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Coding Instructions

A

Activity Result (RSLT)

Purpose
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The Activity Result (RSLT) window is used to define codes which describe applicants'

performance in different tests and activities during the interview process. These codes are

also used to describe the result of various activities scheduled for a job notice.

RSLT Coding Instructions

E_Activity Besult Mi=] E3
Effective E xpiration Short
R ezult D ate D ate D ezcription Long Description
1 || ACCPT @ 010120 9359993 JOB ACCEPTD OFFER OF JOB ACCEPTED
2 APPRY 010120 9359993 APPR TO HIRE RECENED APPROVAL TO HIRE
3 DCINT 0101 20 9359993 DECLIME IMTY DECLIMED INTERWIE"
4 DCOFF 0101 20 9359993 DECLIME OFFR DECLIMED OFFER
5 FAIL 010120 9359993 FAIL FAIL
B PASS 010120 9359993 PASS PASS
7 RECYD 010120 9359993 INFO RECVD REQUESTED DOCUMEMNTATION RECWD
a

i ]
M &= ot = O

Field Name Length Definition

Result 5

Effective Date 6

Expiration Date 6

Short
I 12
Description
Lon
g' . 30
Description

Required. Enter the activity result code being added, changed, or
expired.

Required. Enter the date (mm/dd/yy) the activity result code is
effective.

Default is 99/99/99. Enter the last date (mm/dd/yy) the activity
result code is in effect.

Required. Enter the short description of the activity result code.

Defaults to the “Short Description” entry. Enter the long description
of the activity result code.

Agency Messages (AMSS)
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Purpose
The Agency Messages (AMSS) window displays agency messages.

AMSS Coding Instructions

E_Agency Meszages M=l E

[rate I ! £ Agency I Wwindaw Murnber I
|

Field Name LengthDefinition
Date 6 Required. Enter the date of the message.

Required. Enter the agency code of the message. See the Agency

Agency 3 . i

(AGCY) window for valid values.
Window . .

Optional. Enter the window number of the message.
Number

(No Label) (1-

17) 75 ea. Field level help unavailable.

Agency Specific and Accounting Data (AGYS)

Purpose

The Agency Specific and Accounting Data (AGYS) window is used to record and view the
agency-specific information and accounting attributes for a particular employee.
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AGYS Coding Instructions
Field Name Length Definition

Display Displays the employee's full name (last name, first name, and
Only middle initial).

Name

Employee ID 10 Required. Enter the employee’s social security number.

Defaults to blank. If an employee holds more than one
. position, enter the appointment identification number to
Appointment ID 1 - . e —
indicate which position is affected. Leave blank to indicate the
employee's primary appointment.

. Required. Enter the agency-specific action code. Valid values
Agency Action 5 . .
are located on the Personnel Action (PACT) window.
Optional. Enter the reason code for the “Agency Action”. Valid
Reason 3 values are located on the Personnel Action Reason (PART)
window.
. Required. Enter the date (mm/dd/yy) the agency-specific
Effective Date 6 ] o )
information is effective.
Displays the last date (mm/dd/yy) the agency-specific
information is in effect.

Display Note: The system displays 99/99/99 as the expiration date on
Only the most recent transaction. As a subsequent transaction is
completed, the expiration date for the previous transaction is

Expiration Date

automatically updated to the day before the effective date of
the new transaction.

Display Displays the code for the agency to which the employee

Home Agency

Only reports.
Required. Enter the code for organization to which the
employee reports. Valid values are located on the Organization
Index (ORGN) window.

Home
Organization

Required. Enter the employee's pay location code. Valid

Pay Location 6 ] ]
values are located on the Location (LOC) window.



Work Location 6

Work Location

Phone 1

Ext 4
Agency Specific 5
ID

Work Location
Phone 2

Ext 4

Seniority Date 6

Seniority
Number

Work Cycle 5

Labor

o Dropdown
Distribution

) . oX
Override Option

Labor
Distribution 5
Profile

Fund 4
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Defaults to the “Pay Location” entry. Enter the employee's work
location code. Valid values are located on the Location (LOC)
window.

Optional. Leave blank, or enter the employee's first work
location telephone number.

Optional. Leave blank, or enter the extension to the
employee’s first work location telephone number.

Optional. Leave blank, or enter the employee's agency-
specific identification number.

Optional. Leave blank, or enter the employee's second work
location telephone number.

Optional. Leave blank, or enter the extension to the
employee’s second work location telephone number.

Optional. Leave blank, or enter the employee's seniority date.

Optional. Leave blank, or enter the employee's seniority
number.

Optional. Enter the employee’s work cycle code. Valid values
are located on the Work Cycle (WKCY) window.

Select the labor distribution override option. Selection
Required is not a valid value; it indicates that a valid value
must be selected. Valid values are Use Entered Profile to use
an override labor distribution profile; Use Entered Accounting
Values to use the following override accounting attributes; and
Use Position Assignment to use the accounting attributes
assigned to the employee's position.

Conditional. Required if “Labor Distribution Override Option”
is “Use Entered Profile”; otherwise leave blank. Enter the
override labor distribution profile value. Valid values are
located on the Labor Distribution Profile (LDPR) window.

Conditional. Required if “Labor Distribution Override Option”
is “Use Entered Accounting Values”; otherwise, leave blank.



Agency

Organization

Sub

Appr Unit

Activity
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Enter the fiscal or accounting entity under which the position
falls. Valid values are located on the Fund Index (FUND)
window.

Note: If fund is required but left blank, and “Agency” and
“Organization” are filled in, then fund defaults to the value
specified in the “Fund” field on the Organization (ORG2)
window.

Conditional. Required if the “Labor Distribution Override
Option”is “Use Entered Accounting Values”; otherwise, leave
blank. Enter the override agency code. Agency must be valid
with the entered fund. Valid fund and agency combinations are
located on the Fund Agency Index (FAGY) window.

Conditional. Required if “Labor Distribution Override Option”
is “Use Entered Accounting Values”; otherwise, leave blank.
Enter the override organization code. Valid values are located
on the Organization Index (ORGN) window.

Conditional. Optional if “Labor Distribution Override Option”
is “Use Entered Accounting Values” and “Organization” is
entered; otherwise, leave blank. Enter a sub-organization
code. Valid values are located on the Sub-Organization (SORG)
window.

Conditional. Required if “Labor Distribution Override Option”
is “Use Entered Accounting Values”; otherwise, leave blank.
Enter the appropriation unit code representing the dollar
amount designated by law for a specific purpose. Valid values
are located on the Appropriation Index (APPR) window.

Note: This field is inferred when journal vouchers and
payment vouchers are transferred to the financial system.

Conditional. Required if “Labor Distribution Override Option”
is “Use Entered Accounting Values”; otherwise leave blank.
Enter the activity code used for a further breakdown of



Function

Object

Sub

Job

Reporting
Category

Check
Distribution

Radio
Buttons
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financial activity. Valid values are located on the Activity Index
(ACTV) window.

Conditional. Required if “Labor Distribution Override Option”
is “Use Entered Accounting Values”; otherwise leave blank.
Enter the function code representing the budget for a group-
related activity that is aimed at accomplishing a major service
or regulatory responsibility. Valid values are located on the
Function (FUNC) window.

Conditional. Optional if “Labor Distribution Override Option”
is “Use Entered Accounting Values”; otherwise, leave blank.
Enter the object code corresponding to the object of expense
provided by the position. Valid values are located on the
Object Index (OBJT) window.

Conditional. Optional if “Labor Distribution Override Option”
is “Use Entered Accounting Attributes” and “Object” is
entered; otherwise, leave blank. Enter a sub-object code if a
further breakdown of object is employed. Valid values are
located on the Sub-Object (SOBJ) window.

Conditional. Optional if “Labor Distribution Override Option”
is “Use Entered Accounting Values”; otherwise, leave blank.
Enter the job code used to track specific costs associated with
particular projects or jobs. Valid values are located on the Job
Index (JOBT) window.

Conditional. Optional if “Labor Distribution Override Option”
is “Use Entered Accounting Values”; otherwise, leave blank.
Enter the reporting category into which the position falls. Valid
values are located on the Reporting Category (RPTG) window.

Defaults to Pay Address. Select a value that denotes the place
where an employee's pay check is delivered. Valid values

are Home if the check is mailed to the employee's home; Pay
Location if the check is sent to a specified pay location;

and Pay Address if the check is sent to a specified alternate
address.
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Agency Specific Data (AGYD)

Purpose

The Agency Specific Data (AGYD) window is used to record and view information regarding
an employee's home organization, pay and work locations, agency-specific identification,
seniority, work cycle, and check distribution.

AGYD Coding Instructions
Field Name Length Definition

Display Displays the employee's full name (last name, first name, and

Name . .
Only middle initial).
EmployeeID 10 Required. Enter the employee’s social security number.
Conditional. If an employee holds more than one position, enter
Appointment 1 the appointment identification number to indicate which position
ID is affected. Leave blank to indicate the employee's primary

appointment.

Required. Enter the agency-specific action code. Valid values are

Agency Action 5 . .
located on the Personnel Action (PACT) window.

Agency Optional. Enter the reason code for the “Personnel Action”. Valid
Reason values are located on the Personnel Action Reason (PART) window.
. Required. Enter the date (mm/dd/yy) the agency-specific
Effective Date 6 ] o ]
information is effective.
Displays the last date (mm/dd/yy) the agency-specific information
is in effect.

Expiration Display Note: The system displays 99/99/99 as the expiration date on the

Date Only most recent transaction. As a subsequent transaction is
completed, the expiration date for the previous transaction is
automatically updated to the day before the effective date of the
new transaction.



Display
Home Agency
Only

Home
Organization

Pay Location

Work Location

4

6

6

Work Location
10

Phone 1

Ext

Work Location
Phone 2

Ext

Agency
Specific ID

Work Cycle

Seniority Date

Seniority
Number

Check
Distribution

5

6

Radio
Buttons
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Displays the code for the agency to which the employee reports.

Required. Enter the code for the organization to which the
employee reports. Valid values are located on the Organization
Index (ORGN) window.

Required. Enter the code for the employee's pay location. Valid
values are located on the Location (LOC) window.

Defaults to the “Pay Location” entry. Enter the code for the
employee's work location. Valid values are located on the Location
(LOC) window.

Optional. Leave blank, or enter the employee's first work location
telephone number.

Optional. Leave blank, or enter the extension to the employee’s
first work location telephone number.

Optional. Leave blank, or enter the employee's second work
location telephone humber.

Optional. Leave blank, or enter the extension to the employee’s
second work location telephone number.

Optional. Leave blank, or enter the employee's agency-specific
identification number.

Required. Leave blank, or enter the employee's work cycle code.
Valid values are located on the Work Cycle (WKCY) window.

Optional. Leave blank, or enter the employee's seniority date.

Optional. Leave blank, or enter the employee's seniority number.

Defaults to Pay Address. Select a value that denotes the place
where an employee's pay check is delivered. Valid values are
Home if the check is mailed to the employee's home; Pay Location
if the check is sent to a specified pay location; and Pay Address if
the check is to be sent to a specified alternate address.
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Applicant Address Maintenance (AADD)

Purpose

The Applicant Address Maintenance (AADD) window is used to record and view changes in
the applicant's home and mailing address information.

AADD Coding Instructions
Field Name Length

Display
Only

Name

Applicant ID 10

Effective Date 6

L Display
Expiration Date
Only
) Radio
Private Home
Buttons

Mailing Address
Same as Home Checkbox
Address

Residency 1

Home Address
(1-2)

30x2

Definition

Displays the applicant's full name (last name, first name, and
middle initial).

Required. Enter the applicant's identification number. Valid
values are located on the Applicant Name Inquiry (QANM)
window.

Required. Enter the date the new home and/or mailing
address is effective.

Displays the last day the applicant’s address information is
valid.

Default is Not Applicable. Select Yes to indicate that the
applicant’s home address is a private home. Select No to
indicate that the applicant’s home address is not a private
home. Select Not Applicable if the information does not apply
oris unknown.

Defaultis clear. Check this box to indicate the mailing address
is the same as the home address. Clear if the mailing address
is not the same as the home address.

Optional. Leave blank, or enter the code to indicate the nature
of the applicant's residency requirement waiver. Valid values
are located on the Residency (RESD) window.

Required. Enter the new home address (street number, street,
and apartment number, if applicable). Use the second line to
continue the address if space runs out.



City 19
State 3
Zip 9
Country 3
Phone 10
Extension 4
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Required. Enter the name of the city.

Required. Enter the state code of the home address. See the
State (ST) window for valid values.

Required. Enter the zip code. Only the first five digits are
required.

Default is USA. Enter the country code of the address. See the
Country (CTRY) window for valid values.

Optional. Leave blank, or enter the telephone number (area
code and number).

Optional. Leave blank, or enter the extension of the telephone
number, if applicable.

Applicant Attribute Maintenance (AATT)

Purpose

The Applicant Attribute Maintenance (AATT) window is used to record and view basic

personal applicant information such as education at the time of application, veteran status

and military service.
AATT Coding Instructions
Field Name Length

Display
Only

Name

ApplicantID 10

Social
Security 9
Number

Radio
Gender

Buttons

Definition

Displays the employee's full name (last name, first name, and
middle initial).

Required. Enter the applicant's ID. Valid applicant identification
numbers are located on the Applicants by Name QANM) window.

Optional. Leave blank, or enter the applicant's social security
number.

Default is Male. Select either Male or Female to indicate the
gender of the applicant.



Citizenship Radio

Status Buttons
o Radio
Conviction
Buttons
Disability 5
Ethnicity 1

Verify Degree Checkbox

Degree 3

Graduation

Year

Educational
Major

School 6

Veteran
Status

Pref Credit
Used Date
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Default is Natural Citizen. Select a value to indicate the
citizenship status of the applicant. Valid values are Natural
Citizen, Naturalized Citizen and Alien.

Defaultis Not Applicable. Select Yes if the applicant has ever
been convicted of a crime. Select No if the applicant has never
been convicted of a crime. Select Not Applicable if no
information was provided.

Optional. Leave blank, or enter the code for the applicant's self-
declared disability. Valid values are located on the Disability Type
(DSBL) window.

Required. Enter the applicant's ethnicity code. Valid values are
located on the Ethnicity (ETHN) window.

Default is clear. Check this box if the degree has been verified.
Clear if the degree has not been verified.

Conditional. Required if “Verify Degree” is selected; otherwise,
optional. Enter the degree code for the highest degree obtained at
the time of application. Valid values are located on the Degree
(DEGR) window.

Input Conditional. Required if “Verify Degree” is selected.
Enter the year (ccyy) the degree was obtained.

Conditional. Required if “Verify Degree” is selected; otherwise,
optional. Enter the code for the educational major. Valid values
are located on the Formal Education Major (MAJR) window.

Optional. Leave blank, or enter the code for the school attended.
Valid values are located on the School (SCHL) window.

Default is U. Enter the code that indicates whether the applicant
is a veteran, and if so, the most current veteran standing. Valid
values are located on the Veteran Status (VETS) window.

Optional. Leave blank, or enter the date (mm/dd/yy) on which the
applicant used veteran's credits.



Service
Branch

Reserve
Branch

Retro
Seniority 6
Date

Highest Rank 4

Discharge
Type

Discharge
Date

User Fields 1x5
(1-5) 5x5
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Conditional. Required if “Veteran Status” indicates the employee
is a veteran; otherwise, optional. Enter the code that indicates in
which branch of the Armed Forces the applicant served. Valid
values are located on the Military Branch (MILB) window.

Conditional. Required if “Veteran Status” indicates the employee
is a veteran and the applicantis in the reserves; otherwise,
optional. Enter the code that indicates whether the applicantisin
the reserves, and what kind of reserve the applicantis in. Valid
values are located on the Military Branch (MILB) window.

Optional. Leave blank, or enter the retroactive seniority date
(mm/ddtyy).

Conditional. Required if “Veteran Status” indicates the employee
is a veteran; otherwise optional. Enter the code that indicates the
highest military rank held by the applicant while in active service
in the Armed Forces. Valid values are located on the Military Rank
(RANK) window.

Conditional. Required if “Veteran Status” indicates the employee
is a veteran; otherwise, optional. Enter the code that indicates the
type of discharge the applicant received from the Armed
Services. Valid values are located on the Discharge Type (DSCG)
window.

Conditional. Required if “Veteran Status” indicates the employee
is a veteran; otherwise, optional. Enter the date (mm/dd/yy) the
applicant was discharged.

Optional. These fields are for site specific use.

Applicant Education History (AEDH)

Purpose
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The Applicant Education History (AEDH) window is used to record and view an applicant's
education history. The information captured includes degrees, schools, grade point
averages, and major(s) and minor(s).

AEDH Coding Instructions
Field Name Length Definition

Display Displays the applicant's full name (last name, first name, and

Name . o
Only middle initial).
ApplicantID 10 Required. Enter the applicant's identification number.
Displ Required. Enter the code for the school that the applicant
ispla
School (1-2) o lp y attended, attends, or will attend. Valid values are located on
n
y the School (SCHL) window.
Displ Required. Enter the type of degree that the applicant has
ispla
Degree (1-2) o lp y received or is working toward. Valid values are located on the
n
y Degree (DEGR) window.
Required. Enter the date (mm/dd/yy) that the applicant
Start Date 6 began or begins working toward the specified degree. The
start date can precede the applicant's application date.
End Dat 5 Optional. Leave blank, or enter the date (mm/dd/yy) that the
nd Date
applicant received or will receive the specified degree.
3% 2 Optional. Leave blank, or enter the subject that the
X
Degree Major(s) Disol applicant is majoring in. If the applicant has a dual major,
ispla
(1-4) o lp y enter both subjects. Valid values are located on the Formal
nty

Education Major (MAJR) window.

i 3 Optional. Leave blank, or enter the applicant's academic
Degree Minor (1- . ) . .
Display minor. Valid values are located on the Formal Education

2

) Only Major (MAJR) window.
Grade Point 5 Conditional. Required if “Grade Point Basis” is entered.
Average Enter the applicant's Grade Point Average (GPA).
Grade Point Conditional. Required if the “Grade Point Average” is
Basis

entered. Enter the basis for the Grade Point Average. For



Credits Earned 6

Credits Required 6

. . Dropdown
Credit Basis
Menu

Degree Earned Checkbox

Degree Verified Checkbox

Description of
Educational 150
Background
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example, the applicant may have achieved a 3.75 GPA out of
a possible 4.0. In this case, the grade point basis is 4.0.

Optional. Leave blank, or enter the number of credits earned
by the applicant.

Optional. Leave blank, or enter the number of credits
required to obtain the specified degree or degrees.

Defaultis None. Select a value to indicate the basis for the
“Credits Earned” and “Credits Required”. Valid values are
Classroom, Quarter, Semester, Trimester, Continuing
Education Unit, Other and None.

Default is clear. Check this box to indicate that the applicant
received the specified degree. Clear to indicate that the
applicant has not received the specified degree.

Default is clear. Check this box to indicate that the specified
degree or degrees have been verified. Clear to indicate that
the specified degree or degrees have not been verified.

Optional. Leave blank, or describe the educational
background of the applicant.

Applicant Education Summary (QADS)

Purpose

The Applicant Education Summary (QADS) inquiry summarizes an applicant's education
history. It lists all of the schools the applicant has attended or is attending, and the degree

pursued at each school. In addition, it provides the applicant's grade point average, the

dates the applicant attended the school, and whether or not the degree has been verified.
Selection Criteria: Applicant ID, School, Degree, Start Date, Start Date with End Date.

QADS Coding Instructions



Field
Name

Name

Applicant
ID

School

Degree

Start Date

End Date

Major(s)

Minor

Degree
Earned

GPA

Degree
Verified

Length

Display
Only

10

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only
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Definition
Displays the applicant's full name: last name, first name, and middle
initial.

Required. Enter the applicant's ID number to retrieve applicant
education information.

Optional. You can enter a code to start the query at a particular school
that the applicant attended. A code identifying the schoolis displayed.

Optional. You can enter a degree code to start the query at a specific
degree. The code indicating the applicant's degree or the degree the
applicantis currently working towards is displayed.

Optional. You can enter the date the applicant started attending a
school to start the query at a specific date. Start Date with End Date
can be entered to specify the date range for a historical scan. The date
the applicant started attending the schoolis displayed.

Displays the date the applicant stopped attending the school.

Displays the applicant's major at the indicated school.

Displays the applicant's minor at the indicated school.

Displays the degree the applicant earned.

Displays the applicant's grade point average.

Displays whether or not someone at your site has verified the
applicant's degree.

Applicant Evaluation (APEV)
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Purpose

The Applicant Evaluation (APEV) window is used to record test and "other factor"
information for an applicant. Examples of tests are typing, stenography, etc. An example of
"other factor" is fluency in a language. Each test or factor can be paired with a raw score.
Each raw score is multiplied by a weighting factor defined on the Job Requirements (JBRQ)
window entry associated with the job notice for which the application was submitted. The
weighted scores are then added together to provide totals for test scores and other factors,
as well as a combined score.

APEV Coding Instructions

Field Name Length Definition
N Display Displays the applicant's full name (last name, first name, and
ame
Only middle initial).
ApplicantID 10 Required. Enter the applicant's identification number.

L Display Displays the date of the application as displayed on the Job
Application Date L .
Only Application (JOBA) window.

Job Notice ID 10 Required. Enter the job notice identification number.

Weighted Totals  Display Displays the weighted total of test scores that are calculated
Tests Only by the system.

Weighted Totals  Display Displays the weighted total of other factor scores that are
Other Only calculated by the system.

Weighted Totals  Display Displays the sum of the weighted total of the test scores and
Combined Only the weighted total of the other factor scores.

Minimum Scores Display Displays the minimum test score required. This score is
Tests Only defined on the Job Requirements (JBRQ) window.

Minimum Scores Display Displays the minimum other factors score required. This
Other Only score is defined on the Job Requirements (JBRQ) window.

Minimum Scores Display Displays the minimum combined score required. This score
Combined Only is defined on the Job Requirements (JBRQ) window.

Test Raw Score (1- . .
4) 8x4 Optional. Leave blank, or enter the applicant's test scores.
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Optional. Leave blank, or enter the applicant's "other
Factor Raw Score 8x 14
factors" scores.

Comments 120 Optional. Leave blank, or enter any additional comments.

Applicant ID Change (AIDC)

Purpose

The Applicant ID Change (AIDC) window is used to record changes to the applicant's
identification number.

AIDC Coding Instructions
Field Name Length Definition

Display Displays the applicant's full name (last name, first name, and

Name . o
Only middle initial).

c ¢ Required. Enter the applicant's existing identification number.

urren

. 10 Valid values are located on the Applicant Name Inquiry (QANM)
ApplicantID .
window.

N Required. Enter the applicant's new identification number.

ew
Applicant ID

Note: This may be an alpha and/or numeric entry.

Applicant Licenses and Certifications (ALCN)

Purpose

The Applicant Licenses and Certifications (ALCN) window is used to record and view
information about an applicant's licenses and certificates.

ALCN Coding Instructions

Field Name Length Definition
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N Display Displays the applicant's full name (last name, first name,
ame
Only and middle initial).

Applicant ID 10 Required. Enter the applicant's identification number.

. . Required. Enter the code for the type of
License/Certification . » . .
license/certificate held by the applicant. Valid values are

Type . .
located on the License Type (LTYP) window.
Default is USA. Enter the code for the country that issued
Issue Country 3 the license. Valid values are located on the Country
(CTRY) window.
Optional. Leave blank, or enter the code for the state that
Issue State 3 issued the license. Valid values are located on the State
(ST) window.
License/Certificate 30 Required. Enter the number of the special license or
Number certificate.
. Default is the current date. Enter the date (mm/dd/yy) the
Effective Date 6 . . .
information becomes effective.
L Default is 99/99/99. Enter the last date (mm/dd/yy) the
Expiration Date 6 . .
information is in effect.
Optional. Leave blank, or enter any additional
Comments 75

comments.

Applicant Name Change (ANCH)

Purpose

The Applicant Name Change (ANCH) window is used to record and view changes to an
applicant's name. The system changes the applicant's name on every existing record.

ANCH Coding Instructions

Field Name Length Definition
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Current Display Displays the applicant's existing full name (last name, first name,
Name Only and middle initial).
. Required. Enter the applicant's identification number. Valid values
ApplicantID 10 . . .
are located on the Applicant Name Inquiry (QANM) window.
Required. Enter the date (mm/dd/yy) that the new name becomes
Effective 5 effective. A future date for a name change cannot be entered. To
Date future date the new name, enter the data and update it to suspense
for processing at a later date.

Expiration Display . o o
Displays the last date (mm/dd/yy) the existing name is in effect.

Date Only
Name ) .
ch 5 Optional. Leave blank, or enter the name change reason code. Valid
ange
g values are located on the Name Change Reason (NMCR) window.
Reason
Prefi 5 Optional. Leave blank, or enter the applicant's new name prefix.
refix
Valid values are located on the Name Prefix (PREX) window.
First 15 Required. Enter the applicant's new first name.
. Optional. Leave blank, or enter the applicant's new middle name or
Middle 15 o
initial.
Last 20 Required. Enter the applicant's new last name.
. Optional. Leave blank, or enter the applicant's new name suffix.
Suffix 5

Valid values are located on the Name Suffix (SUFX) window.

Applicant Name Inquiry (QANM)

Purpose

The Applicant Name Inquiry (QANM) window provides a convenient way to look up basic
information about an applicant using the applicant's name. The information includes the
applicant's ID and the ID of the job notice to which the applicant applied. Selection Criteria
is the applicant’s name.

QANM Coding Instructions
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E_Applicantz by Mame M=l E3
Status
Applicant Mame Applicant D Job Hotice (D Statuz  Date
1 |[|&MBROSE, DAMIELLE Q0304 20022 OATO4E20M AC D4Z700
2 ARBISI, TRACY ROZ 04 10005 FHATO4W DM A DA ZED0
3 AUGUSTIME, ALISA ROZ 04 10046 FHATO4W DM A DA ZED0
4 BALTHASER, DIAMA ROZ 0410023 FHATO4W0M A DA ZED0
5 BARMETT., LISA RO 0410012 FHATO4W0M A DA ZED0
B BEMDER, CRYSTAL ROZ 0410033 FHATO4W0M A DA ZED0
i BEMMARDO, KRISTEM RO 04 100650  HATO4W0M A DA ZED0
3 BERECEK. EECKY 00304 20003  OATD4EZOM A DA ZED0
9 BLACKEBURM, EROOKE ROZ 04 10030 FATO4W0M A DA ZED0
10 || BOWEM, CHRIS L0304 20031 CIATDAE 2001 A DA ZED0
11 BREHM, COURTMEY ROZ 0410013 FHATO4WDM A DA ZED0
12 || BREHM, STARLA ROZ 0410010 FATO4WA0M A DA ZED0
13 || BREMMER. EATIE J 00304 20045 OATOD4EZOM A DA ZED0
14 || BUCCI, LALURA 00304 20036 OATD4EZOM A DA ZED0
15 || BUMCH, DAMIEL ROZ 0410018 FATO4W0M A DA ZED0
Field L.
Length Definition
Name
Optional. You can enter a full or partial name of an applicant to start
the query at a specific pointin the applicant list. For example, if the
Applicant applicant's name starts with a "W", you can enter W in the field. The
Name applicant list begins with the first name that starts with a "W". The
applicant's full name is displayed in last name, first name, and middle
initial order.
Applicant Display . . . . L
D onl The number assigned to identify the applicant is displayed.
nty

Job Notice Display

ID Only
Displa
Status piay
Only
Status Display
Date Only

Alljob notices for which an applicant has applied is displayed.

The status of the applicant's application is displayed.

The date the status of the application was entered is displayed.

Applicant Prior Work History (AWRK)
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Purpose

The Applicant Prior Work History (AWRK) window is used to record and view an applicant's
employment history. The information captured includes the types of work experience, the
applicant's current employer, and length of employment.

AWRK Coding Instructions

Field Name Length Definition

N Display Displays the applicant's full name (last name, first name, and
ame
Only middle initial).
ApplicantID 10 Required. Enter the code that identifies the applicant.
Required. Enter the code for the type of work that the applicant
Work Type 6 performed. Valid values are located on the Work Type (WKTP)
window.
. 5 Required. Enter the date (mm/dd/yy) that the applicant first
rom
held the position.
T 5 Default is 99/99/99. Enter the last date (mm/dd/yy) that the
o
applicant held the position.
Optional. Leave blank, or enter the amount of salary the
Salary 10 . . e
applicant was paid for the specified job.
Defaults to None. If “Salary” is entered, select a value to
Basi Dropdown indicate the applicant's salary basis for the specified job. Valid
asis
Menu values are Annual, Contract, Daily, Hourly, Pay Period, Monthly
and None.
Titl 15 Optional. Leave blank, or enter the applicant's job title for the
itle

specified job.

Optional. Leave blank, or enter the name of the person or
Employer 30 . . .
company that employed the applicant in the specified job.

Optional. Leave blank, or enter the address of the person or

company that employed the applicant in the specified job. Use
Address (1-2) 30x2 pany . oy ) PP . p ) .

the second line to continue the address if additional space is

needed.
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City 19 Optional. Leave blank, or enter the employer's city.
Stat 3 Optional. Leave blank, or enter the code for the employer's
ate
state. Valid values are located on the State (ST) window.
Zip Code 9 Optional. Leave blank, or enter the prior employer's zip code.
c ; 3 Default is USA. Enter the country code for the employer. Valid
ountr
y values are located on the Country (CTRY) window.
Optional. Leave blank, or enter the employer's telephone
Phone 10
number (area code and number).
. Optional. Leave blank, or enter the extension of the telephone
Extension 4

number.

. Optional. Leave blank, or enter the name of the applicant's
Supervisor 30 . s
supervisor for the specified job.

Description of 470 Optional. Leave blank, or enter any additional information
Duties about the specified job.

Applicant References (AREF)

Purpose

The Applicant Reference (AREF) window maintains data on references for each applicant.
References are identified by their first and last names, and such information as their title,
employer, address, city/state/country, zip code, and phone numbers. In addition, the date
that the reference check letter was sent, the date a response was received, and two lines of
comments can be maintained.

AREF Coding Instructions
Field Name Length Definition

Display Displays the applicant's full name (last name, first name, and
Only middle initial).

Name

ApplicantID 10 Required. Enter the number identifying the applicant whose
reference information is being added, changed or expired. Valid
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applicant identification numbers are located on the Applicants by
Name QANM) window.

Optional. Leave blank, or enter the prefix that reflects the personal
Prefix 5 status of the reference. Valid values are located on the Name Prefix
(PREX) window.

Required. Enter the first name of the reference whose information

First 15 ] ] .
is being added, changed or expired.
Middl 15 Optional. Leave blank, or enter the middle name or initial of the
iddle
reference whose information is being added, changed or expired.
Last 20 Required. Enter the last name of the reference whose information
as
is being added, changed or expired.
Optional. Leave blank, or enter the name suffix of the reference
Suffix 5 (e.g., Jr., Sr., etc.). Valid values are located on the Name Suffix

(SUFX) window.

Optional. Leave blank, or enter the name of the reference's
Employer 30
employer.

Title 30 Optional. Leave blank, or enter the title of the reference.

Optional. Leave blank, or enter the address of the reference's
Address (1-2) 30x2  employer. Use the second line to continue the business address if
additional space is needed.

Optional. Leave blank, or enter the city name of the address of the

City 19
reference's employer.
Optional. Leave blank, or enter the state code of the address of the
State 3 reference's employer. Valid values are located on the State (ST)
window.
7 9 Optional. Leave blank, or enter the zip code of the address of the
[
P reference's employer.
Default is USA. Enter the country of the address of the reference's
Country 3

employer. Valid values are located on the Country (CTRY) window.



Phone 10

Extension 4

LetterSent 6

Response 5
Received
Rating 5

Comments 120
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Optional. Leave blank, or enter the phone number (area code and
number) of the reference's employer.

Optional. Leave blank, or enter the extension of the telephone
number of the reference’s employer.

Optional. Leave blank, or enter the date (mm/dd/yy) the reference
check letter was sent.

Optional. Leave blank, or enter the date (mm/dd/yy) a response to
the reference check letter was received.

Optional. Leave blank, or enter the code identifying what type of
rating the reference gave the applicant. Valid values are located on
the Interview Rating Code (IRTG) window.

Optional. Leave blank, or enter any additional comments.

Applicant Scheduled Activities (APSA)

Purpose

The Applicant Scheduled Activities (APSA) window is used to record and view additional

activities needed to process an application. For example, an applicant may need to take an

exam, complete an interview, or provide additional information.

APSA Coding Instructions

Field Name Length

Display
Only

Name

ApplicantID 10

Job Notice ID 10

Activity 5

Definition

Displays the applicant's full name (last name, first name, and
middle initial).

Required. Enter the applicant identification number.

Required. Enter the job notice identification number for which the
applicant is a candidate.

Required. Enter the activity code. Valid values are located on the
Applicant Tracking Activity (ATVY) window.
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Scheduled 5 Optional. Leave blank, or enter the date (mm/dd/yy) the activity is
Date scheduled to occur.
Optional. Leave blank, or enter the date (mm/dd/yy) the activity

Actual Date 6
actually occurred.

R It 5 Optional. Leave blank, or enter the activity result code. Valid
esu
values are located on the Activity Result (RSLT) window.

Comments 60 Optional. Leave blank, or enter any additional information.

Applicant Selection Definition (ASDF)

Purpose

The Applicant Selection Definition (ASDF) window defines applicant selection codes that
are used as criteria for building recommended applicant lists. All indicated criteria must be
met by an applicant in order to be selected, unless the field is labeled explicitly with "or".
For example, the applicant must have an Ethnicity value of A or B or C, and a Gender value
of Female. All applicants who meet these criteria are displayed on the Recommended
Applicant List (RAPL) window.

ASDF Coding Instructions

Field Name Length Definition
Applicant 5 Required. Enter the applicant selection code you are adding,
Selection ID changing, or deleting.

Optional. Enter up to four ethnicity codes to use as selection
criteria. Applicants with an ethnicity code that matches one of
those entered here are selected. See the Ethnicity (ETHN)
window for valid values.

Ethnicity (1-4) 1x4

Optional. Leave blank to select both male and female

Displa
Gender o lp y applicants. Enter M to select only male applicants or F to
n
y select only female applicants.
Preferred Start 6 Optional. Enter the latest preferred applicant start date in

Date Is (mm/dd/yy) format. This date is used to select applicants with
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preferred start dates that are equal to or earlier than the date
entered in this field.

Optional. Enter the minimum accepted interview average.
Only applicants with a weighted interview average greater than
or equal to this value are selected. The weighted average is
calculated based on all of the completed Job Interview records

Interview Average 8 entered for the applicant. If interview scores have only been

Is partially recorded on a job interview, that job interview is not
used in the calculation of the weighted interview average. The
weighted interview average is calculated as the total of the
weighted scores from completed job interviews divided by the
number of completed job interviews.

Optional. Enter the minimum accepted other factors total.
Only applicants with an “other factors” total greater than or
equal to this value are selected.

Other Factors
Total Is

Optional. Enter up to two recommendation codes to use as
. selection criteria. Applicants with at least one of the
Recommendation . o .
(1-2) 5x2 recommendation codes on at least one job interview are
selected. See the Recommendation (RCMD) window for valid

values.

Optional. Enter up to eight skills to use as selection criteria.

The operator value following this field (or, and, n/a) indicates

selected applicants must have one or all of the preceding
Skills (1-4) 5x4 skills. See the Skills (SKLS) window for valid values.

Select and to indicate selected applicants must possess all

skills. Select or to indicate selected applicants must possess

only one of the listed skills.

Optional. Enter up to five licenses to use as selection criteria.
The operator value following this field (or, and, n/a) indicates
selected applicants must have one or all of the licenses. See

Licenses (1-5) 5x5 the License Type (LTYP) window for valid values. Select and to
indicate selected applicants must have all specified licenses.
Select or to indicate selected applicants must have only one
license.



Exclude Job
Notice(1-4)

Include Job Notice

(1-4)
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Optional. Enter up to four job notice ID's to exclude from the
selection criteria. Any job applications applying for the listed

10x4

job notices are not selected. This field must be blank if any
values are entered in the Include Job Notice field.

Optional. Enter up to four job notice ID's to include in the
selection criteria. If any values are entered in this field, only job

0x4 applications for these job notices are selected. This field must

be blank if any values are entered in the Exclude Job Notice
field.

Applicant Skills Profile (ASKL)

Purpose

The Applicant Skills Profile (ASKL) window is used to record and view skills information for
applicants. The information captured includes the skills the individual possesses and the

applicant’s proficiency in these skills.

ASKL Coding Instructions

Field Name Length Definition

Display Displays the applicant's full name (last name, first name, and middle

Name
Only

ApplicantID 10

Skill 5
Effective 5
Date
Expiration 5
Date
Skill Level 5

initial).
Required. Enter the applicant's identification number.

Required. Enter the applicant's skill code. Valid values are located
on the Skill (SKLS) window.

Required. Enter the date (mm/dd/yy) that the applicant acquired the
skill.

Default is 99/99/99. Enter the expiration date (mm/dd/yy) of the
applicant's proficiency in the skill.

Optional. Leave blank, or enter the applicant's proficiency or skill
level. Valid values for skill level depend on the type of skill. If “Edit
Type” on the Skill (SKLS) window is blank, any skill level can be
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entered. If “Edit Type” on the Skill (SKLS) window is “T”, skill level
must be on the Skill Level (SKLL) window. If “Edit Type” on the Skill
(SKLS) window is “N”, skill level must be numeric. Valid values are
located on the Skill Level (SKLL) window.

Months 3 Optional. Leave blank, or enter the number of months of experience
Experience in the skill.
Verified 1 Required. Enter Y if the applicant's proficiency in the skill has been
erifie
verified. Enter N if the skill has not been verified.
Comments 60 Optional. Leave blank, or enter any additional comments.

Applicant SSN Change (ASSC)

Purpose

The Applicant SSN Change (ASSC) window allows you to make changes to an applicant's
social security number. It can also be used to delete an applicant's social security number.

ASSC Coding Instructions
Field Name Length Definition

Display Displays the applicant's full name (last name, first name,

Name . o
Only and middle initial).
Required. Enter the applicant's identification number.
ApplicantID 10 Valid values are located on the Applicant Name Inquiry
(QANM) window.
Current Applicant .
. . Display . . . . .
Social Security onl Displays the applicant's existing social security number.
n
Number Y
New Applicant Social 5 Optional. Enter the applicant's new or changed social

Security Number security number.
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Applicant Status (APST)

Purpose

The Applicant Status (APST) window is used to define the codes which describe the status
an applicant may hold in the application process. For example, a code of “AC” can be
defined as “Active” to indicate the applicant is actively applying for a job notice, or a code
of “HI” can be defined as “Hired” to indicate the applicant has been hired and is now an
employee.

APST Coding Instructions

E_Applicant Status [_ O] =]
Applicant Status Iﬁ

Effective D ate m

Expiration Date Im

Short Dezcription | HIRED

Lang Description | HIRED

Hiring Status IY_ [T Active Status
Autamated | pdate Statuz W

Mumber of Monthe Before Archive IT

Field Name Length Definition

Applicant 5 Required. Enter the applicant status code you are adding,

Status changing, or deleting.

Effective Date 6 Required. Enter the date the entry becomes effective.

Expiration ) . .

Dat Default is 99/99/99. Enter the last date the status is valid.
ate

Short 19 Required. Enter the new or changed short description of the

Description applicant status code.

Long Default is Short Description. Enter the new or changed long

0
Description description of the applicant status code.
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Required. Enter a status code to indicate whether or not the
applicant has been hired. Valid values are Y (Applicant has been
Hiring Status 1 hired), N (Applicant has not been hired) and A (Applicantis
allowed to be appointed). Note: This applicant can only be hired
via the Employment Status Maintenance Transaction (ESMT).
. Required. Select to indicate an active applicant, or clear to
Active Status Checkbox ] . ]
indicate an inactive applicant.
Optional. Enter the status code which is automatically entered
on all of an applicant's remaining job applications when the
primary status code is entered on one application. For example,
Automated if an applicant applied for five job notices and is hired for one,
Update Status then a hired status is entered for the accepted job application
and all of the applicant's other jobs application statuses are
updated to an Automated Update Status that indicates the
applicantis unavailable.

Optional. Enter the number of months before a job application

Number of . . . .
associated with this status may be archived, or enter zero (0) to
Months Before 3 o . o . o
Archi indicate the job application can not be archived. This field must
rchive

be zero if the Active Statusis “Y”.

Applicant Status Reason (APSR)

Purpose

The Applicant Status Reason (APSR) window is used to define codes which describe the
reasoning used in assigning an applicant an application status code. For example, an
applicant might have a status of “Unav.” to indicate the applicant is currently unavailable to
be hired.

APSR Coding Instructions
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E_aApplicant Status Feason |_ O] =]

Applicant Status Effective E xpiration Shart
Reazon D ate D ate D e=zcription Long Dezcription

1 0o 20 333933 APP EXFIRED APPLICATION EXFPIRED

2 0 o120 9339133 DECLIMED IMT DECLIMED IMTERWIEW

K] oo 20 9339133 DECLIMED OFF DECLIMED OFFER

4 oo 20 3353333 DRUG TEST DRUG TEST

4] 0 o120 9339133 HIRED HIRED OM THIS JOB MOTICE

B oo 20 9339133 HIRED OTHER HIRED O OTHER JOB MOTICE

7 oo 20 3353333 WNOT AFFLICAB WOT AFFLICABLE - ACTIVE

a 0101 20 935993 OTHER OTHER

3 oo 20 9339133 RELATIVE RELATIVE POLICY

10 oo 20 3353333 SaLAaRY EXCESSIVE SAaLaRY REQUIREMENT

11

12

13

14

15
1| | r

Field Name Length Definition

Applicant Status
Reason

Effective Date 6

Expiration Date 6

Short Description 12

Long Description 30

Required. Enter the applicant status reason code you are

adding, changing, or expiring.

Required. Enter the date the entry becomes effective.

Default is 99/99/99. Enter the last date the information isin

effect.

Required. Enter the new or changed short description of the

applicant status reason code.

Default is Short Description. Enter the new or changed long
description of the applicant status reason code.

Applicant Tracking Activity (ATVY)

Purpose

The Applicant Tracking Activity (ATVY) window is used to define the codes which describe
any activities associated with a job notice that an applicant participates in during the
interview process (i.e., a typing test or a technical interview).



ATVY Coding Instructions
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E_Applicant Tracking Activity

Effective Expiration Shaort
Activity D ate D ate D ezcription Long Description

1 m oo 20 939333 SIGHMED APPL COMPLETED SIGHMED APPLICATION

2 APPRW 0101 20 939333 AFFR TO HIRE REQUEST APFPROWAL TO HIRE

3 APS D 0101 20 939333 AFPF DEADLIME APPLICATION DEADLIMES

4 CEINT 0101 20 939333 CE-IMTERVIEW CIVIL EMGIMEER - INTERYIEWED

5 DRUG 0101 20 939333 DRUG TESTIMG POTEMTIAL MEW HIRE-DRUG TEST

B Bt 0101 20 939333 Exahd TAKEM FRESCRIBED ExaAM TAKEM

i [ ThME 0101 20 939333 IMTERYIEW IMTERYIEW

3 OFFER 0101 20 939333 JOB OFFERED COFFER OF JOB MADE

9 FAPER 0101 20 939333 ADVTISE MWSP - ADVERTISE - MEMWSPAPER

10 | PREMF 010120 939333 FRE-EMP PHY'S FRE-EMPLOYMEMT PHYSICAL B

11 REFMHC 0101 20 939333 REFEREMCES REFEREMCES

12 || REVR 0101 20 939333 RESUME REY RESUME REYIEW PROCESS

13 || TvPE 0101 20 939333 TvFING TEST TvFING TEST

14 | WRTHG 010120 939333 WRITG SMPLE WRITING SAMPLE

15 || =SCPT 0101 20 939333 TRAMSCRIFPTS TRAMSCRIFPTS

16
Field Name Length Definition

. Required. Enter the activity code that you are adding, changing, or
Activity 5 .
deleting.

Effective Date 6 Required. Enter the date the entry becomes effective.
Expiration . . .
Dat Default is 99/99/99. Enter the last date the information is in effect.

ate
Short 19 Required. Enter the new or changed short description of the activity
Description code.
Long 30 Optional. Default is Short Description entry. Enter the new or
Description changed long description of the activity code.

Applicant Tracking Mass Change Request (AMAS)

Purpose
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The Applicant Tracking Mass Change Request (AMAS) window is used when a single change
is to be applied to multiple Job Application (JOBA) transactions. Ordinarily, these
adjustments would be accomplished on an application by application basis. The applicant
tracking mass change batch process provides a method for updating the attributes of a
large group of applications. Entering data into the AMAS window is the first step of this
batch process. The remaining steps in this process are detailed in the User's Guide. The
Applicant Tracking Mass Change Request (AMAS) window allows you to create new job
applications for all applicants who have applied for the job notice specified in the selection
criteria. You can also use the window to change the application status, application status
reason, and/or application status date of all applications for the job notice specified in the
selection criteria. Selection Criteria are used to identify the exact group of applications for
which the change should be made.

AMAS Coding Instructions

E_Applicant Tracking Mass Change Bequest M= E3

Request |0 I

Selection Critena

Job Matice D I
Status I Statuz Reazon I

Fram Ta
Status Date | ¢ / | / ¢ Revized Attribute
Application Date |/ [ Job Notice 1D |
Termination D ke |/ [ Statuz I
" Current Employee " Previous Employes Status Reason |
' Meither OIS Status Date W

Field Name Length Definition

Optional. If changing an existing request trigger, enter the number

of the request trigger; otherwise, leave blank. If this field is left
Request ID 8 . ]

blank, the system defaults to an automatically assigned

sequential request number.

Optional. Enter the job notice ID of the job applications to be
Job notice ID 10 selected for processing. Valid values are located on the Job Notice
(JNOT) window.



Status

Status Reason

Status Date
From

Status Date To

Application
Date From

Application
Date To

Termination
Date From

Termination
Date To

Current
Employee,
Previous
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Optional. Enter the applicant status code of the job applications
to be selected for processing. Valid values are located on the
Applicant Status (APST) window.

Optional. Enter the applicant status reason code of the job
applications to be selected for processing. Valid values are
located on the Applicant Status Reason (APSR) window.

Optional. Enter the earliest status date of the job applications to
be selected for processing. When this date is entered, any job
applications with a Status Date earlier than this date are not
chosen.

Optional. Enter the latest status date of the job applications
selected for processing. When this date is entered, any job
applications with a Status Date later than this date are not
chosen.

Optional. Enter the earliest application date of the job
applications selected for processing. When this date is entered,
any job applications with an Application Date earlier than this date
are not chosen.

Optional. Enter the latest application date of the job applications
selected for processing. When this date is entered, any job
applications with an Application Date later than this date are not
chosen.

Optional. Enter the earliest application termination date of the job
applications selected for processing. When this date is entered,
any job applications with a Application Termination date earlier
than this date are not chosen.

Optional. Enter the latest application termination date of the job
applications selected for processing. When this date is entered,
any job applications with a Application Termination date later than
this date are not chosen.

Optional. Enter the employment status of the applicants whose
applications are selected for processing. Valid values are Current
Employee (only applications submitted by current employees will
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Employee, be selected for processing), Previous Employee (only

Neither, N/A applications submitted by previous employees will be selected for
processing), Neither (applications submitted by current or
previous employees will not be selected for processing),
and N/A (employment status is not to be used as a selection
criteria).

Optional. Enter a job notice ID if you wish to create new job
applications for applicants selected through the listed criteria. If

Job NoticelD 8 you only wish to change the status, status reason, or status date
on existing job notices, leave this field blank. Valid values are
located on the Job Notice (JNOT) window.

Conditional. Required if a revised job notice ID has been entered,
optional otherwise. If a revised job notice ID has been entered,
this field is required in order to create a new job application. If a
revised job notice ID was not entered, this field can be used to

Status 2 update existing job applications selected based on the above
criteria. If no revised job notice ID was entered, and you do not
wish to change the status on the selected job applications, leave
this field blank. Enter the revised status code. Valid values are
located on the Applicant Status (APST) window.

Conditional. Required if a revised job notice ID has been entered,
optional otherwise. If a revised job notice ID has been entered,
this field is required in order to create a new job application. Ifa
revised job notice ID was not entered, this field can be used to
Status Reason 5 update existing job applications selected based on the above
criteria. If no revised job notice ID was entered, and you do not
wish to change the status reason on the selected job applications,
leave this field blank. Enter the revised status reason code. Valid
values are located on the Applicant Status Reason (APSR) window.

Required. Enter the status date which applies to the revised or
Status Date 6 o )
new Job Application (JOBA) transactions.

Applicant Tracking Title Group (ATTG)
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Purpose

The Applicant Tracking Title Group (ATTG) window is used to define the salary range, job
requirements and pay policy for a specific set of job notices.

ATTG Coding Instructions

E_Applicant Tracking Title Group

Title Group W
Effective Date ||:|'| A0 220 Ex=piration Date IEE 299 99

Shart Description | PROFESSIONAL

Long D'escription | PROFESSIONALS

Grade I AT Job Requirement I o

S alary tinimum 0.00 Salary b axirum .00

P ayp Palicy I

Field Name LengthDefinition

) Required. Enter the title group code you are adding, changing, or
Title Group 6

expiring.
Effective Date 6 Required. Enter the date the entry becomes effective.
Expiration ) . . .
Dat Default is 99/99/99. Enter the date the information expires.
ate
Short ) — .
L 12 Required. Enter the short description of the title group code.
Description
Long 30 Default is the Short Description entry. Enter the long description of
Description the title group code.
Grade 5 Required. Enter the grade code associated with the specific title
r
group. See the Grade (GRDE) window for valid values.
Required. Enter the requirement code for the title group. The job
Job 5 requirement code links the title group to the specific job
Requirement requirements. See the Job Requirement (JBRQ) window for valid

values.



Salary
. 10
Minimum
Salar
.y 10
Maximum

Pay Policy 5
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Required. Enter the minimum salary for the title group.

Required. Enter the maximum salary for the title group.

Optional. Enter the pay policy code for the title group. See the Pay
Policy (PPOL) window for valid values.

Applicant Training Profile (ATRP)

Purpose

The Applicant Training Profile (ATRP) window is used to record and view an applicant's prior

training information. The information includes the types of courses the applicant has
completed, where courses were taken and the resulting grades.

ATRP Coding Instructions

Field Name Length

Display
Only

Name

ApplicantID 10

Course 5

Start Date 6

End Date 6
School 6
Course

Grade

Definition

Displays the applicant's full name (last name, first name, and
middle initial).

Required. Enter the applicant's identification number.

Required. Enter the code of the course the applicant has
completed. Valid values are located on the Course (CRSE) window.

Required. Enter the date (mm/dd/yy) the applicant started
attending the course.

Default is 99/99/99. Enter the date (mm/dd/yy) the applicant
completed the course.

Required. Enter the code for the institution/school. Valid values are
located on the School (SCHL) window.

Required. Enter the grade the applicant received in this course.
Valid values are located on the Course Grade (CGRD) window.
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Comments 60 Optional. Leave blank, or enter any additional comments.

Applicant Training Summary (QATS)

Purpose

The Applicant Training Summary (QATS) inquiry summarizes an applicant's training profile.
It lists all the courses that a particular applicant has enrolled in and/or taken. Selection
Criteria include Applicant ID, Course and Start Date.

QATS Coding Instructions

E_Applicant Training Summary

Marme | HASH, DEAMNE
Applicant 1D |RO3 - 04 - 10001

Short Start End
Courze  Description S chool Grade Date D1 ate

1 |
2

3

4

5

G

7

a

9

10

11 |
12

13 N | _*l_l

Field Name Length Definition

Display Displays the applicant's full name (last name, first name, and

Name . o
Only middle initial).
ApplicantID 10 Required. Enter the number assigned to identify the applicant.
Optional. You can enter the code of a particular course to start the
Course 5 query at that course. The code identifying the course the applicant

has taken is displayed.



Short
Description

School

Grade

Start Date

End Date

Display
Only

Display
Only

Display
Only
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Displays the short description of the course.

Displays the school where the course was taken.

Displays the grade the applicant received in the course.

Optional. You can enter a date to start the query at a particular
point. The start date of the course is displayed.

The end date of the course is displayed. ??? You can enterup to 6
characters in this field. If it is display only, where does it come
from?

Applicant User Defined Fields (AUDF)

Purpose

The Applicant User Defined Fields (AUDF) window defines the fields which are found on
Applicant Tracking user defined windows (AUS1 and JUS1). It also defines the attributes
associated with these user defined fields.

AUDF Coding Instructions
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E_Applicant Uzer Defined Fields

Window |aDF Wwindow Mame | APPLICANT USER DEFINED
Applicant # Job MNotice [D " Applicant " Joh Matice &+ Both
Required /
Figld Field Data  Decimal Tableto  Optiohal /
Position Field Mare Length  Tepe  Places Yalidate Mo Change
[00001 [ AUS1FIELD 1 [308N] f030 [aN [o0 | [0
[00031 [ AUS1FIELD 2 [308N] f030 [aN [o0 | [0
| 00061 | AUSTFIELD 3 [304N) j030 &N foo | [0
|00091 | AUSTFIELD 4 [30&N) T foo | [0
[00121 | AUS1FIELD 5 [308N) f030 [N foo | [0
| 00151 | AUS1 FIELD & [308N) f030 [N foo | [0
[00181 | AUS1FIELD 7 [308N] [030 [N [on | [0
[00211 | AUS1FIELD & [308M] f0a0 [N [oo | [0
|00241 | AUS1FIELD 9 [308N] f0a0 | &N [o0 | [0
{00271 | AUS1 FIELD 10 (304N f030 [aN [o0 | [0
[00301 | AUS1FIELD 11 (304N f030 [aN [o0 | [0
Field Name Length Definition

Required. Enter the window identification number for the
input of Applicant Tracking Subsystem, user-defined fields.

Window 4 i . . .
Valid values are AUS1 (Applicant User Defined Window)
and JUS1 (Job Notice User Defined Window).
] Required. Enter the window name you wish to appear at
Window Name 30

the top of the user defined window.

Required. Select a value to indicate whether this entry is
defining an applicant or job notice, or a combination of the
two (e.g., information relating to a job application). Valid
Applicant/Job Notice Radio values are Applicant, Job Notice,
ID Button and Both. Note: Applicant and Both options are valid only
for the Applicant User Defined Window (AUS1). Job
Notice is only valid for the Job Notice User Defined Window
(JUST).

Required. Enter the field position number. Each field

Field Position 5 position must be unique and consecutive. For example,
start the first field in position 00001. To determine the
position of the second field, add the length of the first field



Field name

Field Length

Data Type

Decimal Places

Table to Validate

30
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to the position of the first field. The sum of the two is the
position of the second field. For example, the first field's
length is six characters. Add 6 to 00001 to find the position
of the second field. In this example, enter 00007 to indicate
the start of the second field position. The data for each
window is stored on one record so field positions must be
defined as to not overlap.

Required. Enter the name used to describe the field.

Required. Enter the number to define how many characters
each field contains.

Required. Enter the code that defines the data to be
entered in the field. Valid values are: AN (the data is
alphanumeric [up to 30 characters]i.e., aname, a code or a
description). NM (the data is numeric [up to 18 characters]
i.e., the applicant's age or a test score). D6 (the datais a
date in the mm dd yy format). D8 (the data is a date in the
mm dd cc yy format).

Conditional. Defaults to 00. Optional if Data Type is
numeric; otherwise must be blank. Enter the number of
decimal places allowed after the decimal point. For
example, a value of O for this field means that the numberis
an integer; whereas, a value of 2 means that two decimal
places are allowed after the decimal point.

Optional. If this field is a code that is defined on a
reference window, enter the four-character name of the
reference window against which this field is validated.
Note: This field can also be validated against a User
Defined Table (TBL1-9) window. The field length on this
window must match the field length of the value on the
table used to validate it. For example, User Defined Table
(TABL1) values have a length of 5; therefore, the value set
up on the Applicant User Defined Fields (AUDF) window to
edit on TBL1 must also have a length of 5. These windows
are user-defined reference windows.
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Optional. Default is O (Optional). Enter a code to indicate
whether the user must enter information in certain fields, or
if the user has the option to enter information in the field or
leave it blank. Valid values are R (required - the user must
enter information in this field), O (optional - the user has the
option to enter information in this field, or to leave this field
blank) and N (no change - this field can be entered only

Required/Optional/No 1
Change

once; after the user enters an initial value, this field
becomes display only).

Applicant User Defined Screen (AUS1)

Purpose

The Applicant User Defined Screen (AUS1) is used to enter applicant data into a user
defined window. The fields on this window are defined on the Applicant User Defined Fields
(AUDF) window. This window can be used to enter applicant-specific or application-
specific information depending on how the Applicant User Defined Fields (AUDF) window is
set up.

AUS1 Coding Instructions

Field Name Length Definition

Display . .
Displays the window name.
Only
N Display Displays the applicant's full name (last name, first name, and
ame
Only middle initial).
ApplicantID 10 Required. Enter the applicant identification number.

Conditional. Required if the “Applicant/Job Notice ID” on the
. Applicant User Defined Fields (AUDF) window is “Both”. Enter the
Job Notice ID 10 . L e . .
job notice identification number relating to the applicant's
application.

Effective 6 Required. Enter the date (mm/dd/yy) on which the information on
Date this window takes effect.
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Fields yet to . .
; 30x12 Fieldsyetto be defined.
be defined.

Applicant User Defined Window (AUS1)

Purpose

The Applicant User Defined Window (AUS1) is used to enter applicant data into a user
defined window. The fields on this window are defined on the Applicant User Defined Fields
(AUDF) window. This window can be used to enter applicant-specific or application-
specific information depending on how the Applicant User Defined Fields (AUDF) window is
set up.

AUS1 Coding Instructions
Field Name Length Definition

Field yet to be . .
Fields yet to be defined???

defined???
N Display Displays the applicant's full name (last name, first name, and
ame
Only middle initial).
ApplicantID 10 Requires Input. Enter the applicant identification number.

Input Conditional. Required if the “Applicant/Job Notice ID” on
. the Applicant User Defined Fields (AUDF) window is “Both”. Enter
Job NoticeID 10 ) L o . .
the job notice identification number relating to the applicant's
application.

. Requires Input. Enter the date on which the information on this
Effective Date 6 .
window takes effect.

Fields yet to . .
) 30x12 Fieldsyetto be defined???
be defined???

Applicant Work History Inquiry (QAWK)



Purpose
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The Applicant Work History Inquiry (QAWK) window retrieves work history information

relating to a specific employee in reverse chronological order. The Details button retrieves
the Applicant Prior Work History (AWRK) window to enter or view more detailed data on the
applicant's work history. Selection Criteria include Applicant ID, Start Date, and End

Date.
E_Applicant Work History Inquiny M=] E3
Hame |N.¢.SH,DE.¢.NNE Applicant 1D |H|33 - 04 - 10007
Start End
D ate D ate Work, Tepe Title Employer Mame
1 ||[NGEEE | 999993 PROF MIDWEST SURVEYORS
2
3
4
5
E
7
8
3
10
11
12
13
p | | Details

QAWK Coding Instructions

Field
Name

Name

Applicant
ID

Start Date

Length

Definition

Display Displays the applicant's full name (last name, first name, and middle

Only

10

6

initial).
Required. Enter the identification number assigned to the applicant.
Optional. Enter a date to limit the display to work that started on or

after the specified date. The date the applicant started the specified
work is displayed.



Page |56

Optional. You can enter a date to limit the display to work that ended
EndDate 6 on or prior to the specified date. The date the applicant stopped the
specified work is displayed.

Display Displays the code indicating the type of work the applicant

Work Type .
Only performed at the specified employer.
. Display . e . . .
Title onl Displays the code indicating the applicant's previous title(s).
y

Employer Display . . .
Displays the name of the applicant's previous employer.
Name Only

Appointment ID Trigger (ATRG)

Purpose

The Appointment ID Trigger (ATRG) window is used to update the Appointment ID Trigger
table ( and therefore QAPT) when the Central Processing Flag or the Processed by Agency
Flag is changed. This flag is changed when an employee’s primary or secondary
appointment has changed and action needs to be taken by either Central Processing or an
Agency.

ATRG Coding Instructions

E_Appointment ID Trigger H=] E3

Employee [D |EI'IEI - 81 - 0002 Employes Mame | SHOWERS, APRIL
Effective Date I / ! Expiration D ate I ! i
Central Procezsing Flag Proceszed by Agency Flag

= Yes ez

& o & No

Field Name Length Definition

Employee D 10 Required. Enter the employee’s ID number.
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Employee . .
N 30 Inferred from the Employment Status Maintenance window.
ame
Effective Date 6 Required. Enter the date the entry becomes effective.
Expiration . . .
Dat Default is 99/99/99. Enter the date the entry is no longer valid.
ate
Select YES to indicate that the secondary appointment has been
Central Radi transferred to the primary appointment by Central Processing.
adio
Processing Butt Select NO to indicate that the secondary appointment has not
utton
Flag been transferred to the primary appointment by Central

Processing.

Select YES to indicate that the Agency tied to the new primary
Processed by Radio appointment has attached the relevant attributes to the new
Agency Flag Button primary appointment. Select NO to indicate the Agency has not yet

attached the relevant attributes to the new primary appointment.

Attorney Information (ATTN)

Purpose

The Attorney Information (ATTN) window is used to record and view information related to
attorneys associated with the wage attachment process.

ATTN Coding Instructions
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E_Attorney Information M=l E3
Aftorney Code | ABRAMS,RICH Firm Cade | PAMK. WS KB4

Effective D ate m E spiration Date Im

Attarney Last Mame |.-’-'-.I:|rams Attarney First Name | Richard £

Attorney Addre User Field I”—
Address 1 | 101 05" est Flonissant User Field I—
Address 2| User Field [
City | St. Louis State IW
Country Iﬁ IW
Phore || ) Eut I_

Fax Il ] Ext I_
Emal |
Field Name LengthDefinition

Attorney Code 11

Firm Code 11

Effective Date 8

Expiration Date 8

Attorney Last 18
Name

Attorney First
Name

User Field 8

User Field 8

Required. Enter the code of the attorney that is being added,
modified, or expired.

Required. Enter the law firm code associated with the individual
attorney. Refer to the Law Firm Information (LAWF) window for valid
values.

Required. Enter the date the information becomes effective.
Required. Enter the last date the information is in effect. This will

default to 99/99/99.

Required. Enter the attorney’s last name.

Required. Enter the attorney’s first name.
Optional. Additional field to be used at the discretion of the State
of Missouiri.

Optional. Additional field to be used at the discretion of the State
of Missouiri.
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Optional. Additional field to be used at the discretion of the State
of Missouri.

User Field 8

Attorney . .
. 30 Required. Enter the attorney/firm address.
Address Line 1

Attorney . . . L
. 30 Optional. Enter the attorney/firm address if another line is needed.
Address Line 2

City 19 Required. Enter the name of the city.

Required. Enter the appropriate state code. Refer to the State (ST)
window for valid values.

State 3

Required. Enter the appropriate country code. Refer to the Country

Country 3 . .

(CTRY) window for valid values.
Zip 9 Required. Enter the zip code.

Optional. Enter the attorney’s phone number and extension, if
Phone 14

known.
Fax 14 Optional. Enter the attorney’s fax number and extension, if known.
E-mail 30 Optional. Enter the attorney’s e-mail address, if known.
B

Balance Sheet Fund Transfer Table (BFTR)

Purpose

The Balance Sheet Fund Transfer (BFTR) table is used to establish overrides for the fund, for
fringe benefits liabilities referenced on the payment voucher, transfer voucher and journal
voucher created from the General Ledger Interface based on the agency on the deduction
balance sheet account on the DPL3 table.

BFTR Coding Instructions

Field Name Length Definition
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Fiscal Year 2 Required. Enter the fiscal year in which the override is valid.
Required. Enter the agency paying out the fringe benefit liability
Agency 3
for the employee.
Balance Sheet 4 Required. The override balance sheet account related to the
Account deduction plan on DPL3.

Required. The fund associated with the statewide account to
which the fringe should ultimately be posted.

Override Fund 4

Required. The fund associated with the statewide account to

Override Agency 3 . . .
which the fringe should ultimately be posted.

Bank Check Disposition (DISP)

Purpose

The Bank Check Disposition (DISP) window is used to translate check dispositions received
from banks to system-equivalent check dispositions. A check disposition is a status that
the checkis in, such as "cleared". This window is primarily used in the automated check
reconciliation process.

DISP Coding Instructions

E_Bank Check Dizposition
B ank Routing Check Effective E wpiration Shart
Murnber Dizpogition  Date D ate D escription Lang Description
1 |IM
2
K]
4
4]
B
7
4| | r

Field Name LengthDefinition

Required. Enter the bank routing number (up to nine characters) for
the check disposition codes you are changing, adding or expiring. The

Bank Routing S
Number



Check
Disposition

Effective
Date

Expiration
Date

Short
Description

12

Long
Description

30

HR Check
Disposition

Begin Day (BDAY)
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first eight digits represent the ABA routing number and the last digit
represents the check digit.

Optional. Enter the check disposition code (up to two characters)

you are changing, adding or expiring. The check disposition code is
used by the bank (specified by the routing number) for indicating a

pay check status such as "cleared" or "stopped".

Required. Enter the date the entry becomes effective.

Default is 99/99/99. Enter the last date the information is in effect.

Required. Enter the new or changed short description of the bank
routing number.

Default is Short Description entry. Enter the new or changed long
description of the bank routing number.

Required. Enter the system check disposition identification number
that is used as the system equivalent to the bank check disposition
code. The value of the Check Disposition identification code is
determined according to the given routing number (bank). Valid
values are: O - Paycheck Outstanding; C — Paycheck Cleared; R -
Paycheck Redeposited; V - Void; and D - Void or Cleared.

Purpose

NO HELP FILES AVAILABLE

BDAY Coding Instructions
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E_Begin Day M=] E3
Application [0 I.-‘-‘-.HFES
Table Murmber
APRY 1115 DATE |1'I1EI ETAR |111E FORT |11I]5 MCRT |11EIE
OCRT 1117 SECT oo0a SEC2 0034 STaR 1108 SUSF 1107
wWHER |1113 WiHOM 1114 HCOM 1109
b axirnurn Logon Time I 00001000 Tirnecut Lirnit I Qo001 000
Offline Checkpaoints Minutes I Qo030
Offline Suncpoint Becords I 01000 Offline Syncpoint Minutes I Qo200
YWhere Code Offzet IT YWhere Code Length IT
Lewvel 1 Securty Size I 04 Level 2 Securty Size 10
¥ Securty Year [ Display Tranzaction |0
[ Update Only Changed Lines ™ High Performance
Field Name Length Definition
Application ID 8
APRV 4
DATE 4
ETAB 4
FORT 4
NCRT 4
OCRT 4
SEC1 4
SEC2 4
STAB 4
SUSF 4
WHER 4
WHOM 4
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XCOM 4
Maximum Logon Time 8
Timeout Limit 8

Offline Checkpoints Minutes 5
Offline Syncpoint Records 5

Offline Syncpoint Minutes 5

Where Code Offset 1
Where Code Length 1
Level 1 Security Size 2
Level 2 Security Size 2
Security Year Display Only
Display Transaction ID Display Only

Update Only Changed Lines Display Only

High Performance Display Only

Benefit Plan Class (BPCL)

Purpose

The Benefit Plan Class (BPCL) window defines the codes which group benefit plans. For
example, if HEALTH (health) has been defined as a benefit type class, and MEDIN (medical
insurance) has been defined as a benefit type sub-class, then the Benefit Plan Class code
can be used to define codes which distinguish between medical insurance coverage for
married employees, and medical insurance coverage for single employees.

BPCL Coding Instructions
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E_Benefit Plan Class |_ O] =]

Benefit Plan Effective E xpiration Shart
Clazs D ate D ate D escription Long D ezcription

0O~ O N = L [ —

Field Name LengthDefinition

Benefit Plan 5 Required. Enter the benefit plan class code that is being added,
Class changed, or expired.
Effective Date 6 Required. Enter the date the information becomes effective.

o Optional. Enter the last date the information is in effect. Default
Expiration Date 6

is 99/99/99.
Short 19 Required. Enter the new or changed short description of the
Description benefit plan class.
Long Optional. Enter the new or changed long description of the benefit
Description plan. Default is the Short Description entry.

Benefit Policy Type (BPLT)

Purpose

The Benefit Policy Type (BPLT) window is used to identify the valid benefit type and plan
combinations included in a particular benefit policy. It is possible for a benefit policy to
include a benefit type and all of its associated benefit plans or only certain benefit plans.
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BPLT Coding Instructions

E_Benefit Policy Type M=l E

i Deducton Deduchon Effective  Espiration  Autoenmollmenl  Avtoenrollment Months
Type Plan [ ate D ate Benefit Plan Flag Feguired Edit Rule
1 " BLAIE 0o20 9393599 M ]
2 BLAZE 0020 9393499 N ]
3 BLC1E 01020 93593499 M ]
4 BLCZE 0o20 9393599 M ]
] COMID 01ol20 9399499 M ]
B COM2D 0o20 9393499 M ]
| r
Field Name Length Definition
Benefit Policy 5 Required. Enter the benefit policy type code that is being added,

Type changed, or expired.

Required. Enter the deduction type code to be included in this
benefit policy. Refer to the Employee Fringe Benefit Type
(BENT) or the Employer Fringe Benefit Type (EFBT) windows for
valid values.

Deduction Type 5

Conditional. Required if the Deduction Policy Rule field on the
Employee Fringe Benefit Type (BENT) or the Employer Fringe
Benefit Type (EFBT) window is set to Enforce by Plan [P]. If the
Deduction Policy Rule field on the Employee Fringe Benefit Type
Deduction Plan 5 (BENT) or the Employer Fringe Benefit Type (EFBT) window is set
to Enforce by Type [T], this field must be blank. Enter a
permissible benefit plan code. Refer to the Employee Fringe
Benefit Plan (BENP) or the Employer Fringe Benefit Plan
(EFBP) windows for valid values.

Effective Date 6 Required. Enter the date the information becomes effective.

Optional. Enter the last date the information is in effect. Default

Expiration Date 6 .
is 99/99/99.

Conditional. Not allowed if Autoenrollment Flag is No [N].
Autoenrollment Required if Autoenrollment Flag is Yes [Y], and the benefit plan is
Benefit Plan controlled at the type level. Enter the plan in which any

employees with the listed benefit policy type are enrolled

automatically. If the benefitis controlled at the plan level, the



Autoenrollment
Flag

Months Required 3

Edit Rule

5
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autoenrollment benefit plan must have the same value as the
listed benefit plan. This field defaults to the listed benefit plan.
Refer to the Employee Fringe Benefit Plan (BENP) window and
the Employer Fringe Benefit Plan (EFBP) window for valid values.

Optional. Specify whether employees with this benefit policy
should be enrolled in a benefit plan automatically. Default is No
[N]. Valid values are:

e Yes[Y]Allow autoenrollment
¢ No [N] Do not allow autoenrollment
This field must be No [N] if the following conditions exist:

e The Employee Override Flag on the Employee Fringe
Benefit Plan (BENP) or the Employer Fringe Benefit Plan
(EFBP) window is Required [R].

¢ One of the alternate rate date options on the Employee
Fringe Benefit Plan (BENP) window or Employer Fringe
Benefit Plan (EFBP) window is Enrollment Date [E].

e The Deduction Goal ID on the Employee Fringe Benefit
Type (BENT) window or the Employer Fringe Benefit Type
(EFBT) window is Goal [G] or Cyclical Goal [C].

Required. Enter the number of months an individual must be
employed by the organization before becoming eligible for the
specified benefit type/plan. This field is used in conjunction
with Edit Rule.

Required. Enter an edit rule code to specify whether an individual
is eligible for the specified benefit/type plan. Valid values are:

e BENDT

o The employee’s benefit progression start date must
be at least the number of months ago specified
in Months Required. If the benefit progression start
date is not specified for an employee, the system
defaults to appointment date.
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o DAYO01

o Similar to BENDT except the employee is given
credit from the first day of the month on their
benefit progression start date or appointment date.

Short 19 Required. Enter a new or changed short description of the benefit
Description policy.
Optional. Enter a new or changed long description of the benefit

Long Description 30 ] ) o
policy. Default is the Short Description entry.

Benefit Report Control (BRCT)

Purpose

The Benefit Report Control (BRCT) window is used to identify valid benefit report IDs. It is
used to validate report identification numbers on the Benefit Type Class (BTCL) window,
and to specify report titles. In addition, the Benefit Report Control (BRCT) window identifies
the last run date and run time for each benefit report. This data is used by the COBRA
Billing Report to ensure that financial activity information is reported only once.

BRCT Coding Instructions

E_Benefit Report Control M=l E3

Benefit Report [0 I HHARDOD
Effective Date ||:|1 A2 Expiration D ate IEIE‘ 293 /99

Benefit Repaort Title
1 | COBRA ACCOUMT STATEMENT

2 |
3|

Last Run D ate I ! bl Last Run Time I

Field Name Length Definition

Benefit 8 Required. Enter the benefit report ID that is being added, changed,
ReportID or expired. The code should conform to the report identification



Effective
Date

Expiration
Date

Benefit
Report Title 50
1

Benefit
Report Title 50
2

Benefit
Report Title 50
3

Last Run
Date Only
Last Run
Time Only

Display

Display
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standards established by the State of Missouri. For example, the
“COBRA Roster — By Status” report is identified as “HHA1000”.

Required. Enter the date the information becomes effective.

Optional. Enter the last date the information is in effect. Default
is 99/99/99.

Required. Specify the first line of the report title to be printed at the
top of each page.

Optional. Specify the second line of the report title to be printed at
the top of each page.

Optional. Specify the third line of the report title to be printed at the
top of each page.

Each time this report is run, the system updates this field with the
date of the report run.

Each time this report is run, the system updates this field with the
time of the report run.

Benefit Type Class (BTCL)

Purpose

The Benefit Type Class (BTCL) window provides the highest level of aggregation for benefit

programs (e.g., benefit types). For each benefit type class, this window identifies the
reports on which benefit programs falling within this class should be included, the default
coverage rules for benefits within this class, and whether benefits within this class fall

under COBRA requirements.

BTCL Coding Instructions
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E_Benefit Type Clazs [_ (O] x|

Benefit Type Clazs I COMSY

Effective Date IU'I A1 20 E=piration D ate IEE‘ 293 /93

Short Dezcription | COMSY FRNGS

Long Description |I:EINSEF|"-.I.-'1'-.TIEIN BEMEFIT FRINGES

Benefit Repart 1D

1 |HH.-5.E|:||:||:| o IHHHDDEE 3 IHHHDDED 4 |HHHD|:|'|E 5 |HH.-'1‘-.9|:||:IEI
Al 7 5 3 10/

Default Benefit Tupe Clazs Coverage

¥ EBerefit Class Cavered by COBRA,

¥ Employes [ Spouse

[T Dependent [ Other Dependent
Field Name Length Definition
Benefit Type Required. Enter the benefit type class code that is being
Class added, changed, or expired.

Effective Date

Expiration Date

Short
Description

6 Required. Enter the date the information becomes effective.

Optional. Enter the last date the information is in effect.

Default is 99/99/99.

Required. Enter the new or changed short description of the

12 .
benefit type class.

Optional. Enter the new or changed long description of the

Long Description 30

Benefit Report ID 8

110

Employee

benefit type class. Default is the Short Description entry.

Optional. Enter the report identification number of the benefit

report on which benefits within this class should be included.

Refer to the Benefit Report Control (BRCT) window for valid

values.

Required. Select [Y] if this benefit program normally covers
Checkboxemployees. Clear [N] if this benefit program does not cover

employees.
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Required. Select [Y] if this benefit program normally covers
Spouse Checkboxthe employees’ spouses. Clear [N] if this benefit program does
not cover them.

Required. Select [Y] if this benefit program normally covers
Dependent Checkboxthe dependents of employees. Clear [N] if this benefit program
does not cover them.

Required. Select [Y] if this benefit program normally covers

Other
Checkbox other dependents of employees. Clean [N] if this benefit
Dependent
program does not cover them.
Benefit Class Required. Select [Y] if this benefit program falls under COBRA
Covered by Checkbox or direct payment requirements. Clear [N] if it does not fall
COBRA under COBRA or direct payment requirements.

Benefit Type Sub-Class (BTSC)

Purpose

The Benefit Type Sub-Class (BTSC) window defines codes which further group a benefit
type class. For example, if HEALT (health) has been established as a benefit type class, the
benefit type sub-class can be used to distinguish between various types of health
coverage, such as medical insurance or dental insurance.

BTSC Coding Instructions
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E_Benefit Type Sub-Clazs |_ O] =]
Benefit Type Effective E spiration Shart
Sub-clazs Date D ate Dezcription Long Dezcription
1 |[UNFDT mozo 599999 UMIFRM &LLw  UMIFORM ALLOWANCE
2 10OMHTL moz0 9333499 MOM-CAFE DNT MOM-CAFETERIA DEMTAL PLANS
3 THLTH oo z0 333399 MOM-CAFE HLT MOM-CAFETERIA HEALTH PLAMS
4 TWISH oo z0 3333133 MIOM-CAFE WIS MWOM-CAFETERIAWISION PLAMS
b 2DMTL moz0 9333499 CAFE DEMTAL CAFETERIA DEMTAL PLAMS
B ZHLTH oo z0 333399 CAFE HEALTH CAFETERIA HEALTH PLAMS
7 215 oo z0 3333133 CAFE YISION CAFETERILAISION PLAMS
a
9
10
11
12
13
14
15
1| | 3
Field Name Length Definition
Benefit Type 5 Required. Enter the benefit type sub-class code that is being
Sub-Class added, changed, or expired.
Effective Date 6 Required. Enter the date the information becomes effective.

o Optional. Enter the last date the information is in effect. Default
Expiration Date 6

is 99/99/99.
Short 19 Required. Enter the new or changed short description of the
Description benefit type sub-class.

Optional. Enter the new or changed long description of the

Long Description 30 ] ) o
benefit type sub-class. Default is the Short Description entry.

