections from the Navigator:
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Component: '@' Employee Resourcing
Process: Manage Employee Attendance
Task: =F Time Away HR Approval

For practice, access the HR-Approve/Deny Requests form (93MSCR).

Select a time away request
Select, from the message area of the form, the time away request to which you want to
respond.

For practice, select the first record from the records displayed.

Check the Approve/Deny Request checkbox
Click the Approve/Deny Request checkbox, and click Save or press Enter.

For practice, place a check in the checkbox, and press Enter.

If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

| HR - &pprove/Deny Reguests

Sequence Mumber= 000002

Employee Info
Organization: 299999

Mumber: 1007

Occurance: 9

i Reguest Info
Starting Date: 05-25-2002

Type: 5 Sick
Murnber of Days: 01

Hours per Day: 0050

Sequence Start -- Employee --

Number Date Org Number Request Type
| oooonz  05-28-2002 999999 1007 5 Sick
| 00000y 08-13-2002 999999 1009 5 Sick
u| 000013 09-01-2002 999993 3020 1 Jury Duty
| 00001y 06-01-2002 999999 3020 1 Jury Duty
u| 000020 0%-01-2002 999993 3019 1 Jury Duty
| 000024 05-31-2002 999999 3019 1 Jury Duty
| oooozy  09-01-2002 999999 3017 1 Jury Duty

The system displays the Approve/Deny Employee Requests form (93RSCR).

Select an Action
From the drop down list on the Approve/Deny Employee Requests form (93RSCR) select
Approve or Deny.
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For practice, select Approve.

If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

[‘&pproves Deny Emplowves Recuests MORITE, KATHERIME C

Start Date= 05-285-2002
Request Type= 5 Sick

Key Seperator= 9

Mumber of Days: 1

ction: CETSEPUMIGGNE - |
Include 'weekend: N

Hours: .50 Status: PH Pending HR Approval

Click Save or press Enter

The system saves your response and routes the time away request to the next destination in
the routing work flow. If no other routing is required, the system returns the request to the
employee's In box.

For practice, press Enter.

Approving/denying time away requests by the systems administrator

NED

The system administrator has access to all pending time away requests and can approve or
deny the request. If a manager and/or the HR representative is unexpectedly not available to
respond to a request that requires an immediate response, the system administrator can
access and respond to the request.

Access the System Administrator - Approve/Deny Requests form
(93WSCR)

Access this form by making the following selections from the Navigator:

Component: @ Employee Resourcing
Process: Manage Employee Attendance

Task: '@' In box Maintenance

For practice, access the System Administrator - Approve/Deny Requests form (93WSCR).

Select a manager or employee
Select, from the drop down list, manager or employee to view a manager's or employee's
pending time away requests.

For practice, select the first record from the records displayed.
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Enter the manager's or employee's organization (control 1-2)
In the Organization text box enter the organization (control 1-2) of the employee or
manager.

For practice, select Manager.

Enter the ID number of the employee or manager
In the Number text box enter the ID of the employee or manager.

If you selected employee, continue to Step 5.

If you selected manager, the system displays the Direct Report - Approve/Deny Requests
form (93NSCR). Go to Step 6.

For practice, enter .

If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

Check the Approve/Deny Request box

The system displays the time away request information. Check Approve/Deny Request and
press Enter or Click Save. The system displays the Approve/Deny Employee Requests form
(93RSCR).

For practice, check the Approve/Deny Request and press Enter.

Select an Action.
From the drop down list on the Approve/Deny Employee Requests form (93RSCR) select
Approve or Deny.

For practice, select Approve.

If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

| &pprovesDeny Employes Requests MORITZ, EATHERIME C

Start Date> 05-25-2002
Request Type> 5 Sick

Key Seperator= 9

Murnber of Days: 1

action: [EERSNNNINNN - |

Hours: .50 Status: PH Pending HR Approval

Ihclude Wweekend: N
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7. Click Save or press Enter
The system saves your response and routes the time away request to the next destination in
the routing work flow. If no other routing is required, the system send the request to the
employee's In box.

For practice, press Enter.
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Extended Practice

Note: You must have completed the Extended Practices in the prior sections to guarantee the
successful completion of the Extended Practice that follows.

1. Record some authorized time-off remaining hours for yourself, the new employee in the
'999999' organization you set up in the last section. Use the last day of the current year
as your year-end date and first day of the year as the as of date. Enter the following
hour amounts:

® Vacation 96.00
® Sick 40.00
® Holiday 64.00
® Personal 16.00
® Family Funeral 16.00

2. You used one of your personal days on January 30 and were sick on February 17. You
properly notified your manager, Bill Ryder, according to company policy. Record each
of these paid absences (8.00 hours per day) on the appropriate form. Your company
does not use absence point values.

3. Use the Absence Inquiry to view, in Display mode, the detail for each of the absences
you just recorded.
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Review of Questions Answered

1. What needs to be considered when managing employee attendance effectively?

2. What functionality is available to manage employee attendance?

3. What are absence types and absence points and how are they used?

4. How are annual paid absence entitlements used?
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CHAPTER 6

Processing Terminations, Leaves and Returns, and

Other Major Activities
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Introduction

Tasks

Prerequisites

Employment status can be affected by a number of major activities that include changes in
full- or part-time status, leaves of absence, returns from leave, and separation or termination
from employment because of retirement, resignation, dismissal, or death. Major activities
and status changes are dated so you can track a history of these events for each of your
employees. This section focuses on how to enter major activities into the system to prompt
the appropriate employee-status changes.

This section explains the following:

Processing terminations and retirements
Recording exit interview details
Performing termination reviews
Processing leaves

Processing returns from leaves of absence
Recording status changes

Viewing employee status history

Before you can process separations, terminations, or any other major activities, the
following must be established:

B Companies (organizations)
B Employees

Refer to Recruiting and Selecting Employees (on page 33) and Hiring, Rehiring,
Reinstating, Recalling, or Transferring an Employee (on page 83) for more information.

Questions answered

The following questions are answered in this section:

What types of employee status changes are typically used in an organization?
How are activities and employee statuses used in the system?

What are the payroll implications of employee status changes?

What are the benefits implications of employee status changes?

What are the Position Administration implications of employee status changes?

nhwd =
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Managing employment changes

A variety of changes in the relationship between an individual employee and your
organization can affect the employee's 'status' or relationship with the organization. Those
changes can be brought about by such major activities as these:

B Change in part-time or full-time work status

B Change in permanent, temporary, or seasonal employment classification

B Leaves of absence (short- or long-term disability leave, sabbatical leave, family leave,
military leave, disciplinary leaves or suspensions, bereavement leaves, jury leave, or
simple leaves of absence requested by the employee)

B Returns from leave

B Separation from employment because of retirement, resignation, dismissal, or death

For each type of employee status change, regulatory requirements and your organization's
own policies will dictate the specific actions or processes that must be completed.

Important issues that need to be considered in the case of any change in an employee's
status include changes to the employee's:

B Compensation

B Seniority

B Benefit entitlements (vacation and sick-leave benefits as well as insurance benefits and
company property or other perks)

B Job location

B Service dates

B Eligibility for future or continued employment

Generally, for any type of change in employee status, you will probably complete at least
these steps:

1. Record all pertinent information about the major activity and status change.
2. Complete necessary documentation and communication to other functions (such as
payroll administration or outside regulatory agencies).

In addition, your organization may choose to complete one additional step:

3. Generate status-change reports and analyze trends.

Generating reports and analyzing trends in employee status changes on a departmental or
organizational level is particularly helpful in managing leaves, turnover, work coverage,
and attrition. Gathering and recording complete information at the time a leave, separation,
or other activity occurs is critical to producing useful reports for performing statistical
analysis about change in your organization and managing that change.

The following suggested process may help you manage status changes, leaves, and
separations effectively:
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Consider relevant issues and plan accordingly

As soon as you become aware of an employee status change and the cause of the change,
whether it be a separation, a leave, or just a job transfer, plan for such issues as legal
implications of the change, separation and relocation counseling, payroll changes, company
property recovery, benefits entitlements, completion of necessary documentation, and
possible necessary communication to the employee's co-workers or to customers and
suppliers. In addition, particularly in the case of separations or extended leaves, schedule
exit interviews and exit appraisals, and consider determination of rehire or return-to-work
eligibility.

Recover company property

Initiate appropriate action to recover company property that has been assigned to the
employee. Although the need for this action is obvious in the case of separations, you may
also need to recover company property from employees who are changing from full-time
work to part-time (or vice versa), who are transferring from one job or location to another,
or who are beginning some form of a leave of absence. Of course, the nature of the
company property and the nature of the change in employee status will determine what
action is necessary in each instance.

Refer to Allocating Property to and Recovering Property from Employees (on page
401) for more information about recovering company property.

Conduct an exit interview

Much like recovering company property (which is often done in conjunction with an exit
interview), the need and reason for conducting an exit interview is obvious in the case of
separations; it is to the benefit of your organization to know the reasons why an employee
left. An 'exit' interview may also be useful and appropriate in the case of leaves
(particularly long-term leaves).

Record major activity and status-change information

Notify others

Make a timely and complete record of all pertinent information concerning the employee's
major activity and change of status: cause, date, new status, rehire or return-to-work
eligibility, exit interview or appraisal results, benefits continuation eligibility, and so forth.
The system will be a valuable resource to you as you record this key information.

Notify your payroll department and benefits administrator of all adjustments brought about
by the major activity and status change. In the case of employees who walk off the job or
who are dismissed for cause, you should make such notification immediately. Depending
on the nature of each job change, you may also need to notify other employees with whom
the employee worked or will work, your organization's security officers, other department
managers, and regulatory agencies.

Analyze employee status changes

Generate and then analyze reports of the various types of status changes taking place in
your organization, using the information you record whenever someone leaves your
organization or makes other changes in their employee status. The system provides specific
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reports to help you, such as the Job Change Activity report (3A-RPT), the Separation
Analysis by Reason/Service report (1P-RPT), and the Termination report (3X-RPT). That
information will help you analyze future attrition, analyze the business impact of the
employee status changes, and look for patterns:

B Look for reasons why people leave your organization.

B Determine how long entry-level employees remain in their initial job assignments until
they are ready for promotion.

B See which departments, locations, or work environments have the highest turnover
because of transfers or separations.

B Analyze how rapidly attrition is occurring in your organization or in particular
departments or locations because of retirement.

B Identify high turnover among newer employees (possibly indicating 'induction crisis').

B Identify high numbers of people at a particular job grade (possibly indicating the need
for employee development or compensation review).

B Anticipate future high turnover among newer employees because of low turnover at
senior levels.

B Identify extremely low turnover (perhaps indicating a need for new blood, new ideas,
and increased creativity in the organization).

With status-change information properly gathered, recorded, reported, and analyzed, your
organization can conduct effective workforce planning by taking corrective, preventative,
and strategic action as appropriate.

As with many other fundamental human resource management functions, the key to
managing employee status changes, leaves and returns, and separations/terminations is
workforce tracking: information gathering, reporting, and analysis. The system is designed
to help you accomplish these important functions efficiently.
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Understanding major activities and employee statuses

Note:

Using the system, you are able to track the major activities and status changes that affect
your employees. Activities can include leaves, returns, separations, or terminations. These
activities in turn cause changes to an employees status. Often, a status change requires you
to perform minor activities such as changes in salary, location, job title, and so forth.

Several forms are used to record employee major activities and status changes. Each of
these forms deals with a specific type of activity. It is good practice to only enter one major
activity for a single date.

Form Name Purpose
Leaves And Returns (95- | Records various types of leaves (both paid and
SCR) unpaid) and returns from those leaves.

Status Changes (08-SCR) | Records activities that result in an employee's status
remaining active, such as: transfers, conversions, file
additions, changes from full-time to part-time status
or vice versa, and adjustments to benefit service

dates.
Separations And Records employee separations and terminations that
Terminations (96-SCR) would change the employee's status from active to

inactive, such as voluntary or involuntary
terminations, retirement, deaths and layoffs.

Employee Status History | Displays each major activity and the resulting status
(09-SCR) for an employee.

The New Hire form (01-SCR) and the Rehire/Reinstatement/Recall form (04-SCR) are also
used to record major activities. These forms are covered in Hiring, Rehiring, Reinstating,
Recalling, or Transferring an Employee.

Apply the Concept
How do major activities affect changes in employee status?

Activity And Resulting Employee Status Rules form (TF-SCR)

The valid activities and resulting employee statuses for each of the major activity forms are
set up on the Activity And Resulting Employee Status Rules form (TF-SCR). This form
checks if an activity can be processed for an employee based on the employee's current
status. Ten pairs of status ranges can be entered on this form. A new, resulting employee
status is then defined for this activity/status relationship. If the activity/status relationship is
not valid on this form, the activity form will reject and a message is displayed that the
activity is not allowed for the current employee status.

You can set up a range of valid statuses for each activity. This should be done for all of
your valid employee statuses prior to entering activity forms for your employees. Activities
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are set up in the Activity Codes option list (HR09) and employee statuses are set up in the
Employee Status option list (HR10).

Major activity forms

The chart that follows summarizes which forms to use for each of the major activities. Each
form allows a specific range of activities.

Form

Activities allowed

Separations And
Terminations (96-SCR)

Death

Involuntary termination
Layoff

Retirement

Voluntary termination

Leaves And Returns (95-
SCR)

Beginning disability (long-term disability)
Beginning family leave with pay

Beginning family leave without pay
Beginning leave of absence with pay
Beginning leave of absence without pay
Return from disability (long-term disability)
Return from leave of absence, paid and unpaid

Status Changes (08-
SCR)

Adjustment to benefits service dates

Beginning of labor dispute/labor walkout
Changes in status (such as full-time to part-time)
File conversions and file adds

Transfers between organizations
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Separations And Terminations form (96-SCR)

Use this form to enter activities that result in an inactive status for the employee. Such
activities include death, termination, retirement, and layoff as shown on the following form:

[Separations &nd Terminations AUSTIN, STEVEN |

Effective Dater 03-01-1983]
Activitys Layoff __I

Resulting Status: Ld Off-Hrly Reg FT

[ EmploymentfService Dates

Last Day Worked: 03-01-1983| Farity Regual: 03-01-1985|
Last Day Faid: 03-01-1983| Adj Seniority: 12-17-15975|
Expected Return: | Original Hire: 12-17-1978|

Entering an Activity Date with a termination Activity here updates the Termination date
text box on the Employee Information form (EF-SCR).

If you leave the Last Day Worked and Last Day Paid text boxes blank, these text boxes
default to the Effective Date. If pay is continuing for a period of time following the
separation (such as for severance pay), enter the last day for which pay will be received in
the Last Day Paid text box. If this is a layoff activity, use the Expected Return text box to
record the anticipated date the employee is expected to return to work. Otherwise, leave this
text box blank. The Parity Requal(ification) date is calculated by the system and is defined
by ERISA (US only) as the date by which a separated employee or an employee on a leave
of absence must return to work to prevent incurring a break-in-service. The Adjusted
Seniority and Original Hire dates default from the Activity Date on the prior segment,
which may or may not be a new hire.

When an employee is separated or terminated using the Separations And Terminations form
(96-SCR) the employee is automatically unassigned from all positions on the Incumbency -
Basic Details form (M40SCR) in Position Administration. A message is displayed
notifying you of this.
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Exit Interview Data form (97-SCR)

Note:

Use this form to record exit interview data for an employee who is separating from your
organization:

[Exit Interview Data AUSTIN, STEVEN

Exit Interview Date= 03-01-15983|

Exit Interview Code* Personnel Department =

Sequence Mumber= 01|

Interviewer 5oc Sec: 234839867 |

Rehire Eligibility: ves; Same Job d|

Narrative Comments: Stewe would like to work for uf

MWarrative Extent: s again. 1

In addition to the date of the exit interview, you can record the relationship of the
interviewer (such as the Personnel Department) to the separating employee in the Exit
Interview Code text box. The Social Security Number or other identifier of the interviewer
can be recorded as can the interviewer's decision on whether the separating employee is
eligible to be rehired.

Text boxes are also provided here for narrative comments that come up during the exit
interview. A Sequence Number text box is included to allow for multiple narrative
comment entries. For example, the first narrative comment is entered with a sequence
number of '01', the second with '02', and so forth. The other text boxes on the form can
remain the same.

The Exit Interview Narrative form (97ISCR) can be used to view the exit interview data in
Display mode.

Termination Summary form (96RSCR)

Use this form to produce a display summary of the company property and vehicles assigned
to the terminating employee that have not been returned to the company. Additionally, any
remaining sick and vacation hours are displayed if you change the program source code
using the EDIT Utility form (EDIT) to define the HED numbers used for sick and vacation

pay.
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The sick and vacation pay summary information comes from the HED Amount One hours
for vacation and sick time on the Employee Earnings And Deductions form (HH-SCR):

[Termination Summary AUSTIN, STEVEM |

Unreturned Company Property

Property Effective Account
Type Date Company Froperty Account Number Limit
A5 01-01-1997 Amer Express Platinm 2356-1435-11234

Unreturned Company Automobiles

Fleet Effective
] Date Automobile 1D Make Mode |
FLTOL 01-01-1997 466489348 Lexus 5-160

Sick And Vacation Pay Summary

Remaining Sick Hours = 2400 Remaining Yacation Hours = 4000

Company property is assigned to employees using the Company Personal Property form

(22-SCR) and company automobiles are assigned on the Automobile Information form (24-
SCR).

Use the Separations: Recovery Of Company Property form (99-SCR) and the Separations:
Recovery Of Automobiles form (98-SCR) to recover the company property and
automobiles when the employee is terminated.

Refer to Allocating Property to and Recovering Property from Employees (on page
401) for more information.

Leaves And Returns form (95-SCR)

Use this form to record regular, family, and disability leaves (inactive status) and the
subsequent return to active status. The resulting statuses are generated by the entries on the
Activity And Resulting Employee Status Rules form (TF-SCR).

When an employee returns from a leave of absence, record that activity on this form. Once
completed, the form will display the employee's new active status and calculate the leave
span:
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[Ceaves And Returns AUSTIN, STEVEN

Effective Dates 01-01-1998]
Activity> LoA-Other No Pay e |

Resulting Status: LOA-Hr PT Mo FPay

[ EmploymentfService Dates

Farity Regual: 01-16-2017]

Adj Seniority: 12-17-1978|

Original Hire: 12-17-1378|
Leave Span: 000000)

Last Day Worked: 12-31-1997|
Last Day Faid: 12-31-15997|
Expected Return: 06-01-1998|

Form processing

If you leave the Last Day Worked and Last Day Paid text boxes blank, these text boxes
default to the Activity Date. Typically, however, the Last Day Worked will be at least one
day prior to the Activity Date if pay is continuing during a leave, so the last day for which
pay will be received can be recorded in the Last Day Paid text box. For unpaid leaves, the
Last Day Worked and Last Day Paid text boxes are usually the same. The Expected Return
date is required unless you are entering a permanent leave activity. The Parity
Requal(ification) Date text box is calculated by the system and is defined by ERISA (US
only) as the date by which a separated employee or an employee on a leave of absence must
return to work to prevent incurring a break-in-service. The Adjusted Seniority and Original
Hire dates default from the Activity Date on the prior segment, which may or may not be a
new hire. The Leave Span (in months, days, and years) is the amount of time between the
separation Activity Date and the return Activity Date.

Apply the Concept
What is the difference between a leave of absence and a retirement?

Status Changes form (08-SCR)

Use this form to record activities that result in an employee remaining in active status, such
as when an employee moves from full-time to part-time status, changes from hourly to
salaried status, or to record an employee's transfer-in activity from another organization:
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Resulting Status:

[Status Changes AUSTIN, STEVEM
Effective Dates 10-01-1983]
Activitys Chg-To Hrly PT = |

Active-Hrly PT

Adj Seniority: 12-17-15978| Original Hire: 12-17-1978§|
—Prior Activity
Date Activity Resulting Status
09-03-1983 043 Recl|-To Hr Reg FT 03 Active-Hrly Reg FT
03-01-1983 600 Layoff 63 Ld Off-Hrly Reg FT
12-17-1978 003 Mew Hire-Hr REeg FT 03 Active-Hrly Reg FT

rSalary Information

Salary Effective:
Period Salary:

10-01-1983
158.95

Current at Activity Effective Date

015
30.00

507
§.2083

Months S ince:
Period Hours:

Change Type:
Hourly Rate:

Form processing

After entering the Effective Date and Activity and pressing Enter, this form displays the
three most recent major activities for the employee and the most recent salary change in
Display mode. Employee salary changes as a result of status changes can not be made on

this form, only on the Salary Assignment/Changes form (40-SCR).

You can change the Adj(usted) Seniority and/or the Original Hire dates here, if needed.
This may be necessary if you have employees hired from a subsidiary and you want the
New Hire form's Activity Date to reflect the date they began work with your organization,

while the Original Hire date may remain the date they began at the subsidiary.
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Employee Status History form (09-SCR)
This form provides a quick review of each major activity and the resulting status held on
file for an employee:

[Employee Status History AUSTIN, STEYEN
Effective Date Activity Resulting Status
01-01-1998 555 LOA-Other No Pay 45 LOA-Hr PT No Pay
10-01-1983 995 Chg-To Hrly PT 05 Active-Hrly PT
09-03-1983 043 Recl|-To Hr Reg FT 03 Active-Hrly Reg FT
03-01-1983 600 Layoff 63 Ld Off-Hrly Reg FT
12-17-1978 003 Mew Hire-Hr Reg FT 03 Active-Hrly Reg FT
See also:

B Processing terminations and retirements (on page 222)
For detailed directions on processing terminations and retirements.

B Recording exit interview details (on page 224)
For detailed directions on recording exit interview details.

B Performing termination reviews (on page 226)
For detailed directions on performing termination reviews.

B Processing leaves (on page 227)
For detailed directions on processing leaves.

B Processing returns from leaves of absence (on page 229)
For detailed directions on processing returns from leaves of absence.

B Recording status changes (on page 230)
For detailed directions on recording status changes.

B Viewing employee status change history (on page 232)
For detailed directions on viewing employee status change history.
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Payroll implications of status changes

Once you have performed a leave or termination activity, you can check if any holiday or
sick payments are outstanding and calculate the final payment for payroll. The pay period
in which the leave or termination process occurs will impact how the final payment is
calculated. When an employee leaves or is terminated between payroll periods, payroll does
not automatically prorate the final payroll and benefit payments. Some manual intervention
is usually required to give an off-cycle payment or to prorate the normal period amount.

When you process a termination on the Separations And Terminations form (96-SCR), the
termination date is automatically entered on the Employee Information form (EF-SCR) and
automatic pay is turned off. Pay may still be produced for terminated employees using a
time entry.