Benefits Enrollment (ENRL)

Purpose

The Benefits Enrollment (ENRL) window is used to record, modify and view an employee's
benefits information. When an employee's social security number is entered, all benefit
types and plans for which the employee is eligible are displayed. Narrow the scan by
entering a benefit type class, benefit type sub-class, and a benefit plan class.
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NOTE: The user MUST update the effective and expiration dates of that specific
benefit plan to enroll the employee. If the effective date field is left blank, the
employee is eligible for this benefit option, but IS NOT enrolled.

Note: Although this window only displays employee fringe benefit type and plan
information, some employer information associated with an employee fringe benefit type
and planis also shown. Once the employee is enrolled by this window, he or she is
automatically enrolled in the employer fringe benefit side as well.

ENRL Coding Instructions

Field Name Length Definition

Display The employee's full name (last name, first name, and middle initial)

Name -
Only is displayed.

EmployeeID 10 Required. Enter the employee's social security number.

Optional. If the employee holds more than one appointment, enter
Appointment 1 the appropriate appointment identification number for the
ID employee. Enter an asterisk (*) to indicate that this transaction

applies to all the employees appointments.
Selection 5 Optional. Enter the date to display a list of valid benefit options.
Date Default is the current date.

Deduction Display . . T
. The deduction policy code and description is displayed.
Policy Only

Pay Display . L
The pay frequency code (i.e., monthly, weekly, etc.) is displayed.
Frequency Only
Optional. Enter the benefit type class to display a list of valid
benefit options. If this field is left blank, the Employee Benefit
Benefit Type 5 Subsystem displays all the valid benefit options within all the
Class benefit type classes for which the employee is eligible. Refer to
the Benefit Type Class (BTCL) window for valid values. If a code is
entered, the benefit type class description is displayed.

Benefit Type
Sub-Class

Optional. Enter the benefit type sub-class to display a list of valid
benefit options. If this field is left blank, the Employee Benefit



Benefit Plan

5
Class
Deduction 5
Type
Type Display

Description  Only

Deduction 5
Plan
Plan Display

Description  Only

Effective Date 6

Expiration
Date
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Subsystem displays all the valid benefit options within the
specified benefit type class or across all benefit type classes (if
none is specified) for which the employee is eligible. Refer to
the Benefit Type Sub-Class (BTSC) window for valid values. If a
code is entered, the benefit type sub-class description is
displayed.

Optional. Enter the benefit plan class to display a list of valid
benefit options. If this field is left blank, the Employee Benefit
Subsystem displays all the valid benefit options within the
specified benefit type class/sub-class or across all benefit type
classes/sub-classes (if none is specified) for which the employee is
eligible. Refer to the Benefit Plan Class (BPCL) window for valid
values. If a code is entered, the benefit plan class description is
displayed.

Optional. Enter the full or partial deduction type code to retrieve
information on a specific deduction type. If this field is entered, the
display begins on the entered deduction type. Refer to

the Employee Fringe Benefit Type (BENT) window for valid values.

The short description of the deduction type is displayed.

Optional. Enter the full or partial deduction plan code with a
deduction type code to retrieve information on a specific deduction
type and plan. If this field is entered, the display begins on the
entered deduction plan. Refer to the Employee Fringe Benefit Plan
(BENP) window for valid values.

The short description of the deduction plan is displayed.

Optional. Enter the date on which the deduction for this benefit
plan should take effect. If this field is left blank, the employee is
eligible for this benefit option, but is not enrolled.

Optional. Enter the last date the information is in effect. Default
is 99/99/99.
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Date

Employee

Override

Employee
Rate

Employee
Override

Employee
Amount

Employer
Override

Employer
Rate

10
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Leave this field blank.

NOTE: The State of Missouri will not utilize this field at this time.

Optional. Enter Y in this field if the deduction rate for this employee
differs from the standard rate. Standard deduction rates are
defined on the Employee Fringe Benefit Plan (BENP) window. Enter
only if an employer rate may be entered.

Conditional. Optional if Employee Override Allowed is Yes on
Employee Fringe Benefit Plan (BENP), or if it

is Required and Employee Amount is filled in. Required

if Employee Override Allowed on Employee Fringe Benefit Plan
(BENP) is Required and Employee Amount is blank. Otherwise
leave blank. Enter the Employee Rate (i.e., percentage) to be used.
For example, enter 15% as .15.

Optional. Enter Yin this field if the deduction amount for this
employee differs from the standard amount. Standard deduction
amounts are defined on the Employee Fringe Benefit Plan (BENP)
window. Enter only if an employer rate may be entered.

Conditional. Optional if Employee Override Allowed is Yes on
Employee Fringe Benefit Plan (BENP), or if it

is Required and Employee Rate is filled in. Required if Employee
Override Allowed on Employee Fringe Benefit Plan (BENP)

is Required and Employee Rate is blank. Otherwise leave blank. If
the deduction amount for this employee differs from the standard
amount, enter the amount to be used.

Optional. Enter Yin this field if the deduction rate for this employer
differs from the standard rate. Standard deduction rates are
defined on the Employer Fringe Benefit Plan (EFBP) window. Enter
only if an employer rate may be entered.

Conditional. Optional if Employee Override Allowed is Yes on
Employer Fringe Benefit Plan (EFBP), or if it

is Required and Employer Amount is filled in. Required

if Employee Override Allowed on Employer Fringe Benefit Plan
(EFBP) is Required and Employer Amount is blank. Otherwise



Employer
Override
Emplo
pltoyer 10
Amount
Display
Frequency
Only

Goal Amount 10

Contribution
to Goal
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leave blank. Enter the contribution rate (i.e., percentage) to be
used. For example, enter 15% as .15.

Optional. Enter Yin this field if the amount for the fringe benefit
associated with this deduction differs from the standard amount.
Standard contribution amounts are defined on the Employer Fringe
Benefit Plan (EFBP) window. Enter only if an employer rate may be
entered.

Conditional. Optional if Employee Override Allowed is Yes on
Employer Fringe Benefit Plan (EFBP), or if it

is Required and Employer Rate is filled in. Required if Employee
Override Allowed on Employer Fringe Benefit Plan (EFBP)

is Required and Employer Rate is blank. Otherwise leave blank. If
the contribution amount differs from the standard amount, enter
the amount to be used.

The frequency with which the benefit is to be paid, or deduction is
to be taken is displayed. Standard frequencies are defined on the
Employee Fringe Benefit Plan (BENP) window.

Conditional. Required if the amount is goal oriented according to
the setting on Benefit Type (BENT), and no goal amount is specified
on Employee Fringe Benefit Plan (BENP). Optional if the amount is
goal oriented and an amount is specified on Employee Fringe
Benefit Plan (BENP), but Employee Override Allowed is Allowed.
Otherwise leave blank. If the deduction is a goal oriented
deduction (i.e., the deduction is only taken up to the point that a
pre-defined limit is reached), enter the goal amount.

Conditional. Not allowed if the deduction is not goal oriented or if
the SET CONTRIBUTION TO GOAL parameter on the Site Specific
Parameters (SPAR) window is N. Optional if the deduction is goal
oriented and the SET CONTRIBUTION TO GOAL parameterisY. If
the deduction is goal oriented and the SET CONTRIBUTION TO
GOAL parameteris setto N, the system maintains this field. Enter
the amount that the employee has already contributed towards the
deduction goal.



Page |76

The goal identification code is displayed. Valid values are:

Display
Goal ID e D Dollars

Only

¢ | Installments
. Display The deduction's benefit class is displayed. Refer to the Benefit Type

Benefit Class . ]

Only Class (BTCL) window for valid values.
Benefit Sub- Display The deduction's benefit sub-class, if any is displayed. Refer to

Class Only the Benefit Type Sub-Class (BTSC) window for valid values.

Benefit Plan Display The deduction's benefit plan, if any, is displayed. Refer to
Class Only the Benefit Plan Class (BPCL) window for valid values.

Calendar Date (CLDT)

Purpose

The Calendar Date (CLDT) window defines every calendar date for a fiscal year. This
window allows the financial system to convert dates for reports and validate dates entered
on other windows. In addition, itis used by the financial interface programs to determine
fiscal years to which payroll expenditures and liabilities should be posted. The Calendar
Date (CLDT) window is also used by the Position Control subsystem to validate fiscal years
used on position authorizations and position budgets. Information in this window is
usually automatically updated when the financial system is installed. However, the
information can be revised or updated online. The information on this window must be
updated before beginning a new fiscal year.

CLDT Coding Instructions
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E_Calendar Date M=l E3
Date of  Fizcal  Fiscal “Weekend £
Fecord  Month  “Year Holiday
1 | 000321 03 01
2 nooazz2 03 01
3 noo9z3 03 01 W
4 noo9z4 03 01 W
5 nooazs 03 01
B nooaze 03 01
fi nooazy 03 01
a noo9zs 03 01
9 noo9z9 03 01
10 || oo0930 03 01 W
11 || o100 04 01 W
12 || oo1002 04 01
13 || 001003 04 01
14 || 001004 04 01
15 || 001005 04 01
Field Name Length Definition
HEADER

Date of Record 6

Fiscal Month

Fiscal Year

Display

Weekend/Holiday

Only

Campus (CAMP)

Purpose

Required. Enter a calendar date (yymmdd). For example, if the
date is May 13, 1995, enter 95 05 13.

Required. Enterthe accounting period corresponding with the
date entered in the “Date of Record” field. Accounting periods
are designated as 01, 02, 03, etc. with the first period in the
fiscal year represented by 01, the second by 02, etc.

Required. Enterthe fiscal year corresponding with the date
entered in the “Date of Record” field.

Displays whether the date of the record is a weekend, holiday
or work day. Valid values are W if the “Date of Record” is a
weekend and H if the “Date of Record” is a holiday. If this field
is blank, the “Date of Record” is a work day.
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The Campus (CAMP) window defines codes that identify the campus.

CAMP Coding Instructions

E_Campus

=] E3

Effective
Campuz  Date

E =piration Shaort
Date Dezcription Long Description

LM 0 m 20

00 = 0 N = L) R —

— . g
M &= o = 0O

9553539 MIZZ0U | UNIWERSITY OF MISSOURI

Field Name Length Definition

HEADER

Campus 5

Effective Date 6

Expiration Date 6

Short

_ 12
Description
Lon
& 30
Description

Required. Enter a unique code to identify the campus.

Required. Enter the date (mm/dd/yy) the campus code becomes
effective.

Default is 99/99/99. Enter the last date (mm/dd/yy) the campus
code is in effect.

Required. Enter the short description of the campus code.

Defaults to the “Short Description” entry. Enter the long
description of the campus code.

Campus Address Maintenance (CADR)

Purpose
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The Campus Address Maintenance (CADR) window defines primary and secondary
campus addresses for employees based on their appointment ID. This window allows
different address data to be associated with each of the employee's appointments. In
addition to the campus address information, the employee's electronic mail address,
mailing title, and campus phone humber can be recorded. This information is used for the
production of a campus address extract file, which can be used to create a phone
directory, mailing labels, or reference reports. This window also provides a way to control
which information can be included in the campus publications.

CADR Coding Instructions

E_Campuz Addrezz Maintenance M=l
Hame IEENSDN,C{".HL&J
Emplaves (D {040 .22 . 0001 Appointrment 10 I_

Effective D ate I / £ E xpiration Date I / !
Department Location I b ailing Title |

Electronic Mail Address |
Prirmary Campuz Addre

CampLiz I Building

Campus Phone Mumber |[ 1 - Eut | Dffice # Foom Humber

Dhirectary Controb
[T Secondan sddress [T Haome Address Uszer Figld 1

[ Mailing Title [ Harme Phone ser Field 2

Secondary Campus Addre

Campus I Building

Campuz Phone Murmber |[ 1 - Eut | Office # Boom Mumber

LI

Field Name Length Definition

Display Displays the employee's full name (last name, first name, and

Name . .
Only middle initial).
EmployeeID 10 Required. Enterthe employee’s social security number.
Defaultis blank. If the employee holds more than one position,
Appointment 1 enter the appropriate appointment identification number to
ID indicate which position is affected. Leave blank to indicate the

employee's primary appointment.



Effective Date 6

Expiration
Date

Department
Location

Mailing Title 30

Electronic Mail
50
Address

Campus 5
Building 6
Campus

Phone 10
Number
Extension 4
Office/Room 6
Number
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Required. Enter the date (mm/dd/yy) the campus address
information is effective.

Default is 99/99/99. Enter the last date (mm/dd/yy) the campus
address information is in effect.

Note: The system displays 99/99/99 as the expiration date on
the most recent transaction. As a subsequent transaction is
completed, the expiration date for the previous transaction is
automatically updated to the day before the effective date of the
new transaction.

Required. Enterthe location code to identify the campus
mailing address for the department in which the employee
works. Valid values are located on the Location (LOC) window.

Conditional. Required if the “Mailing Title” checkbox is selected,;
otherwise, optional. Enter the job title to be included in the
campus phone directory or on mailing labels.

Optional. Leave blank, or enter the employee's campus
electronic mailing address.

Required. Enterthe primary campus where the employee
works. Valid values are located on the Campus (CAMP) window.

Required. Enterthe building where the employee's primary
office or mailbox is located (e.g., administration building). Valid
values are located on the Building (BLDG) window.

Required. Enterthe employee's primary telephone number (e.g.,
office telephone number).

Optional. Leave blank, or enter the employee’s primary
telephone number extension.

Required. Enter the employee's primary office or room number.

Secondary Checkbox Defaultis blank. Check this box if the employee's secondary

Address

address should be included in the directory. Clear if the



Home Address Checkbox

User Field 1

Mailing Title

Home Phone

User Field 2

Campus

Building

Campus
Phone
Number

Extension

5

Checkbox

Checkbox

10
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employee’s secondary address should not be included in the
directory.

Defaultis blank. Select if the employee's home address should
be included in the directory. Clear if the employee’s home
address should not be included in the directory.

Note: The employee’s home address is maintained on the
Employee Address Maintenance (ADDR) window.

Optional. Field not defined.

Default is blank. Check this box if the employee's mailing title
should be included in the directory. Clear if the employee’s
mailing title should not be included in the directory.

Defaultis blank. Check this box if the employee’s home
telephone number should be included in the directory. Clear if
the employee’s home phone number should not be included in
the directory.

Note: The employee’s home telephone number is maintained
on the Employee Address Maintenance (ADDR) window.
Optional. Field not defined.

Required. Enterthe secondary campus where the employee
works. Valid values are located on the Campus (CAMP) window.

Required. Enterthe building where the employee's secondary
office or mailbox is located (e.g., administration building). Valid
values are located on the Building (BLDG) window.

Required. Enterthe employee's secondary telephone number
(e.g., office phone number).

Optional. Leave blank, or enter the employee’s secondary
telephone number extension.
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Office/Room 5 Required. Enter the employee's secondary office or room
Number number.

Check Disposition (CHCK)

Purpose

The Check Disposition (CHCK) window displays the current status of an employee’s check,
and allows the user to change the status of the check.

CHCK Coding Instructions

E_Check Digposition

Mame }

Employee (D | - - Appaintment 1D I_

[ Eambied Eheck Check Status | Outztanding =]
Financial Inztitution Account I_ Replace Check | Selection Required =]
Check zzue Date W IIpdate B alahce Immediately

Check Mumber | :: I:zs

Check Amaount I— ' Nat Applicable

Field Name Length Definition

Name Display The employee’s full name (last name, first name, and middle
m
Only. initial) is displayed.

EmployeeID 10 Required. Enter the employee’s social security number.

Appointment Display . . . L
D onl The employee’s appointment identification code is displayed.
nly.

This field displays Y if a check is combined, N if the check is not
combined.

Combined Display

Check Only. The combined check processing feature incorporates all of the
employee's appointments that have the same pay cycle, pay
period end date and prints a single check. (Example: Employee
works full time at DOLIR and part-time at Corrections). The State



Financial
Institution
Account

ChecklIssue
Date

2

Check Number 14

Check Amount

Check Status

Display
Only

1

Replace Check 1

Update
Balance
Immediately

Radio
Buttons.
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of Missouri will not be utilizing this option. State employees with
multiple appointments will receive a check for each agency.

Optional. Enter the financial institution account code of the
check to be displayed. Refertothe HR Bank Account
(FINI) window for valid values.

Required. Enter the check date (mm/dd/yy).

Required. Enterthe check number.

The amount of the check is displayed.

Optional. Select avalue to indicate the status of the
check. Valid values are:

Outstanding [O]
Cleared [C]
Redeposited [R]

Required. Selection Required indicates that a value must be
entered. Select avalue to indicate whether the check should be
replaced, duplicated, or if it should not be replaced. Valid values
are:

Replace [Y]
Duplicate [D]
Do Not Replace [N]

The State of Missouri is not utilizing the Duplicate [D] value at
this time.

Required. Select the value to indicate whether the employee’s
balance should be updated immediately or not. Valid values are:

No [N]

Yes [Y] Runs an online No-Pay-Calculation cycle for the
employee.

Not Applicable [blank]
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Check Message Selection (CKMS)

Purpose

The Check Message Selection (CKMS) window defines personal messages to be printed on
selected groups of employee checks.

When looking for a check message for an employee’s check, the system looks up the
employee’s Payroll Number and Union Local Code, then it looks up based on the following
wildcard combinations: 1%t look up — Payroll Number and Union Local Code, 2™ look up -
Payroll Number and wildcard (*****), 3" look up — wildcard (*****) and Union Local Code,
4" look up —wildcard (*****) and wildcard (*****),

CKMS Coding Instructions

P_Check Meszage Selection =] E3

Paurall Murmber 300

Ihion Local Code I SET14
Effective Date IE'E' 493 /93 E=piration D ate IEE 293 #9393

Mezzage
I
Field L.
Length Definition
Name
Required. Enterthe payroll number for which the check message that
Payroll is being added, changed, or deleted, is valid. Enter asterisks (*****) to
Number make this check message valid across all payroll numbers. Referto
the Payroll Number (PYNO) window for valid values.
Required. Enter the code of the union local for which the check
Union message that is being added, changed, or deleted, is valid. Enter
Local Code asterisks (*****) to make this check message valid across all union
locals. Refer to the Union Local (ULOC) window for valid values.
Effective 6 Required. Enter the date this message becomes effective

Date in (mm/dd/yy) format. Any paychecks with a check date falling



Page |85

between this date and the expiration date will have this message
printed on them.

Optional. Enter the last date this message is effective

Expiration 5 in (mm/dd/yy) format. Any paychecks with a check date falling

Date between the effective date and this date will have this message printed
on them. Defaultis 99/99/99.

Message 66 Required. Enterthe message to be printed on the specified checks.

Check Print Parameter (CPRM)

Purpose

The Check Print Parameter (CPRM) window provides information to the Check Print
process, in order to print checks or generate an electronic funds transfer (EFT) file. More
specifically, this window provides the Check Print process with the bank account number
for the checks and electronic fund transfers in each pay cycle and payroll group
combination. The check print process is run after Gross-to-Net and the check formatting
process.

CPRM Coding Instructions

E_Check Print Parameter Mi=] E3
Payroll  Check / EFT Bank Starting Check.
Fay Cycle Group D /0 Checks Account Mumber

1 || SMNTH  SMNTH E e

2

3

4

5

B

7

a

9

10

11

12

13

14
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Field Name Length Definition

Required. Enter the pay cycle of the employees whose checks are
Pay Cycle 5 being formatted. Refer to the Pay Cycle (CYCL) window for valid
values.

Required. Enter the payroll group of the employees whose checks
Payroll Group 5 are being formatted. Refer to the Payroll Group (PYGP) window for
valid values.

Required. Indicate whether the parameters listed are for
formatting Check Files [C], Direct Deposit Files [E], or Zero Check
Files [Z] produced by the Check/Direct Deposit Advice Formatter
(HA002200C).

Check/EFTID 1

Required. Enterthe code of the bank account against which the
Bank Account 2 checks in this file are drawn. Refer to the HR Bank Account
(FINI) window for valid values.

Required. Enter the check or direct deposit advice number with

Startin
Ch kg 14 which processing should start for this file. The value entered should
ec
Number correspond to the number of the first check on the check stock
u
mounted on the printer.
Civil Service Status (CIVS)
Purpose

The Civil Service Status (CIVS) window defines the codes which identify employees’
statuses associated with civil service processes and procedures, such as permanent and
provisional and UCP and merit.

CIVS Coding Instructions
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E_Civil Service Status M=l E3

0 m 20

Effective Ewxpiratior Shaort Title
Statuz  Date D1 ate Dezcription Long Description IICP Clazsified Merit  Edit
1| MODOT 010120 993993 MODOT MODOT M M M kY
2 MUCP 010120 9993593 MNOMMAICP  MOW MERIT, MOM UCP M M M M
3 JCPE 010120 999393 UCPE<EMPT UCP MOM MERIT EXEMPT kY M M kY
4 JCPP 010120 9993593 UCPCOWEREL UCP MWOM MERIT COWERED kY kY M kY
5 JCPU 010120 9993593 UCPMERIT UF UCP MERIT S%STERM UMCLASSIFIED M iy kY
B kY kY iy kY
fi

939333 UCF MERIT LCP MERIT S¥STEM CLASSIFIED

Field Name

Status

Effective
Date

Expiration
Date

Short
Description

Long
Description

ucp

Classified

Merit

Title Edit

Length Definition

12

30

Required. Enter the civil service status code that is being changed,
added or expired.

Required. Enter the date the entry becomes effective.

Default is 99/99/99. Enter the last date the information is in effect.

Required. Enter the new or changed short description of the status.

Default is Short Description entry. Enter the new or changed long
description of the status.

Required. Select[Y] to indicate a UCP Agency. Select [N] to indicate a
non-UCP Agency.

Required. Select[Y]to indicate a classified position. Select [N] to
indicate an unclassified position.

Required. Select[Y]to indicate a merit position. Select [N] to
indicate a non-merit position.

Required. Select[Y]to indicate a title editis required during an ESMT
update. Select [N] to indicate a title edit is not required during an
ESMT update.
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Required. Select[Y]to indicate all override fields will be inferred
Override Edit 1 from the employee’s position (PSMT). Select [N] to allow overrides to
be overridden at the employee level (ESMT).

Required. Select the code from the Personnel Edit Group window

PEDT Group 2 . .
that corresponds to the Civil Service Status.

Client Compensatory Profile (CCPR)

Purpose

The Client Compensatory Profile window defines the straight time compensatory time rules
and groups employees who follow the same non-federal comp time processing. The
window uses the same FLSA hours and FLSA Work Cycle definitions used for federal
compensatory time processing. The window has fields for both the straight time and
holiday comp time leave accrual events that are to be generated for the “client” and
“holiday” buckets.

CCPR Coding Instructions

E_Client Compensatory Profile

Client Profile I HF14D
Effective Date Im A01 220 Expiration D ate IEIEI 499 493

Short Description | 14 DAY 80

Long Description | 14 DAY 80 HOURS

FLS [ nformatiars

Comp Time
Plan Type a0H Client Event Type I 15CHP

‘work Cycle 1A0AY Client Offzet Event Tope IEISEMF'
Cliert Pay Type SCRO Client Category I SCOMP

Client b ax Mumber of Hours I 9333

Field Name LengthDefinition



Client Profile

6

Effective Date 6

Expiration
Date

Short
Description

Long
Description

Plan Type

Work Cycle

Client Pay
Type
Holiday Pay
Type

Client Event
Type

Client Offset
Event Type

Client
Category

Client Max
Number of
Hours

12

30

Holiday Event 5

Type
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Required. Enterthe code which groups employees who follow the
same non-federal compensatory time processing.
Required. Enter the date the client profile code becomes effective.
Defaults to 99/99/99. Enter the date the Client Profile code is no
longer valid.
Required. Enter the description of the Client Profile code.
Defaults to Short Description. Enter the long description of the
Client Profile code.

Required. Enterthe FLSA plan type associated with the Client
Profile. Valid values are located on the FLHR window.

Required. Enter the work cycle code that corresponds with the
client profile. Valid values are located on the FLWK window.

Required. Enterthe pay event code used in paying Client overtime.
Valid values are located on the EVNT window.

Required. Enter the pay event code used to pay holiday overtime.
Valid values are located on the EVNT window.

Required. Enterthe event type for straight leave time to be accrued.
Valid values are located on the EVNT window.

Required. Enterthe event type used to reverse amount originally
associated with overtime.

Conditional. Required if “Max Number of Hours” is greater than
zero. Otherwise, leave blank. If this CCPR profile permits payment
for state compensatory time earned, enter the appropriate pay
category code. Valid values are located on the CATG window.

Conditional/Optional?. Enter the maximum number of state
compensatory time which can be accrued for this CCPR profile.

Required. Enterthe event type for holiday time to be accrued. Valid
values are located on the EVNT window.
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Holiday Offset 5 Required. Enterthe EVNT type used to reverse the amount originally
Event Type associated with holiday overtime.

Conditional. Required if “Max Number of Hours” is greater than

. zero. Otherwise, leave blank. If this CCPR profile permits payment
Holiday

Cat 5 for Holiday compensatory time earned, enter the pay category code
ategor
gory for holiday comp time payment. Valid values are located on the

CATG window.

Holiday Max . . .
Optional. Enter the maximum number of hours of Holiday comp

Number of 3 . ) . .
time which can be accrued for this CCPR profile.

Hours

Country (CTRY)

Purpose

The Country (CTRY) window defines the codes that identify any countries where employees
or applicants might reside.

CTRY Coding Instructions

E_Country =1 B3
Country  Effective E wpiration State Shart
Code  Date [rate Requred Descnption Lang Descrption

1 Twh 010120 939339 M TAPwAN TAPAN

2 54 o200 999939 Y U5a UMITED STATES OF AMERICA

K]

4

4]

B

7

4| | 3

Field Name LengthDefinition
HEADER

Country

Cod 3 Required. Enterthe country code being added, changed, or expired.
ode



Effective
Date

Expiration
Date

State
Required

Short
Description

12

Long
Description

30

County (CNTY

Purpose
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Required. Enter the date (mm/dd/yy) the country code becomes
effective.

Default is 99/99/99. Enter the last date (mm/dd/yy) the country code
is in effect.

Required. EnterY if a state code within the country is required as part
of a complete address. Enter N if a state code within the country is
not required as a part of a complete address.

Required. Enter the short description of the country code.

Defaults to the “Short Description” entry. Enter the long description
of the country code.

)

CNTY Coding Instructions

E_County

State I k0 Couinkmy 154

=] E3

County  Effective E =piration Short

Code [rate [ ate Dezcrphion Lang Descrption
1 |[C00TT oo 20 933393 ADAIR ADAIR
2 nn3 010 20 935933 AMNDREW ANDREW
K] Q05 0101 20 935933 ATCHISON ATCHISOM
4 Qo7 0101 20 9359993 AUDRAIM AUDRAIN
4] no3 010 20 9353933 BARRY BARRY
B 011 0101 20 9359993 BARTOM BARTOM
7 03 0101 20 9353933 BATES BATES
a 015 0101 20 933393 BEMTOM BENTOM
9 oy 010 20 935933 BOLLINMGER  BOLLIMGER
0| 19 0101 20 935933 BOOME BOOME
11 || 021 0101 20 9359993 BUCHAMAM — BUCHAMAM
12 || 023 0101 20 9353933 BUTLER BUTLER
13 || 025 0101 20 9359993 CALDWELL  CALDWELL
14 || 027 0101 20 9353933 CalLLawity  CALLAWwAY




Field Name
State

Country

County Code
Effective Date
Expiration Date
Short Description

Long Description

Course (CRSE)

Purpose

Length Definition
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The Course (CRSE) window is used to define the codes that identify educational or training
courses employees can participate in and accumulate towards a degree or career

advancement.

CRSE Coding Instructions

E_Course IS[=] E3
Effective Ewpiration Shart [
Courze  Date Date Dregcription Long Description Fiein
1 o zo 999399 ALGEERA ALGEERA
2 010120 999399 BIOLOGY BIOLOGY
3 010120 999339 CapD/MICROST  CADD OR MICROSTATION
4 010120 999339 CaLCULUS CalLCULUS
i 010120 999399 CHEMISTRY CHEMISTRY
E 010120 999339 COMPUTER PRO  COMPUTER PROGRAMMIMG
| v
Field Name Length Definition
Required. Enterthe course code being added, changed, or
Course 5

expired.
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. Required. Enter the date (mm/dd/yy) the course code becomes
Effective Date 6 .
effective.
Default is 99/99/99. Enter the last date (mm/dd/yy) the course

Expiration Date 6 o
code is in effect.

Short Description 12 Required. Enterthe short description of the course code.

Lo Defaults to the “Short Description” entry. Enter the long
Long Description 30 L
description of the course code.
Defaultis N. Enter Y to indicate that an employee can be

) reimbursed a non-standard amount for the specified
Override

. course. Enter N if an employee can only be reimbursed a
Reimbursement

standard amount. Standard amounts are defined on the Course
Grade (CGRD) window.

Optional. Leave blank, or enter the code for the school where

School 6 the course is taught. Valid values are located on the School
(SCHL) window.
H 5 Conditional. Required if “Hours Basis” is entered; otherwise,
ours
optional. Enter the number of hours allotted to the course.
Optional. Leave blank, or enter a value to indicate the basis for
. the specified course hours. Valid values are C for classroom; Q
Hours Basis 1 . L
for quarter; S for Semester; T for trimester; U for Continuing
Education Unit; and O for Other.
Cost 8 Optional. Leave blank, or enter the cost of the course.
Optional. Leave blank, or enter the name of the course
Instructor 30 .
instructor.
Course Grade (CGRD)
Purpose

The Course Grade (CGRD) window is used to identify possible grades employees can
receive for courses given at a particular school. This window also defines the percentage
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employees are reimbursed for course costs when they earn each grade entered on this

window.

CGRD Coding Instructions

2 Course Grade =]
Course Effective E wpiration Short
Schaoal [Grade [ ate D ate Dezcrphion Lang D ezcriphon
1| i FalL 010120 933399 FaAIL FaAlL
2 FASS 010120 933399 PASS FPASS
3 FASS 010120 3333139 PASS FPASS
4
]
B
7
a
9
10
11
12
13
14
15
1| »
Field Name Length Definition
HEADER
Required. Enterthe school code used to add, change, or expire
a course grade. Valid values are located on the School (SCHL)
window.
School 6
Note: If the course grade is applicable to all schools, enter
****** as the school code.
Required. Enterthe course grade code being added, change, or
Course Grade 5 )
expired.
. Required. Enterthe date (mm/dd/yy) the course grade code
Effective Date 6 .
becomes effective.
L Default is 99/99/99. Enter the last date (mm/dd/yy) the course
Expiration Date 6

grade code is in effect.



Short Description 12

Long Description 30

Reimbursement
Percentage
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Required. Enterthe short description of the course grade code.

Defaults to the “Short Description” entry. Enter the long
description of the course grade code.

Conditional. If employees are reimbursed tuition costs based on
grade received, enter a reimbursement percentage for the
specified grade (e.g., if the grade of C might be reimbursed for
75% of the tuition cost, enter 0.75.) If employees are always
reimbursed 100% of the tuition cost, regardless of the grade
received, enter 1. 00. If employees are always reimbursed non-
standard amounts, do not enter a reimbursement percentage
amount.

Court Information (CORT)

Purpose

The Court Information (CORT) window is used to record and view information relating to the

courts associated with the wage attachment process.

CORT Coding Instructions

E_Court Information

Court Code
Effective D ate

E spiration Date

| ADAIR 2

IEI1 A0 20
IEIEI 293 493

=]
User Field [
User Field [
User Field [

Court Mame | ADAIR CO-CIRCUIT CLERK

Court Addre

Address 1| P. 0. B0X 690

Address 2|

City | KIRKSVILLE State IW

Country I 54 Zip

Phone  [[GE0 | 685 - 2552

Fax  |(660 | E65 - 3420

| B3R01 -
Eut I
Eut I

Emal |




Field Name

Court Code

Effective Date

Expiration Date

Court Name

User Field

User Field

User Field

Court Address
Line 1

Court Address
Line 2

City

State

Country

Zip

Phone

Fax

E-mail
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Length Definition

11

30

30

19

14

14

30

Required. Enter a unique code assigned to the court thatis being
added, changed, or expired.

Required. Enter the date the information becomes effective.

Required. Enterthe last date the information is in effect. This will
default to 99/99/99.

Required. Enterthe name of the court.

Optional. Additional field to be used at the discretion of the State
of Missouri.

Optional. Additional field to be used at the discretion of the State
of Missouri.

Optional. Additional field to be used at the discretion of the State

of Missouri.

Required. Enter the address of the court.

Optional. Enter the address of the court if another line is needed.

Required. Enter the name of the city.

Required. Enterthe appropriate state code. Refer to the State (ST)
window for valid values.

Required. Enter the appropriate country code. Referto
the Country (CTRY) window for valid values.

Required. Enterthe zip code.

Optional. Enter the court’s phone number and extension, if
known.

Optional. Enter the court’s fax number and extension, if known.

Optional. Enter the court’s e-mail address, if known.
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Current Period Crew Timesheet (CREW)

Purpose

The Current Period Crew Timesheet Document (CREW) is generated by the Current Period
Crew Timesheet Document Generation (CRGN) and allows time entry for all the employees
within a respective pay location.

CREW Coding Instructions
Field Name Length Definition

Input Optional. The Event Date entered on the Current Period
Crew Timesheet Document Generation (CRGN) is
displayed. The Date changed or entered must be a workday
that is on the Work Day Schedule Table (WDAY). For example, if
Date 6 an employee enters time for 07/01/00 and 07/02/00, the
system will verify that 07/01/00 and 07/02/00 are indeed
workdays based upon the employee’s work schedule. If the
Event Date is not a workday on WDAY, an error will be issued
once the user updates CTGN.

Optional. The Pay Location entered on CRGN is displayed in

Pay Location 5 o
this field.
EVENT VIEW
N Display The employee’s full name (last name, first name, and middle
ame
Only initial) is displayed.
The employee’s scheduled work hours for the Event Date are
Display displayed based on the information specified on the Pay Class
Work Schedule i .
Only (PYCL) window and the Work Day Schedule (WDAY) window for
the employee.
Display . e L L
Employee ID onl The employee’s identification (SSN) number is displayed.
nty

Display The Appointment ID is generated from the CRGN entry, as

Appointment ID
PP Only applicable.



Event Type

Input Amount

5

10
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Input Optional. This field is populated with the Event Type
specified on CRGN.

When this field is entered or changed, the Event Type entered
must be used on a valid day, depending on the employee’s
work schedule. For example, “Emergency On Call” pay may
only be used when an employee is called to work on an off day.
Therefore, it cannot fall on a scheduled workday. If the Event
Type does not fall on an appropriate day, either a warning
message or an error will be generated when the user tries to
update the CREW entry. If it generates a warning message for
information purposes, the user will be able to update the
CREW. However, if the entry generates an error message, the
user will be unable to update the CREW without first rectifying
the situation.

If the leave request edit feature is utilized and an employee has
requested leave through a LREQ for any day within the
specified pay period, the Leave Type code requested will be
generated in this field. For partial day leave requests, two lines
will be generated for the Event Date: one for the leave Event
Type and one for the Event Type specified on the CRGN. For
example, if an employee requested 3 hours of leave and the
employee is scheduled to work 8 hours, two lines will be
generated. One line will indicate the leave Event Type code and
a second line will indicate the employee’s default Event Type
code from the CRGN entry.

Input Optional. This field is populated with the default Input
Amount specified on CRGN. If an entered input amountis in
time, the entry must be in hours and minutes. Allinput
amounts must be in increments of 15 minutes (for example,
1.15for 1 Ya hour; 1.30 for 1 ¥2 hour; and 1.45 for 1 34 hour). A
value of 1.20 or 1.43 is not valid.

If the leave request edit feature is utilized and an employee has
requested leave through a LREQ document for any day within
the specified pay period, the hours or leave requested will be
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generated in this field. For partial day leave request, two lines
will be generated: one for the leave event and one for the
regular event. For example, if an employee requested 3 hours
of leave and the employee is scheduled to work 8 hours, two
lines will be generated. One line will indicate the 3 hours of
leave requested and the second line will indicate the remaining
5 hours of overtime.

OVERRIDES VIEW - Fields from the Events View Panel are also displayed on this panel.
Any changes to these fields in the Overrides View Panel will also appear on the Event

View Panel.

Display
Only

Name

Reduce Base Pay
Type

Employee ID/Appt Display

ID Only
Displa
Work Schedule piay
Only
Event Type 5

The employee’s full name (last name, first name, and middle
initial) is displayed.

Conditionally Required. For exception-paid employees, the
checkbox must be selected when the Event Type is “REGLR”
(Regular Pay Event) so that the pay from hours charged to this
event is counted against the system-generated base pay
amount. Otherwise this pay will be considered in additional to
the exception base pay. For positive-paid employees, the
checkbox should never be selected.

The employee’s identification (SSN) number is displayed. The
Appointment ID is generated from the CRGN entry, as
applicable.

The employee’s scheduled work hours for the Event Date are
displayed based on the information specified on the Pay Class
(PYCL) window and the Work Day Schedule (WDAY) window for
the employee.

Input Optional. This field is populated with the Event Type
specified on CRGN.

When this field is entered or changed, the Event Type entered
must be used on a valid day, depending on the employee’s
work schedule. For example, “Emergency On Call” pay may
only be used when an employee is called to work on an off
day. Therefore, it cannot fall on a scheduled workday. If the



Input Amount

10
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Event Type does not fall on an appropriate day, either a warning
message or an error will be generated when the user tries to
update the CREW entry. If it generates a warning message for
information purposes, the user will be able to update the
CREW. However, if the entry generates an error message, the
user will be unable to update the CREW without first rectifying
the situation.

If the leave request edit feature is utilized and an employee has
requested leave through a LREQ for any day within the
specified pay period, the Leave Type code requested will be
generated in this field. For partial day leave requests, two lines
will be generated for the Event Date: one for the leave Event
Type and one for the Event Type specified on the CRGN. For
example, if an employee requested 3 hours of leave and the
employee is scheduled to work 8 hours, two lines will be
generated. One line will indicate the leave Event Type code and
a second line will indicate the employee’s default Event Type
code from the CRGN entry.

Input Optional. This field is populated with the default Input
Amount specified on CRGN. If an entered input amountis in
time, the entry must be in hours and minutes. Allinput
amounts must be in increments of 15 minutes (for example,
1.15for 1 Ya hour; 1.30 for 1 Y2 hour; and 1.45 for 1 3% hour). A
value of 1.20 or 1.43 is not valid.

If the leave request edit feature is utilized and an employee has
requested leave through a LREQ document for any day within
the specified pay period, the hours or leave requested will be
generated in this field. For partial day leave request, two lines
will be generated: one for the leave event and one for the
regular event. For example, if an employee requested 3 hours
of leave and the employee is scheduled to work 8 hours, two
lines will be generated. One line will indicate the 3 hours of
leave requested and the second line will indicate the remaining
5 hours of overtime.
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ACCOUNTING OVERRIDES

Distribution
Option

Labor Distribution 5

Profile

Fund

Input Optional. Select “Employee Assignment” to use the
default labor distribution attributes. Any information entered in
the accounting fields when this Distribution Option is selected
will result in an error when the user tries to update the DRGN.
Select “Entered Profile” to use an override labor distribution
profile. Select “Entered Acctg Values” to override accounting
attributes. If the user wants to use some entered accounting
values and have the rest be taken from the default values, a
slash (“/”) needs to be entered in any fields where the default
will be used, and override values in the rest. Enter the
accounting attributes assigned to the employee’s

position. Select “Position Assignment” to use the accounting
attributes assigned to the employee's position.

Conditionally Required. If “Entered Profile” is selected as the
Distribution Option, enter the appropriate profile from the
Labor Distribution Profile (LDPR) table. In this case, populating
the Activity, Function, Job/Project, or Reporting Category will
override the corresponding field in the chosen profile for this
document entry. If the corresponding portion of the LDPR entry
is not blank, a warning message will be issued, but the field will
still be overridden for this document entry. None of these
override codes will permanently change the LDPR table

entry. For example, if an Activity code is entered on the
document and the corresponding field on the LDPR entry is not
blank, the Activity field for the specific Labor Distribution
Profile code on LDPR will be overwritten and a warning
message will be issued when the user updates the CREW
entry. If the Activity field for the specific Labor Distribution
Profile code on LDPR is blank, no warning message will be
issued.

Conditionally Required. If “Use Accounting Values” is selected
in the Distribution Option field, enter the fiscal or accounting
entity to be charged. Refer to the Fund Index (FUND) window
for valid codes.



Agency 3

Organization/Sub 4.2

Appr Unit 4
Activity

Function 4
Object/Sub 4.2
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Note: If the Fund chosen has an Expense Budget Control
Option value of “N” (none), no expense budget entry is required
on Expense Budget Inquiry (EXP2) for the accounting attributes
that follow. Ifitis setto “P” (presence) or “C” (full) an Expense
Budget entry must exist for the accounting distribution that is
entered.

Conditionally required. If “Use Accounting Values” is selected
in the Distribution Option field, enter an agency code.

Conditionally Required. If “Entered Acctg Values” is selected in
the Distribution Option field, enter the organization code to
which the employee reports. Refer to the Organization Index
(ORGN) window for valid codes. Enter the Sub-Organization
code as applicable. Refer to the Sub-Organization (SORG)
window for valid codes.

Conditionally Required. If “Entered Acctg Values” is selected in
the Distribution Option field, enter the appropriation code to
which the employee reports. Refer to the Appropriation Index
(APPR) window for valid codes.

Conditionally Required. If “Entered Acctg Values” is selected in
the Distribution Option field, enter the activity code used for a
further breakdown of financial activity. Refer to the Activity
Index (ACTY) window for valid codes.

Conditionally Required. If “Entered Acctg Values” is selected in
the Distribution Option field, enter the function code
representing the budget for the group-related activity. Refer to
the Function (FUNC) window for valid codes.

Input Optional. If “Entered Acctg Values” is selected in the
Distribution Option field, enter the object code corresponding
to the object of expense. Refer to the Object (OBJ2) window for
valid codes.

If “Entered Acctg Values” is selected in the Distribution Option
field, enter the sub-object if a further breakdown of object is



Job Number

Reporting
Category
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employed. Refer to the Sub-Object (SOBJ) window for valid

codes.

Input Optional. If “Entered Acctg Values” is selected in the

Distribution Option field, enter the job code used to track

specific costs associated with particular projects or
jobs. Refer to the Job Index (JOBT) window for valid codes.

Input Optional. If “Entered Acctg Values” is selected in the
Distribution Option field, enter the reporting category. Refer to
the Reporting Category (RPTG) window for valid codes.

Current Period Crew Timesheet Document Generation (CRGN)

Purpose

The Current Period Crew Timesheet Document Generation (CRGN) generates the new

Current Period New Timesheet Document (CREW) from user-specified data.

CRGN Coding Instructions

E_Current Period Crew Timezheet Document Generation

Document Agency

Event D ate

Ewvent Tupe

Iput Amount

520

IDEI A05 /00

Document Number | 30231 74
Docurnent Org I 3023
Fay Location TAA3TO
Reduce Baze Pay Type

Accounting Overide
Labar Distribution Profile

Fund

Organization & Sub
Achiiby

Cbject £ Sub
Report Category

1

T

-
i

Drigtribution Option
Agency

Appr Unit
Function

Job Mumber

| Employes Assignment

—
—
—

—

=)

Field Name

Document Agency 3

Length Definition

Requires Input. Enter the agency interestin.



Document
Number

Event Date

Pay Location

Event Type

Input Amount

12

10

Reduce Base Type ...
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Requires Input. Enter the crew’s org code, the pay period
number and a “#” in the first spaces in this field and the next
available document number will be used for the generated
document once this window is updated.

Requires Input. Enter the date (mm/dd/yy) on which the
specified event occurs.

Requires Input. Enter the pay location assigned to the crew.
Refer to the Location (LOC) window for valid codes.

Requires Input. Enter the appropriate default pay or leave event
code. Two of the most common codes are “REGLR” for all
regularly scheduled hours and “ADDHR” for any hours over the
normal work schedule. Refer to the Event Type (EVNT) window
for valid codes.

Requires Input. Enter the appropriate default daily input
amount for the Event Type code entered above. The amount
entered here is an individual amount (not a total for the crew)
that will appear on each line generated for crew members. Once
the Crew Timesheet has been generated, this amount can be
changed in any of the document detail lines.

The Leave Input Units field on the EVNT window defines how
amounts are measured for each event value. If an amountis
negative, enter a minus (-) sign in the first character of the field.

If the input amountis in time, the entry must be in hours and
minutes. Allinput amounts must be in increments of 15
minutes (for example, 1.15 for 1% hour; 1.30 for 12 hour; and
1.45 for 134 hour). Avalue of 1.20 or 1.43 is not valid.

Conditionally Required. For exception-paid employees, the
checkbox must be selected when the Event Type is “REGLR”
(Regular Pay Event) so that the pay from hours charged to this
event is counted against the system-generated base pay
amount. Otherwise this pay will be considered in addition tot he
exception base pay. For positive-paid employees, the checkbox
should never be selected. If a crew has both exception-paid
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employees and positive-paid employees, the checkbox can
either be selected or not, and the information can be overridden
as needed at the employee level on the CREW document.

ACCOUNTING OVERRIDES

Distribution
Option

Labor Distribution
Profile

Fund

Input Optional. Select “Employee Assignment” to use the
default labor distribution attributes. Any information entered in
the accounting fields when this Distribution Option is selected
will result in an error when the user tries to update

CRGN. Select “Entered Profile” to use an override labor
distribution profile. Select “Entered Acctg Values” to override
accounting attributes. If the user wants to use some entered
accounting values and have the rest be taken from the
employee’s default values, a slash (“/”) needs to be entered in
any fields where the default will be used, and override values in
the rest. Enter the accounting distribution codes. Select
“Position Assignment” to use the accounting attributes assigned
to the employee's position.

Conditionally Required. If “Entered Profile” is selected as the
Distribution Option, enter the appropriate profile from the Labor
Distribution Profile (LDPR) table. In this case, populating the
Activity, Function, Job/Project, or Reporting Category will
override the corresponding field in the chosen profile for this
document entry. If the corresponding portion of the LDPR entry
is not blank, a warning message will be issued, but the field will
still be overridden for this document entry. None of these
override codes will permanently change the LDPR table

entry. For example, if an Activity code is entered on the
document and the corresponding field on the LDPR entry is not
blank, the Activity field for the specific Labor Distribution Profile
code on LDPR will be overwritten and a warning message will be
issued when the user updates the CREW entry. If the Activity
field for the specific Labor Distribution Profile code on LDPR is
blank, no warning message will be issued.

Conditionally Required. If “Use Accounting Values” is selected
in the Distribution Option field, enter the fiscal or accounting



Agency

Organization/Sub

Appr Unit

Activity

Function

Object/Sub
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entity to be charged. Refer to the Fund Index (FUND) window for
valid codes.

Note: If the Fund chosen has an Expense Budget Control
Option value of “N” (none), no expense budget entry is required
on Expense Budget Inquiry (EXP2) for the accounting attributes
that follow. Ifitis setto “P” (presence) or “C” (full) an Expense
Budget entry must exist for the accounting distribution that is
entered.

Conditionally Required. If “Use Accounting Values” is selected
in the Distribution Option field, enter an agency code.

Conditionally Required. If “Entered Acctg Values” is selected in
the Distribution Option field, enter the organization code to
which the crew reports. Refer to the Organization Index (ORGN)
window for valid codes. Enter the Sub-Organization code as
applicable. Refer to the Sub-Organization (SORG) window for
valid codes.

Conditionally Required. If “Entered Acctg Values” is selected in
the Distribution Option field, enter the appropriation code to
which the crew reports. Refer to the Appropriation Index (APPR)
window for valid codes.

Conditionally Required. If “Entered Acctg Values” is selected in
the Distribution Option field, enter the activity code used fora
further breakdown of financial activity. Refer to the Activity
Index (ACTY) window for valid codes.

Conditionally Required. If “Entered Acctg Values” is selected in
the Distribution Option field, enter the function code
representing the budget for the group-related activity. Referto
the Function (FUNC) window for valid codes.

Input Optional. If “Entered Acctg Values” is selected in the
Distribution Option field, enter the object code corresponding to
the object of expense. Refer to the Object (OBJ2) window for
valid codes.



Job Number

Reporting
Category
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If “Entered Acctg Values” is selected in the Distribution Option
field, enter the sub-object if a further breakdown of object is
employed. Referto the Sub-Object (SOBJ) window for valid
codes.

Input Optional. If “Entered Acctg Values” is selected in the
8 Distribution Option field, enter the job code used to track
specific costs associated with particular projects or jobs. Refer

to the Job Index (JOBT) window for valid codes.

Input Optional. If “Entered Acctg Values” is selected in the
4 Distribution Option field, enter the reporting category. Refer to
the Reporting Category (RPTG) window for valid codes.

Current Period Individual Timesheet (CITS)

Purpose

The Current Period Individual Timesheet Document (CITS) is generated by the Current
Period Individual Timesheet Document Generation (CTGN) and allows time entry at the

employee level.

CITS Coding Instructions

Field Name

Name

Employee ID

Appointment ID

Computed Totals

Length Definition

Display The employee’s full name (last name, first name, and middle
Only initial) is displayed.
Displ The employee’s identification (SSN) number is generated from
ispla
o lp y the Current Period Individual Timesheet Document Generation
n
y (CTGN) entry.

Display The Appointment ID is generated from the CTGN entry, as
Only applicable.

The system-generated total is displayed for each workday
Display \ithin a pay period. These totals are generated from this
Only  gocument only and do not take into account any other

documents for the same pay period. The value of each field



EVENT VIEW

Event Date

Event Type
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will equal the input values from all the document lines for each
corresponding day.

Input Optional. This field is populated with the date on which
the specified event occurred. The Event Date entered must be
a valid day for the specific Event Type that is entered with it. If
the Event Date is not valid for the event listed, then either a
warning message or an error will be generated when the user
tries to update the CITS entry. If it generates a warning
message for informational purposes, the user will be able to
update the CITS entry. If it generates a warning message for
information purposes, the user will be able to update the
CITS. However, if the entry generates an error message, the
user will be unable to update the CITS without first rectifying
the situation. For example, sick leave usage can only be
entered n a regularly scheduled workday for the employee
based on the information on the Work Day Schedule Table
(WDAY).

If the user tries to enter sick leave with an Event Date that does
not appear on WDAY as a regularly scheduled work day, an
error or warning message will be generated. If the leave
request edit feature is utilized and a partial day leave request
has been submitted through a LREQ document, two lines will
be automatically generated for one event date.

Input Optional. This field is populated with the Event Type
specified on CTGN.

When this field is entered or changed, the Event Type entered
must be used on a valid day, depending on the employee’s
work schedule. For example, if “Emergency On Call” pay may
only be used when an employee is called in to work on an off
day, it cannot fall on a scheduled workday. If the Event Type
does not fall on an appropriate day, either a warning message
or an error will be generated when the user tries to update the
CITS entry. Ifit generates a warning message for informational



Amount

Work Schedule

OVERRIDES VIEW

10
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purposes, the user will be able to update the CITS. However, if
the entry generates an error message, the user will be unable to
update the CITS without first rectifying the situation.

If an employee has requested leave through the Leave Request
Document (LREQ) for any day within the specified pay period,
the Leave Type code requested will be generated in this

field. For partial day leave requests, two lines will be
generated: one for the leave Event Type and one for the base
Event Type. For example, if an employee requested 3 hours of
sick leave and the employee is scheduled to work 8 hours, two
lines will be generated. One line will indicate the leave Event
Type code and a second line will indicate the employee’s
default Event Type code from the GTGN entry.

Input Optional. This field is populated with the default Input
Amount specified on CTGN. If the entered amountisintime,
the entry must be in hours and minutes. All input amounts
must be in increments of 15 minutes (for example, 1.15 for 1 %
hour; 1/30 for 1 Y2 hour; and 1.45 for 1 34 hour). A value of 1.20
or 1.43 is not valid.

If the leave request edit feature is utilized and an employee has
requested leave through a LREQ document for any day within
the specified pay period, the hours of leave requested will be
generated in this field. For partial day leave requests, two lines
will be generated: one for the leave event and one for the
regular event. For example, if an employee requested 3 hours
of leave and the employee is scheduled to work 8 hours, two
lines will be generated. One line will indicate the 3 hours of
leave requested and the second line will indicate the remaining
5 hours of regular time.

The employee’s scheduled work hours for the Event Date are
displayed based on the information on the Pay Class (PYCL)
window and the WDAY window for the employee.



Event Date 6
Event Type 5
Amount 10
Work Schedule

Reduce Base Type
Flag
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Input Optional. Enter the date on which the specified even
occurs.

Input Optional. Enter the appropriate event type.

Input Optional. Enter the appropriate amount (work hours,
etc.).

Display Only. The employee’s scheduled work hours for the
Event Date are displayed based on the information specified on
the Pay Class (PYCL) window and the WDAY window for the
employee.

Conditionally Required. For exception-paid employees, the
checkbox must be selected when the Event Type is “REGLR”
(Regular Pay Event) so that the pay from hours charged to this
event is counted against the system-generated base pay
amount. Otherwise this pay will be considered in additional to
the exception base pay. For positive-paid employees, the
checkbox should never be selected.

ACCOUNTING OVERRIDES

Distribution
Option

Labor Distribution
Profile

Input Optional. Select “Employee Assignment” to use the
default labor distribution attributes. Any information entered in
the accounting fields when this Distribution Option is selected
will result in an error when the user tries to update the

CITS. Select “Entered Profile” to use an override labor
distribution profile. Select “Entered Acctg Values” to override
accounting attributes. If the user wants to use some entered
accounting values and have the rest be taken from the
employee’s default values, a slash (“/”) needs to be entered in
any fields where the default will be used, and override values in
the rest. Enter the accounting distribution codes. Select
“Position Assignment” to use the accounting attributes
assigned to the employee's position.

Conditionally Required. If “Entered Profile” is selected as the
Distribution Option, enter the appropriate profile from

the Labor Distribution Profile (LDPR) table. In this case,
populating the Activity, Function, Job/Project, or Reporting



Fund 4

Agency 3

Organization/Sub 4.2

Appr Unit 4
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Category will override the corresponding field in the chosen
profile for this document entry. If the corresponding portion of
the LDPR entry is not blank, a warning message will be issued,
but the field will still be overridden for this document

entry. None of these override codes will permanently change
the LDPR table entry. For example, if an Activity code is
entered on the document and the corresponding field on the
LDPR entry is blank, the Activity field for the specific Labor
Distribution Profile code on LDPR will be overridden and a
warning message will be issues when the user updates the
CITS entry. If the Activity field for the specific Labor
Distribution Profile code on LDPR is blank, no warning message
will be issued.

Conditionally Required. If “Entered Acctg Values” is selected in
the Distribution Option field, enter the fiscal or accounting
entity to be charged. Refer to the Fund Index (FUND) window
for valid codes.

Note: If the Fund chosen has an Expense Budget Control
Option value of “N” (none), no expense budget entry is required
on Expense Budget Inquiry (EXP2) for the accounting attributes
that follow. Ifitis setto “P” (presence) or “C” (full) an Expense
Budget entry must exist for the accounting distribution that is
entered.

Conditionally Required. If “Entered Acctg Values” is selected in
the Distribution Option field, enter an agency code.

Conditionally Required. If “Entered Acctg Values” is selected in
the Distribution Option field, enter the organization code to
which the employee reports. Refer to the Organization Index
(ORGN) window for valid codes. Enter the Sub-Organization
code as applicable. Refer to the Sub-Organization (SORG)
window for valid codes.

Conditionally Required. If “Entered Acctg Values” is selected in
the Distribution Option field, enter the appropriation code to
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which the employee reports. Refer to the Appropriation Index
(APPR) window for valid codes.

Conditionally Required. If “Entered Acctg Values” is selected in
Activit 4 the Distribution Option field, enter the activity code used for a
ctivi
y further breakdown of financial activity. Refer to the Activity

Index (ACTY) window for valid codes.

Conditionally Required. If “Entered Acctg Values” is selected in
) the Distribution Option field, enter the function code
Function 4 . .
representing the budget for the group-related activity. Refer to

the Function (FUNC) window for valid codes.

Input Optional. If “Entered Acctg Values” is selected in the
Distribution Option field, enter the object code corresponding
to the object of expense. Refer to the Object (OBJ2) window for
valid codes.

Object/Sub 4.2
If “Entered Acctg Values” is selected in the Distribution Option
field, enter the sub-object if a further breakdown of object is
employed. Refer to the Sub-Object (SOBJ) window for valid
codes.

Input Optional. If “Entered Acctg Values” is selected in the
Distribution Option field, enter the job code used to track
Job Number 8 . . . ) ]
specific costs associated with particular projects or
jobs. Refer to the Job Index (JOBT) window for valid codes.
) Input Optional. If “Entered Acctg Values” is selected in the
Reporting

4 Distribution Option field, enter the reporting category. Refer to
Category

the Reporting Category (RPTG) window for valid codes.

Current Period Individual Timesheet Document Generation (CTGN)

Purpose

The Current Period Individual Timesheet Document Generation (CTGN) window generates
the new Current Period Individual Timesheet Document (CITS) by employee from user
specified data.



Page |113

CTGN Coding Instructions

Field Name Length Definition

Requires Input. Enter an agency code. This document agency
code will be validated against the employee’s home agency
code on the employee’s appropriate assignment record once

Document Agency 3 .
the user updates CTGN. Therefore, if an employee enters an
employee ID that is not within the document agency, an error
will be issued.
Requires Input. Enter the employee’s org, the pay period
Document 19 number, and a “#” in the first spaces in this field and the next
Number available document number will be used for the generated
document once this window is updated.
Requires Input. Enter the employee’s identification (SSN)
Employee ID 10

number.

Input Optional. This field requires input only if the employee is
. working in multiple positions concurrently. If processing a
AppointmentID 1 . . e .
primary appointment, leave this field blank. If processing a

secondary appointment, a character must be entered.

Document Org 4 Requires Input. Enter the employee’s organization code.
Pay Period Start 6 Requires Input. Enter the date (mm/dd/yy) on which the pay
Date period starts.

Requires Input. Select the “Yes” radio button if the generated
document needs to be created with a line for every workday that
corresponds to the employee’s work cycle. Select the “No”
radio button if the generated document needs to be created with
only one line for the pay period. Select the “Leave Only” radio

Create Pay Period button if the generated document needs to be created with lines

Lines depending upon the nature of leave submitted through the
Leave Request Document(s). For example, if an employee
requested 3 hours of sick leave and the employee is scheduled
to work 8 hours, two lines will be generated. One line will
indicate the Leave Event code and the second line will indicate
the employee’s base Event Type code.



Event Type 5

Input Amount 10

Reduce Base Type ...
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Requires Input. Enter the appropriate default pay or leave
event code. Two of the most common codes are “REGLR” for all
regularly scheduled hours and “ADDHR” for any hours over the
normal work schedule. Referto the Event Type (EVNT) window
for other valid codes.

Requires Input. Enter the appropriate default daily input
amount for the Event Type code entered above. The amount
entered here is an individual amount (not a total for the whole
timesheet) that will appear on each line generated for the
employee. Once the Individual Timesheet has been generated,
this amount can be changed in any of the document detail
lines. If an amountis negative, enter a minus (-) sign in the first
character of the field. If the input amount s in time, the entry
must be in hours and minutes. Allinput amounts mustbein
increments of 15 minutes (for example, 1.15 for 1% hour; 1.30
for 1%2 hour; and 1.45 for 1% hour). Avalue of 1.20 or 1.43 is not
valid.

If the Event Type has been entered as “PDIEM”, pay will be
calculated on a daily basis, so for each day that this event is
used, enter “1” in the Input Amount field.

Conditionally Required. For exception-based employees,

the Reduce Base Pay Type checkbox must be selected when
the Event Type is “REGLR” (Regular Pay Event) so that the pay
from hours charged to this event is counted against the system-
generated base pay amount. Otherwise, this pay will be
considered in addition to the exception base pay. For positive-
paid employees, the Reduce Base Pay Type checkbox should
never be selected.

ACCOUNTING OVERRIDES: Iffields on the Accounting Overrides Panel are left blank,
the accounting information will default from where it is defined in the system for the

particular employee. Generally, it will come from the employee’s position on

the Position Status Maintenance (PSMT) window. However, the default could also be

generated from the Agency Specific and Accounting Data (AGYS) window. If the

default accounting information from one of these sources should not be used, enter

the accounting information that should appear as the default on the generated
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document for the pay period. If accounting overrides are necessary, enter the

following fields:

Distribution
Option

Labor Distribution
Profile

Fund

Input Optional. Select “Employee Assignment” to use the
default labor distribution attributes. Select “Entered Profile” to
use an override labor distribution profile. Select “Entered Acctg
Values” to override accounting attributes. If the user wants to
use some entered accounting values and have the rest be taken
from the employee’s default values, a slash (“/”) needs to be
entered in any fields where the default will be used, and override
values in the rest. Enter the accounting distribution codes.
Select “Position Assignment” to use the accounting attributes
assigned to the employee's position.

Conditionally Required. If “Entered Profile” is selected as

the Distribution Option, enter the appropriate profile from

the Labor Distribution Profile (LDPR) table. In this case,
populating the Activity, Function, Job/Project, or Reporting
Category will override the corresponding field in the chosen
profile for this document entry. If the corresponding portion of
the LDPR entry is not blank, a warning message will be issued,
but the field will still be overridden for this document

entry. None of these override codes will permanently change
the LDPR table entry. For example, if an Activity code is entered
on the document and the corresponding field on the LDPR entry
is not blank, the Activity field for the specific Labor Distribution
Profile code on LDPR will be overridden and a warning message
will be issued when the user updates the CTGN entry. If

the Activity field for the specific Labor Distribution

Profile code on LDPR is blank, no warning message will be
issued. Refer to the Labor Distribution Profile (LDPR) window for
valid codes.

Conditionally Required. If “Entered Acctg Values” is selected
as the Distribution Option, enter the fiscal or accounting entity
to be charged. Referto the Fund Index (FUND) window for valid
codes.

Note: If the Fund chosen has an Expense Budget Control



Agency

Organization/Sub 4.2

Appr Unit

Activity

Function

Object/Sub

4.2
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Option value of “N” (none), no expense budget entry is required
on Expense Budget Inquiry (EXP2) for the accounting attributes
that follow. If it is set to “P” (presence) or “C” (full) an Expense
Budget entry must exist for the accounting distribution that is
entered.

Conditionally Required. If “Entered Acctg Values” is selected
as the Distribution Option, enter an agency code.

Conditionally Required. If “Entered Acctg Values” is selected
as the Distribution Option, enter the organization code to
which the employee reports. Refer to the Organization Index
(ORGN) window for valid codes. Enter the Sub-Organization
code as applicable. Refer to the Sub-Organization (SORG)
window for valid codes.

Conditionally Required. If “Entered Acctg Values” is selected
as the Distribution Option, enter the appropriation code to
which the employee reports. Refer to the Appropriation Index
(APPR) window for valid codes.

Conditionally Required. If “Entered Acctg Values” is selected
as the Distribution Option, enter the activity code used for a
further breakdown of financial activity. Refer to the Activity
Index (ACTY) window for valid codes.

Conditionally Required. If “Entered Acctg Values” is selected
as the Distribution Option, enter the function code
representing the budget for the group-related activity. Refer to
the Function (FUNC) window for valid codes.

Input Optional. If “Entered Acctg Values” is selected as

the Distribution Option, enter the object code corresponding to
the object of expense. Refer to the Object (OBJ2) window for
valid codes.

If “Entered Acctg Values” is selected as the Distribution Option,
enter the sub-object if a further breakdown of object is
employed. Referto the Sub-Object (SOBJ) window for valid
codes.
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Input Optional. If “Entered Acctg Values” is selected as
the Distribution Option, enter the job code used to track

Job Number 8 . i ) . . .
specific costs associated with particular projects or jobs. Refer
to the Job Index (JOBT) window for valid codes.
R " Input Optional. If “Entered Acctg Values” is selected as
eportin
P 8 4 the Distribution Option, enter the reporting category. Referto
Category

the Reporting Category (RPTG) window for valid codes.

Current Period Time Sheet (CPER)

Purpose

The Current Period Timesheet (CPER) document window is used to record time worked and
leave taken during the current pay period. Upon accessing a CPER, the user will receive the
Batch/Document Entry Window. This window is used as a 'doorway' to various documents
within the SAM Il System, including the Current Period Timesheet (CPER).

The 'Automatic Document Numbering' feature of the Batch/Document Entry window has
been enabled statewide. Therefore, the system will automatically assign numbers to new
documents as they are created. The user only needs to enter the appropriate three-digit
agency number assigned the employee(s) the timesheets are being created for.

Batch/Document Entry Window Coding Instructions

Field Name Length Definition
View b Radio Select whether the options shown in the Document Type
iew
y Button menu will be listed by Window Name or Window Code.
Dropdown
Document Type Men Select the type of document to work on.
u

Not applicable. Missouri will not be processing these
documents by batch.

Batch ID
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Required. Enterthe organization code appropriate to the
Organization 3 employee(s) you will be entering timesheets for. Valid
values are found on the Organization (ORGN) window.

Required. Enterthe agency code appropriate to the
Document ID 3 employee(s) you will be entering timesheets for. Valid
values are found on the Agency Index (AGCY) window.

Document ID Not Applicable. Automatic Document Numbering

The 'Automatic Document Numbering' feature of the

Automatic .
Batch/Document Entry window has been enabled
Document Checkbox ] . ] .
) statewide. Therefore, the system will automatically assign
Numbering
numbers to new documents as they are created.
Radio . .
New/Open/Scan Select the action you wish to take.
Button
OK Button Select if you wish to proceed with this action.
Select if you wish to cancel this action. The window will
Cancel Button close and you will need to access the window again to

proceed with another action.

CPER Coding Instructions - Event View

In order to insert, copy, remove or go to specific lines of entry on the CPER, use the Edit
‘pull-down menu’ on your ADVANTAGE Desktop:

Insert Line After Ctrl+ F

e InsertLine Before Ctrl+B
e Remove Line Ctrl+R
e Copyline Ctrl+Y
e GoToline Ctrl+T
The maximum lines viewable at one time on one screen of a CPER are five.

Field Name Length Definition



HEADER

Name

Employee ID

Appointment
ID

Input Total

Computed
Input Total

DETAIL

Display
Only

10

Event Date 6

Event Type 5

Amount 8
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The employee's full name (last name, first name, and middle
initial) is displayed.

Required. Enter the employee's Social Security number.

Optional. Indicates the job for which time and/or leave events are
being entered. This field will be blank for employees with only
one job.

Conditional. Used to record the user’s count of the total hours

being entered on this CPER.

Not applicable.

Required. The date of the time worked or leave event.

Required. The code designating the nature of the time or
leave. Valid codes are found on the Event Type (EVNT) window.

Required. The number of hours and minutes of the time or leave
event. Thisis entered as hours and minutes, for example, 4.25 =
4 hours and 25 minutes, not 4 hours and 15 minutes.

CPER Coding Instructions - Overrides View

Field Name Length

DETAIL

Event Date 6

Event Type 5

Definition

Conditional. If you are entering a new line to the CPER through
the Overrides View, rather than entering it through the Event
View, this field, containing the date of the time worked or leave
event, is required. However, if you have already entered the line
on the CPER, then continue to the Overrides View, the Event
Date will infer from the line you selected on the Event View.

Conditional. If you are entering a new line to the CPER through
the Overrides View, rather than entering it through the Event
View, this field, containing the code designating the nature of



Amount 8

Reduce Base
Checkbox
Pay Type
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the time or leave is required. However, if you have already
entered the line on the CPER, then go to the Overrides View, the
Event Type will infer from the line you selected on the Event
View. Valid values are located on the Event Type (EVNT) window.

Conditional. Ifyou are entering a new line to the CPER through
the Overrides View, rather than entering it through the Event
View, this field, containing number of hours and minutes of the
time or leave event, is required. However, if you have already
entered the line on the CPER, then go to the Overrides View, the
Amount will infer from the line you selected on the Event View.

Optional. If you applying an accounting override, check this box
to ensure pay is not generated twice for the specified event ---
first, generated according to the default accounting distribution,
then generated from the accounting override as well.

If this pay event is to be generated in addition to the generated
exception base pay, leave blank.

ASSIGNMENT OVERRIDES

Title

Subtitle

Rate

Position

Grade

Step

Not applicable. Changes to an employee's title should be
submitted through the Employment Status Maintenance
Window (ESMT).

Not applicable. Changes to an employee's sub-title should be
submitted through the Position Status Maintenance Window
(ESMT).

Not applicable. Changes to an employee's rate should be
submitted through the ESMT.

Not applicable. Changes to an employee's position assignment
should be submitted through the ESMT.

Not applicable. Changes to an employee's grade should be
submitted through the PSMT.

Not applicable. Changes to an employee's step should be
submitted through the ESMT.
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ACCOUNTING OVERRIDES

Distribution  Dropdown

Option Menu
Labor

Distribution 5
Profile

Fund 4
Agency 3

Organization 4

Optional. Select avalue to indicate the option to use to override
the labor distribution for this particular event. Valid values are:

e Employee Assignment to use the employee's default
labor distribution attributes;

Entered Accounting Values to use the accounting
attributes the user will enter here on this window panel;

e Entered Profile to use a designated labor distribution
profile;

o Position Assignment to use the accounting attributes
assigned to the employee's position.

Conditional. Required if Distribution Option is 'Entered Profile';
otherwise, leave blank. Enter the labor distribution profile value
to override this particular event. Valid values are located on the
Labor Distribution Profile (LDPR) window.

Conditional. Required if Distribution Option is 'Entered
Accounting Values'; otherwise, leave blank. Enter the fund
value to override this particular event. Valid values are located
on the Fund (FUND) window.

NOTE: If Fund is required, but left blank and Agency and
Organization are filled in, then Fund defaults to the value
specified in the Fund field on the Organization (ORG2) window.

Conditional. Required if Distribution Option is 'Entered
Accounting Values'; otherwise, leave blank. Enter the agency
value to override this particular event. Agency must be valid with
the entered Fund. Valid fund and agency combinations are
located on the Fund Agency Index (FAGY) window.

Conditional. Required if Distribution Option is 'Entered
Accounting Values'; otherwise, leave blank. Enter the
organization value to override this event. Valid values are
located on the Organization Index (ORGN) window. Conditional.
The Sub-Organization is optional if Organization is entered.



Sub

Appr Unit

Activity

Function

Object

Sub

Page |122

Enter a sub-organization. Valid values are located on the Sub-
Organization (SORG) window.

Conditional. Optionalif Organization is entered; otherwise,
leave blank. Enter the sub-organization value to override this
particular event. Valid values are located on the Sub-
Organization (SORG) window.

Conditional. Required if Distribution Option is 'Entered
Accounting Values'; otherwise, leave blank. Enter the
appropriation unit code value to override this particular

event. Appropriation unit code is inferred when journal
vouchers and payment vouchers are transferred to the financial
system. Valid values are located on the Appropriation Index
(APPR) window.

Conditional. Required if Distribution Option is 'Entered
Accounting Values'; otherwise, leave blank. Enter the activity
code value to override this particular event. Activity codes are
used for a further breakdown of financial activity. Valid values
are located on the Activity Index (ACTY) window.

Conditional. Required if Distribution Option is 'Entered
Accounting Values'; otherwise, leave blank. Enter the function
code value to override this particular event. Function codes
represent the budgets for group-related activities aimed at
accomplishing a major service or regulatory responsibility. Valid
values are located on the Function (FUNC) window.

Conditional. Optionalif Distribution Option is 'Entered
Accounting Values'; otherwise, leave blank. Enter the object
code value to override this particular event. Object codes
correspond to the object of expense provided by the

position. Valid values are located on the Object (OBJ2) window.

Conditional. Optional if Distribution Option is 'Entered
Accounting Values'; otherwise, leave blank. Enter the sub-
object value to override this particular event. Sub-object codes
offer a further breakdown of object codes. Valid values are
located on the Sub-Object (SOBJ) window.
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Conditional. Optional if Distribution Option is 'Entered
Accounting Values'; otherwise, leave blank. Enter the job code
Job Number 8 value to override this particular event. Job codes are used to
track specific costs associated with particular projects or
jobs. Valid values are located on the Job Index (JOBT) window.

Conditional. Optional if Distribution Option is 'Entered
Accounting Values'; otherwise, leave blank. Enter the report

Report
c f 4 category value into which the position falls to override this
ategor
gory particular event. Valid values are located on the Reporting
Category (RPTG) window.
D

Deduction Frequency (DEDF)

Purpose

The Deduction Frequency (DEDF) window defines the codes which identify on what time
basis deductions can occur. Deduction frequency is entered on Deduction Plan (DPLN),
Employee Fringe Benefit Plan (BENP), and Employer Fringe Benefit Plan (EFBP). Itis then
entered on the Pay Cycle (CYCL) table to signal to the SAM Il HR/Payroll system the pay
cycle in which the deduction should be taken.

DEDF Coding Instructions
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E_Deduction Frequency |_ O] =]

Deduction  Effective E spiration Shart
Frequency  Date D ate D eszcription Long Description

0O~ O N = L [ —

Field Name Length Definition

Deduction 5 Required. Enter the deduction frequency code that is being
Frequency added, changed, or expired.
Effective Date 6 Required. Enter the date the entry becomes effective.

o Optional. Enter the last date the information is in effect. Default
Expiration Date 6

is 99/99/99.
Short 19 Required. Enter the new or changed short description of the
Description deduction frequency code.
Long 0 Optional. Enter the new or changed long description of the
Description deduction frequency code. Default is the Short Description entry.

Deduction Plan (DPLN)

Purpose

The Deduction Plan (DPLN) window defines variations of each deduction type and contains
processing information on amounts and percentages, deduction frequency, whether the
standard deduction amount or rate may be overridden on an employee basis and whether a
special deduction routine should be performed to calculate the deduction.
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DPLN Coding Instructions

E_Deduction Plan [_ (O] x|
Deduction Type FCLI Deduction Plan FCLI
Effective Date IEI1 d0d20 E wpiration Date IEIEI 493 /93
Short Description | MIZZ0U CR UN Long Deseription | MIZZOU CREDIT UNION
Deduction Hates | &lternate Options I
FICA 1D © FICs  © Medicare € Tier One i TierTwo 0 Mowe
Onhe-time: Deduction Allowed & ez  No ¢ Only with Permanent Deduction
Employee Ovemide Allowed " ve: Mo % Requied
|1z Cazh Basis Grozs Pay = Yaz  No
Pernodic Deduction Amount £ Frequency————————— Deduction Parameter
Wieeky I Q.00 I Deduction Percent I 0.000000
Biveekly I 0.00 I Goal Amount £ Installments I 0.00
S emi-monthiy I Q.00 I Annual Cap Amovint I 0.00
Manthly | 0.00 | Annual Grogs Cap Percent | [0.000000
Annual I Q.00 I
Field Name Length Definition
Required. Enter the deduction type code for the
. deduction plan that is being changed, added, or expired.
Deduction Type 5 . . .
Refer to the Deduction Type (DEDT) window for valid
values.
. Required. Enter the deduction plan code for the
Deduction Plan 5 . . . .
deduction plan that is being changed, added, or expired.
Effective Date 6 Required. Enter the date the entry becomes effective.
o Optional. Enter the last date the information is in effect.
Expiration Date 6 .
Default is 99/99/99.
Lo Required. Enter the new or changed short description of
Short Description 12

Long Description

the deduction type code.

Optional. Enter the new or changed long description of
30 the deduction type code. Default is Short Description
entry.



FICAID

One-Time Deduction
Allowed

Employee Override
Allowed
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Optional. Select the value to indicate whether this is a
FICA, Medicare, Tier One, or Tier Two deduction. Default
is None [blank]. Valid values are:

o FICA[F]

e Medicare [M]
Radio

Buttons e TierOne[1]

o Railroad pension reporting.
e TierTwo [2]
o Railroad pension reporting.

e None [blank]

Optional. Select the value to indicate whether a one-time
deduction is allowed for this deduction. Default is Yes [Y].
Valid values are:

e Yes/[Y
Radio v
Buttons e No|[N]

e Only With Permanent Deduction [P]

Select Yes [Y] for goal oriented deductions to allow for a
refund after the deduction has been stopped.

Optional. Select a value to indicate whether the
deduction information can be overridden for a particular
employee. Default is Yes [A]. Valid values are:

o Yes[A]
. o Deduction overrides are allowed, but not
Radio ed
Buttons required.
e No[N]

o No overrides are allowed.
e Required [R]

o Override is required.



Use Cash Basis Gross Radio

Pay

Weekly Deduction
Amount

Weekly Deduction
Frequency

Biweekly Deduction
Amount

Biweekly Deduction
Frequency

Semi-Monthly
Deduction Amount

Buttons

10

10

10
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Optional. Select Yes [Y] to indicate that reserve pay
amounts should be included in gross pay when
calculating this deduction. Reserve pay accruals will
decrease gross pay, and reserve payouts will increase
gross pay. Select No [N] to indicate that earned gross pay
should be used to calculate this deduction. Reserve pay
accrual and payout amounts will not be included. Default
is Yes[Y].

Optional. If this amount is a flat dollar amount, enter the
amount to be deducted for eligible employees paid on a
weekly basis.

Optional. Enter a two-character code to indicate the
frequency with which the deduction should be taken. The
same two-character code must appear in the Deduction
Frequencies field for weekly employees on the Pay Cycle
(CYCL) window for the pay periods in which the deduction
should be taken. If left blank, the deduction is generated
each pay period. Refer to the Deduction Frequency
(DEDF) window for valid values.

Optional. If this amount is a flat dollar amount, enter the
amount to be deducted for eligible employees paid on a
biweekly basis.

Optional. Enter a two-character code to indicate the
frequency with which the deduction should be taken. The
same two-character code must appear in the Deduction
Frequencies field for biweekly employees on the Pay
Cycle (CYCL) window for the pay periods in which the
deduction should be taken. If left blank, the deduction is
generated each pay period. Refer to the Deduction
Frequency (DEDF) window for valid values.

Optional. If this amount is a flat dollar amount, enter the
amount to be deducted for eligible employees paid on a
semi-monthly basis.