Refer to the Payroll Administration documentation for more information.
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Benefits implications of status changes

When an employee is separated or terminated from the organization, your benefits
department should be alerted. Employees may lose their benefits coverage based on the
benefit plan rules that have been established for your organization.

Refer to the Using Benefits Administration documentation for more information on methods
that can be used to flag terminated employees.
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Position Administration system implications

Position Administration allows you to strategically manage the in-and-out flow to positions
within your company.

In cases where you are terminating an employee, you need to be aware that when you
unassign an employee in a single incumbency, he or she will be unassigned from the most
recent position held. The system will automatically unassign employees who hold multiple
incumbencies from all positions held.

Refer to the Using Position Administration documentation for more information.
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Status change reporting options

A number of reports are delivered that report on data related to employee major activities.
The following reports are related to employee terminations, leaves, and returns:

LOA/Disability Report (1T-RPT)—Lists all active employees who are currently on
leave of absence or disability leave.

Major Activity Listing (1U-RPT)—Lists all of the major activities that have occurred
during a period of time.

Separation Analysis (10-RPT)—Provides you with an analysis of turnover activity
within the organization. Monthly and cumulative statistics are provided for the number
of separations and rate of turnover, as well as annual rate of turnover.

Separation Analysis By Reason And Service (1P-RPT)—Provides an analysis of
separations by reason and service on a monthly basis. Statistics for both current month

and year-to-date are provided.

Separation Detail Report (1S-RPT)—Lists all employees who have been separated from
the organization within a one-month period.

Termination Report (3X-RPT)—Lists all employees terminated from the organization.

Refer to the Report Quick Reference (on page 421) for samples of these reports and the

parameters used to define these reports.
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Detailed Directions

This section provides detailed directions on completing a business task.

Tasks

Completing the Guided Practice ..........ccceoeeiiirenenieeeiceeeeee e 222
Processing terminations and retiremMents.........cceecvererienenieneneenieneesieniens 222
Recording exit interview detailS..........oocueverieninieienieenee e 224
Performing termination TeVIEWS.......c.cccueererierienieieieenenienenteeeeeeseseennens 226
Processing 16aves .......ccueeieiiiieierieieeee e 227
Processing returns from leaves of abSENCe.........ccvevierverviecienerienieeieieeeens 229
Recording status ChangES .........ceevevveruierienieeienieiesieeeete e sie e ereeaeeenens 230
Viewing employee status change hiStory ..........ceeveveevieneriieneeieneneenieennn 232

Completing the Guided Practice

You must have completed the Guided Practice from the preceding sections to guarantee the
successful completion of the Guided Practice that follows.

Processing terminations and retirements

iO

Note:

To enter the information for processing terminations and retirements, follow these steps:

Access the Separations And Terminations form (96-SCR)
The Separations And Terminations form (96-SCR) is used to record activities that result in
an inactive status. These activities include terminations, layoffs, retirements, and deaths.

Access this form by making the following selection from the Navigator:

Component: % Employee Resourcing
Process: Managing Terminations, Leaves and Returns

Task: (5 Terminate/Retire

For practice, access the Separations And Terminations form (96-SCR) for employee 1764,
Steven W. Hancock. Mr. Hancock has decided to take another job.

If the previous termination activity displays, click on the Clear button on the toolbar to
clear the text boxes on the form.

Enter the Effective Date
Enter the date an employee's separation is effective. Dates are entered in MM-DD-CCY'Y
format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '12-18-1997' (US and Canada) or '18-12-1997' (elsewhere).
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'PED

‘-"ED

QBD

“ED

mﬂD

QBD

Select the Activity

Select the specific activity that is occurring. This option list (HR09) should include all of
the activities you want, but only activities that are terminations, retirements, deaths, or
layoffs are allowed on this form.

For practice, select 'Term - Job Opportunity'.
Enter the Last Day Worked (optional)

Enter the last date the employee worked before leaving the organization. Dates are entered
in MM-DD-CCYY format (US and Canada) or DD-MM-CCY'Y (elsewhere). This text box
defaults to the Effective Date if no entry is made here.

For practice, leave this text box blank.

Enter the Last Day Paid (optional)

Enter the last date for which regular pay was received or will be received as a result of this
activity. Dates are entered in MM-DD-CCY'Y format (US and Canada) or DD-MM-CCYY
(elsewhere). This text box defaults to the Effective Date if no entry is made here. This text
box is for informational purposes only.

For practice, leave this text box blank.

Enter the Expected Return (optional)

If this is a separation or layoff activity, enter the date the employee is expected to return;
otherwise, leave this text box blank. Dates are entered in MM-DD-CCYY format (US and
Canada) or DD-MM-CCYY (elsewhere).

For practice, leave this text box blank.

Enter the Parity Requal (optional)

This date represents the parity re-qualification date as defined by ERISA (US only). It is the
date by which a separated employee or an employee on leave must return to prevent
incurring a break in service. This text box will be automatically populated when you click
Save or press Enter.

For practice, leave this text box blank.

Enter the Adj Seniority (optional)

This is the adjusted seniority date for an employee. This date is initially entered on the New
Hire form (01-SCR) when the new hire activity is entered and is equal to the activity date.
This text box will be automatically populated when you click Save or press Enter.

For practice, leave this text box blank.

Enter the Original Hire (optional)

This is the employee's original date of hire that was initially entered by the New Hire form
(01-SCR). This text box will be automatically populated when you click Save or press
Enter.
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For practice, leave this text box blank.
10

Click Save or press Enter
The Separations And Terminations form (96-SCR) is now recorded.

For practice, click Save or press Enter.

If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

[Separations &nd Terminations HANCOCK, STEVEN W.
Effective Dater 12-15-1997]
Activity> Term-Job Dpportunity:I
Resulting Status: Term-Salaried Reg FT
[ EmploymentfService Dates
Last Day Worked: 12-18-1997| Farity Regual: 08-29-2011]
Last Day Faid: 12-18-1597| Adj Seniority: 04-07-1984|
Expected Return: | Original Hire: 04-07-1984]
See also:

B Separations And Terminations form (96-SCR) (on page 212)
For details on how to process this form.

Recording exit interview details
To enter the information from employee exit interviews, follow these steps:

1. Access the Exit Interview Data form (97-SCR)
Access this form by making the following selection from the Navigator:

Component: % Employee Resourcing
Process: Managing Terminations, Leaves and Returns

Task: ' Record Exit Interview Results

For practice, access the Exit Interview Data form (97-SCR) for employee 1764, Steven W.
Hancock.

2, Enter the Exit Interview Date
Enter the date of the separating employee's exit interview. Dates are entered in MM-DD-
CCYY format (US and Canada) or DD-MM-CCYY (elsewhere).
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OJ
3

For practice, type '12-18-1997' (US and Canada) or '18-12-1997' (elsewhere).

Select the Exit Interview Code
Select an option to identify the relationship of the exit interviewer to the separating
employee.

For practice, select 'Immediate Supervisor'.

Enter the Sequence Number
Type the sequence number as a value ranging between 01-99. This number is used to link
multiple exit interview narrative comments.

For practice, type '01'.

Enter Interviewer Soc-Sec (optional)

Type the social security number, employee number, or other identifying scheme for the
person responsible for conducting the exit interview.

For practice, type '529689988".

Select the Rehire Eligibility (optional)

Select the rehire eligibility option that indicates the separating employee's rehire potential.
For practice, select 'Yes, same job'.

Enter the Narrative Comments (optional)

Type the interviewer's comments pertaining to the exit interview.

For practice, type 'Steve has a better opportunity’.

Enter the Narrative Extent (optional)

Type any additional comments the interviewer may have pertaining to the exit interview.
For practice, leave this text box blank.

Click Save or press Enter
The Record Exit Interview Results form (97-SCR) is now recorded.

For practice, click Save or press Enter.
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If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

[Exit Interview Data HANCOCK., STEWEN W

Exit Interview Date= 12-18-1997|

Exit Interview Code» |nnediate Supervisor |

Sequence Number= 01|

Interviewer Soc 5ec: 529583588 |

Rehire Eligibility: ves; Same Job d |

Narrative Comments: Stewe has a better opportunity]

Narrative Extent: |

See also:
B Exit Interview Data form (97-SCR) (on page 213)
For details on how to process this form.

Performing termination reviews

To perform a termination review, follow this step:

Access the Termination Summary form (96RSCR)

View the Termination Summary form (96RSCR) to see a display summary of company
property and/or vehicles that were assigned to a terminated employee and must now be
recovered.

Access this form by making the following selection from the Navigator:

Component: % Employee Resourcing
Process: Managing Terminations, Leaves and Returns

Task: '@' Termination Review

O

For practice, access the Termination Summary form (96RSCR) for employee 1764.
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The resulting form will look similar to the example that follows, provided company
property and/or automobile information had been entered for this employee.

[Termination Summary HANCOCK, STEVEN W. |

Unreturned Company Froperty

Property Effective Account
Type Date Company Froperty Account Number Limit
AT 01-01-1997 Master Card 3459786005808 001000

Unreturned Company Automobiles

Fleet Effective
] Date Automobile 1D Mak e Mode |
546 01-01-1997 23333 Ford Escort

Sick And Vacation Pay Summary

No Sick Pay Entitlement No Vacation Pay Entitlement

See also:
B Termination Summary form (96RSCR) (on page 213)
For details on how to process this form.

Processing leaves
To process leaves of absence, follow these steps:

1. Access the Leaves And Returns form (95-SCR)
Note: The Leaves And Returns form (95-SCR) is used to record major activities pertaining to a
leave of absence or disability leave.

Access this form by making the following selection from the Navigator:

Component: % Employee Resourcing
Process: _ Managing Terminations, Leaves and Returns

Task: *F Leave/Return

For practice, access the Leaves And Returns form (95-SCR) for employee 1111, Jerry
Jones. Mr. Jones has decided to take a temporary, unpaid leave of absence.

Note: If the previous leave and return activity displays, click on the Clear button on the toolbar to
clear the text boxes on the form.
2, Enter Effective Date

Enter the date an employee's major activity is effective. Dates are entered in MM-DD-
CCYY format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '11-07-1997' (US and Canada) or '07-11-1997' (elsewhere).
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3. Select the Activity
Select the major activity that is occurring. This option list (HR09) should already include
all of the activities needed by your organization, but only activities that are regular or long-
term disability leaves of absence or returns of leaves of absence are allowed on this form.

For practice, select 'LOA-Other No Pay'.

4. Enter the Last Day Worked
Enter the last date the employee worked prior to the start of this leave activity. This is
typically one day prior to the leave date. Dates are entered in MM-DD-CCYY format (US
and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '11-06-1997' (US and Canada) or '06-11-1997' (elsewhere).

5. Enter the Last Day Paid (optional)
Enter the last date for which regular pay was or will be received as a result of this activity.
If left blank, this text box will be automatically populated when you click Save or press
Enter. Dates are entered in MM-DD-CCYY format (US and Canada) or DD-MM-CCYY
(elsewhere).

For practice, leave blank.

6. Enter the Expected Return

Enter the date the employee is expected to return. If you are processing a leave activity, you
must provide a date. If the exact date of return is unknown, enter an estimated date and
reevaluate it periodically. Dates are entered in MM-DD-CCY'Y format (US and Canada) or
DD-MM-CCYY (elsewhere).

For practice, type '12-01-1997' (US and Canada) or '01-12-1997' (elsewhere).

7. Click Save or press Enter

The Leaves And Returns form (95-SCR) is now recorded.
OJ o
For practice, click Save or press Enter.
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If you completed the Guided Practice, the resulting form should look similar to the example

that follows:

[Ceaves And Returns JONES, JERRY

Effective Dates 11-07-1397]
Activity> Loa-Other No Pay e |

Resulting Status: LOA-Hr Reg FT No Pay

[ EmploymentfService Dates

Farity Regual: 07-13-2013]
Adj Seniority: 03-01-1982|
Original Hire: 01-01-1352|

Leave Span: 000000)

Last Day Worked: 11-06-1997|
Last Day Faid: 11-06-15997|
Expected Return: 12-01-1937|

See also:
B [eaves And Returns form (95-SCR) (on page 214)
For information on how to process this form for leaves of absence.

Processing returns from leaves of absence

n]

To process returns, follow these steps:

Access the Leaves And Returns (95-SCR)

The Leaves And Returns form (95-SCR) is used to record major activities pertaining to a

leave of absence or disability leave.
Access this form by making the following selection from the Navigator:
Component: % Employee Resourcing

Process: Managing Terminations, Leaves and Returns
Task: ' Leave/Return

For practice, access the Leaves And Returns form (95-SCR) for employee 1111, Jerry
Jones. You will process his return from his unpaid leave of absence.

Enter Effective Date

Enter the date an employee's major activity is effective. Dates are entered in MM-DD-
CCYY format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '12-01-1997' (US and Canada) or '01-12-1997' (elsewhere).
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3. Select the Activity

Select the major activity that is occurring. This option list (HR09) should already include
all of the activities needed by your organization.

For practice, select 'Return-Hrly Reg FT".

4. Click Save or press Enter
The Leaves And Returns form (95-SCR) is now recorded.

For practice, click Save or press Enter.

If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

[Ceaves And Returns JONES, JERRY

Effective Dates 12-01-1997]
Activity> Return-Hrly Reg FT  [wf

Resulting Status: Active-Hrly Reg FT

[ EmploymentfService Dates

Farity Regual: 07-13-2013|

Adj Seniority: 03-01-1982|

Original Hire: 01-01-1982|
Leave Span: 000024

Last Day Worked: |
Last Day Faid: |
Expected Return: |

See also:
B [eaves And Returns form (95-SCR) (on page 214)
For information on how to process this form for returns from leaves of absence.

Recording status changes
To record employee status changes, follow these steps:

1. Access the Status Changes form (08-SCR)

The Status Changes form (08-SCR) is used to process an activity that changes an active
employee's status (and the employee remains active). For example, you can change an
employee from hourly to salaried, or part-time to full-time.

Access this form by making the following selection from the Navigator:

Component: % Employee Resourcing
Process: Managing Terminations, Leaves and Returns

Task: Change Employee Status
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For practice, access the Status Changes form (08-SCR) for employee 1111, Jerry Jones.
You will change Mr. Jones' status from an hourly, regular full-time employee to a salaried,
regular, full-time employee.

Enter the Effective Date

Enter the date an employee's major activity is effective. Dates are entered in MM-DD-
CCYY format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '12-19-1997' (US and Canada) or '19-12-1997' (elsewhere).

Select the Activity

Select the major activity that is occurring. This option list (HR09) should already include
all of the activities needed by your organization, but only activities that are transfers
between organizations, beginning labor disputes, file conversions/file adds, and changes in
status (where the employee remains active) are allowed on this form.

For practice, select 'Chg-To Salrd Reg FT'.

Click Save or press Enter
The Status Changes form (08-SCR) is now recorded.

For practice, click Save or press Enter.

If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

[Status Changes JONES, JERRY

Effective Date=
Activitys

Resul ting Status:

12-19-1997)
Chg-To Salrd Reg FT |l

Active-Salrd Reg FT

—Prior Activity

12-01-1997 013
11-07-1997 555
08-01-1983 043

Adj Seniority: 03-01-1982| Original Hire: 01-01-1962|
Date Bctivity Resul ting Status

Return-Hrly Reg FT
LOA-Other No Fay
Recl|-To Hr Reg FT

03 Active-Hrly Reg FT
43 L0OA-Hr Reg FT No Fay
03 Active-Hrly Reg FT

rsalary Information

Current at Activity Effective Date

08-01-1984
511.64

Months 5ince: 019
Period Hours: B80.00

Salary Effective:
Period Salary:

Change Type: 120
Hourly Rate: 6.3955

See also:
B Status Changes form (08-SCR) (on page 215)
For details on how to process this form.
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Viewing employee status change history
To view a history of employee status changes online, follow these steps:

Access the Employee Status History form (09-SCR)

Access this form by making the following selection from the Navigator:

Component: % Employee Resourcing
Process: _ Maintain Basic Employee Details

Task: *ZF View Historical Changes

For practice, access the Employee Status History form (09-SCR) for employee 1111, Jerry
Jones.

]

If you completed the Guided Practice, the resulting form should look similar to the
example that follows:

[Employee Status History JONES. JERRY
Effective Date Activity Resulting Status

12-19-1997 991 Chg-To Salrd Reg FT 01 Active-Salrd Reg FT
12-01-1997 013 Return-Hrly Reg FT 03 Active-Hrly Reg FT
11-07-1997 555 LOA-Other No Pay 43 LOA-Hr Reg FT Mo Fay
08-01-1983 043 Eecll|-To Hr Reg FT 03 Active-Hrly REeg FT
05-27-1983 600 Layoff 63 Ld Off-Hrly Reg FT
01-01-1982 003 Mew Hire-Hr Reg FT 03 Active-Hrly Reg FT

See also:

B Employee Status History form (09-SCR) (on page 217)
For details on how to process this form.
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Extended Practice

Note:

Note:

You must have completed the Extended Practices in the prior sections to guarantee the
successful completion of the Extended Practice that follows.

1.

Alexander Bloom, employee number 3001, found a better job opportunity and
terminated his employment on February 27 of this year. He met with the personnel
department for an exit interview on his last day of work. Enter Alexander's termination
record as well as the following exit interview comments: 'Alexander had an offer he just
could not refuse and we were unable to match salary. He is definitely eligible for rehire
in the Accounting Department.'

You will need to use multiple sequence numbers to enter the narrative and you can view the
entire exit interview narrative in Display mode on the Exit Interview Narrative form
(97ISCR).

2. Record a paid maternity leave that began April 1 of this year and will continue through

May 15 for Brenda Reynolds. She worked up to the day prior to the start of her leave
and will be paid through May 15. Brenda is expected to return to work on Monday,
May 18.

Brenda Reynolds did return to work on her expected return date. Record her return from
leave of absence. Her status will remain Salaried, Regular, Full-Time.
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Review of Questions Answered

1. What types of employee status changes are typically used in an organization?

2. How are activities and employee statuses used in the system?

3. What are the payroll implications of employee status changes?

4. What are the benefits implications of employee status changes?

5. What are the Position Administration implications of employee status changes?
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Employee Development
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Introduction

Tasks

Prerequisites

&

Employee development focuses on the qualitative characteristics of your organization's
employees or employee abilities. This section focuses on how to record and track key
information about employee abilities, including formal training and education, tuition costs,
certificates, and licenses.

This section explains the following:

Recording completed and ongoing formal education information
Tracking training scheduled and/or taken

Tracking tuition costs

Recording skills and competencies

Tracking certificates, licenses, and permits

Tracking professional association memberships

Tracking driver license information

Before you can perform the tasks in this section, the following must be established:

B You must have implemented and added your employees to the system.

Refer to Recruiting and Selecting Employees (on page 33) and Hiring, Rehiring,
Reinstating, Recalling, or Transferring an Employee (on page 83) for more information.

B If you will be combining the features introduced in this section with those of Position
Administration associated with job and/or position-related skill/education requirements,
you must have implemented Position Administration.

Refer to the Using Position Administration documentation for more information.
B Ifyou will be combining the features introduced in this section with those of Training

Administration, you must have implemented the Training Administration component.

Refer to the Using Training Administration documentation for more information.

Questions answered

The following questions are answered in this section:

1. How is an up-to-date record of an employee's qualifications maintained?
How is training scheduled and completed for an employee recorded in the system; and
how are training costs tracked?

3. How are qualifications-related information such as licenses, certificates, permits,
association memberships, and driver's licenses tracked?
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Overview of tracking employee skills, competencies, and

training

Whereas the main focus of employee resourcing or deployment can seem to be very
quantitative, the employee development function focuses on the qualitative characteristics
of the workforce or employee abilities. Measuring and tracking employee skills and
competencies will help your organization to increase and enhance the abilities of the
workforce through strategically-planned training and development efforts.

The role of competency tracking

The main steps required for useful tracking of employee skills, competencies, and training
are built around the process of 'competency gap analysis'":

1. Identify the competencies needed to complete the work to be done in the organization.
This can be done at the job, position, project role, department or function, or
organizational level.

2. Identify and record the qualifications of individual employees.

3. Compare the needed workforce competencies to the current workforce competencies
to determine the competency 'gap' (as well as competency matches).

4. Take action to assign employees with particular skills to jobs requiring those skills,
and to develop skills in employees whose current or anticipated jobs in the
organization require greater abilities than those employees currently possess.

5. Record and track training completed and new skills and competencies acquired by
individual employees so that future competency gap analyses will reflect the increased
qualifications of the workforce.

In fact, competency gap analysis becomes not only the key to strategic employee-
development planning but also the underlying rationale for tracking skills, competencies,
and training.

How competency tracking and gap analysis are used

The usefulness of competency gap analysis is apparent in such areas as recruitment and
selection, performance management, succession and career planning, and workforce
planning.

Recruitment and selection

Whenever recruitment is conducted within your organization to find employees currently
qualified to fill new vacancies or to take on project roles or temporary assignments, you
record the requirements of the job or assignment using the Position Administration
functionality. The system can then be used to produce a list of current employees who are
qualified (or partially qualified) for the promotion, transfer, or assignment.

Performance management

Creating appropriate training and development plans for individual employees within the
context of organizational development plans is the focus of performance management.
Competency gap analysis is conducted on an individual-employee level to compare the
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requirements for a particular job or role to the individual's qualifications and determine the
specific training needs for that employee. Those training needs, and the employee's
completion of training in response to those needs, can be recorded and tracked within the
Training Administration functions.

Succession and career planning

Succession planning focuses on finding and developing employees for placement into
identified key positions that are expected to become vacant sometime in the future. For
example, you may know that the manager of a large division of your organization will be
retiring in one year. You would likely want to initiate succession planning to identify and
develop potential employees to move into that manager's position with the required
qualifications.

Career planning, on the other hand, focuses on providing career incentives for individual
employees and on meeting organizational needs through planning for promotional or
learning opportunities for individuals. For example, an employee adequately qualified for
his or her current position as a marketing executive could, through career planning, acquire
the skills needed to be promoted sometime in the future into a job as a marketing manager.
The individual would thus have additional career incentive and commitment to the
organization, and the organization would benefit from having an available qualified
employee for promotion into another job when the need arises.

In both succession planning and career planning, competency gap analysis is the key to
equipping current employees for potential future jobs within the organization or to finding
potential candidates for a particular anticipated vacancy.

Apply the Concept
What is career planning?

Workforce planning

Similar to career planning for an individual employee, workforce planning attempts to
identify the competencies the organization will need in the future and then determine the
gap between those competencies and those generally possessed by the current workforce.
The organization can then identify the training and development efforts that will be
required to enable it to respond to its anticipated future needs. For example, an
organization's former methods of manufacturing a product by hand may be in the process of
conversion to computerized production. Competency gap analysis may indicate the need for
basic computer skills among the organization's workers, and appropriate computer training
could then be planned.

Workforce planning is particularly crucial to organizations going through change brought
about by technological advances, a maturing market or product line, changes in the
available labor force, or even changes in environmental conditions that affect the
company's manufacturing methods or product functionality.
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Apply the Concept
What is the importance of tracking employee skills, competencies, and training in an
organization?

The tracking tasks

The tasks required for tracking skills, competencies, and training are essentially those of
data entry, reporting, and analysis. The most obvious data you will want to enter are the
current skills and competencies identified in individual employees, and the training
scheduled and completed for each employee. In addition, the system provides for easy and
effective recording of such other relevant information as the following:

Licenses

Certificates

Permits

Professional or trade association memberships
Driver licenses

The system also allows you to record expiration dates for these competency-related
documents and certifications. This lets you take the appropriate steps to ensure that
renewals are completed in a timely fashion. Timely renewal of certificates, licenses, and
permits could be critical to organizational compliance with governmental regulations or
restrictions.

In many cases, a license, certificate, or permit is also the clearest way to identify employees
with certain skills or competencies. Accurate recording of that information can be a great
help to effective competency gap analysis.

In addition, the system lets you record and track tuition costs incurred for enrolling
individual employees in classes or other training, to track training costs to the organization
generally, and to allocate costs to departments, divisions, or other areas within the
organization. It can also record and track reimbursements paid to individual employees for
training costs they have incurred, as may be specified by the policies and procedures of
your particular organization.

See also:
B Tracking certificates, licenses, and permits (on page 259)
For detailed directions on tracking certificates, licenses, and permits.
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Recordkeeping aspects of tracking employee skills,
competencies, and training

The tasks of tracking employee skills, competencies, and training are primarily
recordkeeping in nature. When recording this information you will find some interaction
between the Training Administration component and other components of the system. Most
of the information that you gather for tracking employee skills, competencies, and training
will be recorded manually on Base Human Resource forms. The forms that you will be
using to record this information are as follows:

B Certificates, Licenses And Permits (28-SCR)—Used to record any certificates, licenses,
and/or permits an employee or applicant has been granted.

B Driver License Information (25-SCR)—Records driver license information for those
employees operating company vehicles, or applicants who will be required to operate
company vehicles if they are hired.

B Formal Education (30-SCR)—Used to record an employee's or applicant's formal
education, both completed and in-progress.

B Professional Association Memberships (29-SCR)—Used to record any professional
associations of which an employee or applicant is a member, both personally and on
behalf of the company.

B Skills And Competencies (33-SCR)—Used to record skills and competencies acquired
by an employee or applicant through formal education, work experience, and training
courses.

B Training Scheduled/Taken (31-SCR)—Used to record training courses an employee or
applicant has attended or is scheduled to attend.

B Tuition Information (32-SCR)—Used to record information about education
reimbursements granted for each course taken by an employee in a tuition
reimbursement program. The amount refunded to the employee for the course is
recorded here. A separate form must be recorded for each course taken by the
employee. Modifications may be made to this form to automatically generate a time
entry to pay tuition reimbursements to the employee.

See also:
B Recording formal education details (on page 248)
For detailed directions on recording formal education details.

B Tracking training scheduled and/or taken (on page 250)
For detailed directions on tracking training scheduled and/or taken.

B Tracking tuition costs (on page 256)
For detailed directions on tracking tuition costs.
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B Recording skills and competencies (on page 254)
For detailed directions on recording skills and competencies.

B Tracking professional association memberships (on page 261)
For detailed directions on tracking professional association memberships.

B Tracking driver license information (on page 263)
For detailed directions on tracking driver license information.
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Uses of Position Administration to record required skills,
competencies and training

When you are using the Position Administration component to track job and/or position-
related skill, competency, and training requirements, you will be involved in aspects of
workforce and/or training planning. Your attention will be focused on identifying the types
of job and position-related skills, education, training, experience, and other job/position
attributes that will be necessary later when trying to match employees or applicants to jobs
and/or specific positions. This analysis will assist you in identifying an individual's shortfall
between skill-based requirements already acquired and those that may be needed to
effectively pursue a particular job or position.

The Position Administration functionality allows you to enter job requirement information
on the following optional forms:

B Job - Education Required (30-SCR)—Used to enter the education required for a job.
B Job - Experience Required (05-SCR)—Used to enter experience required for a job.
B Job - Licenses Required (28-SCR)—Used to enter the licenses required for a job.

B Job - Memberships Required (29-SCR)—Used to enter the memberships required for a
job.

B Job - Skills/Competencies Required (33-SCR)—Used to enter the skills and
competencies required for a specific job.

B Job - Training Required (31-SCR)—Used to enter the training required for a job.

The Position Administration functionality allows you to enter position requirement
information on the following optional forms:

B Position - Education Required (M15SCR)—Used to enter the education required for a
position.

B Position - Experience Required (M1ESCR)—Used to enter experience required for a
position.

B Position - Licenses Required (M16SCR)—Used to enter the licenses required for a
position.

B Position - Memberships Required (M14SCR)—Used to enter the memberships required
for a position.

B Position - Skills/Competencies Required (M13SCR)—Used to enter the skills and
competencies required for a position.
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B Position - Training Required (M1TSCR)—Used to enter the training required for a
position.

Refer to the Using Position Administration documentation for more information on
recording required skills, competencies, and training.
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The added functionality of the Training Administration

component

The Training Administration component has been designed to provide you with
information that you can use to make informed decisions about department staffing,
scheduling employees for training, deciding whether new courses or classes need to be
added, and so forth. This system component is designed to assist your organization in the
administration of employee training classes. Administrative support is provided, allowing
you to have detailed recordkeeping pertaining to employee training history, class results,
and skills/competencies acquired during training.

The Training Administration component is designed to record when training is required for
an employee, and it uses this data to alert you that there are potential future students for a
class. Once a class has been completed, class results can be recorded and stored in your
system. The system allows you to keep a history of past training and class results on file for
analysis and reporting purposes.

Linking the Training Administration functionality to other HRMS components

Without a formal link between tracking skills and competencies on the Base HR component
and information on the Training Administration component, the system enables you to
manually map information held for an employee in relation to a specific position. This Base
HR component information allows you to do a gap analysis that shows the employee
qualifications versus job or position expectations. Using the Position Administration, Base
HR, and Training Administration components, you can manually run reports or create your
own reports. The Training Administration component provides you with a variety of online
queries that will help you make decisions regarding employee training plans and class
development. Use of these components should help you maintain greater control of
employee training.

The Skills/Competencies panel found on the Course Directory form (10RSCR) in the
Training Administration component lets you input skills that will be obtained by
students/employees who successfully complete a course. These skills will subsequently be
populated onto the student/employee's skills history panel found on the Skills And
Competencies form (33-SCR) upon successful completion of the course. This effectively
reduces the amount of data input that would be necessary for you to maintain a current and
accurate skills log record on employees.

If your organization chooses not to track skills and competencies information in the
Training Administration component, you are still able to record this information on the
Skills And Competencies form (33-SCR) found in the Base HR component. This form
serves as supplement to the Training Administration component's management tools and
provides decision-making information regarding department or organization staffing
requirements.

Refer to the Using Training Administration documentation for more information on
prerequisites and skills.
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Reports for tracking employee skills, competencies, and

training

The following reports are related to tracking employee skills, competencies, and training:

Certificate, License And Permit (1I-RPT)—Provides a listing of all employees for
whom unexpired certificates, licenses, and permits have been recorded.

Driver License Information (15-RPT)—Displays information on employee driver
licenses.

Education And Tuition Refund Profile (1L-RPT)—Lists education backgrounds past
and present for all active employees. This report also contains tuition refund
information, if any is to be applied.

Education Information-Formal And In-Progress (30-RPT)—Displays a list of all your
employee's formal and in-progress education information.

Education Statistics (3Y-RPT)—Provides a listing of formal education totals for active
employees, the type of education received, and the average and total years of education.

Employee Listing Of Skills And Abilities (33-RPT)—Provides skill information for
active employees. The skill codes, level of proficiency, and method of verification for
each employee is included.

Employee Listing Of Training Courses Scheduled/Attended (31-RPT)—Displays
training information for active employees, including the training course, completion
status, instructor, and evaluation.

Expired Certificates, Licenses And Permits (3I-RPT)—Provides a listing of all active
employee's certificates, licenses, and permits that have expired and are due to be
renewed.

Tuition Information (32-RPT)—Provides tuition reimbursement information. The
report lists all employees with tuition information, or just employees who have tuition
that has not been paid.

Refer to the Using Training Administration documentation for more information on
additional reports you may find useful in tracking employee skills.
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Detailed Directions

This section provides detailed directions on completing a business task.

Tasks
Completing the Guided Practice ..........ccceoeeiiirenenieeeiceeeeee e 248
Recording formal education details.............ceoerieiienienieniniineneenenceieee 248
Tracking training scheduled and/or taken ............cccoceveeniniienenienininienee 250
Recording skills and COMPELENCIES .......cccverveeierierieriieieieeierie e 254
Tracking tUItIoN COSES.....c.cetruiriiriirieieiiniertintene ettt 256
Tracking certificates, licenses, and Permits..........c.ccceecverreecrererceeriesreesieneeens 259
Tracking professional association

MEMDETSNIPS ..vvevieeieiieiesieete ettt ettt te et beeneesesseenseees 261
Tracking driver license information...........c.ccocovereneriniininineneeecece 263

Completing the Guided Practice

You must have completed the Guided Practices in the prior sections to guarantee the
successful completion of the Guided Practice in this section. In the Guided Practice for this
section, you will be going through the seven tasks listed above for tracking employee skills,
competencies, and training for an employee (employee number 0012, Andrew Anders) in
an employee organization (999999).

Recording formal education details

To record formal education details, follow these steps:

Access the Formal Education form (30-SCR)

The Formal Education form (30-SCR) is used to record an employee's or applicant's formal
education, both completed and in-progress. For in-progress education, you may want to
update both the current and cumulative grade point averages, as well as the credit hours
completed, at the conclusion of each semester. However, this is not a requirement.

Access this form by making the following selection from the Navigator:
Component: @ Employee Development

Process: Employee Skills, Competencies, Training
Task: ‘-* Formal Education

For practice, access the Formal Education form (30-SCR) for employee number 0012,
Andrew Anders.

Select the Education Level
Select the type of education an employee has completed or is in the process of completing.
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For practice, select 'Bach Deg Business'.

Select the School Code

Select the school that the employee attended or is currently attending.

For practice, select 'Abraham Baldwin Ag C".
Select the Major

Select the employee's primary course of study.

For practice, select 'Business Economics'’.

Select the Minor
Select the employee's secondary course of study.

For practice, select 'Accounting’.

Enter the Years Attended

Enter the numeric, two-digit number of years the employee attended at the indicated school.

For practice, type '04' to indicate four years.

Enter the Year Graduated
Enter the numeric, two-digit year the employee graduated from the indicated school. Enter
the year in YY format.

For practice, type '83' to indicate 1983.

Enter the Grade Point Average (Current)
Enter the grade point average for the current term completed by the employee. This is a

numeric text box containing three digits with two decimal places, for example, the number
3.75 would be entered as '3.75'.

For practice, type '3.60".

Enter the Grade Point Average (Cumulative)

Enter the grade point average of all courses completed by the employee at the indicated
school. This is a numeric text box containing three digits with 2 decimal places, for
example, the number 3.75 would be entered as '3.75'".

For practice, type '3.40".
Enter the Credit Hours (Required)

Enter the number of credit hours required to be completed by the employee before the
degree defined by the education-level code could be granted. This is a three-digit, numeric
text box.

For practice, type '125' to indicate 125 credit hours.
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11. Enter the Credit Hours (Completed)
Enter the total number of credit hours actually completed by the employee at the school
defined by the school code.

For practice, type '125' to indicate 125 credit hours.
12

Click Save or press Enter
The Formal Education form (30-SCR) is now recorded.

]

For practice, click Save or press Enter.

If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

[Formal Education Anders, Andrew
Education Level* Bach Deg Business LI
Schoal Code> aprahan Baldvin Ag C |l
Major: Business Economics _l
Minor: Accounting _I
Years—————————————— Grade Point Averages Credit Hours
Years Attended: 04] Current: 3.60| Required: 125]
¥ear Graduated: &3] Cunulative: 3.40] Completed: 125]
See also:
B Recordkeeping aspects of tracking employee skills, competencies, and training (on page
242)

For additional information on using this form.

Tracking training scheduled and/or taken
To track training scheduled and/or taken, follow these steps:

1. Access the Training Scheduled/Taken form (31-SCR)
The Training Scheduled/Taken form (31-SCR) is used to record training courses an
employee or applicant has attended or is scheduled to attend. A status is assigned to each
course identifying whether the course is completed or scheduled for a later date. The
Training Scheduled/Taken (31-SCR) form also may be used to record the rating and credits
the employee or applicant has received by taking a training course.

Note:  If the Training Administration component is being used, then it is likely the Training
Scheduled/Taken form (31-SCR) will not be used, particularly since the Training Course
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option list (MP02) as used on this form is totally separate from the Course Codes option
list (TR33) used on multiple forms in the Training Administration component.

Access this form by making the following selection from the Navigator:

Component: @ Employee Development
Process: Employee Skills, Competencies, Training
Task: Training Scheduled/Taken

For practice, access the Training Scheduled/Taken form (31-SCR) for employee number
0012, Andrew Anders.

Select the Course
Select the training course that the employee has, or is scheduled to, attend. You may update
this option list (TR33) to include all of the training courses needed by your organization.

For practice, select 'Manager Training'.

Enter the Year
Enter the two-digit equivalent for the year the training is scheduled to be taken. Enter the
year in YY format.

For practice, type '98".

Enter the Number
This is the sequence of the course in the year this record identifies.

For practice, type 'l' to indicate it is the first course taken this year.

Select the Status

Select the status of the trainee in the course recorded. This code also identifies courses in
which the employee may be enrolled, but has not yet attended.

For practice, select 'Course Scheduled Fut'

Select the Type

Select the type of training course being recorded. This option list (MP03) identifies
whether the training is internal or external and if taking it has any impact on the employee's
job or employment status.

For practice, select 'Internal Comp Policy'.

Select the Location
Select the physical location where the training was held. You may update this option list
(TR13) to include all of the locations needed by your organization.

For practice, select "Headquarters 12th W',
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Select the Instructor
Select the instructor of the course. You may update this option list to include all of the
instructors needed by your organization.

For practice, select 'Unknown'.

Select the Evaluation
Select the attending employee's evaluation of the course. It is used to determine if a course
should be continued or would be beneficial for other employees.

For practice, leave this list box blank.

Enter the Rating
Enter the rating the employee received in the course. This text box is left blank when
attendees do not receive ratings.

For practice, leave this text box blank.

Enter the Credit

Enter the number of credits awarded to the employee for satisfactory completion of the
course. This text box is left blank when no credit is given.

For practice, leave this text box blank.

Enter the Course Dates (Start)
Enter the starting date the course is/was scheduled to begin. Dates are entered in MM-DD-
CCYY format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '12-15-1998' (US and Canada) or '15-12-1998’ (elsewhere).

Enter the Course Dates (Complete)

Enter the date the course was/will be completed. Dates are entered in MM-DD-CCYY
format (US and Canada) or DD-MM-CCYY (elsewhere). Leave blank for a course that is
scheduled but not yet taken, or if the employee did not attend.

For practice, type '12-17-1998' (US and Canada) or '17-12-1998’ (elsewhere).
Select the PL3

Select the payroll level 3 value to which costs of the course are to be charged. You may
update this option list (HR439) to include all of the payroll level 3s needed by your
organization.

For practice, select 'Region 3030".
Select the PL4

Select the payroll level 4 value to which the costs of the course are to be charged. You may
update this option list (HR449) to include all of the payroll level 4s needed by your
organization.
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For practice, select 'Department 4040’
Select the PL5

Select the payroll level 5 value to which the costs of the course are to be charged. You may
update this option list (HR459) to include all of the payroll level 5s needed by your
organization.

For practice, select 'Section 5050

Select the PL6

Select the payroll level 6 value to which the costs of the course are to be charged. You may
update this option list (HR469) to include all of the payroll level 6s needed by your
organization.

For practice, select 'Group 6060’
Enter the Costs

Enter the cost of the training course the employee attended. Enter the total amount whether
or not the company pays a portion or all of the cost. This is a six-digit text box with two
decimal places.

For practice, type '1500.00".
Enter Company Paid

Enter the amount of the training cost paid by the company. Normally, this text box contains
only course costs, but you may wish to include related expenses as well. This is a six-digit
text box with two decimal places.

For practice, type '1500.00".

Click Save or press Enter
Completed and ongoing formal education information is now recorded.

For practice, click Save or press Enter.
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If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

[Training ScheduledsTaken Anders, Andrew
Course* Manager Training ;I —Course Date
Year= 98] Numbers 1] Start: 12-15-1995|
Complete: 12-17-1998|
Status: Course Scheduled FUt;I —Location Charged
TYPE: Internal Comp Policy =] PL3: Region 3030 |
Location: Headquarters 12th W =l PL4: Department 4040 =]
Instructor: Unknown ;I FLS: <ection 5050 d
Evaluation: 4| PLE: Group 6060 |
Rating: .000; Costs: 1,500.00|
Credit: _| Company Paid: 1.500.00
See also:
B Recordkeeping aspects of tracking employee skills, competencies, and training (on page
242)

For additional information on using this form.

Recording skills and competencies
To track employee skills and competencies, follow these steps:

1. Access the Skills And Competencies form (33-SCR)
The Skills And Competencies form (33-SCR) is used to record skills and competencies
acquired by an employee or applicant through formal education, work experience, and
training courses. This form allows you to record these skills and competencies by code,
along with the source, and the evaluated proficiency.

Note:  If'the Training Administration component is in use— and if the skills panel of the Course
Directory form (10RSCR) is completed—then this employee-level form is automatically
updated with the skill and proficiency levels acquired as a result of successful completion
of a course. In such cases, the following text boxes will be populated: Skill Code, Date
Obtained, Proficiency, and Training Admin.

Access this form by making the following selection from the Navigator:
Component: @ Employee Development

Process: Employee Skills, Competencies, Training
Task: {F Skills and Competencies

IO

For practice, access the Skills And Competencies form (33-SCR) for employee number
0012, Andrew Anders.
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Select the Skill Code

Select the option that describes the skill the employee or applicant possesses.

For practice, select 'Management'.

Enter the Date Obtained

Enter the date on which the employee or applicant obtained the skill or the training course
was completed. Dates are entered in MM-DD-CCYY format (US and Canada) or DD-MM-
CCYY (elsewhere).

For practice, type '04-15-1997' (US and Canada) or '15-04-1997' (elsewhere).

Select the Proficiency
Select the assessment of the employee's or applicant's skill proficiency. You may update
this option list (MP08) to include all of the skill proficiencies needed by your organization.

For practice, select 'Above Average Knowld'.

Select the Source
Select the means or source through which the employee or applicant obtained the skill.

For practice, select 'Formal Education'.

Select the School Attended

Select the school or university from which the employee or applicant obtained the skill.

For practice, select 'Chicago, U of.
Select the Skill Verified By

Select the means used to verify the fact the employee actually does possess the skill
indicated.

For practice, select 'Certificate Provided'.

Select the Training Admin
This list box would be used only if you are using Training Administration. Otherwise, you
must skip this list box and go on to the Base HR list box.

If you are using the Training Administration functionality, this list box is populated
automatically with the appropriate course from which the skill level was derived.

For practice, leave this list box blank.

Select the Base HR

Select the training course from which the employee obtained the skill.

For practice, leave this list box blank.
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10. Enter the User Fields, 1-4
These four 6-digit alphanumeric text boxes are provided to allow the customer to define
and enter skill-related data for analysis purposes. If applicable, this text box's definition
may be modified to access a customer-defined option list.

For practice, leave these text boxes blank.
11

Click Save or press Enter
The Skills And Competencies form (33-SCR) is now recorded.

For practice, click Save or press Enter.

If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

[Skills And Competencies Anders, Andrew
Skill Code> Management |
Date Obtained: 04-15-1997%|
Froficiency: pbove Average Knouldﬂ
SOUrCe: Formal Education ;l
School Attended: Chicago, U of | User Fields
Skill Verified BY: Certificate Provided =] 1]
Course From 2: 1]
Training Admin: d 30 ]
Base HR: d 4: |
See also:
B Recordkeeping aspects of tracking employee skills, competencies, and training (on page
242)

For additional information on using this form.

Tracking tuition costs
To track tuition costs, follow these steps:
1. Access the Tuition Information form (32-SCR)

The Tuition Information form (32-SCR) is used to record information about education
reimbursements granted for each course taken in a tuition reimbursement program.

Note: The employee's Education Level and School attended should be entered on the Formal
Education form (30-SCR) prior to processing reimbursements on the Tuition Information
form (32-SCR).

Access this form by making the following selection from the Navigator:
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Component: @ Employee Development
Process: Employee Skills, Competencies, Training
Task: ‘2F Course Completion and Refund

For practice, access the Tuition Information form (32-SCR) for employee number 0012,
Andrew Anders.

Select Education Level
Select the education an employee has completed or is in the process of completing.

For practice, select 'Master Deg Bus Admin'.
Select the School

Select the school the employee attended or is currently attending. You may update this
option list (HR32) to include all of the schools needed by your organization.

For practice, select 'Abraham Baldwin Ag C'.

Enter the Year
Enter the year the course was taken or will be taken by the employee.

For practice, type '98".

Enter the Course Number
Enter a unique value for each course taken in a semester/quarter. This allows for separate
reimbursement records when more than one course is attended within the same term.

For practice, type 'l".
Enter the Title

Enter the title of the course taken by the employee. The course number or code assigned by
the school may be entered here when it is necessary to track multiple attempts at the same
course.

For practice, type 'Business Strate’.

Enter the Semester/Quarter

Enter the semester or quarter the course was taken by the employee.
For practice, type 'l'.

Enter the Grade

Enter the grade the employee earned for the course.

For practice, leave this text box blank.
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Enter the HED Cross Reference
Enter the HED number used to pay the reimbursement.

This HED cross-reference is a customer-defined reference text box that is intended for
informational purposes only. There is no direct link or feed to payroll. Payroll will need to
be notified.

For practice, type '120'.
Enter the Tuition Paid Date

Enter the date on which the tuition reimbursement was paid to the employee. Dates are
entered in MM-DD-CCY'Y format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '01-27-1998" (US and Canada) or '27-01-1998’ (elsewhere).

Enter the Tuition Amount
Enter the amount of the tuition reimbursement. This is a six-digit text box with two decimal
places.