Semi-Monthly
Deduction Frequency

Monthly Deduction
Amount

Monthly Deduction
Frequency

Annual Deduction
Amount

Annual Deduction
Frequency

Deduction Percent

10

10
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Optional. Enter a two-character code to indicate the
frequency with which the deduction should be taken. The
same two-character code must appear in the Deduction
Frequencies field for semi-monthly employees on the Pay
Cycle (CYCL) window for the pay periods in which the
deduction should be taken. If left blank, the deduction is
generated each pay period. Refer to the Deduction
Frequency (DEDF) window for valid values.

Optional. If this amount is a flat dollar amount, enter the
amount to be deducted for eligible employees paid on a
monthly basis.

Optional. Enter a two-character code to indicate the
frequency with which the deduction should be taken. The
same two-character code must appear in the Deduction
Frequencies field for monthly employees on the Pay
Cycle (CYCL) window for the pay periods in which the
deduction should be taken. If left blank, the deduction is
generated each pay period. Refer to the Deduction
Frequency (DEDF) window for valid values.

Optional. If this amount is a flat dollar amount, enter the
amount to be deducted for eligible employees paid on an
annual basis.

Optional. Enter a two-character code to indicate the
frequency with which the deduction should be taken. The
same two-character code must appear in the Deduction
Frequencies field for annual employees on the Pay Cycle
(CYCL) window for the pay periods in which the deduction
should be taken. If left blank, the deduction is generated
each pay period. Refer to the Deduction Frequency
(DEDF) window for valid values.

Required. Enter the rate to be used in calculating the
deduction amount, if this deduction is calculated based
on a percentage. For example, enter 15% as . 75.



Goal 10
Amount/Installments

Annual Cap Amount 10

Annual Gross Cap
Percent

Special Routine ID 4

Amount/Percent (1-5) 10
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Optional. If the benefit goal is a dollar amount, enter the
goal amount. If the benefit goal is in number of
installments, enter the goal number of installments.

Optional. If the total deduction amount for a year cannot
exceed a certain dollar amount, enter the cap (or ceiling)
amount.

Note: This field should be left blank for FICA and Medicare
deductions.

Optional. If the total deduction amount for a year cannot
exceed a certain percentage of the employee’s annual
gross amount, enter the cap (or ceiling) percentage.

Required. Enter the proper code if a special calculation
routine is invoked for this deduction type/plan. If no
special calculation routine is to be invoked enter NON.
Valid values are:

ADTX Additional Tax

SLRY Salary Routine

CAPP Pay Period Cap Amount
GAR Garnishment Routine
FICA FICA

HRLY Based on Hours Worked Routine
IRS Tax Levy Routine

PEN Pension Routine

SAVB U.S. Savings Bonds

MOTX Missouri State Tax Routine
NON No Special Routine

Optional.f Special Routine ID is entered, enter the
amounts or percents (.nn) that are to be used in the
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calculations. Up to five are allowed.

If the deduction is a FICA deduction, enter the minimum
year to date FICA covered wages for Amount/Percent 1,
and leave the other four blank or zero. If special routine is
FICA only, this field is used in a test to determine if FICA
should be taken.

If the Special Routine ID is SLRY (Budgeted Annualized
Salary), deductions are calculated based on budgeted
annualized salary regardless of the amount actually paid
during the pay period. In Amount/Percent 1, enter the
multiplication factor.

In Amount/Percent 2, enter the maximum amount.

In Amount/Percent 3, enter the exemption amount.

In Amount/Percent 4, enter the weighing

factor. Amount/Percent 5 contains the rounding rule for
the weighing factor. Enter a code to indicate the rounding
rule. Valid values are:

71Rounding to the Nearest Integer.
2Truncating to the Lower Integer.

0No Rounding Required.

Otherwise, leave these fields blank or zero.

Optional. Select the value that indicates which employee
date value is used as a comparison for the number of
months for Deduction Alternate Rates (DEDA) window
lookups. Default is None [blank]. Valid values are:
Begin Date 1
e Birth Date [B]
e Appointment Date [A]

e Benefit Progression Date [D]
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e Deduction Parameter Effective Date [P]
e None [blank]

Optional. Select a value to indicate the date against
which the Begin Date value is compared. Default is None
[blank]. Valid values are:

Specified [D]

Check Date [C]

—
[ ]

End Date
Pay Period End Date [P]

None [blank]

If selecting Specified [D], enter the date (mm dd yy) for
the alternate rate in the second field.

Deduction Plan Accounting (DPL3)

Purpose

The Deduction Plan Accounting (DPL3) window defines accounting information for journal
vouchers, vendor payment vouchers, and intra-governmental payment vouchers.

DPL3 Coding Instructions
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E_Deduction Plan Accounting

Deduction Type

=] E3

Deduction Plan

Effective D ate

Shart Dezcription

Long Description

Balance Sheet Acct

I.-’-'-.&EE

I.-’-'-.&EE

|EI1 Aoz

[ARTAED CO CC

E xpiration Date

[ARTS & EDUCATION COUNCL CHRTY

I 43073067200

Yendar

| 2453

IE!E! A93 /93

[T Exclude from Accounting

¥ Generate Payment Youcher

Seller Informatior

Papment Youcher Type

1

i~ 2 3 4 &/ O Mone

Fund I Agency I Organization £/ Sub I / I_

Appr Unit I Achivity I FRevenue Source £ Sub I i I_

Function I Job I Reporting Category I

Object /Sub | A Offset Feceivable Aot |

Balance Sheet Acct I

Clearing Fund

Usze Clearing Fund  Yes Mo Nt spplicable Owerride Clearing Fund I
Field Name Length Definition
Deduction Required. Enter the deduction type code. Refer to
Type the Deduction Type (DEDT) window for valid values.
Deduction Required. Enter the deduction plan code. Refer to
Plan the Deduction Plan (DPLN) window for valid values.
Effective Date 6 Required. Enter the date the information becomes effective.
Expiration Optional. Enter the last date the information is in effect. Default
Date is 99/99/99.
Short Display Lo . .

Lo The short description of the deduction type code is displayed.
Description  Only
Long Display Lo . L
Lo The long description of the deduction type code is displayed.
Description  Only
Balance Sheet Required. Enter the balance sheet account to which the
Acct deduction is posted.
Conditional. Required if Generated Payment Voucher is Y and

Vendor 11

seller information is not entered. Optional if Generated
Payment Voucher is N and seller information is not entered. Not
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allowed if seller information is entered. Enter the external vendor
to which the amount of the deduction should be paid. Refer to
the Vendor Index (VEND) window for valid values.

Generate Required. Select [Y] to create a payment voucher for this
Payment Checkbox deduction type/plan. Clear [N] if no payment voucher should be
Voucher created for this deduction type/plan.

Note: Seller information cannot be entered if payment voucher is type 1.

Optional. Select the payment voucher type which should be
created for the specified deduction type and deduction plan.
Default is None [blank]. Valid values are:

1

Payment Radio
Voucher Type Buttons

None
[blank]

Purchase from an external vendor.

Purchase or sale between governmental units involving
different funds.

Purchase or sale between governmental units involving
the same funds.

Reimbursement between governmental units (inter or
intra fund).

Transfer between governmental units (inter or intra
fund).

Note: Additional buyer information is required for type
5 payment vouchers, so manual updates have to be
made to these payment vouchers after they are
uploaded to the financial system.

No payment voucher should be generated for this sale.

This option is only valid if Generate Payment
Voucher is cleared [N].

Conditional. Required for type 2, 3, 4 and 5 payment vouchers.
Enter the seller fund for the specified deduction type and
deduction plan. Refer to the Fund Index (FUND) window for valid

Fund 4

values.



Agency

Organization

Sub-
Organization

Appr Unit

Activity

4

2

4

4
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Conditional. Required for type 2, 3, 4 and 5 payment vouchers.
Enter the seller agency for the specified deduction type and
deduction plan. Refer to the Agency Index (AGCY) window for
valid values.

Conditional. Required on expenditure transactions

if Organization Options Exp Budget on the Fund Agency (FGY2)
window is set to Required on Budget and Accounting

[Y] or Required on Accounting [A]. Required on revenue
transactions if Organization Options Rev Budget on the Fund
Agency (FGY2) window is set to Required on Budget and
Accounting [Y] or Required on Accounting [A] for the
Fund/Agency entered above. Optional otherwise. Enter the seller
organization for the specified deduction type and deduction
plan. Refer to the Organization Index (ORGN) window for valid
values.

Conditional. Required on expenditure transactions if Sub-
Organization Required on Spending on the Organization
(ORG2) window is set to Required [Y], Required on Pre-
Encumbrance Transactions [1], Required on Encumbrance
Transactions [2], or Required on Expenditure Transactions
[3]. Required on revenue transactions if Sub-Organization
Required on Revenue on the Organization (ORG2) window is set
to Required [Y]. Optional otherwise. Enter the seller sub-
organization for the specified deduction type and deduction
plan. Refer to the Sub-Organization (SORG) window for valid
values.

Conditional. Required when Labor Distribution Override
Option is Use Entered Accounting Values [A]; otherwise, leave
blank. Enter the seller appropriation unit for the specified
deduction type and deduction plan. Refer to the Appropriation
Index (APPR) window for valid values.

Conditional. Required on expenditure transactions if Activity
Options: Exp Budget on the Fund Agency (FGY2) window is set
to Required on Budget and Accounting [Y] or Required on
Accounting [A]. Required on revenue transactions if Activity



Revenue
Source

Sub-Revenue
Source

Function

Job

4
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Options: Rev Budget on the Fund Agency (FGY2) window is set
to Required on Budget and Accounting [Y] or Required on
Accounting [A] for the fund/agency entered above. Optional
otherwise. Enter the seller activity for the specified deduction
type and deduction plan. Refer to the Activity Index (ACTV)
window for valid values.

Conditional. Required for type 5 payment vouchers. Required
if payment voucher type is 2 or 3, and the Seller Balance
Sheet Account field is blank. Not allowed if payment voucher
type is 2 or 3, and the Seller Balance Sheet Account field is not
blank. Not allowed for type 4 payment vouchers. Enter the
seller revenue source for the specified deduction type and
deduction plan. Refer to the Revenue Source Index (RSRC)
window for valid values.

Conditional. Required if Sub-Revenue Source Required on the
Revenue Source (RSR2) window is set to Yes [Y]. Optional
otherwise. Enter the seller sub-revenue source for the specified
deduction type and deduction plan. Refer to the Sub-Revenue
Source (SREV) window for valid values.

Conditional. Required on expenditure transactions if Function
Options Exp Budget on the Fund Agency (FGY2) window is set
to Required on Budgeting and Accounting [Y] or Required on
Accounting [A]. Enter the seller function code for the specified
deduction type and deduction plan. Refer to the Function
(FUNC) window for valid values.

Conditional. Required on expenditure transactions if Job
Number Required on Spending on the Organization (ORG2)
window is set to Required on Pre-Encumbrance Transactions
[1], Required on Encumbrance Transactions [2], or Required
on Expenditure Transactions [3], or if Job Number Required
on Spending on the Organization (ORG2) window is set

to Required if Job Number Spending is Required on Activity
[A] and the Job Number Spending field on the Activity (ACT2)
window is set to Required on Pre-Encumbrance [1], Required
on Encumbrance [2], or Required on Expenditure[3].



Reporting
Category

Object

Sub-Object

Offset
Receivable
Acct

Balance Sheet
Acct

Page |136

Required on revenue transactions if Job Number Required on
Revenue on the Organization (ORG2) window is set to Required
[Y], or if Job Number Required on Revenue on the Organization
(ORG2) window is set to Required if Job Number Revenue is
Required on Activity [A] and the Job Number Revenue field on
the Activity (ACT2) window is set to Enforce Coding [Y].
Optional otherwise. Enter the seller job number for the specified
deduction type and deduction plan. Refer to the Job Index (JOBT)
window for valid values.

Conditional. Required on expenditure transactions if Reporting
Category on the Agency (AGC2) window is set to Required on
Pre-Encumbrance Transactions [1], Required on
Encumbrance Transactions [2], or Required on Expenditure
Transactions [3]. Required on revenue transactions if Reporting
Category Required on Revenue Transactions on the Agency
(AGC2) window is set to Yes [Y]. Optional otherwise. Enter the
seller reporting category for the specified deduction type and
deduction plan. Refer to the Reporting Category (RPTG) window
for valid values.

Conditional. Required for type 4 vouchers. Not allowed
otherwise. Enter the seller object for the specified deduction
type and deduction plan. This object must have an Object
Group of RE. Refer to the Object Index (OBJT) window for valid
values.

Optional. Enter the seller sub-object for the specified deduction
type and deduction plan. Refer to the Sub-Object (SOBJ) window
for valid values.

Conditional. Must be blank on type 3 vouchers. Optional
otherwise. Enter the seller offset receivable account for the
specified deduction type and deduction plan. Refer to the
Balance Sheet Account Index (BACC) window for valid values.

Conditional. Required for types 2 and 3 vouchers if the Seller
Revenue Source is blank. Optional for type 4 vouchers. Not
allowed otherwise. Enter the seller balance sheet account for
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the specified deduction type and deduction plan. Refer to the
Balance Sheet Account Index (BACC) window for valid values.

Caution: If using clearing funds and want to offset accounts in all funds to clear

automatically (including transfer of cash), a cash balance sheet account must be specified
as the JV OFFSET BS ACCT CD on the Site Specific Parameters (SPAR) window.

Use Clearing Radio
Fund Buttons

Override
Clearing Fund

Optional. Select Yes [Y] to indicate a clearing fund should be
used. Select No [N] to indicate a clearing fund should not be

used. Select Not Applicable [blank] to use the default value

from the Site Specific Parameters (SPAR) parameter

entry CLEARING FUND DEFUALT OPTION.

Optional. Indicate the override clearing fund to be used in place
of the clearing fund entered on the Site Specific Parameters
(SPAR) window. This value is only used if USE CLEARING

FUND is Yes [Y] orif USE CLEARING FUND is Not Applicable
[blank] and the CLEARING FUND DEFAULT OPTION parameter
on the Site Specific Parameters (SPAR) window is set to Y. Refer
to the Fund Index (FUND) window for valid values.

Deduction Plan Alternate Rates (DEDA)

Purpose

The Deduction Plan Alternate Rates (DEDA) window defines any variations of the alternate
rates relating to deduction plans that were defined on the Deduction Plan (DPLN),

Employee Fringe Benefit Plan (BENP), or Employer Fringe Benefit Plan (EFBP) windows.

DEDA Coding Instructions
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E_Deduction Plan Alternate R ates M=l E3

Deduction Type I CHALT Deduction Flan I LT B0

irirum Murmber af Manths

Effective D ate |D1 A0 20 E =piration D ate IEE‘ 293 /93
Deduction R ate I 0.000000

1

Dreduction Amaunt

Wieekly | 0.00 Biveekly | 0.00
S ernmi-ratithly I 210 P otk I 419
Annual I Q.00

Field Name Length

Deduction
Type

Deduction
Plan

Minimum
Numberof 6
Months

Definition

Required. Enter the deduction type code for the deduction plan that
is being added, changed, or expired. This code represents a particular
deduction or fringe benefit. Refer to the Deduction Type

(DEDT), Employee Fringe Benefit Type (BENT), or Employer Fringe
Benefit Contribution Type (EFBT) windows for valid values.

Required. Enter the deduction plan code representing a particular
variation of a deduction type code. Refer to the Deduction Plan
(DPLN), Employee Fringe Benefit Plan (BENP), or Employer Fringe
Benefit Plan (EFBP) windows for valid values.

Required. Enter the minimum number of months (0 through 999,999)
to be used to calculate if an employee is eligible for this deduction
rate/amount. The number of months relates back to the alternate rate
date options selected on the alternate rate date options on the
Deduction Plan (DPLN), Employee Fringe Benefit Plan (BENP), or
Employer Fringe Benefit Plan (EFBP) window.

This number of months represents rates based on the difference
between the two alternate rate date options. For example, if the
deduction or benefit plan alternate rate Begin

Date is Birthdate and End Date is Pay Period End Date, then the
number of months elapsed between these two dates are compared



Effective
Date

Expiration
Date

Deduction
Rate

Weekly

Biweekly

Semi-
Monthly

Monthly

Annual

10

10

10

10

10
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to the minimum number entered on Deduction Plan Alternate Rates
(DEDA) to determine the rate for use in calculating the deduction.

Required. Enter the date the entry becomes effective.

Optional. Enter the last date the information is in effect. Default
is 99/99/99.

Optional. Enter the percentage of the deduction. Must be a decimal
between -1 and +1, with 6 or fewer decimal places. Defaultis 0 (zero).

Optional. If an elapsed time calculation is used to determine a
deduction amount rather than a rate based calculation, enter the
amount of the deduction for weekly paid employees.

Optional. If an elapsed time calculation is used to determine a
deduction amount rather than a rate based calculation, enter the
amount of the deduction for biweekly paid employees.

Optional. If an elapsed time calculation is used to determine a
deduction amount rather than a rate based calculation, enter the
amount of the deduction for semi-monthly paid employees.

Optional. If an elapsed time calculation is used to determine a
deduction amount rather than a rate based calculation, enter the
amount of the deduction for monthly paid employees.

Optional. If an elapsed time calculation is used to determine a
deduction amount rather than a rate based calculation, enter the
amount of the deduction for annual paid employees.

Deduction Plan Include/Exclude (DPL2)

Purpose

The Deduction Plan Include/Exclude (DPL2) window defines what pay categories and
deduction categories are included and excluded for the deduction plan listed.

DPL2 Coding Instructions
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E_Deduction Plan Include / Exclude M=l E3

Deduction Type

Effective D ate IEI'I A0d 20 E spiration Date IEIEI 493 /93

REC Deduction Plan I,&,&EE

Short Description | ARTAED CO CC Long Description [ ARTS & EDUCATION COUNCL CHRTY

Pay Categaories |

Inzlude 4 Exclude Pay Categories

% |nclhude Al

Deduction Categaries I

" Include 5 pecified ™ Exclude Specilied ™ Exclude &l

Field Name

Deduction Type

Deduction Plan

Effective Date

Expiration Date

Short Description

Long Description

Include/Exclude
Pay Categories

Length Definition

Required. Enter the deduction type code for the payment and
5 deduction inclusion information. Refer to the Deduction Type
(DEDT) window for valid values.

Required. Enter the deduction plan code for the payment and
5 deduction inclusion information. Refer to the Deduction Plan
(DPLN) window for valid values.

6 Required. Enter the date the information becomes effective.

Optional. Enter the last date the information is in effect.
Default is 99/99/99.

Display The short description of the deduction type and planis
Only displayed.

Display The long description of the deduction type and planis
Only displayed.

Optional. Select a value to indicate whether all pay
Radio categories will be included in this deduction plan during
Buttons Processing, all pay categories will be excluded from this
deduction plan during processing, or if only specified pay

categories will be included in or excluded from determining



[No Label]

Include/Exclude
Deduction
Categories

[No Label]

Radio
Buttons
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subject gross for this deduction during processing. Default
is Include All [A]. Valid values are:

Include All [A]

Include Specified [l]

Exclude Specified [E]

Exclude All[N]

Conditional. Required if the Include/Exclude Pay
Categories field is Include Specified [1] or Exclude
Specified [E]. Not allowed otherwise. Enter the appropriate
pay category types to include in or exclude from the
calculation of this deduction. Refer to the Event Category
(CATG) window for valid values.

Optional. Select a value to indicate whether all deduction
categories will be included in this deduction plan during
processing, all deduction categories will be excluded from
this deduction plan during processing, or if only specified
deduction categories will be included in or excluded from
determining subject gross for this deduction during
processing. Default is Include All [A]. Valid values are:

e Include All[A]
e Include Specified [I]
e Exclude Specified [E]

« Exclude All[N]

Conditional. Required if the Include/Exclude Pay
Categories field is Include Specified [1] or Exclude
Specified [E]. Not allowed otherwise. Enter the appropriate
deduction category types to include in or exclude from this
deduction plan during processing. Refer to the Event Category
(CATG) window for valid values.



Deduction Policy (DPOL)

Purpose

Page |142

The Deduction Policy (DPOL) window defines the codes which identify the policies

associated with any deductions.

DPOL Coding Instructions

E_Deduction Policy _ O] =]
Effective E =piration Shaort
Date Date Dezcription Long Descrption
1 0o 20 9333199 ADJ GEMERAL OFFICE OF THE ADJUTAMT GEMERAL
2 010120 9333199 COMSERWATION  DEPARTMEMT OF COMSERWVATION
3 010120 9333199 DESE DEPT ELEM & SECOMDAR EDUCATION
4 010120 9333199 MEMT HEALTH DEPARTMEMT OF MEMTAL HEALTH
4] 010120 9333199 CORRECTIOMNS DEPARTMEMT OF CORRECTIOMNS
E 010120 9333199 MO DOT kMO DEPT OF TRAMSPORTATION
7 010120 9333199 PUB SAFETY DEPARTMEMT OF PUELIC SAFETY
a 010120 9333199 H STOWE HARRIS-STOWE STATE COLLEGE
9 010120 9333199 Huwv SAFETY DEPARTMEMT OF HIGHW AT SAFETY
100 MSHP 0710120 9333199 Huw PATROL MO STATE HIGHwWAY PATROL
11 || MODED 0707120 9333199 MO DEDUCTION  EMPLOYEES 'WITH WO DEDUCTIONS
12 || STaWD 010120 9333199 STAMDARD DED STAMDARD DEDUCTIOMS
13 wETC 010120 9333199 WETERAMS COM  WVETERAMS COMBMISSION
14 || vSERY 010120 9333199 v SERVICES CIWISIOW OF YOUTH SERVICES
15
16
Field Name LengthDefinition
Policy 5 Required. Enter the policy code that is being changed, added, or

expired.

Effective Date 6

Expiration 5
Date is 99/99/99.
Short
L 12
Description
Lon
g 30

Description

Required. Enter the date the entry becomes effective.

Optional. Enter the last date the information is in effect. Default

Required. Enter the new or changed short description of the policy.

Optional. Enter the new or changed long description of the policy.
Default is the Short Description entry.
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Deduction Policy Type (DDPL)

Purpose

The Deduction Policy Type (DDPL) window defines the codes which identify variations of
each deduction type. This window, along with the Deduction Type (DEDT) window, allows
for control of enrollment into deductions by the deduction policy. Each employee
appointment has a deduction policy associated with it. An employee’s deduction policy is
defined on the Sub-Title (STTL) window. The deduction policy can be overridden on the
employee’s Employment Status Maintenance (ESMT) window.

DDPL Coding Instructions

£ Deduction Policy Type H=]

Deduction Deduction Deduction  Effective  Expiratior Shart
Palicy Type Plan [ ate [rate D ezcrption Long Descrption

1 ADJG BLAIE 010120 9953993 BLADWAMT MCHCF BELUE ADMWANTAGE - EE

2 ADJG BLAZE 010120 995993 CP-BLADWANT CP-MCHCP BLUE ADWVANTAGE - EE

K] ADJG BLC1E 010120 935333 BLCHHMO MCHCF BELUE CHOICE HRD - EE

4 ADJG BLCZE 010120 995393 CP-BL CHHMO CP-MCHCP BLUJE CHOICE HMO - EE

5 ADJG COMNID 010120 999993 COMPDEMT MCHCF COMPDEMT DENTAL INSUR

B ADJG COMN2D 010120 995993 CP-COMPDEMT CP-MCHCP COMPDEMT DEMTAL IMNSLIF

7 ADJG CHH1E 010120 995393 COHLHMO MCHCF COMM HEALTH HMO - EE
4| | 3

Field Name Length Definition

Deduction Required. Enter the deduction policy code being defined or changed.
Policy Refer to the Deduction Policy (DPOL) window for valid values.

Conditional. Required if Enforce by Type/Plan [P] on the Deduction
Deduction 5 Type (DEDT) window is selected; otherwise, leave blank. Enter the
Type deduction type code to be included in the deduction policy. Refer to
the Deduction Type (DEDT) window for valid values.

Conditional. Optional if Enforce by Type [T] on the Deduction Type

. (DEDT) window is selected; otherwise, leave blank. Enter the
Deduction

Pl deduction plan code to be permitted by the deduction type. If a plan
an

code is not entered, the policy will permit all plans for the deduction
type.
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Effective . . .

Dat Required. Enter the date the deduction type and plan are effective.
ate

Expiration Optional. Enter the last date the deduction type and plan are in

Date effect. Default is 99/99/99.

Short 19 Required. Enter the new or changed short description for the

Description deduction type and plan combination.

Long 30 Optional. Enter the new or changed long description of the deduction

Description type and plan combination. Default is the Short Description entry.

Deduction Type (DEDT)

Purpose

The Deduction Type (DEDT) window defines the types of deductions available for

employees.

DEDT Coding Instructions

E_Deduction Type [_ (O] x|
Deduction Type REC Effective D ate m E =piration D ate Im
Short Dieseription | SRTHED CO CC FingePay Type |
Long Descrption |,-'E-,FETS & EDUCATION COUMCL CHRTY Deduction Proceszing Order # Iﬁ
Walid lnput 'Windows | MISC | 1DED | | | Ceduchion Acceptance Prionty # Iﬁ
Cateqony Im
Enforcemnent Options | D eduction Options I
Deduction Reagizter
| H&R4100 | | | |
| | | | |
Emplovee vz Appointment Deduction Policy Rule ¥ Pemanent Deduction Allowed
= Emplovee Mo Restriction [T EFT &llowed
" Appointment " Enforce by Type ¥ automatic Termination
& Both " Enforce by Type # Flan V¥ Include in Supplemnental Pay Cycle
Employment Status I'lE—

Field Name Length Definition



Deduction Type 5

Effective Date 6

Expiration Date 6

Short

i 12
Description
Fringe Pay Type 5

Long Description 30

Deduction
Processing 2
Order #

Valid Input
Windows

Deduction
Acceptance 2
Priority #

Category 5
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Required. Enter the deduction code that is being added,
changed, or expired.

Required. Enter the date the information becomes effective.

Optional. Enter the last date the information is in effect.
Default is 99/99/99.

Required. Enter the new or changed short description of the
deduction code.

Optional. Enter the appropriate pay type code to be used by
this fringe benefit.

Optional. Enter the new or changed long description of the
deduction code. Default is the Short Description entry.

Required. Enter the number to indicate the order in which the
deduction is to be taken. A deduction with a low order number
is taken before one with a higher order number. If this
deduction should be included as a taxable fringe benefit from
deductions (e.g., federal tax) it should have a lower number
than the deductions to which it is subject to withholding. If
this deduction should be excluded from such deductions as
federal tax (e.g., deferred compensation) it should also have a
lower order number than the deductions from which it should
be excluded.

Required. Enter the identification code for each window on
which it is valid to enter the deduction type. Up to five window
identification codes may be entered; only one is required.

Required. Enter the number to indicate the order in which the
deduction should be backed out if a negative net condition
occurs. A deduction with a high priority number is backed out
before one with a lower priority number.

Required. Enter the category code into which this deduction
type falls. Refer to the Event Category (CATG) window for valid
values.



Deduction
Registers

Employee vs Radio
Appointment Buttons

Deduction Policy Radio

Rule Buttons
Permanent

Deduction Checkbox
Allowed

EFT Allowed Checkbox

Automatic
. Checkbox
Termination
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Optional. Enter the code for any deduction register this
deduction type should update. Up to 10 codes may be
entered; only one is required.

Optional. Select the value to indicate whether the deduction
is employee or appointment specific. Default is Employee [E].
Valid values are:

e Employee [E]
e Appointment[A]
e Both[B]

Optional. Select the value to indicate the deduction policy
rule governing this deduction type. Default is No Restriction
[blank]. Valid values are:

e No Restriction [blank]
e Enforce by Type [T]

o Enforce by Type/Plan [P]

Required. Select [Y] to indicate this deduction can be a
permanent deduction. Clear [N] to indicate the deduction can
be used for one-time deductions only.

Required. Select [Y] to indicate the proceeds of this
deduction can be transferred electronically. Clear [N] if the
proceeds of this deduction can not be transferred
electronically to the vendor.

Required. Select [Y] if the deduction should automatically
expire when a new deduction of the same type is added to the
employee’s record. Clear [N] if the deduction should not
automatically expire.

Note: An error message is issued if the user attempts to enter
a new deduction with the deduction type without expiring the
old one first.



Include in
Supplemental
Pay Cycle

Employment
Status

Deduction Goal

Federal/State
Marital Status

Deduction Class

Goal Type
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Required. Select [Y] if the deduction should be taken during a

Checkbox supplemental pay cycle. Clear [N] if the deduction should not

10

Radio
Buttons

Radio
Buttons

Radio
Buttons

Radio
Buttons

be taken during a supplemental pay cycle.

Optional. Only employees with the entered employment
status will be eligible for the deduction. Refer to
the Employment Status (EMPS) window for valid values.

Optional. Select the value to indicate whether the deduction
is goal oriented. Default is Not Goal Oriented [N]. Valid
values are:

e Not Goal Oriented [N]
e Goal Oriented [G]

e Cyclical Goal Oriented [C]

Optional. Select the value to indicate whether the deduction
is associated with a tax marital status. Default is No
Associated Status [blank]. Valid values are:

e No Associated Status [blank]
e Federal [F]

e State and Local [S]

Optional. Select the value to indicate the class of the
deduction. Default is Use Marginal Tax Tables [T]. Valid
values are:

e Use Marginal Tax Tables [T]
e FICA Deduction [F]

e Use Alternate Rate Tables []
e No Special Processing [A]

Optional. Select the value to identify the type of goal. Default
is Not Applicable [blank]. Valid values are:

e NotApplicable [blank]

e Dollar Amount [D]



Recycle
Deduction

Partial
Deduction
Report

Take Partial
Deduction

Degree (DEGR)

Purpose

Checkbox

Checkbox

Checkbox
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e Installments [l]

Required. Select [Y] to indicate the deduction should be
recycled in a subsequent pay cycle if it has caused a negative
net condition and has been rejected. Clear [N] to indicate the
deduction should not be recycled.

Required. If this deduction is not fully taken, select [Y] to
indicate that the deduction should be included on the
Deduction Processing Exceptions Report. Clear [N] to indicate
the deduction should not be reported when this deduction is
not fully taken.

Required. Select [Y] if a partial deduction should be taken. A
partial deduction should be taken if taking the entire
deduction would result in a negative net condition. Clear [N] if
a partial deduction should not be taken.

The Degree (DEGR) window defines the codes which identify general degrees employees or
applicants might have achieved. An example of such a degree is a Bachelor of Science

degree

DEGR Coding Instructions



Page |149

E_Degree =] E3

Effective E =piration Shaort
Date Date Dezcription Long Description

1 oot zo 9359459 AS50CIATE AS50CIATE DEGREE/CERTIFICATE

2 010120 9359459 BACHELOR BACHELOR'S DEGREE

3 010120 9359459 DOCTORATE DOCTORATE DEGREE

4 010120 9359459 MASTER MASTER'S DEGREE

5 010120 9359459 OTHER OTHER

B 010120 9359459 ADY PROF FROFESSIOMAL SCHOOLS[MED, L

fi 010120 9359459 1YEAR 1R COLLEGE/TECHNICAL SCHOOL

a 010120 9359459 27vEARS 27vRS5 COLLEGE/TECHNICAL SCHOOL

9

10

11

12

13

14

15

Field Name Length Definition

Required. Enter the degree code you are changing, adding or

Degree 3 ..

expiring.
Effective Date 6 Required. Enter the date the entry becomes effective.
Expiration Date 6 Default is 99/99/99. Enter the last date the information is in effect.
Short 19 Required. Enter the new or changed short description of the
Description degree code.
Long 30 Default is Short Description. Enter the new or changed long
Description description of the degree code.

Dependent Benefits Coverage (DPBN)

Purpose

The Dependent Benefits Coverage (DPBN) window is used to override the default coverage
rules for a dependent for a particular benefit type class and benefit type sub-class.

DPBN Coding Instructions



Field Name

Name

Employee ID

Dependent
ID

Benefit Type
Class

Class
Description

Benefit Type
Sub-Class

Sub-Class
Description

Effective
Date

Expiration
Date

Override
Coverage

Comments

Length

Display
Only
10

10

Display
Only

Display
Only

75
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Definition

The employee’s full name (last name, first name, and middle initial)
is displayed.

Required. Enter the employee’s social security number.

Required. Enter the dependent’s identification number. Usually this
is a social security number. In any event, it must be unique among
the employee’s benefits.

Required. Enter the Benefit Type Class to override the default
coverage rules. Refer to the Benefit Type Class (BTCL) window for
valid values.

A description for the entry in the Benefit Type Class field is
displayed.

Required. Enter the Benefit Type Sub-Class code to override the
default coverage rules. To override the default coverage rules for all
the Benefit Type Sub-Classes within the specified Benefit Type
Class, enter asterisks (*****). Refer to the Benefit Type Sub-Class
(BTSC) window for valid values.

A description for the entry in the Benefit Type Sub-Class field is
displayed.

Required. Enter the date the specified coverage information
becomes effective.

Optional. Enter the last date the specified coverage information is
in effect. Leave blank if no known end date.

Required. Enter Y to indicate that the spouse/dependent is to be
covered for this class of programs. Enter N to indicate that the
spouse/dependent is not to be covered for this class of programs.

Optional. Enter comments pertaining to dependent benefits
coverage.
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Dependent Profile (DPND)

Purpose

The Dependent Profile (DPND) window will be used to record and view employee’s
dependent information, modify or terminate employee’s dependent benefit programs,
maintenance of dependent health insurance programs, and maintenance of spousal
health insurance programs-for the purpose of acquiring pretax insurance option such as
employee assumes their spouse’s health insurance premium during the spouse’s period of
long-term disability. Note: Missouri Consolidated Health Care Plan (MCHCP) will be
provided information from this window to complete health, dental, and vision spousal
coverage.

DPND Coding Instructions

Field Name Length Definition
N Display The employee's full name (last name, first name, and middle
ame
Only initial) is displayed.
Employee ID 10 Required. Enter the employee's social security number.
Required. Enter the dependent's identification number.
Dependent ID 10 Usually this is a social security number. In any event, it must
be unique among the employee’s dependents.
. Required. Enter the date that the dependent information
Effective Date 6 .
becomes effective.
L Optional. Enter the last date the dependent information is
Expiration Date 6 . )
in effect. Default is 99/99/99.
Required. Enter the dependent's relationship to the
Relationship 5 employee. Refer to the Relationship (RELT) window for valid
values.
Conditional. Required if dependent's last name is different
Last Name 20 from the employee's. Enter the dependent's last name. If left

blank, the employee's last name is automatically displayed.

First 15 Required. Enter the dependent's first name.



MI

Suffix

Disability

Gender

Social Security #

Full-Time Student

Date of Birth

Wedding Date

Date of Death

Divorced/Separated
Date

Mailing Address

Radio
Buttons

Radio
Buttons
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Optional. Enter the dependent's middle initial, if any.

Optional. Enter dependent's name suffix, if any. Refer to
the Name Suffix (SUFX) window for valid values.

Optional. Enter the disability code, if any. Refer to the
Disability (DSBL) window for valid values.

Conditional. Required if the Relationship Type on
Relationship (RELT) indicates a dependent D or spouse S.
Select Male [M] if the dependent is a male. Select Female
[F] if the dependent is a female. Select N/A if the
information does not apply, or is unknown.

Conditional. Required if dependent is employee’s
dependent or spouse. Refer to the Relationship

(RELT) window for valid values. Enter the Social Security
Number of the dependent.

Optional. Select Yes [Y] to indicate if the dependent is a full-
time student. Select No [N] to indicate the dependent is not
a full-time student. Select N/A [blank] if the information
does not apply, or is unknown.

Conditional. Required if Relationship Type on Relationship
(RELT) is dependent D, otherwise optional. Enter the
dependent’s birth date in mmddccyy format.

Conditional. Required if dependent is the employee’s
spouse. Enter wedding date in mmddccyy format.

Optional. Enter the dependent’s date of death
in mmddccyy format.

Optional. Enter the date of divorce or separation
in mmddccyy format.

Note: If the dependent’s home address is left blank the fields default to the employee’s

home address. If any field is manually entered, no fields will default and all fields must be

manually entered.
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Field Name Length Definition

Mailing Address
. 30
Line 1

Mailing Address
. 30
Line 2

City 19
State 3
Zip 9
Country 3
Phone 10
Ext 4
Employer 5
Employer

ploy 30
Name
Insurance
Company

Policy Number 15

Membership
Number

15

Conditional. Enter the home address (street number, street, and
apartment number) of the dependent if different than the
employee’s.

Optional. Enter the second line of the dependent’s address if
applicable.

Conditional. Enter the city where the dependent is located if
different than employee.

Conditional. Enter the state where the dependent is located if
different than employee. Refer to the State (ST) window for valid
values.

Conditional. Enter the dependent's zip code if different than
employee.

Conditional. The State of Missouri default value is USA. Refer to
the Country (CTRY) window for valid values.

Optional. Defaults to employee's phone number. Enter the
dependent's telephone number.

Optional. Defaults to employee's extension. Enter the dependent's
telephone number extension.

Optional. If the dependent is employed, enter the employer code.
Refer to the Employer (EMPR) window for valid values.

Conditional. Enter the employer’s name if the dependentis
employed and the Employer Code was entered.

Optional. Enter the insurance company code. Refer to
the Insurance Company (INSC) window for valid values.

Conditional. If Insurance Company is entered, enter the policy
number.

Conditional. If Insurance Company is entered, enter the
employer's membership number.



Address Line1 30

Address Line2 30

City

State

Zip

Country

Phone

Ext

19

10
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Conditional. Enter the address (street number, street and
apartment number) of the dependent’s employer if the Employer
name was entered.

Optional. Enter the second line of the employer’s address if
applicable.

Conditional. Enter the city where the dependent’s employer is
located if the Employer Name is entered.

Conditional. Enter the state where the dependent’s employer is
located if the Employer Name is entered. Refer to the State (ST)
window for valid values.

Conditional. Enter the dependent’s employer’s zip code if the
Employer Name is entered.

Conditional. Enter the country where the dependent’s employer is
located if Employer Name is entered. Refer to the Country
(CTRY) window for valid values.

Optional. Enter the employer's telephone number if Employer
Name is entered.

Optional. Enter the employer's telephone number extension if
Employer Name is entered.

Document Listing (SUSF)

Purpose

The Document Listing (SUSF) allows you to review documents (i.e. Current Period
Timesheets (CPER) and Prior Period Timesheets (PPER) in the system and/or work on
several documents at one time. SUSF shows the status of the document themselves, as
well as the status of approvals that have been applied to all documents.

SUSF Coding Instructions

Field Name Length Definition
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L Conditional. Allowed only for document creation. Enter the
Organization 4 N . .
organization to be associated with the document.

Batch ID 4 Not applicable.
Batch ID 3 Not applicable.
Batch ID 6 Not applicable.
Optional. You can specify the first document to be listed by
Document . . .
D 4 specifying the document ID. If no value is entered, the first
suspended document will be listed.
Optional. You can specify the first document to be listed by
Document L . .
D 3 specifying the document ID. If no value is entered, the first
suspended document will be listed.
Optional. You can specify the first document to be listed by
Document o . .
D 12 specifying the document ID. If no value is entered, the first
suspended document will be listed.
Optional. You can limit the list of suspended documents by
specifying a document status. If no value is entered, suspended
documents with all statuses will be displayed. Valid Statuses are:
e Accepted: Edits to verify the eligibility for and validity of the
event have occurred successfully; ready for payroll.
Accepted documents cannot be modified. You cannot edit
accepted documents as you would a new, rejected, or held
Status 5

document. If you need to make a modification to an accepted
document, you must submit an adjustment document that
reflects the change.

e Deleted: Document has been marked for deletion by user.

e Held: Edits to verify the eligibility for and validity of the event
have not occurred; the document may not even be completed
in its entirety; or it may be for a future pay period. 'Held'
documents are not ready for payroll.



Process
Date

New
Open

Browse

More Data
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e Pending Approval 1: The first level of approval, as designated
by the particular agency, has not yet been applied.

e Pending Approval 2: The second level of approval, as
designated by the particular agency, has not yet been applied.

e Pending Approval 3: The third level of approval, as designated
by the particular agency, has not yet been applied.

e Pending Approval 4: The fourth level of approval, as
designated by the particular agency, has not yet been applied.
The fourth level of approval will not be applicable for
timesheet documents in the State of Missouri.

e Pending Approval 5: The fifth level of approval, as designated
by the particular agency, has not yet been applied. The fifth
level of approval will not be applicable for timesheet
documents in the State of Missouri.

Documents that have not been approved can be edited,
approved, verified, and/or scheduled. Similarly, documents
that have been approved but not accepted in the Document
Listing (SUSF) cannot be changed without removing approvals.

¢ Rejected: Has not successfully passed edits to verify the
eligibility for and validity of the event; not ready for payroll.

e Scheduled: Edits to verify the eligibility for and validity of the
event have not occurred; not ready for payroll.

Dat Optional. Enter a date to schedule future processing for the
ate
document or batch of documents.

Button Select to create a new document.
Button Select to open the highlighted document.
Button Select to bring the existing data to the window for viewing.

Butt Select to bring the next page of existing data to the window for
utton
viewing.
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Will update the documents listed on this window to incorporate any
Refresh Button changes in status made since the time the Document Listing window
was opened.

A search tool to be used to apply selection criteria to the documents
New Butt that appear in the listing. Based upon the criteria you select, the SUSF
utton
Selection window will bring up only those documents that meet the criteria.
Refer to Document Selection (DSEL) Coding Instructions.
Clear Select to clear the documents that met the selection criteria

i Button . . L
Selection specified and return all pending documents for viewing.

Document Selection (DSEL)

Purpose

The Document Selection window provides another way to find and open documents on the
Document Listing Window (SUSF). Using DSEL, search criteria can be specified to find
certain types of documents. For example, use DSEL to find only Current Period Timesheets
(CPER's) that require approvals, approve and process the documents.

Open the DSEL window by:
¢ Selecting Document Selection (DSEL) from the Go To window, or
¢ Selecting New Selection from the Document Listing (SUSF)
DSEL Coding Instructions
Field Name LengthDefinition

To choose documents based on the agency or agencies where the
Agency(ies) ... documents have been created. If entering more than one agency,
separate each agency ID with a semicolon.

To choose specific types of documents to view. The Select Choices

Document window opens which lists the available document types. View the

Type(s) document list by window name or window code. Click on the

document and select Add. To select all of the documents, select Add
All. To remove any documents from the selected list, click on the
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document and select Remove. Remove All removes all of the selected
documents. Select OK to save the choices and return to the
Document Selection window.

To select any or all levels of approval to view only documents

Approvals .
currently at that/those approval levels in SUSF.
To choose specific levels of status to view. The Select Choices
window opens displaying the available statuses. View the document
list by window name or window code. Click on the status and select
Status(es) ... Add. To select all of the statuses, select Add All. To remove any
statuses from the selected list, click on the status and select Remove.
Remove All removes all of the statuses. Select OK OPEN to save the
choices and return to the Document Selection window.
Latest Date 6 To choose documents by the latest document date.
Initial User To choose documents by the first user. Separate user IDs with semi-
ID(s) ' colons.
Latest User To choose documents by the latest user. Separate user IDs with semi-
ID(s) colons.

To save the search criteria entered in the Document Selection (DSEL) window, enter the

criteria as described above.

1.

Select Save.

2. The document selection criteria are saved into a document preference file. Enter a

name for the file, giving it the extension "wfl" and select OK.

To load a saved file:

1.

2.

Open the Document Selection (DSEL) window.
Select Load.

Move to the directory where you saved your document preference files and select
the file.

Select OK.

Select Find to go to the Document Listing (SUSF).



EEO Employer Information (EEOE)

Purpose
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The EEO Employer Information (EEOE) window is used to view and record location and

contact information about employers operating under EEO guidelines.

EEOE Coding Instructions

E_EEO Employer Information

EED Ernployver I_

Effective D ate I d /

EED Jurnizdictiar

E xpiration Date

M ame |

Address

County

EED Autharized Official

IEIEI 4199 /939

IS I=] E3

Mame |
Title |
Contact

Mame | EED Contral Humber I

Title | Autharity ithheld |

Phone | agency Type y
Field

Length Definition
Name
EEO Required. Enter the one character code that identifies the
employer. This code is used on the Extended Agency (AGYX)

Employer

window.
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Effective . . . .
Dat Required. Enter the date the information becomes effective.
ate
Expiration . . o
Dat Default is 99/99/99. Enter the last date the information is in effect.
ate
N 30 Required. Enter the name of the jurisdiction (up to 30 characters)
ame
to which the EEO employer code applies.
Required. Enter the first two lines of the address to appear on the
Address 2x30 EEO report. This field should contain, for example, a street
address, building number and suite.
Required. Enter the new or changed county name for the EEO
County 19
employer code.
Name 30 Required. Enter the name of the EEO authorized official.
Title 30 Required. Enter the title of the EEO authorized official.
Name 30 Required. Enter the name of the EEO contact person.
Title 30 Required. Enter the title of the EEO contact person.
Phone 14 Required. Enter the telephone number of the EEO contact person.
EEO . .
Required. Enter an eight character control number for the EEO
Control 8
employer code.
Number
Optional. Enter the authority withheld flag value to be displayed
Authorit on the EEO report. Valid values are: X or Y (either of these values
uthori
Withh lzll 1 translates into an X on the Authority Withheld label on the EEO-5
ithhe
report) and N or blank (either of these entries is equivalent to
leaving Authority Withheld on the EEO5 report blank.
Required. Select a value to identify the agency type which
Agency Dropdown describes the organization. Valid values are: No Override Value;
Type Menu Local School System; State Education Agency and

Special/Regional Agency.



EEO Function (EEOF)

Purpose
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The EEO Function (EEOF) window defines the function for employers operating under EEO

guidelines.

EEOF Coding Instructions

E_EEO Function _ (O] x|
EEO Effective E =piration Shaort
Function Date Date Dezcrption Long Deszcription
1 0oz 9335939 FIM A0M/GEM FIMAMCIAL ADMM/GEMERAL COMTROL
2 010120 9335939 STREETS/HIGH STREETS aMD HIGH WSS
3 010120 9335939 PUBE “WELFARE PUBLIC WELFARE
4 010120 9335939 POLICE PROT POLICE PROTECTIOMN
4] 010120 9335939 FIRE PROT FIRE PROTECTIOMN
E 010120 9335939 MATURAL RES MATURAL RESOUURCES & PARKS/RECH
7 010120 9335939 HOSPITALS HOSPITALS & SAMATORIUMS
a 010120 9335939 HEALTH HEALTH
9 010120 9335939 HOUSIMG HOUSIMG
10 10 010120 9335939 COMM DEWL COMMUMITY DEVELOPRMEMT
11 11 010120 9335939 CORRECTIOMS CORRECTIOMS
12 12 010120 9335939 UTIL & TRAMS UTITUTIES AMND TRAMSPORTATION
13 13 010120 9335939 SAMTSEWAGE SAMITATION AMD SEMWAGE
14 14 010120 9335939 EMPL SEC EMPLOYMENT SECURITY
15 15 010120 9335939 OTHER OTHER

Field Name LengthDefinition

EEO Function 2

Effective Date 6
Expiration
Date

Short
Description

Long
Description

Required. Enter the EEO function code you wish to add, change, or

expire.

Required. Enter the date you want the function to become

effective.

Default is 99/799/99. Enter the last date the information is in effect.

Required. Enter the new or changed short description of the EEO

function code.

Default is Short Description entry. Enter the new or changed long

description of the EEO function code.



EEQO Job Category (EEOC)

Purpose
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The EEO Job Category (EEOC) window defines job category codes for employers operating

under EEO guidelines.

EEOC Coding Instructions

E_EED Job Category M=l E3

EEQ Job  Effective Expiration Shaort
Category  Date D ate D ezcription Long Description

1 [ I 1l e 995959933 OFF & ADMN OFFICIALS AMND ADMINISTRATORS

2 B 0101 20 995959933 FROFESSIOMNAL  PROFESSIOMALS

3 C 0101 20 995959933 TECHMICIANS TECHMICIANS

4 ] 0101 20 995959933 FROT SWCwkR  PROTECTIVE SERVICE “WORKERS

5 E 0101 20 995959933 FaRAPROFESS FaRAPROFESSIONALS

B F 0101 20 995959933 OFF CLERICAL OFFICE AMD CLERICAL

fi G 0101 20 995959933 SKILLED “WkRS SKILLED CRAFT wWORKERS

a H 0101 20 995959933 SWC MAIMT SERVYICE MAINTEMNAMCE

9

10

11

12

13

14

15

Field Name Length Definition

EEO Job
Category

Effective
Date

Required. Enter the EEO job category code you are changing, adding,

or expiring. In order for an employee to be correctly classified for an
occupational activity on the Fall Staff Survey Report, the following
values must be used: EX (executive, administrative and

managerial); FA (faculty [instruction, research, public

service]); OP (other professionals [support or service]); CL (clerical

and secretarial); TC (technical and paraprofessional); SK (skilled craft)

and SM (service and maintenance).

Required. Enter the date the entry becomes effective.
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Expiration . . L

Dat Default is 99/99/99. Enter the last date the information is in effect.
ate

Short 12 Required. Enter the new or changed short description of the EEO job

Description category code.

Long 30 Default is Short Description entry. Enter the new or changed long

Description description of the EEO job category code.

EEO Location (EEOL)

Purpose

The EEO Location (EEOL) window defines work locations, grades taught, and other EEO
data for employers operating under EEO guidelines for school districts.

EEOL Coding Instructions

E_EEO Location M=l E3

EED Location I
Effective Date I 4 / E xpiration Date I / !

Short Diezcription |

Long Description |

School &ddre Princzipal [nformatior
Address | [ Assigned to School Gender

| [ Full-time " Male
City | State I [~ Teaching " Femals
Zip I - Ethnicity I_ Mo Enty
County | Cauntry I

Grades T aught
IIngraded

s [ Fth [ Mmoo [ FEDLesaionTuee
Second I_ Sixth I_ Tenth I_ i EE:Z?

Third I_ Sewventh I_ Eleverth I_  Other

Fourth I_ Eighth I_ Twelith I_ T otal Enroliment I

Special Education

Pre-kindergarten

NN

Kindergarten

Field Name Length Definition

EEO 6 Required. Enter the EEO location code you are changing, adding
Location or expiring.



Effective
Date

Expiration
Date

Short
Description

Long
Description

Address
City
State
Zip

County

Country

Assigned to
School

Full-time

Teaching

Ethnicity

30

2x30

Checkbox

1
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Required. Enter the date the entry becomes effective.

Default is 99/99/99. Enter the last date the information is in effect.

Required. Enter the new or changed short description of the EEO
location code.

Default is Short Description entry. Enter the new or changed long
description of the EEO location code.

Required. Enter the address of the school.

Required. Enter the city where the school is located.
Required. Enter the state where the school s located.
Optional. Enter the zip code of the school.

Required. Enter the county where the school is located.

Conditional. If the Yes/No Flag on the Site Specific Parameters
(SPAR) window is Y for the DEFAULT COUNTRY CODE parameter,
this field defaults to the value entered in the Text Value Line 1 for
that parameter. Required otherwise. Enter the country of the
school.

Required. Select to indicate a principal has been assigned to this
EEO location. Clear if a principal has not been assigned to this
EEO location.

Required. Select to indicate a principal has been assigned to this
EEOQ location full-time. Clear if a principal has not been assigned
to this EEO location full-time.

Required. Select to indicate a principal has been assigned to
teach. Clear if a principal has not been assigned to teach.

Conditional. Required if Assigned to School is selected. Not

allowed if Assigned to School is not selected. Enter the ethnicity
of the principal. Valid values are located on the Ethnicity (ETHN)
window. If no principal has been assigned, leave this field blank.



Page |165

Conditional. Must be Male or Female if Assignhed to School is
selected. Must be No Entry if Assigned to School is not selected.

Gender 17 . . .
Select avalue to indicate the sex of the principal. Valid values
are: Male; Female and No Entry.
Grad Optional. Enter each grade taught at the location. Enter Y if the
rades
Taught 12x1 grade is taught at the specified EEO Location. Enter N if the grade
au
& is not taught.
EEO . ) . .
Locat Radio Optional. Select the value for the type of EEO location. Valid
ocation
Buttons values are: School, Annex, and Other.
Type
Total . . .
Required. Enter the enrolled count for the location. Formatis 1.
Enrollment

EEO Multiple Locations (EEOM)

Purpose

The EEO Multiple Locations (EEOM) window defines multiple work locations on employers
operating under EEO guidelines.

EEOM Coding Instructions

£_EEOD Multiple Locations M= E3
Whork Location I"IJI:I‘I
Effective Expiration

EEQ Location  Date D ate
— 3393 93

..........................................

— = 0 00 "= M o LD R =

— o
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Field L
Length Definition

Name
Work Required. Enter the work location code you are changing, adding or

or
Locati 6 expiring. Valid value must be a location for which EEO Location is set to

ocation

**x** Valid values are located on the Location (LOC) window.

EEO 5 Required. Enter the EEO location code. Valid values are located on the
Location EEO Location (EEOL) window.
Effective . .
Date 6 Required. Enter the date the entry becomes effective.
Expiration , . L
Dat Default is 99/99/99. Enter the last date the information is in effect.

ate

EEO-6 Rank (EEOR)

Purpose

The EEO-6 Rank (EEOR) window defines the job classifications as defined in the Fall Staff
Survey reporting requirements. The values in this window are not pre-defined; however, for
Fall Staff Survey reporting purposes, it is recommended that the values provided by the
Department of the Census be used to populate this window.

EEO-6 Coding Instructions
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®_EEOD-E Rank IM[=] E3

EEQ-E  Effective E =piration Shaort
Fiank Date Date Dezcription Long Description

1|1 999393 333333

2

3

4

5

B

fi

a

9

10

11

12

13

14

Field Name Length Definition

EEO-6 Rank 5

Effective
Date

Expiration
Date

Short

12

Description

Long

30

Description

Required. Enter the appropriate code to identify the job classifications
of an employee for Fall Staff Survey reporting. The values expected by
the Fall Staff Survey processing programs are: 1 (Full

professor); 2 (Associate professor); 3 (Assistant

professor); 4 (Instructor); 5 (Lecturer); 6 (Other faculty) and 7 (Not
Applicable).

Required. Enter the date this EEO-6 rank code becomes effective.

Default is 99/99/99. Enter the date this EEO-6 rank code expires.

Required. Enter a short description to define this EEO-6 rank code.

Default is Short Description entry. Enter a long description of this EEO-
6 rank code if a more detailed description is needed.

Emergency Contact Information (EMER)/First Contact

Purpose
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The Emergency Contact Information (EMER) window is used to record and view information

on two emergency contacts for each employee.

EMER Coding Instructions

2 Emergency Contact Information M= E3
MName |GF|.¢'-.NT,JENNYS
Emplopes 1D ||:|-'1|:| - 31 - 00m

First Contact I Second Contact

LastMame | GRANT First [SUSAN Ml
Addrezs |24EI1 E MCCARTY ST
City |JEFFEHSDN CIT State |MEI
Zip |551U1 - Country IUSﬁ
Home Phone |[ ] Ext |
Work Phone || ] Ext | Fielationzhip |
Carmrments

|

Field Name Length Definition

Name

Display
Only

Employee ID 10

Last Name

First

MI

Address (1-
2)

City

20

15

30x2

19

Displays the employee's full name (last name, first name, and
middle initial).

Required. Enter the employee’s social security number.
Required. Enter the last name of the first emergency contact.
Required. Enter the first name of the first emergency contact.

Optional. Leave blank, or enter the middle initial of the first
emergency contact.

Required. Enter the address (street number, street, and apartment
number) of the first emergency contact. Use the second line to
continue the address if additional space is needed.

Required. Enter the city that the first emergency contact lives in.



State 3
Zip 9
Country 3
Home

10
Phone
Ext 4

Work Phone 10

Ext 4

Relationship 5

Comments 75
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Required. Enter the state that the first emergency contact lives in.
Valid values are located on the State (ST) window for valid values.

Optional. Leave blank, or enter the first emergency contact's zip
code.

Default is USA. Enter the country the first emergency contact lives
in. Valid values are located on the Country (CTRY) window.

Conditional. Required if “Work Phone” is left blank. Enter the home
telephone number (area code and number) of the first emergency
contact.

Optional. Leave blank, or enter the extension to the first emergency
contact’s home telephone number.

Conditional. Required if “Home Phone” is left blank. Enter the work
telephone number (area code, and number) of the first emergency
contact.

Optional. Leave blank, or enter the extension to the first emergency
contact’s work telephone number.

Optional. Leave blank, or enter the code to indicate the relationship
of the employee to the first emergency contact. Valid values are
located on the Relationship (RELT) window.

Optional. Leave blank, or enter any additional comments.

Emergency Contact Information (EMER)/Second Contact

Purpose

The Emergency Contact Information (EMER) window is used to record and view information

on two emergency contacts for each employee.

EMER Coding Instructions
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E_Emergency Contact Information |_ O] =]

Marne | GRANT , JENMY S

Employee ID ||:|4|:| -3 - 00m

First Contact

Second Contact

Last Mame

First | M [

Addresz

City

£ip I - Countny |

State I

Home Phone |[

Eut |

otk Phane | [

Comments

Ext | Relationzhip I

Field Name Length Definition

Last Name 20

First 15
Ml 1
Address (1-

30x2
2)
City 19
State 3
Zip 9
Country 3

Required. Enter the last name of the second emergency contact.
Required. Enter the first name of the second emergency contact.

Optional. Leave blank, or enter the middle initial of the second
emergency contact.

Required. Enter the address (street number, street, and apartment
number) of the second emergency contact. Use the second line to
continue the address if additional space is needed.

Required. Enter the city that the second emergency contact lives in.

Required. Enter the state that the second emergency contact lives in.
Valid values are located on the State (ST) window for valid values.

Optional. Leave blank, or enter the second emergency contact's zip
code.

Default is USA. Enter the country the second emergency contact lives
in. Valid values are located on the Country (CTRY) window.



Home
Phone

Ext 4

Work Phone 10

Ext 4

Relationship 5

Comments 75
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Conditional. Required if “Work Phone” is left blank. Enter the home
telephone number (area code and number) of the second emergency
contact.

Optional. Leave blank, or enter the extension to the second
emergency contact’s home telephone number.

Conditional. Required if “Home Phone” is left blank. Enter the work
telephone number (area code, and number) of the second emergency
contact.

Optional. Leave blank, or enter the extension to the second
emergency contact’s work telephone number.

Optional. Leave blank, or enter the code to indicate the relationship
of the employee to the second emergency contact. Valid values are
located on the Relationship (RELT) window.

Optional. Leave blank, or enter any additional comments.

Employee Accounting Data (AGYA)

Purpose

The Employee Accounting Data (AGYA) window is used to record and view agency-specific

accounting attributes for a particular employee. The employer is responsible for

maintaining the accounting attributes for the employee's labor expense distribution. This

can be done in three ways: explicitly entering the detailed attributes on this window;

referencing a profile that is common to a large number of employees in the agency; or

referencing the accounting attributes defined for the employee's position (at Position

Control sites only). If you choose to use the profile or position's attributes, do not complete

any of the individual attribute fields.

AGYA Coding Instructions
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E_Employee Accounting Data M=l E3
Marne | GRANT, JEMMY 5
Employee (D |EI4EI -3 - 0om Appaintment 1D ﬂ_

Aaency Action /£ Beazon I NHIRE 4] A05

Effective D ate IEI# d24 /100

Home Agency 200

Labar Distribution Override Option

Labar Distribution Profile

Expiration D ate IEIEI 489 293
Haome Organization I 2380

| Use Pasition Assignment =]

—

Owverride Accounting Diztibutior

Fund I
Appr it I
Object / Sub | N

Agency I Organization / Sub I fl_
Activity I Furictian I
Job I Reparting Categary I

Field Name Length

Display
Only

Name

Employee ID 10

Appointment ID 1

Agency Action 5

Agency Reason 3

Effective Date 6

o Display
Expiration Date
Only

Definition

Displays the employee's full name (last name, first name, and
middle initial).

Required. Enter the employee’s social security number.

Conditional. If an employee holds more than one position,
enter the appointment identification number to indicate which
position is affected. Leave blank to indicate the employee's
primary appointment.

Required. Enter the agency-specific action code for the
employee. Valid values are located on the Personnel Action
(PACT) window.

Optional. Enter the reason code for the “Personnel Action”.
Valid values are located on the Personnel Action Reason
(PART) window.

Required. Enter the date (mm/dd/yy) the employee
accounting information is effective.

Displays the last date (mm/dd/yy) the employee accounting
information is in effect.



Home Agency

Home
Organization

Labor
Distribution
Override Option

Labor
Distribution
Profile

Fund

Agency

Display
Only

4

Dropdown

5
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Note: The system displays 99/99/99 as the expiration date on
the most recent transaction. As a subsequent transaction is
completed, the expiration date for the previous transaction is
automatically updated to the day before the effective date of
the new transaction.

Displays the code for the agency to which the employee
reports.

Required. Enter the code for organization to which the
employee reports. Valid values are located on the Organization
Index (ORGN) window.

Select the labor distribution override option. Selection
Required is not a valid value; it indicates that a valid value
must be selected. Valid values are Use Entered Profile to use
an override labor distribution profile; Use Entered Accounting
Values to use the following override accounting attributes; and
Use Position Assignment to use the accounting attributes
assigned to the employee's position.

Conditional. Required if the “Labor Distribution Override
Option” is “Use Entered Profile”; otherwise leave blank. Enter
the override labor distribution profile code. Valid values are
located on the Labor Distribution Profile (LDPR) window.

Conditional. Required if the “Labor Distribution Override
Option”is “Use Entered Accounting Values”; otherwise leave
blank. Enter the fiscal or accounting entity under which the
employee falls. Valid values are located on the Fund Index
(FUND) window.

Note: If fund is required but left blank, and “Agency” and
“Organization” are filled in, then fund defaults to the value
specified in the “Fund” field on the Organization (ORG2)
window.

Conditional. Required if the “Labor Distribution Override
Option”is “Use Entered Accounting Values”; otherwise leave



Organization

Sub

Appr Unit

Activity

Function

Object
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blank. Enter the override agency value. Agency must be valid
with the entered fund. Valid fund and agency combinations are
located on the Fund Agency Index (FAGY) window.

Conditional. Required if the “Labor Distribution Override
Option”is “Use Entered Accounting Values”; otherwise leave
blank. Enter the override organization code. Valid values are
located on the Organization Index (ORGN) window.

Conditional. Required if “Organization” is entered; otherwise,
leave blank. Enter a sub-organization code. Valid values are
located on the Sub-Organization (SORG) window.

Conditional. Required if “Labor Distribution Override Option”
is “Use Entered Accounting Values”; otherwise, leave blank.
Enter the appropriation unit code representing the dollar
amount designated by law for a specific purpose. Valid values
are located on the Appropriation Index (APPR) window.

Note: This field is inferred when journal vouchers and payment
vouchers are transferred to the financial system.

Conditional. Required if the “Labor Distribution Override
Option” is “Use Entered Accounting Values”; otherwise leave
blank. Enter the activity code used for a further breakdown of
financial activity. Valid values are located on the Activity Index
(ACTV) window.

Conditional. Required if the “Labor Distribution Override
Option”is “Use Entered Accounting Values”; otherwise leave
blank. Enter the function code representing the budget for a
group-related activity that is aimed at accomplishing a major
service or regulatory responsibility. Valid values are located on
the Function (FUNC) window.

Conditional. Optional if “Labor Distribution Override Option”
is “Use Entered Accounting Values”; otherwise, leave blank.
Enter the object code corresponding to the object of expense
to which the employee’s labor cost should be charged. Valid
values are located on the Object Index (OBJT) window.



Sub

Job

Reporting
Category
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Conditional. Optional if “Labor Distribution Override Option”
is “Use Entered Accounting Attributes” and an “Object” code
is entered; otherwise, leave blank. Enter the sub-objectif a
further breakdown of object is employed. Valid values are
located on the Sub-Object (SOBJ) window.

Conditional. Optional if “Labor Distribution Override Option”
is “Use Entered Accounting Values”; otherwise, leave blank.
Enter the job code used to track specific costs associated with
particular projects or jobs. Valid values are located on the Job
Index (JOBT) window.

Conditional. Optional if “Labor Distribution Override Option”
is “Use Entered Accounting Values”; otherwise, leave blank.
Enter the reporting category into which the employee’s labor
cost should be charged. Valid values are located on the
Reporting Category (RPTG) window.

Employee Address Maintenance (ADDR)

Purpose

The Employee Address Maintenance (ADDR) window is used to view or record an
employee's address and telephone number. This window is also used to record any

changes to the address or telephone.

ADDR Coding Instructions
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E._Employee Address Maintenance [_ O]
M ame | GRANT. JENMY 5
Employee D 040 - 31 - 00m
Effective Date 10 /03 400 E=piration O ate 93 /93 +99
Feleaze Home Address % Yes Mo ¥ Mailing &ddress S ame a3 Home Address
Rezidency I_
Home Addre b ailing Addre
| 2401 EAST MCCARTY {|
| |
City | JEFFERSOM CITY State IW City | State I_
Zip E5101 - County | 051 Zip Country |
Phone |(573 1593 - 9891 Est |  County |USA

Field Name Length
Displ

Name Pray
Only

EmployeeID 10

Effective Date 6

o Display
Expiration Date
Only

Release Home Radio

Address Button
Mailing
Address Same

Checkbox
as Home
Address

Residency 1

Definition

Displays the employee's full name (last name, first name, and
middle initial).

Required. Enter the employee’s social security number.

Required. Enter the date (mm/dd/yy) the employee’s address
information is effective.

Displays the last date the employee’s address information is
valid.

Required. Select “Yes” if the employee has authorized the state
to release the address to non-State of Missouri parties.

Default is blank. Check this box if the employee’s mailing
address is the same as the home address. Clear if the
employee’s mailing address is different from the home address.

Optional. Leave blank, or enter the code to indicate the nature
of the employee's residency requirement waiver. Valid values
are located on the Residency (RESD) window.



Home Address
(1-2)

City

State

Zip

County

Country

Phone

Ext

Mailing
Address (1-2)

City

State

Zip

0x2

19

10

30x2

19
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Required. Enter the employee’s home address (street number,
street, and apartment number). Use the second line to continue
the home address if additional space is needed.

Required. Enter the city name of the employee’s home address.

Required. Enter the state code of the employee’s home
address. Valid values are located on the State (ST) window.

Required. Enter the zip code of the employee’s home address.

Required. Enter the county code of the employee’s home
address. Valid values are located on the County (CNTY) window.

Default is USA. Enter the country code of the employee’s home
address. Valid values are located on the Country (CTRY)
window.

Optional. Leave blank, or enter the telephone number (area
code and number) of the employee’s home address.

Optional. Leave blank, or enter the extension to the employee’s
home address telephone number.

Conditional. Required if the “Mailing Address Same as Home
Address” checkbox is clear. Enter the employee’s mailing
address (street number, street, and apartment number). Use
the second line to continue the mailing address if additional
space is needed.

Conditional. Required if the “Mailing Address Same as Home
Address” checkbox is clear. Enter the city name of the
employee’s mailing address.

Conditional. Required if the “Mailing Address Same as Home
Address” checkbox is clear. Enter the state code of the
employee’s mailing address. Valid values are located on the
State (ST) window.

Conditional. Required if the “Mailing Address Same as Home
Address” checkbox is clear. Enter the zip code of the
employee’s mailing address.



Country 3
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Default is USA. Enter the country code of the employee’s
mailing address. Valid values are located on the Country (CTRY)
window.

Employee Attribute Maintenance (ATTR)

Purpose

The Employee Attribute Maintenance (ATTR) window is used to record and view basic

employee personal attributes such as date of birth, education at appointment, and veteran

information.

ATTR Coding Instructions

E_Employee Attribute Maintenance M=l E
Emplopes D ||:|4|:| -3 - 0001 I ame I GHRAMT JEMNY S
Personal Informnatiorn
Birthdate |'||:| A2B 470 Social Security Mumber {040 - 31 - 0007
Place of Bith | Ethricity  [w  Disabity |
Citizenship Status Gender Corrviction Diate of Death If
= Matural Citizen " Male 0 Yes _
" Maturalized Citizen * Female i~ No Marital Status I 5
" Alien o p A, Country of Flesidence LIS,
Education at Appaintment
¥ “eiify Degres Degree I B b ajor I Ba, School | KSU “f'ear Completed I 1995

Weteran Infarmatior

YWeteran Status I

Pref Credit zed Date

Service Branch I

Fesere Branch I_ R etro Seniority Date W Highest R arnk I_
Digcharge I_ Dizcharge Date W

I1zer Field
o 20 | a0 a0 s

Field Name Length

Employee ID 10

Display
Name

Only
Birthdate 8

Definition
Required. Enter the employee’s social security number.

Displays the employee's full name (last name, first name, and
middle initial).

Required. Enter the employee's birth date (mm/dd/ccyy).



Social
Security
Number

9

Place of Birth 30

Ethnicity 1
Disability 5
Citizenship Radio
Status Buttons

Radio
Gender

Buttons

o Radio

Conviction

Buttons
Date of 8
Death
Marital

5
Status
Country of 3
Residence
Verify Degree Checkbox
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Required. No entry is required, as the employee’s social security
number will automatically be displayed based on the fact that the
State of Missouri is using social security number as the employee
ID.

Optional. Leave blank, or enter the employee's place of birth.

Required. Enter the employee's ethnicity code. Valid values are
located on the Ethnicity (ETHN) window.

Optional. Leave blank, or enter the employee's self-declared
disability code. Valid values are located on the Disability Type
(DSBL) window.

Defaults to Natural Citizen. Select the value to identify the
employee's citizenship status. Valid values are Natural Citizen,
Naturalized Citizen and Alien.

Defaults to Male. Select the value to identify the employee's
gender. Valid values are Male and Female.

Defaults to N/A. Select a value to indicate whether the employee
has or has not been convicted of a crime, other than a traffic
violation. Valid values are Yes, No and N/A.

Optional. Leave blank, or enter the date (mm/dd/ccyy) of the
employee's death.

Optional. Leave blank, or enter the code for the employee’s
marital status. Valid values are located on the Marital Status
(MSTS) window.

Optional. Leave blank, or enter the country where the employee
has residency status. Valid values are located on the Country
(CTRY) window.

Default is blank. Check this box to verify if the employee has a
degree at the time of employment. Clear if degree verification is
not applicable.



Degree 3
Major 3
School 6
Year
Completed
Veteran 5
Status
Pref Credit 5
Used Date
Service

2
Branch
Reserve 5
Branch
Retro
Seniority 6
Date

Highest Rank 4
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Conditional. Required if the “Verify Degree” checkbox is
selected. Enter the degree code for the degree obtained. Valid
values are located on the Degree (DEGR) window.

Conditional. Required if the “Verify Degree” checkbox is
selected. Enter the code for the educational major. Valid values
are located on the Formal Education Major (MAJR) window.

Conditional. Required if the “Verify Degree” checkbox is
selected. Enter the code for the school attended. Valid values are
located on the School (SCHL) window.

Conditional. Required if the “Verify Degree” checkbox is
selected. Enter the year (ccyy) the employee completed the
degree.

Default is U and indicates that veteran status is unknown. Enter
the code that indicates whether the employee is a veteran. Valid
values are located on the Veteran Status (VETS) window.

Optional. Leave blank, or enter the date (mm/dd/yy) that the
employee used veteran's credits.

Conditional. Required if “Veteran Status” indicates the employee
is a veteran; otherwise, leave blank. Enter the code that indicates
in which branch of the Armed Forces the employee has served.
Valid values are located on the Military Branch (MILB) window.

Conditional. Required if “Veteran Status” indicates the employee
is a veteran; otherwise, leave blank. Enter the code that indicates
whether the employee is in the reserves, and what kind of reserve
the employee is in. Valid values are located on the Military Branch
(MILB) window.

Optional. Leave blank, or enter the employee's retroactive
seniority date (mm/dd/yy).

Conditional. Required if “Veteran Status” indicates the employee
is a veteran; otherwise, leave blank. Enter the code that indicates
the highest military rank held by the employee while in active



Discharge 2

Discharge
Date

1x5
5x5

User Field 1

1x5
5x5

User Field 2

1x5
5x5

User Field 3

1x5
5x5

User Field 4

1x5
5x5

User Field 5
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service. Valid values are located on the Military Rank (MILR)
window.

Conditional. Required if “Veteran Status” indicates the employee
is a veteran; otherwise, leave blank. Enter the discharge type
code. Valid values are located on the Discharge Type (DSCG)
window.

Conditional. Required if “Veteran Status” indicates the employee
is a veteran; otherwise, leave blank. Enter the date (mm/dd/yy) the
employee was discharged from the military.

Optional. Field not defined.

Optional. Field not defined.

Optional. Field not defined.

Optional. Field not defined.

Optional. Field not defined.

Employee Benefit Type Class Inquiry (QBTC)

Purpose

The Employee Benefit Type Class (QBTC) inquiry displays all the benefit type classes for

which an employee is eligible, the benefits in which the employee is enrolled, and the
deduction type(s) and plan(s) of the employee's deduction. Also displayed are the
employee and employer (if applicable) contribution for each enrolled benefit. Selection

Criteria include Employee ID, Appointment ID, Selection Date and Benefit Type Class.

QBTC Coding Instructions
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E_Employee Benefit Type Class Inquiry |_ O] =]
M arne | GRANT , JENMY S
Employes 1D 040 - 31 - 0001 Appointment D [
Selection Date IEI? A19 /00 Deduction Policy | STaND | STanbDaRD DED
Ben Tupe  Benefit Type Ded Deduction Tupe Ded Deduction Plan Emplopees
Clazs Dezcription Type D escription Flan D escription Share
1 DEFCO DEFER COME
2 MCHCF MCHEF FRMGES
K] IMEMP LMEMPL COMP
4
4]
B
7
a
3
10
11
1| | 3

Field Name Length Definition

Display Displays the employee's full name (last name, first name, and

Name . S
Only middle initial).

Employee ID 10 Required. Enter the employee's social security number.

Optional. If the employee holds more than one appointment,
. enter the appropriate appointment identification number for the
Appointment ID 1 o .
employee. If this field is blank, the employee data pertains to the
employee's primary appointment.

Optional. The selection date is assumed to be the current date
Selection Date 6 unless another date is entered. The date the employee selected
the benefits is displayed.

Deduction Display . )
. Displays the date the employee selected the benefits.
Policy (1-2) Only

. Optional. You can enter the benefit type class to begin the
Benefit Type

Class display with the entered code. The code denoting the benefit

type class is displayed.



Benefit Type Display
Description Only

Display

Deduction Type
P Only

Deduction Type Display
Description Only

Display
Only

Deduction Plan

Deduction Plan Display
Description Only

Displa
Employee Share piay

Only

Displa
Employer Share pray

Only
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Displays the description of the benefit type.

Displays the deduction type code.

Displays the description of the deduction type.

Displays the deduction plan code.

Displays the description of the deduction plan.

Displays the employee's contribution to benefits, if applicable.

Displays the employer's contribution to the employee's benefits,
if applicable.

Employee By Training Results (QETR)

Purpose

The Employee by Training Results (QETR) inquiry lists all the active employees who have

taken or are taking a particular course. Each employee's course grade is displayed.

Selection Criteria include
Date.

QETR Coding Instructions

Course, Grade Range, Select Effective Date and Select Expiration
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E_Employee by Training Besults |_ O] =]
Course ITFHG ITH|GDNDMETHY
Grade Range | To |

Select Effective D ate IEI? A19 /400 Select Expiration [ ate IE!EI 493 /99

Courze Cours
Coursze  [Grade  Emploves Mame Ermployes 1D Effective Date E=pir
il
2
K]
4
4]
B
7
a
3
10
11
1| | 3

Field Name Length Definition

Optional. You can enter a full or partial course code to begin the

Course (1-2) gl:lslay display at a particular point. The system displays information for the
first valid course code that it finds using the entered characters.
Optional. If a grade range is entered (that is, both a minimum and
maximum grade), the system displays a list of all of the employees
who received a grade that falls within the specified grade range. If

Grade only a minimum grade is specified, the system lists all of the

Range (1-2) employees who received a grade greater than or equal to the
specified minimum grade. Similarly, if a only a maximum grade is
specified, the system lists all of the employees who received a grade
less than or equal to the maximum grade.

Select Default is the Current Date. If a date range is entered, only records

Effective 6 that are effective on or after the select effective date and before the

Date select expiration date are displayed.

Select Default is 99/99/909. If a date range is entered, only records that are

Expiration 6 effective on or after the select effective date and before the select

Date expiration date are displayed.



Course

Grade

Employee
Name

Employee
ID

Course
Effective
Date

Course
Expiration
Date

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only
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Displays the code identifying the course.

Displays the grade the employee received for the course. The system
ranks grade codes numerically and alphabetically in order to
determine which records to display when a grade range is specified.

Displays the employee's full name (last name, first name, and middle
initial).

Displays the employee's social security number.

Displays the date the course begins.

Displays the date the course ends.

Employee Deduction Parameters (QDPM)

Purpose

The Employee Deduction Parameters Inquiry (QDPM) displays all the effective deductions

for a selected employee. For each deduction, this window displays the effective and
expiration dates, codes and descriptions for the deduction type and plan, amount or rate of
the deduction, and frequency with which the deduction is taken. If the deduction is goal-
oriented, the ID for the type of goal is displayed. The goal amount (or number of
installments) and the amount already contributed toward the goal are also displayed.
Selection Criteria include Employee ID, Appointment ID and Selection Date.

QDPM Coding Instructions
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E_Employee Deduction Parameters Inguiry |_ O] =]
Marme | R JOHMMY
Employes 1D {050 - 31 . 0007 Appointrment [0 I_
Selection D ate IU? 413 /00 Papment Frequency 1D IS
Effective Ewpiration Dreduchion Dreduchion Deductian Dredu
[ ate Date Type Plan A ate A
1 ¥ 1500 33 35°59 ML MEEZ0H ER LN ML MEEZ0H ER LN 0060
2
3
4
5
G
1| | 3

Field Name Length Definition

Display Displays the employee's full name (last name, first name, and
Only middle initial.

Name

Employee ID 10 Required. Enter the employee's social security number.