For practice, type '1500.00".

Enter the Tuition Percent
Enter the three-digit percentage represented by the tuition reimbursement. For example, if
the tuition cost is 100.00 and the reimbursed amount is 75.00, then this percentage is '075'.

For practice, type 080"

Enter the Books Amount
Enter the amount of reimbursement for book charges. This is a six-digit text box with two
decimal places.

For practice, type '250.00".

Enter the Books Percent
Enter the three-digit percentage represented by the book reimbursement. For example, if the
book cost is 100.00 and the reimbursed amount is 50.00, then this percentage is '050'.

For practice, type 050"

Enter Fees/Other Amounts
Enter the amount of reimbursement for fees and other charges. This is a six-digit text box
with two decimal places.

For practice, type '75.00".
Enter the Fees/Other Percent

Enter the three-digit percentage represented by the fee/other amounts reimbursement. For
example, if the fee is 100.00 and the reimbursed amount is 25.00, then this percentage is
'025".
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For practice, type '050".
17. Click Save or press Enter

Completed and ongoing formal education information is now recorded.
For practice, click Save or press Enter.

If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

[Tuition Information Anders, Andrew

Education Level> Master Deg Bus Admin;l

Schaal> abrahan Baldwin Ag C

Year= 98| Course Numbers 1|

rCourse Information

Title: Business Strate| SemesterSQuarter: 1|
Grade: _.00] HED Cross Reference: 120]

rRefund Data

Tui tion Faid Date: O1-27-153§|

Tuition Amount: 1.500.00 Tuition Fercent: 080|
Books Amount: 250.00 Books Percent: 050|
Fees/Other Amounts: 75.00 Feesf/Other Fercent: 050]
See also:
B Recordkeeping aspects of tracking employee skills, competencies, and training (on
page 242)

For additional information on using this form.

Tracking certificates, licenses, and permits
To track certificates, licenses, and permits, follow these steps:
1. Access the Certificates, Licenses And Permits form (28-SCR)

The Certificates, Licenses And Permits form (28-SCR) is used to record any certificates,
licenses, and/or permits an employee or applicant has been granted.

Access this form by making the following selection from the Navigator:
Component: @ Employee Development

Process: Employee Skills, Competencies, Training
Task: Certificates, Licenses and Permits
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For practice, access the Certificates, Licenses And Permits form (28-SCR) for employee
number 0012, Andrew Anders. You should clear the text boxes on the form before entering
the data.

Select the Type of CLP

Select the type of certificate, license, or permit the employee holds. You may update this
option list (HR62) to include all of the certificates, licenses, and/or permits needed by your
organization.

For practice, select 'Auditor, Internal'.

Enter the Date Recorded

Enter the date you recorded the certificate, license, or permit information. Dates are entered
in MM-DD-CCYY format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '11-01-1997' (US and Canada) or '01-11-1997' (elsewhere).

Enter the CLP Number

Enter the identification number of the certificate, license, or permit.

For practice, type 'Auditi515'.

Enter the Expiration Date
If applicable, enter the expiration date of the certificate, license, or permit. Dates are

entered in MM-DD-CCY'Y format (US and Canada) or DD-MM-CCYY (elsewhere).
For practice, type '11-01-1999' (US and Canada) or '01-11-1999' (elsewhere).

Select the Current Status
Select the current status (expired or renewed) of the recorded certificate, license, or permit.

For practice, select 'Renewed'.

Select the State Of Issue

Select the state in which the certificate, license, or permit was issued.

For practice, select 'lllinois’.

Click Save or press Enter
The Certificates, Licenses And Permits form (28-SCR) is now recorded.

For practice, click Save or press Enter.
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If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

[Certificates. Licenses And Fermits Anders, Andrew

Type of CLP= auditor, Internal ||

Date Recarded= 11-01-1997)

CLP Number: AUDIT1515 |
Expiration Date: 11-01-1339]

Current 5tatus: Renewed

i

State Of Issue: |||inois

See also:

B Overview of tracking employee skills, competencies, and training (on page 239)
For additional information on using this form.

Tracking professional association memberships
To track professional association memberships, follow these steps:

1. Access the Professional Association Memberships form (29-SCR)
The Professional Association Memberships form (29-SCR) is used to record any
professional associations of which an employee or applicant is a member, whether
personally or on behalf of the company.

Access this form by making the following selection from the Navigator:
Component: @ Employee Development

Process: _ Employee Skills, Competencies, Training
Task: *=F  Professional Associations

For practice, access the Professional Association Memberships form (29-SCR) for
employee number 0012, Andrew Anders.

2, Select the Association
Select the association to which the employee belongs. You may update this option list
(HR58) to include all of the associations needed by your organization.

For practice, select 'Assn Intl Mgmnt Con'.
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Enter the Membership Date

Enter the date the employee became affiliated or renewed membership with the association.
Dates are entered in MM-DD-CCYY format (US and Canada) or DD-MM-CCYY
(elsewhere).

For practice, type '02-25-1997' (US and Canada) or '25-02-1997' (elsewhere).
Enter the Membership Number

Enter the membership identification number, using up to ten alphanumeric characters.

For practice, type '"AM-4275".

Enter the Expiration

If applicable, enter the association membership expiration date. Dates are entered in MM-
DD-CCYY format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '02-25-1999' (US and Canada) or '25-02-1999' (elsewhere).
Click Save or press Enter

The Professional Association Memberships form (29-SCR) is now recorded.

For practice, click Save or press Enter.

If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

[Professional Association Memberships Anders, Andrew

Association: pssn Intl Mgmnt Con _I
Membership Date= 02-25-1997)
Membership MNumber: AM-4275 |
Expiration: 02-25.1939

See also:

B Recordkeeping aspects of tracking employee skills, competencies, and training (on page
242)

For additional information on using this form.
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To track driver license information, follow these steps:

Access the Driver License Information form (25-SCR)

The Driver License Information form (25-SCR) is recorded for employees operating
company vehicles, or applicants who will be required to operate company vehicles if they
are hired.

Access this form by making the following selection from the Navigator:
Component: % Employee Resourcing

Process: Maintaining Employee Details
Task: ‘2* Drivers License

For practice, access the Driver License Information form (25-SCR) for employee number
0012, Andrew Anders.

Enter the License ID
Enter the driver license ID number assigned to the employee.

For practice, type 'DLO0I".
Enter the Date

Enter the effective date of the employee's driver license information. Dates are entered in
MM-DD-CCYY format (US and Canada) or DD-MM-CCYY (elsewhere).
For practice, type '03-01-1994' (US and Canada) or '01-03-1994' (elsewhere).

Enter the Number
Enter the employee's driver license number as printed on the license.

For practice, type 'ILDL439507602".
Enter the State

Enter the state where the employee's driver license is valid.

For practice, type 'lllinois’.

Enter the Class
Enter the driver license class from the employee's driver license.

For practice, type 'A".

Enter the Restrictions
Enter the driving restrictions stated on the employee's driver license.

For practice, type 'None'.
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8. Enter the Expiration
Enter the date on which the driver license will expire. Dates are entered in MM-DD-CCY'Y
format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '03-01-1999' (US and Canada) or '01-03-1999’ (elsewhere).

9. Click Save or press Enter

The Drivers License Information form (25-SCR) is now recorded.
OJ -
For practice, click Save or press Enter.

If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

LOOL

03-01-19594
ILDL439507602

03-01-1959%

See also:

B Recordkeeping aspects of tracking employee skills, competencies, and training (on
page 242)

For additional information on using this form.
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Review of Questions Answered

1. How is an up-to-date record of an employee's qualifications maintained?

2. How is training scheduled and completed for an employee recorded in the system; and
how are training costs tracked?

3. How are qualifications-related information such as licenses, certificates, permits,
association memberships, and driver's licenses tracked?
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Introduction

Tasks

Prerequisites

Tracking the performance of your employees is essential to maintaining an effective
workforce. The performance appraisal process involves assessing the individual work-
related strengths and weaknesses of employees. This process is linked to salary
considerations, employee development, advancement, and status record updates. Cyborg's
products provide the functionality to make the performance appraisal process a valuable
aspect of your organization's performance management systems.

This section explains the following:

B Scheduling and tracking performance appraisals
B Recording performance appraisal results

Before you can perform the tasks in this section, the following must be established:

B Your companies (organizations)
B Your employees

Refer to Recruiting and Selecting Employees (on page 33) and Hiring, Rehiring,
Reinstating, Recalling, or Transferring an Employee (on page 83) for more information.

Questions answered

The following questions are answered in this section:

1. What different types of performance appraisals can be given to employees?
2. What is the performance appraisal process when using the system?

3. What reports are available to aid in the performance appraisal process?

4. How can performance appraisals be linked to salary reviews?
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Scheduling and tracking performance appraisals

Performance management is critically important to the success of your organization. It
seeks to improve the work performance of individual employees and to increase the success
of the organization as a whole. A key element in effective performance management is the
process of giving performance appraisals to your employees.

The aim of performance appraisals

Performance appraisals assess individual employee strengths and areas of improvement in
relation to job performance and help the organization to build on those strengths and
facilitate improvement. The process of giving performance appraisals is tied closely to the
process of tracking employee skills, competencies, and training. In fact, performance
appraisals are often key in first identifying and then closing the competency gap identified
through competency tracking. Performance appraisals may affect employee compensation,
job assignment, or even job status.

Refer to Tracking Employee Skills, Competencies, and Training (see "Tracking
Employee Skills, Competencies, and Training" on page 237) for more information.

Apply the Concept
What is the aim of performance appraisals for an organization?

Frequency of appraisals

Performance appraisals are generally viewed as a continuous process that take place in
some form each day an employee works. Formal performance appraisals are often
performed on an annual basis (on an employee's hire-date anniversary or at a specific time
of year), but they may be performed more frequently, especially if an employee is working
on probationary status following a new hire, reinstatement, transfer, promotion, or other
status change.

Types of performance appraisals

Formal performance appraisals can be conducted in a variety of ways, using a wide range
of performance appraisal systems. Perhaps most traditional of the various systems in use
today is the 'top-down' rating made by a supervisor or manager of an employee's
capabilities. Such an appraisal is generally based on the supervisor's or manager's day-to-
day observation of the employee's work performance and will usually include an appraisal
interview with the employee. In the appraisal interview, the supervisor and the employee
may review both positive and negative incident reports entered in the employee's file during
the previous year (or other time period), discuss improvements made and training
completed, and review the supervisor's evaluation of the employee's performance.

In addition to the typical manager-subordinate appraisal, many organizations use 'peer-
group' appraisal, 'upward' appraisal, and '360-degree' appraisal methods. Peer-group
appraisals use performance evaluations completed by an individual employee's co-workers
or project team members. Upward appraisals call for evaluations by those who work under
the direction of the employee being evaluated. Finally, 360-degree appraisals include
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evaluations from an employee's managers and supervisors, peers, subordinates, and even
customers, clients, and suppliers.

Regardless of the type of performance appraisal conducted, typical results of an appraisal
include the assessment (or performance evaluation) itself, as well as performance goals or
objectives and specific training and development needs. At the conclusion of a performance
appraisal, the date of the next appraisal is usually set and recorded.

A potentially large amount of information will result from one of these performance
appraisal processes and the key task is recording appraisal results so they can be used in the
organization's efforts to most effectively use the capabilities of each employee. The system
is designed to make performance-review scheduling and results tracking as easy as
possible. Whether your organization utilizes a simple manager-employee appraisal or a
more complex 360-degree appraisal, the system will help you record and manage all the
necessary information for effective performance management.

Typical appraisal tasks

The basic tasks associated with tracking performance appraisals are as follows:

1. Schedule the next performance appraisal for an employee.

2. Identify employees eligible for a performance appraisal within a customer-defined
timeframe.

3. Prepare the appraisal forms and distribute them to the appropriate reviewers.

4. Record the results of the performance appraisal (depending on the type of appraisal
used by your organization, you may need to record the results of multiple evaluations,
such as for a 360-degree appraisal).

5. Enter other changes brought about by the performance appraisal. For example: If the
appraisal process results in employee salary increases/changes, these can be entered
using the Salary Assignment/Changes form (40-SCR). And, if you are using Salary
Administration, additional features are available to help you manage the
compensation-related events in your organization with a bit more sophistication,
including the ability to link an employee's performance rating to a specific pay-for-
performance salary increase.

Refer to Managing Employee Compensation (on page 335) or the Using Salary
Administration documentation for more information on salary assignments and changes.

Appraisals may identify training and development needs for an individual employee.
Training requirements can be scheduled using the Training Scheduled/Taken form (31-
SCR). Or, the Training Administration functionality can be used to facilitate the entry of
requests for future employee training (both required and elective) and the administration of
those requests that ultimately become class registrations.

Refer to Tracking Employee Skills, Competencies, and Training (see "Tracking
Employee Skills, Competencies, and Training" on page 237) for more information.

Skills and competencies that are not yet part of an employee's record may be identified
during the appraisal. These can be entered on the Skills And Competencies form (33-SCR)
so the employee's work qualifications are accurately recorded for future reference and
competency gap analysis.
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A promotion or other job change may result from the appraisal. Such job changes may also
require changes in salary, job location, company property assigned to an employee, and so
forth. Those changes must be entered as well as the promotion or job change itself.

Cyborg's products will be the key to your organization's efforts to manage employee
performance by helping you track performance appraisals effectively. The system gives you
the capability to comprehensively schedule appraisals, record appraisal results and related
impacts on training, compensation, and employee status.

See also:

B Scheduling and tracking performance reviews (on page 277)
For detailed directions on scheduling and tracking performance reviews.

Apply the Concept
What tasks are typically associated with tracking performance appraisals?
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The recording of performance appraisal results

The Performance Appraisal Results form (49-SCR) is used to record the results for all of
the performance appraisal types discussed in this section. The types of appraisals your
organization uses can be added to the option list that is shown on the following form:

[Ferformance Appraisal Results Anders, Andrew |
Appraisal Dates 12-01-1935|
—Relocation
Type OF Appraisals innual sppraisal LI
Willingnes=s to Relocate
Rating: z-above Standard | Will Considr Reloctn =|
bverage Rating: .0aj Area Preferred
Africa, General ;I
Matrix ID: COOL|
Framatability: Readw For Promotion LI —Travel
Promotability Date: 01-01-193§ [V Willing To Travel
Appraised By: B. Smith | Travel Fercent: 023]

In the case of the 360-degree appraisals, the option list could be modified to include the
relationship the appraiser has to the employee being reviewed (for example, manager, peer,
direct report, and so forth). This gives you the ability to record a number of separate
appraisals for the same appraisal date, as the appraisal type is a key text box (unique
identifier) for the record.

In addition to recording the appraisal rating, you may record a promotability assessment
and the date the employee should be considered for promotion as well as the employee's
willingness to travel or to relocate.

See also:
B Recording performance appraisal results (on page 279)
For detailed directions on recording performance appraisal results.

272



Chapter 8—Tracking Performance Appraisals

Linking performance appraisals and salary reviews

Many organizations link performance appraisals with salary reviews. The system can easily
accommodate this approach. To link a performance appraisal with a salary review, you
must use functionality in the Salary Administration component. The Salary Administration
component accommodates three types of salary reviews:

B Across-the-board
B Discretionary
B Pay-for-performance

You can use any one of these, but if you want the salary review to be directly linked to the
performance appraisal, you must use the Pay-for-Performance option. To use this option,
you must set up rules for the salary increase amounts that are related to each appraisal
score.

Refer to the Using Salary Administration documentation for more information on
performance appraisal and salary reviews.
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Processing unrelated performance appraisals and salary

reviews

Use of matrix IDs

To conduct a performance appraisal that is not connected to a salary review, you schedule
the review using the Schedule/Track Performance Appraisals form (50-SCR) and then
record the performance appraisal results on the Performance Appraisal Results form (49-
SCR). The Performance Appraisals Scheduled For Month Of: XX report (1IR-RPT)
provides a distribution list of performance appraisals scheduled for a given month.

Pay-for-Performance salary plans require a number of different table records to be set up in
the system that contain the rules of the salary plan. These tables are linked together as a
matrix. These matrices are chart representations of salary increase variables that give the
specifications of what level of salary employees should be paid under specific qualifying
circumstances. The system allows you to set up different rules for different groups of
employees, locations, grades, and time periods. Each employee is linked to a specific pay-
for-performance rule set using a matrix ID that is entered on the Performance Appraisal
Results form (49-SCR). If you are not using a Pay-for-Performance salary plan, an entry is
not required in this text box.

Refer to the Using Salary Administration documentation for more information about the
salary administration process and linking salary reviews with performance appraisals.
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Creation of training plans

As part of the appraisal process, it is common to look at enhancement opportunities or skills
gaps and create a training plan for an employee. The Training Administration component is
used to accomplish this. You can easily use this component's functionality to capture future
training requirements for employees; and, once classes are established and scheduled, the
actual registrations can be processed with speed and efficiency. The training results history
for each employee is easily tracked and maintained using Training Administration.

& Refer to the Using Training Administration documentation for more information on how to
use this component.
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Performance appraisal reports

To help you with this process, there are also two useful reports:

B Performance Appraisals Scheduled For Month Of: XX report (1R-RPT)—Provides a
distribution list of performance appraisals scheduled for a given month.

B Performance Appraisal Forms Not Returned By Expected Date report (1Q-RPT)—
Identifies employee records that have not been updated with appraisal results by the due
date.

Refer to the Report Quick Reference (on page 421) for more information on available
reports related to performance appraisals and the Using Salary Administration
documentation for more information on reports related to this component.
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Detailed Directions

This section provides detailed directions on completing a business task.

Tasks

Completing the Guided Practice.........cccooueieirininenieceeeeeee e
Scheduling and tracking performance reviews
Recording performance appraisal 1€Sults..........ccceevereevieniriienenienerienieneen

Completing the Guided Practice

In the Guided Practice for this section, you will be scheduling, recording, and tracking a
performance review for Andrew Anders, employee number 0012.

Scheduling and tracking performance reviews

O

w

IO

To schedule and track performance reviews, follow these steps:

Access the Schedule/Track Performance Appraisals form (50-SCR)
The Schedule/Track Performance Appraisals form (50-SCR) is used to record data for an
employee's next scheduled performance appraisal.

Access this form by making the following selection from the Navigator:

Component: @ Employee Development
Process: Track Performance Appraisals

Task: '@' Next Performance Review Date

For practice, access the Schedule/Track Performance Appraisals form (50-SCR) employee
number 0012, Andrew Anders.

Enter the Date Scheduled
Enter the date the next appraisal review is to be performed. Dates are entered in MM-DD-
CCYY format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '06-01-1998' (US and Canada) or '01-06-1998' (elsewhere).

Select the Type Of Appraisal
Select the type of appraisal review that is to be performed. You may update this option list
to include all of the appraisal types needed by your organization.

For practice, select 'Scheduled Appraisal'.
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Enter the Location Delivered
Enter the mail or distribution information indicating where the performance appraisal form
was or will be sent.

For practice, type 'Chic, Off".
Enter the Date Distributed

Enter the date the performance appraisal form was or will be sent. Dates are entered in
MM-DD-CCYY format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '05-25-1998" (US and Canada) or '25-05-1998’ (elsewhere).

Enter the Person Responsible

Enter the name of the person who will be completing and returning the form; or in the case
of mass distribution, the person responsible for collecting completed performance appraisal
forms.

For practice, type 'Jones, John - Supervisor'.

Enter the Date Expected

Enter the date the performance appraisal form is due back to the originating department.
Dates are entered in MM-DD-CCYY format (US and Canada) or DD-MM-CCYY
(elsewhere).

For practice, type '06-14-1998' (US and Canada) or '14-06-1998’ (elsewhere).
Enter the Date Returned

Enter the date the performance appraisal was actually received back in the originating
department. Dates are entered in MM-DD-CCYY format (US and Canada) or DD-MM-
CCYY (elsewhere).

For practice, type '06-14-1998" (US and Canada) or '14-06-1998’ (elsewhere).

Click Save or press Enter
The Schedule/Track Performance Analysis form (50-SCR) is now recorded.

For practice, click Save or press Enter.
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If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

[SchedulefTrack Ferformance Appraisals Anders, Andrew

Date Scheduled: 06-01-1995]
Type of Appraisal: scheduled Appraisal j

rhistribution

Location Delivered: Chic. 0ff.|
Date Distributed: 05-25-1995|

Ferson Responsible: Jones. John - Supervisaor |

rCompleted Appraisal
Date Expected: 06-14-1935] Date Returned: 06-14-1998]

See also:
B Scheduling and tracking performance appraisals (on page 269)
For an explanation of the contents and use of this form.

Recording performance appraisal results
To enter performance appraisal results, follow these steps:
1. Access the Performance Appraisal Results form (49-SCR)

The Performance Appraisal Results form (49-SCR) is used to record the results of an
employee's performance appraisal.

Access this form by making the following selection from the Navigator:
Component: @ Employee Development

Process: Track Performance Appraisals
Task: =} Performance Appraisal Results

For practice, access the Performance Appraisal Results form (49-SCR) for employee
number 0012, Andrew Anders.

2. Enter the Appraisal Date
Enter the date of the employee's performance appraisal. Dates are entered in MM-DD-
CCYY format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '06-01-1998' (US and Canada) or '01-06-1998' (elsewhere).

n]
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Select the Type Of Appraisal
Select the type of performance appraisal performed for the employee. You may update this
option list (HR15) to include all of the appraisal types needed by your organization.

For practice, select 'Scheduled Appraisal’.
Select the Rating

Select the employee's performance appraisal rating.

The values in this option list (HR16) should never be changed because it is a calculation
option list. However, you may change the descriptions.

For practice, select '2-Above Standard'.

Enter the Average Rating
If desired, enter the average of the employee's scores in the various performance appraisal
rating categories.

For practice, leave this text box blank.

Enter the Matrix ID

This matrix ID should be completed if a pay-for-performance salary plan is being used.

For practice, type 'C001' in this text box.

Select the Promotability (optional)
Select the employee's promotability potential. You may update this option list (HR17) to
include all of the promotability options you many need.

For practice, select 'Ready For Promotion'.

Enter the Promotability Date (optional)
Enter the date the employee may be considered for a promotion. Dates are entered in MM-
DD-CCYY format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '06-14-1998" (US and Canada) or '14-06-1998’ (elsewhere).
Enter Appraised By

Enter the employee number or any other identification scheme that indicates the person or
persons responsible for completing and/or administering the employee's performance
appraisal.

For practice, type 'B. Smith' to identify the person performing the appraisal.

Select the Willingness To Relocate
Select the employee's willingness to relocate. You may update this option list (HR19) to
include all of the variables needed by your organization.

For practice, select 'Will Consdr Reloctn'.
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Note:

Select the Area Preferred
Select the employee's geographic preference for relocation. You may update this option list
(HR20) to include all of the geographic preferences needed by your organization.

For practice, select 'Africa, General'.

Click the Willing To Travel check box
Click this check box if the employee is willing to travel as part of the job.

For practice, click 'Willing to Travel'.

Enter the Travel Percent
Enter the percentage of time the employee is willing to travel as part of the job.

Decimals are not used when entering numbers in this text box.

For practice, type '25', indicating the employee is willing to travel twenty-five percent of
the time.

Click Save or press Enter
The Performance Appraisal Results form (49-SCR) is now recorded.

For practice, click Save or press Enter.

If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

[Ferformance Appraisal Results Anders, Andrew

Appraisal Date= 06-01-1993|

—Relocation
Type OFf Appraisals scheduled Appraisal Ll
Willingnes=s to Relocate
Rating: :-ibove $tandard = Will Considr Reloctn =
hverage Rating: .00 Area Preferred
Africa, General ;I
Matrix |D: COOL|
Fromotability: Ready For Promotion LI —Travel
Fromotability Date: 06-14-1993) W Willing Ta Travel
Appraised By: B. Smith | Travel| Percent: 025]

See also:
B The recording of performance appraisal results (on page 272)
For an explanation of the contents and use of this form.
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Review of Questions Answered

1. What different types of performance appraisals can be given to employees?

2. What is the performance appraisal process when using the system?

3. What reports are available to aid in the performance appraisal process?

4. How can performance appraisals be linked to salary reviews?
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Managing Employee Health and Safety
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Introduction

Managing the health and safety of your employees starts by maintaining adequate employee
records. Cyborg's products provide you with the necessary functionality to record
employee information such as medical exams, blood types, disabilities, and emergency
contacts.

Tasks
This section explains the following:

Recording employee health information

Recording disabilities and restrictions

Recording physician and emergency contact information
Recording language and religion information
Scheduling physical exams

Entering physical exam results

Recording illness and injury information

Prerequisites
Before you can perform the tasks in this section, the following must be established:

B You must have implemented and added your employees to the system.

Refer to Recruiting and Selecting Employees (on page 33) and Hiring, Rehiring,
Reinstating, Recalling, or Transferring an Employee (on page 83) for more information.

Questions answered
The following questions are answered in this section:

1. How is the health and safety functionality used in the system?

2. What is the advantage of recording language and religion information for your
employees?

3. What is the possible impact of health and safety information on Benefits
Administration?
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Employee health and safety

The system focuses on the effective deployment and development of employees to
accomplish organizational objectives. Your organization's success is dependent on the
ability of your employees to fully use their skills and competencies on behalf of the
organization. Employee health and safety on the job is a major factor in your employees'
ability to do so. This ability is further enhanced by the employees' feeling that they work in
a safe and healthy environment where there is evidence of management's proactive interest
in their welfare.

A proactive health and safety program is a key element in your organization's success. Such
a program provides benefits for each employee and for the organization. Good health and
safety management can reduce business costs from losses and damages resulting from on-
the-job accidents, injuries, and illnesses. This can improve workforce morale, reduce the
cost of liability insurance, reduce workforce absences and related costs, reduce the risk of
legal actions against the organization because of workplace accidents, enhance the overall
image of the organization in the marketplace, and avoid penalties imposed by health and
safety regulatory agencies.

Employee health and safety programs will generally include these basic steps:

B Implement programs and procedures to avoid workplace accidents, injuries, and
illnesses and to promote general workplace health and safety.

B Prepare for proper handling of accidents, injuries, illnesses, and other emergencies by
having key health and safety information readily available for each employee.

B Record accurate and timely information about each accident, injury, or illness that
occurs so that employee leaves, medical claims, and disabilities can be managed
appropriately.

B Report and analyze accident, injury, and illness information so that trends can be
identified, lessons can be learned from failures, and steps can be taken to prevent
recurrences.

The system provides the foundation for an effective employee health and safety
management program by recording employee-level information used for ongoing health
and safety maintenance or for handling of emergency situations. The types of information
that can be recorded include:
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Note:

Scheduled medical exams

Medical exam results

Employee blood type

Allergies

Disabilities

Religious preferences

Native language

Emergency contacts

Physician names and contact information
On-the-job accident and injury details

In addition, Cyborg's products provide important tie-ins between health and safety incidents
to employee salary and benefits and job-performance appraisals that may be affected. It
also provides the reporting capability required for management analysis of health and safety
information.

The information recorded can help your organization fulfill its legally-mandated
recordkeeping obligations. It provides evidence of required health and safety monitoring.
This information is essential to properly monitor on-the-job health risks and to meet the
legal implications potentially associated with any on-the-job accident, injury, or illness.

The system will help your organization efficiently manage employee health and safety.
This allows employees to perform to their fullest potential and allows management to focus
more on achieving organizational objectives rather than on the details of resolving
avoidable health and safety problems.

See also:
B Recording employee health information (on page 298)
For detailed directions on recording employee health information.

If you are using eCyborg Interactive Workforce, employees can view and maintain their
physician, emergency contact, and smoker information online.

Apply the Concept
What are the advantages of tracking health and safety information for your employees?
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Using the health and safety functionality

The system allows you to create a health and safety profile on new and existing employees.
You may choose to begin gathering information to create a health and safety profile on
potential employees during the applicant recruitment stages. This information, if entered,
will transfer to the employee's record at time of hire. Or, you may choose to begin entering
this type of data and actively maintain it after the employee is hired. The Health and Safety
forms can be accessed by using applicant organizations or active organizations.

A Health and Safety profile is helpful in emergency situations and should include the
following information:

Blood type and allergies—Emergency Medical Information form (15-SCR).
Smoker/non-smoker status—Emergency Medical Information form (15-SCR).

Disabilities and any resulting work restrictions—Injury/Illness And Work Restriction
form (17-SCR).

On-the-job accident and injury information—Injury/Illness And Work Restriction form
(17-SCR) is used to record if an employee is disabled and/or has any work-related
restrictions. The Injury Information form (PR-SCR) is used to record employee injury
and illness information.

Physician and emergency contact information—Emergency Contact/Physician form
(16-SCR).

On-the-job accident and injury information—Injury/Illness And Work Restriction form
(17-SCR) is used to record if an employee is disabled and/or has any work-related
restrictions. The Injury Information form (PR-SCR) is used to record OSHA or non-
OSHA related employee injury and illness information. The Additional Injury
Information form (PROSCR) is used to store supplemental information for an initial
injury or illness event. This form contains only data related to OSHA-reportable events.

Results of physical exams—Physical Exam Scheduled/Completed form (18-SCR) is
used to record information about the physical examinations an employee or applicant
has taken or is scheduled to take. Several fields on this form provide information to the
OSHA 300 record keeping reports. The information may or may not be related to an
OSHA injury or illness event. The Physical Exam Test/Results form (29-SCR) is used
to record the tests an employee or applicant received during a scheduled physical
examination. Medical test results may also be recorded.

Establishing data for government compliance

The system provides two reports for government compliance reporting: The OSHA Form
200- Lost Time Totals report (3Q-RPT) and the OSHA Form 200 - Lost Time Details
report (3S-RPT). These reports provide analyses of injuries, locations, time lost, disability
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or worker’s compensation status, and the OSHA qualifications. Use the Injury Information
form (PR-SCR) to record this information.

Three other reports are available for employers who are responsible for OSHA
Establishment reporting:

B OSHA Form 300 Log of Work-Related Injuries and Illnesses (20-RPT)
B OSHA Form 300A Summary of Work-Related Injuries and Illnesses (21-RPT)
B OSHA Form 301 Injury and Illness Incident Report (22-RPT)

To correctly generate these reports, the following forms must be completed if applicable to
the injury or illness:

Location Assignment/Changes (05SCSCR)
Injury Information (PR-SCR)

Additional Injury Information (PROSCR)
Physical Exam Scheduled/Completed (18-SCR)

Employee OSHA location

You may specify the number assigned to the OSHA Establishment to which the employee
usually reports by using the OSHA Establishment (option list HS52) on the
Locations/Assignment Changes form (0SCSCR). This satisfies the requirements of the new
OSHA Form 300A Summary of Work-Related Injuries and Illnesses.

This entry is tied to the OSHA Establishment Information form (OE-SCR), where the
establishment information is stored. It is also tied to the Additional Injury Information form
(PROSCR), where the OSHA Establishment site of the injury must be reported.

Refer to the Implementing the Human Resources Administration documentation for more
information about setting up the OSHA Establishment Information form (OE-SCR).

The option—Chg to OSHA Est (C40)—in the Location Chng Reason option list (HR65)
allows modification of the establishment location.

Employee injury information

The Injury Information form (PR-SCR) is used to store information related to an initial
injury or illness event by the initial occurrence date, rather than by subsequent events
related to that initial event. This form may store non-OSHA related data for an employee as
well.

You may use the Days Transferred text box to represent the number of days the employee
was assigned to another job on a temporary basis because of the illness or injury.

The Most Serious Result list box (option list HS51) stores the classification of the most
serious outcome associated with the injury/illness case recorded on the form. Each of these
values is considered an escalating event from highest to lowest code (40-10).The values for
this list box are as follows:

Code | Description

# (None)
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Code | Description

10 Death
Employee died as a result of work-related illness or injury

20 Days away from work
Employee experienced days away from work as a result of work-
related illness or injury

30 Transfer or Restriction
Employee remained at work but was transferred or restricted due to
work-related illness or injury

40 Other Recordable Cases

Employee remained at work but experienced an OSHA-recordable
illness or injury

The first character of the Injury Code represents whether an illness or injury has occurred,
and its type. The first character of the Injury Code mustbe a 1, 2, 3,4, 5,6, 7, 8,9, or A.
The remaining characters are user-defined.

The first character must conform with the following definitions so that OSHA reporting can
properly classify and display the injury/illness totals.

Option | Illness Injury OSHA
Code Report 300
column
1 Skin Disease — Disorders or Skin
illnesses caused by work disorder
exposure to chemicals, plants, or
other substances
2 Lung Dust — Disorders of the Respiratory
lungs (Pneumoconioses) condition
3 Respiratory — illnesses associated Respiratory
with breathing hazardous condition
biological agents, chemicals,
dust, gases, vapors or fumes at
work
4 Poisoning —examples: disorders Poisoning
evidenced by abnormal
concentrations of toxic
substances in blood, other tissues,
other bodily fluids or the breath
that are caused by the ingestion or
absorption of toxic substances
into the body.
5 Disorder — agents: Disorders due All other
to physical agents (other than illnesses

toxic materials)
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Option | Illness Injury OSHA
Code Report 300
column
6 Disorder — Injury
trauma:
Disorders
associated with
repeated trauma
7 Other illness — All other All other
occupational illnesses. illnesses
Examples: heatstroke, sunstroke,
heat exhaustion, heat stress and
other effects of environmental
heat; freezing, frostbite and other
effects of exposure to low
temperatures; decompression
sickness; effects of ionizing
radiation (isotopes, x-rays,
radium); effects of nonionizing
radiation (welding flash, ultra-
violet rays, lasers); anthrax; blood
borne pathogenic diseases such as
AIDS, HIV, hepatitis B or
hepatitis C; brucellosis;
malignant or benign tumors;
histoplasmosis;
coccidioidomycosis.
8 User defined All other
illnesses
9 User defined All other
illnesses
A Injury — any Injury
wound or
damage to the
body resulting
from an event in
the work
environment.

Employee additional injury information

You must use the Additional Injury Information form (PROSCR) to store supplemental
information for an initial injury or illness event if you are reporting an OSHA event. This
form contains only data related to OSHA-reportable events. The information on this form
supports the requirements of OSHA Form 300 Log of Work-Related Injuries and Illnesses

(20-RPT) and OSHA Form 301 Injury and Illness Incident Report (22-RPT).
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A special 'Privacy Case' indicator allows you to display the text 'PRIVACY CASE' instead
of personally identifiable information on the OSHA Forms 300 and 301. The following
types of cases MUST be considered privacy concern cases:

B An injury or illness to an intimate body part or to the reproductive system

An injury or illness resulting from a sexual assault

A mental illness

A case of HIV infection, hepatitis, or tuberculosis

A needlestick injury or cut from a sharp object that is contaminated with blood or other

potentially infectious material

B Other illnesses, if the employee independently and voluntarily requests that his or her
name not be entered on the log

The OSHA 'Reportable' or 'Non-reportable' selection on this form specifies whether or not
the injury or illness is reportable to OSHA. The OSHA Form 300 utilizes this indicator to
determine whether or not the injury/illness will be included in the report.

Physical exam information

Several entries on the Physical Exam Scheduled/Completed form (18-SCR) provide
information to the OSHA 300 record keeping reports. The information may or may not be
related to an OSHA injury or illness event. The Claim Nbr text box is the OSHA case
number; it is used to determine the first exam occurrence for correct reporting on OSHA
Form 301. Options in the Type of Exam list box (option list HS07) that will be used for
OSHA reporting are:

B OSHA Scheduled (9)
B Post-Accident Chemcl (7)
B Post-Accident Physcl (8)

See also:
B Recording disabilities and work restrictions (on page 300)
For detailed directions on recording disabilities and work restrictions.

B Recording emergency contact and physician information (on page 302)
For detailed directions on recording emergency contact and physician information.

B Scheduling physical exams (on page 306)
For detailed directions on scheduling physical exams.

B Entering physical exam results (on page 309)
For detailed directions on entering physical exam results.

B Recording illness and injury information (on page 311)
For detailed directions on recording illness and injury information.
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Language and religion information

During the applicant recruiting process, or after hiring a new employee, you may want to
record information regarding an employee's native language and religious preference. If
entered in the applicant organization, this information transfers with the employee record to
the active organization. Language and religion information could be useful in emergency
situations and is recorded on the Phone Numbers And Employment Information form (03-
SCR).

See also:

B Recording language and religion information (optional) (on page 304)
For detailed directions on recording language and religion information (optional).
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Health implications for Benefits Administration

Health and safety data you have recorded for your employees may have a direct impact on
the area of benefits administration. For example, in many organizations employees who
smoke pay more for their benefits than do non-smokers. There could also be associated
legal ramifications. It is possible the government could make judgments or set employee
safety standards based on the information you track regarding employee health and safety.
Governmental organizations may require reporting from your employee health and safety
records.
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Health and safety reports and their uses

The following is a list of reports related to employee health and safety:

Blood Donors report (3H-RPT)—Provides a list of those employees who have indicated
that they are willing to donate blood. This information is recorded on the Emergency
Medical Information form (15-SCR).

Disability And Work Restrictions report (SX-RPT)—Displays your employees who
have disabled conditions and/or any work-related restrictions. This information is
recorded on the Injury/Illness And Work Restriction form (17-SCR).

Emergency Contact Listing report (3F-RPT)—Provides a listing of all active employees
by employee name and employee number, including the emergency contact name and
address, personal physician name and address, emergency phone number, and physician
phone number. This information is recorded on the Emergency Contact/Physician form
(16-SCR).

Emergency Medical Information report (SW-RPT)—Displays emergency medical
information recorded on the Emergency Medical Information form (15-SCR) for active
employees.

Injury/Illness Report (3R-RPT)—Provides a listing of general information regarding
injuries and recorded illnesses. This information is recorded on the Injury Information
form (PR-SCR).

OSHA Form 200 Lost Time Totals report (3Q-RPT)—Provides the injury and illness
totals necessary for OSHA reporting.

OSHA Form 200 Lost Time Detail report (3S-RPT)—Provides injury and illness details
necessary for OSHA reporting.

OSHA Form 300 Log of Work-Related Injuries and Illnesses (20-RPT)—Displays the
information that satisfies the record keeping requirements for employers subject to the
Occupational Safety and Health Act of 1970.

OSHA Form 300A Summary of Work-Related Injuries and Illnesses (21-RPT)—
Displays the information that satisfies the record keeping requirements for employers
subject to the Occupational Safety and Health Act of 1970.

OSHA Form 301 Injury and Illness Incident Report (22-RPT)—Displays a separate
page for each OSHA-reportable injury/illness, which satisfies the record keeping
requirements for employers subject to the Occupational Safety and Health Act of 1970.
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B Physical Examinations Schedule (5Y-RPT)—Displays a physical examination
schedule. The information recorded on the Physical Exam Scheduled/Completed form
(18-SCR) is displayed on this report.
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Detailed Directions

This section provides detailed directions on completing a business task.

Tasks

Completing the Guided Practice ..........ccceoeeiiirenenieeeiceeeeee e
Recording employee health information..........
Recording disabilities and work restrictions
Recording emergency contact and physician

INFOIMALION ...ttt 302
Recording language and religion information

(00751303 11 ) LSRR
Scheduling physical €XamS .........cecuerierieriieieniereeeee et
Entering physical exam results
Recording illness and injury information
Recording additional injury information............eceverieneniieneneenenieienens 314

Completing the Guided Practice

You must have completed the Guided Practices in the prior sections to guarantee the
successful completion of the Guided Practice in this section. In the Guided Practice for this
section, you will be recording health and safety information for employee number 0012,
Andrew Anders, in the 999999 organization.

Recording employee health information

iO

To record employee health information, follow these steps:

Access the Emergency Medical Information form (15-SCR)

The Emergency Medical Information form (15-SCR) is used to record personal and health
related information that may be helpful in an emergency. You may want to record this data
if your employees participate in a Blood Donor program or if you have a company medical
facility. The information on this form may be helpful to your medical staff in treating
employees in a medical emergency.

Access this form by making the following selection from the Navigator:
Component: @' Employee Relations

Process: Manage Employee Health and Safety
Task: ¢ Blood Type/Allergies

For practice, access the Emergency Medical Information form (15-SCR) for employee
number 0012, Andrew Anders.
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Enter the Effective Date
Enter the date the emergency information was effective or is being recorded. Dates are
entered in MM-DD-CCY'Y format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '01-01-1998".
Select the Disability

Select the option that identifies an employee's disability. You may update this option list
(HS03) to include all of the disabilities needed by your organization.

For practice, select 'Allergic/Endocrine’.

Select the Blood Type
Select the employee's blood type.

For practice, select 'Type A RH Positive'.

Enter the Last Donation

Enter the date when the employee last donated blood. Dates are entered in MM-DD-CCY'Y
format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '12-07-1980' (US and Canada) or '07-12-1980' (elsewhere).

Click the Will Donate Blood check box
Click this check box if the employee is willing to donate blood.

For practice, click 'Will Donate Blood'.

Click the Employee Smokes check box
Click this check box only if the employee smokes.
For practice, do not click this check box.

Select the Allergies
Select the allergic condition(s) that apply to this employee.

For practice, select 'Aspirin' in the first allergy list box.

Select additional Allergies

Select additional allergic condition(s) which apply to this employee.
For practice, leave the remaining allergy list boxes unselected.

Click Save or press Enter
The Emergency Medical Information form (15-SCR) is recorded.

For practice, click Save or press Enter.
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If you completed the guided practice, the resulting form should look similar to the example
that follows:

[Emergency Medical Information Anders, Andrew
Effective Date= 01-01-15995| —hllergies
Disability: p|lergic/Endocrine j Aspirin ;l
Blood T¥pe: Type & Rh Positive || =l
Last Donation: 12-07-1350| d
¥ Will Donate Blood ;I
I Employee Smokes ;I
Religian:
Language:
See also:

B Employee health and safety (on page 287)
For an explanation of the contents and use of this form.

Recording disabilities and work restrictions
To record disabilities and work restrictions, follow these steps:
1. Access the Injury/lliness And Work Restriction form (17-SCR)

The Injury/Illness And Work Restriction form (17-SCR) is used to record an employee's
disabled condition (if any) and/or any work-related restrictions.

Access this form by making the following selection from the Navigator:

Component: @' Employee Relations
Process: Manage Employee Health and Safety
Task: '} Disabilities/Restrictions

For practice, access the Injury/lliness And Work Restriction form (17-SCR) for employee
number 0012, Andrew Anders.

2, Enter the Effective Date
Enter the date the emergency information was effective. Dates are entered in MM-DD-
CCYY format (US and Canada) or DD-MM-CCYY (elsewhere).

IO

For practice, type '01-01-1998.
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Select the Work Restriction
Select the employee's work restriction. You may update this option list (HS05) to include
all of the work restrictions needed by your organization.

For practice, select 'Chemical Allergies'.

Select the Injury/lliness
Select the option that best identifies the employee's condition. You may update this option
list (HS04) to include all of the disabilities needed by your organization.

For practice, select 'Respiratory Condition'.

Enter the Restriction Date

Enter the date the employee's disability occurred. Dates are entered in MM-DD-CCYY
format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, leave this text box blank.

Click Save or press Enter
The Injury/Illness And Work Restriction form (17-SCR) is recorded.

For practice, click Save or press Enter.

If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

[Thjuryf Tl Tness And Work Restriction Anders, Andrew

Effective Datex 01-01-1995]

Work Restriction: Chemical &llergies ;l

Injuryf11Iness: Respirtory Eondition;l

Restriction Date: |

See also:

B Using the health and safety functionality (on page 289)
For additional information on using this form.
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Recording emergency contact and physician information

Note:

Note:

ABD @

"‘ED

To record physician and emergency contact information, follow these steps:

Access the Emergency Contact/Physician form (16-SCR)

The Emergency Contact/Physician form (16-SCR) is used to record emergency contact
information for an employee. This information includes the person(s) to contact in the case
of an emergency, the employee's personal physician(s), and the phone number and address
of these individuals.

Adding physician data is an optional feature. Most organizations do not enter this data,
because an employee's physician can change frequently. However, it is helpful to add this
data if the employee has a known medical problem that may require immediate attention
from a personal physician.

Access this form by making the following selection from the Navigator:

Component: @ Employee Relations
Process: Manage Employee Health and Safety

Task: Physicians and Emergency Contacts

For practice, access the Emergency Contact/Physician form (16-SCR) for employee
number 0012, Andrew Anders.

Enter the Emergency Key
Enter a three-character identifier to separate multiple emergency records for a given
employee.

The Emergency Key for the primary contact must always be '001". This is the individual
that will appear on the Emergency Contact Listing report and the ESS Emergency Doctor
page, even if there are multiple emergency contacts listed. Other emergency contacts could
be numbered '002' for the employee's parent, '003' for the employee's neighbor, and so on.

For practice, type '001".
Enter the Contact

Enter the name of the individual that the employee has authorized to contact in an
emergency. Enter the name in the following format: Last Name, (comma/blank) First Name
(blank) Middle Initial (period).

For practice, type 'Goodman, Ronald P.'
Enter the Area Code/Phone

Enter the telephone number of the person to contact in an emergency.