Optional. If the employee holds more than one appointment,
enter the appropriate appointment identification number for the
employee. If this field is blank, the employee data pertains to the
employee's primary appointment.

Appointment ID 1

Default is the Current Date. Enter a Selection Date to view the
deductions effective at a date other than the current date.

Selection Date 6

Payment Display Displays the code identifying the frequency schedule that an
FrequencyID  Only employee is paid.

Displa
Effective Date o lp y Displays the date deduction became effective.
nty

— Display _. . .
Expiration Date onl Displays the date the deduction expires.
nty

Displa
Deduction Type o lp y Displays the code indicating the type of deduction.
nty
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Displa
Deduction Plan o lIO y Displays the code indicating the deduction plan.
nty

. Display _. .
Deduction Rate onl Displays the percentage of the deduction.
nty

Deduction Display . . ) )
Displays the amount of deduction, if applicable.
Amount Only

Goal Deduction Display . ) )
Displays the goal amount of a goal-oriented deduction.
Amount Only

Goal Total to Display . . )
Displays the current total deductions applied toward the goal.
Date Amount  Only

Displa
Goal Type ID o lp y Displays the code indicating the deduction's goal type.
nty
Deduction Display

Displays the frequency that deductions are taken.
Frequency Only

Employee Deduction Summary Inquiry (QDSM)

Purpose

The Employee Deduction Summary Inquiry (QDSM) displays an employee's annual and
quarterly deduction amounts for each deduction category. For selection criteria, you have
the choice of combining the employee ID and the calendar year and/or deduction category.
If you select on employee ID alone, you receive a summary of the employee's deduction for
all categories and all years year-to-date and by quarters. If you select on employee ID and
calendar year, you receive a summary of the employee's deduction for all categories for the
selected calendar year and quarters. If you select on the employee ID and a deduction
category, the system displays year-to-date and quarterly summary information for the
particular category. Selection Criteria include Employee ID, Year and Deduction Category.

QDSM Coding Instructions
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E_Employee Deduction Summary Inguiry |_ O] =]
M arne |DEFFENB:‘-‘~LIGH, LITZ
Employes (D |040 - 71 - 0001 et I Deduction Categany I
Deduction  Short Aprnual First Second Third
Year Category D escription Amaount [Juarter Quarter [Juarter
1 oo FEDTH FEDERAL Tax 283 ER 0.0 283 ER oo
2 oo MEDIE MEDIC EMFEE 23 96 0.0 23 96 oo
K] ot MEDIR MEDIC EMFER 29 95 000 28 96 o0
4 oo OASIE OASDI EMPEE 12804 0.0 12804 oo
4] oo 0aSIR 0ashl EMPER 12804 0.0 12809 oo
B o STATH b0 STATE T 56 00 000 56 00 o0
7 oo 99595 MET PAY 1 BBE 25 0.0 1668 2R oo
a
q
10
1
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Field Name Length Definition
N Display Displays the employee's full name (last name, first name, and
ame
Only middle initial).
EmployeeID 10 Required. Enter the employee's social security number.
Optional. If the employee holds more than one appointment, enter
Appointment the appropriate appointment identification number for the
ID employee. If this field is blank, the employee data pertains to the
employee's primary appointment.
Optional. You can enter a specific calendar year to see the total
v 5 and quarterly deductions for that year. The calendar year is
ear
displayed. If left blank, all information, beginning with the most
current year, is displayed.
Optional. You can enter a specific deduction category to see the
Deducti deductions for the current year or a specified year. Valid values are
eduction
Cat 5 located on the Event Category (CATG) window. The code indicating
ategor
gory the category of the employee's deduction is displayed. Leave blank
to display all the employee's deduction categories.
Display . .
Year Displays the year the deduction was taken.

Only
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Deduction Display

Displays the code or name of the deduction taken.
Category Only

. Displays the description of the selected deduction. This
Short Display R o .
description is taken from the Short Description field of the Event

Description  Only .
Category (CATG) window.

Annual Display Displays the total annual amount of the deduction. For the current
Amount Only year the deduction total-to-date is displayed.
. Display Displays the total of the deduction taken in the first quarter (the
First Quarter .
Only first three months) of the year.
Second Display Displays the total of the deduction taken in the second quarter of
Quarter Only the year.

. Display Displays the total of the deduction taken in the third quarter of the
Third Quarter

Only year.
Fourth Display Displays the total of the deduction taken in the fourth quarter (the
Quarter Only last three months) of the year.

Employee Dependent Roster (QDPR)

Purpose

The Employee Dependent Roster (QDPR) inquiry displays all dependents for an employee
as of the specified selection date. Also shown is whether each dependent is covered for
the specified Benefit Type Class and Sub-Class values. Selection Criteria include
Employee ID, Selection Date, Benefit Type Class and Benefit Type Sub-class.

QDPR Coding Instructions
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E_Employee Dependent Roster |_ O] =]

Mame |

Employee 1D ||

Selection Date I £ !

Benefit Type Class | |

Benefit Type Sub-class | |

Effective E xpiration Min:‘
Dependent [0 Drate D ate Lazt Mame First Mame I

= D =

1| | 3

Field Name Length Definition

Display Displays the employee's full name (last name, first name, and

Name . s
Only middle initial).
EmployeeID 10 Required. Enter the employee's social security number.
Optional. If left blank, the current date is displayed. Enter the
Selection Date 6 date the employee's dependents are covered by the employee's

benefits.

Optional. If left blank, displays all the employee's recorded
Benefit Type Display dependents. Enter the benefit type class code to display benefit
Class (1-2) Only coverage eligibility. If a code is entered, the benefit type class
short description is displayed.

Optional. If left blank, displays all the employee's recorded
Benefit Type Display dependents. Enter the benefit type sub-class code to display
Sub-class (1-2) Only benefit coverage eligibility. If a code is entered, displays the
benefit type sub-class short description.

Optional. The dependent ID can be entered to access a
DependentID 10 particular dependent first. The number used to identify the
dependent is displayed.



Effective Date

Expiration Date

Last Name

First Name

Middle Initial

Relationship

Gender

Date of Birth

Full-Time
Student

Disability

Benefit
Coverage

Eligibility From

Eligibility Until

6

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only
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Optional. The effective date of dependent information can be
entered to access dependent information from a certain date.
Displays the date dependent data became effective.

Displays the date dependent data expires.

Displays the last name of the dependent.

Displays the first name of the dependent.

Displays the middle initial of the dependent.

Displays the dependent's relationship to the employee.

Displays the dependent's gender.

Displays the dependent's birthdate in mm/dd/ccyy format.

Displays whether the dependent is a student. If the dependent is
a full-time student, Y is displayed. If the dependent is not a full-
time student, N is displayed. If the employee did not indicate
whether or not the dependent is a student, this field is blank.

Displays a code indicating the type of disability of the dependent,
if applicable.

Displays whether the dependent is covered by the employee's
benefits. If the dependent is covered, Y is displayed. If the
dependent is not covered, N is displayed.

Displays the date the dependent becomes eligible for the
employee's benefits.

Displays the last date the dependent is eligible for the employee's
benefits.
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Employee Education Summary (QEDS)

Purpose

The Employee Education Summary (QEDS) inquiry summarizes an employee's education
history. It lists all of the degrees that an employee has received or is working toward. It also
lists the schools an employee has attended or plans to attend. The Details button retrieves
the Employee Education History (EEDH) window. Selection Criteria include Employee ID,
School, Degree, Start Date and End Date.

QEDS Coding Instructions

E_Employee Education Summary M= E3
I ame |DEFFENB£—\LIEH, LITZI Employee D |III4EI -¥1 - 00m Details |
Dagres Degres
School Degree  Start Date EndDate i Maiozl...! Minor  Eamed GPA Werified
1 LIMCLM ] 0901 95 0a01 499 HR Y 360 W
2
3
4
i
E
7
8
9
10
11
12
1| | ’
Field L
Length Definition
Name
N Display Displays the employee's full name (last name, first name, and middle
ame

Only initial).

Employee
PIOYee 10

D Required. Enter the employee's social security number.

School 6 Optional. School can be entered to begin the display at a particular
point. Valid values are located on the School (SCHL) window. The



Degree

3

Start Date 6

End Date 6
Displa
Major(s) pay
Only
Displa
Minor piay
Only
Degree Display
Earned Only
Displa
GPA pray
Only
Degree Display
Verified Only
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code identifying the school the employee attended or is attending is
displayed.

Optional. Degree and school can be entered to begin the display at a
particular point. Valid values are located on the Degree (DEGR)
window. The code identifying the degree the employee has received or
is working towards is displayed.

Optional. Start date can be used with end date to specify the date
range for a historical scan. Unless otherwise specified, all records for
a given employee are displayed. Displays the date the employee
started school.

Optional. End date can be used with start date to specify the date
range for a historical scan. Unless otherwise specified, all records for
a given employee are displayed. The date the employee finished or
finishes school is displayed.

Displays the employee's major/field of study.

Displays the employee's minor.

Indicates whether or not the employee's degree has been earned. The
degree was earned if Y is displayed. If the degree was not earned, N is
displayed.

Displays the employee's grade point average at the indicated school.
Displays whether or not the employee's degree has been verified by

the agency. If the degree has been verified, Y is displayed. If N is
displayed, the degree was not verified.

Employee Fringe Benefit Plan (BENP)

Purpose
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The Employee Fringe Benefit Plan (BENP) window is used to define benefit plans for
employee fringe benefits. A benefit type may have one or more benefit plans associated
with it. In order to distinguish between benefits and deductions, once defined, employee
fringe benefit plans can only be viewed on this window and not on the Deduction Plan
(DPLN) window. The reverse is also true: deduction plans can only be viewed on the
Deduction Plan (DPLN) window and not on this window. To further distinguish between
benefits and deductions, leafing between this window and the Deduction Plan (DPLN)
window is not defined.

BENP Coding Instructions

E_Employee Fringe Benefit Plan M =]

Deduction Type I BLATE Deduction Plan I 07rC
Effective D ate IU'I A0 220 Ex=piration D ate |99 299 299

Short Description | MEMBR/CHLDM Long D escription I MEMEER AMD CHILD[REM]
Benefit Plan Clazs I Employer Contribution Type £ Plan | MCH1R ~/ | MCH1R
Deduction Hates | Alternate Options I
FICA 1D O FICa O Medicare  Tier Ore O TierTwo ™ Mone
One-time Deduction Allowed @ Ve 0 Mo Only with Permanent Deduction
Employes Overide Allowed @ Yes © No 1 Requied ¥ Use Cash B asiz Gross Pay

Pernodic Deduction Amount # Frequency—————— Deduction Parameter

Wieekly I 0.00 I Deduction Percent I 0.000000
Biweekly I Q.00 I Goal Armount £ Inztallments I 0.00
Semi-monthly I 16.00 I Annual Cap Amount I 0.00
kd anthly I Q.00 I Annual Grozs Cap Percent I 0.000000
Annual I 0.0o0 I

Field Name Length Definition

Required. Enter the employee fringe benefit type code
associated with the plan thatis to be added, changed, or

Deduction Type 5 ) ] )
expired. Refer to the Employee Fringe Benefit Type
(BENT) window for valid values.

. Required. Enter the deduction plan code that is to be

Deduction Plan 5 ]

added, changed, or expired.
. Required. Enter the date the information becomes
Effective Date 6

effective.



Expiration Date 6
Short Description 12
Long Description 30

Benefit Plan Class 5

Employer Contribution
Type

Employer Contribution
Plan

Radio
Buttons

FICAID
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Optional. Enter the last date the information is in effect.
Default is 99/99/99.

Required. Enter a new or changed short description of
the deduction type code.

Optional. Enter a new or changed long description of
the deduction type code. Default is the Short
Description entry.

Optional. Enter the benefit plan class (a level of
aggregation for benefit plans) for this benefit plan. Refer
to the Benefit Plan Class (BPCL) window for valid values.

Optional. Enter the appropriate fringe deduction type to
indicate the type of employer contribution that should
be associated with the employee fringe benefit plan.
Refer to the Employer Contribution Type (EFBT) window
for valid values.

Optional. Enter the appropriate fringe deduction plan to
indicate the type of employer contribution that should
be associated with the employee fringe benefit plan.
Refer to the Employer Contribution Plan (EFBP) window
for valid values.

Optional. Select the value to indicate whether this is a
FICA, Medicare, Tier One, or Tier Two deduction. Default
is None [blank]. Valid values are:

e FICA[F]
e Medicare [M]
e TierOne[1]
o Railroad pension reporting.
e Tier Two [2]
o Railroad pension reporting.

e None [blank]



One-Time Deduction
Allowed

Employee Override
Allowed

Use Cash Basis Gross
Pay

Weekly Deduction
Amount

Weekly Deduction
Frequency

Radio
Buttons

Radio
Buttons

Checkbox

10
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Optional. Select the value to indicate whether a one-
time deduction is allowed for this employee fringe
benefit plan. Default is Yes [Y]. Valid values are:

e Yes][Y]
e No/[N]
e Only With Permanent Deduction [P]

Optional. Select a value to indicate whether the
deduction information can be overridden for a particular
employee. Default is Yes [A]. Valid values are:

e Yes [A]Deduction can be overridden for a
particular employee.

e No [N]No overrides are allowed.
e Required [R] Override is required.

Optional. When this checkbox is cleared, it indicates
that Reserve Pay amounts should be subtracted from
gross pay before this percent deduction is calculated.
Select [Y] to indicate earned basis gross pay should be
used to calculate this deduction. Default is Clear [N].

Optional. If this amount is a flat dollar amount, enter
the amount to be deducted for eligible employees paid
on a weekly basis.

Optional. Enter a two-character code to indicate the
frequency with which the deduction should be taken.
The same two-character code must appearin

the Deduction Frequencies field for weekly employees
on the Pay Cycle (CYCL) window for the pay periods in
which the deduction should be taken. If left blank, the
deduction is generated each pay period. Refer to

the Deduction Frequency (DEDF) window for valid
values.



Biweekly Deduction
Amount

Biweekly Deduction
Frequency

Semi-Monthly
Deduction Amount

Semi-Monthly
Deduction Frequency

Monthly Deduction
Amount

Monthly Deduction
Frequency

10

10

10
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Optional. If this amount is a flat dollar amount, enter
the amount to be deducted for eligible employees paid
on a biweekly basis.

Optional. Enter a two-character code to indicate the
frequency with which the deduction should be taken.
The same two-character code must appearin

the Deduction Frequencies field for biweekly
employees on the Pay Cycle (CYCL) window for the pay
periods in which the deduction should be taken. If left
blank, the deduction is generated each pay period. Refer
to the Deduction Frequency (DEDF) window for valid
values.

Optional. If this amount is a flat dollar amount, enter
the amount to be deducted for eligible employees paid
on a semi-monthly basis.

Optional. Enter a two-character code to indicate the
frequency with which the deduction should be taken.
The same two-character code must appearin

the Deduction Frequencies field for semi-monthly
employees on the Pay Cycle (CYCL) window for the pay
periods in which the deduction should be taken. If left
blank, the deduction is generated each pay period. Refer
to the Deduction Frequency (DEDF) window for valid
values.

Optional. If this amount is a flat dollar amount, enter
the amount to be deducted for eligible employees paid
on a monthly basis.

Optional. Enter a two-character code to indicate the
frequency with which the deduction should be taken.
The same two-character code must appearin

the Deduction Frequencies field for monthly
employees on the Pay Cycle (CYCL) window for the pay
periods in which the deduction should be taken. If left
blank, the deduction is generated each pay period. Refer



Annual Deduction 10
Amount

Annual Deduction
Frequency

Deduction Percent 9

Goal
Amount/Installments

10

Annual Cap Amount 10

Annual Gross Cap
Percent

Special Routine ID 4
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to the Deduction Frequency (DEDF) window for valid
values.

Optional. If this amount is a flat dollar amount, enter
the amount to be deducted for eligible employees paid
on an annual basis.

Optional. Enter a two-character code to indicate the
frequency with which the deduction should be taken.
The same two-character code must appearin

the Deduction Frequencies field for annual employees
on the Pay Cycle (CYCL) window for the pay periods in
which the deduction should be taken. If left blank, the
deduction is generated each pay period. Refer to

the Deduction Frequency (DEDF) window for valid
values.

Required. Enter the rate to be used in calculating the
deduction amount, if this deduction is calculated based
on a percentage. For example, enter 15% as .15.

Optional. If the benefit goal is a dollar amount, enter the
goal amount. If the benefit goal is in number of
installments, enter the goal number of installments.

Optional. If the total deduction amount for a year
cannot exceed a certain dollar amount, enter the cap (or
ceiling) amount.

Optional. If the total deduction amount for a year
cannot exceed a certain percentage of the employee’s
annual gross amount, enter the cap (or ceiling)
percentage.

Required. Enter the proper code if a special calculation
routine is invoked for this deduction type/plan. If no
special calculation routine is to be invoked enter NON.
Valid values are:

ADTX Additional Tax



Amount/Percent (1-5)

10
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SLRY Salary Routine

CAPP Pay Period Cap Amount

GAR Garnishment Routine

HRLY Based on Hours Worked Routine
IRS Tax Levy Routine

PEN Pension Routine

SAVB U.S. Savings Bonds

MOTX Missouri State Tax Routine

NON No Special Routine

Optional. If Special Routine ID is entered, enter the
amounts or percents (.nn) that are to be used in the
calculations. Up to five are allowed.

If the deduction is a FICA deduction, enter the minimum
year to date FICA covered wages for Amount/Percent 1,
and leave the other four blank or zero. If special routine
is FICA only, this field is used in a cash pay test to
determine if FICA should be taken.

If the Special Routine ID is SLRY (Budgeted
Annualized Salary), deductions are calculated based
on budgeted annualized salary regardless of the amount
actually paid during the pay period. In Amount/Percent
1, enter the multiplication factor. In Amount/Percent 2,
enter the maximum amount. In Amount/Percent 3,
enter the exemption amount. In Amount/Percent 4,
enter the weighing factor. Amount/Percent 5 contains
the rounding rule for the weighing factor. Enter a code to
indicate the rounding rule. Valid values are:

1Rounding to the Nearest Integer

2Truncating to the Lower Integer
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0No Rounding Required

Otherwise, leave these fields blank or zero.

Optional. Select the value that indicates which
employee date value is used as a comparison for the
number of months for Deduction Alternate Rates (DEDA)
window lookups. Default is None [blank]. Valid values
are:

e Birth Date [B]

Begin Date 1 .
e Appointment Date [A]
e Benefit Progression Date [D]
e Deduction Parameter Effective Date [P]
e Enrollment Date [E]
e None [blank]
Optional. Select a value to indicate the date against
which the Begin Date value is compared. Default
is None [blank]. Valid values are:
e Specified [D]
e Check Date [C]
End Date 1

e Pay Period End Date [P]
e Enrollment Date [E]
e None [blank]

If Specified [D] is selected, enter the date (mm dd yy)
for the alternate rate in the second field.

Employee Fringe Benefit Plan Accounting (BNP3)

Purpose
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The Employee Fringe Benefit Plan Accounting (BNP3) window defines accounting

information for journal vouchers, vendor payment vouchers, and intra-governmental

payment vouchers. This window’s transactions are used to maintain employee benefit plan

data on the Employee Fringe Benefit Plan (BENP) window.

BNP3 Coding Instructions

E_Employee Fringe Benefit Plan Accounting =] E3

Deduction Type I BLATE Deduction Plan I Q07MC
Effective Date |EI1 S0 220 E xpiration Date IEIEI 493 293

Shart Deszcription | MEMER/CHLDM

Long Dezcription ||‘-.-1EMEEFE AND CHILDIREN)
Balance Sheet Acct I 2453 Yendor I 43165293600 ¥ Generate Payment Youcher

Seller Informatior
Fayment “oucher Type

Fund I
Funtion I

I d
Appr Urit I Actinvity I Rewvenue Source / Sub I /

I—

I_

Object / Sub I / I Offzet Receivable Acct
Balance Sheet Acct I

1 2 03 &4 CF 0 Hore
Agency I Organization / Sub

I_
I_
Job I Reparting Categaony

Clearing Fund

Use Clearing Fund  Yes Mo  Notépplicable Owerride Clearing Fund I

Field Name Length

Deduction
Type

Deduction
Plan

Effective Date 6

Expiration
Date

Short Display
Description  Only

Definition

Required. Enter the code for the type of deduction being taken.
Refer to the Employee Fringe Benefit Type (BENT) window for
valid values.

Required. Enter the deduction plan code that corresponds to
the deduction type code selected. Refer to the Employee Fringe
Benefit Plan (BENP) window for valid values.

Required. Enter the date the information becomes effective.

Optional. Enter the last date the information is in effect. Default
is 99/99/99.

The short description of the deduction type code is displayed.



Long Display
Description  Only

Balance Sheet
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The long description of the deduction type code is displayed.

Required. Enter the balance sheet account to which the

Account deduction is posted.
Conditional. Required if Generated Payment Voucher is Y and
seller information is not entered. Optional if Generated

Vendor 11 Payment Voucher is N and seller information is not entered. Not
allowed if seller information is entered. Enter the external vendor
to which the amount of the deduction should be paid. Refer to
the Vendor Index (VEND) window for valid values.

Generate Required. Select [Y] to indicate a payment voucher should be

Payment Checkbox created for this deduction. Clear [N] to indicate a payment

Voucher voucher should not be created for this deduction type/plan.

Seller Information

Note: Seller information can not be entered if payment voucher is type 1.

Payment Radio
Voucher Type Buttons

Optional. Select the payment voucher type which should be
created for the specified deduction type and deduction plan.
Default is None [blank]. Valid values are:

1 Purchase from an external vendor.

Purchase or sale between governmental units involving

2
different funds.

3 Purchase or sale between governmental units involving
the same funds.

4 Reimbursement between governmental units (inter or
intra fund).
Transfer between governmental units (inter or intra
fund).

5

Note: Additional buyer information is required for type 5
payment vouchers, so manual updates have to be



Fund

Agency

Organization

Sub-
Organization
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made to these payment vouchers after they are
uploaded to the financial system.

None No payment voucher should be generated for this sale.
This option is only valid if Generate Payment

[blank i
Voucher is cleared [N].

Conditional. Required for type 2, 3, 4, and 5 payment vouchers.
Enter the seller fund for the specified deduction type and
deduction plan. Refer to the Fund Index (FUND) window for valid
values.

Conditional. Required for type 2, 3, 4, and 5 payment vouchers.
Enter the seller agency for the specified deduction type and
deduction plan. Refer to the Agency Index (AGCY) window for
valid values.

Conditional. Required on expenditure transactions

if Organization Options Exp Budget on the Fund Agency (FGY2)
window is set to Required on Budget and Accounting

[Y] or Required on Accounting [A]. Required on revenue
transactions if Organization Options Rev Budget on the Fund
Agency (FGY2) window is set to Required on Budget and
Accounting [Y] or Required on Accounting [A] for the
Fund/Agency entered above. Optional otherwise. Enter the seller
organization for the specified deduction type and deduction
plan. Refer to the Organization Index (ORGN) window for valid
values.

Conditional. Required on expenditure transactions if Sub-
Organization Required on Spending on the Organization
(ORG2) window is set to Required [Y], Required on Pre-
Encumbrance Transactions [1], Required on Encumbrance
Transactions [2], or Required on Expenditure Transactions
[3]. Required on revenue transactions if Sub-Organization
Required on Revenue on the Organization (ORG2) window is set
to Required [Y]. Optional otherwise. Enter the seller sub-
organization for the specified deduction type and deduction



Appr Unit

Activity

Revenue
Source

Sub-Revenue
Source

Function

9

4

4
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plan. Refer to the Sub-Organization (SORG) window for valid
values.

Conditional. Required when Labor Distribution Override
Option is Use Entered Accounting Values [A]; otherwise, leave
blank. Enter the seller appropriation unit for the specified
deduction type and deduction plan. Refer to the Appropriation
Index (APPR) window for valid values.

Conditional. Required on expenditure transactions if Activity
Options: Exp Budget on the Fund Agency (FGY2) window is set
to Required on Budget and Accounting [Y] or Required on
Accounting [A]. Required on revenue transactions if Activity
Options: Rev Budget on the Fund Agency (FGY2) window is set
to Required on Budget and Accounting [Y] or Required on
Accounting [A] for the Fund/Agency entered above. Optional
otherwise. Enter the seller activity for the specified deduction
type and deduction plan. Refer to the Activity Index (ACTV)
window for valid values.

Conditional. Required for type 5 payment vouchers. Required if
payment voucher type is 2 or 3, and the Seller Balance Sheet
Account field is blank. Not allowed if payment voucher type is 2
or 3, and the Seller Balance Sheet Account field is not blank. Not
allowed for type 4 payment vouchers. Enter the seller revenue
source for the specified deduction type and deduction plan.
Refer to the Revenue Source Index (RSRC) window for valid
values.

Conditional. Required if Sub-Revenue Source Required on the
Revenue Source (RSR2) window is set to Yes [Y]. Optional
otherwise. Enter the seller sub-revenue source for the specified
deduction type and deduction plan. Refer to the Sub-Revenue
Source (SREV) window for valid values.

Conditional. Required on expenditure transactions if Function
Options Exp Budget on the Fund Agency (FGY2) window is set
to Required on Budgeting and Accounting [Y] or Required on
Accounting [A]. Enter the seller function code for the specified



Job

Reporting
Category

Object

4
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deduction type and deduction plan. Refer to the Function
(FUNC) window for valid values.

Conditional. Required on expenditure transactions if Job
Number Required on Spending on the Organization (ORG2)
window is set to Required on Pre-Encumbrance Transactions
[1], Required on Encumbrance Transactions [2], or Required
on Expenditure Transactions [3], or if Job Number Required
on Spending on the Organization (ORG2) window is set

to Required If Job Number Spending Is Required on Activity [A]
and the Job Number Spending field on the Activity (ACT2)
window is set to Required on Pre-Encumbrance [1], Required
on Encumbrance [2], or Required on Expenditure [3].

Required on revenue transactions if Job Number Required on
Revenue on the Organization (ORG2) window is set to Required
If Job Number Revenue Is Required on Activity [A] and the Job
Number Revenue field on the Activity (ACT2) window is set

to Enforce Coding [Y]. Optional otherwise. Enter the seller job
number for the specified deduction type and deduction plan.
Refer to the Job Index (JOBT) window for valid values.

Conditional. Required on expenditure transactions if Reporting
Category on the Agency (AGC2) window is set to Required on
Pre-Encumbrance Transactions [1], Required on
Encumbrance Transactions [2], or Required on Expenditure
Transactions [3]. Required on revenue transactions if Reporting
Category Required on Revenue Transactions on the Agency
(AGC2) window is set to Yes [Y]. Optional otherwise. Enter the
seller reporting category for the specified deduction type and
deduction plan. Refer to the Reporting Category (RPTG) window
for valid values.

Conditional. Required for type 4 vouchers. Not allowed
otherwise. Enter the seller object for the specified deduction
type and deduction plan. This object must have an Object Group
of RE. Refer to the Object Index (OBJT) window for valid values.



Sub-Object 2

Offset
Receivable
Account

4

Balance Sheet

Account

Clearing Fund
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Optional. Enter the seller sub-object for the specified deduction
type and deduction plan. Refer to the Sub-Object (SOBJ) window
for valid values.

Conditional. Must be blank on type 3 vouchers. Optional
otherwise. Enter the seller offset receivable account for the
specified deduction type and deduction plan. Refer to the
Balance Sheet Account Index (BACC) window for valid values.

Conditional. Required for types 2 and 3 vouchers if the Seller
Revenue Source is blank. Optional for type 4 vouchers. Not

allowed otherwise. Enter the seller balance sheet account for
the specified deduction type and deduction plan. Refer to the
Balance Sheet Account Index (BACC) window for valid values.

Caution: If using clearing funds and want to offset accounts in all funds to clear

automatically (including transfer of cash), a cash balance sheet account must be specified
as the JV OFFSET BS ACCT CD on the Site Specific Parameters (SPAR) window.

Field
Name

Use
Clearing
Fund

Override
Clearing
Fund

Length

Radio
Buttons

Definition

Optional. Select Yes [Y] to indicate a clearing fund should be used.
Select No [N] to indicate an override clearing fund should not be
used. Select Not Applicable [blank] to use the default value from the
Site Specific Parameters (SPAR) parameter entry CLEARING FUND
DEFAULT OPTION.

Optional. Indicate the override clearing fund to be used in place of
the clearing fund entered on the Site Specific Parameters (SPAR)
window. This value is only used if USE CLEARING FUND is Yes [Y] or
if USE CLEARING FUND is Not Applicable [blank] and

the CLEARING FUND DEFAULT OPTION parameter on the Site
Specific Parameters (SPAR) window is set to Y. Refer to the Fund Index
(FUND) window for valid values.

Employee Fringe Benefit Plan Include/Exclude (BNP2)



Page |207

Purpose

The Employee Fringe Benefit Plan Include/Exclude (BNP2) window defines what pay types
and deduction types are included and excluded for the deduction plan listed.

BNP2 Coding Instructions

E_Employee Fringe Benefit Plan Include # Exclude M=l E3

Deduction Type IlE LATE Deduction Plan I 07k C
Effective D ate IEI'I A S20 Expiration Date IEIEI 483 /199

Short Description | MEMBR/CHLDN Lang Description | MEMBER AMD CHILD{REN]
Pay Categaries | Deduction Categories I
Ihzlude ¢ Exclude Pay Categories
& Include Al " Include Specified " Exclude 5 pecified " Exclude &l
| | | | | | | | | |
| | | | | | | | | |
| | | | | | | | | |
| | | | | | | | | |
| | | | | | | | | |
Field Name Length Definition

Required. Enter the benefit type code for the payment and
Deduction Type 5 deduction inclusion information. Refer to the Employee Fringe
Benefit Type (BENT) window for valid values.

Required. Enter the benefit plan code for the payment and
Deduction Plan 5 deduction inclusion information. Refer to the Employee Fringe
Benefit Plan (BENP) window for valid values.

Effective Date 6 Required. Enter the date the information becomes effective.

Optional. Enter the last date the information is in effect.

Expiration Date 6 .
Default is99/99/99.

L Display The short description of the benefit type and plan is
Short Description .
Only displayed.

Displa
Long Description o lp y The long description of the benefit type and plan is displayed.
nty



Include/Exclude
Pay Categories

[No Label]

Include/Exclude
Deduction
Categories

[No Label]

Radio
Buttons

Radio
Buttons
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Optional. Select a value to indicate whether all pay
categories will be included in this benefit plan during
processing, all pay categories will be excluded from this
benefit plan during processing, or if only specified pay
categories will be included in or excluded from determining
subject gross for this benefit during processing. Default

is Include All [A]. Valid values are:

e Include All[A]
e Include Specified [I]
e Exclude Specified [E]

« Exclude All[N]

Conditional. Required if the Include/Exclude Pay
Categories field is Include Specified [1] or Exclude
Specified [E]. Not allowed otherwise. Enter the appropriate
pay category types that are to be included in or excluded from
the calculation of this deduction. Refer to the Event Category
(CATG) window for valid values.

Optional. Select a value to indicate whether all deduction
categories will be included in this benefit plan during
processing, all deduction categories will be excluded from
this benefit plan during processing, or if only specified
deduction categories will be included in or excluded from
determining subject gross for this deduction during
processing. Default is Include All [A]. Valid values are:

e Include All[A]
e Include Specified [I]
e Exclude Specified [E]

e Exclude All[N]

Conditional. Required if the Include/Exclude Deduction
Categories field is Include Specified [1] or Exclude
Specified [E]. Not allowed otherwise. Enter the appropriate
deduction category types that are to be included in or
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excluded from this deduction plan during processing. Refer to
the Event Category (CATG) window for valid values.

Employee Fringe Benefit Type (BENT)

Purpose

The Employee Fringe Benefit Type (BENT) window defines employee deduction types that
are considered to be employee fringe benefits. In order to distinguish between benefits and
deductions, once defined, employee fringe benefit types can only be viewed on this
window and not on the Deduction Type (DEDT) window. The reverse is also true: deduction
types can only be viewed on the Deduction Type (DEDT) window and not on this window. In
addition to the fields displayed on the Deduction Type (DEDT) window, two fields are
displayed on this window that are specific to the Employee Benefit Subsystem: Benefit
Type Class and Benefit Type Sub-Class.

BENT Coding Instructions

E_Employee Fringe Benefit Type |_ O] x|

Deduction Type IEL.-'l'-.1E Effective Date IU'I A0 /20 Ewpiration Date IE‘E A93 /99

Shaort Dezcription | BL ADMWAMT

Long Descriptiaon | MCHCP BLUE ADWAMTAGE - EE Deduction Proceszing Order # I 15
Walid |nput windows |ENHL |1DED | | | Deduction Acceptance Priority # I g
Benefit Type Class I MCHCF Sub-clazs I THLTH Cateqaory I FMCH1E
Enforcement Options | Deduction Options I
Deduction Register
| HAR4100 | | | |
Emplovee vz Appointment Deduction Policy Rule ¥ Pemmanent Dedustion Allowed
" Employee " Mo Restiction [T EFT Allowed
' Appointment ' Enforce by Type ¥ Automatic Temination
" Both " Enforce by Type £ Plan V¥ Include in Supplemental Pay Cucle
Employment Status I 12

Field Name Length  Definition



Deduction Type 5

Effective Date 6

Expiration Date 6

Short
Description

12

Long
Description

30

Deduction
Processing 2
Order #

Valid Input
Windows

Deduction
Acceptance 2
Priority #

Benefit Type
Class
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Required. Enter the employee fringe benefit type code that is
being added, changed, or expired.

Required. Enter the date the information becomes effective.

Required. Enter the last date the information is in effect.
Default is 99/99/99.

Required. Enter a short description of the employee fringe
benefit type code.

Optional. Enter a long description of the employee fringe
benefit type code. Default is the Short Description entry.

Required. Enter a number to indicate the order in which this
type of deduction should be processed. A deduction with a
lower order number is calculated before a deduction with a
higher order number. If this deduction should be included as a
taxable fringe benefit for deductions (e.g., federal tax) it should
have a lower number than the deductions to which it is subject
for withholding. If this deduction should be excluded from
such deductions as federal tax (e.g., deferred compensation) it
should also have a lower order number than the deductions
from which it should be excluded.

Required. Enter the window identification of each
benefit/deduction maintenance window (e.g., ENRL for
Benefits Enrollment window) which can be used to establish
this type of employer fringe benefit contribution. At least one
window identification number must be specified. Between one
and five window identification codes may be specified.

Required. Enter the number to indicate the order in which this
deduction should be backed out if a hegative net condition
occurs. A deduction with a higher priority number is backed
out before one with a lower priority number.

Required. Enter the benefit type class code to indicate the
highest level of aggregation for benefit programs. Refer to
the Benefit Type Class (BTCL) window for valid values.



Sub-Class 5
Category 5
Deduction

Registers (1-10)

Employee vs Radio
Appointment Buttons
Employment

pioy 10
Status
Deduction Radio
Policy Rule Buttons
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Optional. Enter the benefit type sub-class code to indicate a
level of aggregation within the benefit type class for benefit
programs. Refer to the Benefit Type Sub-Class (BTSC) window
for valid values.

Required. Enter the category code where this benefit type
falls. Refer to the Event Category (CATG) window for valid
values.

Optional. Enter the report identification number (up to ten) of
the deduction register(s) that deductions of this type should
be displayed on. For example, enter HAR4100 for the
Deduction Register report.

Required. Select a value to indicate whether a deduction of
this type is specific to the employee (across all appointments)
or to a particular appointment. Valid values are:

e Employee [E]
e Appointment[A]
e Both[B]

Optional. Enter up to ten Employment Status codes that are
eligible for this type of deduction. Refer to the Employment
Status (EMPS) window for valid values. If left blank, all
Employment Status codes are eligible.

Required. Select a value to indicate the deduction policy rule
used to validate enrollments within this deduction type. Valid
values are:

No Restriction [N]

Enforce by Type [T]

o Deduction type must be in the Benefit Policy
Type (BPLT) window for an employee’s benefit
policy.

Enforce by Type/Plan [P]



Permanent
Deduction
Allowed

EFT Allowed

Automatic
Termination

Include in
Supplemental
Pay Cycle

Deduction Goal

Federal/State
Marital Status
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o Boththe deduction type and plan must be in the
Benefit Policy Type (BPLT) window for an
employee’s benefit policy.

Required. Select [Y] to indicate that this deduction type can
Checkbox be used for permanent deductions. Clear [N] if this deduction
type can only be used for one-time deductions.

Required. Select [Y] to indicate that the proceeds of this

deduction can be transferred electronically to the vendor.
Checkbox o

Clear [N] to indicate that the proceeds can only be transferred

manually.

Required. Select [Y] to indicate that this deduction should

automatically expire when another deduction of the same type

is added for the employee. Clear [N] to indicate that the
Checkbox . ) .

deduction should not expire automatically. For example, the

user should expire the deduction via another deduction

maintenance transaction.

Required. Select [Y] to indicate that this deduction can be
taken during a supplemental pay cycle (other than for
replacing a regular check). Clear [N] to indicate that it should

Checkbox
not be taken during a supplemental pay cycle.

Required. Select a value to indicate whether a deduction of
this type is goal oriented. Valid values are:

e Not Goal Oriented [N]
Radio « Goal Oriented [G]
Buttons
o Stops when deduction goal is reached.

e Cyclical Goal Oriented [C]

o Restarts when deduction goal is reached.

Optional. Select a value to indicate whether the deduction
Radio

Buttons

has a tax marital status associated with it. Valid values are:

e No Associated Status [blank]



Deduction Class

Goal Type

Recycle
Deduction

Partial
Deduction
Report

Take Partial
Deduction
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e Federal [F]

o State and Local [S]

Required. Select a value to indicate the processing
classification of this deduction type. Valid values are:

Radio o Use Marginal Tax Tables [T]

Buttons e FICA Deduction [F]
e Use Alternate Rate Tables [A]

e No Special Processing [D]

Conditional. Required if this type of deduction is goal
oriented. Select a value to indicate the type of goal. Valid

values are:
Radio

Buttons e NotApplicable [blank]

e Dollar Amount [D]

e Installments [I]

Required. Select [Y] to indicate that the deduction should be
Checkbox recycled in a subsequent pay cycle if it was rejected due to a
negative net condition. Clear [N] if it should not be recycled.

Required. Select [Y] to indicate that this deduction should be
reported on the “Deduction Processing Exceptions Report” if

Checkbox the deduction cannot be taken or is only partially taken. Clear
[N] to indicate that this deduction should not be reported
when this deduction is not fully taken.

Required. Select [Y] to indicate that a partial deduction can

be taken if taking the entire deduction would resultin a
Checkbox . . . .

negative net condition. Clear [N] to indicate that a partial

deduction should not be taken.

Employee ID Change (EIDC)
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Purpose

The Employee ID Change (EIDC) window is used to record any changes to an employee's
identification number, which is the employee’s social security number. The system
changes the employee's identification number and social security number on every existing
record.

EIDC Coding Instructions

E_Employee ID Change M= E3

M arne |

Current Employee |0 ||

Mew Employes D |

Field Name Length Definition

Name Display Displays the employee's full name (last name, first name,
Only and middle initial).

Current 10 Required. Enter the employee’s existing social security

Employee ID number.

Required. Enter the employee’s new or changed social
New Employee ID 10 .
security number.

Employee Leave Activity (QLDT)

Purpose

The Employee Leave Activity Inquiry (QLDT) window provides detailed leave activity for
each leave event within a specified leave category. This window displays a description of
the leave category, the amount basis, the leave year-end month, and a detailed activity for
each leave event. This window also identifies the document on which the leave event was
submitted and the date it was processed. Selection Criteria include Employee ID,
Appointment ID, Category and Date.

QLDT Coding Instructions
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E_Employee Leave Activity Inquiry

=] E3

Mame |EAF|F|INI3TEIN,LEIF|ETT£-‘-.
Employes D 050 - 13 - 0001 Appointment D[]
Categary |.-'5-.NNL|L |.-'1‘-.NNL|.-'1‘-.L LEANVE Balance Type I ID
Date 07 ¢ 00 Amount Bazis HOLIRS Leave Y'ear End Manth I_
Ewvent Actual Accrual Extended Document Document
D ate Leave Tupe |lzage Ilzage Amount Type Agency  Mumber
1 071500 TANNL AL ACCRUAL B, R00 AACC 300 AACCTL1300
2 07 2100 1aMML AL ACCHRUAL & 500 aalc 300 ASCCTLT 300
3
4
5
B
¥
8
g
10
4| | b
Field Name Length Definition
N Display Displays the employee's full name (last name, first name, and
ame . N
Only middle initial).
EmployeeID 10 Required. Enter the employee's social security number.

Appointment
ID

Category (1-2)

Date

Amount Basis

Optional. If the employee holds more than one appointment,
enter the appropriate appointment identification number for the
employee. If this field is blank, the employee data pertains to the
employee's primary appointment.

Required. Enter a leave category code to display its balance.

5 Valid values are located on the Event Category (CATG) window.
The leave category description is displayed.
4 Optional. Default is the current date. Enter a date
in mm/yy format to display data pertaining to a specific date.
Display Displays the amount basis (e.g., hours, days, weeks, etc.) by
Only which the employee accrues leave.

Leave Year End Display

Month

Only

Displays the month the leave year ends.



Display

Event Date
Only

Actual Leave Display

Type Only
Displa

Accrual Usage piay
Only

Extended Display

Usage Amount Only

Display
Document Type

Only

Displa
Agency piay

Only
Document Display
Number Only

Displa
Process Date pray

Only

Original Leave Display
Type Only
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Displays the date that leave was accrued or used.

Displays the actual leave event that was accrued or used.

Displays whether the leave event is A (accrual) or U (usage).
Displays the amount of accrued leave that was used by the
employee.

Displays the document type on which the leave event was
submitted.

Displays the agency (i.e., operating entity) under which the
document was submitted.

Displays the document number that was used to submit the leave
event.

Displays the date the document was processed.

Displays the original leave type, if any, the employee used.
Original and actual leave type differs when leave has been
substituted.

Employee Leave Balance Inquiry (QLBL)

Purpose

No help files available.

QLBL Coding Instructions
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E_Employee Leave Balance Inquiry |_ O] =]
Mame |E&HHINGTDN,LDHETT&
Employes 1D IUED 13 - [y Appointment 1D I_ Category | Drate ||:|? 200
Armount Balance Leave
Categaory D ezcription Balance B aziz Type End N
1 AN ANMNLUAL LEAVE 4000 HOLIRS 1D
2 FCOMP FEDERAL COMPENSATORY TIME 4 30 HOURS D
3 FrLa, Fahily MEDICAL LEAVE non HoURs YD 1
4 HEOMP HOLIDAY COMPEMSATORY TIME 200 HOLURS 1D
a LR LESVE WTHOUT PaY £00 HOURS D 3
B SEOMP STATE COMPENSATORY TIME 4 00 HOURS 1D
7 SICK S1CK LEAVE 4000 HOLIRS 1D
a
9
10
11
12
13
1| | 3
Field Name Length Definition
Name Display Only
Employee ID 10
Appointment ID 1
Category 5
Date 4
Category Display Only
Description Display Only
Balance Display Only
Amount Basis Display Only
Balance Type Display Only

Leave Year End Month Display Only



Employee Leave Request Document (LREQ)

Purpose
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The Employee Leave Request Document (LREQ) window allows employees to

electronically submit leave requests.

LREQ Coding Instructions

Document: LEAEQ 300 LREQTL13001

Narne | CARRINGTOM, LORETTA
Emplopee 1D /&pptID 050 -13 - 0001 ¢ ||

Employee Details Approveal Details |

Leave Event Begin Date End Date [nput Amount Computed Total
I.-'l'«L |EIEI A01 /00 |EIE| A0 00 I 4.00 I 5.00
Reason

|

|.-'-‘«L |EIE! A05 400 |IZIE| A05 00 2.00 5.00
R eason

Field Name Length Definition

Name
Only

Employee ID 10

Appointment 1
ID

Employee Details

Leave Event 5

Display The employee’s full name (last name, first name, and middle initial)

is displayed once the user updates LREQ.
Requires Input. Enter the employee’s identification (SSN) number.

Input Optional. This field requires input only if the employee is
working in multiple positions concurrently. If processing a primary
appointment, lave this field blank. If processing a secondary
appointment, a character must be entered.

Requires Input. Enter the appropriate leave usage event code.
Refer to the Event Type (EVNT) window for valid codes. Only usage



Begin Date

End Date

Input
Amount

6

6
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leave events are allowed in the LREQ document. If an event type
that is not a leave usage event is entered, an error message will be
issued when the user tries to update LREQ.

Requires Input. Enter the date on which the leave will start. The
date entered must be a workday that is on the Work Day Schedule
Table (WDAY). For example, if an employee enters time for 07/01/00
and 07/02/00, the system will verify that 07/01/00 and 07/02/00 are
indeed workdays based upon the employee’s work schedule. If the
Begin Date is not a workday on WDAY, an error will be issued when
the user tries to update LREQ.

Input Optional. Enter the date on which the leave ends. If left blank,
the End Date will default to the Begin Date.

Requires Input. Enter the leave amount in hours, days, or weeks.
The Leave Input Units field on the EVNT window defines how
amounts are measured for each event value. If an amount is
negative, enter a minus (-) sign in the first character of the field. If
the input amountis in time, the entry must be in hours and minutes
and the incremental amount must be 0.15. Allinput amounts must
be in increments of 15 minutes (e.g. 1.15 for 1% hour; 1.30 for 12
hour; and 1.45 for 132 hour). Avalue of 1.20 or 1.43 is not valid.

The input amount may not be negative if a prior request for the same
day has not already been processed. A negative amount may be
entered if the user is adjusting a previous leave request.

The user cannot request a leave amount that is greater than his/her
standard daily work hours (defined by his/her pay class) for one
workday. He/she may request a leave amount that is equal or less
than his/her standard daily work hours. Once a leave request
amount is equal to the standard daily hours, the user may only enter
another leave request for the same day, if the input is negative.
Likewise, if a leave request spans more than one day, the input
amount must be a multiple of the employee’s standard daily work
hours. For example, if a user’s standard daily work hours are 8 hours
per day, and this user is requesting leave for 3 days, the input
amount must be 24 hours.
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A user may enter partial leave on one day, if the Begin Date and End
Date for the vent is the same date. For example, if a user would like
to take 4 hours off on 7/01/00 and 2 days off for 7/02/00 and
7/03/00, the leave request would have 2 separate document lines.
On thefirst line, the user would enter the Begin and End Date as
7/01/00 and the Input Amount and 4. On the second line, the user
would enter the Begin Date as 7/02/00, the End Date as 7/03/00,
and the Input Amount as 16 (assuming the employee’s work
schedule is set up for 8-hour workdays).

Computed Display This field displays the system-generated total. This field must equal

Total Only the document input amount.
Input Optional. Enter the reason why the employee is taking the
Reason 79 .
specified leave.
B Batch: Document: LREQ 300 LREQTL13001 M=] E3
Mame |E.&F1FHINGTEIN, LOBET TA

Employes D /ApptID  [080 - 13 - 0001 ¢ |

Emplopes Details Approval Details |
Leave [rpLt Computed
Event Eegin Date End D ate Aot Tatal Approval Flag

I.-'-‘-.L IEIEI A0 200 IEIE! A0ogan I 4.00 I B00 O Yes O No

Approval Reason |

I.-'-‘-.L 03 /05 /00 {03 /05 /00 | 8.00 I 00 O Yes C No

Approval Reason |

Field Name Length Definition

Approval Details — The following fields from the Employee Details Panel will be displayed in
the Approval Details Panel: Leave Event, Begin Date, End Date, Input Amount, and
Computed Total. The supervisor may change these fields if the employee who requests a
leave entered wrong information. The communication must take place between the
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supervisor and the employee. Any changes to these fields will be reflected on the

Employee Details Panel.

Leave Event 5

Begin Date

End Date

Input
Amount

Computed
Total

Approval
Flag

Approval
Reason

6

10

25

Input Optional. The field is inferred from the Leave Event field
entered on the Employee Details panel. The supervisor may change
this field if the employee who requests a leave entered the wrong
Leave Event Type.

Input Optional. This field is inferred from the Begin Date field entered
on the Employee Details panel. The supervisor may change this field
if the employee who requests a leave entered the wrong date.

Input Optional. This field is inferred from the End Date field entered
on the Employee Details panel. The supervisor may change this field
if the employee who requests a leave entered the wrong date.

Input Optional. This field is inferred from the Input Amount field
entered on the Employee Details panel. The supervisor may change
this field if the employee who requests a leave entered the wrong
amount.

Input Optional. The employee’s standard daily work hours defined by
their pay class is displayed.

Requires Input. The approver must select the “Yes” radio button to
approve the leave request and select the “N” radio button to decline
the leave request.

Requires Input. The approver must specify the reason why the leave
event was approved or was not approved.

Employee Monthly Service Hours Inquiry (QSVM)

Purpose

The Employee Monthly Service Hours (QSVM) inquiry is used to display all accumulated

monthly service hours, year-to-date service hours, and inception-to-date service hours

which were entered on the Event (EVNT) window with an “Include in Service Hours” flag

selected [Y]. Selection Criteria include Employee ID, Appointment ID and Year.



QSVM Coding Instructions

E_Employee Monthly Service Hours Inguiry

M arne |

Employes 1D || Appaintrnent |0

'ear

YTD Service Hours

I ITD Service Hours
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YTD Months Served I_ ITD Maonths Served I
b anthly Service Hour
January I February I b arch I
April I bd ay I June I
July I August I September I
October I Movember I December I
Field Name Length Definition
N Display Displays the employee's full name (last name, first name, and
ame
Only middle initial).
EmployeeID 10 Required. Enter the employee's social security number.
Optional. Leave blank to display information on the employee’s
Appointment primary appointment. Enter the appointment ID for information on
ID a secondary appointment. Enter an asterisk (*) to display
information on all appointments.
v 5 Optional. Default is the current year. Enter a year to display data
ear
pertaining to that specific year.
YTD Service Display . .
Displays the employee's total service hours for the year.
Hours Only
ITD Service Display . .
Displays the employee's total service hours.
Hours Only
YTD Months Display Displays the total number of months the employee has served for
Served Only the year.



ITD Months
Served

January

February

March

April

May

June

July

August

September

October

November

December

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only
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Displays the total number of months the employee has served in
the appointment.

Displays the total number of hours the employee served in January
for the given year.

Displays the total number of hours the employee served in
February for the given year.

Displays the total number of hours the employee served in March
for the given year.

Displays the total number of hours the employee served in April for
the given year.

Displays the total number of hours the employee served in May for
the given year.

Displays the total number of hours the employee served in June for
the given year.

Displays the total number of hours the employee served in July for
the given year.

Displays the total number of hours the employee served in August
for the given year.

Displays the total number of hours the employee served in
September for the given year.

Displays the total number of hours the employee served in
October for the given year.

Displays the total number of hours the employee served in
November for the given year.

Displays the total number of hours the employee served in
December for the given year.

Employee Name Change (ENCH)
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Purpose

The Employee Name Change (ENCH) window is used to record and view changes to an
employee's name. The system changes the employee's hame on every existing record.

ENCH Coding Instructions

E_Employee Mame Change M=l Eq
Current Mame |SL|MMEF%S,.-‘1'-.F'FHL
Ermployee D {010 - &1 - 0001

Effective [ ate IEI4 A17 200
E xpiration Date IEIEI AE3 299
Mame Change Reazon I MRGE

Hew Mame
Prefix I—
First | 4PRIL
Middle |
Last | SMITH
Suffis |

Field Name Length Definition

Current Display Displays the employee's existing full name (last name, first name,
Name Only and middle initial).
EmployeeID 10 Required. Enter the employee’s social security number.

Required. Enter today’s date (mm/dd/yy) as the date that the new
Effective Date 6 name is effective. Using a past date in this field is also acceptable;
however, a future date is not.

Expiration Display . _ .
Displays the last date (mm/dd/yy) the existing name is in effect.

Date Only
Name Optional. Leave blank, or enter the name change reason code.
Change 5 Valid values are located on the Name Change Reason
Reason (NMCR) window.

. Optional. Leave blank, or enter the employee's new name prefix.
Prefix 5

Valid values are located on the Name Prefix (PREX) window.
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First 15 Required. Enter the employee's new first name.

Optional. Leave blank, or enter the employee's new middle name

Middle 15 .
or initial.
Last 20 Required. Enter the employee's new last name.
. Optional. Leave blank, or enter the employee's new name suffix.
Suffix 5

Valid values are located on the Name Suffix (SUFX) window.

Employee Pay Rate History Inquiry (QRTE)

Purpose

The Employee Pay Rate History Inquiry (QRTE) window displays detailed pay rate
information for an employee. This window can also be used to scan an employee's pay
progression. Selection Criteria include Employee ID, Appointment ID, Selection Date and
Pay Type.

Note: When you scan on base pay, asterisks appear in the pay rate field for those date
ranges in which a pay rate cannot be found. When you scan on non-base pay, lines with
date ranges for which no pay rate can be found are not displayed.

QRTE Coding Instructions
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E_Employee Pay Rate History Inguiry |_ O] =]
I arne: IDEFFENE.&UGH,UTE
Ermplayee D {040 - 71 - 0001 Appointment D [

Selection Date IU? A13 400 Fay Type I

Effective E xpiration Perzonnel Employment  Title / Table Diriven
D ate Drate Action Shatuz Sub-title Fay Grade  Step A
1 051800 07 1900 CHEON 1 oot o 823 F
2 0517 00 05 17 00 CHEON 1 oot 2 T 823 E
3
4
5
E
7
8
g
10
1| | r
Field Name Length Definition

Display
Only

Name

Employee D 10

Appointment
ID

Selection

Date

Pay Type 5

Effective Date 6

Displays the employee's full name (last name, first name, and
middle initial).

Required. Enter the employee's social security number.

Optional. Leave blank to display information on the employee’s
primary appointment. Enter the appointment ID for information on
a secondary appointment. Enter an asterisk (*) to display
information on all appointments.

Optional. Displays the current date; however, you may enter a date
to retrieve information for that specific day.

Optional. If blank, only rates for base pay type are displayed. You
can enter a specific pay type to see the information for the current
year or a specified year. The type of pay the employee received on
the given date is displayed. Valid values are located on the Event
Type (EVNT) window.

Displays the date data became effective; however, you may enter a
date to retrieve information specific to that date.



Expiration
Date

Personnel
Action

Employment
Status

Title/Sub-Title

Table-Driven
Pay

Grade

Step

Agency

Organization

Amount Basis

Pay Rate

Component
Pay Type

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Page |227

Displays the date data expires.

Displays the personnel action performed on the employee.

Displays the employee's employment status.

Displays the employee's title and sub-title, if applicable.

Indicates if the employee's base pay is table driven.

Displays the employee's pay grade.

Displays the employee's step.

Displays the agency the employee reports to.

Displays the organization the employee reports to.

Displays the amount basis the employee is paid by. The basis can
be annually, hourly, daily, or by pay period.
Displays the pay rate for this event. If no pay rate can be found for

the employee, asterisks are displayed for base pay.

Displays the component pay type associated with this pay event.

Employee Pay Summary Inquiry (QPSM)

Purpose
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The Employee Pay Summary Inquiry (QPSM) window is used to look up an employee's

wages during a specified time period. This inquiry displays an employee's earnings for a

calendar year as well

as the breakdown of earnings by quarter. It is available for one or all of

an employee's pay categories for multiple years, with the most recent year displayed first.

Selection Criteria include Employee ID, Selection Years (From and To), Type and Pay

Category.

QPSM Coding Instructions

2. Employee Pay Summary Inquiry M=] E3

M arne | DEFFENEAUGH. LITZ)

Employes (D040 - 71

- oo Selection ‘ears : Fram IIJ Tao IEIEI

Pay Type |,.-:-.,|| Pay = Fay Category I
Total | 222400 | 000 | 222400 | .00 | 0.00
Pay Shart Annual First Secand Third Favrth
“ear Category  Description Amount (uarter Quarter (uarker [uarker
1 0o PMED MEDH FRNGPY 29 96 0o 29 96 0.0 0.0
2 00 - POASI LASh FRNGEY 128.09 000 128.09 0.0 n.on
3 00 - BEGLR REGULAR PAY 2 065 95 0on 2085 95 [ .00
4
]
B
7
a
9
10
Field Name Length Definition

Display
Only

Name

Employee ID 10

Selection
Years From

Selection
Years To

Displays the employee's full name (last name, first name, and
middle initial).

Required. Enter the employee's social security number.

Optional. Default is the current year. You can enter a year in (yy)
format to start the display at a specific year.

Optional. Default is the From year entry. You can enter a year in
(yy) format to end the display at a specific year. You can only
enter a value in this field if a value was entered in the From field.



Dropdown
Pay Type

Menu
Pay Category 5

Displa
Total piay

Only
Year 2

Displa
Pay Category piay

Only
Short Display

Description Only

Annual Display

Amount Only
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Conditional. If Pay Category is entered, this field must be left No
Selection. Otherwise, this field defaults to All Pay. You can enter a
specific pay category type to view pay summaries for that type.
Valid values are: All Pay (all pay summaries regardless of
category), Reimbursable Pay (reimbursable expenditure
categories), Fringe Pay (fringe categories) Non-fringe Pay (non-
fringe pay or FLSA categories) and No Selection.

Conditional. If Pay Type is entered, this field must be blank.
Optional otherwise. You can enter a specific pay category to see
the deductions for the current year or a specified year. Valid
values are located on the Event Category (CATG) window. The
code indicating the category of the employee's pay is displayed. If
blank, all pay categories are displayed.

The total amount of pay the employee earned over the selected
years is displayed. This total is broken down into five amounts:
total annual amount, total amount for the first quarter, total
amount for the second quarter, total amount for the third quarter,
and total amount for the fourth quarter. These totals represent
the grand totals of all of the selected pay summary records, even
if the pay summaries displayed are from multiple years.
Therefore, each quarterly total represents the total amount the
employee earned in that quarter over the selected years. The
total annual amount is a sum of all four quarterly totals.

Displays the year the following pay category was paid.

Conditional. If Pay Type is entered, this field must be blank.
Optional otherwise. You can enter a specific pay category to see
the deductions for the current year or a specified year. Valid
values are located on the Event Category (CATG) window. The
code indicating the category of the employee's pay is displayed. If
blank, all pay categories are displayed.

Displays the pay category code.

Displays the total annual amount of the pay category for the year.
If the current year is displayed the total is the pay total-to-date.



First Quarter

Second
Quarter

Third
Quarter

Fourth
Quarter

Display
Only

Display
Only

Display
Only

Display
Only
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Displays the total accrued pay in the first quarter (the first three
months) of the year.

Displays the total accrued pay in the second quarter of the year.

Displays the total accrued pay in the third quarter of the year.

Displays the total accrued pay in the fourth quarter (the last three
months) of the year.

Employee Performance Evaluation Inquiry (QEVS)

Purpose

The Employee Performance Evaluation Inquiry (QEVS) is used to view a list of all of the
performance evaluations associated with a particular employee. The Details button
retrieves the Employee Performance Evaluation (EPEV) window. Selection Criteria include
Employee ID, Appointment ID, Evaluation Type, Evaluation Period Effective Date and
Evaluation Period Expiration Date.

QEVS Coding Instructions
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E_Employee Performance Evaluation Inguiry |_ O] =]
M arme I
Employee 1D | Appointrent | I_
Evaluatian Evaluation Periad Evaluation Periad Recommended Current Salary
Type Effective Date Expiration Date Title \ Grade % Step [az of Expiration D
T
2
3
4
5
B
¥
a
g
10
11
12
Details |
4| | b
Field Name Length Definition
N Display Displays the employee's full name (last name, first name,
ame
Only and middle initial).
Employee ID 10 Required. Enter the employee's social security number.
Optional. Leave blank to display information on the
. employee’s primary appointment. Enter the appointment ID
Appointment ID 1 . , .
for information on a secondary appointment. Enter an
asterisk (*) to display information on all appointments.
Optional. You can enter an evaluation type to begin the
Evaluation Type 5 display at a particular point. The type of evaluation of the
employee's performance is displayed.
. . Optional. The evaluation period's effective date can be used
Evaluation Period . . .
6 to specify the date range for a historical scan. The date of

Effective Date

the beginning of the evaluation period is displayed.
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. . Optional. The evaluation period's expiration date can be
Evaluation Period . . .
used to specify the date range for a historical scan. The end

Expiration Date ) S
of the evaluation period is displayed.

Recommended Display Displays the recommended title, grade, or step increase for
Title/Grade/Step Only the employee.

Current Salary (as of Display _. -
o Displays the employee's current salary is displayed.
Expiration Date) Only

Employee Roster By Agency And Organization (QXR6)

Purpose

The Employee Roster by Agency and Organization (QXR6) window is used to display a list of
all employees and basic information for each employee sorted by agency and organization.
Enter a specific agency and organization to begin the list of employees at a particular
agency and organization. Selection Criteria are Agency and Organization.

QXR6 Coding Instructions

Alternate  Appaintment Pay Wik,

Agency Orgn Employee Mame Emplovee D 1D n] Statuz Title Location Location
1T i 2025 BAGGETT. 5ARAH o051 0254 1 AOD0023 3CAPOZ QCAPO2
2 Mo 2025 BaWNESTOM MARK 01051 0043 1 400023 SCARPOT ACAPO3
K] Mo 2025 BABGEM FLOWD masT 00ze 1 ADOOZE SCARNZ ACAPO3
4 mao 2025 BaARMWES DOLIG oost 0131 1 ADOOZE 3CARDE SCAPO4
4] Mo 2025 BaBNHART DOMNA 01051 0315 1 ADOO23 SCARPOT ACAPO3
B 00 2025 BELL. JaY a5T 0053 1 ADOOZE SCARNR ACAPOS
7 mao 2025 BEWSOMN, ROBBIE 01051 0331 1 ADOOZE 3CARDE SCAPO4
a mao 2025 BERGEM WICTOR maost e3 1 400023 SCARPOT ACAPO]
3 mao 2025 BIGGS, CARMEN a5t 00s7 1 ADOOZE SCARNZ ACAPO2
10 mo 2025 BLOOMER. LOBRAIN 01051 0213 1 ADOOZE 3CAROZ ACAPD2
11 mo 2025 BLUME DORSEY 051 0268 1 400023 SCAPNZ SCAPO3
12 mao 2025 BOOKER ELEZABETE 01061 0013 1 ADOOZ3 SCARPNA ACAPO4
13 mo 2025 BOFR, JAMES o5t 0123 1 ADOO23 3CARO]T SCARPDI
14 Mo 2025 BEMWLES FRAMEK o5t 0274 1 400023 SCAPNZ SCAPO2

Field Name Length Definition
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Optional. Displays the agency; however, based on the security
Agency 3 levels established, an agency can be entered to access
information for employees in that specific agency.

Optional. Displays the organization; however, based on the
Orgn 4 security levels established, an organization can be entered to
access information for employees in that specific organization.

Employee Display Displays the employee's full name (last name, first name, and

Name Only middle initial).
Display . . .
Employee ID onl Displays the employee’s social security number.
nly
Display . .
Alternate ID onl Displays the employee's alternate ID, if any.
nly

. . If this field is blank, the employee data pertains to the employee's
Appointment Display . . e o .
primary appointment; however if this field contains an ID, data

ID Only . : . .
pertains to the identified secondary appointment.
Display .
Status onl Displays the employee's employment status.
nty
. Display _. .
Title Displays the employee's title.
Only
. Display _. .
Pay Location onl Displays the employee's pay location.
nty
Work Display . .
. Displays the employee's work location.
Location Only

Employee Roster By Employee ID (QXR2)

Purpose

The Employee Roster by Employee ID (QXR2) window is used to display a list of all
employees and basic information for each employee sorted by employee ID (social security
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number). An employee's ID can be entered to begin the list at a specific employee.

Employee ID is the Selection Criteria.

QXR2 Coding Instructions

E_Employee Roster by Employee ID M= E
Alternate  Appointment  Emplopment Fay
Employee I Employes Mame 0] 1] Statuz Title Agency Organizahion Locatio
1 | . SUMMERS, APRIL 1 ADDOZ8 M0 2025 AP0
2 Ma51 0002 SHEWERS: AFRIL 1 ADDOZE 10 202R AR
3 MO51 0003 MEELY, MaY 1 AQDoz2e 10 2025 ACAFRD
4 MO51 0004 MEELY JOHN 1 ADDO28 10 2025 AP
] MO51 0005 TAYLOR. KEVIM 1 ADDOZE 10 202R SCAFD
B Mo51 0006 WALSOM, CARLY 1 AQDoz2e 10 2025 ACARD
7 051 0007 WALSOM, JakMES 1 ApDO2e 010 2025 SCAPD
a M0O&1 0008 WAlKER DAVID 1 ADDO28 - 10 2025 SCARD
3 mo5s 0003 WalkKER EAREN 1 AQDoz2e 10 2025 ACARE
10 || 0051 0010 DORR. Ak 1 ApDO2e 010 2025 SCARn
11 || MO51 0017 DAVIDSOM Ay 1 ADDO28 - 10 2025 SCARD
12 || MOS0z TWEETY ELIZABETH 1 ADDOz2s 10 2025 ACART
13 || 0051 0013 BOGEKER, ELIZABETH 1 ApDO2s 010 2025 SCARD
14 || MO51 0014 SAMS DaVID 1 ADDO28 - 10 2025 AP
1| | i3
Field Name Length Definition
Optional. Displays the employee’s social security number. The
EmployeeID 10 social security number can be entered to access information
specific to a particular employee.
Employee Display Displays the employee's full name (last name, first name, and
Name Only middle initial).
Display . , .
Alternate ID onl Displays the employee's alternate ID, if any.
nty
) . If this field is blank, the employee data pertains to the employee's
Appointment Display . . o .
D onl primary appointment; however if this field contains an ID, data
n
y pertains to the identified secondary appointment.
Employment Display . ,
Displays the employee's employment status.
Status Only
. Display . e
Title Displays the employee’s title.

Only
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Display Displays the agency (i.e., operating entity)to which the employee

Agenc
gency Only reports.
N~ Display — .
Organization onl Displays the organization to which the employee reports.
nty

. Display Displays the location where the employee's paycheck is
Pay Location .
Only delivered.

Displa
Work Location o lp y Displays the location where the employee works.
nty

Employee Roster By Employee Name (QXRF)

Purpose

The Employee Roster By Employee Name (QXRF) window is used to display a list of all
employees and basic information for each employee sorted by employee nhame. You can
enter an employee's name to begin the list at a specific employee. Employee Name is the
Selection Criteria.

QXRF Coding Instructions

Alternate  Appointmenl Fay ok,
Employes Mame Employee (D 1D 1] Statuz  Title Agency Organization  Location  Locat
CH ADAIR. KEVIN 010651 0130 1 A00028 - MO 2025 ACAP00 3CAF
2 ADAMSOM, TINA 010 51 0054 1 AD0028 - MO 2025 ACAP02 SCAF
3 ALDEM, AMDREW 01051 0195 1 A00028 MO 2025 ACAP00 JCAFR
4 ALLEM, JACE, 0e0 10 010 1 a0as1l o 8en BOOZ TAPAHO wAF4
4] ALLEM, JENMNY 01051 0245 1 AD0028 - MO 2025 ACAP00 SCAF
B ALLISOM, STEVE 060 10 000 1 aombz - hag 3023 TAAATH TAAS
7 AMBLER, WaANDA, 010 51 DOBE 1 A00028 - MO 2025 ACaP03 3CAF
a AWNTHOMY, BROOKE . D10 51 0122 1 ADD028 - MO 2025 ACAP02  3CAF
| ARMOLD, CaAROL 010 51 ME7 1 a00028 MO 2025 qCaP02 9CAFR
10 || ATWELL, GREGORY 010 51 DDBO 1 A00028 - MO 2025 ACAP00 3CAF
11 || BACKES, DAMIEL 010 51 0021 1 ADD028 - MO 2025 ACAP02  3CAF
12 || BAGGETT,SARAH 01051 0254 1 A00028 MO 2025 ACaP02 9CAFR
13 || BANKSTOM, MARE 01051 D043 1 A00028 - MO 2025 ACaP03 3CAF
14 Bl.ﬂ-.FIGEN, FLOYD 010 51 0038 1 ADD028 - MO 2025 | ACAP03  3CAF
] 3

Field Name Length Definition



Employee
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Name

Displa
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Only

Displ
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Only
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ID Only
Displa
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Only
Displa
Title Pray
Only
Displa
Agency pray
Only
Displa
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Only
Displa
Pay Location pray
Only
Work Display
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Optional. Displays the employee's full name (last name, first
name, and middle initial). An employee’s name can be entered to

access a specific employee's information.

Displays the employee’s social security number.

Displays the employee's alternate ID, if any.
If this field is blank, the employee data pertains to the employee's
primary appointment; however if this field contains an ID, data

pertains to the identified secondary appointment.

Displays the employee's employment status.

Displays the employee’s title.

Displays the agency (i.e., operating entity) to which the employee
reports.

Displays the organization to which the employee reports.

Displays the location where the employee's paycheck is delivered.

Displays the location where the employee works.

Employee Roster By Employee Social Security Number (QXR4)

Purpose

The Employee Roster By Employee Social Security Number (QXR4) window is used to
display a list of all employees and basic information for each employee sorted by Social

Security Number. You can enter an employee's social security number to begin the list at a
specific employee. Since the EMP ID IS SSN parameter on the Site Specific Parameters
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(SPAR) window is set to Y, the employee's social security number and employee ID are the
same. If there is no entry, a listing of all social security numbers is displayed. Note:
Employees without a Social Security Number assigned will not be displayed on this roster.
The employee’s social security number is the selection criteria.

QXR4 Coding Instructions

Ermployee Appaintrment  Emplaymenl Pay

Employes Mame 0] 1] Statuz Title Agency  Organization  Log

1 | . SUMMERS, APRIL 01051 00M 1 AQ0Dzg 010 2025 [
2 010510002 SHOWERS AFRIL 010 51 0002 1 Afnoze . 0o 2025 B
3 010510003 MEELY:, May 010 571 0003 1 Afpoze . oo 2025 i Bt
4 010510004: MEELY, JOHM 010 571 0004 1 Afnozg . 0o 2025 i Bt
] 010510005 TAYLOR, KEVIN 010 51 0005 1 Afnoze . 0o 2025 B
B 010510006 WwWALSON, CARLY 010 51 D008 1 Afpoze . oo 2025 i Bt
7 010510007 WiLSOM JAMES 010 571 0007 1 Afnozg . 0o 2025 i Bt
a 010510008 WaLEER, DaVID 010 51 0003 1 AfDoze . 00 2025 B
| 010510009 WALKER EAREM 010 571 0009 1 Afpoze . oo 2025 i Bt
10 || 05100010 DORB. Akdy 01051 000 1 Afnozg . 0o 2025 i Bt
11 || 05100171 DAVIDSON, AMY 010 51 0011 1 AfDoze . 00 2025 B
12 || MOs10012 TWEETY ELIZARETH 051 002 1 Appoza: oo 2025 i Bt
13 || MO510013 BOOKER ELIZABETH 051 0013 1 AfDozg . 00 2025 i Bt
14 DI1 0510014 SAMS. DA 01051 004 1 .-i'-.I:II:II:IEEi Mo 2025 i Bt

4 3

Field Name Length Definition

Optional. An employee’s social security number can be entered
SSN 9 to access a specific employee's information. Displays the
employee's social security number.

Employee Display Displays the employee's full name (last name, first name, and
Name Only middle initial).
Display . . .
Employee ID onl Displays the employee’s ID (social security number).
nty

. . If this field is blank, the employee data pertains to the employee's
Appointment Display

primary appointment; however if this field contains an ID, data
ID Only

pertains to the identified secondary appointment.

Employment Display

Displays the employee's employment status.
Status Only
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Displays the employee's title.

Displays the agency (i.e., operating entity) to which the employee
reports.

Displays the organization to which the employee reports.

Displays the location where the employee's paycheck is
delivered.

Displays the location where the employee works.

Employee Roster By Pay Location (QXR5)

Purpose

The Employee Roster by Pay Location (QXR5) window is used to display a list of all

employees and basic information for each employee sorted by Pay Location code. A pay
location can be entered to begin the list at a specific pay location. Note: Employees
without a Pay Location assigned on the Agency Specific and Accounting Data (AGYS)

window will not be displayed on this roster. Pay Location is the selection criteria.

QXR5 Coding Instructions
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E_Employee Foster by Pay Location |_ O] =]
Fay Alternate  Appaintrment Wik,
Location Employes Mame Employes ID D ] Statuz Title Agency Omgn Location
1 . SUMMERS . AFRIL A 5T oom 1 Abooze 010 2025 QCAFOO
2 TAMTILLO, SARS, A5 0260 1 Apnoze 010 2025 SCAROD
3 TAFPEHORN MARCY MO 51 M1E0 1 ADDoze 010 2025 SCAFOD
4 TAVLOR. KEYIN oA 5T ooos 1 AbDoze 010 2025 9CAFOO
4] TULL: CORA A5 0265 1 ApDoze 010 2025 8SCAROD
B ACAPOD . MALIGHAM RHOWDA 0051 0070 1 ADDoze 010 2025 SCAROD
7 qCcaPO0. MERDOT. JERRY 0asT oozo 1 AbDoze 010 2025 9CAFOO
a ACAPOD  wWARREN akdy ast oo 1 ApDoze 010 2025 8SCAROD
3 ACAROD. WEST. DORRS A5 0230 1 ADDoze 010 2025 SCAROD
10 || ACAPOD. WHITE. GILEAM a5 02rn 1 ApDoze 010 2025 3CAROD
11 CaP00 WALLIAMSON, KURT OS] 0330 1 ADDoze 010 2025 8SCAROD
12 || ACAPOD WALLIS. MIKE a5 0160 1 ADDoze 010 2025 SCAROD
13 || 9CaP00: WiIFPE. JEMMIFER a5 0205 1 ApDoze 010 2025 3CAROD
14 || ACAPOD WYRICK Pall a5t 0140 1 ADDoze 010 2025 8SCAROD
Field Name Length Definition
. Optional. Displays all pay locations. A pay location can be entered
Pay Location 6 . ) . .
to access information specific to that location.
Employee Display Displays the employee's full name (last name, first name, and
Name Only middle initial).
Display . ‘
Employee ID Displays the employee's ID.
Only
Display . ‘ .
Alternate ID onl Displays the employee's alternate ID, if any.
nty
. . If this field is blank, the employee data pertains to the employee's
Appointment Display . ) el e .
D onl primary appointment; however if this field contains an ID, data
n
y pertains to the identified secondary appointment.
Display . ‘
Status onl Displays the employee's employment status.
nty
. Display . L
Title Displays the employee's title.
Only
Ag Display Displays the agency (i.e., operating entity) to which the employee
enc
Y Only reports.
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Displa
Orgn o lp y Displays the organization to which the employee reports.
nty
Work Display . .
. Displays the location where the employee works.
Location Only

Employee Tax Parameters (TAX)

Purpose

The Employee Tax Parameters (TAX) window is used to record and view information on an
employee's tax class, tax deductions, tax status, and tax allowance. The information is
drawn from the employee's W-4 Form for Federal Withholdings, MO-W4 Form for Missouri
State Withholdings and local tax as applicable.

TAX Coding Instructions

E_Employee Tax Parameters M= E3
tarne | BAY, JOHNNY
Employee D ||:|5|:| -41 . 00m Appointment 1D I“_
Effective D'ate IU? 213 400 E =piration D ate |99 493 /93
Martal Status——— [ Taw Allowance
Tax Clazs 1
I_ Federal T ax IF Federal I 1
FICA Class [1
State T ax IF State I 1
Lastw-4FileDate [/ Addtional State | 0
Dreduction Dreduction Effective E wpiration Dreduction D eduction
Type Flan Date Date Amourt Fiate
CKCTAX | OKCTAY 071400 999999 0.00 .m

o n = D0 o —

Field Name Length Definition

N Display The employee's full name (last name, first name, and middle initial)
ame
Only is displayed.



Employee ID 10

Appointment 1
ID

Effective Date 6

Expiration
Date

Tax Class 1

FICA Class 1
Last W-4 File 5
Date

FederalTax 1

State Tax 1
Federal 3
State 3
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Required. Enter employee's social security number.

Required. Enter an asterisk [*] to indicate that all of the employee's
appointments are to be subject to the same tax information.

Required. Enter the date the information becomes effective.

Optional. Enter the last date the information is in effect. Default
is 99/99/99.

Required. Enter the code to indicate the employee's tax class. Tax
class determines the types of taxes (federal, state and/or local) that
must be withheld and by eligibility to claim tax exemptions. Refer to
the Tax Class (TAXC) window for valid values.

Required. Enter the employee's FICA (OASDI) class. FICA class
dictates which FICA and Medicare deductions are to be taken. Refer
to the FICA Class (FICL) window for valid values.

Optional. Enter the date that a W-4 was last filed.

Optional. Enter the employee's tax marital status (as declared on
the W-4.) Refer to the Tax Marital Status (TAXM) window for valid
values.

Optional. Tax Allowance, State - Enter the employee's tax marital
status (as declared on the W-4). Refer to the Tax Marital Status
(TAXM) window for valid values.

Optional. Enter the number of allowances claimed on the W-4.

Optional. Enter the number of allowances claimed on the MO W-4.
If B is entered in the Marital Status; State Tax field, enter 1 or 0 in
this field and any additional allowances over one, enter in the Tax
Allowance; Additional State field. If M is entered in the Marital
Status; State Tax field, enter 2, 1, or 0 in this field and any additional
allowances over two, enter in the Tax Allowance; Additional State
field. If H is entered in the Marital Status; State Tax field, enter 1-4 in
this field and any additional allowances over 4 will be entered in the
Additional State field. If S is entered in the Marital Status; State Tax



Additional 3
State
Deduction 5
Type

Deduction 5
Plan

Effective Date 6

Expiration
Date

Deduction
10
Amount

Deduction
Rate

Page |242

field, enter 1 or 0 in this field and any additional allowances over
one, enter in the Tax Allowance; Additional State field.

Optional. Enter the additional allowances claimed on the W-4.
Refer to the Tax Allowance, State field for further instructions.

Optional. Enter the code for the appropriate deduction type of the
additional withholding. Refer to the Deduction Type (DEDT) window
for valid values.