For practice, type '505 456-7890".
Enter the Address

Enter the street address of the person to contact in an emergency.
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For practice, type 2750 Monroe Place'.
Enter the City/State

Enter the city and state portion of the emergency contact's address.

For practice, type 'Chicago, IL'.
Enter the ZIP Code

Enter the postal code for the emergency contact's address.

For practice, type '606006".
Enter the Physician (optional)

Enter the name of the physician the employee requests you contact in case of an

emergency. Enter the name in the following format: Last Name, (comma/blank) First Name
(blank) Middle Initial (period).

For practice, type 'Johnson, Dr. Robert L."
Enter the Area Code/Phone

Enter the telephone number of the physician to contact in an emergency.

For practice, type '901 957-4321".
Enter the Address

Enter the street address of the physician to contact in an emergency.

For practice, type '8000 Medical Plaza'.

Enter the City/State
Enter the city and state portion of the physician's address.

For practice, type 'Chicago, IL'.
Enter the ZIP Code

Enter the postal code for the physician's address.

For practice, type '60606".

Click Save or press Enter
The Emergency Contact/Physician form (16-SCR) is recorded.

For practice, click Save or press Enter.
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If you completed the guided practice, the resulting form should look similar to the example
that follows:

[Emergency ContactsFPhysician Anders, Andrew

Emergency Key> 001]

—Emergency Contact

Contact: Goodman. Ronald P. |
Area CodefPhone: 505] 456-75390)
Address: 2750 Monroe Place |

City/State: Chicago. IL |

ZIF Code: &0606]

—Emergency Fhysician

Fhy=sician: Johnson. Dr. Eobert L. |
Area Code/Fhone: 201 957-4321]
Address: 5000 Medical Flace |

CityfState: Chicago, IL |
ZIF Code: &0606]

See also:
B Using the health and safety functionality (on page 289)
For additional information on using this form.

Recording language and religion information (optional)

The Phone Numbers And Employment Information form (03-SCR) is used to enter and
track an employee's language and religion. If it is entered on this form, it will also display
on the Emergency Medical Information form (15-SCR), if this form has been
activated/entered for an employee. From a medical standpoint, the Emergency Medical
Information form (15-SCR) is the preferred location for language and/or religion
information, particularly if pastoral intervention is needed quickly.

& Refer to Hiring, Rehiring, Reinstating, Recalling, or Transferring an Employee (on
page 83) for more information on completing this form.
To enter language and religion details, follow these steps:

1. Access the Phone Numbers And Employment Information form (03-

SCR)

The Phone Numbers And Employment Information form (03-SCR) is used to record
information about an employee's language and religion.

Access this form by making the following selection from the Navigator:

Component: % Employee Resourcing
Process: _Maintain Basic Employee Details

Task: “ZF  Telephone/Previous Applicant Info
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For practice, access the Phone Numbers And Employment Information form (03-SCR) for
employee number 0012, Andrew Anders.

Enter the Effective Date (optional)

Enter the effective date for this entry. However, it this form has already been entered for the
employee, no entry needs to be made here. Dates are entered in MM-DD-CCYY format
(US and Canada) or DD-MM-CCYY (elsewhere).

For practice, leave this text box blank.

Select the Language

Select the employee's native language.

For practice, select 'Danish’.

Select the Religion

Select the employee's religious preference.

For practice, select 'Methodist'.

Click Save or press Enter

The language and religion information is recorded on the Phone Numbers And
Employment Information form (03-SCR). This information is now updated and will display
on the Emergency Medical Information form (15-SCR).

For practice, click Save or press Enter.

If you completed the guided practice, the resulting form should look similar to the example
that follows:

[Fhone Mumbers And Employment Thformation Anders, Andrew

Ef fective Date= 01-08-1998|
Applicant MNumber: 4012 |
Emp loyee Source:! Employment bgency ﬂ
Agency Fes: 1.500]

Relocation Expense: |

Telephone Number

Home: 312| 4545432 Language: Danish =l
Wark: | | Ext: | Feligion: Methodist LI

305



Using Human Resources Administration

See also:
B [Language and religion information (on page 294)
For an explanation of the contents and use of this form.

Scheduling physical exams

To schedule physical exams, follow these steps:

Access the Physical Exam Scheduled/Completed form (18-SCR)

The Physical Exam Scheduled/Completed form (18-SCR) is used to record information
about the physical examinations an employee or applicant has taken or is scheduled to take.

Access this form by making the following selection from the Navigator:

Component: @' Employee Relations
Process: Manage Employee Health and Safety
Task: Physical Exams Scheduled/Completed

For practice, access the Physical Exam Scheduled/Completed form (18-SCR) for employee
number 0012, Andrew Anders.

Enter the Date Recorded
Enter the date on which the physical examination data was recorded. Dates are entered in
MM-DD-CCYY format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '01-01-1998".
Select the Type Of Exam

Select the type of physical examination scheduled or taken by the employee or applicant.
You may update this option list (HS06) to include all of the examination types needed by
your organization.

Valid delivered options for OSHA reporting are:

B OSHA Scheduled

B Emergency

B Post-Accident Chemcl
B Post-Accident Physcl

For practice, select 'Insurance’.

Enter the Claim Nbr
Type the OSHA case number, used to determine the first exam occurrence for reporting on
OSHA Form 301.

For practice, leave ths entry blank.
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Select the Physician
Select the physician who is in charge of the employee’s or applicant’s physical
examination.

For practice, select 'Bechtel, Dr. Mary'.

Select the Exam Reason
Select the reason why the physical examination is to be performed. You may update this
option list (HS07) to include all of the reasons needed by your organization.

For practice, select 'Required Insurance'.

Enter the Cost

Enter the cost of the physical examination. This is an eight-digit text box with two decimal
places. For OSHA purposes, this may be the cost the employer pays for the OSHA
examination.

This information may be taken into consideration when reporting on an employee’s total
compensation package.

For practice, type '65.00".
Enter the Date Scheduled

Enter the date on which the physical examination is scheduled to be performed. Dates are
entered in MM-DD-CCY'Y format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '03-18-1998' (US and Canada) or '18-03-1998' (elsewhere).
Enter the Date Taken

Enter the date on which the physical examination was actually performed. Dates are entered
in MM-DD-CCYY format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '03-18-1998' (US and Canada) or '18-03-1998' (elsewhere).
Select the Facility

Select the location where the physical examination will be. You may update this option list
(HS089) to include all of the physical examination locations needed by your organization.

For practice, select 'Main Plant Medical'.
Enter the Address

Type the address of the facility where the exam or treatment took place, if away from the
work site.

For practice, leave this entry blank.

Enter the City/ST

Type the city and state of the facility where the exam or treatment took place, if away from
the work site.
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For practice, leave this entry blank.

Enter the ZIP Code

Type the postal code of the facility where the exam or treatment took place, if away from
the work site.

For practice, leave this entry blank.

Select the Result

Select the overall outcome of the physical examination. This option may also indicate
whether or not an additional examination is required.

For practice, since we are only scheduling the exam, leave this list box blank.

Click the Exam Provided As Perq check box
Click this check box if the examination was provided to the employee/applicant as a
perquisite.

For practice, do not click this check box.

Click the Emergency Room check box
Click this check box if the employee was treated in an emergency room for an OSHA-
reportable event.

For practice, do not click this check box.

Click the Hospitalized Overnight check box
Click this check box if the employee stayed in the hospital as an inpatient for an OSHA-
reportable event.

For practice, do not click this check box.

Click Save or press Enter
The Physical Exam Scheduled/Competed form (18-SCR) is recorded.

To continue recording the injury/illness information, access the Injury Information form
(PR-SCR) and the Additional Injury Information form (PROSCR) from the menu or
Navigator.

For practice, click Save or press Enter.
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If you completed the guided practice, the resulting form should look similar to the example
that follows:

thsical Exam ScheduledfCompleted Anders, Andrew
Date Recorded= 01-01-159&]
Type Of Exam> |nsurance d
Claim Hbr: | Dates
Fhysician: Bechtel. Dr. Mary ;I Scheduled: 03-158-199&|
Taken: 03-15-19398]
Exam Reason: Required Insurance LI
Cost: 65.00|
Facility: Main Plant Medical v Result: |
Address: | Frovided as Ferqg: [
Cityfst: || Emergency Room: [
ZIF Code: | Hospitalized Overnight: [
See also:

B Establishing data for government compliance (on page 289)
For additional information on using this form.

Entering physical exam results
To enter physical exam results, follow these steps:
1. Access the Physical Exam Test/Results form (19-SCR)

The Physical Exam Test/Results form (19-SCR) is used to record the tests and results of a
scheduled physical examination of an employee or applicant.

Access this form by making the following selection from the Navigator:
Component: '@' Employee Relations

Process: Manage Employee Health and Safety
Task: Physical Exam Tests/Results

O

For practice, access the Physical Exam Test/Results form (19-SCR) for employee number
0012, Andrew Anders.

2. Enter the Date Of Physical

Enter the same date as the 'physical scheduled' or 'physical taken' date. The date selection
depends on whether you enter the date before or after the physical examination is
performed. Dates are entered in MM-DD-CCY'Y format (US and Canada) or DD-MM-
CCYY (elsewhere).

For practice, type '03-18-1998' (US and Canada) or '18-03-1998' (elsewhere).
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Enter the Form Number
Enter the number of this form. This allows multiple sets of physical examination tests to be
entered for an employee or applicant.

For practice, type 'l".
Select the Tests/Results 1

Select the physical examination tests. Multiple sets of tests may be entered.

For practice, select 'Cardiovascular Stres' for the first Test list box.

Enter the Results
Enter the result of the corresponding physical examination test. This is a free-form text box
to use as needed for any individual test result.

For practice, type 'Normal' in the first Results text box.
Select the Tests/Results 2

Select the physical examination tests. Multiple sets of tests may be entered.

For practice, select 'Alcohol, Blood Chem' for the second Test list box.

Enter the Results
Enter the result of the corresponding physical examination test. This is a free-form text box
to use as needed for any individual test result.

For practice, type 'Normal' in the second Results text box.

Select the Tests/Results 3

Select the physical examination tests. Multiple sets of tests may be entered.

For practice, select 'Carbon Monoxide' for the third Test list box.

Enter the Results
Enter the result of the corresponding physical examination test. This is a free-form text box
to use as needed for any individual test result.

For practice, type 'High' in the third Results text box.
Select the Tests/Results 4

Select the physical examination tests. Multiple sets of tests may be entered.

For practice, select 'Drug Screen' for the fourth Test list box.

Enter the Results
Enter the result of the corresponding physical examination test. This is a free-form text box
to use as needed for any individual test result.
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For practice, type 'Passed' in the fourth Results text box.
12. Click the More check box or the Last check box
Click '"More' if there are additional tests/results to be entered than can be entered on the first
form. Click 'Last' if all of the tests/results have been entered.
(] . .
For practice, do not click the check boxes.
13. Click Save or press Enter
The Physical Exam Test/Results form (19-SCR) is recorded.
(] . .
For practice, click Save or press Enter.
If you completed the guided practice, the resulting form should look similar to the example
that follows:
[Fhysical Exam Tests/Resulfs Anders, Andrew
Date of Fhysical= 03-18-1998] Screen Numbers 1|
rTests/Resul t More Screens
Chooze More if you have
1: Cardiovascular Stresj Fesults: Hormal | filled this screen and
there are more tests
2: ilcohol, Elood Chem | Normal | to enter.
3 Carbon Monoxide LI High | Choose Last otherwise.
4: Drug Screen = Fassed | &+ More
 Last
See also:

B Using the health and safety functionality (on page 289)
For additional information on using this form.

Recording illness and injury information
To record illness and injury information, follow these steps:

1. Access the Injury Information form (PR-SCR)

The Injury Information form (PR-SCR) is used to record illness and injury information that
is used for government compliance reporting.

Access this form by making the following selection from the Navigator:
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Component: @' Employee Relations
Process: Manage Employee Health and Safety
Task: CF lliness/Injury Status

For practice, access the Injury Information form (PR-SCR) for employee 3001, Alexander
Bloom.

Enter the Injury Date

Enter the date that the injury or initial illness diagnosis took place. If an absence of work
occurred before the diagnosis of illness, use this entry to record the first day of the absence
attributable to the illness that was later diagnosed or recognized. Dates are entered in MM-
DD-CCYY format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '01-05-1999' (US and Canada) or '05-01-1999' (elsewhere).

Enter the Injury Code

Enter the code corresponding to the type of illness or injury that the employee has. The text
box allows up to 4 alphanumeric characters. The first position must follow the Cyborg-
defined coding scheme because all Cyborg-delivered reports are coded to use the first
position in a consistent manner. The remaining positions are user-defined.

For practice, type 'A001".
Enter the Injury

Enter a description of the illness or injury.

For practice, type 'Chronic Back Pain'.

Enter the Claim Number
Enter the claim number associated with the illness or injury. This is the OSHA case number
and can contain letters and dashes, if appropriate.

For practice, type 'D-7654".
Enter the Days Lost

Enter the number of days that the employee was absent from work due to the illness or
injury, starting from the day after the event occurred.

For practice, type '7'.
Enter Days Restricted

Enter the number of days that the employee was not working in his or her normal capacity,
starting from the day after the event occurred. The employee may be assigned to another
job on a temporary basis, working at his or her permanent job less than full time, or
otherwise be unable to perform normal duties due to the illness or injury.

For practice, type '5".
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Enter Days Transferred
Enter the number of days that the employee was assigned to another job on a temporary
basis because of the injury/illness.

For practice, leave this entry blank.

Enter the Home Department
Enter the user-defined code for the department to which the employee is regularly assigned.

For practice, type '3131".

Select the Most Serious Result

Select the classification of the most serious outcome associated with the injury/illness case
recorded on this form. Options for this list box are listed in the Most Serious Result option
list (HS51). This entry may be changed subsequently to report a more serious result.

For practice, select 'Transfer or Restrict'.

Click the Still Missing Days/Restricted Work check box
Click this check box if the employee is still losing days or is in restricted status due to the
illness or injury.

For practice, do not check this box.

Select the Litigation
Select the appropriate option to indicate the status of litigation as a result of the illness or
injury.

For practice, select 'No Litigation'.

Select the Disability Type

Select the appropriate option to indicate whether or not a Disability Claim was filed.

For practice, select 'No Disability".
Select the OSHA

Select the appropriate option to indicate whether or not the illness or injury was reported to
OSHA.

For practice, select 'Reportable’.

Select the Worker's Compensation

Select the appropriate option to indicate whether or not the employee has received Worker's
Compensation for the illness or injury.

For practice, select 'Received'.
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Click Save or press Enter
The Injury Information form (PR-SCR) is recorded.

For practice, click Save or press Enter.

If you completed the guided practice, the resulting form should look similar to the example

that follows:
[Thjury ITnformation ELOOM. ALEXANDER |
Injury Date= 05-01-1999] [T still Missing Daysf
Festricted Work
Injury Code: A0OQL|
Injury: Chronic Back Pain | rLitigation
Claim Humber: D-7654 |
Days Lost: 007| @ Mo Litigation
Days Restricted: 003| " In Progress
Days Transferred: 000] " Successful
Home Department: 3131| = Unsuccessful
Most Serious Result: Transfer or Restrict;l
Disabil ity OSHA T Warkers Compensation
i No Disability = MWon-reportable = Mone
" Short Term {* Reportable * Received
= Long Term
See also:

B Establishing data for government compliance (on page 289)

For more information about government compliance reporting.

Recording additional injury information

To record OSHA-related injury information using the Additional Injury Information form
(PROSCR), follow these steps:

Access the Additional Injury Information form (PROSCR)

The Additional Injury Information form (PROSCR) is used to record injury or illness
information that is used for government compliance reporting. This form contains only data
related to OSHA-reportable events.

Access this form by making the following selection from the Navigator:

Component: @ Employee Relations
Process: Manage Employee Health and Safety

Task: :F Additional Injury Information

Enter the Injury Date

Enter the date on which the injury or initial illness diagnosis took place. If an absence of
work occurred before the diagnosis of illness, use this entry to record the first day of the
absence attributable to the illness that was later diagnosed or recognized. Dates are entered
in MM-DD-CCYY format (US and Canada) or DD-MM-CCYY (elsewhere).
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Click the Privacy Case

Use this entry to specify whether the injury or illness is of a privacy concern. If this check
box is selected, the employee's personally identifiable information will be suppressed on
OSHA reports that are run with a privacy parameter.

The following types of cases MUST be considered privacy concern cases:

An injury or illness to an intimate body part or to the reproductive system

An injury or illness resulting from a sexual assault

A mental illness

A case of HIV infection, hepatitis, or tuberculosis

A needlestick injury or cut from a sharp object that is contaminated with blood or other
potentially infectious material

B Other illnesses, if the employee independently and voluntarily requests that his or her
name not be entered on the log

Select the Report OSHA Est
Select the OSHA Establishment for which the injury should be reported. This option list
(HS52) is user-defined and may be updated to meet the needs of your organization.

Enter Where did the event occur
Type a short description of where the event occurred, for example, 'Loading dock north
end'.

Enter What object or substance harmed employee

Type a short description of the object or substance that harmed the employee. Leave this
entry blank if it does not apply to the event.

Enter What happened

Type a short description of how the injury occurred. Text may be abbreviated to fit into this
text box.

Enter What employee was doing before the incident

Type a short description of the employee activity as well as the tools and equipment being
used.

Enter the Time Employee Started
Type the time the employee began work on the day of the event. You may right-click the
text box to display a Show Clock dialog from which you can select the time entry.

Enter the Time Injury Occurred

Type the time of the event. You may right-click the text box to display a Show Clock
dialog from which you can select the time entry. If the entry is left blank, then the OSHA
301 report will display the phrase 'Not determined'.

Click Save or press Enter
The Additional Injury Information form (PROSCR) is recorded.

To continue recording the injury/illness information, access the Injury Information form
(PR-SCR) from the menu or Navigator.
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See also:
B Establishing data for government compliance (on page 289)
For more information about government compliance reporting.
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Review of Questions Answered

1. How is the health and safety functionality used in the system?

2. What is the advantage of recording language and religion information for your
employees?

3. What is the possible impact of health and safety information on Benefits
Administration?
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CHAPTER 10

Tracking Discipline and Grievances

In This Chapter

INErOAUCHION ..ooviiiiiicicicce et 320
Overview of tracking disciplinary and
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Disciplinary and grievance reports and their
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Introduction

Tasks

Prerequisites

Tracking your organization's employee discipline and grievances starts with having
appropriate procedures in place. These procedures allow you to manage discipline and
grievance issues from the inception of a problem to any action taken by the organization.
Cyborg's products provide functionality that enables you to track discipline and grievances,
review procedures and legal requirements, investigate cases, conduct meetings or hearings,
and to record any actions taken.

This section explains the following:

B Tracking disciplinary actions
B Tracking grievances

Before you can perform the tasks in this section, the following must be established:

B You must have implemented and added your employees to the system.

Refer to Recruiting and Selecting Employees (on page 33) and Hiring, Rehiring,
Reinstating, Recalling, or Transferring an Employee (on page 83) for more information.

Questions answered

The following questions are answered in this section:

1. How are employee grievances and disciplinary actions recorded using the system?
2. What reports are available to track employee grievances and disciplinary actions taken
by the organization?
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Overview of tracking disciplinary and grievance actions

Just as the feeling that employee health and safety considerations in the work environment
have been met is critical to a worker's ability to contribute effectively, a feeling that an
employee's grievances (or the organization's disciplinary actions against the employee) are
handled appropriately is critical to the worker's peace of mind, morale, and motivation to
perform well for the organization.

Disciplinary actions

Grievances

Disciplinary actions are generally directed at the employee by a supervisor or manager in
response to what the organization perceives as poor job performance, unsafe work
practices, inappropriate or ineffective dealings with other employees or with customers or
clients, habitual tardiness or unplanned and unauthorized absences, and so forth. The goal
of most disciplinary actions is to help employees improve their work performance and
become more valuable to the organization. When disciplinary actions fail to bring about the
desired improvements, the record of any disciplinary actions on file becomes a key
supporting factor in the organization's decision to reassign the employee or terminate the
individual's employment. Of course, some disciplinary actions deal with matters that are
serious enough to warrant dismissal or demotion of an employee without the need for
additional or repeated disciplinary actions.

Employee grievances are generally directed at what the employee perceives to be poor
working conditions, unfair employment or supervision practices, inequitable treatment in
matters of pay or other benefits, harassment by others on the job, and so forth. Employee
grievances often enable the organization to identify opportunities for improvement of job
processes, procedures, or policies, or to make changes in the workforce that will boost
productivity, morale, and employee health and safety. Employees who see that their
grievances are being handled professionally and in a timely manner are likely to feel that
they are in fact being heard by management and that their concerns are of interest to the
organization. Those employees are most likely to maintain their commitment to
organizational success and to providing their best work performance.

Apply the Concept
What are disciplinary actions and grievances?

Disciplinary and grievance procedures

Your organization has likely established formal procedures for handling both disciplinary
actions and employee grievances. Those procedures probably require accurate, timely, and
detailed recording of key information about each action. Recording and tracking
disciplinary actions and grievances is important because of the possible legal implications
and employee-relations issues connected with them. It also provides opportunities for
improving the situations that brought about the disciplinary action or grievance.

The following is a typical disciplinary/grievance procedure:
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5.
6.

Review and plan for adherence to your organization's disciplinary and grievance
procedure and any applicable legal requirements.

Investigate the facts surrounding the disciplinary action or grievance. This investigation
could include interviewing supervisors or managers, visiting the work site and
observing conditions, and so forth.

Conduct a disciplinary meeting or grievance hearing with the employee and other
concerned individuals in attendance.

Determine the action to be taken to resolve the grievance or to impose appropriate
discipline. The action taken to resolve an employee grievance or disciplinary action
may include one or more of the following:

Issuing a warning to the employee or others
Dismissal

Demotion

Reassignment

Counseling

Training

Changes to a policy or procedure

Record the results of the disciplinary meeting or grievance hearing.
Notify the employee (and any others affected) and take necessary action.

The system provides the foundation for managing these potentially sensitive employee-
relations issues by recording employee-level information about critical dates, actions, and
resulting statuses. It also provides important tie-ins or cross-references to paper
documentation required for proper handling of employee disciplinary actions or grievances.

In addition, you may want to take an overall view of the level of disciplinary or grievance
action occurring within your organization. The standard reporting functions provide the
capability to view information recorded at the employee level in response to each instance
of a grievance or disciplinary action.
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Use of disciplinary and grievance actions

These forms are used to track employee disciplinary actions and grievance procedures:

Disciplinary Actions form (DA-SCR)

This form is used to record disciplinary actions taken against employees by your
organization.

You can record the type of problem and the disciplinary actions taken. Each incident is
dated to keep an accurate history of actions taken. You may also record any review
information, if applicable. In the example shown below, the Disciplinary Actions form
(DA-SCR) displays a disciplinary action filed against employee Andrew Anders on
February 1, 1998 for insubordination. The disciplinary action taken was to issue the
employee a level one suspension that became effective on February 2, 1998:

Note: The review information area on this form provides an opportunity to record the type of
disciplinary follow-up review that may be needed as a result of this disciplinary problem,
as well as the date on which that follow-up review should be conducted.

[Disciplinary Actions Anders, Andrew |
bate Of Froblem= 02-01-1338|
Type Of Froblem=  |nsubordination =

rDisciplinary Action
hetion Taken: suspended-Level 1 LI
Date Recorded: 02-01-1593]
Effective Date: 02-02-199§|
rReview Information
Type: ;I
Date: |

Grievances form (GT-SCR)

This form is used to record the details of grievances that are filed by your employees. A
history of each time the status of a grievance changes can be tracked.
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You can also track information such as supervisor name, contract number, file reference,
date recorded, and status date. The first form below is an example of how the Grievances
form (GT-SCR) looks initially when a grievance is filed by an employee. In this case,
employee Andrew Anders has filed a grievance for a safety violation on a piece of
machinery in the main plant that occurred on January 19, 1998. The violation was recorded

on February 4, 1998:

1-19-1939g]
Safety Wial-Machine

Action Fend-Grv Comm

S:00
ain Plan
Grabowski, loe

The second form shows what the Grievances form (GT-SCR) looks like after resolution of

the grievance. In this case, as of the status date, February 11, 1998, the machine was
repaired and the grievance was resolved:

See also:

1-19-1995
Safety Wial-Machine

Reszolved-Repairs
S:0

ain Plan
rabowski,. loe

2-04-198
2-11-199§]

B Tracking disciplinary actions (on page 327)
For detailed directions on tracking disciplinary actions.
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B Tracking grievances (on page 329)
For detailed directions on tracking grievances.
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Disciplinary and grievance reports and their uses

The following is a list of reports that are related to employee disciplinary actions and
grievances:

B Disciplinary Actions Report (3M-RPT)—Provides a summary of the disciplinary
actions taken against employees by the organization as recorded on the Disciplinary
Actions form (DA-SCR).

B Grievance Recording And Status Report (3V-RPT)—Provides a summary of the
employee grievance information on file as recorded on the Grievances form (GT-SCR).

Refer to the Report Quick Reference (on page 421) for more information on these reports.
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Detailed Directions

This section provides detailed directions on completing a business task.

Tasks

Tracking disciplinary aCtions ..........ccceeveeeeeeirinenieieieeee e 327
Tracking grievances

Tracking disciplinary actions

b

O

To track disciplinary actions, follow these steps:

Access the Disciplinary Actions form (DA-SCR)
The Disciplinary Actions form (DA-SCR) is used to record information about disciplinary
actions taken by your organization against an employee.

Access this form by making the following selection from the Navigator:

Component: @ Employee Relations
Process: Tracking Discipline and Grievances

Task: =F Track Disciplinary Actions

For practice, access the Disciplinary Actions form (DA-SCR) for employee number 1117,
Richard Adams.

Enter the Date of Problem

Enter the date on which the action occurred that warranted disciplinary action. Dates are
entered in MM-DD-CCY'Y format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '02-02-1997".

Select the Type Of Problem

Select the reason for the disciplinary action. You may update this option list (ER04) to
include all of the types needed by your organization.

For practice, select 'Intoxicated Drugs'.

Select the Action Taken
Select the disciplinary action that has taken place. You may update this option list (ER05)
to include all of the disciplinary actions needed by your organization.

For practice, select 'Probation-Level 2'.
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QBD

IO

Enter the Date Recorded
Enter the date on which the disciplinary action is actually recorded. Dates are entered in
MM-DD-CCYY format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '02-03-1997' (US and Canada) or '03-02-1997' (elsewhere).
Enter the Effective Date

Enter the date on which the disciplinary action goes into effect. Dates are entered in MM-
DD-CCYY format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '02-03-1997" (US and Canada) or '03-02-1997' (elsewhere).
Select the Type

Select the review required for the disciplinary action. You may update this option list
(ER06) to include all of the review types needed by your organization.

For practice, leave this list box blank.

Enter the Date
Enter the date the disciplinary action review is scheduled for. Dates are entered in MM-
DD-CCYY format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, leave this text box blank.

Click Save or press Enter
The Disciplinary Actions form (DA-SCR) is recorded.

For practice, click Save or press Enter.

If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

[Disciplinary Actions ADANS, REICHARD

Date Of Froblem= 02-02-1337)
Type Of Problem> |ntoxicated Drugs LI

rDisciplinary Action
detion Taken: probation-Level 2 =
Date Recorded: 02-03-1597]

Effective Date: 02-03-1937]

Review Information

Type: ;I

Date: |
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See also:
B Use of disciplinary and grievance actions (on page 323)
For an explanation of the contents and use of this form.

Tracking grievances

IO

o

iO

To track grievances, follow these steps:

Access the Grievances form (GT-SCR)
The Grievances form (GT-SCR) is used to record information regarding grievances filed by
an employee.

Access this form by making the following selection from the Navigator:

Component: @ Employee Relations
Process: Tracking Discipline and Grievances

Task: 5] Track Grievances

For practice, access the Grievances form (GT-SCR) for employee number 1113, Jonathan
Batholow I11.

Enter the Date Occurred

Enter the date on which the incident that prompted the grievance occurred. Dates are
entered in MM-DD-CCY'Y format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '10-05-1997' (US and Canada) or '05-10-1997' (elsewhere).

Select the Grievance
Select the grievance that is being recorded. You may update this option list (ER01) to
include all of the grievance types needed by your organization.

For practice, select 'On Call Dispute’.

Select the Status
Select the status of the grievance. You may update this option list (ER02) to include all of
the various status descriptions needed by your organization.

For practice, select 'Action Pending-Grv Comm'.

Enter the Time Occurred
Enter the time (military) at which the incident that prompted the grievance occurred.

For practice, type '12:00".

Enter the Location
Enter the location where the incident that prompted the grievance took place.

For practice, type 'Chicago’.
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Select the Supervisor
Select the supervisor of the employee. You may update this option list (ER039) to include
all of the supervisors needed by your organization.

For practice, select 'Carling, Martin'.

Enter the Contract

Enter up to a 10-digit alphanumeric reference number that indicates the location of a cross-
reference in a contract (union or otherwise). This may be a legal and/or contractual
reference to the occurrence of an incidence like the one that prompted the grievance.

For practice, leave this text box blank.

Enter the File Reference
Enter up to a 10-digit alphanumeric number or notation to identify where additional
information concerning the grievance may be obtained.

For practice, leave this text box blank.

Enter the Date Recorded
Enter the date on which the grievance was recorded. Dates are entered in MM-DD-CCYY
format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '10-06-1997' (US and Canada) or '06-10-1997' (elsewhere).
Enter the Status Date

Enter the date on which the status of the grievance was evaluated. Dates are entered in
MM-DD-CCYY format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, leave this text box blank.

Click Save or press Enter
The Grievances form (GT-SCR) is recorded.

For practice, click Save or press Enter.
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If you competed the Guided Practice, the resulting form should look similar to the example
that follows:

10-05-1997]
On Call Dispute

Action Pend-Grv Comm

2:0
hicago
Carling. Martin

See also:

B Use of disciplinary and grievance actions (on page 323)
For an explanation of the contents and use of this form.
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Review of Questions Answered

1. How are employee grievances and disciplinary actions recorded using the system?

2. What reports are available to track employee grievances and disciplinary actions taken
by the organization?
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PART 5

Employee Compensation
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CHAPTER 11

Managing Employee Compensation
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Introduction

Tasks

Prerequisites

Effective management of employee compensation starts with having the proper
compensation management systems in place. The management of employee compensation
requires you to have a knowledge of events that trigger compensation changes and an
understanding of the compensation data that is recorded. The system enables you to
administer employee pay and benefits, formulate compensation policies and procedures,
and develop compensation cost containment and management strategies.

This section explains the following:

Entering a salary change directly

Recording monetary perquisites and bonuses
Scheduling a future review

Viewing the results of a salary calculation

Before you can perform the tasks in this section, the following must be established:

Salary Grade tables

Job Code tables

Job Points tables (optional)

Salary assignments for each employee

Job/position assignments for each employee

Location assignments for each employee, if you are not using Position Administration

Refer to the Implementing Human Resources Administration documentation for information
on setting up HR tables.

Questions answered

The following questions are answered in this section:

1. What considerations are involved in managing employee compensation?

2. What are the different methods of entering salary changes?

3. Why is periodically reviewing the salary review process beneficial to your
organization?

4. What are the different ways to analyze cost results?

5. What are the implications of the different system components on managing employee
compensation?
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Managing your employee compensation

Much more than simply 'payroll administration', employee compensation management is
key to your organization's ability to recruit and retain an effective workforce, especially
when integrated with the employee relations, development, and resourcing activities
conducted by your organization. Compensation issues are generally viewed by employees
as one of the most important considerations affecting their relationship with the
organization.

Managing compensation effectively is a critical human resources management function.
The system is equipped to help your organization succeed in that function by providing a
range of compensation-management tools from employee-level recordkeeping to
organizational budgeting and reporting.

What is compensation management?

Compensation management is the process of maintaining the types and levels of
compensation that enable an organization to recruit and retain the workforce it needs to
fulfill organizational objectives at an acceptable cost to the organization. In other words, it
is the process of paying the right amount of money and other benefits to get the right
employees with the right skills to help your organization succeed.

The key elements of compensation management

The most obvious focus of compensation management is providing types and levels of
competitive wages, salaries, benefits, and other forms of compensation to your employees
that allow the organization to recruit and retain suitably skilled and experienced employees.
When compensation falls below competitive levels, the organization is unable to attract
new employees with desired qualifications, and employee turnover increases as current
employees leave the organization for better compensation elsewhere.

Designing and delivering competitive compensation is rarely accomplished without careful
analysis and planning and a carefully formulated compensation strategy and policy.
Keeping an organization's compensation policy effective in the face of changing market
conditions is an important objective of compensation management activities.

An effective compensation policy has another purpose besides the establishment of
competitive compensation levels—cost management. Cost management includes a variety
of costing or budgeting activities, including scenario modeling of compensation changes
and identification of your organization's total labor costs.

Managing employee compensation includes three key elements:

B [ndividual compensation administration (including both pay and benefits)
B Compensation policy formulation
B Compensation cost management

Cost management is accomplished through effective policy formulation. Policy formulation
not only governs individual compensation administration but also is influenced by (and is
dependent on) information gathered at the individual employee level. The foundation of
good employee compensation management is the administration of individual employee
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compensation. Other influences on policy formulation will include information on external
labor markets, such as salary surveys, benchmarking, and competitor analysis.

Tasks in administering individual employee compensation
Administering individual employee compensation includes three key tasks:

1. Recording total compensation for each employee
2. Recording changes in employee compensation
3. Scheduling upcoming compensation-related activities

The initial task of recording total compensation for each employee involves recording such
items as the following:

Basic salary or wages

Allowances

Special payments

Performance-related pay

Bonuses

Financial and non-financial benefits such as health insurance, pensions, and company
property

Overtime payments

Employee loans or certain expense reimbursements

Recording and tracking these various forms of compensation is facilitated by the Human
Resources, Payroll, Salary Administration, and Benefits Administration components.

Refer to the Using Benefits Administration manual and Using Salary Administration
manual for additional information on the impact on your employee benefits, salary issues,
and paying your employees.

The task of recording changes in employee compensation may take place annually, but will
often occur more frequently. Basic salary or wage changes as well as changes in other
forms of compensation (such as assignment of company property) can be brought about by
such events as performance appraisals, promotions or other job changes, reduction or
increase in hours worked, transfers, and status changes between part-time and full-time
employment. Each compensation change is documented by such details as effective date of
the change, reason for the change, and amount of the change.

The remaining task in administering individual employee compensation is the scheduling of
each employee's next compensation review. The system will automatically prompt you
when the next salary review is due to ensure timely handling of this type of event.

Policy formulation tasks

With employee-level compensation information accurately recorded, you are able to use the
consolidated reporting functionality to identify patterns or trends within your organization's
workforce. Identification of trends may be helpful in analyzing the effectiveness of your
organization's compensation policy. For example, consolidated reporting that shows a high
level of turnover tied to compensation issues may prompt your organization to review its
compensation policy for competitiveness in the market. In addition, many organizations use
external benchmarking to compare their compensation programs to market norms.
'Benchmarking' is the process of gathering comparative information about types and levels
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of compensation being offered by other organizations in the market (through use of salary
surveys, for example). The Salary Administration, Benefits Administration, and Payroll
components can help you complete these important benchmarking comparison activities
and other advanced management and analysis functions relating to compensation policy
formulation.

Cost management tasks

Many cost management tasks focus on the current implementation of your organization's
compensation policy. For example, charging compensation costs to appropriate divisions or
departments within your organization and identifying total labor costs. Other cost
management tasks focus on the future implementation of compensation policy or on
anticipated changes in compensation policy.

Apply the Concept
What are the key elements of compensation management?

339




Using Human Resources Administration

How to enter salary changes

&

Salary changes that result from a new hire or employee review (or any other types of
necessary salary changes) are recorded manually by entering the actual salary information
into the system. As an alternative, the Salary Administration component gives you the
added flexibility to convert proposed salary increase information from an employee's salary
budget record to an actual salary increase.

Refer to the Using Salary Administration documentation for more information.

Direct entry of salary changes

The Salary Assignment/Changes form (40-SCR) is used to record individual employee
salary and hourly rate changes. The system accommodates the entry of current and future-
dated salary changes, as well as historical salary changes. You can also override a salary
calculation by choosing the override option and entering new amounts in any or all of the
numeric text boxes.

Even if you are using Salary Administration to process salary changes, you always have the
option to manually record changes directly on the Salary Administration/Changes form (40-
SCR). Of course, the alternative is to allow the system to convert your proposed salary
information into actual salary changes.

Multiple changes on the same date

It occasionally may be necessary to process multiple salary changes with the same effective
date, such as merit and promotional increases. If you enter multiple salary changes for an
employee as percentages (versus multiple changes as monetary values), each percentage is
calculated on the same annual salary base instead of being compounded with each addition.

For example, if an employee has a starting annual salary of 10,000 and you give that person
a merit increase of 5 percent and a promotional increase of 10 percent on the same date, the
system calculates the increase amounts as follows:

Merit = 10,000 x 5 percent = 500
Promotion = 10,000 x 10 percent = 1,000
New salary = 10,000 + 500 + 1000 = 11,500

It is important to enter salary changes in the order in which you want to have them
presented on reports and forms. For example, enter a merit increase before a promotional
increase or vice versa, because the last entry will be considered the most current salary
change.

Viewing future-dated salary changes

Once salary changes have been entered into the system, you may want to follow up on
those that are future-dated. A future-dated increase is one that will become actual on a date
that exceeds the current pay period ending date.

You may monitor these salary changes by using the Future Dated Salary Adjustments On
File report (3T-RPT). The report parameters allow the entry of an 'as of' date. Only salary
changes with an effective date greater than the 'as of' date are included in the report.
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Monetary perquisites and bonuses

In addition to salary changes, you may also approve employee bonuses or monetary
perquisites based on employee performance ratings, or have a need to record this type of
information on some other discretionary basis not directly linked to performance.

Use the Bonus/Commission Information form (26-SCR) to record bonuses awarded to an
employee. This information is often considered part of total compensation and is stored on
the employee record. Authorization data can be entered, including location and the person
or department.

The Perquisites: Monetary form (27-SCR) is used to record monetary perquisites or special
allowances granted to an employee. These may be generally recurring payments such as
automobile allowances, travel subsidies, and so forth.

Multiple perquisites may be active at the same time as long as each is paid by a separate
HED. The Date Awarded text box is not necessarily the first date a perquisite was paid—
you can award a perquisite that is not to be paid until the employee relocates, receives a
green card, or meets some other criterion. You may want to record the award now as the
Date Awarded and enter the perquisites effective date in the Start Text box.

If you need to change the perquisite parameters, inactivate the existing perquisite and add a
new perquisite with a new date and amount. Do this instead of changing the current
perquisite. This provides a running history of the perquisites.

Bonus and monetary perquisite information does not automatically update payroll
information. Time entries or one-time payments must be processed to actually compensate
the employee. However, both of these forms can be modified to create a payment
automatically.

See also:
B Entering a salary change directly (on page 356)
For detailed directions on entering a salary change directly.

B Recording bonus information (on page 361)
For detailed directions on recording bonuses.

B Recording monetary perquisites (on page 363)
For detailed directions on recording monetary perquisites.
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Salary effective date considerations

Note:

The system can be set up to have Human Resources automatically update Payroll with
salary change information entered on the Salary Assignment/Changes form (40-SCR). This
is done by selecting 'HR Controls Field' for the Pay Freq, Hourly Rate, Normal Hours, and
Sal Per Period list boxes on the System Options form (TG-SCR).

If Position Administration is in use, an employee must have an Incumbency - Basic Details
form (M40SCR) on file to allow the Salary Assignment/Changes form (40-SCR) to update
payroll.

The system uses the Effective Date of the salary change and the employee's pay frequency
to determine the pay period during which the salary change will be processed by Payroll.
The Employee Information form (EF-SCR) indicates an employee's pay frequency, for
example, 'Monthly'. The pay frequency's period end date is then used by the Salary
Assignment/Changes form (40-SCR) to perform specific functions.

An organization record contains the period end dates for each pay frequency. The Company
Pay Frequencies form (AJ-SCR) is updated with the following information each time a pay
run occurs for the pay frequency:

B Anniversary Date—Contains the period end date of the next pay run for a pay
frequency
B Period-end Date—Contains the period end date for the last pay run for a pay frequency

Salary Change processing

If you choose to have salary changes update the Employee Pay Rate Or Salary form (H1-
SCR), then the Effective Date plays an important role in determining just when the
updating will occur. The following Effective Date definitions apply to salary changes you
can make:

Salary changes dated prior to the current pay period

This is considered a retroactive increase. The salary effective date is prior to the last pay
period ending date for an employee's frequency. The Salary Assignment/Changes form (40-
SCR) automatically updates HED 001 (Regular Pay) on the Employee Pay Rate Or Salary
form (HI-SCR) so on the next pay run for the employee's pay frequency, the employee will
be paid at the new rate.

The retroactive amount due the employee prior to the current pay period may be handled
using a time entry. It may also be calculated and a time entry automatically created by
using the Set Up A Retroactive Pay form (RT-SCR).

The Salary Assignment/Changes form (40-SCR) does not create an HR To Payroll Salary
Information form (PH-SCR). To have this form created for a retroactive increase, you may
modify the Cyborg Scripting Language code for the Salary Changes Edit Routine
(40EDIT). Refer to the documentation within the form coding for more information about
this modification.

342



Chapter 11—Managing Employee Compensation

Salary changes dated within the current pay period

The salary effective date is within the current pay period for an employee's frequency. The
Salary Assignment/Changes form (40-SCR) does not immediately update HED 001
(Regular Pay) on the Employee Pay Rate Or Salary form (H1-SCR). HED 001 (Regular
Pay) is updated on the next pay run for the employee's pay frequency and the employee is
paid at the new rate.

You may choose to have increases within the period automatically update HED 001 by
making the changes documented in the form coding. If this programming is activated, any
increase within the current pay period will be applied to all the earnings in the pay period.

The Salary Assignment/Changes form (40-SCR) creates an HR To Payroll Salary
Information form (PH-SCR) for the pay period. This allows mid-period increases to be paid
on the actual effective date and prior days to be paid at the prior rate. This feature can be
implemented on the Company Options form (AF-SCR).

Salary changes dated after the current pay period

This is considered a future-dated salary increase. The salary effective date is greater than
the next pay period ending date for an employee's frequency. The Salary
Assignment/Changes form (40-SCR) does not automatically update HED 001 (Regular
Pay) because the Employee Pay Rate Or Salary form (H1-SCR) has no Effective Date text
box. Instead, it creates an HR To Payroll Salary Information form for the future-dated
change, so the system can hold it until the appropriate pay period. HED0O1 (Regular Pay)
is updated in the pay period in which the effective date occurs.
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Job and position changes

Note:

Changing an employee's job or position can affect his or her salary grade. A new salary
grade can obviously affect an employee's compensation, position-in-range, and so forth.

If you change an employee's Job or Position on the Job Assignment/Changes form (05-
SCR), a new Salary Assignment/Changes form (40-SCR) record is automatically created to
reflect the salary grade for the new job or position. The type of change is 'Sys Chg for Job-
Assg' for jobs and positions. Once the new Salary Assignment/Changes form (40-SCR) is
created, the Salary Information form (41-SCR) may be displayed to show the new compa
ratio, position in range, and red/green indicator, all of which would change if the salary
grade changed.

A change to the Job Assignment/Changes form (40-SCR) code will prevent the Salary
Assignment/Changes form (40-SCR) from being created for a job change, if desired.
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Review schedules

As soon as salary review results have been recorded on the employee's record, you may
schedule the next salary review and/or performance appraisal. When your organization's
salary review policy includes a fixed period, a procedure of setting schedules in advance
makes the review process more efficient. Future review dates can be canceled or
rescheduled if changes occur.

Salary review schedules

The next salary review may be scheduled on the Scheduled Salary Review Data form (43-
SCR). This information may be used by these Salary Administration reports to determine
who is eligible for a salary review:

B Scheduled Salary Reviews Within Selected Months report (59-RPT)
B Salary Review Authorization Form I (5O-RPT)
B Salary Review Authorization Form II (5P-RPT)

These HRMS reports may also be used for a salary review:

B Salary Review Authorization Form I (30-RPT)
B Salary Review Authorization Form II (3P-RPT)

Performance appraisal schedules
You may schedule future-dated performance appraisals on the Schedule/Track Performance
Appraisals form (50-SCR). This information may be used by the Performance Appraisals

Scheduled For Month Of: XX report (1R-RPT) to determine who is eligible for a
performance appraisal.

See also:
B Scheduling a future review (on page 365)
For detailed directions on scheduling a future review.
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Overview of the review analysis process

Once the salary review process is completed and the results are recorded, you may want to
periodically review and analyze the information for an employee or group of employees.
Salary increase analysis allows you to monitor current employee compensation as
compared with the corporation's proposed salary budget. You may even have a policy of
monitoring and then updating the salary budget at specific points in the fiscal year.

You may decide you need to review one or a combination of the reports provided by the
system to see how your budgeted projections varied or what you may need to change for
next year's salary projections. There may be a need for a display of summary information
for employee groups or you may want to display totals with embedded individual employee
salary information.