NOTE: This field is required if an employee requests an additional
amount be withheld for state or federal taxes. If an employee is
subject to city earnings tax, enter the DEDT code specific to that
city (i.e., KCTAX or STLTX).

Conditional. Required if Deduction Type is completed; otherwise,
leave blank. Enter the code for the appropriate deduction plan of
the additional withholding. Refer to the Deduction Plan

(DPLN) window for valid values.

Conditional. Required if Deduction Type is completed; otherwise,
leave blank. Enter the date the additional withholding becomes
effective. The system initially takes the deduction in the first pay
period processing cycle equal to or later than the effective date.

Optional. Enter the last date the deduction information is in effect.
Default is 99/99/99.

Optional. If an employee request additional Federal or Missouri
State tax withholding, enter the appropriate amount (i.e., ADFTX
and ADSTX).

Optional. Enter the percentage of the additional Federal or Missouri
State tax withholding deduction, if any. Enter the percentage as a
decimal(i.e., enter 15% as .15.

Employee Training Summary (QETS)

Purpose
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The Employee Training Summary (QETS) inquiry summarizes an employee's training profile
by listing all of the courses that a particular employee has taken or is taking. In addition, it
allows you to total the number of course credits for the courses displayed. The Details
button retrieves the Employee Training Profile (ETRP) window. Selection Criteria include
Employee ID, Course, Basis Code, Effective Date and Expiration Date.

QETS Coding Instructions

E_Employee Training Summary M=l E
Marme | Employes D |
Baziz Code ﬂ_ T otal Hours for B asis |
Shaort Courze Effective E wpiration R eimb
Courze  Descriphion Scchoal Hourz Baziz [Grade  Date [ ate Amovnt
1
2
3
4
5
G
7
a
9
10
11
Detailz
4| | —_—

Field Name Length Definition

Display Displays the employee's full name (last name, first name, and

Name . N
Only middle initial).
Employee ID 10 Required. Enter the employee's social security number.
Optional. A basis code can be entered to display the courses where
the time is recorded on the entered basis. In addition, the total hours
. of the courses is displayed. To display historical data you must
Basis Code 1

execute Display: History: Browse Data. Values are: * - to display
totals of all courses regardless of basis, Blank - the system displays
only courses where there is no basis entered and C — Classroom.

Total Hours Display Displays the total hours of classes that are assignhed the hours Basis
for Basis Only Code entered above.



Course

Short

Description

School

Hours

Course Basis

Grade

Effective
Date

Expiration
Date

Reimb
Amount

Stat

Check Date

5

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

6
Display
Only

Display
Only

Display
Only
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Optional. A full or partial course code can be entered to start the
display at a particular point. The system lists course information
beginning with the first valid course it finds using the entered

characters. The code identifying the course is displayed.

Displays the short description of the course.

Displays the code of the school where the course is or was taken.

Displays the hours spentin the course.

Displays the course basis (e.g., quarter, semester, trimester, etc. ).

Displays the employee's grade in the course.

Optional. A date can be entered to specify the date range for a
historical scan. The date data became effective is displayed.

Optional. A date can be entered to specify the date range for a
historical scan. The date data expires is displayed.

Displays the amount the employee was reimbursed to pay for the
course.

Displays the reimbursement status.

Displays the date the check was issued.

Employee Weekly Pay History Inquiry (QPWK)

Purpose

The Employee Weekly Pay History Inquiry (QPWK) is used to view an employee's weekly
earnings for a particular period and category of pay. This window displays a short
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description of the category, total pay for the category, total units (e.g., hours, shifts, days,
etc.) and short description of the unit of measure. The window displays zeros for weeks the

employee did not receive a paycheck and the appropriate amount for each paycheck in the
week received. Note: This window can only be used if Store Weekly Pay Totals on the Event

Category (CATG) window is selected (Y). Selection Criteria include Employee ID, Category

and Start Year.

QPWK Coding Instructions

E_Employee Weekly Pay History Inguiry |_ O] x|
fame |2IEGLEFL BE Employee D |EIEEI - 32 - 0om
Category | REGLR | REGULAR PaY Start Year [jon
Total Pay &mont 0.oo Total Unitz .00
Pay Definition |
Wieek Week Week Week
B e ] i B i P 2 )
Aot |lzage AmoLink Ilzage AmoLint Ilzage AmoLint |Jzage
| | | | | | | | -
| | | | | | | |
| | | | | | | |
| | | | | | | |
| | | | | | | |
| | | | | | | |
| | | | | | | | -
4 | _*lJ
Field Name Length Definition
N Display The employee's full name (last name, first name, and middle initial)
ame Only is displayed.

Employee ID 10

Category

Start Year

5

2

Required. Enter the employee's identification number.

Required. Enter a category to start the display at a specific
category. The employee's pay category is displayed.

Optional. You can enter a year to start the display at a specific
year, otherwise the current year the employee is being paid is
displayed.
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Total Pay Display L
The employee's total weekly pay is displayed.
Amount Only

. Display The units (e.g., hours, days, or weeks) for which an employee has
Total Units o
Only been paid is displayed.
Pay Display

L The code denoting the employee's pay definition is displayed.
Definition  Only

Display The beginning (mm/dd) and end dates (mm/dd) are displayed for

Week (1-2) )
Only the corresponding Amount and Usage columns.
Amount 13x8 The amount of the employee's pay for the specified week is
X
Usage displayed.

Employee Weekly Service Hours Inquiry (QSVW)

Purpose
No help files available.

QSVW Coding Instructions

E_Employee Weekly Service Hourg Inguiry M=l E
Mame |2IEGLEFLD.-‘1‘-.N
Employes (D 050 - 32 - 0001 Appaointment [0 I_
“ear Iﬁ YTO Service Hours Iw ITD Service Hours 0:00
Cervice Y10 Weeks Served I_EI ITD “Weeks Served I_EI
Week Hours
B 21: | 3 | O ommmml 0
S B 22 | 32 | = e
o 2% | cell o g
N e 24 | T L g
S e 5 | coll o g
B 2% | ol 1 g
B 27 | croll o
. 25 | o i
o 25 | cl L
i i an | an | i e




Field Name Length
Display
Name
Only
Employee ID 10

AppointmentID 1

Year 2
YTD Service Display
Hours Only
Displa
ITD Service Hours piay
Only
YTD Weeks Display
Served Only
Display
ITD Weeks Served
Only
Displa
Week (1-53) pay
Only

Service Hours (1- Display
53) Only
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Definition

The employee's full name (last name, first name, and middle
initial) is displayed.

Employee Work History Inquiry (QEWK)

Purpose

The Employee Work History Inquiry (QEWK) window summarizes an employee's work

history. Information is displayed in reverse chronological order. The Details button retrieves
the Employee Prior Work History (EWRK). Selection Criteria include Employee ID, Start

Date, and End Date.

QEWK Coding Instructions
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E_Employee Work History Inquiry |_ O] =]
M ame |DEFFENE:’-‘-.LIEH, LITZ Employes 1D |I]4EI -71 - 000 D etails
Start End
[ ate [rate Work Tepe Title Employer Mame
1 || 040193 9939393 INTERM FaTROLL CLERE HR INTERMATIOMNAL
2
3
4
]
B
7
a
|
10
11
12
13
1| | 3

Field Name Length Definition

Display The employee's full name (last name, first name, and middle initial)

Name -
Only is displayed.
Employee R . .
D 10 Required. Enter the employee's social security number.
Optional. This field can be used to specify the date range for a
Start Date 6 historical scan. Displays the date the employee started his/her
current Work Type.
Optional. This field can be used to specify the date range for a
End Date 6 historical scan. Displays the date that the employee ended his/her
specified Work Type.
Display .
Work Type onl Displays the employee's work type.
nty
. Display . .
Title Displays the employee's title.
Only

Employer Display .
Displays the name of the employee's employer.
Name Only
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Employer (EMPR)

Purpose

The Employer (EMPR) window defines information about a spouse's, dependent's, or
beneficiary's employer.

EMPR Coding Instructions

E_Employer Hi=]
Employer I—
Effective D ate Iﬁ
E xpiration Date Im

Mame |

Addre

|

|
City | State I
£ip I - Counti I

Phone | [ ] - Ext |

Field

Length Definition
Name

Required. Enter the employer code you are adding, changing, or
Employer 30

expiring.
Effective . ) ) )
Dat Required. Enter the date the information becomes effective.
ate
Expiration ) . L
Dat Default is 99/99/99. Enter the last date the information is in effect.
ate

Name 30 Required. Enter the employer's name.
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Required. Enter employer's address (street number, street, and suite

Address 30 ) . . . .

(1-2) 30 number, if applicable). Use the second line to continue the address if
additional space is needed.

City 19 Required. Enter the city.

Conditional. Required if the State Required field on the Country (CTRY)
State 3 window is “Y” for the entered country code. Optional otherwise. Enter
the state. Valid values are located on the State (ST) window.

Zip 9 Required. Enter the zip code.

Conditional. If the Yes/No Flag on the Site Specific Parameters (SPAR)
window is “Y” for the DEFAULT COUNTRY CODE parameter, this field

Country 3 . .
defaults to the value entered in the Text Value Line 1 for that parameter.
Required otherwise. Enter the country of the employer.
Phone 10 Optional. Enter the employer's telephone number.
Ext 4 Optional. Enter the extension to the employer's telephone number, if
X

any.

Employer Fringe Benefit Contribution Type (EFBT)

Purpose

The Employer Fringe Benefit Contribution Type (EFBT) window is used to define fringe
benefit types for the employer’s contribution. Entries on this window are used to maintain
employer fringe benefit contribution data on the Deduction Type (DEDT) table.

In order to distinguish between benefits and deduction, once defined, employer fringe
benefit contribution types can only be viewed on this window and not on the Deduction
Type (DEDT) window. The reverse is also true: deduction types can only be viewed on the
Deduction Type (DEDT) window and not on this window. In addition to the fields displayed
on the Deduction Type (DEDT) window, two fields specific to the Employee Benefit
Subsystem are displayed on this window: Benefit Type Class and Benefit Type Sub-
Class.

EFBT Coding Instructions
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E_Employer Fringe Benefit Contribution Type

IDEFEH

Benefit Type

Shaort Dezcription
Long Description
Walid |nput wWindows

Benefit Type Clazsz

Enforcement Options

Deduction Register

Effective D ate

| DCOMP MTH-ER

IEI'I 01 /20 Ewpiration D ate

IP‘DEFE

Fringe Pay Tyupe

| MO STATE DEFERRED CMP MATCH-ER
[ENFL [1DED | | |

| DEFCO [

| Benefit Options I

Sub-clazs

Benefit Proceszsing Order #
Benefit Acceptance Prionity #

|DEFEFE

Categony

IEl'EI 293 /99

| H&R4100

Emplovee vz Appointment

& Emplovee
" Appointment
= Buoth

Employment Status

Deduction Policy Rule
& Mo Restiction
" Enforce by Type
" Enforce by Type # Flan

¥ Permanent Benefit Allowed
[T EFT &llowed
[T Automatic Termination

¥ Include in Supplemental Pay Cycle

Mo
20

R

Field Name

o1

Benefit Type

Effective Date 6

Expiration Date 6

Short
- 12

Description
Fringe Pay Type 5
Lon

& 30
Description
Benefit
Processing 2
Order #

Length

Definition

Required. Enter the employer fringe benefit code that is being
added, changed, or expired.

Required. Enter the date the information becomes effective.

Optional. Enter the last date the information is in effect.
Default is 99/99/99.

Required. Enter a new or changed short description of the
fringe benefit code.

Optional. Enter the fringe pay type code to be generated to
offset this fringe deduction. Refer to the Event Type
(EVNT) window for valid values.

Optional. Enter a new or changed long description of the
fringe benefit code. Default is the Short Description entry.

Required. Enter a benefit processing order number to indicate
the order in which this type of benefit should be processed. A
benefit with a lower order number is calculated before a
benefit with a higher order number.



Valid Input 4
Windows

Benefit
Acceptance 2
Priority #

Benefit Type 5
Class

Sub-Class 5
Category 5
Deduction

8
Registers (1-10)

Employee vs Radio
Appointment Buttons
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Required. Enter the window identification of each
benefit/deduction maintenance window (e.g., ENRL for
Benefits Enrollment window) which can be used to establish
this type of employer fringe benefit contribution. At least one
window identification code must be specified. Between one
and five window identification codes may be specified.

Required. Enter the acceptance priority number to indicate
the order in which this benefit should be backed out if a
negative net condition occurs. A benefit with a higher priority
number is backed out before one with a lower priority number.

Required. Enter the benefit type class code to indicate the
highest level of aggregation for benefit programs. Refer to
the Benefit Type Class (BTCL) window for valid values.

Optional. Enter the benefit type sub-class to indicate a level of
aggregation lower than the benefit type class for benefit
programs. Refer to the Benefit Type Sub-Class (BTSC) window
for valid values.

Required. Enter the category code in which this benefit type
falls. Refer to the Event Category (CATG) window for valid
values.

Required. Enter the report identification number (up to ten)of
the deduction register(s) that employer fringe benefit
contributions of this type should be displayed on. For example,
enter HAR4100 for the Deduction Register report.

Optional. Select a value to indicate whether a benefit of this
type is specific to the employee (across all appointments) or a
particular appointment. Default is Employee [E]. Valid values
are:

e Employee [E]
e Appointment[A]

« Both[B]



Employment
Status

Deduction
Policy Rule

Permanent
Benefit Allowed

EFT Allowed

Automatic
Termination

Includein
Supplemental
Pay Cycle

10

Radio
Buttons

Checkbox

Checkbox

Checkbox

Checkbox
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Optional. Enter up to ten Employment Status codes that are
eligible for this type of benefit. Refer to the Employment Status
(EMPS) window for valid values. If left blank, all Employment
Status codes are eligible.

Optional. Select a value to indicate the benefit policy rule
used to validate enrollments within this fringe type. Default
is No Restriction [N]. Valid values are:

e No Restriction [N]
e Enforce by Type [T]

o Fringe type must be in the Benefit Policy Type
(BPLT) window for an employee’s deduction
policy.

« Enforce by Type/Plan [P]

o Bothtype and plan must be in the Benefit Policy
Type (BPLT) window for an employee’s deduction
policy.

Required. Select [Y] to indicate that this benefit type can be
used for permanent benefits. Clear [N] if this benefit type can
only be used for one-time benefits.

Required. Select [Y] to indicate that the proceeds of this
benefit can be transferred electronically to the vendor. Clear
[N] to indicate that the proceeds can only be transferred
manually.

Required. Select [Y] to indicate that this benefit should
automatically expire when another benefit of the same type is
added for the employee. Clear [N] to indicate that the benefit
should not expire automatically.

Required. Select [Y] if the deduction should be taken during a
supplemental pay cycle. Clear [N] to indicate that it should not
be taken during a supplemental pay cycle.



Benefit Goal

Federal/State
Marital Status

Benefit Class

Goal Type

Radio
Buttons

Radio
Buttons

Radio
Buttons

Radio
Buttons
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Optional. Select a value to indicate whether a benefit of this
type is goal oriented. Default is Not Goal Oriented [N]. Valid
values are:

Not Goal Oriented [N]
Goal Oriented [G]

o Benefit stops when goal is reached.
Cyclical Goal Oriented [C]

o Benefit restarts when goal is reached.

Optional. Select a value to indicate whether the benefit has a

tax marital status associated with it. Valid values are:

No Associated Status [blank]
Federal [F]

State and Local [S]

Optional. Select a value to indicate the processing
classification of this benefit type. Valid values are:

Use Marginal Tax Tables [T]
FICA Deduction [F]
Use Alternate Rate Tables [A]

No Special Processing [D]

Optional. Select a value to indicate the type of goal. Default
is Not Applicable [blank]. Valid values are:

Not Applicable [blank]
Dollar Amount [D]

o The goalis defined as a fixed dollar amount.
Installments [I]

o The goalis defined as a number of installments.
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Required. Select [Y] to indicate that the benefit should be
. recycled in a subsequent pay cycle if it was rejected due to a
Recycle Benefit Checkbox . . ) )
negative net condition. Clear [N] if the benefit should not be

recycled.

Required. If this deduction is not fully taken, select [Y] to
indicate that the deduction should be included on the

Partial Benefit . . . o
Checkbox Deduction Processing Exceptions Report. Clear [N] to indicate

Report i . L
the deduction should not be reported when this deduction is
not fully taken.

Required. Select [Y] if a partial deduction should be taken. A

Take Partial Checkbox partial deduction should be taken if taking the entire deduction

Benefit would result in a negative net condition. Clear [N] if a partial

deduction should not be taken.

Employer Fringe Benefit Plan (EFBP)

Purpose

Employer Fringe Benefit Plan (EFBP) window maintenance profiles are used to define
benefit plans for employer fringe benefits. A benefit type may have one or more benefit
plans associated with it.

In order to distinguish between benefits and deductions, once defined, employer fringe
benefit plans can only be viewed on this window and not on the Deduction Plan (DPLN)
window. The reverse is also true: deduction plans can only be viewed on the Deduction
Plan (DPLN) window and not on this window.

EFBP Coding Instructions
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E_Employer Fringe Benefit Plan

IDEFEH
IEI'I A0 20

| DCOMP MTH-ER

—

Benefit Plan Tupe

Effective D ate

Shaort Dezcription

Benefit Plan Clazs

Benefit Plan
Espiration Date

Long Description

=] E3

IDEFEH
IEIEI A93 493

| M0 STATE DEFERRED CMP MATCH-ER

Benefit Rates I Alternate Options I
FICA ID C OFICa ) Medicae  TierOrne  © TierTwo ™ None
One-time Benefit Allowed & ves O Mo Only with Permanent Benefit
Employes Overde Allowed  Ye: & No ' Requied ¥ Use Cash Basiz Gross Pay
Pernodic Benefit &mount / Frequency————— Benefit Parameter
Weekly I 0.00 I_ Contribution Percent I 0.000000
Biweekly I Q.00 I_ Goal Armount £ Installments I Q.00
S emi-monthly I 0.00 I_ Annual Cap Amount I 0.00
rdcrthly | 0.o0o I_ Annual Grogz Cap Percent | 0000000
Annual I 0.oo I_
Field Name Length  Definition
Required. Enter the benefit plan type code to identify the
. employer fringe benefit contribution plan. Refer to
Benefit Plan Type 5 . . o
the Employer Fringe Benefit Contribution Type
(EFBT) window for valid values.
. Required. Enter the benefit plan code that is being
Benefit Plan 5 .
added, changed, or expired.
. Required. Enter the date the information becomes
Effective Date 6 )
effective.
o Optional. Enter the last date the information is in effect.
Expiration Date 6 .
Default is 99/99/99.
L Required. Enter a new or changed short description of
Short Description 12 .
the benefit plan type code.
Optional. Enter a new or changed long description of the
Long Description 30 benefit plan type code. Default is the Short Description

entry.



Benefit Plan Class

FICAID

One-Time Benefit
Allowed

Employee Override
Allowed

Radio
Buttons

Radio
Buttons

Radio
Buttons
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Optional. Enter the benefit plan class (a level of
aggregation for benefit plans) for this benefit plan. Refer
to the Benefit Plan Class (BPCL) window for valid values.

Optional. Select the value to indicate whether thisis a
FICA, Medicare, Tier One, or Tier Two deduction. Default
is None [blank]. Valid values are:

e FICA[F]
e Medicare [M]
e TierOne[1]
o Railroad pension reporting.
e TierTwo [2]

o Railroad pension reporting.

None [blank]

Optional. Select the value to indicate whether a one-
time deduction is allowed for this employer fringe benefit
plan. Defaultis Yes [Y]. Valid values are:

e Yes[Y]
e No|[N]
e Only With Permanent Benefit [P]

Optional. Select a value to indicate whether the
deduction information can be overridden for a particular
employee. Default is Yes [A]. Valid values are:

e Yes[A]

o Deduction can be overridden for a
particular employee.

e No|[N]
o No overrides are allowed.

e Required [R]



Use Cash Basis Gross
Pay

Weekly Benefit
Amount

Weekly Benefit
Frequency

Biweekly Benefit
Amount

Biweekly Benefit
Frequency

Semi-Monthly Benefit
Amount
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o Override is required.

Optional. Select No [N] to indicate that Reserve Pay
amounts should be subtracted from gross pay before

Checkbox this percent deduction is calculated. Select Yes [Y] to

10

10

10

indicate earned basis gross pay should be used to
calculate this deduction. Default is No [N].

Optional. If this amount is a flat dollar amount, enter the
amount to be deducted for eligible employees paid on a
weekly basis.

Optional. Enter a two-character code to indicate the
frequency with which the deduction should be taken.
The same two-character code must appearin

the Deduction Frequencies field for weekly employees
on the Pay Cycle (CYCL) window for the pay periods in
which the deduction should be taken. If left blank, the
deduction is generated each pay period. Refer to

the Deduction Frequency (DEDF) window for valid
values.

Optional. If this amount is a flat dollar amount, enter the
amount to be deducted for eligible employees paid on a
biweekly basis.

Optional. Enter a two-character code to indicate the
frequency with which the deduction should be taken.
The same two-character code must appearin

the Deduction Frequencies field for biweekly
employees on the Pay Cycle (CYCL) window for the pay
periods in which the deduction should be taken. If left
blank, the deduction is generated each pay period. Refer
to the Deduction Frequency (DEDF) window for valid
values.

Optional. If this amount is a flat dollar amount, enter the
amount to be deducted for eligible employees paid on a
semi-monthly basis.



Semi-Monthly Benefit 5
Frequency

Monthly Benefit 10
Amount

Monthly Benefit 5
Frequency

Annual Benefit 10
Amount

Annual Benefit 5

Frequency
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Optional. Enter a two-character code to indicate the
frequency with which the deduction should be taken.
The same two-character code must appear in

the Deduction Frequencies field for semi-monthly
employees on the Pay Cycle (CYCL) window for the pay
periods in which the deduction should be taken. If left
blank, the deduction is generated each pay period. Refer
to the Deduction Frequency (DEDF) window for valid
values.

Optional. If this amount is a flat dollar amount, enter the
amount to be deducted for eligible employees paid on a
monthly basis.

Optional. Enter a two-character code to indicate the
frequency with which the deduction should be taken.
The same two-character code must appearin

the Deduction Frequencies field for monthly employees
on the Pay Cycle (CYCL) window for the pay periods in
which the deduction should be taken. If left blank, the
deduction is generated each pay period. Refer to

the Deduction Frequency (DEDF) window for valid
values.

Optional. If this amount is a flat dollar amount, enter the
amount to be deducted for eligible employees paid on an
annual basis.

Optional. Enter a two-character code to indicate the
frequency with which the deduction should be taken.
The same two-character code must appear in

the Deduction Frequencies field for annual employees
on the Pay Cycle (CYCL) window for the pay periods in
which the deduction should be taken. If left blank, the
deduction is generated each pay period. Refer to

the Deduction Frequency (DEDF) window for valid
values.



Contribution Percent 9

Goal
Amount/Installments

Annual Cap Amount 10

Annual Gross Cap
Percent

Special Routine ID 4

Amount/Percent (1-5) 10
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Required. Enter the rate to be used in calculating the
deduction amount, if this deduction is calculated based
on a percentage. For example, enter 15% as .15.

Optional. If the benefit goal is a dollar amount, enter the
goal amount. If the benefit goal is in number of
installments, enter the goal number of installments.

Optional. If the total deduction amount for a year cannot
exceed a certain dollar amount, enter the cap (or ceiling)
amount.

Optional. If the total deduction amount for a year cannot
exceed a certain percentage of the employee’s annual
gross amount, enter the cap (or ceiling) percentage.

Required. Enter the proper code if a special calculation
routine is invoked for this deduction type/plan. If no
special calculation routine is to be invoked enter NON.
Valid values are:

ADTX Additional Tax

SLRY Salary Routine

CAPP Pay Period Cap Amount

GAR Garnishment Routine

HRLY Based on Hours Worked Routine
IRS Tax Levy Routine

PEN Pension Routine

SAVB U.S. Savings Bonds

NON No Special Routine

Optional. If Special Routine ID is entered, enter the
amounts or percents (.nn) that are to be used in the
calculations. Up to five are allowed.

If the deduction is a FICA deduction, enter the minimum



Begin Date
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year to date FICA covered wages for Amount/Percent 1,
and leave the other four blank or zero. If special routine
is FICA only, this field is used in a cash pay test to
determine if FICA should be taken.

If the Special Routine ID is SLRY (Budgeted Annualized
Salary), deductions are calculated based on budgeted
annualized salary regardless of the amount actually paid
during the pay period. In Amount/Percent 1, enter the
multiplication factor. In Amount/Percent 2, enter the
maximum amount. In Amount/Percent 3, enter the
exemption amount. In Amount/Percent 4, enter the
weighing factor. Amount/Percent 5 contains the
rounding rule for the weighing factor. Enter a code to
indicate the rounding rule. Valid values are:

1 Rounding to the Nearest Integer.
2Truncating to the Lower Integer.

0No Rounding Required.

Otherwise, leave these fields blank or zero.

Optional. Select the value that indicates which
employee date value is used as a comparison for the
number of months for Deduction Alternate Rates (DEDA)
window lookups. Default is None [blank]. Valid values
are:

e Birth Date [B]

e Appointment Date [A]

e Benefit Progression Date [P]

o Deduction Parameter Effective Date [D]
e Enrollment Date [E]

e None [blank]
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Optional. Select a value to indicate the date against
which the Alternate Rate Date Type value is compared.
Default is None [blank]. Valid values are:

End Date 1

Specified [D]

Check Date [C]

Pay Period End Date [P]
Enrollment Date [E]

None [blank]

If selecting any value other than None [blank], enter the
date (mm dd yy) for the alternate rate in the second field.

Employer Fringe Benefit Plan Accounting (EFB3)

Purpose

The Employer Fringe Benefit Plan Accounting (EFB3) window defines accounting

information for journal vouchers, vendor payment vouchers, and intra-governmental

payment vouchers.

EFB3 Coding Instructions
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E_Employer Fringe Benefit Plan Accounting

IDEFEH
IEI1 A0z

| DCOMP MTH-ER

Benefit Type

Effective D ate

Shart Dezcription

=] E3

Benefit Plan

IDEFEH
IE!E! A93 /93

E xpiration Date

Long Description

Balance Sheet Acct Yendar

| 2452

| MO STATE DEFERRED CMP MATCH-ER

| 73034233000

¥ Generate Payment Youcher

Seller Informatior

Balahce Sheet Acct

Paprent Youcher Type

Fund I— Agency I_
Appr Unit I— Achivity I_
Function I—

Object/Sub | 7]

(Ol

—

2 3 4 8 i Mone
Organization ¢ Sub
Fevenue Source / Sub

Job I Reporting Category

Offzet Receivable Acct

[
|
—
—

Clearing Fund
Ilze Clearing Fund

ez 0 No

—

& Mot Applicable Owerride Clearing Fund

Field Name Length

Benefit Type 5

BenefitPlan 5

Effective Date 6

Definition

Required. Enter the benefit type code. Refer to the Employer
Fringe Benefit Contribution Type (EFBT) window for valid values.

Required. Enter the benefit plan code. Refer to the Employer
Fringe Benefit Plan (EFBP) window for valid values.

Required. Enter the date the information becomes effective.

Optional. Enter the last date the information is in effect. Default

The short description of the benefit code is displayed.

The long description of the benefit code is displayed.

Required. Enter the balance sheet account to which the benefit

Conditional. Required if Generated Payment Voucher is Y and

Expiration 5

Date is 99/99/99.
Short Display

Description Only

Long Display

Description Only

Balance 4

Sheet Acct is posted.
Vendor 11

seller information is not entered. Optional if Generated Payment
Voucher is N and seller information is not entered. Not allowed if
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seller information is entered. Enter the external vendor to which
the amount of the benefit should be paid. Refer to the Vendor
Index (VEND) window for valid values.

Generate Required. Select [Y] to indicate a payment voucher should be
Payment Checkbox created for this benefit. Clear [N] to indicate a payment voucher
Voucher should not be created for this benefit.

Seller Information
Note: Seller information can not be entered if payment voucher is type 1.
Field Name Length Definition

Optional. Select the payment voucher type which should be
created for the specified deduction type and deduction plan.
Defaultis None [blank]. Valid values are:

1 Purchase from an external vendor.

Purchase or sale between governmental units involving
different funds.

Purchase or sale between governmental units involving
the same funds.

Payment Radio Reimbursement between governmental units (inter or
Voucher Type Buttons intra fund).

Transfer between governmental units (inter or intra fund).

Note: Additional buyer information is required for type 5
payment vouchers, so manual updates have to be made
to these payment vouchers after they are uploaded to the
financial system.

N No payment voucher should be generated for this sale.
one
This option is only valid if Generate Payment Voucher is

[blank
cleared [N].

Fund 4 Conditional. Required for type 2, 3, 4, and 5 payment vouchers.
Enter the seller fund for the specified deduction type and



Agency

Organization

Sub-
Organization

Appr Unit

Activity
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deduction plan. Refer to the Fund Index (FUND) window for valid
values.

Conditional. Required for type 2, 3, 4, and 5 payment vouchers.
Enter the seller agency for the specified deduction type and
deduction plan. Refer to the Agency Index (AGCY) window for valid
values.

Conditional. Required on expenditure transactions

if Organization Options Exp Budget on the Fund Agency (FGY2)
window is set to Required on Budget and Accounting

[Y] or Required on Accounting [A]. Required on revenue
transactions if Organization Options Rev Budget on the Fund
Agency (FGY2) window is set to Required on Budget and
Accounting [Y] or Required on Accounting [A] for the
Fund/Agency entered above. Optional otherwise. Enter the seller
organization for the specified deduction type and deduction plan.
Refer to the Organization Index (ORGN) window for valid values.

Conditional. Required on expenditure transactions if Sub-
Organization Required on Spending on the Organization (ORG2)
window is set to Required [Y], Required on Pre-Encumbrance
Transactions [1], Required on Encumbrance Transactions

[2], or Required on Expenditure Transactions [3]. Required on
revenue transactions if Sub-Organization Required on

Revenue on the Organization (ORG2) window is set to Required
[Y]. Optional otherwise. Enter the seller sub-organization for the
specified deduction type and deduction plan. Refer to the Sub-
Organization (SORG) window for valid values.

Conditional. Required when Labor Distribution Override
Option is Use Entered Accounting Values [A]; otherwise, leave
blank. Enter the seller appropriation unit for the specified
deduction type and deduction plan. Refer to the Appropriation
Index (APPR) window for valid values.

Conditional. Required on expenditure transactions if Activity
Options: Exp Budget on the Fund Agency (FGY2) window is set
to Required on Budget and Accounting [Y] or Required on
Accounting [A]. Required on revenue transactions if Activity



Revenue
Source

Sub-Revenue
Source

Function

Job

4
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Options: Rev Budget on the Fund Agency (FGY2) window is set

to Required on Budget and Accounting [Y] or Required on
Accounting [A] for the Fund/Agency entered above. Optional
otherwise. Enter the seller activity for the specified deduction type
and deduction plan. Refer to the Activity Index (ACTV) window for
valid values.

Conditional. Required for type 5 payment vouchers. Required if
payment voucher type is 2 or 3, and the Seller Balance Sheet
Account field is blank. Not allowed if payment voucher type is 2 or
3, and the Seller Balance Sheet Account field is not blank. Not
allowed for type 4 payment vouchers. Enter the seller revenue
source for the specified deduction type and deduction plan. Refer
to the Revenue Source Index (RSRC) window for valid values.

Conditional. Required if Sub-Revenue Source Required on the
Revenue Source (RSR2) window is set to Yes [Y]. Optional
otherwise. Enter the seller sub-revenue source for the specified
deduction type and deduction plan. Refer to the Sub-Revenue
Source (SREV) window for valid values.

Conditional. Required on expenditure transactions if Function
Options Exp Budget on the Fund Agency (FGY2) window is set

to Required on Budgeting and Accounting [Y] or Required on
Accounting [A]. Enter the seller function code for the specified
deduction type and deduction plan. Refer to the Function (FUNC)
window for valid values.

Conditional. Required on expenditure transaction if Job Number
Required on Spending on the Organization (ORG2) window is set
to Required on Pre-Encumbrance Transactions [1], Required on
Encumbrance Transactions [2], or Required on Expenditure
Transactions [3], or if Job Number Required on Spending on the
Organization (ORG2) window is set to Required If Job Number
Spending Is Required on Activity [A] and the Job Number
Spending field on the Activity (ACT2) window is set to Required
on Pre-Encumbrance [1], Required on Encumbrance

[2], or Required on Expenditure [3]. Required on revenue
transactions if Job Number Required on Revenue on the



Reporting
Category

Object

Sub-Object

Offset
Receivable
Account

Balance Sheet
Account

2
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Organization (ORG2) window is set to Required [Y], or if Job
Number Required on Revenue on the Organization (ORG2)
window is set to Required If Job Number Revenue Is Required
on Activity [A] and the Job Number Revenue field on the
Activity (ACT2) window is set to Enforce Coding [Y]. Optional
otherwise. Enter the seller job number for the specified
deduction type and deduction plan. Refer to the Job Index
(JOBT) window for valid values.

Conditional. Required on expenditure transactions if Reporting
Category on the Agency (AGC2) window is set to Required on
Pre-Encumbrance Transactions [1], Required on Encumbrance
Transactions [2], or Required on Expenditure Transactions [3].
Required on revenue transactions if Reporting Category
Required on Revenue Transactions on the Agency (AGC2)
window is set to Yes [Y]. Optional otherwise. Enter the seller
reporting category for the specified deduction type and deduction
plan. Refer to the Reporting Category (RPTG) window for valid
values.

Conditional. Required for type 4 vouchers. Not allowed otherwise.
Enter the seller object for the specified deduction type and
deduction plan. This object must have an Object Group of RE.
Refer to the Object Index (OBJT) window for valid values.

Optional. Enter the seller sub-object for the specified deduction
type and deduction plan. Refer to the Sub-Object (SOBJ) window
for valid values.

Conditional. Must be blank on type 1 vouchers. Optional
otherwise. Enter the seller offset receivable account for the
specified deduction type and deduction plan. Refer to the Balance
Sheet Account Index (BACC) window for valid values.

Conditional. Required for types 2 and 3 vouchers if the Seller
Revenue Source is blank. Optional for type 4 vouchers. Not
allowed otherwise. Enter the seller balance sheet account for the
specified deduction type and deduction plan. Refer to the Balance
Sheet Account Index (BACC) window for valid values.
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Clearing Fund

Caution: If using clearing funds and want to offset accounts in all funds to clear
automatically (including transfer of cash), a cash balance sheet account must be specified
as the JV OFFSET BS ACCT CD on the Site Specific Parameters (SPAR) window.

Field L
Length Definition

Name

Optional. Select Yes [Y] to indicate a clearing fund should be used.
Use Radio Select No [N] to indicate an override clearing fund should not be
Clearing Buttons used. Select Not Applicable [blank] to use the default value from the
Fund Site Specific Parameters (SPAR) parameter entry CLEARING FUND

DEFAULT OPTION.

Optional. Indicate the override clearing fund to be used in place of

the clearing fund entered on the Site Specific Parameters (SPAR)
Override window. This value is only used if USE CLEARING FUND is Yes [Y] or
Clearing 4 if USE CLEARING FUND is Not Applicable [blank] and
Fund the CLEARING FUND DEFAULT OPTION parameter on the Site

Specific Parameters (SPAR) window is set to Y. Refer to the Fund Index
(FUND) window for valid values.

Employer Fringe Benefit Plan Include/Exclude (EFB2)

Purpose

The Employer Fringe Benefit Plan Include/Exclude (EFB2) window defines what pay types
and deduction types are included and excluded for the benefit plan listed.

EFB2 Coding Instructions
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E_Employer Fringe Benefit Plan Include / Exclude M=l E3
Benefit Type ||DEF|:F| Benefit Plan I DEFCR

Effective D ate

Shaort Description

Pay Categaories

Inzlude 4 Exclude Pay Categories

IEI'I A0d 20 E spiration Date IEIEI 493 /93

| DEOMP MTH-ER Long Description MO STATE DEFERRED CMP MATCH ER

Deduction Categaries I

% |nclhude Al " Include 5 pecified ™ Exclude Specilied ™ Exclude &l
| | | | | | | | | |
| | | | | | | | | |
| | | | | | | | | |
| | | | | | | | | |
| | | | | | | | | |
Field Name Length Definition
Required. Enter the benefit plan type code for the payment
. and deduction inclusion information. Refer to the Employer
Benefit Type 5 . . o . .
Fringe Benefit Contribution Type (EFBT) window for valid
values.
Required. Enter the benefit plan code for the payment and
Benefit Plan 5 deduction inclusion information. Refer to the Employer Fringe
Benefit Plan (EFBP) window for valid values.
Effective Date 6 Required. Enter the date the information becomes effective.
. Optional. Enter the last date the information is in effect.
Expiration Date 6

Short Description

Long Description

Include/Exclude

Pay Categories

Default is 99/99/99.

Display The short description of the benefit type and plan is
Only displayed.

Display . . -
onl The long description of the benefit type and plan is displayed.
nty
Optional. Select a value to indicate whether all pay
Radio

categories will be included in this benefit plan during
Buttons jrqcessing, all pay categories will be excluded from this
benefit plan during processing, or if only specified pay
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categories will be included in or excluded from determining
subject gross for this benefit during processing. Default
is Include All [A]. Valid values are:

e Include All[A]
e Include Specified [I]
e Exclude Specified [E]

e Exclude All[N]

Conditional. Required if the Include/Exclude Pay

Categories field is Include Specified [I] or Exclude

Specified [E]. Not allowed otherwise. Enter the appropriate
[No Label] 5 . .

pay category types that are to be included in or excluded from

the calculation of this deduction. Refer to the Event Category

(CATG) window for valid values.

Optional. Select a value to indicate whether all deduction
categories will be included in this benefit plan during
processing, all deduction categories will be excluded from
this benefit plan during processing, or if only specified
deduction categories will be included in or excluded from
Include/Exclude determining subject gross for this deduction during

Radio
Deduction processing. Default is Include AUl [A]. Valid values are:

. Buttons
Categories
e Include All[A]

e Include Specified [I]
e Exclude Specified [E]

e Exclude AlL[N]

Conditional. Required if the Include/Exclude Deduction
Categories field is Include Specified [I] or Exclude
Specified [E]. Not allowed otherwise. Enter the appropriate
deduction category types that are to be included in or
excluded from the calculation of this deduction. Refer to
the Event Category (CATG) window for valid values.

[No Label] 5
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Employment Status (EMPS)

Purpose

The Employment Status (EMPS) window defines and identifies employment statuses. The
system refers to the employee's status to determine whether the employee may receive
pay, have deductions taken, accrue and use leave and be counted in the workforce. This
window also determines the number of months an employee's information can stay in the
system with this status before the employee's information is archived.

EMPS Coding Instructions

E_Employment Status H=] E3

Status |1_
Effective Date IEI1 A0 /20 E =piration D ate IEE 293 /93

Short Dezcription | ACTIVE

Long Deszcription | ACTIVE EMPLOYEE

Baze Pap Type I REGLF Murnber af Maonthz Before Archive I 1]
¥ {iccept Leave Events ¥ Generate Exception Pay

¥ Accept Pay Events ¥ Generate Paycheck

¥ accept One Time Adjustments ¥ Gererate Leave Accruals

[¥ Print Timesheet ¥ Count in ‘arkforce

Field Name Length Definition
Status 1 Required. Enter a code to indicate the employment status.
Effective Date 6 Required. Enter the date the entry becomes effective.

o Default is 99/99/99. Enter the last date the informationis in
Expiration Date 6

effect.
Short 19 Required. Enter the new or changed short description of the
Description employment status code.

L Default is Short Description entry. Enter the new or changed
Long Description 30 o
long description of the employment status code.



Base Pay Type

Number of
Months Before
Archive

Accept Leave
Events

Generate
Exception Pay

Accept Pay
Events

Generate
Paycheck

Accept One-
Time
Adjustments

Generate Leave
Accruals

Print Timesheet

5

3

Checkbox

Checkbox

Checkbox

Checkbox

Checkbox

Checkbox

Checkbox
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Required. Enter the code for the base pay type for employees
with this status. Valid values are located on the Event Type
(EVNT) window.

Optional. Enter the number of months before employee data
for a particular status is archived. Enter zero to indicate that
any records for employees with this status are never archived.

Required. Select to indicate that it is permissible for
employees to have leave events while in this status. Clear to
indicate employees may not submit leave events while in this
status.

Required. Select to indicate that the system should
automatically generate exception pay while employees are in
this status. Clear to indicate that the system should not
generate exception pay for any employees in this status.

Required. Select to indicate employees may submit pay
events while in this status. Clear to indicate employees cannot
submit pay events while in this status.

Required. Select to indicate that the system should generate a
paycheck for employees in this status. Clear to indicate that
the system should not generate a paycheck for employees in
this status (also applies to EFT deposits).

Required. Select to indicate that One-Time Deduction (1DED)
and One-Time Payment (1PAY) updates can be produced for
employees in this employment status. Clear if they cannot be
produced.

Required. Select to indicate that employees in this status
should have automated leave accruals generated. Clear to
indicate that employees in this status should not have leave
accruals automatically generated.

Required. Select to indicate timesheets should be printed for
employee in this status. Clear to indicate timesheets should
not be printed for employees in this status.



Countin
Checkbox
Workforce

Employment Status Mai

Employment Status Mai

Purpose
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Required. Select to indicate employees with this status should
be counted as part of the workforce and included in EEO
reporting. Clear to indicate employees should not be counted
in the workforce and EEO reporting when in this status.

ntenance (ESMT)

ntenance (ESMT)/Job Assignment

The Employment Status Maintenance (ESMT) window is used to establish an employee on
the system database. It is also used to record all subsequent personnel actions and to view
a history of the personnel actions recorded for a given employee, including: increases and

decreases in personnel, other employment status changes, salary changes, and other

changes to an employee's p

ESMT Coding Instructions

ayroll profile.

2. Employment Statuz Maintenance H=]

Employes 1D {010 - 51 - 0007 Appaintment 10 I_ Alkernate |0 |

Frefix First tiddle Last S uiffis

| |f-‘uF'FHL | | SUMMERS |

Effective Date |E|4 A17 400 E =piration Date IEE 293 /89 Original &ppt Date |E|4 A7 400
Job Azzignmment | Dates I Azsignment Attributes I Fay Farameters Certificate/Remark. I

Perzonnel Action / Reazan

Azzignment [nfarmation
Agency

Paozition Murmber

Table Driven Pay
" Usze Table
' Do Mot Use Table
" Selection Required

| MHIFE =/ |,-'l'-,|:|5 Job Status IF'_ Employment Status |1_
I 10 (rganization I 2025 EED Full-tirme: Inion tMember
INSwOO! | % Fulltime | 1.0000° f* Yes C Yes
Step I— Mo i Mo
[ TS [N

[ niam Affiliation

—

Application [nformatiorn

Applicant D

Jaob Maotice (D

—
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Field Name Length Definition
HEADER
Employee D 10 Required. Enter the employee’s social security number.

Defaultis blank. If an employee holds more than one position,
enter the appointment identification number to indicate which
position is affected. Leave blank to indicate the employee's
primary appointment.

Appointment 1

D Note: When an employee leaves one agency for employmentin

another agency and their status in the previous agency is active,
the appointment in the new agency is considered secondary. Once
the primary appointment has been inactivated in the previous
agency, the appointment in the new agency will need to be
changed to primary.

Optional. Leave blank, or enter the employee's alternate
identification code.

AlternateID 6
Note: This may be an alpha and/or numeric entry.

Optional. Leave blank, or enter the employee’s name prefix (e.g.,
Prefix 5 Mr., Mrs., Dr., etc.). Valid values are located on the Name Prefix
(PREX) window.

First 15 Required. Enter the employee's first name.
. Optional. Leave blank, or enter the employee's middle name or
Middle 15 I
initial.
Last 20 Required. Enter the employee's last name.
Optional. Leave blank, or enter the employee's name suffix (e.g.,
Suffix 5 Jr., Sr., etc.). Valid values are located on the Name Suffix (SUFX)

window.

Required. Enter the date (mm/dd/yy) the employee information is

Effective Date 6 effective.



Expiration
Date

Display
Only

Original Appt 5

Date

DETAILS

Personnel
Action

Reason

Job Status

Employment
Status
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Note: When terminating an employee, this date will be the day
after the employee’s last day physically worked.

Displays the last date (mm/dd/yy) the employee information is in
effect.

Note: The system displays 99/99/99 as the expiration date on the
most recent transaction. As a subsequent transaction is
completed, the expiration date for the previous transaction is
automatically updated to the day before the effective date of the
new transaction.

Required. Enter the date (mm/dd/yy) of the employee's original
appointment.

Required. Enter the personnel action code. Valid values are
located on the Personnel Action (PACT) window.

Note: When a change is made to the personnel action, make sure
the “Reason” corresponds with the new personnel action.

Required. Enter the reason code for the “Personnel Action”. Valid
values are located on the Personnel Action Reason (PART) window.

Note: When a change is made to the “Personnel Action”, make
sure the reason corresponds with the new “Personnel Action”.

Required. Enter the job status code to indicate the status of the
employee’s appointment (e.g., temporary, probationary, etc.). Valid
values are located on the Job Status (JOBS) window.

Required. Enter the employee’s employment status code. If the
entered “Personnel Action” does not change the employee's
employment status, leave the existing employment status entry.
Valid values are located on the Employment Status (EMPS)
window.

Note: The employment status must match the “Mandatory
Employment Status” field on the Personnel Action (PACT) window



Agency

Organization

Position
Number

% Full Time

Table Driven
Pay

Step

EEO Full-time

N

Radio
Buttons

Radio
Buttons
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for the specified personnel action (unless the “Mandatory
Employment Status” field on the PACT is blank).

Required. Enter the code for the agency to which the employee
reports. Valid values are located on the Agency Index (AGCY)
window.

Required. Enter the code for the organization to which the
employee reports. Valid values are located on the Organization
Index (ORGN) window.

Conditional. Required if establishing a new employee in the
system or making changes to an existing employee’s information. If
inactivating an employee in the system, leave blank. Enter the
employee’s position number. Valid values are located on the
Position by Title Inquiry (QPTL) window.

Defaultis 1.0. Enter the percent of full-time that the employee
works in this position. For example, enter 1.0 if the employee works
full-time or 0.5 if the employee works 50% time.

Conditional. If “Use Table” or “Do Not Use Table” was selected on
the Position Status Maintenance (PSMT) window, the information
will infer from the PSMT. “Use Table” indicates that the employee’s
base pay is table-driven (tied to a pay grid), such as UCP grid A,
Highway Patrol grid D, Conservation grid, etc. If “Determine by
Employee” was selected on the PSMT, the “Selection Required”
field will infer on the ESMT, prompting the user to choose either
“Use Table” or “Do Not Use Table,” whichever is applicable.

Conditional. Required if “Use Table” was selected under “Table
Driven Pay”; otherwise, optional. Enter the employee’s pay step
code. Valid values are located on the Step (STEP) window.

Defaults to N/A. Select Yes if the employee is considered full-time
for EEO classification purposes. Select No if the employee is not

considered full-time for EEO classification purposes. Select N/A if
there is a secondary appointment ID in the “Appointment ID” field.



Union Radio
Member Buttons
Union

Affiliation

ApplicantID 10

Job Notice ID 10
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Defaults to N/A. Select Yes if the employee is an active union
member. Select No if the employee is not an active union member.
Select N/A if union information is not needed.

Optional. Leave blank, or enter the union local with which the
employee is associated. Valid values are located on the Union
Local (ULOC) window.

Optional. Leave blank, or enter the applicant identification
number. Valid values are located on the Applicant Name Inquiry
(QANM) window.

Note: If using the Applicant Tracking subsystem you must enter the
Applicant ID on the ESMT, when hiring this applicant, for applicant
information to infer to the HR database.

Optional. Leave blank, or enter the job notice identification code.
Valid values are located on the Job Notice Roster (QJNT) window.

Note: If using the Applicant Tracking subsystem you must enter the
Job Notice ID on the ESMT, when hiring for this job notice ID, for job
notice information to infer to the HR database.

Employment Status Maintenance (ESMT)/Dates

Purpose

The Employment Status Maintenance (ESMT) window is used to establish an employee on
the system database. It is also used to record all subsequent personnel actions and to view
a history of the personnel actions recorded for a given employee, including: increases and

decreases in personnel, other employment status changes, salary changes, and other

changes to an employee's payroll profile.

ESMT Coding Instructions
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E_Employment Status Maintenance |_ O] =]

Employes 1D ||:|'||:| -51 - 00M Appaointment 10 I_ Alterrate |0 I
Frefis Firgt tiddle Last Suiffis
[ [ APRIL [ [ SUMMERS [

Effective Date IEI# A17 400

Job Azzignment

Date

Expiration Date Original Appt D ate

IEIE! £33 /93

| Assignment Aftributes I

IEI# A7 00

Pay Parameters Certificate/Remark: I

Probation Start
Pay Progrezsion Start

Benefitz Progression Start

I ! £ Prabation End
I ! £ Time Limit Control
|D4 A17 /400 Leave Frogression Start

I oS
I oS
|EI4 A7 200

Field Name

DETAILS

Probation Start 6

Probation End 6

Pay Progression 5
Start

Time Limit
Control

Benefits
Progression 6
Start

Length Definition

Optional. Leave bank, or enter the date (mm/dd/yy) the
employee's probation period is effective.

Conditional. Required if “Probation Start Date” is entered;
otherwise, leave blank. Enter the last date (mm/dd/yy) the
employee's probation period is in effect.

This field is not used by the State of Missouri.

Optional. Leave blank, or enter a tickler date (mm/dd/yy) to
indicate when further action regarding an employee’s
appointment/position is required.

Required. Enter the date (mm/dd/yy) an employee is eligible for a
benefit (e.g., state deferred compensation contribution to start
one year from the date of employment).
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Required. Enter the date (mm/dd/yy) an employee is eligible for a
Leave higher annual leave accrual rate.

Progression 6
Start Note: If an employee has a break in service, a manually calculated
date needs to be entered in this field.

Employment Status Maintenance (ESMT)/Assignment Attributes

Purpose

The Employment Status Maintenance (ESMT) window is used to establish an employee on
the system database. It is also used to record all subsequent personnel actions and to view
a history of the personnel actions recorded for a given employee, including: increases and
decreases in personnel, other employment status changes, salary changes, and other
changes to an employee's payroll profile.

ESMT Coding Instructions

E_Employment Statuz Maintenance M=l E

Employes 1D {010 - 51 - 0007 Appointrment [0 I_ Albermate 10 I

Prefix First Fiddle Last Suffix

| | 4PRIL | | SUMMERS |

Effective Date |U4 A17 400 E =piration D ate IEE A99 289 Original &ppt Date |E|4 A7 400
Job Assignment I Dates | Assignment Attributes | Pay Parameters I Certificate /R emark I

Pozition Attribute
Payroll Murnber

Title I AD0022 Sub-title I a1 Azzighment Type

®

. ' Pemanent

Fay Clazs PLS Time Clazs I

4 = Temparary
Civil Service Status I HUCP = Maone

Oweride

Grade |
Fay Folicy I Leave Policy I Benefitz Policy I
FLS4 ¢ Exempt ¢ Mon-exempt % Mo Override FL5& Profile I

Field Name Length Definition



DETAILS
Payroll 5
Number
Title 6
Subtitle 2
PayClass 5

Time Class 5

Civil Service
Status
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Required. Enter the employee's payroll number code. Valid values
are located on the Payroll Number (PYNO) window. If left blank, this
field will be inferred from the Position Status Maintenance (PSMT)
window when the transaction is processed.

Required. Enter the employee's title code (i.e., class code/index
number). Valid values are located on the Title (TITL) window. If left
blank, this field will be inferred from the Position Status
Maintenance (PSMT) window when the transaction is processed.

Note: All UCP title codes begin with the letter “U”. Title codes for
non-UCP agencies begin with a character that corresponds with the
agency’s name.

Required. Enter the employee’s sub-title code. The sub-title
establishes different pay, leave and deduction policies associated
with a particular title. Valid values are located on the Sub-Title
(STTL) window. If left blank, this field will be inferred from the
Position Status Maintenance (PSMT) window when the transaction
is processed.

Required. Enter the employee's pay class code (e.g.,
hourly/positive pay, salaried/exception pay, etc.). Valid values are
located on the Pay Class (PYCL) window. If left blank, this field will
be inferred from the Position Status Maintenance (PSMT) window
when the transaction is processed.

Optional. Enter the employee's time class code (e. g., full-time,
part-time, etc.). Valid values are located on the Time Classification
(TCLT) window. If left blank, this field will be inferred from the
Position Status Maintenance (PSMT) window when the transaction
is processed.

Required. Enter the employee's civil service status code (e.g., UCP
merit, UCP non-merit, non-UCP, etc.). Valid values are located on
the Civil Service Status (CIVS) window. If left blank, this field will be
inferred from the Position Status Maintenance (PSMT) window when
the transaction is processed.



Assignment Radio
Type Buttons

Displa
Grade pray
Only
Displa
Pay Policy pay
Only
Displa
Leave Policy piay
Only

Benefits Display

Policy Only
Displa

FLSA pay
Only
Displ

FLSA Profile _ 0 oY
Only
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Defaults to None. Select a value to indicate the employee's
assignment type. Valid values are Permanent, Temporary and None.

Note: If left blank, this field will be inferred from the Position Status
Maintenance (PSMT) window when the transaction is processed.

If overrides exist on the Position Status Maintenance (PSMT) window
for the position, they will be inferred when the transaction is
processed. If no overrides exist, this field will remain blank.

If overrides exist on the Position Status Maintenance (PSMT) window
for the position, they will be inferred when the transaction is
processed. If no overrides exist, this field will remain blank.

If overrides exist on the Position Status Maintenance (PSMT) window
for the position, they will be inferred when the transaction is
processed. If no overrides exist, this field will remain blank.

If overrides exist on the Position Status Maintenance (PSMT) window
for the position, they will be inferred. If no overrides exist, this field
will remain blank.

If overrides exist on the Position Status Maintenance (PSMT) window
for the position, they will be inferred when the transaction is
processed. If no overrides exist, this field will remain blank.

If overrides exist on the Position Status Maintenance (PSMT) window
for the position, they will be inferred when the transaction is
processed. If no overrides exist, this field will remain blank.

Employment Status Maintenance (ESMT)/Pay Parameters

Purpose

The Employment Status Maintenance (ESMT) window is used to establish an employee on
the system database. It is also used to record all subsequent personnel actions and to view

a history of the personnel actions recorded for a given employee, including: increases and
decreases in personnel, other employment status changes, salary changes, and other

changes to an employee's payroll profile.
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ESMT Coding Instructions

E_Employment Status Maintenance M=l E

Employes 1D ||:|'||:| -51 - 00M Appaointment 10 I_ Alterrate |D I

Frefis Firgt tiddle Last Suiffis
| |.-’-‘-.F'HIL | | SUMMERS |
Effective Date |U4 A17 400 E =piration D ate IEE A99 289 Original &ppt Date |U4 A7 400
Job Aszsignment I Dates I Azsignment Attibutes | Pay Parameters | Certificate /R emark I
Pay &P Effective E wpiration
Type Ind Amount / Percent Date [rate
1 ||IREGLR &, Fa1.0000 0417 00 939599
2
3
4

Field Name Length Definition
DETAILS

Conditional. If the “Table Driven Pay” checkbox is not selected, at
least one pay type must be entered to represent the employee’s
Pay Type 5 base pay. If the “Table Driven Pay” checkbox is selected, pay type
represents types of pay other than base pay. Enter the type of pay
(e.g., regular pay, shift differential, etc.). Valid values are located

on the Event (EVNT) window.

Conditional. Required if the “Table-Driven Pay” checkbox is not
selected and “Pay Type” represents base pay. Optional if the
“Table-Driven Pay” checkbox is not selected and “Pay Type”does
not represent base pay, or if the “Table Driven Pay” checkbox is
A/PInd 1 selected. Specify whether the rate of pay is expressed as an
amount or percent. Valid values are A if the rate is an amount and

P if the rate is a percent.

Note: If pay type is not base pay and “Pay Rate” is entered on the



Amount/Percent17

Effective Date 6

Expiration Date 6
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Pay Policy Rate (PPRT), or “Pay Percent” or “Pay Type Amount” are
entered on the Pay Event Type (PPET) window, leave this field
blank.

Conditional. Required if “A/P Ind” is specified; otherwise, leave
blank. Enter a dollar amount if the “A/P Ind” is “A”. Enter a
percentage if the “A/P Ind” is “P”.

Note: For non-table-driven base pay, the amount thatis entered is
the amount that will be paid. For example, an employee with a
monthly base pay rate of $2,000 (semi-monthly, $1,000) works
50% time. The amount entered is $500 (50% of the semi-monthly
$1,000 rate).

Conditional. Required if “Pay Type” is entered; otherwise, leave
blank. Enter the date (mm/dd/yy) that pay type information is
effective.

Defaults to 99/99/99 if “Pay Type” is entered. Enter the last date
(mm/dd/yy) the pay type information is in effect.

Employment Status Maintenance (ESMT)/Certificate/Remarks

Purpose

The Employment Status Maintenance (ESMT) window is used to establish an employee on

the system database. It is also used to record all subsequent personnel actions and to view

a history of the personnel actions recorded for a given employee, including: increases and

decreases in personnel, other employment status changes, salary changes, and other

changes to an employee's payroll profile.

ESMT Coding Instructions
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E_Employment Status Maintenance |_ O] =]

Employes 1D ||:|'||:| -51 - 00M Appaointment 10 I_ Alterrate |0 I

Frefis Firzt Middle Lazt Suffis
| | 4PRIL | | SUMMERS |
Effective D ate m Expiration Date m Original Appt D ate m
Job Azzignment I Dates I Assignment Aftributes I Pay Parameters | Certificate/Remark i
Certificate Munnber I— Certificate ['ate W
Remarks

Field Name LengthDefinition

DETAILS

Certificate 5 Optional. Leave blank, or enter the number of the certificate that an

Number employee is on when hired or promoted in a merit agency.

Certificat Optional. Leave blank, or enter the date (mm/dd/yy) the certificate
ertificate

Dat that an employee is on when hired or promoted is provided to a merit
ate

agency.
Remarks Optional. Leave blank, or enter any additional comments.

Employment Status Maintenance Log Detail Inquiry (QESD)

Employment Status Maintenance Log Detail Inquiry (QESD)/Job Assignment

Purpose
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The Employment Status Maintenance Log Detail Inquiry (QESD) provides a quick way to
scan a broad range of basic employee information. The information displayed on this
window is entered through the Employment Status Maintenance (ESMT) window. Any
changes made on the Employee Status Maintenance (ESMT) window are logged on this
window. Note: Deleted Employment Status Maintenance (ESMT) window transactions are
shown with all employee information, except for the employee's pay parameters.
Employment Status Maintenance (ESMT) window transactions that are deleted using the
Undo action are shown with the Employee ID, Employee Name, Appointment ID, Original
Appointment Date, Update Time , Update Date , and MTI Trans Number fields displaying
data. All other information is blank, and a message indicating the assignment was deleted
is displayed. Selection Criteria is the Employee ID; however, all other fields may be entered
to access more specific information.

QESD Coding Instructions

2 Employment Status Maintenance Log Detail Inguiny =]
Employee|D 040 - 71 - 0007 Appointrment 1D ﬂ_ Alternate D I

Prefix First tiddle Last Suffix

| M5 |LITZI | | DEFFENBALIGH |

Effective Date IUE A1a 00 Expiration Date IE'E' 4£93 289 Original Appt D ate IDE A17 200
Ilpdate Date ||:|5 1700 Ipdate Time I 11:5%:00 MTI Tranz Number I 00051 7019333

Job Azzignmment | Dates I Assignment Attributes I Pay Parameters I Certificate/Remarks I
Perzonnel Action / Reazon | CHCOM /2 | £o2  Job Statuz IH_ E mployment Status |1_
Azzignment [nfarmation
Agency 300 Crganization I 2350 I rion Affiliation I
Position Number [EM71001 | % Fulltime { 1.0000 EED Fulktime Uriior tember
™+ Yes " Yes
[v] Tratile Driver Pay Step |F Mo Mo
[ T o NAA
Applicant [nformation
Applicant 1D | . . Job Matice D I
Field Name Length Definition
HEADER
Employee ID 10 Required. Enter the employee's identification number.
Appointment ID 1 Optional. If the employee holds more than one appointment,

enter the appropriate appointment identification number for the



Alternate ID

Prefix

First

Middle

Last

Suffix
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DETAILS
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Display
Only
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Only
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Only
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Only
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Only
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Only
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Only
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Only
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Only

Display
Only

Page | 286

employee. If this field is blank, the employee data pertains to
the employee's primary appointment.

Displays the employee's alternate ID, if any.

Displays the prefix, if any, to the employee's name (i. e., Mr.,
Ms., or Mrs.).

Displays the employee's first name.

Displays the employee's middle name, if any.

Displays the employee's last name.

Displays the employee's name suffix (e. g., Jr., Sr., etc.), if any.

Displays the date the employee information became effective.

Displays the date the employee information expired.

Displays the date the information was updated.

Displays the date of the employee's original appointment.

Displays the time the information was updated.

Displays the Master Table Interface (MTI) transaction number

that was assighed to the change made to the employee window.

Displays the type of personnel action being effected. If a reason
for the personnel action was entered, it is also displayed.

Displays the employee's employment status.



Displa

Agency piay
Only

Displa

Organization piay
Only

Displa

Union Affiliation pay
Only

Displa

Position Number 'Spiay
Only

Displ

% Full Time Spray
Only

Displa

Table Driven Pay piay
Only

Displa

Step piay
Only

) Radio

EEO Full-time

Button

. Radio

Union Member

Button

Displa

ApplicantID pray
Only

Displa

Job Notice ID Ispray
Only
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Displays the agency (i. e., operating entity) to which the
employee reports.

Displays the organization to which the employee reports.

Displays the employee's union affiliation, if any.

If the Position Control Subsystem (PCS) is utilized, the position
number is used to verify authorizations and infer position
attributes for the appointment process.

Displays the percentage of time that the employee works full-

time in this position (title).

Indicates if the employee's base pay is driven by a table.

Displays the employee's step.

If the employee is considered full-time for EEO classification
purposes, Yes is indicated. Otherwise, No or Not Applicable is
indicated.

the employee is a union member, Yes is indicated. Otherwise,
No or Not Applicable is indicated.

If the Applicant Tracking Subsystem (ATS) is utilized, displays
the Applicant ID, if any.

If the Applicant Tracking Subsystem (ATS) is utilized, displays
the Job Notice ID, if any.

Employment Status Maintenance Log Detail Inquiry (QESD)/Dates

Purpose

The Employment Status Maintenance Log Detail Inquiry (QESD) provides a quick way to
scan a broad range of basic employee information. The information displayed on this
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window is entered through the Employment Status Maintenance (ESMT) window. Any
changes made on the Employee Status Maintenance (ESMT) window are logged on this
window. Note: Deleted Employment Status Maintenance (ESMT) window transactions are
shown with all employee information, except for the employee's pay parameters.
Employment Status Maintenance (ESMT) window transactions that are deleted using the
Undo action are shown with the Employee ID, Employee Name, Appointment ID, Original
Appointment Date, Update Time , Update Date , and MTI Trans Number fields displaying
data. All other information is blank, and a message indicating the assignment was deleted
is displayed. Selection Criteria is the Employee ID; however, all other fields may be entered
to access more specific information.

QESD Coding Instructions

E_Employment Status Maintenance Log Detail Inguiry M=l E
Employee D [040 - 71 - 0007 Appointment 1D I_ Altermate ID I

Frefix First tiddle Last Suiffis

| M5 |LITZI | | DEFFENBALIGH |

Effective Date ||:|5 A18 400 E=piration D ate |99 4939 /99 Original Appt Date IDE 217 200
Ilpdate Date ||:|5 A17 400 Ilpdate Time I‘I‘I:EE:EII:I MTI Tranz Mumber IEIEIEIE'I 7019333

Job Assignment | Dates | Azzignment Attributes I Pay Parameters I Certificate/Remarks I

[rate:

Frobation Start I 4 i Frobation End I i 4
FPay Progression I 4 4 Time Limit Contral I / 4
Benefits Progression IUE 217 200 Leave Progression IUE A17 200

Field Name Length Definition
DETAILS

. Display Displays the first date of an employee's probation, if
Probation Start .
Only applicable.

. Display Displays the last date of an employee's probation, if
Probation End .
Only applicable.
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. Display Displays the progression start date used in calculating table
Pay Progression

Only driven pay.
Benefits Display Displays the date used to calculate a rate for certain
Progression Only benefits, if applicable.

. Display Displays the date used to calculate the rate used for
Leave Progression
Only automated leave accrual.

Employment Status Maintenance Log Detail Inquiry (QESD)/Assignment
Attributes

Purpose

The Employment Status Maintenance Log Detail Inquiry (QESD) provides a quick way to
scan a broad range of basic employee information. The information displayed on this
window is entered through the Employment Status Maintenance (ESMT) window. Any
changes made on the Employee Status Maintenance (ESMT) window are logged on this
window. Note: Deleted Employment Status Maintenance (ESMT) window transactions are
shown with all employee information, except for the employee's pay parameters.
Employment Status Maintenance (ESMT) window transactions that are deleted using the
Undo action are shown with the Employee ID, Employee Name, Appointment ID, Original
Appointment Date, Update Time, Update Date, and MTI Trans Number fields displaying
data. All other information is blank, and a message indicating the assignment was deleted
is displayed. Selection Criteria is the Employee ID; however, all other fields may be entered
to access more specific information.

QESD Coding Instructions
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E_Employment Statuz Maintenance Log Detail Inguiry |_ O] =]
Employes (D 040 - 71 - 0007 Appaintrment |0 I_ Alternate D I
Prefix First bdiddle Last Suaffi
| M5 |LIT2I | | DEFFENBALIGH |
Effective Date ||:|5 A18 00 E=piration Date I'ElE' 493 /83 Original Appt Date IDE A7 200
IUpdate Date ||:|5 A7 00 Ipdate Time |11:55:EIIZI MTI Tranz Nurmber |EIEIEIE1 7019333
Job Aszighment I Dates Azsignment Attributes | Pay Parameters I Certificate/Remark.s I
Pozition dttribute
Paprall Murnber 300 Title I aooa12 Sub-title I 1 Azzignment Tupe
: & Pemanent
Pay Cl Time Cl |
ay Llass o ime Llass o Temporary
Civil Service Status I LIEP :
Cweride
Grade I
FPayp Palicy I Leave Palicy I Benefitz Palicy I
FLS& & Exempt  © Mon-exempt @ Mo Override FLSA Profile I

Field Name

DETAILS

Payroll Number

Title

Sub-title

Pay Class

Time Class

Civil Service
Status

Assignment
Type

Length

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Radio
Button

Definition

Displays the employee's payroll number.

Displays the employee's title.

Displays the employee's sub-title, if any.

Displays the employee's pay class.

Displays the employee's time class.

Displays the employee's civil service status.

The employee's type of assignment is either indicated as
Permanent, Temporary, or None.
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Display . S
Grade onl Displays the employee's grade override, if any.
nty
. Display . : . .
Pay Policy onl Displays the employee's pay policy override code, if any.
nty
. Display . . . .
Leave Policy onl Displays the employee's leave policy override code, if any.
nty
. . Display . . . . .
Benefits Policy onl Displays the employee's benefits policy override code, if any.
nty
FLSA Radio Displays whether the employee's FLSA eligibility has been
Button overridden.
. Display . . . .
FLSA Profile onl Displays the employee's FLSA profile override code, if any.
nty

Employment Status Maintenance Log Detail Inquiry (QESD)/Pay Parameters

Purpose

The Employment Status Maintenance Log Detail Inquiry (QESD) provides a quick way to
scan a broad range of basic employee information. The information displayed on this
window is entered through the Employment Status Maintenance (ESMT) window. Any
changes made on the Employee Status Maintenance (ESMT) window are logged on this
window. Note: Deleted Employment Status Maintenance (ESMT) window transactions are
shown with all employee information, except for the employee's pay parameters.
Employment Status Maintenance (ESMT) window transactions that are deleted using the
Undo action are shown with the Employee ID, Employee Name, Appointment ID, Original
Appointment Date, Update Time, Update Date, and MTI Trans Number fields displaying
data. All other information is blank, and a message indicating the assignhment was deleted
is displayed. Selection Criteria is the Employee ID; however, all other fields may be entered
to access more specific information.

QESD Coding Instructions
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E_Employment Statuz Maintenance Log Detail Inguiry |_ O] =]
Employes (D 040 - 71 - 0007 Appaintrment |0 I_ Alternate D I
Prefix First bdiddle Last Suaffi
| M5 fLITZ] | | DEFFENBALIGH f
Effective Date ||:|5 A18 00 E=piration Date I'ElE' 493 /83 Original Appt Date IDE A7 200
Update Date |E|5 A7 00 Update Timne |11:55:IZIIII MTI Tranz Nurmber |IIIIZIIIIE1 ¥019333
Job Aszighment I Dates I Agsignment Attributes Pay Parameters | Certificate/Remark.s I
Fay Type amk Incame Effective Date E «piration [ ate
| & | | i | 1
| « | P .
| e | } e
| « | P i B
Field Name Length Definition
DETAILS
Display . ,
Pay Type(1-4) ont Displays the employee's pay type.
nty
Radio Selects Amt if the pay rate is based on a specific amount. Selects
Amtand % . .
Button % if the payrate is based on a percentage.
| Display The amount ofincome is displayed if amount was selected. The
ncome
Only percentage of base pay is displayed if percent was selected.
Effective Date Display . .
Displays the date pay data became effective.
(1-4) Only
Expiration Display . .
Displays the date pay data expires.
Date (1-4) Only

Employment Verification Inquiry (QVER)
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Employment Verification Inquiry (QVER)/Pay Rate

Purpose

The Employment Verification Inquiry (QVER) window is used to display consolidated
employee information taken from the Employment Status Maintenance, Employee
Address, and Employee Attribute windows. Selection Criteria include Employee ID,
Appointment ID and Selection Date.

QVER Coding Instructions

E_Employment Yerification Inguiry M=l E

M arne | DEFFEMBAUGH, LITZ]
Employee 1D {040 - 71 - 0007 Appointment 1D ﬂ_ Selection D ate m
Last Perzannel ction | CHEON | CHMEG. COND. Lazt Personnel Reazon coz
Effective Date Im Expiration [ ate Im
Pav Rate | Emplovee Attibutes I Appaintment |nfarmation I Perzanal Infarmation I

Annual Hours Im Annual B ate Im
Hourz Per Day Iw Percent FTE IW
Base Rate Iw Armount B azis IF'_
Pay Policy o Grade A23
Step IF—
Current Selection ear Frewvious Selection v'ear
Baze IW Baze Tatal Iﬁ Baze Iﬁ Baze Tatal I .00
Gross Iﬁ Gross Taotal Iﬁ Gross Iﬁ Grozs Total IW

Field Name Length Definition

HEADER
N Display Displays the employee's full name (last name, first name, and
ame
Only middle initial).
EmployeeID 10 Required. Enter the employee's social security number.
Optional. If the employee holds more than one position, an
Appointment ’ Appointment ID is assigned to an employee to identify secondary
ID

appointments. If you leave this field is blank, the displayed
employee data pertains to the employee's primary appointment. If



Selection Date

Last Personnel
Action (1-2)

Last Personnel
Reason

Effective Date

Expiration Date

DETAILS

Annual Hours

Annual Rate

Hours Per Day

Percent FTE

Base Rate

Amount Basis

Pay Policy

Grade

6
Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only
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you enter an ID in this field, the employee data pertains to the
identified secondary appointment.

Optional. Enter the date for which you want to view employee
data. This field defaults to the system date.

Optional. Enter the date for which you want to view employee
data. This field defaults to the system date.

Displays the last personnel action taken on the employee. Both
the code and description are displayed.

Displays the date the assignment became effective.

Displays the date the assignment expires.

Displays the average number of hours the employee has been
slated to work in the selection year.

Displays the employee's annual salary.

Displays the average number of hours the employee works per day
for the given assignment.

Displays the percentage of full time the employee works.

Displays the employee's base rate of pay.

Displays the amount basis for the base rate (i.e., annual, hourly,
weekly, and daily).

Displays the employee's pay policy.

Displays the employee's grade.



Step

Base

Base Total

Gross

Gross Total

Base

Base Total

Gross

Gross Total

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only
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Displays the employee's step.

Displays the year of the selection date.

Displays the employee's total base pay for the selection year.

Displays the year of the selection date.

Displays the employee's total gross pay for the selection year.

Displays the year previous to the selection year.

Displays total base pay for the year previous to the selection year.

Displays the year previous to the selection year.

Displays the total gross pay for the year previous to the selection
year.

Employment Verification Inquiry (QVER)/Employee Attributes

Purpose

The Employment Verification Inquiry (QVER) window is used to display consolidated

employee information taken from the Employment Status Maintenance, Employee
Address, and Employee Attribute windows. Selection Criteria include Employee ID,

Appointment ID and Selection Date.

QVER Coding Instructions
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E_Employment Yerification Inguiry |_ O] =]
M ame | DEFFENBAUGH, LITZ!
Emploves 1D {040 - 71 - 0007 Appaintrment 10 I_ Selection Date IU? 219 /00
Lazt Perzsonnel Action | CHEOM | CHHG. COND. Last Personnel Reason coz
Effective Date IDE 218 200 Expiration [ ate IEE 489 99
PayRate | Employee Attibutes | Appaintment |nformaticn I Perzanal |nfarmation I
Title goo412 Sub-title IT | OFFICE OF ADMINISTRATION
Agency a0 Crganization | 2350 | DY OF PERSEMMEL
E mployment Status I'I_ |.-5-.ETI"»-"E Payp Clazs FPES
Deduction Paolicy I STAMND Wiork, Location JEMWw
Leave Policy I STAMD FLSA Profile I
Nk fember Union |
Civil Service Dezcription | LER MERIT
Field Name Length  Definition
DETAILS
. Display . L
Title Displays the employee's title.
Only
. Display . ‘ .
Sub-title (1-2) Displays the employee's subtitle.
Only
Display . ‘
Agency Displays the employee's agency.
Only
_ Display . , .
Organization (1-2) onl Displays the employee's organization.
nty
Employment Display . ‘
Displays the employee's employment status.
Status (1-2) Only
Display . ‘
Pay Class Displays the employee's pay class.
Only
, : Display . , , :
Deduction Policy Displays the employee's deduction policy.

Only



Work Location

Leave Policy

FLSA profile

Union Member

Union

Civil Service
Description

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only
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Displays the employee's work location.

Displays the employee's leave policy.

Displays the employee's FLSA profile code.

If the employee is a member of a union, this field is
selected; otherwise, the field is not selected.

If the employee belongs to a union, the union description is
displayed.

Displays the employee's civil service status description.

Employment Verification Inquiry (QVER)/Appointment Information

Purpose

The Employment Verification Inquiry (QVER) window is used to display consolidated
employee information taken from the Employment Status Maintenance, Employee
Address, and Employee Attribute windows. Selection Criteria include Employee ID,
Appointment ID and Selection Date.

QVER Coding Instructions
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E_Employment Yerification Inguiry |_ O] =]

M ame | DEFFENBAUGH, LITZ!

Emploves 1D {040 - 71 - 0007 Appaintrment 10 I_ Selection Date m
Last Perzannel Action | EHEDON | CHME. COND. Lazt Personnel Reazon coz

Effective Date E=piration Date Im

Onginal Appointment D ate

Pay Rate Employes Attibute

Leave Progression Start D ate

Pay Frogression Stark D ate
Alternate Appointments

IEIE 218 200

g

IEIEI £ 02 Semvice Hours
IEIEI £ 2
I Fi

I
s

Appaintment |nfarmaticn

IEIE 217 20 Elapszed Time
IEIE A17 200 | Elapzed Time
I e Elapzed Time

Perzanal |nfarmation

Employment  Appointment Sub-title Effective E spiration
Statug n] Title Sub-tile  Description D ate D ate

1

2

3

4

1| | 3

Field Name Length Definition
DETAILS

Original Appointment Display

Date Only
Displa
Elapsed Time piay
Only
Displa
Service Hours piay
Only
Leave Progression Display
Start Date Only
Displa
Elapsed Time piay
Only

Pay Progression Start Display
Date Only

Display

Elapsed Time
Only

Displays the employee's title.

Displays the employee's subtitle.

Displays the employee's agency.

Displays the employee's organization.

Displays the employee's employment status.

Displays the employee's pay class.

Displays the employee's deduction policy.



Display
Employment Status
Only
Displa
Appointment ID piay
Only
Displa
Title piay
Only
Displa
Sub-title piay
Only
. ... Display
Sub-title Description
Only
Displa
Effective Date piay
Only
Displa
Expiration Date pray
Only
Displa
Base Pay Rate piay
Only
Displ
Amount Basis piay
Only
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Displays the employee's work location.

Displays the employee's leave policy.

Displays the employee's FLSA profile code.

If the employee is a member of a union, this field is
selected; otherwise, the field is not selected.

If the employee belongs to a union, the union description
is displayed.

Displays the employee's civil service status description.

Displays the date the assignment for the appointment
summarized in the line expires.

NOTHING IN FIELD HELP

NOTHING IN FIELD HELP

Employment Verification Inquiry (QVER)/Personal Information

Purpose

The Employment Verification Inquiry (QVER) window is used to display consolidated

employee information taken from the Employment Status Maintenance, Employee

Address, and Employee Attribute windows. Selection Criteria include Employee ID,

Appointment ID and Selection Date.

QVER Coding Instructions
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M ame |DEFFENEK-‘«LIGH, LITZ
Emploves 1D {040 - 71 - 0007 Appaintrment 10 I_ Selection Date IU? 219 /00
Lazt Personnel &ction ||:H COomM ||:HNI3_ COMD. Last Perzonnel Reason cnz
Effective Date IDE 218 200 Expiration [ ate IEE 489 99
Pay Rate I Employes Attibutes I Appaintment |nformaticn ! Personal |rfarrnation i
DateofBith | /7 / Age |
Addre
|
|
City | State I
Zip I : Country I
Phane | ] ; Ext |
Field .
Length Definition
Name
DETAILS
Date of Display . .
) Displays the employee's birthdate.
Birth Only
Display .
Age Displays the employee's age.
Only
. If the employee's mailing address and home address differ, the
Address Display o o ]
mailing address is displayed. Otherwise, the employee's home
(1-3) Only o
address is displayed.
. Display . .
City Displays the employee's city.
Only
Display .
State Displays the employee's state.
Only
. Display . .
Zip Displays the employee's zip code.