The information the system provides can specifically help you to analyze employee salary
distribution by performance rating or by job. A summary salary analysis by salary grade is
available. Any employee whose salary is over the maximum or under the minimum salary
allowed by the salary grade can be reported as well. You may also want to monitor periods
during which compensation incentive programs are in place, to learn whether employee job
performance shows any improvement.

You can schedule monthly, quarterly, or as-needed reporting to satisfy your corporation's
analysis requirements. You can also view individual employee salary grade and
performance information online.

Refer to the Using Salary Administration documentation for more information.
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Ways of analyzing cost results

As salary reviews occur and employee salary changes are entered, you will need to review
the effects of the changes. You may do this online or by using the several reports that are
available for this purpose.

Employee salary calculation information

The effect of an employee's salary calculation can be viewed online as soon as the salary
change entry has been recorded. The Salary Information form (41-SCR) displays not only
the result of the calculation, but several other indicators that may be helpful in reviewing
the cost results of a salary change.

The salary grade used in the form calculation is displayed on the form. The salary grade
range is shown in levels or quartiles, whichever is appropriate.

Also displayed is the red/green indicator resulting from a comparison of an employee's
salary with the maximum and minimum of the salary grade range for the grade associated
with an employee's job assignment on the Job Assignment/Changes form (05-SCR).

A histogram shows the percent of maximum and graphically indicates where an employee's
salary falls in the salary grade range.

In the following illustration, Patrice Lannon's most recent merit increase is represented on
this inquiry-only form. Her salary now represents a compa ratio of 1.09 and a position in
range of 73.30. The red/green indicator shows that her salary is within the salary grade
range. The histogram at the bottom of the form pictorially shows her salary's range
penetration as a percent of maximum:

[Salary Information L ANNON, FATRICE
Incumbency Mbr= 01
Effective Dater 09-01-1997
Key Separataors 8 1=t Occurrence
Type of Changer 115 |ncrease-Merit Frequency: Monthly
Hourly Rate: 23.6517F Months Since Prior: 012
Salary Per Period: 4,008 85 Compa Ratio: 1.08
Annual Salary: 49,194 .68 Fosition In Range: 73.30
Fercent Change: 6.00 RedfGreen Indicatar: Within Range
Salary 1=t 3rd
Grade Minimum Ouatrtile Midpoint Ouartile Mz i mum
30 36,000 40,500 45,000 49, 500 54,000

Fercent OF Haximum

1] 25 CO% 75 100
| - - e B o m e e m e ee e aaan |
I

See also:

B Viewing the results of a salary calculation (on page 366)
For detailed directions on viewing the results of a salary calculation.
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Implications of the Salary Administration component

&

As an integrated component of the Human Resource Administration functionality, the
Salary Administration component is designed to help you manage the salary-related
functions in your organization. The Salary Administration component provides you with
the resources to track job evaluations, establish merit increase guidelines, perform
budgeting analysis, and automate the salary review and performance appraisal processes.
Specifically, the Salary Administration component is able to:

Process salary reviews and conduct salary analysis

Produce salary forecasts for budget purposes

Update salary grades and ranges

Report information used in the administration of salary changes/budgeting

Refer to the Using Salary Administration documentation for more information.

Mass Salary Update/Report

The Mass Salary Update/Report program (MSURPT) is used to process mass salary
updates based on parameters entered on a parameters form. It has the ability to update as
well as report mass salary changes.

A parameters form is used to specify the parameters of the Mass Salary Update/Report
program (MSURPT):

[Report Parameters For Mass Salary UpdatefReport MSURPT|
Report Group - Mass Salary Update/Report MSURRG
rEmployee Selection
Location
Frequency: SN - | GHRCPR
Pay Type: d oL3: j
Unian: ;I 0L4: j
rCalculation
el Update & Amount Amount: 00|
{* Report Only " Percent Field: LI
rkey Information
Key Separator: j
Effective Date: | Type of Change: d
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An audit report is produced each time the Mass Salary Update/Report program (MSURPT)
is run, showing the results of the calculation for each selected employee. This report is
produced in both update and report-only mode. The mode is indicated in the heading of the
report, as can be seen in the sample that follows:

SATION 99 ACME PUNUFACTURING Mass Salary Updste/Beport  BEPT PAGE
ST 7777 PRODUCTION CTL 1-2 * Report Only * MSUR, TIME 18:32 DATE 07-27-19.
- Comtrol Levels ----—- Enployee Name Employee Previous et
aL3: 0L4: 0LS: 0LE: Hunber Euployes Status Aot Amovt
3030 4040 EOSO0 6080 Abwaws, Geoffrey 3003 01 Aevive-Salrd Reg FT A 1,333 33 1,466.86
030 4040 5050 6060 Adams, Richard 1117 01 Aevive-Salrd Reg FT A 1,832 &6 1,781 82
030 4040 5050 6060 Beachem, Judith £009 01 Aevive-Salrd Reg FT A 1,416.67 1,558,534
A0 4040 5050 6060 Betts, Barhara 6003 01 Active-Salrd Reg FT  * Duplicate Salary Ercry  *
mem o men s Tl e T g 426. 40 465. 07
S —

Refer to the Using Salary Administration documentation for complete information about
the Mass Salary Update/Report program (MSURPT).
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Implications of the Benefits Administration component

If you are using the Benefits Administration component, the Salary Assignment/Changes
form (40-SCR) can be used to calculate Benefit Plan coverage amounts for life insurance
plans, health coverage, retirement plans, and other company-paid benefits that are included
in an employee's total compensation.

The most recent salary information for your employees can be obtained from the Salary
Assignment/Changes form (40-SCR) to calculate Benefit Plan amounts.

Salary-based benefits plans

Some benefits plan's coverage or costs are based on employee salary information. For
example, a life insurance plan may cover employees for one or two times their annual
salary. Salary is recorded on the Salary Assignment/Changes form (40-SCR). If an
employee's salary information changes because of an increase or change in position, the life
insurance coverage also changes.

There are two situations where plan coverage and costs are not based on the current salary
recorded on the Salary Assignment/Changes form (40-SCR). Some benefits plans calculate
coverage and costs for the whole year based on employees' salary as of a certain date or at
the end of the previous year, so that a salary change will not affect coverage or costs during
the plan year. Other plans, which have employees that receive multiple salaries for different
positions concurrently, calculate coverage and costs based on a total annual salary. Salary
information in either case would come from the Alternative Compensation Totals form
(BACSCR). This salary information must be entered or calculated prior to enrolling the
employee in the plan.

For benefits plans that base coverage or costs on the previous year's salary or the salary as
of a specified date, you must record this information on the Alternative Compensation
Totals form (BACSCR). You can record this information in the Previous Years Salary or
Frozen Salary text box.

Refer to the Using Benefits Administration documentation for more information.
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Implications of the Payroll component

When managing employee compensation, the key function of the Payroll component is to
process accurate organizational payrolls so employees are paid correctly and on time. The
Payroll component allows you to maintain the payroll cycle, involving such functions as
timekeeping, compensation, and benefits. The management of employee compensation
requires constant update and maintenance of your organization and employee records. This
maintenance includes the online processing of newly-hired employees, terminations,
employee status changes, organization and employee earnings and deductions, time entries,
and adjustments.

Payroll is a production process, and with the Payroll component you are able to automate
most of the tasks of calculating employee pay, updating organization and employee records,
and generating pay documents. The Payroll component allows you to produce payroll-
related reports, interface files, and direct deposit tapes. The system also allows you to
perform many post-payroll functions like balancing the payroll and distributing data to
companion applications such as the general ledger, time and attendance, tax filing services,
and archives.

Refer to the Payroll documentation for more information.
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Implications of the Position Administration component

&

An 'incumbent' is an employee who is linked with a specific position or role within your
organization. This relationship, called an 'incumbency’, is accomplished using the Position
Administration component. You are able to link an employee with multiple incumbencies,
which means he or she holds more than one position at a time. An employee who does this
is considered to have multiple incumbencies. Employees are assigned to positions using the
Incumbency - Basic Details form (M40SCR).

To meet this requirement for multiple incumbencies, the Salary Assignment/Changes form
(40-SCR) has an Incumbency identifier when Position Administration is being used. The
Incumbency identifier allows for multiple incumbencies, salaries, or rates of pay for a
single employee. When multiple incumbencies exist, the employee will be paid through the
primary incumbency, as shown on the following

[Salary AssignmentfChahges AUSTIN, STEVEN

InEumbency> 1=t | ncumbency ‘:J Effective Dates 12-10-1937]
Separatars 1=t Occurrence j Type Of Changes Increase-Promotiunald
Frequency: eekly ;I Overrides: L.

[ Calculation Entries And Results

Hours Fer Feriod: 30.00
Hourly Rate: 160000
Salary Per Period: 450.00
Annual Salary: 24,980.00
Amount Change: 1.560.00
Fercent Change: 6.67
Months Since Prior: | olz
| History

form

Refer to the Using Position Administration documentation for more information.

Multi-incumbency and salary-based benefits plans

Position Administration enables organizations to assign multiple incumbencies to
employees. Benefits plans coverage and costs can be based on an employee's total salary
and hours. An Alternative Compensation Totals form (BACSCR) will automatically be
created and the total salary and hours will be calculated when multiple incumbencies and
salaries are assigned to an employee.

Refer to the Using Benefits Administration documentation for more information.
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Reports used for employee compensation

A suite of batch reports are provided that are related to the employee compensation process.
A brief description of each report follows:

Future Dated Salary Adjustments On File report (3T-RPT)—Provides a listing of
employees who have a future-dated salary adjustment that will become actual on the
effective date as recorded on the Salary Assignment/Changes form (40-SCR).

No Salary Adjustment On File For Last 12 Month Period report (1Z-RPT)—Identifies
employees who have had no salary adjustment for 12 months as recorded on the Salary
Assignment/Changes form (40-SCR).

Over Maximum/Under Minimum report (17-RPT)—Lists employees whose salary
amounts are either above the maximum or below the minimum of the salary grade
range as recorded on the Salary Assignment/Changes form (40-SCR).

Salary Analysis By Grade report (14-RPT)—Provides a statistical analysis of salary
variance by job code within a salary grade for all active employees as recorded on the
Salary Assignment/Changes form (40-SCR) and the Job Assignment/Changes form (05-
SCR).

Salary Distribution By Performance/Time-In Job report (1Y-RPT)—Provides an
analysis (with supporting employee detail) of salary treatment by time-in job within a
performance appraisal period as recorded on the Salary Assignment/Changes form (40-
SCR), Job Assignment/Changes form (05-SCR), and Performance Appraisal Results
form (49-SCR).

Salary Increase Analysis report (1V-RPT)—Provides an analysis of the number and
distribution of job appraisal ratings and the average percent of salary change as
classified by appraisal rating as recorded on the Salary Assignment/Changes form (40-
SCR) and the Job Assignment/Changes form (05-SCR).

Salary Review Forms Not Returned By Date report (18-RPT)—Lists employees who
are scheduled for a salary review and have not had the salary review paperwork
returned to the originating department by a specified date as recorded on the Scheduled
Salary Review Data form (43-SCR).

Scheduled Salary Reviews Within Selected Months report (19-RPT)—Lists employees
who are scheduled to receive salary reviews within the next month as recorded on the
Scheduled Salary Review Data form (43-SCR).
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What is a garnishment?

A garnishment is a court action initiated by a creditor in an effort to obtain a part of an
employee's earnings before the earnings are turned over to the employee. Garnishments
include child support, IRS liens for non-payment of taxes, and so forth.

Once the employer receives the copy of the court documents, the employer is required to
deduct the amount ordered from the employee's pay.

354



Chapter 11—Managing Employee Compensation

The Garnishment Administration form

The Garnishment Administration form (PO-SCR) contains all the data necessary to enter
basic child support information and update withholding information.

The Illinois Child Support Register (6H6H), Illinois ACH Tape (6161), and the Direct
Deposit Register (6R6R) produce the ACH Garnishment Interface file to automate child
support payments through use of Electronic Funds Transfer.

Refer to the Payroll Employee Setup documentation for detailed instructions for
establishing a garnishment.
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Detailed Directions

This section provides detailed directions on completing a business task.

Tasks

Completing the Guided Practice ..........ccceoeeiiirenenieeeiceeeeee e 356
Entering a salary change dir€Cctly ..........cccoveeviininiieniinieninieeneeeeeeee 356
Recording bonus information............cceeeererieninieseneeiescee e 361
Recording monetary perquiSites. ......coeveverreeriererierieeienieseenieeeesiesieeeennees 363
Scheduling a fUture TEVIEW ...........cceverieriieiereeieceeie e 365
Viewing the results of a salary calculation...........cccoeceeveereevieneecieneeeenienenn 366

Completing the Guided Practice

In the Guided Practice for this section, you will be entering a salary change directly for
employee 3001, Alexander Bloom. Then you will record a bonus for the employee. This is
followed by the scheduling of the employee's next salary review. The last task explains how
to view your salary entry and calculation for the employee.

You must have completed the Guided Practices in the previous sections to guarantee the
successful completion of the Guided Practice that follows.

Entering a salary change directly

To enter salary changes directly on an employee record using the Salary
Assignment/Changes form (40-SCR), follow these steps:

Note: This procedure assumes that an initial salary assignment has already been recorded for the
employee at the time of hire.

Note: Salary reductions may be recorded by preceding amount entries with a minus sign (-).

1. Access the Salary Assignment/Changes form (40-SCR)

Access this form by making the following selection from the Navigator:

Component: '@' Employee Compensation
Process: Manage Employee Compensation

Task: Salary Change

iO

For practice, access the Salary Assignment/Changes form (40-SCR) for employee 3001,
Alexander Bloom.

2. Click the Clear button

To avoid copying pre-existing information, select the Clear button on the toolbar to clear
the text boxes on the form.
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PHD

‘"ED

Note:

Note:

For practice, click the Clear button.

Select the Incumbency (Position Administration users only)
Select the position incumbency for this salary entry.

For practice, select ' Ist Incumbency'.

Enter the Effective Date
Type the effective date. This is the effective date of the employee's salary change. Dates are
entered in MM-DD-CCY'Y format (US and Canada) or DD-MM-CCYY (elsewhere).

For practice, type '04-01-1998' (US and Canada) or '01-04-1998' (elsewhere).

Select the Separator
Select the key separator.

The key separator is used to distinguish between two salary changes effective on the same
date.

B If only one salary change is entered on a date, you must select '1st Occurrence' in this
list box.

B If more than one salary change is effective on the same date, you must select an
incremental key separator for each salary change. For example, the first change for the
date must be entered with a key separator of '1st Occurrence', the second with "2nd
Occurrence', and so on.

If an entry other than 'Ist Occurrence'is selected in this list box, 'Not Ist Chg for Date’
must be selected in the Overrides list box.

For practice, select '1st Occurrence’.

Select the Type Of Change

Select the type of change. This value identifies the reason for the employee's salary change.

Do not change the meaning of the Change Type options, because they are used by other
forms and reports. Changing the meaning could result in conflicting reports/calculations.

For practice, select 'Increase-Merit'.

Select the Frequency (optional)
Select a pay frequency option.

You may leave this list box blank and allow the system to insert an entry.
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B [fyou do not select an option in this list box, the system uses the value in the Frequency
list box on the Employee Information form (EF-SCR).

B Ifyou select an option in this list box, the system compares it with the value in the
Frequency list box on the Employee Information form (EF-SCR). If the values are
different, the system displays a warning message. If you accept the warning message,
the salary calculation will no longer equate to the payroll frequency. The selected value
will be used to calculate the salary.

For practice, select 'Semi Monthly'.

Select the Override (optional)
Select an override value, if applicable:

B History-No PR Update—Used to enter salary history records that have no direct effect
on the Payroll system.

B Not 1st Chg For Date—Used to process multiple salary changes on the same date with a
Key Separator list box entry of '2nd Occurrence' or greater.

B Override Calculation—Used to calculate a salary change manually. This option requires
that you enter all the text boxes on this form. The form records exactly what you
entered.

For practice, leave this list box blank.

Enter the Hours Per Period (optional)
Enter the normal hours in the employee's pay period. This is a five-digit text box with two
decimal places.

You may leave this text box blank and allow the system to insert an entry.
B ]fyou do not enter data in this text box, the system uses the value in the Normal Hours
text box in the Employee Pay Rate Or Salary form (H1-SCR).

B Ifyou type an entry in this text box, the system uses it to calculate the pay assignment.

For practice, leave this text box blank.

Enter the Hourly Rate

Enter the employee's hourly rate of pay. This is a seven-digit text box with four decimal
places. You only need to enter information in one calculation text box (Hourly Rate, Salary
Per Period, Annual Salary, Amount Change, or Percent Change); the system calculates the
results in the remaining text boxes based on your single entry.

For practice, leave this text box blank.
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Enter the Salary Per Period

Enter the amount of the employee's salary per pay period. This is an eight-digit text box
with two decimal places. You only need to enter information in one calculation text box
(Hourly Rate, Salary Per Period, Annual Salary, Amount Change, or Percent Change); the
system calculates the results in the remaining text boxes based on your single entry.

For practice, leave this text box blank.

Enter the Annual Salary

Enter the amount of the employee's annual salary. This is a nine-digit text box with two
decimal places. You only need to enter information in one calculation text box (Hourly
Rate, Salary Per Period, Annual Salary, Amount Change, or Percent Change); the system
calculates the results in the remaining text boxes based on your single entry.

For practice, type '42000.00".
Enter the Amount Change

Enter the amount the salary has changed. This is an eight-digit text box with two decimal
places. You only need to enter information in one calculation text box (Hourly Rate, Salary
Per Period, Annual Salary, Amount Change, or Percent Change); the system calculates the
results in the remaining text boxes based on your single entry.

For practice, leave this text box blank.

Enter the Percent Change

Enter the percentage change in salary amount. This is a five-digit text box with two decimal
places. You only need to enter information in one calculation text box (Hourly Rate, Salary
Per Period, Annual Salary, Amount Change, or Percent Change); the system calculates the
results in the remaining text boxes based on your single entry.

For practice, leave this text box blank.

Enter the Months Since Prior (optional)
Enter the number of months between the employee's prior and current salary effective
dates.

You may leave this text box blank and allow the system to insert an entry.

If you make no entry in this text box, the system fills the text box with zeros for the initial
calculation. Thereafter, this text box is calculated based on the most recent salary change.

For practice, leave this text box blank.

Click Save or press Enter

The system performs all calculations and displays the results in the Calculated Results
section on the form. The number of months since the last salary change occurred is also
calculated and displayed.

If the form displays a warning about the employee's incumbency, click on the Yes command
button to override the warning.
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Note:

For practice, click Save or press Enter.

If you completed the Guided Practice and Position Administration is in use, the resulting
form (after the calculation) should look similar to the example that follows:

1st Incumbency 04-01-1995
Semi Monthly

If you completed the Guided Practice and Position Administration is not in use, the
resulting form (after the calculation) should look similar to the example that follows:

4-01-199g]
=t Occurrence

Increase-Merit

Semi Monkhly

Because this form has calculation capabilities, salary errors can be corrected in the
following ways:

B 7o recalculate the form, access the erroneous form and type zero (0) in the Percent
Change text box. Execute the form. The system zero-fills all calculation text boxes on

360



Chapter 11—Managing Employee Compensation

the returned form. Then enter the correct data and execute the form. When complete,
only the correct data will be on the employee's record.

B To delete the form when an incorrect Effective Date or Type of Change was used or
when an entry for an employee should not have been made, click the Del Entry button
on the toolbar.

See also:

B Direct entry of salary changes (on page 340)
For an explanation of this method of entering salary changes.

Recording bonus information

Note:

bl

To record an employee bonus using the Bonus/Commission Information form (26-SCR),
follow these steps:

This form is only used to record bonus/commission information and does not interact with
the payroll information used to pay the employee bonus/commission unless modified to do
so.

Access the Bonus/Commission Information form (26-SCR)
Access this form by making the following selection from the Navigator:

Component: '@' Employee Compensation
Process: Manage Employee Compensation
Task: ‘=' Bonuses and Commissions

For practice, access the Bonus/Commission Information form (26-SCR) for employee 3001,
Alexander Bloom.

Select the HED Xref
Select the appropriate earning HED.

This list box is used to record the Payroll Hours, Earnings, or Deduction by which the
bonus is paid to the employee.

For practice, select 'Bonus'.

Enter the Date Recorded

Type the award date. This text box is used to record the date on which the bonus was
granted. Dates are entered in MM-DD-CCY'Y format (US and Canada) or DD-MM-CCYY
(elsewhere).

For practice, type '04-01-1998' (US and Canada) or '01-04-1998' (elsewhere).

Enter the Amount Awarded

Type the award amount using up to eight digits with two decimals, for example, 1,275.00 is
entered as '1,275." (or '127500").

This text box is used to record the amount of the bonus to be paid.
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For practice, type '1500.00".

Enter the Date Paid

Type the date of the payment. This text box is used to record the check/pay run date of the
bonus payment. Dates are entered in MM-DD-CCYY format (US and Canada) or DD-MM-
CCYY (elsewhere).

For practice, type '04-07-1998" (US and Canada) or '07-04-1998’ (elsewhere).

Select the Authorization Location
Select the authorization location.

This list box is used to specify the plant, office, or department location where the bonus
was authorized.

For practice, select 'Accounting Dept'.

Enter the Authorization By

Type an up-to-30-character name for the authorizing person, function, department, or other
agency.

For practice, type 'J.P. Miller'.

Enter the Bonus/Commission Year
Type a two-digit year for which the bonus was granted.

For practice, type '98".

Enter the Bonus/Commission Month
Type a two-digit month for which the bonus was granted.

This is the month to which the bonus applies. Generally, you will record a bonus-month or
bonus-quarter to further define the bonus-year.

For practice, leave this text box blank.

Enter the Bonus/Commission Quarter
Type a single-digit quarter for which the bonus was granted.

This is the quarter to which the bonus applies. Generally, you will record either a bonus-
month or bonus-quarter to further define the bonus-year.

For practice, type '2".

Click Save or press Enter
The employee bonus information is recorded.

For practice, click Save or press Enter.
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If you completed the Guided Practice, the resulting form should look similar to the example
that follows:

[BonusiCommission Information BLOOM, ALEXAMDER

HED Xref: Eonus LI
Date Recorded= 04-01-1933|
Amount Awarded: 1.500. 00

Date Paid: 04-07-1335

buthorization Bonus/ Conmission
Location: iccounting Dept ‘:J Year: 38|
Month:
By: J.FP. Miller | Quarter: 2|
See also:

B Monetary perquisites and bonuses (on page 341)
For an explanation of recording employee bonuses.

Rec