Only



Displa
Country Py
Only
Displa
Phone pLay
Only
Displa
Ext play
Only

Error Message (ETAB)

Purpose
NO HELP FILES AVAILABLE

ETAB Coding Instructions

Displays the employee's country.

Displays the employee's phone number.

Displays the employee's phone extension.
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E_Error Message [_ [O] x]

Error
Code Severty  Ovemde  Program Error bMeszage

1 |f SCRMCHTL BAD PROFILE ID

2 SCRMCHTL LEAF TOCRT MNOT IN PROFILE

3 SCRMCHTL RELQUIRED SCREEMS MOT PROCESSED

4 SCRMCHTL EMD OF SCREEN SERIES REACHED

5 SCRMCHTL EMD OF PROFILE REACHED

G SCRMCMTL  PLEASE EMTER REQUIRED DATA,

7 SCRMCHTL  INWALID FUMCTION

a SCRMCHNTL  PREWVIOUS UPDATE SUCCESSFUL

9 SCRMCHTL CRTID WOT DEFIMED

10 || +5C10 SCRMCHTL CRT READY FOR DATAEMTRY

11 +5C11 SCRMCHTL PROFILE IN USE

12 || +5C12 SCRMCHTL SECURITY ERROR

13 || +5C132 SCRMCHTL CRT READY FOR DATA CHAMGE

14 || +5C14 SCRMCHTL  SAWE FUMCTION MOT SUCCESSFUL

Field Name LengthDefinition

ErrorCode 5
Severity 1

Override 2
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Program 8

Error Message 30

Error Message Explanation (EMEX)

Purpose
NO HELP FILES AVAILABLE

EMEX Coding Instructions

E_Error Meszage Explanation M=l E3
EmorCode  [+5C01 ErmorMessage | BAD PROFILE ID
E =planation

The Profile [FROF] T able entry far the screen, which 1=

waz either defined in the Format Definition for T ables
[FORT] table or overidden in the GTP, cannot be found.

-
4| |

Field Name LengthDefinition

Error Code 5
Error Message 30

Explanation 17x60

Ethnicity (ETHN)



Purpose
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The Ethnicity (ETHN) window defines the codes which identify the different possible ethnic

background codes of employees and applicants.

ETHN Coding Instructions

E_ Ethnicity M [=]
Effective E =piration Shaort
Ethricity  Date Date Dezcrption Long Deszcription
1 A 0o 20 9335939 ASlaMNPACIF ASlaMNPACIFIC 1ISLAMNDER
2 B 010120 9335939 BLACE, BLACE,
3 H 010120 9335939 HISPAMIC HISPAMIC
4 I 010120 9335939 AMERICAM IND AMERICAM IMDIAM
4] ] 010120 9335939 UMEMDWHN UMEMOWMN-PP TRACKING USE OMLY
E W 010120 9335939 WHITE WHITE
7
a
9
10
11
12
13
14
15

Field Name LengthDefinition

Ethnicity 1

Effective Date 6

Expiration Date 6

Short

. 12
Description
Lon

& a0
Description

Required. Enter the ethnicity code you are adding, changing or

expiring.

Required. Enter the date the entry becomes effective.

Default is 99/99/99. Enter the last date the information is in effect.

Required. Enter the new or changed short description of the

ethnicity code.

Default is Short Description entry. Enter the new or changed long

description of the ethnicity code.

Evaluation Type (ETYP)

Purpose
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The Evaluation Type (ETYP) window defines the codes which describe the types of reviews

employees can receive during an evaluation period, such as a salary review or a

performance review.

ETYP Coding Instructions

E_Evaluation Type M=l E

E valuation Effective E spiration Short
T D ate D ate D escription Long D ezcription

T

2

3

4

4]

B

7

a

q

10

11

12

13

14

15

Field Name LengthDefinition

Evaluation
Type

Effective Date 6

Expiration
Date

Short
Description

Long
. 30
Description

Required. Enter the evaluation code you are adding, changing, or
expiring.

Required. Enter the date the information becomes effective.

Default is 99/99/99. Enter the last date the information is in effect.

Required. Enter the new or changed short description of the
evaluation type code.

Default is Short Description entry. Enter the new or changed long
description of the evaluation type code.

Event Category (CATG)



Purpose
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The Event Category (CATG) window defines and identifies the types of categories including

pay, deduction, and leave events. The category is also used for pay and deduction reporting

purposes (e.g., W-2 and 941 reporting) and check printing. In addition, this window defines

how events are summarized and stored on the employee’s records, how the leave category

balances are calculated (i.e., year-to-date, inception-to-date, etc.), and how the leave

category amounts are defined (i.e., hourly, daily, etc.).

CATG Coding Instructions

E_Event Category _ |O]
Cateqgary I REGLR

Effective D ate

Short Deszcription | REGULAR Pay

Event Type | Pav Tupe

Leave Definition

Lonhg Descriptiaon
=l

Leave Category Calculation

|EI1 A4 20 0 Espiration Date IEIEI 493 /99

| REGULAR Pay

¥ Store Weekly Pay Totals

= wieek i~ |nception to Date

" Day ™ Yearto Date

= Hour i~ Leave vear to Date

& Mot Applicable &+ Mot &pplicable
Check Leave Balance  Yes O Mo 0% WA Check Frint Sequence |1_
Priet Infarmation on Check O Yes O Mo e pAn Fezerve Accrual Pay Type I
Fringe Pay Type o Yes 8 Mo 0 MAA Reserve Payout Pay Tepe I
Include in Subject Gross = Yes Mo F MM

Field Name Length Definition

Category 5

Effective
Date

Expiration
Date

Short
Description
Long

o 30
Description

Required. Enter the category code that is being changed, added,

or expired.

Required. Enter the date the entry becomes effective.

Optional. Enter the date the entry expires. Default is 99/99/99.

Required. Enter the new or changed short description of the

category code.

Optional. Enter the new or changed long description of the
category code. Default is the Short Description entry.



EventType 1

Leave Radio
Definition Buttons

Leave .
Catego Radio
r
g y Buttons
Calculation
Store Weekly
Checkbox
Pay Totals
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Required. Select the value that indicates the type of event

represented in this field. Valid values are:

Pay Type [P]
Leave Type [L]
Reimbursable Expenditure [R]

FLSA Pay Type [F]

payment.

Deduction Type [D]

For events representing the FLSA premium

Conditional. Required if Event Type is Leave Type [L]. Select a
value to indicate that leave category amounts are in weeks, days
or hours. Default is Not Applicable [blank]. Valid values are:

Week [W]

Not Applicable [blank]

Conditional. Required if Event Type is Leave Type [L]. Select a

value to indicate how this category’s balance is calculated.

Defaultis Not Applicable [blank]. Valid values are:

Inception to Date [ID]
Year to Date [YD]
Leave Year to Date [LY]

Not Applicable [blank]

Optional. Select [Y] to store weekly pay totals for this category.
Clear [N] otherwise. If Event Type is Deduction Type [D],
or Leave Type [L], this field can not be selected [N must be

entered]. Default is cleared [N].



Check Leave Radio

Balance Buttons
Print .
) Radio
Information
Buttons
on Check

Fringe Pay Radio

Type Buttons
Includein .
] Radio

Subject

Buttons
Gross
Check Print
Sequence
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Conditional. Required if Event Type is Leave Type [L]. Select Yes
[Y] if balance condition checking is to be performed for a leave
type category. Select No [N] if balance condition checking is not
to be performed. Default is N/A [blank].

Conditional. Required if Event Type is Deduction Type

[D] or Leave Type [L]. Select Yes [Y] if the current amount and
year-to-date summary amount for the category should be printed
on the employees’ checks. Select No [N] if the current amount
and year-to-date summary amount for the category should not be
printed on the employees’ checks. Default is N/A [blank].

Conditional. Required if Event Type is Pay Type [P],
Reimbursable Expenditure [R], or Deduction Type [D].
Select Yes [Y] if the category is an employer paid fringe benefit.
Select No [N] if the category is not an employer paid fringe
benefit. Default is N/A [blank].

Optional. Select Yes [Y] if the fringe pay category is to be
included in subject gross for purposes of tax withholding.

Select No [N] if the category is not to be included. Default is N/A
[blank].

Required. Enter a one or two character code (e.g., 01 or 02) to
designate the print processing order within each category type.

Note: The Reserve Accrual Pay Type and the Reserve Payout Pay Type fields cannot be
entered until the appropriate pay events have been established on the Event Type (EVNT)
window. These pay events must have Cost Accounting set to R (reserve accounting) and

the same code in the Category field.

Reserve
AccrualPay 5

Type

Reserve
Payout Pay 5

Type

Optional. Enter the pay type code to indicate which pay type is
used to accrue reserve pay.

Optional. Enter the pay type code to indicate which pay type is
used to pay out reserve amounts.
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Event Type (EVNT)

Purpose

The Event Type (EVNT) window defines and identifies pay and leave events such as regular
pay and leave without pay. The event codes are primarily used on time and leave
transactions.

EVNT Coding Instructions

E_Ewent Type =] B3
Event Tupe I,&.DDHH
Effective D ate |E|1 A01 420 E=piration [1ate |99 293 /93
Event Type D | Pay =] Cateqgaony I REGLR E zpetize Categony I REGLR
Short Dezcription IADDNL HOURS Long Description I.-'l'-.DDlTIEIN.-'i‘-.L HOURS
Pavw Event Info | Addtl Pay Event [nfa I Leave Event Info I Additional Ihfa I
Fay Input Units & Time ¢ Daollars  Units " Mot Applicable
[T Include in Service Hours Fap Acceptance Prionty Mumber I 1
Employer Paid Fringe CiYe: 0 Na O NMA System Generated Pay
Acept Megative Pay Parameters Clver O MNa 50 WA % Exclude Event
Usze Pay Palicy Event Tope Rate C Ye: O Mo M " Includs Event
" Mot Applicable
wWithholding Subject ta Store Pay Results at
™ Flat Tax - Al Payrallz % Component Level Fay Frequencie
i~ tdarginal Tax - Regular, Replace, Advance = fhggregate Level | | | | |
% tdarginal Tax - Al Payralls i~ Mot Applicable
Field Name Length  Definition

Required. Enter the code to identify a pay, leave, or other
payroll event (for example, REGLR for Regular Pay). Event

Event Type 5 . . .
codes are used on transactions to identify the pay or leave the
system is processing.

Effective Date 6 Required. Enter the date the entry becomes effective.

Optional. Enter the last date the information is in effect.

Expiration Date 6 .
Default is 99/99/99.

Required. Enter one of the following codes to identify the

—

Event Type ID
event type:
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e Pay|[P]

e Leave[l]

e Reimbursable Expenditure [R]
e FLSA Pay[F]

Required. Enter the category code into which units and
amounts associated with this event are summarized. Refer to
the Event Category (CATG) window for valid values. An event is
summarized to only one category.

Category 5

Conditional. This field is required for pay events, it must be
blank for all other event types. Enter the appropriate code to
indicate where the expense category event should be
Expense charged. Refer to the Expense Category (PEXP) window for
Category valid values. Pay Input Definition on the Expense Category
(PEXP) window must match that on the Event Type (EVNT)
window (i.e., time, leave, reimbursable expenditure, or FLSA
pay based).
Short 19 Required. Enter the new or changed short description of the
Description event code.
Optional. Enter the new or changed long description of the

Long Description 30 . o
event code. Default is the Short Description entry.

Conditional. Required if Event Type is Pay [P],
Reimbursable Expense [R], or FLSA Pay [F]. Not allowed
otherwise. If the Event Type field is Leave [L], this field
defaults to Not Applicable [blank]. Enter the appropriate
code to define the input units for this pay event. Valid values

are:
Radio

Pay Input Units Buttons « Time[T]

e Dollars [D]
o Units [U]
e NotApplicable [blank]

Note:



Include in
Service Hours

Pay Acceptance
Priority Number

Employer Paid
Fringe

Accept Negative
Pay Parameters

Use Pay Policy
Event Type Rate

System
Generated Pay

Checkbox

Radio
Buttons

Radio
Buttons

Radio
Buttons

Radio
Buttons
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Verify that the value selected in this field is appropriate for the
assigned Expense Category. Otherwise, an error is issued.

Optional. Select [Y] if the pay eventis to be included in the

service hours calculation. Clear [N] if the pay event is not to
be included in the service hours calculation. Selected [Y] is
only valid if Pay Input Units is Time [T] and Pay Event

Type is Pay [P]. Default is cleared [N].

Conditional. Required if Event Type is Pay [P],
Reimbursable Expense [R], or FLSA Pay [F]. Enter the two-
digit number, which indicates the processing priority for pay
events if a negative condition occurs during gross-to-net. Pay
transactions are backed out with the highest number backed
out first (for example, 5 is backed out before 1).

Conditional. Required if Event Type is Pay [P],
Reimbursable Expense [R], or FLSA Pay [F]. Must be blank
if Event Type is Leave [L]. Select Yes [Y] if the eventis an
employer paid fringe. Otherwise, select No [N].

Conditional. Required if Event Type is Pay [P], Pay Input
Units is Dollars [D], and Employer Paid Fringe is No [N].
Otherwise, if all three of these conditions are not met, this
field must be No [N] or N/A [blank]. If all these conditions are
met, and if a pay parameter using this event can be setup as a
negative amount, select [Y].

Conditional. Required for non-leave events. Defaults to N/A
[blank] for leave events. Select Yes [Y] to indicate pay
resulting from the event should be calculated using a pay rate
set up for each pay policy on the Pay Event Type (PPET)
window. Select No [N]if it should not be calculated using a
pay rate set up for each pay policy on the Pay Event Type
(PPET) window.

Optional. Required if Event Type is Pay [P], Reimbursable
Expense [R], or FLSA Pay [F]. Defaultis Not Applicable
[blank]. Valid values are:
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e Exclude Event[Y]

o The eventisto be excluded from system-
generated pay for the exception pay employee.

e Include Event [N]

o Theeventisto beincluded in system-generated
pay for the exception pay employee.

e NotApplicable [blank]

o Canonly be selected if Event Type is Leave [L].

Required. Enter the type of withholding to be taken on the pay
event. Default is Marginal Tax — All Payrolls [N]. Valid values
are:

o Flat Tax - All Payrolls [Y]
o Allow flat tax on the pay event in all payroll runs.

e Marginal Tax - Regular, Replace, Advance [N
Withholding  Radio g g P [N]

Subject To Buttons o Allow marginal withholding on the pay eventin
an advance, regular, or replacement run. Flat
tax is taken in by-pay-type, multiple-by-pay type
or retro supplemental runs.

e Marginal Tax - All Payrolls [S]

o Allow marginal rates to be used on the pay
event in any payroll run.

Optional. Required if Event Type is Pay [P], Reimbursable
Expense [R], or FLSA Pay [F]. Select a value to identify the
component calculation level. Default is Not Applicable

[blank]. Valid values are:
Store Pay Results Radio
At Buttons e ComponentlLevel [O]

o The processing results are stored at the
component level.

o Aggregate Level [A]



Pay Frequencies 2

Include Eventin Radio
FLSA Calculation Buttons

% Hours 5
Included in FLSA
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o The processing results are stored at the
aggregate level.

e NotApplicable [blank]

Conditional. This field must be left blank if the Pay Input
Units is not Dollars [D], or Employer Paid Fringe is Yes [Y].
These two-character codes, defined on the Pay Frequency
(PAYF) window, indicate the frequency with which the event
should be paid for weekly, biweekly, semimonthly, monthly,
and annually paid employees. If this field is blank, the event is
generated each pay period.

Note: The same two-character code(s) must be appearin
the Pay Event Frequencies field on the Pay Cycle (CYCL)
window for the pay periods in which the pay type should be
generated.

Conditional. Required if Event Type is Pay [P],
Reimbursable Expense [R], or FLSA Pay [F]. Must be Not
Applicable [blank] if Event Type is Leave [L]. Valid values
are:

e Yes[Y]

o Indicates that the event should be included in
the FLSA pay calculation.

e No[N]

o Indicates that the event should not be included
in the FLSA pay calculation.

e NotApplicable [blank]

Optional. Enter the percentage of input hours that is counted
towards the employee’s hours worked for FLSA purposes. For
example, regular time worked would be multiplied by 100%
while a shift differential on top of time worked would be
multiplied by 0%.



FLSA Min Wage

6
Rate
% Pay Included 6
in FLSA
Use Exception
Eventsin Checkbox
Contract Pay
Use Positive
Eventsin Checkbox
Contract Pay
Use Adjustment
Eventsin Checkbox
Contract Pay
Use Eventsin
Checkbox

Reserve Pay

Time Category 5

Cost Accounting 1
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Conditional. Optional if Event Type is FLSA Pay [F];
otherwise, leave this field blank. Enter the FLSA minimum
hourly rate.

Conditional. Required if Event Type is Pay [P],
Reimbursable Expense [R], or FLSA Pay [F]. Enter the
percentage of dollars for the pay type that is counted toward
FLSA dollars for determining the average hourly wage.

Optional. Select [Y] if exception pay events should be
included in contract pay processing. Clear [N] if exception pay
events should not be included in contract processing.

Optional. Select [Y] if positive pay events should be included
in contract pay processing. Clear [N] to indicate positive pay
events should not be included in contract pay processing.

Optional. Select [Y] if contract adjustment pay events should
be included in contract pay processing. Clear [N] if contract
adjustment pay should not be included in contract pay
processing.

Optional. Select [Y] if this pay event should be included in
reserve pay processing. Clear [N] if this pay event should not
be included in reserve pay accrual or reserve pay processing.

Conditional. If Pay Input Units is Time [T], enter a time
category code. This code specifies the accounting attributes
assigned to any overtime hours worked under this pay type.
Refer to the Time Category (TIMC) window for valid values.

Optional. Enter one of the following codes to define which
override is used:

e No Override [N]

o No Accounting attributes are specific to this
event.

o Object/Sub-Object [O]



Labor
Distribution
Agency

3
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o The expense associated with this event will
always be posted to the object and sub-object
for this entry.

o Labor Distribution Profile [P]

o This event will always be posted to the labor
distribution profile assigned to this entry.

e Obj/Sub-0Obj - Unless Document Override [U]

o This event will be posted to the object and sub-
object assigned to this entry unless overrides
are entered on a timesheet document.

o Labor Dist Profile - Unless Document Override [V]

o This event will be posted to the labor
distribution profile assigned to this entry unless
overrides are entered on a timesheet
document.

e Reserve Pay/Accrual Accounting [R]

o This eventis areserve accrual or payout event
which requires the entry of a balance sheet
account code.

o Exclude from Accounting Interface [E]

o Exclude this event from the General Ledger
Interface process.

e NotApplicable [blank]

o Thisfield is not applicable to this event type.

Conditional. Required if Cost Accounting is Labor
Distribution Profile [P] or Labor Dist Profile — Unless
Document Override [V]. Optional otherwise. Enter the
agency code to which the labor expense should be
distributed. Refer to the Labor Distribution Profile

(LDPR) window for valid values. If this information is entered,



Labor

Distribution 5
Profile

Object/Sub 4/2

Balance Sheet
Account

Pay Event 5

Sign/Override 1/1

Radio
Usage vs Accrual
Buttons
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the system overrides the employee’s normal accounting
attributes and uses the ones specified here for this event type.

Conditional. Required if Cost Accounting is Labor
Distribution Profile [P] or Labor Dist Profile — Unless
Document Override [V]. Enter the override labor distribution
profile code for this event. Refer to the Labor Distribution
Profile (LDPR) window for valid values. If this information is
entered, the system overrides the employee’s normal
accounting attributes and uses the ones specified here for
this event type.

Conditional. Required if Cost Accounting is Object/Sub-
Object [O] or Obj/Sub-0Obj - Unless Document Override
[U]; otherwise, leave blank. Enter the override object and sub-
object codes to which this event is charged. If this information
is entered, the system overrides the employee’s normal
accounting attributes and uses the ones specified here for
this event type.

Conditional. Required if Cost Accounting is Reserve
Pay/Accrual Accounting [R]. This account indicates
expenses that have been recognized but not yet paid.

Optional. Enter the pay event, if the leave event being defined
also generates pay (for example, vacation leave also
generates vacation pay). This field is for positive-paid
employees who may be eligible for this leave event.

Conditional. Required if a value is entered in Pay Event for
positive pay employees. If a leave event generates a payment
resulting in a positive pay rate, enter + (plus). If negative
enter — (minus). Valid values are + (plus), -

(minus), and blank.

Conditional. Required if Event Type is Leave [L]. If Event
Type is Pay [P], Reimbursable Expenditure [R], or FLSA Pay
[F], this field defaults to Not Applicable [blank]. Indicate
whether this leave event increases of decreases a leave
balance. Valid values are:



R
Leave Input Units

Pay Event

Sign/Override

Pay Event

Sign/Override-2
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Buttons

1/1

1/1

Page | 316

e Accrual[A]

o Ifthis eventincreases a leave balance.
e Usage[U]

o Ifthis event decreases a leave balance.
e N/A[blank]

Conditional. Required if Event Type is Pay [P],
Reimbursable Expenditure [R], or FLSA Pay [F], this field
defaults to Not Applicable [blank]. Select a value to define
the leave input units to be used for the leave event. Valid
values are:

Week [W[

Hour [H]

Day[D]

N/A [blank]

Optional. Enter the pay event type that is used to generate a
pay event for an exception pay employee when the leave
eventis processed.

Conditional. Required if a value is entered in Pay Event for
exception pay employees. Valid values are + (plus), -
(minus), and blank.

Optional. Enter the pay event type, which is used to generate
a pay event for an exception pay employee when the leave
event is processed. For example, a vacation pay leave event
for an exception pay employee requires generation of both a
backout for the base pay event and a positive pay event to give
the employee vacation pay instead.

Conditional. Required if a value is entered in the second Pay
Event field for exception pay employees. Valid values are +
(plus), - (minus), and blank.
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Optional. Enter the identification codes of the windows that
Valid Windows 4 can use the Event Type code (e.g., CPER for Current Period
Timesheet).

. Optional. Enter the appropriate code for each field. All ten
User Fields 5 . . . .
fields are optional fields and none are edited.

Expense Category (PEXP)

Purpose

The Expense Category (PEXP) window defines the codes which identify the expenses that
are found on an expense budget for various budget levels.

PEXP Coding Instructions

E_Expense Category [_ |O0]

Expense Effective E wpiration Short Pay Input  Budoget
Categary  Date D ate Dezcrption Long Description Definition Lewvel
1 FRMNGE 0101 20 935993 FRINGES FRINGE PAYMEMTS D P
2 REGLR 0101 20 995993 REGULAR REGULAR PAYMEMTS T P
K] REGLZ 0101 20 935993 REGULAR REGULAR FOR DOLLAR BASED PAY D P
4 REGL3 0101 20 935993 REGULAR REGULAR FOR UMIT BASED PAY il P
| —
B
7
a
|
10
11
12
13
14

Field Name LengthDefinition

Expense Required. Enter the expense category code you are adding, changing,
Category or expiring.
Effective

Dat Required. Enter the date the information becomes effective.
ate



Expiration
Date

Short
Description

12

Long
Description

30

Pay Input
Definition

Budget Level 1
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Default is 99/99/99. Enter the last date the information is in effect.

Required. Enter the new or changed short description of the expense
category code.

Default is Short Description entry. Enter the new or changed long
description of the expense category code.

Conditional. If the Position Control Subsystem (PCS) is utilized, this
field is required for pay events; it must be blank for all other event
types. If your site does not use the Position Control Subsystem (PCS),
leave this field blank. Enter the appropriate code to indicate where
the expense category event should be charged. Valid values are
located on the Expense Category (PEXP) window. Pay Input Definition
on the Expense Category (PEXP) window must match that on the
Event Type (EVNT) window (i.e., time, leave, reimbursable
expenditure, or FLSA pay based).

Required. Enter the new or changed short description of the event
code.

Extended Agency (AGYX)

Purpose

The Extended Agency (AGYX) window is used to provide information for EEO reporting
purposes including the EEO Function and EEO Report Type on which the employees in the
agency should be reported. It is also used for retroactive pay and multiple employer
functions. It provides information about whether organization level budgeting is required

for position control.

AGYX Coding Instructions
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E_Extended Agency [_ (O]
Agency 200 Organization 2350
Effective D ate IEI? A20 400 E =piration D ate IEIEI 493 /93
EED Function I m EEQ Ermplayer |1_
T aring Enfity I E arliezt Retroactive Pay Date I £ /
Check Distribution EEQ Report Type Organizatian within Position Cantral

= Home = EEO4 = Organization Mat Alowed

™ Pay Location " EEOS ' Organization Fequired

¥ Pay Address = EEOE & b ot Applicable

& Mot Applicable

Field Name Length Definition

Required. Enter the agency code if adding or changing EEO and
Agency 3 position control information. Refer to the Agency Index (AGCY)
window for valid values.

Optional. Enter the organization code within the agency if adding
Organization 4 or changing EEO and position control information. Refer to the
Organization Index (ORGN) window for valid values.

Effective Date 6 Required. Enter the date this entry becomes effective.
Expiration 6 Optional. Enter the last date this information is in effect. Default
Date is 99/99/99.

Required. Enter the EEO function code which applies to the
EEO Function 2 agency/organization combination. Refer to the EEO Function
(EEOF) window for valid values.

Optional. Enter the EEO employer code which identifies the
EEO Employer 1 employer. Refer to the EEO Employer Information (EEOE) window
for valid values.

Conditional. Optional if organization is not entered. Enter the
Taxing Entity 5 taxing entity code. Refer to the Tax Entity Information (TXEN)
window for valid values.



Earliest
Retroactive
Pay Date

Check
Distribution

EEO Report
Type

Organization
Within Position

Control
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Optional. Enter the earliest date that pay can be retroactively

6
processed for this agency.
Optional. Select a value to designate where all pay checks in this
agency are sent. This code overrides the Check Distribution field
on the Agency Specific and Accounting Data (AGYS) window.
Default is Pay Address [blank]. Valid values are:
Radio e Home[1]
Buttons .
e Pay Location [2]
e Pay Address [blank]
o Value on Agency Specific and Accounting Data
(AGYS) is used.
Conditional. Selection is not allowed if Organization has been
entered; an EEO4 report type is assumed in EEO Processing.
Select the value to indicate the standard EEO report type on which
the agency/organization employee is reported. Default is Not
Applicable [blank]. Valid values are:
Radio « EEO4[4]
Buttons
e EEO5][5]
e EEO6[6]

o Includes agency on the Fall Staff Survey.
e NotApplicable [blank]

Optional. Select a value to indicate whether the organization is
required or not allowed for position control budgeting. Default

is Not Applicable [blank]. Valid values are:
Radio

Buttons o Organization Not Allowed [N]

o Organization is not allowed for position control for
this agency. This value is only valid when using
Position Control and the parameter ORGANIZATION
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WITHIN POSN CNTL on the Site Specific
Parameters (SPAR) window has a text value of O.

e Organization Required [R]

o Organization is required for position control
purposes for this agency. This value is only valid
when using Position Control and the
parameter ORGANIZATION WITHIN POSN CNTL on
the Site Specific Parameters (SPAR) window has a
text value of O.

e NotApplicable [blank]

If not using Position Control, select Not Applicable [blank].
Select Not Applicable [blank] if using Position Control, but the
parameter ORGANIZATION WITHIN POSN CNTL on the Site
Specific Parameters (SPAR) window has a text value of Y or N.

Extended Employment Status Reporting (EMPX)

Purpose

The Extended Employment Status Reporting (EMPX) window defines which employment
status codes are to be included in the Fall Staff Survey (EEO-6), IPEDS, and AAUP reporting.
This window also identifies whether or not employees with this employment status: are on
extended leave or sabbatical, should be included in the tenure rollover process, and should
be included in the campus phone directory.

EMPX Coding Instructions
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E_Extended Employment Statuz Reporting

|1_
[07 /20 /00

| ACTIVE

| ACTIVE EMPLOYEE

Employrment Status
Effective D ate
Shaort Description

Long Dezcription

[ Include in EED-F

[ On Sabbatical / Leave

=] E3

|E|E| /93 /99

E spiration Date

[ Include in IPEDS

™ Include in Tenure Rollover ™ Include in Phone Directony

Include Report Mame
1] 2 | 3| 4| 5 |
5 | 7 g | g | 10 |
Ilzer Flag Lzer Field
' s m ' . 1] 2 |
Field Name Length Definition
Employment 1 Required. Enter the employment status code. Valid values
Status are located on the Employment Status (EMPS) window.
. Required. Enter the date this extended employment status
Effective Date 6 . . .
information becomes effective.
o Default is 99/99/99. Enter the date this extended
Expiration Date 6 . . .
employment status information expires.
o Required. Enter short description to describe this extended
Short Description 12 . .
employment status information.
Default is Short Description entry. Enter a long description of
Long Description 30 the employment status code if a more detailed description

Include in EEO-6

Include in IPEDS

is needed.

Required. Select if employees with this employment status

are to be included in the consolidated extract and worksheet
Checkbox .

report for the Fall Staff Survey (EEO-6). Clear if they are not

to be included in the report.

Checkbox Reauired. Select if employees with this employment status
are to be included in the consolidated extract and worksheet



Include in AAUP

On
Sabbatical/Leave

Include in Tenure
Rollover

Include in Phone
Directory

Include Report
Names (1-10)

User Flags (1-5)

User Fields (1-2)
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report for IPEDS. Clear if they are not to be included in the
report.

Required. Select if employees with this employment status

to be included in the consolidated extract and worksheet
Checkbox . . . .

report for AAUP. Clear if they are not to be included in this

report.

Required. Select if employees with this employment status
are on extended leave or sabbatical. This field is an

Checkboximportant indicator for EEO reporting because many
institutions reduce an employee's pay when they are on an
extended leave or sabbatical.

Required. Select if employees with this employment status
Checkboxare to be included in the tenure rollover process. Clear if
they are not to be included in this process.

Required. Select if employees with this employment status
Checkboxare to be included in the campus phone directory. Clear if
they are not to be included in this directory.

Optional. Enter the names of up to ten reports in which
employees with this status should be included.

Optional. Enter any site-specific information that applies to
an employee with this employment status.

1

5 No help files

External Adjustments (EAD))

Purpose

The External Adjustments (EADJ) document window is used to make year-to-date pay,

deduction and FICA summary adjustments. For these adjustments it is essential that the

net adjustment is zero. This is done by ensuring that the sum of pay adjustments equals the

sum of deduction adjustments.

Note: Adjustments for FICA wages (entity adjustments) increase or decrease the covered
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wages balance. They do not have to net to zero; therefore, enter each entity adjustment
only once. Entity adjustments for covered wages should be made using the employer
contributions deduction type and plan. To adjust the covered wages of both Social Security
and Medicare, enter two entity adjustment lines, since covered wages are maintained
separately for each deduction.

EADJ Coding Instructions

E_Batch: Document: EADJ 300 205014000011 M=l E3
M ame |DEFFENB.¢.L|I3H,LIT2I
Employee D 040 - 71 - 0001 Appointrnent 10 ﬂ_
Adjustment Pay/Deduction  Deduction Adjustment
Adustment Tupe Date Type Plan Fay Units Apnount
| Pay =l |07 /20 /00 | REGLR | [3 | 50
Field Name Length Definition
N Display The employee’s full name (last name, first name, and middle
ame
Only initial) is displayed.

EmployeeID 10 Required. Enter the employee’s social security number.

Optional. If an employee holds more than one appointment, enter
. the appropriate appointment identification number to indicate

Appointment . ) . -

D 1 which appointment is affected. Leave blank to indicate the
employee’s primary appointment. An asterisk (*) indicates all
appointment identification numbers.

Adjustment ’ Required. Select a value to indicate the year-to-date adjustment

Type

type. Valid values are:



Adjustment
Date

Pay/Deduction 5
Type

Deduction Plan 5

Pay Units 7

Adjustment
Amount
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e Pay
e Deduction
o Entity

o For FICA covered wages adjustments.

Required. Enter the date the adjustment becomes effective.

Required. Enter the type of pay or deduction for which the
summary balance is to be adjusted. Refer to the Event Type
(EVNT) window for valid values for pay. Refer to Deduction Type
(DEDT) window, Employee Fringe Benefit Type (BENT) window,
and Employer Fringe Benefit Contribution Type (EFBT) window for
valid values for deductions.

Social Security and Medicare adjustments must use the employer
contribution’s deduction type. Refer to the Employer Fringe
Benefit Contribution Type (EFBT) window for valid values.

Conditional. Required for deduction types and entity
adjustments; otherwise, leave blank. Enter the value of the
deduction plan for which the summary balance is to be adjusted
(if applicable). For example, Federal Tax = type FEDTT,

plan FEDTP. Refer to the Deduction Plan

(DPLN) window, Employee Fringe Benefit Plan (BENP) window,
or Employer Fringe Benefit Plan (EFBP) window for valid values.

Optional. Enter the number of adjusted hours or units for pay
events only.

Required. Enter the dollar amount of the adjustment. For entity
adjustments, enter the adjustment to the covered wages.
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Family Court/Family Court Arrears/Bankruptcy (FAMC)

Purpose

The Family Court/Family Court Arrears/Bankruptcy (FAMC) window is used to record
deductions that need to be entered because of a family court or administrative agency
order for child support or arrearages or bankruptcy court.

FAMC Coding Instructions
E_Family Court / Family Court Arrears / Bankruptcy H=]

MName I Employes 1D | - - Appaittrnent 10 I_

Effective Date I ! ! Ewpiration [ ate I i !

D eduction |nformatior

Type I Plan I

Overmide Amavint I Owverride B ate I

Goal Amaount # |nstalmentz I Contrbution ta Goal I

R ecipient |nformatior

Caze # | Al Caze # |

Last Mame | First Name | 1] I_

Ord “Yendar I Address |

County I |

Attorney Code I ity | State I

Health Care Indicator I_ Zip | - Country |

Served Date I / / IIzer Field | Ilzer Field |

Remarks | IJzer Field |
Field Name Length  Definition
N Display The employee’s full name (last name, first name, and

ame
Only middle initial) is displayed.
Employee ID 10 Required. Enter the employee’s social security number.
. Required. Enter an asterisk (*) as garnishments in the
Appointment ID 1 ) . )
State of Missouri affects all the appointments.
Required. To establish a new deduction, enter the

Effective Date 6 current date or the deduction start date. To change an

existing deduction, enter the new effective date.



Expiration Date 6
Type 5
Plan 5
Override Amount 10
Override Rate 9
Goal

10

Amount/Installments

Contribution to Goal 10

Case # 20

Alt Case # 20
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Optional. Enter the last date the information is in effect.
This will default to 99/99/99.

Required. Enter the deduction type which is being
established, modified, or expired.

Required. Enter the deduction plan which is being
established, modified, or expired.

Conditional. Enter the dollar amount to be deducted
each pay period from the employee’s pay. Either an
Override Amount or an Override Rate must be entered.

Note: A deduction can have both a flat amount and a

rate. If both a rate and an amount have been entered for
one deduction, the system will add the deduction amount
to the deduction rate.

Conditional. Enter the employee’s specific deduction
rate to be deducted each pay period from the employee’s
pay. Either an Override Amount or an Override Rate must
be entered.

Note: A deduction can have both a flat amount and a

rate. If both a rate and an amount have been entered for
one deduction, the system will add the deduction amount
to the deduction rate.

Leave Blank. At this time, the State of Missouri will not
use the Goal Oriented option of the FAMC in the SAM Il
HR/Payroll system.

Leave Blank. At this time, the State of Missouri will not
use the Goal Oriented to Goal option of the FAMC in the
SAM Il HR/Payroll.

Required. Enter the court assigned case number.

Optional. Enter the additional or alternate court assigned
case number.



Last Name

First Name

MI

Ovrd Vendor

Address

County

Attorney Code

City

State

20

15

11

60

11

19

Page | 328

Optional. Enter the recipient’s (plaintiff’s) last name. If
the plaintiff is a business, enter the company name here.

Conditional. Required if the last name is entered. Enter
the recipient’s first name.

Optional. Enter the recipient’s middle initial.

Required. To override the information shown on the DPL3
window, enter the proper vendor code of the payee. Refer
to the Vendor Index (VEND) window for valid values. All
garnishments within the State of Missouri will require an
Override Vendor.

Note: Once the Override Vender field has been
populated, this will be a permanent change. The override
vendor field must be blank to revert back to the original
creditor.

Optional. Enter the recipient’s street address, post office
box, and apartment number or “in care of” information on
the two lines provided.

Optional. Enter the appropriate county. The County field
is for informational purposes only and does not validate
against the County table.

Optional. Enter the code associated with the individual
attorney. Refer to the Attorney Information (ATTN) window
for valid values.

Conditional. Required if Address is entered; otherwise,
not allowed. Enter the name of the city.

Conditional. Required if the State Required field on the
Country (CTRY) window is Y for the entered country code,
and if Address is entered; otherwise, not allowed. Enter
the appropriate state code. Refer to the State (ST) window
for valid values.

Health Care Indicator Checkbox ©@Ptional. Select [Y]if the employee is required to pay

health care insurance as part of the child support.



Zip

Country

Served Date

User Field

User Field

User Field

Remarks

FICA Class (FICL)

Purpose

30
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Clear [N] if the employee is not required to pay health
care insurance as part of the child support.

Optional. Enter the zip code.

Conditional. Required if Address is entered. If

the Yes/No Flag on the Site Specific Parameters (SPAR)
window is Y for the DEFAULT COUNTRY CODE parameter,
this field defaults to the value entered in the Text Value
Line 1 for that parameter. Enter the appropriate country
code. The State of Missouri default value is USA. Refer to
the Country (CTRY) window for valid values.

Optional. Enter the date the order was served.

Optional. Additional field to be used at the discretion of
the State of Missouri.

Optional. Additional field to be used at the discretion of
the State of Missouri.

Optional. Additional field to be used at the discretion of
the State of Missouri.

Optional. Enter additional comments in this field.

The FICA Class (FICL) window defines the employee’s and employer’s participation in the
OASDI and Medicare portion of FICA.

FICL Coding Instructions
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E_FICA Class

Clazz |1_
|IZI'I A0 /20

| DASDIEMEDIC

Effective D ate

Shaort Dezcription

=] E3

E wpiration Date

IEL,E 493 99

Lonhg Descriptiaon

Employee # Appaintrett 1D

| DASDI & MEDICARE T 'w/H

[ Retirement Portion of FICA Fieduces Pension

" Employee
" Appointment
= Both
Das0l tedicars
Emplayer Type / Plan |0a5IR -/ DASIR Ermnployer Type / Plan |MEDIR / MEDIR
Employee Type / Plan |0ASIE / DASIE Employee Type / Plan {MEDIE / MEDIE
Field Name Length Definition
Class 1 Required. Enter the appropriate FICA class code for
the FICA class that is being entered or changed.
. Required. Enter the date the FICA class becomes
Effective Date 6 .
effective.
L Optional. Enter the last date the informationisin
Expiration Date 6 .
effect. Default is 99/99/99.
o Required. Enter the new or changed short
Short Description 12 o
description for the entry.
Optional. Enter the new or changed long description
Long Description 30 for the FICA class code. Default is the Short
Description entry.
Optional. Select a value to indicate the employee if
the FICA class is applicable to all appointments
Radio relating to the employee, specific appointments
Employee/Appointment ID Buttons  ©nly, or both. Default is Employee [E]. Valid values

are:

e Employee [E]
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o Indicates that the FICA class is
applicable to the employee and covers
all of his appointments.

e Appointment [A]

o Indicates thatthe FICA class is
applicable to specific appointments
only.

« Both[B]

Required. Select [Y] if the retirement portion of FICA
Retirement Portion of FICACh Kb reduces the pension deduction rate. Clear [N] if the
eckbox
Reduces Pension retirement portion of FICA does not reduce the

pension deduction rate.

NOTE: A FICA class can be set up that has no OASDI or Medicare information for people
who are exempt from FICA. A class can also be set up for employees who are exempt from
OASDI but not exempt from Medicare.

OASDI
Field ..
Length Definition
Name
Employer 5 Optional. Enter the type of the employer’s share of the social security
Type (OASDI) portion of the FICA deduction to be entered or changed.
Employer 5 Optional. Enter the plan of the employer’s share of the social security
Plan (OASDI) portion of the FICA deduction to be entered or changed.
Empl Conditional. Required if the previous type field is entered. Enter the
mployee
T Z y 5 type of the employee’s share of the social security (OASDI) portion of
P the FICA deduction to be entered or changed.
Empl Conditional. Required if the previous plan field is entered. Enter the
mployee
Al pioy plan of the employee’s share of the social security (OASDI) portion of
an

the FICA deduction to be entered or changed.

MEDICARE
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Field L
Length Definition
Name
Employer 5 Optional. Enter the type of the employer’s share of the Medicare
Type portion of the FICA deduction to be entered or changed.
Employer 5 Optional. Enter the plan of the employer’s share of the Medicare
Plan portion of the FICA deduction to be entered or changed.
Empl Conditional. Required if the previous type field is entered. Enter the
mployee
T pioy 5 type of the employee’s share of the Medicare portion of the FICA
e
vp deduction to be entered or changed.
Empl Conditional. Required if the previous plan field is entered. Enter the
mployee
Pl POy plan of the employee’s share of the Medicare portion of the FICA
an
deduction to be entered or changed.
Fiscal Year (FSYR)
Purpose

Fiscal Year (FSYR) defines which accounting and budget fiscal years are valid. Usually, this

includes the prior, current, and next fiscal years. Update the information in this window

once a year, before budget transactions for a new fiscal year are entered in the system.

Budget documents are rejected if the new budget fiscal year is not defined in this window.

FSYR Coding Instructions



E_Fizcal Year _ O] =]

Fizcal Fizcal vear / Mumber of  Clozed Year Budget &pproved
Year Mame EndDate Periods Indicator Indicator

T 93 1993 093133 14 v v

2 00 2000 083100 14 N

3 o1 2000 0831 M 14 M

4

5

B

fi

a

9

10

11

12

13

14

Field Name Length Definition
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Key field. Enter the last two digits of the applicable fiscal year. If

Fiscal Year 2
enter MY (multi-year budgeting) as a fiscal year.

using Standard Budgeting and want to use multi-year budgeting,

Optional. Enter the four digits of the year (for example, 1984). If

Name 4 using Standard Budgeting and want to use multi-year budgeting,
enter MULT.
Fiscal
Year/End 6 Required. Enter the last calendar date (mm dd yy) of the fiscal year.
Date
Required. Enter a number from 01 to 14 indicating the number of
accounting periods in the fiscal year. Most entities treat each calendar
month as an accounting period, with perhaps an extra period for
yearend adjustments (13 accounting periods). However, some
Number of installations may divide the year into 13 periods, each exactly four
Periods weeks long. Some typical entries are: 07 A year with no further

subdivisions; 12 A 12month year; 13 A 12month year having a
thirteenth yearend adjustment period; 13 A year with 13 fourweek

periods; 714 A year with 13 fourweek periods plus a yearend

adjustment period.
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Defaults to blank. Leave this field blank in order for the annual closing

Closed Year - .
program to change this field to Y when the year is closed. Documents

Indicator
cannot be entered for closed years. The year can be closed manually.
Budget Optional. Enter Y when the budget is officially approved for this fiscal
udge
A g d 1 year. Otherwise, leave blank. Once the indicator is set, all subsequent
rove
InF;F')cator budgetary documents affect only the current modified budget amount
[
and do not change the approved budget amount.
FLSA Hours (FLHR)
Purpose

The FLSA Hours (FLHR) window defines hours charged against an FLSA plan type. In order
for employees to receive FLSA (compensatory time or overtime pay), they must work the
maximum hours stated in their FLSA plan type.

FLHR Coding Instructions

FLSA Flan Type 1D A0H Mumber of FLSA Cocle Days |_|T-"_
Effective D ate m Expiration [ate Im
Shart Description | 40 HOUR FL5A
Long Description | 40 HOUR FL5A CYCLE
Mumber FLSA Maximurn Regular Hours m

Field Name Length Definition

Required. Enter a FLSA plan type identification number that is
FLSAPlanTypeID 6 valid at your site. This field is user-defined and used to indicate
when the FLSA plan is being established or changed.

Number of FLSA 5 Required. Enter the number of days in the cycle for the FLSA
Cycle Days plan type. Values must be 7 - 28.
Required. Enter the date (mm/dd/yy) the entry becomes

Effective Date 6 .
effective.



Expiration Date 6

Short Description 12

Long Description 30

Number FLSA
Maximum Regular 4
Hours

FLSA Profile (FLPR)

Purpose
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Default is 99/99/99. Enter the last date the information is in
effect.

Required. Enter the new or changed short description of the
FLSA plan type ID.

Default is Short Description entry. Enter the new or changed
long description of the FLSA plan type ID.

Optional. Enter the number of hours that is the federally
mandated maximum number of regular hours in the FLSA cycle
for this plan.

The FLSA Profile (FLPR) window associates the permissible combinations of FLSA plans
and pay types and provides fields to set up the control of pay for compensatory time.

FLPR Coding Instructions

E_FLSA Profile

FLS2 Profile DF

Effective D ate ||:|1 A0 /220 Expiration D ate IE‘H 493 299

=] E3

Shart Description | 7 DAy 40

Long Description | 7 DAY 40 HOUR

FLSA [nformatior

Plan Type 40H

FPay Type I FLSA
Wwork Cycle I T0aY'F

Comp Time

Ewvent Type I 1FCHF
Qffzet Event Type I OFLSA
ategory I FCOMP

b ax Mumber of Hours I 240

Field Name LengthDefinition



FLSA Profile

Effective
Date

Expiration
Date

Short
Description

Long
Description

Plan Type

Pay Type

Work Cycle

Event Type

6

12

30

Offset Event 5

Type

Category
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Required. Enter the FLSA profile code for the entry you are adding,
changing or expiring.

Required. Enter the date (mm/dd/yy) the entry becomes effective.

Default is 99/99/99. Enter the last date the information is in effect.

Required. Enter the new or changed short description of the FLSA
profile code.

Default is Short Description entry. Enter the new or changed long
description of the FLSA profile code.

Required. Enter the FLSA plan type identification number. Valid
values are located in the FLSA Hours (FLHR) window.

Required. Enter the pay event code used in paying the FLSA overtime
premium. The code must be valid on the Event Type (EVNT) window
with the Event Type ID set to FLSA Pay. The category in which this
pay type resides must also have a code of FLSA Pay. The pay type in
this field could vary for different FLSA profiles, if the pay types had
different minimum wages specified on the Event (EVNT) window.

Required. Enter the appropriate FLSA work cycle code for this profile.
Valid values are located on the FLSA Work Cycle (FLWK) window.

Conditional. Required if Max Number of Hours is greater than zero.
Otherwise, leave blank. If this FLSA profile permits payment for
compensatory time earned, enter the appropriate event type code for
the leave time to be accrued.

Conditional. Required if Max Number of Hours is greater than zero.
Otherwise, leave blank. If this FLSA profile permits overtime to be
accrued as comp time rather than pay, enter the event type used to
reverse the amount originally associated with the overtime.

Conditional. Required if Max Number of Hours is greater than zero.
Otherwise, leave blank. If this FLSA profile permits payment for
compensatory time earned, enter the appropriate pay category code.
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Optional. Enter the maximum number of hours of compensatory
Max Number time which can be accrued for this FLSA profile. Once this maximum
of Hours is reached, the system pays out the FLSA premium in dollars instead
of compensatory time.

FLSA Work Cycle (FLWK)

Purpose

The FLSA Work Cycle (FLWK) window defines the codes that are used by the Pay Cycle
(CYCL) window to define time periods which constitute a normal work schedule for
different FLSA plan types. For example, police officers or firefighters might have a work
schedule made up of varying shifts, while a receptionist works a more structured Monday
through Friday shift.

FLWK Coding Instructions

®_FLSA Work Cycle =]
ol Effective E wpiration Short
Cycle D ate D ate D escription Long D escription

CY4DAYT 010120 999993 14D SUN-SAT 14 DAYS B0 HOURS SUN-GAT
2604y O10120 939999 28D SUM-SAT 28 DAY CYCLE SUN-GAT
7D&YF 010120 9393939 7D FRI-THU 7 D&y CYCLE FRI-THU
D&Y 10120 939993 7D SAT-FRI 7 D& CYCLE SAT-FRI

01 o120 3533539 7D SUM-SAT 7 D&Y CYCLE SUM-SAT

0 =~ O s L R —
=4
B
_{
=

— L g
M &= ka0

Field Name LengthDefinition

Required. Enter the FLSA work cycle code. Valid values are located

Work Cycle 5 .
on the Work Cycle (WKCY) window.
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. Required. Enter the date (mm dd yy) the work cycle becomes
Effective Date 6

effective.

Expiration . . o
Dat Default is 99/99/99. Enter the last date the information is in effect.

ate
Short 19 Required. Enter the new or changed short description of the work
Description cycle code.
Long 30 Default is Short Description entry. Enter the new or changed long
Description description of the work cycle code.

For Whom (WHOM)

Purpose

The For Whom table is used to define specific security areas that a user or organizational
unit is authorized to access.

WHOM Coding Instructions

£ For Whom _ (O]
Type IF Security Group I BEM1
Submitting Level 1 Security I k.04
Submitting Level 2 Security I 2

Affected Affected
Level 1 Security Level 2 Security

1 300 :

2

3

4

5

G

7

a

9

10

11

Field Name LengthDefinition



Type

Security
Group

Submitting
Level 1
Security

Submitting
Level 2
Security

Affected
Level 1
Security

Affected
Level 2
Security

10

10
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Indicates the Whom Type being used. The valid values are:

e Uindicates that the control exercised by the table is based on
a specific User ID. That is, the control permits or limits the
ability of a User ID to affect another Level 1 and Level 2
Security area. U is associated with For Whom Test Types 7
and 8 on the Security table.

e ElIndicates the control exercised by the table is based on a
document's security area (i.e., a Level 1 Security Area or a
Level 2 Security Area within a Level 1 Security Area) affecting
another security area. E is associated with For Whom Test
Types 3 through 6 on the Security table.

The Transaction Code (Document Type) to which this For Whom
table entry applies.

If the For Whom Test Type is 3 through 6, the submitting Level 1
Security area is recorded here. If it is 7 or 8, the first four characters
of the User ID of the user to be authorized is recorded here.

If the For Whom Test Type is 3 through 6, the submitting Level 2
Security areais recorded here. Ifitis 7 or 8, second four characters
of the User ID of the user to be authorized is recorded here.

The affected Level 1 Security code is recorded in this field. This code
is checked against the Level 1 Security codes of records (or
documents) entered or accessed by the user.

The affected Level 2 Security code is recorded in this field. This
coded in checked against the Level 2 Security codes of records (or
documents) entered or accessed by the user.

Formal Education Major (MAJR)

Purpose

The Formal Education Major (MAJR) window defines the codes which identify any type of

formal education an employee or applicant has received. This window is used to define

both majors and minors.



MAIJR Coding Instructions
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E_Formal Education Major M=l E3
Effective E wpiration Shart
Major  Date Date Dezcription Long Description
1 |[lseT | 010120 9333199 AUTO BODY TE AUTO BODY TECHMOLOGY
2 ACC 010120 935939 ACCOUNTING ACCOUNTING
3 BE 010120 935939 ADULT ED ADULT EDUCATION
4 AG 010120 935939 AGRICULTURE AGRICULTURE 4G STUDIES
5 AGR 010120 935939 AGROMOMY AGROMOMY
B AGT 010120 935939 ARGIVOCATH AGRIAVOCATION
fi AGZ 010120 935939 AGRI-BIOLOGY AGRI-BIOLOGY
a AGI 010120 935939 AGRI-ECHMICS AGRI-ECOMOMICS
9 AG4 0107120 935939 AGRI-EXTEMNSM AGRI-EXTEMSION
10 AGE 010120 935939 AGRI-MECHWNCS  AGRI-MECHAMICS
11 AGE 010120 935939 AGRI-SCIEMCE AGRI-SCIEMCE
12 AH 010120 935939 AMNML HSEMDRY  AMIMAL HUSBAMDRY
13 || aMH 010120 935939 AMERICAM HIS AMERICAMN HISTORY
14 AMP 01071 20 935939 ANTHROPOLOGY  AMTHROPOLOGY
15 ARC 010120 935939 ARCHAEOLOGY — ARCHAEOLOGHY
Field Name LengthDefinition
Maijor 3 Required. Enter the education major or minor code you are

changing, adding, or expiring.

Effective Date 6

Expiration

Required. Enter the date the entry becomes effective.

Default is 99/99/99. Enter the last date the information is in effect.

Date

Short
Description

12 )
education

Long
Description

30

major code.

Fringe Benefit Transfer Table (FBTR)

Purpose

Required. Enter the new or changed short description of the

Default is Short Description entry. Enter the new or changed long
description of the education major code.

The Fringe Benefit Transfer (FBTR) table is used to establish overrides for the fund, agency,
organization and appropriation for fringe benefits on the payment voucher, transfer voucher
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and journal voucher created from the General Ledger Interface based on the agency on the

accounting event and object on the EVNT table.

FBTR Coding Instructions

Field Name Length Definition

Fiscal Year 2

Agency 3

Object 4

Override Fund 4

Override Agency 3
Override A
Organization
Override S
Appropriation
Create TV 1

Garnishment (GARN)

Purpose

Required. Enter the fiscal year in which the override is valid.

Required. Enter the agency paying out the fringe benefit liability
for the employee.

Required. The override object related to the fringe pay event on
EVNT.

Required. The fund associated with the statewide account to
which the fringe should ultimately be posted.

Required. The fund associated with the statewide account to
which the fringe should ultimately be posted.

Required. The organization associated with the statewide
account to which the fringe should ultimately be posted.

Required. The appropriation associated with the statewide
account to which the fringe should ultimately be posted.

Required. The Create TV flag indicates whether a TV should be
generated using the crosswalk values.

The Garnishment (GARN) window is used to record and view information relating to

garnishment of an employee’s wages. When an employee’s wages are to be garnished, the
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employer usually receives a court order. The order states the judgment amount and the
details necessary to garnish the employee’s wage. Use the information from that document
to complete the Garnishment window.

GARN Coding Instructions

E_Garnizhment Hi=] E3
M ame | RAY, JOHMNY

Employee |D {050 - 31 - 0050 Appointment 1D [+

Effective D ate IEI? A20 400 E spiration Date 93 /93 /939

Deduction nformatiorn

Tupe I CTCST Plan I CTCST
Cvernide Amount I A0.00 Oweride Rate I 0. 000000
Goal Armount ¢ Inztallments I Contribution ko Goal I

! Caze Information I Attarmey Information I

Case Number ||

Creditor Hame

&k, Caze Mumber |

|
Al Creditar Mame |
Override Yendar | Periad I
Remarks |
Field Name Length Definition
N Display The employee’s full name (last name, first name, and
ame
Only middle initial) is displayed.
Required. Enter the social security number of the
Employee ID 10 . .
employee whose wages are being garnished.
) Required. Enter an asterisk (*) as garnishments in the State
Appointment ID 1 . . )
of Missouri affects all the appointments.
Required. For new garnishments, enter the current date. To
Effective Date 6 modify an existing garnishment, enter the new effective
date.
. Optional. Enter the last date the information is in effect.
Expiration Date 6

This will default to 99/99/99.



Type 5
Plan 5
Override Amount 10
Override Rate 9
Goal

Amount/Installments

Contribution to Goal 10

Case # 20

Alt Case # 20
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Required. Enter the code of the garnishment deduction
type. Refer to the Deduction Type (DEDT) window for valid
values.

Required. Enter the appropriate code to specify the
garnishment deduction plan. Refer to the Deduction Plan
(DPLN) window for valid values.

Conditional. Enter the dollar amount to be deducted each
pay period from the employee’s pay. Either an Override
Amount or an Override Rate must be entered.

Note: A deduction can have both a flat amount and a rate.
If both a rate and an amount have been entered for one
deduction, the system will add the deduction amount to
the deduction rate.

Conditional. Enter the employee’s specific deduction rate
to be deducted each pay period from the employee’s pay.
Either an Override Amount or an Override Rate must be
entered.\

Note: A deduction can have both a flat amount and a rate.
If both a rate and an amount have been entered for one
deduction, the system will add the deduction amount to
the deduction rate.

Leave Blank. At this time, the State of Missouri will not use
the Goal Oriented option on the GARN in the SAM Il
HR/Payroll system.

Leave Blank. At this time, the State of Missouri will not use
the Goal Oriented option on the GARN in the SAM Il
HR/Payroll system.

Required. Enter the Court Case number assigned.

Optional. Enter the additional or alternate court assigned
case number, (Sheriff's Case Number, if applicable).



Creditor Name

Alt Creditor Name

Override Vendor

Period

Remarks

Court Code

Attorney Code

Served Date

Return Date

User Field

User Field

User Field

20

20

11

30

11

11
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Required. Enter the name of the creditor shown in the
Plaintiff section of the court order.

Optional. Enter the name of the alternate creditor shown in
the Plaintiff section of the court order, if necessary.

Required. To override the information shown on the DPL3
window, enter the proper vendor code of the payee. Refer
to the Vendor Index (VEND) window for valid values. All
garnishments within the State of Missouri require an
Override Vendor.

Note: Once the Override Vender field has been populated,
this will be a permanent change. The override vendor field
must be blank to revert back to the original creditor.

Optional. Enter the length of the writ (ex: 30-60-90 days).
Optional. Enter additional comments in this field.

Optional. Enter the code associated with the court, if
known. Refer to the Court Information (CORT) window for
valid values.

Optional. Enter the code associated with the attorney, if
applicable. Refer to the Attorney Information
(ATTN) window for valid values.

Optional. Enter the date the order was served.
Optional. Enter the return date for interrogatories.

Optional. Additional field to be used at the discretion of
the State of Missouiri.

Optional. Additional field to be used at the discretion of
the State of Missouiri.

Optional. Additional field to be used at the discretion of
the State of Missouiri.



General Inquiry Definition (GIDF)

Purpose
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The General Inquiry Definition window defines security groups for inquiry windows.

Inquiries require no approvals, since no updating occurs. The inquiry program presents

only those records which the user is entitled to scan, based on the Level 1 and Level 2
Security field entries. ADVANTAGE HR is delivered with the Security Group fields on the
Format Definition window preset to *NO*, indicating that the General Inquiry Definition

table is used to determine security groups.

GIDF Coding Instructions

E_General Inquiry Definition

[ iy [ iy
Security Groups Proceszsor Input Size

1 i QGEMATRT TEST HGIGQADS 0000

2 LIGEMW ATR1 TEST HGIGAMM 0036

3 [IGEM H=10&APT 0006

4 LIGEMW ATR1 TEST HEIQETR ]

] LIGEMW ATR1 TEST HGIGATS o010

G LIGEMW ATR1 TEST HGIG &, o010

Fi LGEN =FYR HHIGQEBTC ooy

a LIGEM BEM1 HHIQCEF 0020

9 LIGEM BEM1 HHIGCEN 0036

10 || QCER LIGEM BEM1 HHIGCER o010

11 [ICHE. LGEN =FYR HAIGCHE, ozy

12 || QCON HIJSE HAIQCON 0013

13 || QCOw HIJSE HEIQCOW 003a

14 || QDMM LIGEM BEM1 HHIGIDMM 0036

15 || QDPM LGEN =FYR HaIQDFM ooy
Field Name LengthDefinition
Type 4 Key Field. Defines the specific Inquiry that is being used.
s " Defines up to four security groups that have access to this inquiry.

ecurity . .

G 16 They are the same functions as the Security Groups on the Format

rou

P Definition for Table table.

Inquiry 8 Specific COBOL General Inquiry Processor (GIP) called by the GIC for
Processor this Inquiry.
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Contains the length of the inquiry input portion of the IOAREA. For
example, the Inquiry Input Size for the QLBL screen is 20 because the
field lengths total 20.

Inquiry Input 4
Size

General Messages (GMSS)

Purpose
The General Messages (GMSS) window records dated general messages.

GMSS Coding Instructions

E_General Messages |_ O] =]

[ ate IEI? d20 /400 windaw Hurmber I

EMTER THE MESSAGE 0U WISH TO APPEAR ON THE wWINDOw|

Field Name Length Definition

Date 6 Optional. Enter the date (mm/dd/yy) of the message.
Window Number 2 Optional. Enter the window number.
No Label 75 x 17 Optional. Enter the message you wish to appear on the window.

General Reporting Category (GRPT)
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Purpose

General Reporting Category (GRPT) defines valid values and associated descriptive names
for general reporting category values. These values are included in accounting distributions
on transactions to record data not covered by any other value. The user defines how the
general reporting category values are used. In all cases, the values are used within the
financial system for reporting purposes only. If the Job Costing Subsystem or Extended
Project Accounting is used, General Reporting Category (GRPT) values cannot be used on
documents. Since the general reporting category is entered in the Job Number field, this
field can only be used for one of the following: the general reporting category value, the
extended project number, or the job number. To see if the Job Costing Subsystem and
Extended Project Accounting system options are being used, check System Control
Options (SOP2). When General Reporting Category (GRPT) is being used, the value entered
in the Job Number field is validated against General Reporting Category (GRPT).

GRPT Coding Instructions

E_General Reporting Category M=l E3
Fizcal General Reporting
Year  LCategorny Mame

1 |

2

3

4

]

G

i

8

3

10

1

12

13

14
Field Name Length Definition
Fiscal Year 2 Key field. Enter the last two digits of the applicable fiscal year.
General Reporting 8 Key field. If adding a new line, enter a unique value; if changing
Category or deleting an existing line, enter the affected value.

Name 30 Default is blank. Used as the general reporting category
description on reports. Enter the name to appear on reports.



Geographic Location

Purpose

(GEOG)
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The Geographic Location (GEOG) window is used to define codes which identify the area

where an applicant currently resides, or the area where an applicant is seeking

employment.

GEOG Coding Instructions

P Geographic Location M= E3
Gengraphic Effective E wpiration Short
Lacation D ate D ate Dezcrphion Lang D eszcriphon

1 P02 93995499 DISTRICT 1 DISTRICT 1 (MODOT)

2 010120 9333499 DISTRICT 10 DISTRICT 10 (MODAT)

3 010120 9333193 DISTRICT 2 DISTRICT 2 (MODOT)

4 010120 93995499 DISTRICT 3 DISTRICT 3 (MODOT)

B 010120 9333499 DISTRICT 4 DISTRICT 4 (MODOT)

E 010120 9333193 DIST B/HOA DIST 5/GEN'L HEADQTRSMODOT)

7 010120 9395499 DISTRICT & DISTRICT 6 (MODOT)

8 010120 93995499 DISTRICT 7 DISTRICT 7 (MODOT)

3 010120 9333199 DISTRICT &8 DISTRICT & (MODOT)

10 || D3 010120 9395499 DISTRICT 9 DISTRICT 9(MODOT)

11 || STWwWD 010120 93995499 STATEWIDE STATEWIDE

12 || 001 010120 9333199 abalR abalR

13 || 003 010120 93995499 AMDREW AMDREW

14 || 005 010120 93995499 ATCHISON ATCHISOM

15 || 007 010120 9333199 ALUDRAIN ALUDRAIN
Field Name Length Definition
Geographic 5 Required. Enter the geographic area code you changing, adding,
Location or expiring.

Effective Date 6
Expiration Date 6

Short
Description

12

Long
Description

Required. Enter the date (mm dd yy) the entry becomes effective.

Default is 99/99/99. Enter the last date the information is in effect.

Required. Enter the new or changed short description of the

geographic area code.

Default is Short Description entry. Enter the new or changed long

description of the geographic area code.



Grade (GRDE)

Purpose
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The Grade (GRDE) window defines the codes which can be used to determine employees'

pay or promotion schedules.

GRDE Coding Instructions

E_Grade =] E3

Effective E =piration Shaort
Date Date Dezcription Long Description

1 0ot z2n 9359539 AT USE OMLY APPLICANT TRACKING USE OMLY

2 01 o 20 9359539 GRID & GRODO IJCF GRID & GRADE 01

3 01 o 20 9359539 GRID & GROOZ IJCF GRID & GRADE 02

4 01 o 20 9359539 GRID & GROO3 IJCF GRID & GRADE 03

5 01 o 20 9359539 GRID & GROO4 IJCF GRID & GRADE 04

B 01 o 20 9359539 GRID & GROOA IJCF GRID & GRADE 05

fi 01 o 20 9359539 GRID & GROOE IJCF GRID & GRADE 0B

a 01 o 20 9359539 GRID & GROOY IJCF GRID & GRADE 07

9 01 o 20 9359539 GRID & GROOE IJCF GRID & GRADE 08

10 || A09 01 o 20 9359539 GRID & GROOS IJCF GRID & GRADE 09

11 || Al10 01 o 20 9359539 GRID & GROO IJCF GRID & GRADE 10

12 || A1l 01 o 20 9359539 GRID & GRDO11 IICF GRID & GRADE 11

13 || A1z 01 o 20 9359539 GRID & GRO12 IJCF GRID & GRADE 12

14 || A13 01 o 20 9359539 GRID & GRO13 IJCF GRID & GRADE 13

15 || 414 01 o 20 9359539 GRID & GRO14 IJCF GRID & GRADE 14

Field Name Length Definition

Grade 5
Effective Date 6
Expiration Date 6

Short
Description

12

Long
Description

Required. Enter the grade code.

Required. Enter the date (mm dd yy) the entry becomes effective.

Default is 99/99/99. Enter the last date the information is in effect.

Required. Enter the new or changed short description of the grade

code.

Default is Short Description entry. Enter the new or changed long

description of the grade code.



Page |350

Hours by Employee (QHRE)

Purpose

The Hours by Employee (QHRE) window allows users to view time and attendance data
entered for an employee for a specific date.

QHRE Coding Instructions

Hours By Employee Inguiry

0E0 - 10 - 0057
10 401 200 10 431 200

100200
100300
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E_Hours By Employee Inquiry |_ O] =]
Mame |YEIUNG,.-'1‘-.L6.N
Employes D / ApptID 050 - 10 - 0051 4 | TotalHows | 1600
Beqin Date I'IEI A0 00 End Date I'Il:l A3 0o
Ewvent Type I
Ewent Details Accounting Detailz I Docurnent Details
Labar Labar
Event Date  Diztrbution  Option  Fund Agency  Org Sub-Org Appr Unit Activity
1
2 100300 Ak 4 4 £ £
3
4
5
1| *
E_Hourz By Employee Inquiry M=l E
Mame |YEIUNG,.-‘1‘-.L6.N
Employes D / ApptID 050 - 10 - 0051 4 | Tatal Hours [ 1600
Begin Date |1EI A o/00 End Date I'IEI A3 /00
Event Type I
Ewent Details I Accounting Details Docurnent Details
Doz Doc Doz
EventDate  Ewent Hours Line Mo Type Agency  Mumber
1 ! REGLR 8.00 O0DE CREW 860 CREWwTL130001
2 100300 - REGLR 8,00 0onE  CREW Bh0 CREWTL13002
3
4
5
Field Name Length Definition
N Display The employee's full name (last name, first name, and middle
ame C . . .
Only initial) is displayed.
Requires Input. Enter the employee's identification (SSN)
Employee ID 10

number.



AppointmentID 1

Displa
Total Hours Ispiay
Only
Begin Date 6
End Date 6
Event Type 5
Event Details
Event Date 6
Displa
Event Type pray
Only
Display
Hours
Only

Accounting Details

Event Date 6

Labor Distribution Display
Profile Only
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Input Optional. This field requires input only if the employee is
working in multiple positions concurrently. If processing a
primary appointment, leave this field blank. If processing a
secondary appointment, a character must be entered.

The total of all hours entered on a timesheet for the employee
within the dates specified is displayed.

Input Optional. Enter the Begin Date to view time and
attendance data starting from this date. If left blank, this field
will default to the current date.

Input Optional. Enter the End Date to view time and
attendance data ending on this date. If left blank, this field will
default to the current date.

Input Optional. Enter the Event Type to view only one certain
event for an employee.

Input Optional. Enter the date on which the event specified
occurred. The date must be within the Begin Date and the End
Date specified in the Header. If left Blank, all dates within the
Begin Date and End Date will be displayed.

The Event Type entered on the timesheet by date will be is
displayed.

The hours for the specified Event Type and Event Date will be
displayed.

Input Optional. Enter the date on which the event specified
occurred. The date must be within the Begin Date and the End
Date specified in the Header. If left Blank, all dates within the
Begin Date and End Date will be displayed.

If entered on the original document, the Labor Distribution
Profile Code is displayed.



Distribution
Option

Fund

Agency

Organization/Sub

Appr Unit

Activity

Function

Object/Sub

Job Number

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only
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If entered on the original document, the value to indicate the
labor distribution profile option is displayed. Valid values are:

o Select Employee Assignment to use the default labor
distribution attributes.

Select Entered Profile to use an override labor

distribution profile.

o Select Entered Acctg Values to override accounting
attributes. Enter the accounting distribution codes.

e Select Position Assighment to use the accounting
attributes assigned to the employee's position.

If entered on the original document, the fiscal or accounting
entity to be charged is displayed.

If entered on the original document, the Agency for which the
employee works is displayed.

If entered on the original document, the Organization and Sub-
Organization code to which the employee reports is displayed.

If entered on the original document, the Appropriation Unit
code to which the employee reports is displayed.

If entered on the original document, the Activity code used for
a further breakdown of financial activity is displayed.

If entered on the original document, the Function code
representing the budget for the group-related activity is
displayed.

If entered on the original document, the Object code
corresponding to the object of expense is displayed. Likewise,
if entered on the original document, the Sub-Object which is a
further breakdown of object is displayed.

If entered on the original document, the Job Number code
used to track specific costs associated with particular projects
or jobs is displayed.
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Reporting Display If entered on the original document, the Reporting Category is
Category Only displayed.

Document Details

Input Optional. Enter the date on which the event specified
occurred. The date must be within the Begin Date and the End
Date specified in the Header. If left Blank, all dates within the
Begin Date and End Date will be displayed.

Event Date 6

Display The Event Type entered on the timesheet by date will be is
Event Type .
Only displayed.

H Display The hours for the specified event and event date will be
ours
Only displayed.

. Display The line number associated with the original document is
Line Number )
Only displayed.

Display The Document Type of the original document processed is

Document Type .
Only displayed.
Display . -
Document Agency onl The Agency entered on the original document is displayed.
y
Document Display The Document Number assigned to the original document is
Number Only displayed.

Hours by Pay Location (QHPL)

Purpose

The Hours by Pay Location (HRPL) window allows users to view all the employees of a
specific pay location and their time and attendance data for a specific day.

QHPL Coding Instructions
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E_Hours By Pay Location Inquiry |_ O] =]
Pay Location IY.-'i‘-.F'dHEI Drate I'IEI A02 /00
Employee Details | Accounting Details I Docurnent Details
Ewent
Employee ID Appt D Hame Tupe Hours

1| 0s000051 YOUNG, ALAN REGLR 8.00

2 0ED 100071 HEMDRICKS, ZACH REGLR 200

3 0ED 100081 LOVE, KAREN REGLR 800

4 0ED 100097 GREY. Z&ME REGLR 200

Field Name Length

Pay Location 6

Date 6
Event Details

Employee ID 10

Appointment 1

ID

Display
Name

Only

Displa
Event Type pray

Only

Definition

Requires Input. Enter the employee's pay location applicable to
the Crew desired. Refer to the Location (LOC) window for valid
codes.

Input Optional. Enter the date (mm/dd/yy) on which the specified
event occurred. If left blank, this field will default to the current
date.

Input Optional. Enter the employee's identification (SSN) number.
If left blank, the fields will be filled will all employees assigned to
the Pay Location specified.

Input Optional. If the employee holds more than one appointment,
enter the appropriate appointment identification number for the
employee. If this filed is left blank, the employee data pertains to
the employee’s primary appointment.

The employee's full name (last name, first name, and middle initial)
is displayed.

The pay or leave event type is displayed.
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Display .
Hours onl The hours posted to the event is displayed.
nty
E_Hours By Pay Location Inquiry |_ O] =]

Fay Location IY.-'i‘-.F'dHEI

Date |'IEI A02 /00

Employee Details Accounting Details | Docurnent Details
Labor Labor
Emplopes 1D Appt 1D Digtribution Option Fund Agency  Org Sub-Org  Appr Lnit
1 || 0ED 100051
2 0E0 100071
3 0E0 10 0021
4 0E0 10 0031
4| | »
Field Name Length Definition
Accounting
Details
Input Optional. Enter the employee's identification (SSN)
Employee ID 10 number. If left blank, the fields will be filled will all employees
assigned to the Pay Location specified.
Input Optional. If the employee holds more than one
appointment, enter the appropriate appointment identification
AppointmentID 1 number for the employee. If this filed is left blank, the

employee data pertains to the employee’s primary
appointment.

Labor Distribution Display If entered on the original document, the Labor Distribution

Profile

Distribution
Option

Only

Profile Code is displayed.

If entered on the original document, the value to indicate the

Display labor distribution profile option is displayed. Valid values

Only

are: Employee Assignment, Entered Profile, Entered Acctg
Values, and Position Assignment.



Fund

Agency

Organization/Sub

Appr Unit

Activity

Function

Object/Sub

Job Number

Reporting
Category

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display

Only

Display
Only
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If entered on the original document, the fiscal or accounting
entity to be charged is displayed.

If entered on the original document, the Agency for which the
employee works is displayed.

If entered on the original document, the Organization and Sub-
Organization code to which the employee reports is displayed.

If entered on the original document, the Appropriation Unit
code to which the employee reports is displayed.

If entered on the original document, the Activity code used for
a further breakdown of financial activity is displayed.

If entered on the original document, the Function code
representing the budget for the group-related activity is
displayed.

If entered on the original document, the Object code
corresponding to the object of expense is displayed. Likewise,
if entered on the original document, the Sub-Object whichis a
further breakdown of object is displayed.

If entered on the original document, the Job Number code
used to track specific costs associated with particular projects
or jobs is displayed.

If entered on the original document, the Reporting Category is
displayed.



Page | 358

£ Howrz By Pay Location Inguiry

=] E3

Pay Location IY.-'i‘-.F'dHEI Drate I'IEI A02 /00
Employee Details I Accounting Details Docurnent Details |
Ewvent Doc Dioc Doc
Emplopes 1D Appt 1D Type Hours Line Mo Tupe Agency  Mumber
L = REGLR 800 0006 CREW 260 CREWTL1Z
2 0E0 100077 REGLR 2.00 oon3 CHREW 880 CREWTL:
3 0ED 100087 REGLR 800 oond CREW  8e0 CREMWTL:
4 0E0 100037 REGLR 200 oonz2 CHREwW  8B0 CREWTL:
4| | »
Field Name Length Definition

Document

Details

EmployeeID 10

Appointment

ID
Displa
Event Type piay
Only
Display
Hours
Only
Displa
Line Number piay
Only

Document Display

Type

Only

Document Display

Agency

Only

Input Optional. Enter the employee's identification (SSN) number.
If left blank, the fields will be filled will all employees assigned to

the Pay Location specified.

Input Optional. If the employee holds more than one

appointment, enter the appropriate appointment identification

number for the employee. If this filed is left blank, the employee

data pertains to the employee’s primary appointment.

The pay or leave event type is displayed.

The hours posted to the event is displayed.

The line number associated with the original document is

displayed.

The Document Type of the original document processed, i.e.,
CREW, CITS, PPER, is displayed.

The Agency entered on the original document is displayed.
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Document Display The Document Number assigned to the original document is
Number Only displayed.

Hours Summary by Pay Location (QHPS)

Purpose

The Hours Summary by Pay Location (QHPS) window allows users to view all the
employees and their hour summaries within a given pay location for a specific date range.

QHPS Coding Instructions

E_Hours Summary By Pay Location Inguiry |_ O] =]

Pay Location IY.-E'-.PdHEI Begin Date I'IEI S0 /00 End Date |'IEI Aa1 o

Employee I Appt 1D Hame Baze Dther Leave Drollarz 1] itz T atal
1 || 0E0 10 051! YOUMNG, ALAM 16.00 0.00 0.00 0.00 16.00
2 QB0 10 0071 HEMDRBICKS, ZACH 1600 .00 10n oo 16,00
3 0B0 10 001 LOVE. EAREN 1600 000 0 oo o.on 1600
4 QB0 10 0091 GREY, ZAME 1600 .00 .00 ERRE 16.00
5 0E01001mM ALLEN. JACK 1600 0.0 0 oo oo 1600
E 0E0 100111 FHELFS. BEMJAMIN 1600 .00 100 .00 16.00

Field Name Length Definition

Requires Input. Enter the employee's pay location applicable to
Pay Location 6 the Crew desired. Refer to the Location (LOC) window for valid
codes.

Input Optional. Enter the Begin Date to view time and attendance
Begin Date 6 data starting from this date. If left blank, this field will default to the
current date.

Input Optional. Enter the End Date to view time and attendance
End Date 6 data ending on this date. If left blank, this field will default to the
current date.



Employee ID 10

Appointment 1

ID
Display
Name
Only
Display
Base
Only
Displa
Other piay
Only
Display
Leave
Only
Display

Dollars/Units
Only

Display
Only

Total
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Input Optional. Enter the employee's identification (SSN) number.
If left blank, the fields will be filled will all employees assigned to
the Pay Location specified.

Input Optional. If the employee holds more than one appointment,
enter the appropriate appointment identification number for the
employee. If this filed is left blank, the employee data pertains to
the employee’s primary appointment.

The employee's full name (last name, first name, and middle initial)
is displayed.

The total amount of the employee's base pay types as defined by
their Employee Status on their Employee Status Maintenance
(ESMT) screen for the time period specified is displayed.

The total of all other pay types aside from the base type and any pay
types that are unit or dollar based for the time period specified is
displayed

The total of all leave hours entered for the time period specified is
displayed.

The total of all unit and dollar based events for the time period
specified is displayed.

The total hours of all event types for the time period specified is
displayed.

HR Bank Account (FINI)

Purpose

The HR Bank Account (FINI) window defines each bank account used in system payroll
processing which is assigned a SAM Il HR/Payroll bank account code.

FINI Coding Instructions
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E_HR Bank Account

HF Bank Account

I'I1
IEI1 A0 20

| HR BAMK ACCT

Effective Date

Shart Dezcription

Expiration Date

Long Dezcription

| HR BaME ACCT

=

Financial System Bank Account Code

=] E3

IEIEI 493 493

Bank Informatior

R auting Murnber

I 000000000

Account Murnber | e R
Contact Lazt Name | oo o o
Contact First Mame [ 200000000000000¢ Ml

Addre

IMWW

|
City | 00000000e State MO
£ip IW Country 154
Primary Phaore |[ F73 1111 - 1111 E;.;t'
Secondary Phone [ ] Ext|

Field Name Length Definition

Required. Enter the SAM Il HR/Payroll system bank account code
2 that is being changed, added, or expired. Each bank account used
in system payroll processing is assigned a HR bank account code.

HR Bank
Account

Effective Date 6

Required. Enter the date the information becomes effective.

Optional. Enter the last date the information is in effect. Default

Expiration Date 6

is 99/99/99.
Short 19
Description account code.
Lon
& 30
Description
Financial

System Bank 2

Account Code valid values.

Routing Number 9

Required. Enter the new or changed short description for the bank

Optional. Enter the new or changed long description for the bank
account code. Default is the Short Description entry.

Optional. Enter a valid bank account code from the SAM I
Financial system. Refer to the Bank Account (BANK) window for

Required. Enter the bank routing number used for the bank

account being defined. The first eight digits define the ABA routing



Account
Number

Contact Last
Name

Contact First
Name

MI

Address Line 1
Address Line 2

City

State

Zip

Country

Primary Phone

Ext

17

20

15

30

30

19
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number while the last digit indicates the check identification
number.

Required. Enter the bank account number used for the bank
account being defined. The first fourteen digits indicate the
account number and the last three digits identify the branch.

Required. Enter the last name of the bank representative handling
this bank account.

Required. Enter the first name of the bank representative handling
this bank account.

Optional. Enter the middle initial of the bank representative
handling this bank account.

Required. Enter the first line of the bank address.
Optional. Enter the second line of the bank address if applicable.
Required. Enter the city where the bank is located.

Conditional. Required if the State Required field on the Country
(CTRY) window is Y for the entered country code. Optional
otherwise. Enter the state code that identifies the state in which
the bank is located. Refer to the State (ST) window for valid values.

Optional. Enter the postal zip code used in the bank’s address for
this window entry. The zip code consists of five characters for the
primary zip code and four characters for the zip code extension.

Optional. Enter the country code to represent the country the
bank is located in. Defaults to USA. Refer to the Country
(CTRY) window for valid values.

Optional. Enter the primary telephone number used for
contacting the bank regarding this bank account. Telephone
numbers consist of three characters for the area code, three
characters for the exchange, and four characters for the trunk.

Optional. Enter the extension of the primary phone, if any.
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Optional. Enter the secondary telephone number used for

Secondary 10 contacting the bank regarding this bank account. Telephone
Phone numbers consist of three characters for the area code, three

characters for the exchange, and four characters for the trunk.

Ext 4 Optional. Enter the extension of the secondary phone, if any.

Insurance Company (INSC)

Purpose

The Insurance Company (INSC) window defines the codes which identify recognized
insurance companies.

INSC Coding Instructions

P Insurance Company [_ [O) <]

Inzurance  Effective E wpiration Shart
Compaty D ate D ate D escription Lang Description

Lmm Bt B ) (R N TR B L

—_ a0 N
LN = L3 3 — O

Field Name Length Definition



Insurance
Company

Effective Date 6
Expiration Date 6

Short
Description

12

Long
Description
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Required. Enter the insurance company you wish to define, add,
change or delete.
Required. Enter the date (mm dd yy) the entry becomes effective.
Default is 99/99/99. Enter the last date the information is in effect.

Required. Enter the new or changed short description of the
insurance company.

Default is Short Description entry. Enter the new or changed long
description of the insurance company.

Interview Rating (IRTG)

Purpose

The Interview Rating (IRTG) window is used to define codes which describe applicants'

performance during the interview process.

IRTG Coding Instructions

E_Interview Rating

=] E3

[Rteriem

Effective

E =piration Shaort

Date Dezcription Long Description

R ati

Lo Y I o ) (R T % ]

— 1 g
N f= L3 3 — O

D ate

Field Name

Length Definition
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Interview

Rating

Effective Date 6 Required. Enter the date (mm dd yy) the entry becomes effective.
Expiration Date 6 Default is 99/99/99. Enter the last date the information is in effect.
Short 12 Required. Enter the new or changed short description of the
Description interview rating.

Long Default is Short Description entry. Enter the new or changed long
Description description of the interview rating.

J

Job Application (JOBA)/Applicant Status

Purpose

The Job Application (JOBA) window is used to record and view basic job application
information such as applicant ID, name, application date, job notice ID, referral source,
start date, and work cycle. Each application must be for a particular job, identified by a job
notice ID. The applicant can apply for several different jobs by submitting one application
for each unique job notice ID. The applicant can be a current or previous employee, or a
potential new hire. Each time the status of the application changes, the Job Application
transaction is used to update the record. A status change might change from the initial
application to a rejected state. At least one job application must be entered for the
applicant before any other applicant-related information can be entered. This window is
the point of entry into the system for a new applicant.

JOBA Coding Instructions
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E_Job Application M=l
Applicant ID |RO3 - 03 - 10007 Job Matice |0 I RAT 03w 001
Applicant Mame

Prefix First Middle Last Swiffix

| |I:H.-’-'-.F|LES | |DF!EW |

&pplicant Skatus | &pplicant Preferences I

Applicant Status I,-'i'-,lj Status Reazon I T Statuz Date
Application 0 ate IU? A20 200 Application T ermination

Applicant iz Current # Previous Employes Feferral Source
= Cument Emplayes

IEI? A20 00

' Previous Employee

Refering Employes |

" Meither
¢ Mot Applicable
Employes (D |

Field Name Length Definition

Header
Required. Enter a new applicant identification number to
establish a new applicant profile. To change an existing
applicant profile, enter the number of applicant profile to be

Applicant ID 10 changed. Valid values are located on the Applicant Name
Inquiry (QANM) window.
Note: This may be an alpha and/or numeric entry.

. Required. Enter the job notice identification number. Valid

Job Notice ID 10 . .
values are located on the Job Notice Roster (QJNT) window.
Optional. Leave blank, or enter the applicant's name prefix

Prefix 5 (e.g., such as Mr., Mrs., Dr., etc.). Valid values are located on
the Name Prefix (PREX) window.

First 15 Required. Enter the applicant's first name.

. Optional. Leave blank, or enter the applicant’s middle

Middle 15 L
name or initial.

Last 20 Required. Enter the applicant's last name.



Suffix

Details

Applicant Status

Status Reason

Status Date

Application Date

Application
Termination

Application is
Current/Previous
Employee

Employee ID

Referral Source

Radio
Buttons

10

Referring Employee 10
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Optional. Leave blank, or enter the applicant’s name suffix
(e.g., Jr., Sr., etc.). Valid values are located on the Name
Suffix (SUFX) window.

Required. Enter the current status of the application. Valid
values are located on the Applicant Status (APST) window.

Required. Enter the reason for the “Applicant Status”. Valid
values are located on the Applicant Status Reason
(APSR) window.

Required. Enter the date (mm/dd/yy) of the current status.

Required. Enter the date (mm/dd/yy) that the application
was completed.

Optional. Leave blank, or enter the date (mm/dd/yy) that
the application was terminated.

Defaultis Not Applicable. Select the value to indicate
whether the applicant is a current or previous employee.
Valid values are Current Employee, Previous Employee,
Neither and Not Applicable.

Conditional. Required if the applicant is a current or
previous employee; otherwise optional. If the applicantis a
current or previous employee, enter the employee
identification number.

Optional. Leave blank, or enter the referral source code.
Valid values are located on the Referral Source
(REFR) window.

Optional. Leave blank, or enter the name or identification
number of the employee who referred the applicant.

Job Application (JOBA)/Applicant Preferences
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Purpose

The Job Application (JOBA) window is used to record and view basic job application
information such as applicant ID, name, application date, job notice ID, referral source,
start date, and work cycle. Each application must be for a particular job, identified by a job
notice ID. The applicant can apply for several different jobs by submitting one application
for each unique job notice ID. The applicant can be a current or previous employee, or a
potential new hire. Each time the status of the application changes, the Job Application
transaction is used to update the record. A status change might change from the initial
application to a rejected state. At least one job application must be entered for the
applicant before any other applicant-related information can be entered. This window is
the point of entry into the system for a new applicant.

JOBA Coding Instructions

E_Job Application [_ O]
Applicant [0 |FH:IS - 03 - 10001 Job Motice D IH.-'i'-.TEIS"Vﬂ oo
Applicant Mame
Frefis Firgt Middle Last SLiffis
| | CHARLES | | DREW |
&pplicant Status Applicant Preferences |
Start Date ID? A20 400 Wiork Cycle II:ILIS Work Phane |[ ] Ext I

Accept Temporany Position Call at *work Flacement Preference :
o Yes Yoz GecEraphlc:
Mo Mo Agency  Fank rea R ank

" Mot Applicable

i~ Mot Applicable

& Mot &pplicable I I

Field Name Length Definition
Details

Optional. Leave blank, or enter the start date (mm/dd/yy) for
State Date 6

employment.

Optional. Leave blank, or enter the preferred work cycle code.
Work Cycle 5

Valid values are located on the Work Cycle (WKCY) window.




Work Phone

Extension

Accept
Temporary
Position

Call at Work

Accept Part-
time/Seasonal
Position

Agency (1-3)

Rank (1-3)

Geographic Area

(1-3)

Rank (1-3)

10

Radio
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Conditional. Required if Call at Work is Yes; otherwise,
optional. Enter the applicant’s work telephone number
(area code and number).

Optional. Leave blank, or enter the extension of the applicant’s
work telephone number.

Default is Not Applicable. Select Yes if the applicant will
accept a temporary position, No if the applicant will not, or Not

Buttons Applicable if acceptance of a temporary position does not

Radio
Buttons

Radio
Buttons

3x3

2x3

6x3

3x3

apply to this applicant.

Default is Not Applicable. Select Yes if the applicant can be
called at work; No if the applicant cannot be called at work;
or Not Applicable if this does not apply to the applicant.

Default is Not Applicable. Select Yes if the applicant will
accept a part-time/seasonal position; No if the applicant will
not accept a part-time/seasonal position; or Not Applicable if
acceptance of a part-time or seasonal position does not apply
to the applicant.

Optional. Leave blank, or enter the preferred agency code.
Applicants can have up to three preferences.

Conditional. Required if a value is entered for Agency;
otherwise, optional. Enter the rank code of the preferred
agency. The rank code identifies preferences among the
specified agency codes. Valid values are located on the Rank
(RANK) window.

Optional. Leave blank, or enter the preferred geographic
location code. The applicant can have up to three preferences.
Valid values are located on the Geographical Location

(GEOG) window.

Conditional. Required if a value is entered for Geographic
Area; otherwise, optional. Enter the rank of the preferred
geographic location. The rank code identifies preferences
among the specified geographic location codes. Valid values
are located on the Rank (RANK) window.
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Job Description (JDES)

Purpose

The Job Description (JDES) window identifies jobs available for online submission for the
current user. This window also provides the description for each job.

JDES Coding Instructions

E_Job Description |_ O] =]

| || Mame D ezcription |
Tl
2
3
4
4]
B
7
a
3
10
11
12
13
14
15
1| | v
Field L
Length Definition
Name
N 3 The name by which jobs are identified on the Job Submission window.
ame This is often the name of the program being executed.
Description 70 The description of the job name.

Job Interview (JOBI)

Purpose
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The Job Interview (JOBI) window is used to record and view basic interview information
such as interview date, interview start and end time, interviewer ID and interview location.
The interviewer may also enter the interview report by using the comment lines provided at
the bottom of the window. The Job Interview (JOBI) window stores subjective evaluations of
applicants.

JOBI Coding Instructions

E_Job Interview M=l E
M arne IN.&SH,DE.&NNE

Applicant 10 |ROZ - 04 - 10007 © Job Matice |D Im Interviewer | W
Interview Date Im Location Im Start Tirne IW

End Time IW |nterview Fating I— R ecommendation I—
YWeighted Taotal I— kdinirnLm [nterview Score I—

[nterisw
Scare | 100 | 8 | | |
Seguence
Murnber Comments
1 10 P APPLICAHT HAS HECESSARY QUALIFICATIONS. RECCOMEMD A5 FINAL CARDIDATE. -
2
3
4
5
G |
? -
4| | _"l_l

Field Name Length Definition

Display Displays the applicant's full name (last name, first name, and
Only middle initial).

Name

ApplicantID 10 Required. Enter the applicant's identification number.

Required. Enter the job notice identification number for which
Job Notice ID 10 the applicant is a candidate. Valid values are located on

the Job Notice Roster (QJNT) window.

Required. Enter the interviewer's identification number. This is

Interviewer ID 10 . L . .
usually the employee identification number of the interviewer.

Interview Date 6 Required. Enter the interview date.



Location

Start Time

End Time

Interview Rating

Recommendation

Weighted Total

Minimum
Interview Score

Interview Score (1-
5)

Display
Only

Display
Only

8x5

Sequence Number 5

Comments

70
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Optional. Leave blank, or enter the location code of interview.
Valid values are located on the Location (LOC) window.

Required. Enter the start time (hh:mm) of the interview.

Optional. Leave blank, or enter the end time (hh:mm) of the
interview.

Optional. Leave blank, or enter the rating code for the
interview. Valid values are located on the Interview Rating
(IRTG) window.

Optional. Leave blank, or enter the recommendation code.
Valid values are located one the Recommendation
(RCMD) window.

Displays the weighted total of the Interview Score(s) as
calculated by the system.

Displays the minimum required interview score for the job
notice. This value is from the Job Requirement (JBRQ) entry
associated with this job notice as of the application date.

Optional. Leave blank, or enter the applicant's interview score
for each displayed interview type.

Conditional. Required for each Comments line on which text
is entered. Optional if no Comments are entered. Enter a
sequence number for each comment line. The sequence
number should allow for easy insertion and deletion of lines.
For example, if sequence numbers are 10 and 20, you can later
insert 11 and 12.

Optional. Leave blank, or enter any additional comments
about the interview.

Job Notice Applicants by Name (QJNM)

Purpose
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The Job Notice Applicants by Name (QJNM) inquiry window provides applicant summary

information for a specific job posting. When the job notice ID is entered, all of the
applicants for the job notice are displayed along with weighted score information.
Selection Criteria: Job Notice ID.

QJNM Coding Instructions

E_Job Motice Applicants by Name

Job Hatice [D I RaT 04w 100

=] E3

YWeighted  ‘weighted Yweighted
Applicant Marme Applicant [0 Statuzs Test Tatal Other Tatal  Cambined Tatal
1 ||} ARBISI. TRACY { RO30410005  AC
2 AUGUSTIME, ALISA, RO30410046 AL
3 BALTHASER, DIAMA, RO30410029 AL
4 BARMETT. LISa, RO30410012 AL
5 BEMDER. CRYSTAL RO30410033 AL
B BEMMNARDO, KRISTEM - RO30410050  AC
7 BLACKEURM. BROOKE - RO30410030 AC
8 BREHM. COURTHEY - RO30410013 AL
| BREHM. STARLA ROZ0410010 AC
10 || BUMCH, DAMIEL RO30410018 AL
11 || BURKE. ELEM& RO30410038 AL
12 || BYRD.BRIAM RO30410021 AL
Field Name Length  Definition
. Required. Enter the number assigned to identify the job
Job Notice ID 10

Applicant Name

Applicant ID

Status
Weighted Test
Total

Weighted Other
Total

30
Display
Only

Display
Only

Display
Only

Display
Only

notice.

Required. Enter the applicant's full name (last name, first

name, and middle initial).

The number assigned to identify the applicant is displayed.

The applicant's status is displayed.

The weighted total of the applicant's test scores are

calculated by the system and displayed.

The weighted total of the applicant's other factors scores are

calculated by the system and displayed.
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Weighted Display The weighted total of the applicant's combined scores are
Combined Total Only calculated by the system and displayed.

Job Notice Applicants Hired (QJAH)

Purpose

The Job Notice Applicants Hired (QJAH) inquiry window allows the user to view a list of
applicants hired for a specific Job Notice. The window also displays the successful
applicant's employee ID and the date the applicant starts the job. An applicant's name is
displayed only after the Applicant Status field on the Job Application (JOBA) window
indicates that the applicant has been hired. Selection Criteria: Job Notice ID

QJAH Coding Instructions

E_Job Notice Applicantz Hired
Job Motice D Im Job Motice Type IT Job Statement Im
Applicant Mame Applicant (D Employes (D Start Date
1 :
2
3
4
5
G
7
a
9
10
11
12
13

Field Name Length Definition
Job NoticeID 10 Required. Enter the number assigned to identify the job notice.

Job Notice Display

The code indicating the type of job notice is displayed.
Type Only
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Displa
Job Statement o lIO y The code for the statement describing the job is displayed.
nty
Applicant Display The applicant's full name (last name, first name, and middle
Name Only initial) is displayed.
. Display : o . L
Applicant ID onl The number assigned to identify the applicant is displayed.
nty
Display The successful applicant's employee identification number is
Employee ID .
Only displayed.
Display . S
Start Date onl The date the applicant starts working is displayed.
nty

Job Notice by Applicant Title Group (QJTG)

Purpose

The Job Notice by Applicant Title Group (QJTG) window displays all Job Notices classified in
the same Applicant Tracking Title Group, which is assigned when the job notice is created.
Selection Criteria: Applicant Tracking Title Group.

QJTG Coding Instructions



£_Job Motice by Applicant Title Group
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Applicant Tracking Title Group IENEHIE
Job Motice
Job Hotice (D Type Statement  Statuz  Agency  Organization
1 RAT O 001 B GHERIC AL EE
2 RAT 0w 001 B GHERIC AL EE
3 RATOEN 001 B GHERIC AL EE
4 TATORETO0 B GHERIC AL ERO  1ERO
5 JEMOP 00 B GHERIC AL 00 2360
B
v
2
3
10
11
12
13
Field Name Length Definition
Applicant Tracking Title Required. Enter the applicant tracking title group
Group code.
. Display The number assigned to identify the job notice is
Job Notice ID )
Only displayed.
. Display The code indicating the type of job notice is
Job Notice Type .
Only displayed.
Display . .
Statement onl The job statement code is displayed.
y
Display . o
Status The status of the job notice is displayed.
Only
Display L. . L
Agency onl The agency where the job is available is displayed.
y
Display The organization where the job is available is

Organization

Only

displayed.
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Job Notice Profile (JNOT)/Profile Information

Purpose

The Job Notice Profile (JNOT) window is completed by the agency responsible for

processing and/or posting notices.

JNOT Coding Instructions

E_Job Motice Profile M=l E3
Job Matice 1D |Hmn3w1 a0l Start Date |04 /27 /00 End Date EENEENEE
Title Group IGNEHIE

Job Matice Type IB‘I Job Statement IGNEHIE

Shart Description | CONS TECH 1 [T allow Suto Application Status Updates

Lang Description | COMNS TECH 1

Job Statuz I A

Statuz Feaszon I Status Date IEId FaF /00

Agency GO05 Organization I IH42
Prafile [nformnatian | Contact and Owverides I
Position Type b asirnum $# of Hires I 1 Civil Service Status IMDDDT
. Pemanent Time Clazzification I Percentage of FTE I 1.0000
[y Temporary Work Location I Ra&035 Wiark Cycle I aus
" Mot Applicable Geographic Area I Special Requirements I
T arget Step I T arget Hire Date I / !
Position Mumber I,&.TE‘I om [rate of Origin |EI4 FET 400
Field Name Length Definition
Header
Required. Enter a new job notice identification number to
establish a new job notice. To change an existing job notice,
. enter the number of the job notice to be updated. Valid values
Job Notice ID 10 ) )
are located on the Job Notice Roster (QJNT) window.
Note: This may be an alpha and/or numeric entry.
Required. Enter the date (mm/dd/yy) that processing begins
Start Date 6

on the job notice.



End Date

Title Group

Job Notice Type

Job Statement

Short Description 12

Allow Auto
Application
Status Updates

Checkbox

Long Description 30

Job Status

Status Reason

Status Date

Agency

5

6
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Optional. Leave blank, or enter the date (mm/dd/yy) that
action on the job notice ends.

Required. Enter the code for the title group associated with
this job notice. Valid values are located on the Applicant
Tracking Title Group (ATTG) window.

Optional. Leave blank, or enter the code for the job notice
type that best describes this job notice. Valid values are
located on the Job Notice Type (JNTP) window.

Required. Enter the code for the job statement that best
describes the job notice. Valid values are located on the Job
Notice Statement (JSTA) window. Select the N/A code if this
field is not applicable.

Required. Enter the short description of the job notice.

Default is clear. Check this box to allow auto status updates
on applicants for this job notice. Clear to prevent auto status
updates on applicants for this job notice.

Defaults to the Short Description entry. Enter the long
description of the job notice.

Required. Enter the code for the job notice status that
currently applies to the job notice. Valid values are located on
the Job Notice Status (JNST) window.

Optional. Leave blank, or enter the code for the job notice
status reason. Valid values are located on the Job Notice
Status Reason (JNSR) window.

Required. Enter the date (mm/dd/yy) that the Job Status is
effective.

Required. Enter the code for the agency to which the job
notice applies. Valid values are located on the Agency Index
(AGCY) window.



Organization

Details

Position Type

Maximum # of
Hires

Civil Service
Status

Time
Classification

Percentage of
FTE

Work Location

Work Cycle

Geographic Area

Special
Requirements

Radio
Buttons

o
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Required. Enter the code for the organization to which the job
notice applies. Valid values are located on the Organization
Index (ORGN) window.

Default is Not Applicable. Select the value to indicate
whether the position is permanent or temporary. Valid values
are Permanent, Temporary, and Not Applicable.

Default is 0. Enter the maximum number of hires for the job
notice.

Note: If maximum number of hires is 0, it is assumed that
there is no maximum.

Optional. Leave blank, or enter the code for the civil service
status (e.g., UCP merit, UCP non-merit, non-UCP, etc.). Valid
values are located on the Civil Service Status (CIVS) window.

Optional. Leave blank, or enter the code for the time
classification. Valid values are located on the Time
Classification (TCLT) window.

Optional. Leave blank, or enter the percentage of full-time
equivalent (e.g., 100% is entered as 1. 0, 90% is entered as
0.9, etc.).

Optional. Leave blank, or enter the code for the work
location. Valid values are located on the Location
(LOC) window.

Optional. Leave blank, or enter the code for the work cycle.
Valid values are located on the Work Cycle (WKCY) window.

Optional. Leave blank, or enter the code that denotes the
geographic location associated with the job to be filled. Valid
values are located on the Geographic Location

(GEOG) window.

Optional. Leave blank, or enter the code to indicate
additional special requirements for the position already
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defined on the Applicant Tracking Title Group (ATTG) window.
Valid values are located on the Special Requirements (SPRQ)
window.

Optional. Leave blank, or enter the code to indicate the step
Target Step 5 in which an applicant would be appointed. Valid values are
located on the Step (STEP) window.

Optional. Leave blank, or enter the date (mm/dd/yy) on which
Target Hire Date 6 the successful applicant for this job is expected to begin
work.

Optional. Leave blank, or enter the position number of the
position being filled by the job notice. This position must be
valid within the Position Control Subsystem. Access the
Position Status Maintenance (PSMT) window to establish a
new position. Valid values for existing positions are located

Position Number 7 . . .
on the Position Status Inquiry (QPST) window.

Note: This field may be left blank if the job notice will not be
used to hire for a specific position (e.g., generic applicant
pool).

. Optional. Leave blank, or enter the date (mm/dd/yy) the job
Date of Origin 6 ]
notice was created.

Job Notice Profile (JNOT)/Contact and Overrides

Purpose

The Job Notice Profile (JNOT) window is completed by the agency responsible for
processing and/or posting notices.

JNOT Coding Instructions
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E_Job Motice Profile M=l E3

End Date

Job Motice 1D
Title Group

Short Description
Long Description
Job Status
Agency

Profile Information

IH.-’-‘-.TEIS’W'IEIEH
I GMERIC

IEId A2 a0
|B1

Start D ate
Job Matice Type

Job Statement

| COMS TECH 1 [T Allow &uto Application Status Updates
| COMS TECH 1
Iﬁ Status Reason I— Status Date
B05 Crganization Im
Contact and Owerides I
Contact Infarmation
Contact 1D IW YWork Location Im
Phone [(573 )522 -5800  Est |

Feferral Source

—

I'.EIEI A93 493
IGNEHIE

IEIfi 27 00

Dwermide [nformation

[Grade R equirement Fay Palicy

—

0.00

—

.00

—

birirnurn 5 alary bd axirumn 5 alary

Field Name LengthDefinition

Details
Optional. Leave blank, or enter the employee identification number
of the contact person.
ContactID 10
Note: This may be an alpha or numeric entry.
Work Optional. Leave blank, or enter the code for the contact person's
or
. 6 work location. Valid values are located on the Location
Location .
(LOC) window.
Phone 10 Optional. Leave blank, or enter the telephone number (area code
n
and number) for the contact person.
) Optional. Leave blank, or enter the extension of the telephone
Extension 4
number for the contact person.
Referral Optional. Leave blank, or enter the code for the requesting agency,
rr
s organization or individual. Valid values are located on the Referral
ource

Source (REFR) window.



Grade 5

Requirement 5

Pay Policy 5
Minimum

10
Salary
Maximum

10
Salary
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Optional. Leave blank, or enter an override grade code if the grade
on the Applicant Tracking Title Group (ATTG) window is not
applicable. Valid values are located on the Grade (GRDE) window.

Optional. Leave blank, or enter override requirement code if the
requirement codes in the Applicant Tracking Title Group (ATTG)
window are not applicable. Valid values are located on the Job
Requirement (JBRQ) window.

Optional. Leave blank, or enter the override pay policy code if the
pay policy on the Applicant Tracking Title Group (ATTG) window is not
applicable. Valid values are located on the Pay Policy

(PPOL) window.

Optional. Leave blank, or enter the override minimum salary if the
minimum salary on the Applicant Tracking Title Group (ATTG) window
is not applicable.

Optional. Leave blank, or enter the override maximum salary if the
maximum salary on the Applicant Tracking Title Group (ATTG)
window is not applicable.

Job Notice Roster (QJNT)

Purpose

The Job Notice Roster (QJNT) window is used to display job notices by identification

number. Information includes the description of the job, the status, title group, agency,
organization, and position ID. Selection Criteria: Job Notice ID.

QJNT Coding Instructions
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E_Job Motice Roster |_ O] =]

Status Title Job Matice
Job Maotice [D Long Dezcription Statuz Date Group Type Agency
1 |[{ RATO3wWI001 " COMS TECH 1 A0 042700 GMERIC B1 E05
2 RaTOwA001 COMS TECH 1 AL D400 GHERIC B1 L
3 RATOEWA001T  COMS TECH 1 A DEEFEO0 GMERIC B1 L
4 TATOSETOM CLERK TYFIST W AC D51100 GHERIC Bl =]
b
B
7
a
9
10
11
12
13
14
4| | b
Field Name Length Definition
Optional. You can enter a partial or full job notice ID to access a
Job NoticeID 10 specific job notice's information. The number assigned to identify
the job notice is displayed.
Long Display . . o
o The long description of the job notice is displayed.
Description  Only
Display . o
Status The status of the job notice is displayed.
Only
Display L
Status Date onl The date the status became effective is displayed.
y
) Display . . . . .
Title Group onl The title group to which the job notice belongs is displayed.
y
Job Notice Display o . . L.
The code indicating the job notice type is displayed.
Type Only
Display The agency (i.e., operating entity) for which the job notice is posted
Agency -
Only is displayed.
Display

Organization

Only

The organization for which the job notice is posted is displayed.
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Position Display The position identification number associated with the job notice
Number Only is displayed.

Job Notice Roster (QINTF)

Purpose

The Job Notice Roster (QJNTF) window is used to display job notices by identification
number. Information includes the description of the job, the status, title group, agency,
organization, and position ID. Selection Criteria: Job Notice ID.

QJNTF Coding Instructions

Status Title Job Hotice Poszitio

Job Maotice [0 Long D'escription Statuz  Date Group Type Agency  Organization  Murmbe
1 | ;. PERSOMMEL AMALYST I AC 0R1700 GHERIC E1 aon 2350 EMTI
2 QATO3E2001 © APHL 5L AC 042700 PBOF Bl 580 4110 AT320
3 CATO4E200 © APHL SC1 AL 042700 FPBOE Bl 580 4110 AT42(0
4 RATO2WT001. CONS TECH 1 Aaf D427 00 GHERIC Bl RO5  AH42 AT31L
4] RATO4WT001. COMNS TECH 1 AL D427 00 GHERIC Bl BO5 - 3H42 AT410
B RATOEW1001. CONS TECH 1 AL 042700 GHERIC B1 b5 aH42 ATE1L
7 TATOBET00T - CLERK TYRIST 1l A 051100 GHERIC Bl BR0 - 1RG0 ATR2(
a
|
10
11
12
13
14

1| | 3

Browse More Data Open Cancel |

Field Name Length Definition

Optional. You can enter a partial or full job notice ID to access a
Job Notice ID 10 specific job notice's information. The number assigned to identify
the job notice is displayed.
Long Display

L The long description of the job notice is displayed.
Description  Only



Status

Status Date

Title Group

Job Notice
Type

Agency

Organization

Position
Number

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only
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The status of the job notice is displayed.

The date the status became effective is displayed.

The title group to which the job notice belongs is displayed.

The code indicating the job notice type is displayed.

The agency (i.e., operating entity) for which the job notice is posted
is displayed.

The organization for which the job notice is posted is displayed.

The position identification number associated with the job notice
is displayed.

Job Notice Roster By Total Score (QJTS)

Purpose

The Job Notice Roster by Total Score (QJTS) window provides the user with a list of

applicants ranked by their weighted scores as of the date of the inquiry. When the job

notice ID is entered, the window displays all of the individuals applying for the position. By

using this window, a user can see the minimum scores required for the job and how each

applicant has scored. Selection Criteria: Job Notice ID.

QJTS Coding Instructions
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E_Job Motice Roster by Total Score |_ O] =]
Job Motice |0 |[ ER 071007 Minirmum Test Score | 7h.000
b imimum Other Score I [ a0 inirmum Combined Score I 7R.000
Application YWeighted YWeighted
Applicant Mame Applicant |D Statuz Date Test Scores Other Scores
1
2
3
4
b
B
7
a
9
1| | r
Field Name Length Definition
Job NoticeID 10 Required. Enter the number assigned to identify the job notice.
Minimum Test Display The minimum test score that an applicant must receive to qualify
Score Only for the job is displayed.
The minimum other factors score is the score assigned to skills
Minimum Display that are scored, but not tested. For example, an applicant's
Other Score  Only experience can be assigned a score value. The minimum other
score the applicant must receive to qualify for the job is displayed.
Minimum Displ The minimum combined score is the combination of the minimum
ispla
Combined o lp y test and minimum other factors scores. The minimum combined
n
Score y score the applicant must receive to qualify for the job is displayed.
Applicant Display The applicant's full name (last name, first name, and middle initial)
Name Only is displayed.
) Display . . . . .
Applicant ID onl The number assigned to identify the applicant is displayed.
nty
Display . L L
Status onl The applicant's application status is displayed.
nty
Application Display . . L
The date the applicant applied for the job is displayed.
Date Only
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Weighted Test Display The weighted total of test scores that are calculated by the system
Scores Only is displayed.

Weighted Display The weighted total of other factor scores that are calculated by the
Other Scores Only system is displayed.

Weighted . .
Combined Display The weighted total of the test scores and other factors scores that
ombine
Only are calculated by the system is displayed.
Scores

Job Notice Schedule (JNSA)

Purpose

The Job Notice Schedule (JNSA) window maintains a schedule of events which need to be
tracked and completed during the life of the job posting (e.g., put ad in local newspaper,
post opening internally, select applicants for interview).

JNSA Coding Instructions

E_Job Motice Schedule M=l E
Job Matice D I RATO4w 00
Scheduled Scheduled  Actual Actual

Activig  Start Date End Date Start Date End Date Fesult  Comments

OFFER: 020100 n20%00

o = L o —

1| | 3

Field Name Length Definition

Job Notice 10 Required. Enter the job notice identification number. Valid values
ID are located on the Job Notice Roster (QJNT) window.

Required. Enter the code of the scheduled job notice

Activity S activity. Activity codes are sorted alphabetically. Examples are Post

Notice, Conduct Physicals, Interviews, etc. Activity codes can not



Scheduled
Start Date

Scheduled
End Date

Actual Start 5
Date

Actual End
Date

Result 5

Comments 70
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be repeated. Valid values are located on the Applicant Tracking
Activity (ATVY) window.

Required. Enter the scheduled start date (mm/dd/yy) of the activity.
Optional. Leave blank, or enter the scheduled end date (mm/dd/yy)

of the activity.

Optional. Leave blank, or enter the actual start date (mm/dd/yy) of
the activity.

Optional. Leave blank, or enter the actual end date (mm/dd/yy) of
the activity.

Optional. Leave blank, or enter the result code for the
activity. Examples may be Completed Task, Awaiting
Approval, etc. Valid values are located on the Activity Result
(RSLT) window.

Optional. Leave blank, or enter any additional comments.

Job Notice Statement (JBST)

Purpose

The Job Notice Statement (JBST) window is used to record and view a job description in
textual form. The text can provide a full job definition including tasks to be performed and

day-to-day responsibilities. When job notice profiles have common requirements, they can

share the same job statement.

JBST Coding Instructions
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E_Job Motice Statement [_ O]
Job Statemernt IGNEHIE
Short Description | GENERIC Long Description | GENERIC
Sequence
M urnber D ezcriptian
1 Il
2
3
4
5
G
ki
a
9
10
11
12
13
1| | 3

Field Name Length Definition

Required. Enter the valid job statement code whose descriptions

Job

you are adding, changing, or deleting. Valid values are located on
Statement i

the Job Statement (JSTA) window.
Short Display

L The short description of the job statement is displayed.
Description Only
Long Display

L The long description of the job statement is displayed.
Description Only

Required. Enter a sequence number for each description line.
Choose sequence numbers that allow for easy insertion and

Sequence . . .
Nurmbe deletion of lines. For example, if sequence numbers are 10 and 20,
u r
you can laterinsert 11, 12 and 13. The sequence humber is required
if there is text entered on the line.
Description 60 Optional. Enter the job description.

Job Notice Status (JNST)



Purpose
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The Job Notice Status (JNST) window is used to define the codes which identify the possible

statuses a job notice might have. For example, a job notice may have an open status,
whereby the general public can apply for the job, or an internal status, whereby only
internal employees are eligible to apply.

JNST Coding Instructions

E_Job Motice Status

Job Matice Status

Effective Date

Shart Description | ACTIVE
Long Description | ACTIVE
Murnber of kMonths Before Archive I 1]

¥ Active Status

I [=] E3

IEE
IEI1 A01 f20 Expiration D ate IEIEI 493 /93

Field Name Length Definition

Job Notice
Status

Effective Date 6
Expiration

Date

Short
Description

Long
Description

Number of
Months Before 2
Archive

Required. Enterthe job notice status code being added,
changed or expired.

Required. Enter the date (mm/dd/yy) the entry becomes
effective.

Conditional. Defaultis 99/99/99. Enter the last date the
information is in effect.

Required. Enter the new or changed short description of the job
notice status code.

Default is Short Description entry. Enter the new or changed
long description of the job notice status code.

Optional. Defaultis zero. Indicate the number of months from
the run date a job notice with this status may be archived. The
value entered must be a positive, whole number. Avalue of zero
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indicates that this status does not allow archiving. This field
must be zero if the Active Status field is setto Y.

) Required. Check this box if the job notice status is active;
Active Status Checkbox .
otherwise clear.

Job Notice Status Reason (JNSR)

Purpose

The Job Notice Status Reason (JNSR) window defines the codes which describe the basis
for assigning a job notice a particular status. For example, a job notice might be assigned
an internal status because this job notice is only open to existing employees for promotion
opportunities.

JNSR Coding Instructions

E_Job Motice Status Reason M=l E
Job Matice Effective E wpiration Short
Statuz Reazon D ate D ate Description  Long Dezcription
2
3
4
5
E
7
8
g
10
11
12
13
14
15
Field Name Length Definition
Job Notice Status Required. Enter the job notice status reason code you are

Reason adding, changing, or expiring.




Effective Date 6

Expiration Date 6

Short Description 12

Long Description 30

Job Notice Type (JNTP)

Purpose
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Required. Enter the date (mm dd yy) the entry becomes

effective.

Conditional. Defaultis 99/99/99. Enter the last date the
information is in effect.

Required. Enter the new or changed short description of the job

notice status reason code.

Default is Short Description entry. Enter the new or changed

long description of the job notice status reason code.

The Job Notice Type (JNTP) window defines the codes which group job notices into

categories. These categories, or types, of job notices give a general description of the types
of duties the employee performs. For example, all managerial jobs can be grouped under
one job notice type, while all secretarial jobs can be grouped under another job notice

category.

JNTP Coding Instructions

E_Job Motice Type M=l E
Job Maotice Effective E=piration Shirk
Drate [ ate D escription Long D ezcription
1 f0mzo 935933 QFFICIALS AD QFFICIALS AND ADMIMISTRATORS
2 0101 20 9359993 PROF - HOMCE PROFESSIOMALS - MOM-CMWIL EMGR
3 010120 935933 PROF - CE PROFESSIOMALS - CIWIL EMGIMEER
4 0101 20 9353933 TECHMICIAMS TECHHMICIAMS
] 0101 20 9359993 PROT SWC'wkR  PROTECTIVE SERYICE WORKERS
B 010120 935933 PaRAPROFESSI PaRAPROFESSIOMALS
7 0101 20 9353933 OFFICE CLERI OFFICE CLERICAL
a 0101 20 933393 SKILLED CRFT SKILLED CRAFT “WORKERS
| 0101 20 9359993 SWC MAINT SERVICE MAIMTEMAMNCE
10
11
12
13
14
15
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Field Name LengthDefinition

Job Notice 3 Required. Enterthe job notice type code you are adding, changing,
Type or expiring.

Effective Date 6 Required. Enter the date (mm dd yy) the entry becomes effective.
Expiration 5 Conditional. Defaultis 99/99/99. Enter the last date the

Date information is in effect.

Short 19 Required. Enter the new or changed short description of the job
Description notice type code.

Long Default is Short Description entry. Enter the new or changed long
Description description of the job notice type code.

Job Notice User Defined Screen (JUS1)

Purpose

The Job Notice User Defined Screen (JUS1) is a user-defined window used to enter data
relating to job notices. This window can be used for data entry if Applicant/Job Notice ID on
Applicant User Defined Fields (AUDF) is set to Job Notice.

JUS1 Coding Instructions
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E_Job Motice Uzer Defined Window |_ O] =]

| JOB NOTICE USER DEFIMED

Jaob Matice |D I RATO4w 1001
Effective Date IEI1 A0 20

<

JUST FIELD 1 [304M]
JUST FIELD £ [304K]
JUST FIELD 3 [304M]
JUST FIELD 4 [304K]
JUST FIELD 5 [304M]
JUST FIELD B [304K]
JUST FIELD ¥ [304K]
JUST FIELD & [304K]
JUST FIELD 3 [304M]
JUST FIELD 10 [304KM]
JUST FIELD 17 [304M]
JUST FIELD 12 [304K]

E xpiration D ate

S

| of?

Field Name

(Window Name)

Job Notice ID

Effective Date

Expiration Date

Fields yet to be

defined??? (1-12)

Length

Display
Only

10

12x 30

Definition
Displays the window name.
Required. Enterthe job notice identification number. Valid

values are located on the Job Notice Roster (QJNT) window.

Required. Enter the date the information becomes
effective.

Default is 99/99/99. Enter the last date the informationisin
effect.

Fields yet to be defined???

Job Requirements (JBRQ)/Minimum Scores

Purpose

The Job Requirements (JBRQ) window defines any requirements of a specified job notice.



JBRQ Coding Instructions
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E_Job Requirements

=] E3

|EIE| /93 /93

Expiration D ate

Requirernent RLw
Effective Date |EI1 0120
Shart Description | LEAD WORKER

Minirmurn Scores |

[ Degree Fequired

irimum Experience

Score Weightings I

Lizenzes and / or Certifications————

{11

Lang Dezcrphon

| LEAD WORKER TRAINING

Degree I
| n

Firirnurm 5 core

[rteriew 0.000
Test 0.000

Other Factars
Combined

I 0.000
I 0,000

Field Name Length
Header
Requirement 5

Effective Date 6

Expiration Date 6

Short Description 12

Long Description 30

Details

Definition

Required. Enter the requirement code to identify the
requirement to be added, changed, or expired.

Required. Enter the date (mm/dd/yy) the entry is effective.

Conditional. Default is 99/99/99 . Enter the last date the
entry is in effect.

Required. Enter a short description of the requirement
code.

Default is Short Description entry. Enter a long description
of the requirement code.

Required. Check this box if a degree is required for the

Degree Required Checkbox .

job. Clear if a degree is not required.
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Conditional. Required if Degree Required is
Degree 3 selected. Enter the degree required for the job. Valid values
are located on the Degree (DEGR) window.

Defaultis 0. Enter the minimum number of months of

Minimum . . . . .
3 experience needed for the job. Enter O if no prior experience

Experience . ]
is required.

) Optional. Enter the special license(s) or certificate(s)
Licenses and/or

o 5x4 needed for the job. Valid values are located on the License
Certifications .
Type (LTYP) window.
. Optional. Enter the minimum interview score needed for
Interview 8 .
the job.
Test 8 Optional. Enter the minimum weighted test score needed
es

for the job.

Optional. Enter the minimum weighted other factors score
Other Factors 8 .
needed for the job.

Disol The system adds Minimum Test Score and the Minimum
ispla
Combined o lp y Other Factors Score and displays the resulting Minimum
n
Y Combined Score.

Job Requirements (JBRQ)/Score Weightings

Purpose
The Job Requirements (JBRQ) window defines any requirements of a specified job notice.

JBRQ Coding Instructions
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E_Job Requirements M=l E3
Requirernent RLw
Effective Date m Expiration D ate Im
Shart Description | LEAD WOREER Long Description | LEAD WOREER TRAINING
Minimurn Scores Score Weightings I
Irker- Other Other
Test  ‘wWeight view  Wweight Factor  ‘wWeight Factor  “weight Skill Lewvel

L
|

Field Name LengthDefinition

Header

Requirement 5

Effective Date 6

Expiration 6
Date
Short
L 12

Description
Lon

g‘ . 30
Description
Details
Test 5x4

Required. Enter the requirement code to identify the requirement to
be added, changed, or expired.

Required. Enter the date (mm/dd/yy) the entry is effective.
Conditional. Default is 99/99/99 . Enter the last date the entryisin
effect.

Required. Enter a short description of the requirement code.

Default is Short Description entry. Enter a long description of the
requirement code.

Conditional. Required if Minimum Test Score has a value other
than 0; otherwise optional. Enter the test type code for the test(s)
required for the job. Valid values are located on the Test Type (TETP)
window.



Weight

Interview

Weight

Other Factor

Weight

Other Factor

Weight

Skill

Level

4x4

5x5

4x5

5x8

4x8

5x6

4Xx6

5x8

5x8
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Optional. Enter the weight assigned to each test. Enter the weight
as adecimal. For example, enter 100% as 1.00 and 50% as 0.50. A
weight must be entered for each test.

Conditional. Required if Minimum Interview Score has a value
other than 0; otherwise optional. Enter the code for the type of
interview rating required for the job. Valid values are located on
the Interview Rating (IRTG) window.

Optional. Enter the weight assigned to each interview rating type.
Enter the weight as a decimal. For example, enter 100% as 7.00 and
50% as 0.50. A weight must be entered for each interview.

Conditional. Required if Minimum Other Factor Score has a value
other than 0; otherwise optional. Enter the codes for the other
factors required for the job. Valid values are located on the Other
Factors (FACT) window.

Optional. Enter the weight assigned to each other factor. Enter the
weight as decimal. For example, enter 100% as 71.00 and 50%
as 0.50. A weight must be entered for each other factor.

Conditional. Required if Minimum Other Factor Score has a value
other than 0; otherwise optional. Enter the codes for the other
factors required for the job. Valid values are located on the Other
Factors (FACT) window.

Optional. Enter the weight assigned to each other factor. Enter the
weight as decimal. For example, enter 100% as 71.00 and 50%
as 0.50. Aweight must be entered for each other factor.

Optional. Enter the type of skill required for the job. Eight skills may
be entered. Valid values are located on the Skill Type (SKLS) window.

Optional. Enter the proficiency or skill level required for each type of
skill required for the job. Valid values for skill level are based on the
type of skill. Valid values are located on the Skill Level (SKLL)
window.
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Job Statement (JSTA)

Purpose

The Job Statement (JSTA) window defines the codes which identify statements found on a
Job Notice Statement (JBST) window. The Job Statement window only defines valid job
statement codes; it does not define the job description.

JSTA Coding Instructions

E_Job Statement M=l E3
Job Short
Staternent D' ezcriptian Long Description

1 ||"GNERIC™ " GENERIC GENERIC

2

3

4

5

G

7

a

3

10

11

12

13

14

15

Field Name LengthDefinition

Required. Enter the job statement code being changed, added or
Job Statement 6

expired.
Short 19 Required. Enter the new or changed short description of the job
Description statement code.
Long Default is Short Description entry. Enter the new or changed new
Description description of the job statement code.

Job Status (JOBS)



Purpose
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The Job Status (JOBS) window defines the job status of employees (temporary, regular,

probationary, etc.) on the Employment Status Maintenance window.

JOBS Coding Instructions

E_Job Status M= E3
Job Effective E spiration Short
Status D ate D ate Dezcription Long Description
1 |[C ooz 99 99 99 COVERED  COVERED APPOINTMENT ]
2 E 01020 995993 ExMPT/AUMCL EXEMPT/AUMCLASSIFIED APPT.
3 L 0120 9333393 LTD DURATIO LIMITED DURATION APPOIMTMEMT
4 F 010120 9333393 FPROBATIOMAI PROBATIOMARY
5 A 010120 9333393 REGULAR REGULAR APPOINTMEMNT
B
v
a
3
10
11
12 o
13
14 X
Field Name LengthDefinition
Required. Enter the job status code that reflects the status of the
Job Status 1
employee.
Effective Date 8 Required. Enter the date the Job Status code becomes effective.
Expiration .
Dat Defaults to 99/99/99. Enter the date the Job Status code expires.
ate
Short 19 Required. Enter the new or changed short description of the Job
Description Status code.
Long 30 Default is Short Description entry. Enter the new or changed long

Description

description of the Job Status code.
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Labor Distribution Profile (LDPR)

Purpose

The Labor Distribution Profile (LDPR) window sets up accounting distributions to which pay
resulting from leave events can be charged. The labor distribution profile code can reduce
data entry since a single code can be used in place of entering the full accounting
distribution, and it also allows you to distribute an expense between up to ten different
accounting lines.

LDPR Coding Instructions

E_Labor Distribution Profile

Agency 200 Labar Diztribution Profile I MO033
Effective Date IEI1 A0 z0 Expiration Date IEIEI 493/ 99
Sub-  Appropriatian Sub-
Fund Agency  Org arg  nit Activity Function Object  object  Jaob
1 0534 aon 2500 237 JCT2 2005
2 0634 aon 2500 237 JCT4 2005
3 0634 aon 2&00 237 JCT3 2005
4
4]
B
7
a
|
10
1| | »

Field Name Length Definition

Required. Enter the agency code for which the labor distribution

Agency 3 L
profile is being created.
Labor . o . .
o Optional. Enter the labor distribution profile code you are adding,
Distribution 5 . )
. changing, or deleting.
Profile

Effective Date 6 Required. Enter the date you wish the entry to become effective.




Expiration Date 6

Fund 4

Agency 3

Organization 4
Sub-Org 2
Appropriation
Unit

Activity 4
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Default is 99/99/99. Enter the last date the information is in effect.

Required. Enter the fund to which the specified percentage is to
be charged. Valid values are located on the Fund (FUND)

window. If Fund is required, but left blank and Agency and
Organization are filled in, then Fund defaults to the value specified
in the Fund field on Organization (ORG2). Note: If the Fund you
choose has an Expense Budget Control Option value of N (none),
no expense budget entry is required on Expense Budget Inquiry
(EXP2) for the accounting attributes that follow. If itis set

to P (Presence) or C (full), an Expense Budget entry must exist for
the accounting distribution that is entered.

Required. Enterthe agency to which the specified percentage is to
be charged. Agency must be valid with the entered fund. See Fund
Agency Index (FAGY) for valid fund and agency combinations.

Conditional. The settings displayed on Fund Agency (FAGY)
indicate whether organization is required or optional. The
organization option for Exp Budget on Fund Agency Index (FAGY)
indicates if Organization is required (value of Y or A) or optional
(value of N). Enter the organization to which the specified
percentage is to be charged. Valid values are located on

the Organization Index (ORGN) window.

Conditional. Optionalif Organization is entered. Enter a sub-
organization. Valid values are located on the Sub-Organization
(SORG) window.

Conditional. Optional for standard budgeting sites. Required for
extended budgeting sites. Enter the appropriation unit code
representing the dollar amount designated, by law, for a specific
purpose. Valid values are located on the Appropriation Index
(APPR) window.

Conditional. Required if the Activity Options Rev Budget field on
the Fund Agency (FGY2) window is set to Required on Budget and
Accounting [Y] or Required on Accounting [A]. Enter the activity
to which the specified percentage is to be charged. Valid values
are located on the Activity Index (ACTV) window.



Function

Object

Sub/Object

Job

Reporting
Category

Distribution
Percent
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Conditional. The function option for Exp Budget on Fund Agency
Index (FAGY) indicates if function is required (value of Y or A) or
optional (value of N). Enter the function code representing the
budget for a group-related activity that is aimed at accomplishing a
major service or regulatory responsibility. Valid values are located
on the Function (FUNC) window.

Conditional. The function option for Exp Budget on Fund Agency
Index (FAGY) indicates if function is required (value of Y or A) or
optional (value of N). Enter the function code representing the
budget for a group-related activity that is aimed at accomplishing a
major service or regulatory responsibility. Valid values are located
on the Function (FUNC) window.

Optional. Enter the sub-object to which the specified percentage
is to be charged. Valid values are located on the Sub-Object
(SOBJ) window.

Optional. Enter the job category to which the specified percentage
is to be charged. Valid values are located on the Job Index
(JOBT) window.

Optional. Enter the report category which the specified
percentage is to be charged. Valid values are located on
the Reporting Category (RPTG) window.

Required. Enter the percentage of the payroll expense to be
allocated to the specific labor distribution accounting attributes on
this line (for example, 100%, 20%). The total for all lines must
equal 100%.

Labor Redistribution (LABR)

Purpose

The Labor Redistribution (LABR) document window is used to change the accounting

information of payments that have already been posted. A labor redistribution never

affects the employee’s pay.
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LABR Coding Instructions

E_Batch: Document: LABR 300 12345678910 M=l E
Mame |MEISTEH,JDYEE J
Employes 1D ||:|?|:| -41 - 000 Appaintment 10 I_
Ewvert Migw | Digtribution e I
Event Date Event Type  Actual Amount Ovemide Fate Title / Sub Grade Step
[07 /20 /00 |REGLR | a00 | | [ /| |
Field Name Length Definition
View b Radio Select whether the options shown in the Document Type
iew
y Button menu will be listed by Window Name or Window Code.
Dropdown
Document Type M Select the type of document to work on.
enu

Batch ID Not applicable. Missouri will not be processing these
documents by batch.
Required. Enterthe organization code appropriate to the
Organization 4 employee(s) you will be entering timesheets for. Valid

values are found on the Organization (ORGN) window.

Required. Enter the agency code appropriate to the
Agency 3 employee(s) you will be entering timesheets for. Valid
values are found on the Agency Index (AGCY) window.

DocumentID Not Applicable. Automatic Document Numbering



Automatic
Document
Numbering

New/Open/Scan

OK

Cancel

Name

Employee ID

Appointment ID

Event Date

Event Type

Actual Amount

Override Rate

Checkbox

Radio
Button

Button

Button

Display

Only

10
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The 'Automatic Document Numbering' feature of the
Batch/Document Entry window has been enabled
statewide. Therefore, the system will automatically assign
numbers to new documents as they are created.

Select the action you wish to take.

Select if you wish to proceed with this action.

Select if you wish to cancel this action. The window will
close and you will need to access the window again to
proceed with another action.

The employee’s full name (last name, first name, and
middle initial) is displayed.

Required. Enter the employee’s social security number.

Optional. If an employee holds more than one
appointment, enter the appropriate appointment
identification number to indicate which appointment is
affected. Leave blank to indicate the employee’s primary
appointment. An asterisk (*) indicates all appointment
identification numbers.

Required. Enter the date on which the pay event occurred.

Required. Enter the pay event value that is overriding the
accounting information. Referto the Event Type
(EVNT) window for valid values.

Required. Enter the actual amount in time, units, or
dollars. Pay Input Definition on the Event Type (EVNT)
window defines how amounts are measured for each event
value. If an amount is negative, enter a minus (-) sign in the
first character of the field.

Optional. Enter the override rate for the event. If default
rate is used, leave this blank.
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Optional. Enter the override title in this field. Leave blank
Title 6 to use the employee’s title. Refer to the Title (TITL) window
for valid values.

Optional. Enter the override sub-title in this field. Leave
Sub-Title 2 blank to use the employee’s sub-title. Refer to the Sub-Title
(STTL) window for valid values.

Optional. Enter the override grade in this field. Leave blank
Grade 5 to use the employee’s grade. Refer to the Grade
(GRDE) window for valid values.

Optional. Enter the override step in this field. Leave blank
Step 5 to use the employee’s step. Refer to the Step (STEP window
for valid values.

Original
Field Name LengthDefinition

Optional. Select a value to indicate the labor distribution profile
option. Valid values are:

e None [blank]
o Do notoverride the default labor distribution profile.

e Entered Acctg Values [A]

Distribution . . . .
. o Use the following override accounting attributes.
Option
e Entered Profile [P]
o Use an override labor distribution profile.
e Position Assignment [C]
o Usethe accounting attributes assigned to the
employee’s position.
Conditional. Required if Distribution Option is Profile [P];
Labor Dist otherwise, leave blank. Enter the labor distribution profile
Profile value. Refer to the Labor Distribution Profile (LDPR) window for valid

values.



Fund

Agency

Organization

Sub-
Organization

Appr Unit

Activity

3

4

4

4
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Conditional. Required if Distribution Option is Acctg Attributes
[A]; otherwise, leave blank. Enter the appropriate fund value. Refer
to the Fund Index (FUND) window for valid values. If Fund is required,
but left blank and agency and organization are filled in, then Fund
defaults to the value specified in the Fund field on Organization
(ORG2).

Note: If the Fund chosen has an Expense Budget Control

Option value of N (none), no expense budget entry is required on
Expense Budget Inquiry (EXP2) for the accounting attributes that
follow. Ifitis setto P (Presence) or C (full) an Expense Budget entry
must exist for the accounting distribution that is entered.

Conditional. Required if Distribution Option is Acctg Attributes
[A]; otherwise, leave blank. Enter the override agency value. Agency
must be valid with the entered fund. Refer to the Fund Agency Index
(FAGY) window for valid fund and agency combinations.

Conditional. Leave blank if Distribution Option is any value other
than Acctg Attributes [A]. If distribution is Acctg Attributes [A] the
settings displayed on Fund Agency Index (FAGY) indicate whether
organization if required or optional. The organization option for Exp
Budget on Fund Agency Index (FAGY) indicates if organization is
required (value of Y or A) or optional (value of N).

Enter the override organization values. Refer to the Organization
Index (ORGN) window for valid values.

Conditional. Optionalif organization is entered. Enter a sub-
organization. Referto the on the Sub-Organization (SORG) window
for valid values.

Conditional. Required when Labor Distribution Override
Option is Use Entered Accounting Values [A]; otherwise, leave
blank. Enter the appropriation unit code representing the dollar
amount designated, by law, for a specific purpose. Refer to the
Appropriation Index (APPR) window for valid values.

Conditional. Leave blank if Distribution Option is any value other
than Acctg Attributes [A]. If distribution is Acctg Attributes [A] the



Function

Object

Sub-Object

Job Number

Rept
Category

4

4

2

8
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settings displayed on Fund Agency Index (FAGY) indicate whether
activity is required or optional. The activity option for Exp Budget on
Fund Agency Index (FAGY) indicates if activity is required (value

of Y or A) or optional (value of N).

Enter the activity code used for a further breakdown of financial
activity. Refer to the Activity Index (ACTV) window for valid values.

Conditional. Leave blank if Distribution Option is any value other
than Acctg Attributes [A]. If distribution is Acctg Attributes [A] the
settings displayed on Fund Agency Index (FAGY) indicate whether
organization is required or optional. The function option for Exp
Budget on Fund Agency Index (FAGY) indicates if function is required
(value of Y or A) or optional (value of N).

Enter the function code representing the budget for a group-related
activity that is aimed at accomplishing a major service or regulatory
responsibility. Refer to the Function (FUNC) window for valid values.

Conditional. Optional if Labor Distribution Override Option is Use
Entered Accounting Values [A]; otherwise, leave blank. Enter the
object code corresponding to the object of expense provided by the
position. Refer to the Object Index (OBJT) window for valid values.

Conditional. Optional if Labor Distribution Override Option is Use
Entered Accounting Values [A] and an object code is entered;
otherwise, leave blank. Enter the sub-object if a further breakdown
of object is employed. Refer to the Sub-Object (SOBJ) window for
valid values.

Conditional. Optional if Labor Distribution Override Option is Use
Entered Accounting Values [A]; otherwise, leave blank. Enterjob
code used to track specific costs associated with particular projects
or jobs. Refer to the Job Index (JOBT) window for valid values.

Conditional. Optional if Labor Distribution Override Option is Use
Entered Accounting Values [A]; otherwise, leave blank. Enter the
reporting category into which the position falls. Refer to

the Reporting Category (RPTG) window for valid values.
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Revised
Field Name LengthDefinition

Optional. Select a value to indicate the labor distribution profile
option. Valid values are:

e None [blank]
o Do not override the default labor distribution profile.

e Entered Acctg Values [A]
Distribution . . . .
. o Use the following override accounting attributes.
Option
e Entered Profile [P]
o Use anoverride labor distribution profile.
e Position Assignment [C]

o Use the accounting attributes assigned to the
employee’s position.

Conditional. Required if Distribution Option is Profile [P];
Labor Dist otherwise, leave blank. Enter the labor distribution profile
Profile value. Referto the Labor Distribution Profile (LDPR) window for valid

values.

Conditional. Optional if Distribution Option is Acctg Attributes
[A]; otherwise leave blank. Enter the appropriate fund value. Refer
to the Fund Index (FUND) window for valid values. If Fund is required,
but left blank and agency and organization are filled in, then Fund
defaults to the value specified in the Fund field on Organization
(ORG2).

Fund 4
Note: If the Fund chosen has an Expense Budget Control
Option value of N (none), no expense budget entry is required on
Expense Budget Inquiry (EXP2) for the accounting attributes that
follow. Ifitis setto P (Presence) or C (full) an Expense Budget entry
must exist for the accounting distribution that is entered.

Conditional. Optional if Distribution Option is Acctg Attributes
[A]; otherwise, leave blank. Enter the override agency value. Agency

Agency 3
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must be valid with the entered fund. Referto the Fund Agency Index
(FAGY) window for valid fund and agency combinations.

Conditional. Leave blank if Distribution Option is any value other
than Acctg Attributes [A]. If distribution is Acctg Attributes [A] the
settings displayed on Fund Agency Index (FAGY) indicate whether
organization if required or optional. The organization option for Exp

Organization 4 Budget on Fund Agency Index (FAGY) indicates if organization is
required (value of Y or A) or optional (value of N).

Enter the override organization values. Refer to the Organization
Index (ORGN) window for valid values.
Sub Conditional. Optional if organization is entered. Enter a sub-
u -

L organization. Refer to the Sub-Organization (SORG) window for valid
Organization

values.

Conditional. Required when Labor Distribution Override
Option is Use Entered Accounting Values [A]; otherwise, leave
Appr Unit 4 blank. Enter the appropriation unit code representing the dollar
amount desighated, by law, for a specific purpose. Referto the
Appropriation Index (APPR) window for valid values.

Conditional. Leave blank if Distribution Option is any value other

than Acctg Attributes [A]. If distribution is Acctg Attributes [A] the

settings displayed on Fund Agency Index (FAGY) indicate whether

activity is required or optional. The activity option for Exp Budget on
Activity 4 Fund Agency Index (FAGY) indicates if activity is required (value

of Y or A) or optional (value of N).

Enter the activity code used for a further breakdown of financial
activity. Refer to the Activity Index (ACTV) window for valid values.

Conditional. Leave blank if Distribution Option is any value other

than Acctg Attributes [A]. If distribution is Acctg Attributes [A] the

settings displayed on Fund Agency Index (FAGY) indicate whether
Function 4 organization is required or optional. The function option for Exp
Budget on Fund Agency Index (FAGY) indicates if function is required

(value of Y or A) or optional (value of N).



Object 4

Sub-Object 2

Job Number 8

Rept
Category
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Enter the function code representing the budget for a group-related
activity that is aimed at accomplishing a major service or regulatory
responsibility. Refer to the Function (FUNC) window for valid values.

Conditional. Optional if Labor Distribution Override Option is Use
Entered Accounting Values [A]; otherwise, leave blank. Enter the
object code corresponding to the object of expense provided by the
position. Refer to the Object Index (OBJT) window for valid values.

Conditional. Optional if Labor Distribution Override Option is Use
Entered Accounting Values [A] and an object code is entered,;
otherwise, leave blank. Enter the sub-object if a further breakdown
of object is employed. Referto the Sub-Object (SOBJ) window for
valid values.

Conditional. Optional if Labor Distribution Override Option is Use
Entered Accounting Values [A]; otherwise, leave blank. Enterjob
code used to track specific costs associated with particular projects
or jobs. Refertothe Job Index (JOBT) window for valid values.

Conditional. Optional if Labor Distribution Override Option is Use
Entered Accounting Values [A]; otherwise, leave blank. Enter the
reporting category into which the position falls. Refer to

the Reporting Category (RPTG) window for valid values.

Law Firm Information (LAWF)

Purpose

The Law Firm Information (LAWF) window is used to record and view information relating to

the law firms associated with the wage attachment process.

LAWF Coding Instructions
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E_Law Firm =] E3
Firm Code IED.&MS,K.-‘B.T HY' Ilzer Field I
Effective Date IEI1 A0 20 IJzer Field I
E spiration D ate IEIEI 499 /99 Izer Field I

Firrr M ame | Adams, Kathy

Law Firm Addre
Address 1] 904 City Hall

Address 2| 414 East 12th St.

City | Kansas City State IW
Country Iﬁ Zip IW

Fhone (516 ) 274 - 1470 E:t I_
Fax  [816 ) 545 - 5167 Ext [
Ernail |

Field Name LengthDefinition

Required. Enterthe code of the law firm that is being added,

Firm Code 11 .
changed, or expired.
Effective . . . .
Dat 8 Required. Enter the date the information becomes effective.
ate
Expiration 8 Required. Enter the last date the information is in effect. This will
Date default to 99/99/99.
Firm Name 36 Required. Enter the name of the law firm.
. Optional. Additional field to be used at the discretion of the State of
User Field 8 ) )
Missouri.
. Optional. Additional field to be used at the discretion of the State of
User Field 8 ) )
Missouri.
. Optional. Additional field to be used at the discretion of the State of
User Field 8

Address Line
1 30

Missouri.

Required. Enter the address of the law firm.
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Address Line . L L
30 Optional. Enter the address of the law firm if another line is needed.

2
City 19 Required. Enter the name of the city.
Stat 3 Required. Enter the appropriate state code. Refer to the State (ST)
ate
window for valid values.
Required. Enter the appropriate country code. Refer to the Country
Country 3 . .
(CTRY) window for valid values.
Zip 9 Required. Enterthe zip code.
Optional. Enter the law firm’s phone number and extension, if
Phone 14
known.
Fax 14 Optional. Enter the law firm’s fax number and extension, if known.
E-mail 30 Optional. Enter the law firm’s e-mail address, if known.
Leave Accrual (LEAV)
Purpose

The Leave Accrual (LEAV) document window is used to manually accrue leave for an
employee.

LEAV Coding Instructions
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Document: LEAY 300 LEAVETLAW163

Mame |WEILKEN,LEIFIETT.-“-'«
Employes D 050 - 47 - 0763 Appaintrment |0 I_
[mput Tatal I Computed [nput T atal I
Event Date Event Type Aot
IIIId 01 /00 |‘IﬂNNL | 100.00
|III4 A02 /00 |1SIEK | 250,00
Field Name Length Definition
Header
N Display The employee's full name (last name, first name, and middle initial)
ame
Only is displayed.
Employee D 10 Required. Enter the employee's Social Security number.

Appointment 1

ID

Input Total

Computed
Input Total

Details

Event Date

6

Optional. Indicates the job for which time and/or leave events are
being entered. This field will be blank for employees with only one
job.

Conditional. Used to record the user’s count of the total hours
being entered on this LEAV.

Not applicable.

Required. The date the employee accrued the leave. If the
employee accrued more than one type of leave in the cycle, you
must add another line for each date and type. Select Edit:Insert
Line After, and an additional line appears. Repeat this step for
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each leave data and type, and enter all employee leave information
in each line.

Required. The code designating the appropriate leave accrual

Event Type 5 . .
event type. Valid codes are found on the Event Type (EVNT) window.

Required. The number of hours and minutes of the time or leave
Amount 8 event. This is entered as hours and minutes, for example, 4.25=4
hours and 25 minutes, not 4 hours and 15 minutes.

Leave Action (LACT)

Purpose

The Leave Action (LACT) window is used to define the codes which identify the action to
take for a particular leave category when performing balance checking. Possible leave
actions include drawing down a balance, bringing up a balance, transferring balances, and
reporting out of bounds conditions with no balance adjustment. Each leave action entered
on the Leave Category (LPCT) window must be defined on this window.

LACT Coding Instructions

Leave  Effective Ewxpiration Transfer Tranzfer  Tranzfer  Transfer  Shart
Action  Date [ ate fram Tvpe from Sign ta Type toSign  Descrption  Long Descrphion
{(H 010120 999359 GEMERIC GEMERIC
2
K]
4
4]
B
7
4| | 3

Field Name Length Definition

Required. Enter the leave action code (up to five characters) you are
Leave changing, adding or expiring. A leave action code defines an action to
Action be taken when a leave balance is out of range during periodic balance
condition checking.



Effective
Date

Expiration
Date

Transfer
from Type

Transfer
from Sign

Transfer to
Type

Transfer to
Sign

Short
Description

12

Long
Description

30
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Required. Enter the date the entry becomes effective.

Default is 99/99/99. Enter the last date the information is in effect.

Conditional. Required if Transfer from Type, Transfer to Type

Code, and the Transfer to Sign contain a non-blank value; otherwise,
leave blank. Enter the leave type code used for indicating the balance
from which leave is to be transferred. This code must be valid on

the Event Type (EVNT) window. If this field is left blank, the Transfer
from Sign, Transfer to Type Code, and the Transfer to Sign must also
be blank. Leaving all these fields blank results in a Leave Action of
blank (report only).

Conditional. Required if Transfer from Type, Transfer to Type

Code, and the Transfer to Sign contain a non-blank value; otherwise,
leave blank. The Transfer from Sign is used to indicate whether the
Transfer from Balance is to be drawn down or brought up. Valid values
are: + (Bring up); - Draw down; [blank] Report only.

Conditional. Optional if Transfer from Type contains a leave type
code; otherwise, leave blank. If the intended leave action is for
transferring one leave balance to another, enter the leave type code
that is associated with the recipient balance. For paying out an
overage, a Pay Event code could also be entered here. This code must
be valid on the Event Type (EVNT) window.

Conditional. Required if Transfer to Type code is specified;
otherwise, leave blank. Enter a code to specify whether the balance is
to be drawn down or brought up. Valid values are: + Bring up; - Draw
down; [blank] Report only.

Required. Enter the new or changed short description of the leave
action code.

Default is Short Description. Enter the new or changed long
description of the leave action code.
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Leave Category (LPCT)

Purpose

The Leave Category (LPCT) window lists all leave categories for a given leave policy. A leave
category defines a type of leave balance. For each category in this window, out of bounds
thresholds for a leave balance are defined for daily leave processing and an out of bounds
action is specified for each out of bounds condition. If your organization has developed
periodic leave balance checking program, out of bounds thresholds and actions are also
defined. Furthermore, this window indicates the frequency of periodic balance checking
for a given category.

Note: If the leave policy, leave category and leave progression combination is not defined
on the Leave Progression Rule (LPRL) window, the leave progression must have a leave
progression rule defined for a leave category and leave policy of ***** | Valid values are
located on the Leave Policy (LPOL), Event Category (CATG), and the Leave Progression Rule
(LPRL) windows.

LPCT Coding Instructions

E_Leave Category M= E3
Leave Policy IW Leave Categony Im
Leave Chart I— Leave Progreszion L1
Effective D ate m Expiration Date m
Shaort Description |F',£'-.B AMMULLY B alance Check Frequency
Long Description | PAB ANNUAL LY CATEGORY, LWL 1 = Monthly
& Annually
Draily Threshold &mountz ¢ Dizposition Pernodic Threzhold Amountz £ Actions—————
kinimunm Threzhaold Iw birirnunn T hrezhold IW
Minirnum Dizpozition | Reject =] kinirnuim Action IW
M axirurn Threshold Iw b axirurn Threshaold IW
b asimumn Disposition | &ccent and Repart =] b aimurn Action IW

Field Name Length Definition

Required. Enterthe leave policy code you are changing, adding,
Leave Policy 5 or expiring. Leave policies define sets of leave processing
rules. If USE PROGRESS ON LEAVE CATEGORY on the Site



Leave
Category

Leave Chart

Leave
Progression

Effective
Date

Expiration
Date

Short
Description

Long
Description

Balance
Check
Frequency

12

30

Radio
Button
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Specific Parameters (SPAR) window is Y, then the policy and the
progression combination entered on this window must have a
leave progression rule defined on the Leave Progression Rule
(LPRL) window.

Required. Enter the leave category code you are changing,
adding, or expiring. Leave categories define a leave summary
type such as sick leave or compensatory time. If USE
PROGRESS ON LEAVE CATEGORY on the Site Specific
Parameters (SPAR) window is Y, then the category and the
progression combination entered on this window must have a
leave progression rule defined on the Leave Progression Rule
(LPRL) window.

Conditional. Required if USE CHART ON LEAVE CATEGORY on
the Site Specific Parameters (SPAR) window is set to Y. Enter the
appropriate chart rule code. Valid values are located on the
Chart Rule (CHRL) window.

Conditional. Required if USE PROGRESS ON LEAVE
CATEGORY on the Site Specific Parameters (SPAR) window is set
to Y; optional otherwise. Enter the appropriate leave progression
rule code. Valid values are located on the Leave Progression
Rule (LPRL) window.

Required. Enter the date the entry becomes effective.
Default is 99/99/99. Enter the last date the informationisin

effect.

Required. Enterthe new or changed short description of the
leave policy code.

Default is Short Description entry. Enter the new or changed
long description of the leave policy code.

Optional. Select a code to identify when this leave category is to
be checked during leave balance condition checking. Valid
values are: Monthly [blank] Annually [Y].



Minimum
Threshold

Maximum
Threshold

Maximum
Disposition

Minimum
Threshold

Minimum
Action

Maximum
Threshold
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Required. Specify a numeric value that represents the
minimum amount that is allowed (during daily balance
processing) before an under balance action is required. This
amount must be entered in the units specified on the Event
Category (CATG) window for this leave category (for example,
hours, days, or weeks).

Required. Specify a numeric value that represents the
maximum amount that is allowed (during daily balance
processing) before an over balance action is required. This
amount must be entered in the units specified on the Event
Category (CATG) window for this leave category (for example,
hours, days, or weeks).

Required. Enter the action required if the daily maximum

Dropdown threshold amount has been exceeded. Valid values are: Accept

Menu

and Report [A]; Prorate and Report [P]; Reject [R]; Substitute
Related Leave Type [S].

Required. Specify a numeric value that represents the
minimum amount that is allowed during periodic balance
checking before an under balance action is required. This
amount must be entered in the units specified on the Event
Category (CATG) window for this leave category (for example,
hours, days, or weeks).

Conditional. Required if the Check Leave Balance on the Event
Category (CATG) window is Yes [Y]; otherwise, leave this field
blank. Enter the leave action code that defines the under
balance action to be taken when the periodic minimum balance
has been exceeded during periodic balance condition

checking. The leave action must valid on the Leave Action
(LACT) window.

Required. Specify a numeric value that represents the
maximum amount that is allowed during periodic balance
checking before an over balance action is required. This amount
must be entered in the units specified on the Event Category
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(CATG) window for this leave category (for example, hours, days,
or weeks).

Conditional. Required if Check Leave Balance on the Event
Category (C ATG) window is Yes [Y]; otherwise, leave this field
Maximum 5 blank. Enter the Leave Action code that defines the over balance
Action action to be taken when the periodic maximum balance has
been exceeded during periodic balance condition checking. The
leave action must be valid on the Leave Action (LACT) window.

Leave Frequency (LEVF)

Purpose

The Leave Frequency (LEVF) window defines the codes which identify how often leave
balances are accrued (i. e. weekly, biweekly, monthly). The Leave are entered on the Leave
Policy Type (LPET) and Pay Cycle (CYCL) windows.

LEVF Coding Instructions

E Leave Frequency M=l E
Leave Effective Espiration Short
Frequency Date D ate D escription Long Description
2
3
4
4]
B
7
a
q
10
11
12
13
14
15

Field Name LengthDefinition
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Leave 5 Required. Enterthe leave frequency code you are changing,

Frequency adding, or expiring.

Effective Date 6 Required. Enter the date the entry becomes effective.

Expiration . . L

Dat Default is 99/99/99. Enter the last date the information is in effect.
ate

Short 19 Required. Enterthe new or changed short description of the leave

Description frequency code.

Long 30 Default is Short Description entry. Enter the new or changed long

Description description of the leave frequency code.

Leave Policy (LPOL)

Purpose

The Leave Policy (LPOL) window defines the codes which identify all leave policies used by
an organization to govern all employee leave processing. The system refers to these
policies when processing employee transactions or documents. The number of policies
you set up reflects the amount of control you want over leave processing. For example, you
can set up an exception and positive leave policy, or you can set up more specific policies
such as exception-administrative, exception-technical, and positive-administrative and
positive-technical.

LPOL Coding Instructions

E_Leave Policy _ O] x|

Leave Palicy I STAND
Effective D ate IEI'I A0 20
Expiration Date IEIEI 493 /99

Short Description | STANDARD

Long Description | STANDARD LEAVE POLICY
Leave vear Ending Month I 12

¥ automate Leave Accrual

Field Name Length Definition
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Required. Enter the leave policy code you are changing,
Leave Policy 5 adding, or expiring. Leave policies define sets of leave
processing rules.

Effective Date 6 Required. Enter the date the entry becomes effective.

o Default is 99/99/99. Enter the last date the informationisin
Expiration Date 6

effect.
Short 12 Required. Enter the new or changed short description of the
Description leave policy code.
Long 30 Default is Short Description entry. Enter the new or changed
Description long description of the leave policy code.

Required. Specify the month (01 through 12) that defines the
year end for this leave policy for all leave year to date balances
defined for this leave policy.

Leave Year
Ending Month

Required. Select this checkbox [Y ], if leave accrualis to be

Checkboxautomated. Do not select [ N ] if leave accrual should not be
Leave Accrual

Automate

automated.

Leave Policy Type (LPET)

Purpose

The Leave Policy Type (LPET) window defines all valid leave types for a given leave

policy. For each leave type entered, leave event parameters such as minimum and
maximum amount limits are specified. A user can link leave usage events to a secondary
leave category. This is useful in situations where, for example, an employee accrues a
leave balance (e.g., sick leave) which can be used as a number of different leave types (e.
g., personal business, family illness, etc.) where each leave type has a specified limit
regardless of the overall leave balance.

Note: The Weekly, Bi-weekly, Monthly, Semi-monthly, and Annual Fields are all optional. If
this leave type should be accrued on a schedule other than every pay period (for example,
only in the second pay period in the month), you would enter a leave frequency code for
each frequency with which eligible employees can be paid. For example, if your site pays
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only on a bi-weekly cycle and this leave type is accrued in the second cycle each month,

then there would be an entry only in the Bi-weekly field. The Pay Cycle (CYCL) window
provides the pay period in which the leave should be accrued.

LPET Coding Instructions

E_ Leave Policy Type

5TAND
G020
|.-’-‘-.L 1SAGE
CANNUL
oo

Leave Policy
Effective Date
Shart Dezcriptian
Leave Categorny
Leave Factor

kdirirnim U nits Amodint

[nizremental Lnitz Amount

I 015

=] E3

Leave Type I,f.‘.,l_
Expiration D ate |E|E| A83 499

Lang Descriptian |.-’-'-.NNLI.-’-'-.L LEAWE USAGE - OTHER

Secondary Leave Categony I
P amirnum Llits Armourt I 336.00

Leave Frequency

Wieekly I_
b anthly I_

| 015
Biweekly I_

Annual

—

Semi-ranthiy I Pay Tupe

[T Automate Accrual

= |nelude Indicated

" Exclude Indicated

Substitute Leave Type

| & |nclude Al

Include # Exclude Pap Type

Field Name

Leave Policy

Leave Type

Effective Date

Expiration Date

Length

Definition

Required. Enter the leave policy code you are changing,

adding, or expiring. Leave policies define sets of leave

processing rules. Valid values are located on the Leave Policy
(LPOL) window.

Required. Enter the leave type code you are changing,
adding, or expiring. A leave event type defines the accrual or
usage activity allowed in this leave category. Valid values are

located on the Event Type (EVNT) window.

Required. Enter the date the entry is to become effective.

Default is 99/99/99. Enter the last date the informationisin

effect.



Short Description 12

Long Description 30

Leave Category

Secondary Leave
Category

Leave Factor

Minimum Units
Amount

Maximum Units
Amount

Incremental Units
Amount

5

8
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Required. Enter the new or changed short description of the
leave type code.

Default is the Short Description entry. Enter the new or
changed long description of the leave type code.

Required. Indicate the category to which the leave type
being added, changed, or expired belongs. Valid values are
located on the Leave Category (LPCT) window.

Optional. Enter the secondary leave category to which the
leave type being added, changed, or expired belongs. Valid
values are located on the Leave Category (LPCT) window. For
leave usage events with a secondary leave category
specified, an additional level of balance checking takes
place. Note: Both Primary Leave Category and Secondary
Leave Category must have an available balance in order for
the usage event to be accepted. If accepted, the leave usage
is reflected in the balance of both categories. Secondary
Leave Category can only be specified for leave usage

events. |In addition, the primary and secondary leave
categories must have the same Leave Definition on the Event
Category (CATG) window.

Required. Enter the factor amount if a leave amount for the
leave event type is to be multiplied by a factor.

Required. Enter the minimum unit amount that is allowed for
a leave event. For example, if the leave type units are in
hours, then entering a value of 1.0 indicates that at least one
hour must be entered for the leave event.

Required. Enter the maximum unit amount that is allowed
for a leave event. For example, if the leave type unitsisin
hours, then entering a value of 8.0 indicates that no more
than eight hours is allowed for a single leave event.

Required. Enter the incremental amount that is allowed for
leave event. For example, if the leave type units are in hours
and the incremental amount is 0.10, all leave event
transaction amounts must be in increments of ten
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minutes. Avalue of 4.1 would be a valid value while a value
of 4.15 would not be a valid value.

Optional. Enter the appropriate leave frequency code to
indicate when this leave type should be accrued for

Weekly 2 employees paid on a weekly basis. If this field is left blank,
the system accrues the leave each pay period. Valid values
are located on the Leave Frequency (LEVF) window.

Optional. Enter the appropriate leave frequency code to
indicate when this leave type should be accrued for

Bi-Weekly 2 employees paid on a bi-weekly basis. If this field is left blank,
the system accrues the leave each pay period. Valid values
are located on the Leave Frequency (LEVF) window.

Optional. Enter the appropriate leave frequency code to
indicate when this leave type should be accrued if the
Semi-Monthly 2 employee is paid on a semi-monthly basis. If this field is left
blank, the system accrues the leave each pay period. Valid
values are located on the Leave Frequency (LEVF) window.

Optional. Enter the appropriate leave frequency code to
indicate when this leave type should be accrued for

Monthly 2 employees paid on a monthly basis. If this field is left blank,
the system accrues the leave each pay period. Valid values
are located on the Leave Frequency (LEVF) window.

Optional. Enter the appropriate leave frequency code to
indicate when this leave type should be accrued for

Annual 2 employees paid on an annual basis. If this field is left blank,
the system accrues the leave each pay period. Valid values
are located on the Leave Frequency (LEVF) window.

Required. Select if the accrualis to be automated [Enter
Automate Accrual Checkbox Y]. Do not select if the accrual should not be
automated [Enter N].

Radio Optional. Select a value to indicate whether the pay type
Pay Type Button  codes defined under the Include/Exclude Pay Type are
included or excluded in calculating leave. Valid values
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are: Include Indicated [l]; Exclude Indicated [E]; Include
All [blank].

Optional. Enter the substitute leave type codes (up to

. five). If an employee's available leave has been used up, the
Substitute Leave ) . .
system debits hours from the substitute leave types in the

Type (1-5) . . . .

order in which they are listed. Note: All substitute leave type

codes must have their own entries.

Required. Enter the pay type codes (up to 20) that are
Include/Exclude included or excluded in calculating leave. At least one field is
Pay Type (1-20) required if Pay Type is entered; otherwise, leave all fields

blank.

Leave Progression Rule (LPRL)

Purpose

The Leave Progression Rule (LPRL) window is used to track the various, progressively
increasing leave accrual rates of employees. Since employees typically earn leave based
on length of service, this window provides a mechanism for retrieving leave accrual rates,
based on length of service, from the Leave Rate (LPRT) window. The system calculates
length of service based on event date and the leave progression start date from the
employee's assignment record. If the Use Service Hours for Leave on the Site Specific
Parameters (SPAR) window is Y, then the system calculates the employee's leave accrual
rates based on their length of service. The minimum and maximum service fields represent
the number of hours the employee has worked.

LPRL Coding Instructions
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E_Leave Progrezzion Rule M=l E3
Leave Policy STAND
Leave Tupe I 14MEL Leave Categom I i
Magimum  Minimum  Leave Short
Semice Service Progrezzion  Descrption Long Description
1| d6oiE0 T noooon L1 < 10%R5 LESS THaM 10YEARS SERVICE
2 naoien oo L2 10TO 15 YRS BETWEEM 10 % 15 YEARS SERYICE
3 993333 oo El L3 18RS PLUS 15YEARS AND MORE SERVICE
4
5
G
7
a
9
10
11
4| | 3

Field Name Length

Leave Policy 5

Leave Type 5

Leave
Category

Maximum
Service

Definition

Required. Enterthe code for the leave policy associated with the
leave progression rules you are defining. Enter ***** to define this
leave progression rule for all pay policies. Valid values are located on
the Leave Policy (LPOL) window.

Defaultis ***** Enter the code for the leave type associated with the
leave progression rules you are defining. Enter ***** to define this
leave progression rule for all leave types. Valid values are located on
the Event (EVNT) window.

Default is ***** Enter the code for the leave category associated with
the leave progression rules you are defining. Enter ***** to define this
leave progression rule for all leave categories. Valid values are
located on the Event Category (CATG) window.

Required. Enter the number of months associated with the
progression code for leave accrual rates which are based on length of
service. For example, the regular rate of leave accrual for an
employee employed between zero and six months may be lower than
the rate for someone employed over six months. The system
calculates length of service in a title based on the event date and the
leave progression start date recorded for the employee. If the USE



Minimum
Service

Leave
Progression

Short
Description
Long

... 30
Description

Leave Rate (LPRT)

Purpose
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SERVICE HOURS FOR LEAVE on the Site Specific Parameters (SPAR)
window is Y, then the system calculates the employee's leave accrual
rates based on their length of service. The minimum and maximum
service hours fields represent the number of hours the employee has
worked.

Required. Enter the number of months associated with the leave
progression code for leave accrual rates which are based on length of
service. For example, an employee has zero months of service until
one full month has elapsed. Arule applying to the first six months of
service begins with month zero and end with month five. If the USE
SERVICE HOURS FOR LEAVE on the Site Specific Parameters (SPAR)
window is Y, then the system calculates the employee's leave accrual
rates based on their length of service. The minimum and maximum
service hours fields represent the number of hours the employee has
worked.

Required. Enterthe code (up to five characters) which is used to
identify a length of service so that the appropriate rate of leave
accrual can be determined on Leave Rate (LPRT) window for
employees with automated leave accruals.

Required. Enterthe new or changed short description of the leave
policy code.

Default is Short Description entry. Enter the new or changed long
description of the leave policy code.

The Leave Rate (LPRT) window is used to define the guaranteed minimum leave accrual,

the minimum number of hours required for accrual, the standard number of hours required

and the standard accrual rate for each leave type. The guaranteed minimum accrual and

the standard accrual rate are expressed in the basis for the leave type and the minimum

and standard required hours are always expressed in hours. Prorated accruals are based

on the ratio of included hours to standard hours multiplied by standard accrual rate.
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Note: If the leave policy, leave type and leave progression combination is not defined on
the Leave Progression Rule (LPRL) window, the leave progression must have a leave
progression rule defined for a leave type and leave policy of ***** Valid values are located
on the Leave Policy (LPOL), Event Type (EVNT), and the Leave Progression Rule (LPRL)
windows.

LPRT Coding Instructions

P Leave Rate M= E3

Leave Infarmatiar

Folicy IST-'*'-ND Chart I Grade I—
Step I Progression L% Type I'I.-“-‘-.NNL

Pavmnent E ffective E spiration Guarantesd kinimum Standard Standard
Frequency  Date D ate Min Accrual Required Hre Reguired Hrs Accrual Rate
"""""""""" STV mm20 999999 Qoo 40.00 80,00 500

00 = M = D) [ —

Field Name LengthDefinition

Required. Enter the leave policy code for which the leave accrual
(for example, grade, step) rates are being established or

Policy 5 changed. If USE PROGRESS FOR LEAVE on the Site Specific
Parameters (SPAR) window is set to Y, the policy and the progression
combination entered on this window must have a leave progression

rule defined on the Leave Progression Rule (LPRL) window.

Conditional. Required if USE CHART FOR LEAVE on the Site
Specific Parameters (SPAR) window is set to Y; otherwise, leave
Chart 5 blank. Enter the chart code for which pay leave accrual rates are
being established or changed. The chart code provides a
mechanism for establishing different leave accrual plans for
employees who are in the same title but accrue leave at different



Grade

Step

Progression

Type

Payment
Frequency

Effective
Date

Expiration
Date

Guaranteed
Min Accrual
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rates based on their hire date (for example, prior to 12/31/79). Valid
values are located on the Chart Rule (CHRL) window.

Conditional. Required if USE GRADE FOR LEAVE on the Site
Specific Parameters (SPAR) window is set to Y; otherwise, leave
blank. Enter the grade code for which the leave accrual rates are
being established or changed. Valid values are located on the Grade
(GRDE) window.

Conditional. Required if USE STEP FOR LEAVE on the Site Specific
Parameters (SPAR) window is set to Y; otherwise, leave blank. Enter
the step code for which the leave accrual rates are being established
or changed. Valid values are located on the Step (STEP) window.

Conditional. Required if USE PROGRESS FOR LEAVE on the Site
Specific Parameters (SPAR) window is set to Y; otherwise, leave
blank. Enter the progression code for which the leave accrual rates
are established. The progression code provides a mechanism for
establishing different rates of leave accrual based on length of
service in a title.

Required. Enterthe leave event code which is to be used for
automated leave accrual. The event must be a leave accrual event,
as specified on the Event Type (EVNT) window. The leave type and
the progression combination entered on this window must have a
leave progression rule defined on the Leave Progression Rule (LPRL)
window.

Required. Enter the identification number to indicate the pay
frequency for which the leave accrual rate is being defined. Valid
values are: W Weekly; B Biweekly; S Semi-monthly; M Monthly; A
Annually.

Required. Enter the date the entry becomes effective.

Default is 99/99/99. Enter the last date the information is in effect.

Required. Enter the number of units which is the guaranteed
minimum accrual for the leave. The minimum accrualis expressed
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in the same base unit as the leave type; for example, days, hours,
weeks, etc.

Minimum Required. Enter the minimum number of hours required to be

Required Hrs worked in order to accrue the leave.

Standard
Required Hrs

Required. Enter the standard number of hours to be worked in order
to have the leave accrued at a standard rate.

Standard
Accrual Rate

Required. Enterthe leave accrual rate. The standard accrual rate is
expressed in the same base unit as the leave type.

License Type (LTYP) Window Screen

Purpose

The License Type (LTYP) window defines the codes which identify the different kinds of
licenses that are valid in the system. For some jobs, it is required that employees hold a
specific license. For example, specific driver's licenses are necessary for truck drivers or

school bus drivers.

LTYP Coding Instructions

P License Type
Lizcenze Effective E spiration Shaart
Type D ate D ate D eszcription Long Description
1 ||| AFE 0101 20 933339 ALCR FIM ExXM ACCREDITED FINAMCIAL ExAMIMER
2 AFIS 010 20 9359993 AFIS [REJCER AUTO FIMGERPRIMT ID 5%'S RE/CER
3 AICP 010 20 9359993 AICP CERTIFIED PLAMMER
4 AlE 010 20 9359993 ACCR IMNS Ex=M ACCREDITED IMSURAMCE ExAMIMER
5 AMEST 010120 9359993 AMESTHETIST AMESTHETIST RM [DMH #21]
G APPRS 010120 9359993 APPRAISER APPRAISER LICENSING [DOR)
7 ASE 010 20 9359993 AUTO SWC EXC AUTOMOTIVWE SERVICE EXCELLEMCE
a ASPERT 010120 9359993 ASP BATOM ASP BATOM
9 ATTNY 010120 9359993 ATTORMEY LICENSED ATTORMEY
10 || AUTDR 0101 20 9359993 AUTO DRIMER AUTO DRIMER [DMH #10)
11 BACRE 010120 9359993 BAC RECERT BAC RECERTIFICATION
12 || BARBR 010120 9359993 BARBER BARBER [DkH # 09)
13 || BEATH 010120 9359993 BEAUTICIAMN BEAUTICIAN [DRH # 08)
14 || CCP 010 20 9359993 COMP PROF CERT COMPENSATION PROFESSIOMAL
15 || CDLA 010 20 9359993 COL CLASS A COL CLASS A
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Field Name LengthDefinition

) Required. Enter the license type code you are changing, adding, or
License Type 5

expiring.
Effective Date 6 Required. Enter the date the entry becomes effective.
Expiration Date 6 Default is 99/99/99. Enter the last date the information is in effect.
Short 19 Required. Enterthe new or changed short description of the
Description license code.
Long 30 Default is Short Description entry. Enter the new or changed long
Description description of the license code.

Licenses and Certifications (LCNS)

Purpose

The Licenses and Certifications (LCNS) window is used to record and view information
about the employee's licenses and certificates.

LCNS Coding Instructions

B Licenses and Certifications
MName |EF|:&NT,JENNYS
Employes (D |040 - 31 - 0001
Lizenze / |zzue FEANT Effective E wpiration
Certification Type Country  State  Licensze / Certificate Mumber  Date Date Comments
1 ||: CPR1S o sA MO 95 020199 0201 m
2
3
4
5
G
4| | »
Field Name Length Definition
N Display Displays the employee's full name (last name, first name,
ame

Only and middle initial).



Employee ID 10

License/Certification
Type

Issue Country 3

Issue State 3

License/Certificate

Number 30
Effective Date 6
Expiration Date 6
Comments 75

Location (LOC)

Purpose
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Required. Enter the employee’s social security number.

Required. Enter the code for the type of
license/certificate recognized by the organization. Valid
values are located on the License Type (LTYP) window.

Defaultis USA. Enter the code for the country that issued
the license. Valid values are located on the Country
(CTRY) window.

Optional. Enter the code for the state that issued the
license. Valid values are located on the State (ST)
window.

Required. Enter the number of the special license or
certificate.

Required. Enter the date (mm/dd/yy) the
license/certificate information is effective.

Default is 99/99/99. Enter the last date (mm/dd/yy) the
license/certificate information is in effect.

Optional. Leave blank, or enter any additional
comments.

The Location (LOC) window is used to record address and phone information for pay and

work locations.

LOC Coding Instructions
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E_Location IS [=] E3
Location 051
Effective D ate Il:l'l A0y 20 Expiration D ate IEIEI 493 /93
Short Description | COLE Long Description | OOLE COLUMTY
A ddre
Location Type ID r
| COLE COUMTY

Wk

" Pap I

{* Both City |EEILE ca County IEIE1
EEN Location I— State  |MO  Zip f33393 - Country ILIS.-’-‘-.
User Field I— Location 15t Phane Il ] - Ext |

Lacation 2nd Phone Il ] - Ext |

Field Name Length
Location 6
Effective

Date

Expiration
Date

Short
Description

Long

... 30
Description
Location Radio

Type ID Buttons

EEO
Location

Definition

Required. Enter the code to indicate the location you are adding or
changing.

Required. Enter the date the entry becomes effective.

Default is 99/99/99. Enter the last date the information is in effect.

Required. Enterthe new or changed short description of the entry.

Default is Short Description entry. Enter the new or changed long
description of the location code.

Required. Select the value to indicate the type of location. Valid
values are: Work [W]; Pay [P]; and, Both [B].

Optional. Enter an EEO location code to identify the employer's
EEO location. Enter all asterisks (*****) if this work location is
represented by multiple EEO locations. This will enable you to use
the EEO Multiple Locations (EEOM) window to specify EEO Location
for this entry. The EEO-5 report uses the EEO location code to
access the correct EEO Location window entry. Valid values are
located on the EEO Location (EEOL) window.



User Field

Address (1-
2)

City

County
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Zip

Country

Location
1t Phone

Ext

Location
2" Phone

Ext

6

30x2

19

10

10
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Optional. Use of this field is determined by each unique site.

Required. Enter the street address of the location. If necessary, use
the second line for additional space.

Required. Enter the name of the city in which the address is
located.

Required. Enter the code for the county in which the address is
located. Valid values are located on the County (CNTY) window.

Conditional. Required if the State Required field on the Country
(CTRY) window is Y for the entered country code; optional
otherwise. Enter the code for the state in which the address is
located. Valid values are located on the State (ST) window.

Required. Enterthe zip code for the address. The last four digits are
optional.

Conditional. If the Site Specific Parameters (SPAR) window
parameter DEFAULT COUNTRY CODE has the Yes/No Flag setto Y,
and a valid value in the Text Value Line 1, this field defaults to this
value; required otherwise. Enter the code for the country in which
the address is located. Valid values are located on the Country
(CTRY) window.

Optional. Enter the primary phone number for the location; include
an area code and an extension, if any.

Optional. Enter the extension for the primary phone number, if any.

Optional. Enter the secondary phone number for the location;
include an area code and an extension, if any.

Optional. Enter the extension for the secondary phone number, if
any.
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Marginal Tax Rates (DEDX)

Purpose

The Marginal Tax Rates (DEDX) window establishes the marginal tax brackets, tax marital
status and income level base tax amount for each tax entity for which taxes are deducted.

NOTE: The Deduction Type, Deduction Plan and Tax Marital Status must be established on
the Tax Parameters (TAXP) window before they can be entered on this window.

DEDX Coding Instructions

E_Marginal Tax Rates M= E3
Deduction Type I FED T Deduction Plan I FEDT:
Tax Marital  Income Level  Effective E wpiration Baze Tax Tax Fate
Statuz Amount Date Date Amount Percent
1 | 0 0ooas 995993 000 0000000
2 C B.450 0101499 995993 Qoo 0150000
3 C 47 /00 010199 995993 B157 R0 0280000
4 C 93,500 0101399 995993 20437680 0310000
5 C 163.000 010199 995993 4043280 0360000
B C 287600 010199 995993 a5.288.50 0336000
7 b 0 0ooas 995993 000 0000000
a b B.450 0101499 995993 Qoo 0150000
9 b 47 /00 010199 995993 B157 R0 0280000
10 b 93,500 0101399 995993 20437680 0310000

Field Name Length Definition

Required. Enter the code to indicate the tax deduction to be entered

Deduction . . .
T or changed. Refer to the Deduction Type (DEDT) window for valid
e
P values.
Deducti Required. Enterthe code to indicate the particular variation of the
eduction
Pl deduction type to be entered or changed. Refer to the Deduction Plan
an
(DPLN) window for valid values.
Tax Marital Required. Enter the code for the tax marital status associated with
ax Marita
Stat this deduction. Refer to the Tax Marital Status (TAXM) window for valid
atus

values.
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Required. Enter the minimum annual taxable income per tax

Income bracket. Generally this is the lower bound of the tax bracket. The
Level 10 entry for the first tax bracket should be zero. For example, if annual
Amount income is in the 30% marginal tax bracket of [$35,000 - $65,000]
enter 35,000.
Effective ) .
Dat 6 Required. Enter the date the entry becomes effective.
ate
Expiration 6 Optional. Enter the last date the entry is in effect. Default
Date is 99/99/99.
Required. Enter the amount of tax to be withheld in addition to the
Base Tax 13 percentage which corresponds to the tax bracket. For example, the
Amount base tax amount for the 30% marginal tax bracket might be $7,000 if
the first tax bracket is 20% between $0 and $35,000.
Required. Enter the percentage which corresponds to the tax bracket
being entered. Negative amounts can be entered for the Advanced
Tax Rat Earned Income Tax Credit (AEIC) program. Both positive and negative
ax Rate
P ¢ 9 rates are accepted, with up to six decimal places. The tax rate percent
ercen
must be less than or equal to +1 or greater than or equalto -1. A
decimal must always be included. Positive numbers should include
either a 0 or 1 to the left of the decimal.
Marital Status (MSTS)
Purpose

The Marital Status (MSTS) window defines the codes used to describe marital statuses of

employees and applicants. These Marital Status codes are for use on the employee and

applicant related windows such as Employee Attribute (ATTR) and Applicant Attribute
Maintenance (AATT) windows. These codes should not be used to describe Tax Marital

Statuses on the tax-related windows such as Tax Parameters (TAXP).

MSTS Coding Instructions
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E_Marital Status M=l E3

b arital Effective E wpiration Shart
Statusz Date Date Dezcription Long Description

1 b 01 o 20 935939 MARRIED MARRIED

2 5 01 o 20 935939 SINGLE SINGLE

3

| —

5

B

fi

a

9

10

11

12

13

14

15

Field Name LengthDefinition

. Required. Enter the marital status code being added, changed or
Marital Status 5

expired.

Effective Date 6 Required. Enterthe date the entry becomes effective.
Expiration 5 Conditional. Default is 99/99/99. Enter the last date the
Date information is in effect.
Short . o

Lo 12 Required. Enter the new or changed short description of the entry.
Description
Long 30 Default is Short Description entry. Enter the new or changed long
Description description of the marital status code.

Mass Approval Trigger (MAPP)

Purpose

The Mass Approval Trigger (MAPP) window is used to approve pending
payments. Approvals can be made according to agency, organization, or retro processing
run number.
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Note: The following are the financial system accounting attributes which are used to

charge each employee's payroll expenses to the appropriate general ledger

accounts. Enteravaluei

n these fields only if the Labor Distribution Override Option is set

to Use Entered Accounting Values. There are no edits on this window for the Accounting

Distribution fields in the Selected Criteria view. This allows users to enter new accounting

information after submitt

ing a request for employee mass change.

Note: The revised agency specific and accounting data portion of the window is used to

specify the new values fo
fields are left blank, the v

MAPP Coding Instruction

r agency data such as Pay Location or Work Location. If the result
alue currently existing on the database remains unchanged.

S

E_Mass Approval Trigger

300

T

Agency
Retra Run Murmber
Expiration Date

Supplemental Type
i Regular Pay Cycles
" Fetmactive Pay Cycles
= Mo Pay Cycles

IEIEI £93 /199

IS [=] E3

IEDEE
IE!EI £93 /99
I Hod

Organization
Effective D ate

Check Date

Field Name Length
Agency 3
Organization 4
Retro Run 6
Number

Effective Date 6

Definition

Required. Enter the home agency code. Valid values are located
on the Agency Index (AGCY) window. Enter [***] to select all
agencies.

Required. Enter the home organization code. Valid values are
located on the Organization Index (ORGN) window. Enter [****] to
select all organizations.

Required. Enter a number between 1 and 999,999 to identify
which retro run was used to process retroactive pay. This value
should be the retro processing number that appears on the
pending payments to be approved. Enter [******] to select all
retro runs.

Required. Enter the date (mm/dd/yy) the information becomes
effective.



Page |440

Expiration 6 Default is 99/99/99. Enter the last date the informationis in
Date effect.

Optional. Enter the check date (mm/dd/yy) of the supplemental
Check Date 6 cycle in which the approved pending payments should be picked

up.

. Optional. Select a value to indicate the type of supplemental
Supplemental Radio . .
cycle. Valid values are Regular Pay Cycles, Retroactive Pay
Type Buttons
Cycles, and No Pay Cycles.

Mass Change Requests for Agency Specific & Accounting Data (MAS2)

Selected Criteria
Purpose

The Mass Change Requests for Agency Specific & Accounting Data (MAS2) is used to
perform mass change actions for certain employee attributes that are found on the AGYS
such as pay or work location, accounting attributes, labor distribution options, etc.

MAS2 Coding Instructions

E_Maszz Change Requests for Agency 5pecific & Accounting Data M=l E

Request Type I,&.GYS Request Humber I
Effective Date IU-_"' A24 00 Expiration [ ate I Ao

Selected Criteria I Revized Attributes I

Agency / Ong Iﬁ A Uriom Mermber  Yes 0 Mo & N/ Affilation I—
Payrall Murnber 300 Pay Claz=s I— Employment Statuz I_
Title / Sub-title [ooo00s 4 [ Override Grads [ Step [
Fap Tupe I— T able Driven Payp 0 Yes 0 Mo (& b

Amount / Percent | C Amount 0 Pencent 00 B4

Payp Location I— Wiork, Location I—

Labor Digtribution Override O ption | I1ze Enterad Prafile =]

Labar Distribution Profile I k0033

Accounting Distribution

Fund I Agency I Org ¢ Sub I £ I_ Appr Ut I
Activity | Function | DObject # Sub | /T lob |
Feporting Categony I Pozition Mumber I




Field Name

Header

Request Type

Request Number

Effective Date

Expiration Date

Selected Criteria

Agency

Org

Union Member

Length

Radio
Buttons
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Definition

Required. Enter AGYS as the type of transaction to be mass
changed.

Conditional. For new requests, request number is system-
assigned. If changing an existing request, enter the number
of the request. The request number is used to determine
processing order for like Request Types with the same
revised Effective Date. For example, if two or more AGYS
requests are submitted with the date 12/31/92, the requests
are processed in request number order with the lowest
request number being processed first.

Required. Enter a date (mm/dd/yy) which, when used
together with Expiration Date, establishes a date range for
the selection criteria. Employee assignments are selected if
the selection criteria are matched on or after the Effective
Date entered.

Default is 99/99/99. Enter the last date (mm/dd/yy) which,
when used together with the Effective Date, establishes a
date range for the selection criteria. Employee assignments
are selected if the selection criteria are matched on or
before the Expiration Date.

Optional. Leave blank, or enter the agency code of the
employees selected for processing. Valid values are located
on the Agency Index (AGCY) window.

Conditional. Optional if Agency is entered; otherwise,
leave blank. Enter the organization code of the employees
selected for processing. Valid values are located on the
Organization Index (ORGN) window.

Defaults to N/A. Select Yes if employees selected for
processing are members of a union. Select No if employees
selected for processing are not members of a union.



Affiliation

Payroll Number

Pay Class

Employment
Status

Title

Sub-title

Override Grade
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Select N/A if union membership is not applicable to this
mass change request.

Optional. Leave blank, or enter the union local code of
employees selected for processing. Valid values are located
on the Union Local (ULOC) window.

Optional. Leave blank, or enter the payroll number code of
employees selected for processing. Valid values are located
on the Payroll Number (PYNO) window.

Optional. Leave blank, or enter the pay class code of
employees selected for processing (e.g., hourly/positive
pay, salaried/exception paid, etc.). Valid values are located
on the Pay Class (PYCL) window.

Optional. Leave blank, or enter the employment status
code of employees selected for processing. Valid values are
located on the Employment Status (EMPS) window.

Optional. Leave blank, or enter the title code (i.e., class
code/index number) of employees selected for processing.
Valid values are located on the Title (TITL) window.

NOTE: All UCP title codes begin with the number 0. Title
codes for non-UCP agencies begin with a character that has
been assigned to the agency.

Optional. Leave blank, or enter the sub-title code of
employees selected for processing. The sub-title
establishes different pay, leave and deduction policies
associated with a particular title. Valid values are located on
the Sub-Title (STTL) window.

Optional. Leave blank, or enter the overridden grade code,
if any, from the Employment Status Maintenance (ESMT)
window of employees selected for processing.

NOTE: A grade is initially overridden on the Position Status
Maintenance (PSMT) window. The overridden grade is then



Step 5
Pay Type 5
Radio

Table Driven Pay
Buttons

Amount/Percent 17

Radio
Amount/Percent

Buttons
Pay Location 6

Work Location 6
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inferred to the Assignment Attributes Panel of the
Employment Status Maintenance (ESMT) window.

Optional. Leave blank, or enter the pay step code of
employees selected for processing. Valid values are located
on the Step (STEP) window.

Optional. Leave blank, or enter the pay type code of
employees to be selected for processing. Valid values are
located on the Event Type (EVNT) window.

Defaults to N/A. Select a value to indicate how base pay is
determined for the employees selected for processing.
Valid values are Yes if the employees’ base pay is table-
driven; No if the employees’ base pay is non-table-driven;
and N/A if not applicable.

Optional. Enter the amount or percent value of pay
parameters to be selected. For example, 25.80 percent
should be entered .2580 and $1000 should be

entered 7000.

Defaults to N/A. If an entry was made in Amount/Percent,
select whether the entry is an amount or percent;
otherwise enter N/A.

Optional. Enter the pay location of the employees selected.
Valid values are located on the Location (LOC) window.

Optional. Enter the work location of the employees
selected. Valid values are located on the Location
(LOC) window.

Defaults to None. Select a value to indicate those
employees whose payroll expenses are charged in a

Labor Distribution Dropdown particular manner. Valid values are:

Override Option  Menu

e Use Entered Accounting Values - selects
employees whose account distributions are
determined based on the accounting attributes
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specified on the Agency Specific & Accounting
(AGYS) window

o Use Entered Profile — selects employees whose
accounting distributions are determined from the
labor distribution profile code specified on the
Agency Specific & Accounting (AGYS) window

e Use Position Assignment - selects employees
whose accounting distributions are determined
based on the position number of the Position Status
Maintenance (PSMT) window

e None

Conditional. Required if the Labor Distribution Override
. Option is Use Entered Profile; otherwise, leave
Labor Distribution . o .
Profil 5 blank. Enter the override labor distribution profile code of
rofile
the employees to be selected for processing. Valid values

are located on the Labor Distribution Profile (LDPR) window.

Optional. Enter the fiscal or accounting entity under which
Fund 4 the selected employees fall. Valid values are located on the
Fund Index (FUND) window.

Optional. Enter the override agency value of the employees
selected. Agency must be valid with the entered fund. See
Fund Agency Index (FAGY) for valid fund and agency
combinations.

Agency 3

Optional. Enter the override organization values of the
Org 4 employees selected. Valid values are located on the
Organization Index (ORGN) window.

Optional. Enter a sub-organization of the employees
Sub 2 selected. Valid values are located on the Sub-Organization
(SORG) window.

Conditional. Required if Labor Distribution Override

Appr Unit 9 Option is Use Entered Accounting Values; otherwise,
leave blank. Enter the appropriation unit code representing
the dollar amount designated, by law, for a specific



Activity 4
Function 4
Object 4
Sub-Object 2
Job 8
Reporting 4
Category

Position Number 7

Revised Attributes

Purpose
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purpose. Valid values are located on the Appropriation
Index (APPR) window.

Optional. Enter the Activity Code used for a further
breakdown of financial activity. Valid values are located on
the Activity Index (ACTY) window.

Optional. Enter the function code representing the budget
for a group-related activity that is aimed at accomplishing a
major service or regulatory responsibility. Valid values are
located on the Function (FUNC) window.

No entry is necessary in this field as the Object Code infers
from the Event Type (EVNT) window.

No entry is necessary in this field as the Sub-Object Code
infers from the Event Type (EVNT) window.

Optional. Enter job number used to track specific costs
associated with particular projects or jobs. Valid values are
located on the Job Index (JOBT) window.

Optional. Enter the reporting category into which the
selected employees fall. Valid values are located on the
Reporting Category (RPTG) window.

Optional. Enter the position number of employees selected
for processing. Valid values are located on the Position
Status Inquiry (QPST) window.

The Mass Change Requests for Agency Specific & Accounting Data (MAS2) is used to
perform mass change actions for certain employee attributes that are found on the AGYS

such as pay or work location, accounting attributes, labor distribution options, etc.

MAS2 Coding Instructions
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E_Masz Change Requests for Agency 5pecific & Accounting Data |_ O] =]

Request Type I,&.GYS Request Hurmber I
Effective Date IU? A24 00 Expiration D ate I Ao

Selected Criteria Bevized Attibutes |

Agency Action £ Feazon I.&GY" 4 I L1
Effective Date IEI? A24 00

Payp Location
Wwiork, Lacation

3|

Labar Distribution Overnde Option
Labar Distribution Profile

Accounting Digtnbutiorn

Fund I Agency I Org / Sub I / I_ Appr U nit I
Activity | Function | Object / Sub | /) dob |
Reporting Categary I

Field Name Length Definition
Revised Attributes

Required. Enter the Personnel Action Code which applies to the
. newly created Agency Specific & Accounting (AGYS)
Agency Action 5 . . .
transactions. Valid values are located on the Personnel Action

(PACT) window.

Optional. Enter the personnel action reason code which

pertains to the change(s) made to the Agency Specific and

Accounting Data (AGYS) transactions targeted in the selection
Reason 3 group. If this field is left blank, the personnel action reason code

remains the same as the previous assignment on the AGYS.

Valid values are located on the Personnel Action Reason

(PART) window.

Effective Date 6 Required. Enter the date the entry becomes effective.

Optional. If pay location code has not changed, leave this field
. blank. Otherwise, enter the revised pay location for the
Pay Location 6 . o .
employees who meet the selection criteria. Valid values are

located on the Location (LOC) window.



Work
Location

Labor
Distribution
Override
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Dropdown
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Optional. If work location code has not changed, leave this field
blank. Otherwise, enter the revised work location for the
employees who meet the selection criteria. If left blank, the
work location is not changed. Valid values are located on

the Location (LOC) window.

Defaults to None. If the Labor Distribution Override
Option field on the Selected Criteria panelis None, this field
must be None; otherwise, this field is optional. If a value is
selected, it must match the value selected for the Labor
Override Distribution Option in the Selected Criteria panel.
Valid values are:

e Use Entered Accounting Values — update selected
employees’ accounting attributes with those entered in
the accounting distribution fields

e Use Entered Profile — selected employees’ accounting
distributions are determined by the indicated Labor
Distribution Profile code

e Use Position Assignment — selected employees’
accounting distributions are determined by the position
assignment

e None

Conditional. Required if Labor Distribution Override

Option is Use Entered Profile; otherwise, leave blank. Enter a
revised Labor Distribution Profile code. Valid values are located
on the Labor Distribution Profile (LDPR) window.

Conditional/Optional. Required if Labor Distribution Override
Option is Use Entered Accounting Values; otherwise, leave
blank. Enter the fiscal or accounting entity under which the
selected employees fall. Valid values are located on the Fund
Index (FUND) window.

Note: When this field is required but left blank and agency and
organization are provided, this field defaults to the value
specified in the Fund field on Organization (ORG2).
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Optional. Enter the override agency value, which must be valid
with the entered fund. Valid fund and agency combinations are
located on the Fund Agency Index (FAGY) window.

Optional. Enter the override organization values. Valid values
are located on the Organization Index (ORGN) window.

Optional. Enter a sub-organization. Valid values are located on
the Sub-Organization (SORG) window.

Conditional. Required if Labor Distribution Override

Option is Use Entered Accounting Values; otherwise, leave
blank. Enter the appropriation unit code representing the dollar
amount designhated, by law, for a specific purpose. Valid values
are located on the Appropriation Index (APPR) window.

Optional. Enter the Activity Code used for a further breakdown
of financial activity. Valid values are located on the Activity Index
(ACTY) window.

Optional. Enter the function code representing the budget for a
group-related activity that is aimed at accomplishing a major
service or regulatory responsibility. Valid values are located on
the Function (FUNC) window.

No entry is necessary in this field as the Object Code infers from
the Event Type (EVNT) window.

No entry is necessary in this field as the Sub-Object Code infers
from the Event Type (EVNT) window.

Optional. Enter job number used to track specific costs
associated with particular projects or jobs. Valid values are
located on the Job Index (JOBT) window.

Optional. Enter the reporting category into which the selected
employees fall. Valid values are located on the Reporting
Category (RPTG) window.
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Mass Change Requests For Employee Status Maintenance (MASS)

Purpose

The Mass Change Requests for Employee Status Maintenance (MASS) is used to perform
mass change actions for certain employee attributes that are found on the ESMT such as
title, step, pay rate, etc.

MASS Coding Instructions

E_Maszz Change Bequests for Employee Status Maintenance H=]
Request Type I,ﬁ.GYS Request Murmber |

Effective Date IEI? A4 400 E xpiration Date I ! /

Selected Criteria I Revized Attibutes I

Agency / Org Iﬁ A 2028 Unian Member C Yes © Mo 0 MM Afiliation I—
Paproll Hurnber 300 Pay Claz=s I— Emplopment Status I_
Title / Sub-title [ooo004 4 [ Override Grads [ Step |
Pay Tupe I— Table Driven Pay 7 Yes O Mo & N4
Amount / Percent | C Amount O Percent % NAA
Fay Location I— "whork Location I—
Labar Distribution Override Dption | Mone =]
Labor Digtribution Profile I—
Accounting Diztribubiorn
Fund I— Agency I— Org 4 Sub I— .-"I_ Appr it I—
Activity I— Function I— Object / Sub I— ;I_ Job I—
Reparting Cateqary I— Paosition Murnber I—
Field Name Length Definition
Header

Required. Enter ESMT as the type of transaction to be mass

Request Type 4
g P changed.

Conditional. For new requests, request number is system-
assigned. If changing an existing request, enter the number
Request Number 8 of the request. The request number is used to determine
processing order for like Request Types with the same
revised Effective Date. For example, if two or more ESMT
requests are submitted with the date 12/31/92, the requests



Effective Date

Expiration Date

Selected Criteria

Agency

Org

Union Member

Affiliation

Payroll Number

Pay Class

6

6

Radio
Buttons

5
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are processed in request number order with the lowest
request number being processed first.

Required. Enter a date (mm/dd/yy) which, when used
together with Expiration Date, establishes a date range for
the selection criteria. Employee assignments are selected
if the selection criteria are matched on or after the Effective
Date entered.

Default is 99/99/99. Enter the last date (mm/dd/yy) which,
when used together with the Effective Date, establishes a
date range for the selection criteria. Employee assignments
are selected if the selection criteria are matched on or
before the Expiration Date.

Optional. Leave blank, or enter the agency code of the
employees selected for processing. Valid values are
located on the Agency Index (AGCY) window.

Conditional. Optionalif Agency is entered; otherwise,
leave blank. Enter the organization code of the employees
selected for processing. Valid values are located on the
Organization Index (ORGN) window.

Defaults to N/A. Select Yes if employees selected for
processing are members of a union. Select No if employees
selected for processing are not members of a

union. Select N/A if union membership is not applicable to
this mass change request.

Optional. Leave blank, or enter the union local code of
employees selected for processing. Valid values are
located on the Union Local (ULOC) window.

Optional. Leave blank, or enter the payroll number code of
employees selected for processing. Valid values are
located on the Payroll Number (PYNO) window.

Optional. Leave blank, or enter the pay class code of
employees selected for processing (e.g., hourly/positive
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Title
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Override Grade
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pay, salaried/exception pay, etc.) Valid values are located
on the Pay Class (PYCL) window.

Optional. Leave blank, or enter the employment status
code of employees selected for processing. Valid values
are located on the Employment Status (EMPS) window.

Optional. Leave blank, or enter the title code (i.e., class
code/index number) of employees selected for
processing. Valid values are located on the Title (TITL)
window.

NOTE: All UCP title codes begin with the number 0. Title
codes for non-UCP agencies begin with a character that has
been assigned to the agency.

Optional. Leave blank, or enter the sub-title code of
employees selected for processing. The sub-title
establishes different pay, leave and deduction policies
associated with a particular title. Valid values are located
on the Sub-Title (STTL) window.

Optional. Leave blank, or enter the overridden grade code,
if any, from the Employment Status Maintenance (ESMT)
window of employees selected for processing.

NOTE: A grade is initially overridden on the Position Status
Maintenance (PSMT) window. The overridden grade is then
inferred to the Assignment Attributes Panel of the
Employment Status Maintenance (ESMT) window.

Optional. Leave blank, or enter the pay step code of
employees selected for processing. Valid values are
located on the Step (STEP) window.

Conditional. Required if Pay Action on the Revised
Attributes panel is Change Pay Rate or %
Increase/Decrease; otherwise optional. Enter the pay type
code of employees selected for processing. Valid values
are located on the Event Type (EVNT) window.
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Defaults to N/A. Select a value to indicate how base pay is
determined for the employees selected for

processing. Valid values are Yes if the employees’ base pay
is table-driven; No if the employees’ base pay is non-table-
driven; and N/A if not applicable.

Optional. Enter the amount or percent value of pay
parameters to be selected. For example, 25.80 percent
should be entered .2580 and $1000 should be

entered 7000.

Defaults to N/A. If an entry was made in Amount/Percent,
select whether the entry is an amount or percent;
otherwise enter N/A.

Optional. Enter the pay location of the employees
selected. Valid values are located on the Location
(LOC) window.

Optional. Enter the work location of the employees
selected. Valid values are located on the Location
(LOC) window.

Defaults to None. Select the labor distribution override
option. Valid values are:

e Use Entered Accounting Values - selects
employees whose account distributions are
determined based on the accounting attributes
specified on the Agency Specific & Accounting
(AGYS) window

e Use Entered Profile - selects employees whose
accounting distributions are determined from the
labor distribution profile code specified on the
Agency Specific & Accounting (AGYS) window

e Use Position Assignment - selects employees
whose accounting distributions are determined
based on the position number on the Position Status
Maintenance (PSMT) window\
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e None

Conditional. Required if Labor Distribution Override
Option is Use Entered Profile; otherwise, leave

blank. Enter the override labor distribution profile code of
the employees selected. Valid values are located on

the Labor Distribution Profile (LDPR) window.

Optional. Enter the fiscal or accounting entity under which
the selected employees fall. Valid values are located on the
Fund Index (FUND) window.

Optional. Enter the override agency value of the employees
selected. Agency must be valid with the entered fund. See
Fund Agency Index (FAGY) for valid fund and agency
combinations.

Optional. Enter the override organization values of the
employees selected. Valid values are located on the
Organization Index (ORGN) window.

Optional. Enter a sub-organization of the employees
selected. Valid values are located on the Sub-Organization
(SORG) window.

Conditional. Required if Labor Distribution Override
Option is Use Entered Accounting Values; otherwise,
leave blank. Enter the appropriation unit code representing
the dollar amount designated by law for a specific

purpose. Valid values are located on the Appropriation
Index (APPR) window.

Optional. Enter the Activity Code used for a further
breakdown of financial activity. Valid values are located on
the Activity Index (ACTY) window.

Optional. Enter the function code representing the budget
for a group-related activity that is aimed at accomplishing a
major service or regulatory responsibility. Valid values are
located on the Function (FUNC) window.
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Revised Attributes
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No entry is necessary in this field as the Object Code infers
from the Event Type (EVNT) window.

No entry is necessary in this field as the Sub-Object Code
infers from the Event Type (EVNT) window.

Optional. Enter job humber used to track specific costs
associated with particular projects or jobs. Valid values are
located on the Job Index (JOBT) window.

Optional. Enter the reporting category into which the
selected employees fall. Valid values are located on the
Reporting Category (RPTG) window.

Optional. Enter the position number of employees
selected for processing. Valid values are located on
the Position Status Inquiry (QPST) window.

The Mass Change Requests for Employee Status Maintenance (MASS) is used to perform
mass change actions for certain employee attributes that are found on the ESMT such as

title, step, pay rate, etc.

MASS Coding Instructions
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E_Masz Change Requests for Employee Status Maintenance |_ O] =]

Request Type

Effective Date

Selected Criteria

Perzonnel Action / Beason | CARLD 4 |,-“.'-.‘|E| Effective Date ID-_"' A24 /00

Agency / Organization I oo [ I 2025 Inion & Membership I 4 I_

Fayroll Humber
Title # Sub-title

Amount / Percent

IAGYS Request Humber I
IEI.'-" A24 00 Expiration Date Iﬁ

Bevized Attributes |

[ Pay Class | Emplopment Status |
{| | Override Grade I— Step I—
|
I—

© Amount O Percent O WAS

FPap Tupe Table Driven Fay FPayp Action
= Yes ™ Change Pay Fate
" No " ¥ |ncreaze / Decrease
% NA " Mew Pay Type
& Mone
Field Name Length Definition
Header
Required. Enter ESMT as the type of transaction to be mass
Request Type 4
changed.
Conditional. For new requests, request number is system-
assigned. If changing an existing request, enter the number of
the request. The request number is used to determine
Request 8 processing order for like Request Types with the same revised
Number Effective Date. For example, if two or more ESMT requests are
submitted with the date 12/31/92, the requests are processed in
request number order with the lowest request number being
processed first.
Required. Enter a date (mm/dd/yy) which, when used together
) with Expiration Date, establishes a date range for the selection
Effective Date 6

Expiration Date

criteria. Employee assignments are selected if the selection
criteria are matched on or after the Effective Date entered.

Default is 99/99/99. Enter the last date (mm/dd/yy) which, when
6 used together with the Effective Date, establishes a date range
for the selection criteria. Employee assignments are selected if
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Effective Date 6
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the selection criteria are matched on or before the Expiration
Date.

Optional. Enter the personnel action code which pertains to the
change(s) made to the Employee Status Maintenance (ESMT)
transactions targeted in the selection group. If this field is left
blank, the personnel action code remains the same as the
previous assignment on the ESMT. Valid values are located on
the Personnel Action (PACT) window.

Optional. Enter the personnel action reason code which
pertains to the change(s) made to the Employee Status
Maintenance (ESMT) transactions targeted in the selection
group. If this field is left blank, the personnel action reason code
remains the same as the previous assignment on the ESMT.
Valid values are located on the Personnel Action Reason

(PART) window.

Required. Enter the date the entry becomes effective.

Optional. If the agency code has not changed, leave this field
blank. Otherwise, enter the revised agency code for the selected
employees. Valid values are located on the Agency Index (AGCY)
window.

Optional. If the organization code has not changed, leave this
field blank. Otherwise, enter the revised organization code for
the selected employees. Valid values are located on the
Organization Index (ORGN) window.

NOTE: The organization code cannot be entered without also
entering a valid agency code.

Optional. Enter the union local code. Valid values are located
on the Union Local (ULOC) window.

Optional. Enter Y for Yes or N for No to indicate whether or not
the employee is a member of a union.
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Override Grade 5
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Optional. If the payroll number has not changed, leave this field
blank. Otherwise, enter the revised payroll number for the
selected employees. Valid values are located on the Payroll
Number (PYNO) window.

Optional. Enter the pay class code effective with the newly
created transaction. Valid values are located on the Pay Class
(PYCL) window.

Optional. If the employment status code has not changed,
leave this field blank. Otherwise, enter the revised employment
status code for the selected employees. Valid values are located
on the Employment Status (EMPS) window.

Optional. If the title code has not changed, leave this field
blank. Otherwise, enter the revised title code (i.e., class
code/index number) for the selected employees. Valid values
are located on the Title (TITL) window.

Optional. If the sub-title code has not changed, leave this field
blank. Otherwise, enter the revised sub-title code for the
selected employees. Valid values are located on the Sub-Title
(STTL) window.

Optional. If the override grade code has not changed, leave this
field blank. Otherwise, enter the revised override grade code for
the selected employees. Valid values are located on the Grade
(GRDE) window.

Optional. If the step code has not changed, leave this field
blank. Otherwise, enter the revised step of the selected
employees. Valid values are located on the Step (STEP) window.

Conditional. Required if Pay Type and Pay Action will be
entered. If Pay Action is Change Pay Rate, this amount
replaces the amount found on the employee’s existing pay
parameter. If Pay Action is New Pay Type, this amount or
percent is associated with the newly created pay parameter.

If Pay Action is % Increase/Decrease, enter the percent to be
applied to the selected employee pay parameter. To enter a
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percent value, enter a number between 0.0000 and 1.0. For
example, a 4.5% increase would be entered as 0.045.

Defaults to N/A. If an entry was made in Amount/Percent,
select whether the entry is an amount or percent; otherwise
enter N/A.

Conditional. Required if Pay Action is any value other

than None. If Pay Action is Change Pay Rate, the pay type must
be the same as Pay Type entered on the Selected Criteria panel.
Enter the Pay Type code of the pay parameter to be added or
changed with this entry. Valid values are located on the Event
Type (EVNT) window.

Defaults to N/A. Select Yes if the selected employees should be
changed to table-driven pay on the created transaction;

select No if the selected employees should be changed to non-
table-driven pay on the created transaction.

Defaults to None. Select a value to indicate the pay action to be
taken. Valid values are:

e Change Pay Rate to change the pay rate of the selected
employee pay parameters to the value entered in
Amount/Percent

% Increase/Decrease to apply the percent
increase/decrease entered in Amount/Percent to the pay
rate of selected employee pay parameters

e New Pay Type to create a new pay type

e None

Mass Change Requests For One-Time Transactions (MAS3)

Selected Criteria

Purpose
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The Mass Change Requests for One-Time Transactions (MAS3) window is used to produce
one-time transactions for many employees at one time. One-time transactions are those
normally entered on the following windows: One-Time Payment (1PAY) to generate a one-
time payment for a specific amount, One-Time Deduction (1DED) to generate a one-time
deduction for a specific amount or rate, Retroactive Pay Trigger (RTRG) to generate a
request to perform a retroactive pay calculation, and Supplemental Pay Trigger (STRG) to
request to include an employee in a supplemental pay cycle.

Mass change processing allows transactions to be produced for a large group of employees
according to designated selection criteria. As a result, supplemental or retroactive pay
triggers, or One-Time Payment (1PAY) or One-Time Deduction (1DED) transactions are
generated.

Each transaction request type selected on this window has a different set of required result
fields and likewise, undergoes a different set of edits.

MASS Coding Instructions

E_Mass Change Bequests for One-Time Transactions

Request Type S1DED Request Hurmber I
Effective Date IU? A24 400 Ex=piration D ate I / /

Selected Criteria I Revized Attributes I

Agency / Org W A 2028 Unian Member C Yes © Mo 0 MM Afiliation I—
Paproll Hurnber 300 Pay Claz=s I— E mploymett Status I_
Title / Sub-title |ooooos /4 [ Override Grads [ Step [
Pay Type I— T able Diriven Pay Cies O No (& N4

Amourt / Percent |  fAmount O Percent % MAA

Fay Location I— "whork Location I—

Labar Distribution Owerride Option | Mane =]

Labor Distribution Profile I

Accounting Diztribubiorn

Fund | Agency | Org / Sub | / I_ Appr Uit |
Activity | Function | Object / Sub | A b |
Reporting Categary I Postion Murmber I

Field Name Length Definition

Header
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Dropdown Required. Select the request type option. Valid values

Menu

8

6

6

are 1DED, 1PAY, RTRG, and STRG.

Conditional. Required to scan on or update an existing
request. Not allowed if entering a new request (always
system-assigned). If changing an existing request, enter the
number of the request; otherwise, leave blank. If this field
is left blank, the system defaults to an automatically
assigned sequential request number.

When entering multiple requests for the same Request Type
and revised Effective Date the request should be entered in
the same order they are to be processed. (Revised Effective
Date is Effective Date in the Revised Employee Attributes
section described below.) This number should be recorded
on the window for reference purposes.

The request number is used to determine processing order
for like Request Types with the same revised Effective

Date. For example, if two or more 1PAY requests are
submitted with a revised effective date of 12/31/92, the
request triggers are processed in request number order with
the lowest request number being processed first.

Required. Enter a date (mm/dd/yy) which, when used
together with Expiration Date, establishes a date range for
the selection criteria. Employee assignments are selected
if the selection criteria are matched on or after the Effective
Date entered.

Default is 99/99/99. Enter the last date (mm/dd/yy) which,
when used together with the Effective Date, establishes a
date range for the selection criteria. Employee assignments
are selected if the selection criteria are matched on or
before the Expiration Date.
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Optional. Enter the agency code of the employees selected
for processing. Valid values are located on the Agency
Index (AGCY) window.

Optional. Enter the organization code of the employees
selected for processing. Valid values are located on the
Organization Index (ORGN) window.

Defaults to N/A. Select Yes if employees selected for
processing are members of a union. Select No if employees
selected for processing are not members of a

union. Select N/A if union membership is not applicable to
this mass change request.

Optional. Enter the union local code of employees
selected for processing. Valid values are located on the
Union Local (ULOC) window.

Optional. Enter the payroll number code of employees
selected for processing. Valid values are located on
the Payroll Number (PYNO) window.

Optional. Enter the pay class code of employees selected
for processing. Valid values are located on the Pay Class
(PYCL) window.

Optional. Enter the employment status code of employees
selected for processing. Valid values are located on
the Employment Status (EMPS) window.

Optional. Enter the title code (i.e., class code/index
number) of employees selected for processing. Valid
values are located on the Title (TITL) window.

NOTE: All UCP title codes begin with the number “0”. Title
codes for non-UCP agencies begin with a character that has
been assigned to the agency.

Optional. Enter the sub-title code of employees selected
for processing. The sub-title establishes different pay, leave
and deduction policies associated with a particular



Override Grade

Step

Pay Type

Table Driven Pay

Amount/Percent

Amount/Percent

Pay Location

Radio
Buttons

17

Radio
Buttons

Page |462

title. Valid values are located on the Sub-Title (STTL)
window.

Optional. Enter the overridden grade code, if any, from the
Employment Status Maintenance (ESMT) window of
employees selected for processing.

NOTE: A grade is initially overridden on the Position Status
Maintenance (PSMT) window. The overridden grade is then
inferred to the Assignment Attributes Panel of the
Employment Status Maintenance (ESMT) window.

Optional. Enter the pay step code of employees selected
for processing. Valid values are located on the Step (STEP)
window.

Conditional. Required if requesting a One-Time Payment
(1PAY) or a Supplemental Pay Trigger (STRG). Enter the pay
type code of employee pay parameters selected for
processing. Valid values are located on the Event Type
(EVNT) window.

Defaults to N/A. Select a value to indicate how base pay is
determined for the employees selected for

processing. Valid values are Yes if the employees’ base pay
is table-driven; No if the employees’ base pay is non-table-
driven; and N/A if not applicable.

Optional. Enter the amount or percent value of pay
parameters to be selected. For example, 25.80 percent
should be entered .2580 and $1000 should be

entered 7000.

Defaults to N/A.. If an entry was made in Amount/Percent,
select whether the entry is an amount or percent;
otherwise, enter N/A.

Optional. Enter the pay location of the employees
selected. Valid values are located on the Location
(LOC) window.
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Optional. Enter the work location of the employees
selected. Valid values are located on the Location
(LOC) window.

Defaults to None. Select a value to indicate those
employees whose payroll expenses are charged in a
particular manner. Valid values are:

e Use Entered Accounting Values - selects
employees whose account distributions are
determined based on the accounting attributes
specified on the Agency Specific & Accounting
(AGYS) window

e Use Entered Profile — selects employees whose
accounting distributions are determined from the
labor distribution profile code specified on the
Agency Specific & Accounting (AGYS) window

e Use Position Assignment — selects employees
whose accounting distributions are determined
based on the position number of the Position Status
Maintenance (PSMT) window

e None

Conditional. Required if the Labor Distribution Override
Option is Use Entered Profile; otherwise, leave

blank. Enter the override labor distribution profile code of
the employees to be selected for processing. Valid values
are located on the Labor Distribution Profile (LDPR) window.

Optional. Enter the fiscal or accounting entity under which
the selected employees fall. Valid values are located on the
Fund Index (FUND) window.

Optional. Enter the override agency value of the employees
selected. Agency must be valid with the entered fund. See
Fund Agency Index (FAGY) for valid fund and agency
combinations.
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Optional. Enter the override organization values of
Org 4 employees selected. Valid values are located on the
Organization Index (ORGN) window.

Optional. Enter the Sub-Organization. Valid values are

Sub 2
located on the Sub-Organization (SORG) window.
Conditional. Required if Labor Distribution Override
Option is Use Entered Accounting Values; otherwise,
. leave blank. Enter the appropriation unit code representing
Appr Unit 9

the dollar amount designated by law for a specific
purpose. Valid values are located on the Appropriation
Index (APPR) window.

Optional. Enter the Activity Code used for a further
Activity 4 breakdown of financial activity. Valid values are located on
the Activity Index (ACTY) window.

Optional. Enter the function code representing the budget
for a group-related activity that is aimed at accomplishing a

Function 4 . . o .
major service or regulatory responsibility. Valid values are
located on the Function (FUNC) window.
Obiect 4 No entry is necessary in this field as the Object Code infers
ec
) from the Event Type (EVNT) window.
Sub 5 No entry is necessary in this field as the Object Code infers
u

from the Event Type (EVNT) window.

Optional. Enter job number used to track specific costs
Job 8 associated with particular projects or jobs. Valid values are
located on the Job Index (JOBT) window.

Optional. Enter the reporting category into which the

Reporting )
Categor 4 selected employees fall. Valid values are located on the
gory Reporting Category (RPTG) window.
Optional. Enter the position number of employees
Position Number 7 selected for processing. Valid values are located on

the Position Status Inquiry (QPST) window.

Revised Attributes
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Purpose

The Mass Change Requests for One-Time Transactions (MAS3) is used to produce one-time
payments for a specific amount, one-time deductions for a specific amount or rate,
retroactive pay calculations, and requests to include employees in a supplemental pay
cycle.

MAS3 Coding Instructions

E_Maszz Change Requests for One-Time Tranzactions M=l E
o
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Effective Date IU? A24 400 E=piration [ ate I / /
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Perzonnel Action ¢ Beason | 3 &dd / Feplace © Add  Replace * N/
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_"IJ

Type  Flan | /|
|
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Field Name Length Definition
Header

Dropdown Required. Select the request type option. Valid values

Request Type
Menu are 1DED, 1PAY, RTRG, and STRG.

Conditional. Required to scan on or update an existing
request. Not allowed if entering a new request (always
system-assigned). If changing an existing request, enter the
number of the request; otherwise, leave blank. If this field is

Request Number 8 left blank, the system defaults to an automatically assigned
sequential request number.

When entering multiple requests for the same Request Type
and revised Effective Date the request should be entered in
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the same order they are to be processed. (Revised Effective
Date is Effective Date in the Revised Employee Attributes
section described below.) This number should be recorded
on the window for reference purposes.

The request number is used to determine processing order
for like Request Types with the same revised Effective Date.
For example, if two or more 1PAY requests are submitted
with a revised effective date of 12/31/92, the request triggers
are processed in request number order with the lowest
request number being processed first.

Required. Enter a date (mm/dd/yy) which, when used
together with Expiration Date, establishes a date range for

Effective Date 6 the selection criteria. Employee assignments are selected if
the selection criteria are matched on or after the Effective
Date entered.

Default is 99/99/99. Enter the last date (mm/dd/yy) which,
when used together with the Effective Date, establishes a

Expiration Date 6 date range for the selection criteria. Employee assignments
are selected if the selection criteria are matched on or
before the Expiration Date.

Details

Conditional. If Request Type is RTRG or 1PAY, leave this
field blank. Required if Request Type is STRG. Enter the
Supplemental Type Code to specify the option used to
determine which dates are used for retro pay processing.
Valid values are:

Supplemental ¢ For Retroactive Pay Trigger (RTRG) transactions:
Type ldentifier

o FLSA work cycle dates

o Pending pay

o Paycycle dates

NOTE: For a Request Type of RTRG, the Supplemental Type



Supplemental Pay1

Indicator

Page | 467

Identifier corresponds to the Retro Type ID on the Retro
Trigger (RTRG) window. WE’VE ALREADY BEEN TOLD TO
LEAVE THE FIELD BLANK IF THE REQUEST TYPE IS RTRG.
WHY ARE WE GIVEN CHOICES HERE?

e For One-Time Payment (1PAY) transactions:
o By-pay type supplemental
o Replacement supplemental

o Processed in aregularreplacementor
advance supplemental run

NOTE: For a Request Type of 1PAY, the Supplemental Type
Identifier corresponds to the Supplemental Pay on the One-
Time Payment (1PAY) window. WE’VE ALREADY BEEN TOLD
TO LEAVE THE FIELD BLANK IF THE REQUEST TYPE IS 1PAY.
WHY ARE WE GIVEN CHOICES HERE?

e For Supplemental Pay Trigger (STRG) transactions:
o By-pay type supplemental
o Replacement supplemental
o Retro pay supplemental
o Advance pay supplemental
o Multiple-by-pay supplemental

o No-pay-calculation supplemental

NOTE: For a Request Type of STRG, the Supplemental Type
Identifier corresponds to the Supplemental Type on the
Supplemental Pay Trigger (STRG) window.

Optional. Used only for 1DED transactions; otherwise, leave
blank. Enter the supplemental pay code to indicate the kind
of pay cycle needed to pay the selected employees. Valid
values are:
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e Supplemental pay cycle
e Normalpay cycle
o Defaults to a normal pay cycle

Conditional. Required if Request Type is TDED,
1PAY or RTRG. Also required if Request
Type is STRG and Supplemental Type Identifier is R or A.

NOTE: For a Request Type of 1DED and 1PAY, the Effective
Date corresponds to the Event Date on the One-Time
Deduction (1DED) and One-Time Payment (1PAY) windows
respectively. For a Request Type of RTRG the Effective Date
corresponds to the Retro Start Date on the Retroactive Pay
Trigger (RTRG) window. For a Request Type of STRG the
Effective Date corresponds to the Pay Period End Date on
the Supplemental Pay Trigger (STRG) window.

Default is 99/99/99. Required if Request Type is RTRG. Enter
the last date the information is in effect. NOTE: The
Expiration Date corresponds to the End Date on the
Retroactive Pay Trigger (RTRG) window.

Conditional. Optional if Request Type is RTRG; otherwise,
leave blank. Enter the Personnel Action code. Valid values
are located on the Personnel Action

(PACT) window. NOTE: For a Request Type of RTRG, the
Personnel Action corresponds to the Personnel Action on
the Retroactive Pay Trigger (RTRG) window.

Conditional. Optional if Request Type is RTRG; otherwise,
leave blank. Enter the Personnel Action Reason code. Valid
values are located on the Personnel Action Reason

(PART) window. NOTE: For a Request Type of RTRG, the
Personnel Action Reason corresponds to the Personnel
Action Reason on the Retroactive Pay Trigger (RTRG) window.

Defaults to N/A. Required if One-Time Deduction (1DED)
transactions are requested. Select Add to indicate this
deduction is taken as an additional deduction for the
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employee. This deduction does not take the place of a
permanent deduction with the same type and plan.

Select Replace to indicate this deduction replaces a
permanent deduction of the same deduction type and plan
with the amount or percent listed on this transaction.
Select N/A if not applicable.

NOTE: For a Request Type of 1DED, the Add/Replace
corresponds to the Add/Replace ID on the One-Time
Deduction (1DED) window.

Conditional. Required if Labor Distribution Override
Option is Use Position Assignment. Optional if Request
Type is 1PAY; otherwise, leave blank. Enter the position
number of employees to be selected for processing. Valid
values are located on the Position Status Inquiry

(QPST) window.

Conditional. Required if Request Type is TDED or 1PAY; or
if Request Type is STRG and Supplemental Type
Identifier is P. Enter the pay/deduction type which applies
to the selected transaction and employees. Valid values are
located on the Deduction Type (DEDT) or Deduction Plan
(DPLN) windows for One-Time Deductions, and the Event
Type (EVNT) window for One-Time Payments windows.

NOTE: For a Request Type of 1DED the Type/Plan
corresponds to the Deduction Type and Deduction Plan on
the One-Time Deduction (1DED). For a Request Type of 1PAY
the Type/Plan corresponds to the Pay Type on the One-Time
Payment (1PAY) window. For a Request Type of STRG the
Type/Plan corresponds to the Pay Type on the Supplemental
Pay Trigger (STRG) window.

Conditional. Required if Request Type is TDED or 1PAY;
otherwise, leave blank. For 1PAY, enter the amount of the
payment. For 1DED, enter the amount or percent of the
deduction to be taken. To enter a percent value, enter a
number between 0.0000 and 1.0. For example, a 4.5%
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deduction, would be entered as 0.045.

NOTE: For a Request Type of 1DED the Amount/Percent
corresponds to the Deduction Amount and Deduction Rate
on the One-Time Deduction (1DED) window respectively. For
a Request Type of 1PAY the Amount/Percent corresponds to
the Payment Amount on the One-Time Payment (1PAY)
window.

Defaults to N/A. Select whether the entry is an amount or a
percent. Valid values are Amount; Percent; N/A.

Conditional. Optional if Request Type is TPAY; otherwise,
leave blank. Select a value to override the employee’s
normal account distribution for charging payroll expenses.
Valid values are:

e Use Entered Accounting Values - selects
employees whose account distributions are
determined based on the accounting attributes
specified on the Agency Specific and Accounting
(AGYS) window

e Use Entered Profile — selects employees whose
accounting distributions are determined from the
Labor Distribution Profile code specified on the
Agency Specific and Accounting (AGYS) window

e Use Position Assignment — selects employees
whose accounting distributions are determined
based on the position number on the Position Status
Maintenance (PSMT) window

e None

NOTE: For a Request Type of 1PAY, the Labor Distribution
Override corresponds to the Labor Distribution Override
Option on the One-Time Payment (1PAY) window.

Conditional. Allowed only for One-Time Payment (1PAY)
transactions. Optional if the Labor Distribution Override
Option is Use Entered Profile; otherwise, leave blank. Valid
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values are located on the Labor Distribution Profile
(LDPR) window.

NOTE: For a Request Type of 1PAY, the Labor Distribution
Profile corresponds to the Labor Distribution Profile on the
One-Time Payment (1PAY) window.

Conditional/Optional. Optional if Labor Distribution
Override Option is Use Entered Accounting

Values; otherwise, leave blank. Enter the fiscal or
accounting entity under which the selected employees
fall. Valid values are located on the Fund Index (FUND)
window.

When this field is required but left blank, and agency and
organization are provided, this field defaults to the value
specified in the Fund field on Organization (ORG2).

NOTE: If the Fund you choose had an Expense Budget
Control Option value of (none), no Expense Budget entry is
required on Expense Budget Inquiry (EXP2) for the
accounting attributes that follow. Ifitis setto (Presence) or
(full), an Expense Budget entry must exist for the accounting
distribution that is entered.

Optional. Enter the override agency value, which must be
valid with the entered fund. See Fund Agency Index (FAGY)
for valid fund and agency combinations.

Conditional. Required if Labor Distribution Override
Option is Use Entered Accounting Values; otherwise, leave
blank. Enter the override organization code. Valid values are
located on the Organization Index (ORGN) window.

Optional. Enter a sub-organization code. Valid values are
located on the Sub-Organization (SORG) window.

Conditional. Required if Labor Distribution Override
Option is Use Entered Accounting Values; otherwise, leave
blank. Enter the appropriation unit code representing the
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dollar amount designated, by law, for a specific
purpose. Valid values are located on the Appropriation Index
(APPR) window.

Conditional. Required if Labor Distribution Override
Option is Use Entered Accounting Values. Enter the

Activity 4 Activity Code used for a further breakdown of financial
activity. Valid values are located on the Activity Index (ACTY)
window.

Conditional. Required if Labor Distribution Override
Option is Use Entered Accounting Values. Enter the
function code representing the budget for a group-related

Function 4 . L L . .
activity that is aimed at accomplishing a major service or
regulatory responsibility. Valid values are located on the
Function (FUNC) window.

Obiect 4 No entry is necessary in this field as the Object Code infers

ec
) from the Event Type (EVNT) window.
Sub 5 No entry is necessary in this field as the Sub-Object Code
u

infers from the Event Type (EVNT) window.

Optional. Enter job number used to track specific costs
Job 8 associated with particular projects or jobs. Valid values are
located on the Job Index (JOBT) window.
. Optional. Enter the reporting category into which the
Reporting

4 selected employees fall. Valid values are located on the
Category

Reporting Category (RPTG) window.

Military Branch (MILB)

Purpose

The Military Branch (MILB) window defines the codes which identify the valid branches of
the military in which an employee or applicant might have served.

MILB Coding Instructions
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E_Military Branch |_ O] =]

kdiliary Effective E wpiration Shart
Branch  Date Date D eszcription Long Description

1 A 1o 20 933333 S ARMY UMITED STATES ARMY

2 AF Mo 20 9333139 115 AlR FORCE IMITED STATES AlR FORCE

K] CG m o 20 9333133 15 COAST GRD LMITED STATES COAST GUARD

4 MC 1o 20 933333 s MARIME CP LMITED STATES MARIMNE CORFS

] M m o 20 9333133 15 Mty LMITED STATES MAWY

B

7 |

a

3

10

11

12

13

14

15

Field Name LengthDefinition

Military Branch 2

Effective Date 6

Expiration
Date

Short
Description

Long
Description

Military Rank (MILR)

Required. Enter the military branch code you wish to add, change,

or expire.

Required. Enter the date (mm/dd/yy) the entry becomes effective.

Default is 99/99/99. Enter the last date the information is in effect.

Required. Enter the new or changed short description of the

military branch code.

Default is Short Description entry. Enter the new or changed long

description of the military branch code.

Purpose

The Military Rank (MILR) window defines the codes which identify the valid ranks
applicants or employees hold or may have held while serving in the military.

MILR Coding Instructions
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E_Military Rank M=l E3
kilitary  Effective E =piration Shaort
Fiank Date Date Dezcription Long Description
1 |IllaFET o 20 933993 1SAF-ET AIRMAN BASIC, USAF
2 AFEZ o 20 933993 ISAFEZ AIRMAMN, USAF
3 AFE3 o 20 933993 ISAFES AIRMAMN FIRST CLASS, USAF
4 AFE4 o 20 933993 1SAF-E4 SEMIOR AlRMAM, USAF
5 AFER o 20 933993 1SAF-ER STAFF SERGEAMT, USAF
=3 AFER o 20 933993 1SAF-ER TECHMICAL SERGEAMT, USAF
Fi AFEY o 20 933993 ISAFET MASTER SERGEAMT, USAF
3 AFER o 20 933993 1SAFES SEMIOR MASTER SERGEAMNT, LISAF
9 AFES o 20 933993 1SAF-ES CHIEF MASTER SERGEAMNT ., USAF
10| AFO1 o 20 933993 1SAF-01 SECOMD LIEUTEMAMT, USAF
11 AFO2 o 20 933993 SAF-02 FIRST LIEUTEMAMT, USAF
12 || AFO3 o 20 933993 15AF-03 CAPTAIM, USAF
13 || AFO4 o 20 933993 1SAF-04 MaJOR, USAF
14 || AFO5 o 20 933993 1SAF-05 LIEUTEMAMT COLOMEL, USAF
15 || AFOB o 20 933993 SAF-O6 COLOMEL, USAF
Field Name Length Definition
. Required. Enter the military rank code you wish to change, add, or
Military Rank 4 .
expire.
Effective Date 6 Required. Enter the date (mm/dd/yy) the entry becomes effective.
Expiration . . o
Dat Default is 99/99/99. Enter the last date the information is in effect.
ate
Short 19 Required. Enterthe new or changed short description of the
Description military rank code.
Long Default is Short Description entry. Enter the new or changed long
Description description of the military rank code.

Miscellaneous Deduction (MISC)

Purpose

The Miscellaneous Deduction (MISC) window is used to record and view information

pertaining to the types of deductions available to the State of Missouri employees such as:

non-state sponsored health, vision, and dental premiums, credit union deductions,

charitable contributions, tax sheltered annuities, etc.



MISC Coding Instructions
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E_Mizcellaneouz Deductions

Effective Date IEI.'-" A A0a

Appointrent (D I_ Espiration Date IEL.,E 493 /193

Mame |H.-5.Y,JDHNNY
Employes (D {050 - 41 - 0007
Deduction Infarmatior

Type | MCL

Plan MCLI

Override Amodint I 25.00 Goal Amt 4 [nstallments I
Overide A ate | 0.000000 Contribution to Goal I

EFT Infarmatiar
Electranic Transfer

i~ e
" Mo
o M

Account Type ABA Routing # I

. Sawng!s docount |
" Checking

i M Frenaote [zzue Date I 4 4

Recipient |nformatior
Override Wendor

I Addresz

|
Last Marne | |
Firzt Marme | City | Ctate I
(& ]] I_ ZipCode | Caurtry I
Field Name Length Definition
N Display The employee's full name (last name, first name, and middle
ame
Only initial) is displayed.
Employee ID 10 Required. Enter the employee's social security number.
Optional. Enter the appointment ID if the employee holds
AppointmentID 1 more than one appointment, enter an asterisk (*) if this affects
all the appointments.
. Required. Enter the date the new or changed deduction takes
Effective Date 6
effect.
o Optional. Enter the last date the deduction is in effect. This
Expiration Date 6 .
will default to 99/99/99.
Required. Enter the appropriate code to specify the type of
Type 5 deduction being established. Refer to the Deduction Type

(DEDT) window for valid values.



Plan 5

Override Amount 10

Override Rate 9

Goal 10
Amt/Installments

Contribution to
Goal
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Required. Enterthe code which denotes the deduction plan
appropriate for the deduction type. Refer to the Deduction
Plan (DPLN) window for valid values.

Conditional. Enter the dollar amount to be deducted from the
employee’s pay if the Deduction Plan (DPLN) window has the
following information: Employee Override Allowed radio
button is Required [R], the system does not identify a standard
flat amount or rate, and Override Deduction Rate is

blank. Optional if the Employee Override Allowed field on the
Deduction Plan (DPLN) window is Yes [A]. Not allowed if

the Employee Override Allowed field on the Deduction Plan
(DPLN) window is No [N].

Note: The State of Missouri does not have any deductions that
are both flat amount and a rate.

Conditional. Enter the rate to be deducted from the
employee’s pay if the Deduction Plan (DPLN) window has the
following information: Employee Override

Allowed is Required [R], it does not identify a standard flat
amount or rate, and Override Deduction Rate is blank, and
the Override Deduction Amount on this window is

blank. Optional if the Employee Override Allowed field on the
Deduction Plan (DPLN) window is Yes [A]. Not allowed if

the Employee Override Allowed field on the Deduction Plan
(DPLN) window is No [N].

Note: The State of Missouri does not have any deduction that
are both a flat amount and a rate.

Conditional. Enter the total dollar amount or the number of
installments to be collected from the employee by this
deduction if itis goal-oriented.

Conditional. Enter the amount that the employee has already
contributed toward the deduction goal if applicable.



Electronic
Transfer

Account Type

ABA Routing #

Account #

Pre-note Issue
Date

Override Vendor

Last Name

First Name

MI

Address

City

State

Zip Code

Country

Radio
Buttons

Radio
Buttons

17

20

60

19
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The State of Missouri is not utilizing this option at the time. This
should be N/A [blank].

The State of Missouri is not utilizing the Electronic Transfer at
this time. This should be N/A [blank].

The State of Missouri is not utilizing the Electronic Transfer at
this time. This should be left blank.

The State of Missouri is not utilizing the Electronic Transfer at
this time. This should be left blank.

The State of Missouri is not utilizing the Electronic Transfer at
this time. This should be left blank.

Optional. If overriding the vendor information that is specified
on the Miscellaneous (MISC) window, enter the override vendor
number. Refer to the Vendor Index (VEND) window for valid
values.

Optional. Enter the recipient’s last name if the recipient is not
the vendor listed in Override Vendor field.

Conditional. Enter the recipient’s first name if the recipient’s
last name is entered.

Conditional. Enter the recipient’s middle initial if the
recipients last name is entered.

Optional. Enter the recipient's address if the recipient is not
the vendor listed in the override vendor field.

Conditional. Enter the recipient's city if recipient’s address is
entered.

Conditional. Enter the recipient’s state if address is
entered. Referto the State (ST) window for valid values.

Conditional. Enter the recipient’s zip code if address is
entered.

Conditional. The State of Missouri default value is USA.
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MTI Transaction Definition (MTDF)

Purpose

Transaction security requires the use of the Master Transaction Definition (MTDF) window.
This window contains fields for security groups and approvals and also lists logging
information. ADVANTAGE HR is delivered with the Security Group fields on the Format
Definition table preset to *NO*. This triggers the system to use the Master Transaction
Definition table. Security processing for transactions is similar to security processing for
documents. However, the primary differences are: Transaction Processing is invoked by the
*NO* entry in the Security Group fields on the Format Definition table and is not affected by
data in the Document Security field. Additional entries on the Format Definition table are
not required; Required approvals are read from the Master Transaction Definition table
instead of from the Format Definition table; and Entries are not required on the Next CRT
table.

MTDF Coding Instructions

E_MTI Tranzaction Definition

MTI Tranz  Suzpense  Appl Suzpenze  Appl Suspense App
Type  Security Groups Approvals Proceszor  Table # ID T able # ID Fuill
1 || AsDD OGEM ATR1 TEST TYHN HxGADDR 0832 0833 10
2 AATT OQGEM ATRT TEST MM HXGATTR 0832 0833 10
3 ADDR OGEM PERTPER3TEST MMMMM HxGADDR 0523 0524 10
4 AEDH OGEMATRTTEST MM HAGEEDH 0832 0524 10
5 AGYA OQGEM PYRTTEST MM HxGAGTS 0523 0524 1
E AGYD OGEM PERTPER3ITEST MMMMM HxGAGYS 0823 0524 1
7 AGYS OGEM PYRTPYRZTEST YN rMM HxXGAGYTS 0523 0524 1
8 AIDC  OQGEMATRTTEST MM HGGaIDC 0932 0833 10
9 ALCM  OGEM ATR1 TEST MM HEGLCMS 0832 0833 10
10 || AMCH QGEM ATR1 TEST MM HxGEMCH 0832 0833 10
11 || APEY GQGEM TEST rYHM HGGAPEY 0832 0833 20
12 || APSA  QGEM ATRI TEST MM HGGAPSA 0832 0833 20
13 || AREF QGEMATR1 TEST MM HGGAREF 0832 0833 10
14 || ASKL QGEMATR1TEST rYHM HEGESKL 0832 0833 10
15 || ASSC OGEM ATR1 TEST MM HXGESSC 0832 0833 10
4| | b

Field Name LengthDefinition

The MTl transaction type. Itis usually the same as the four-

Type
P character screen ID.
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Security 16 Defines up to four security groups which have access to this MTI
Groups transaction.

The number of approvals required for a transaction of this type
Approvals 5 o
before it will be accepted.

MTI Trans

8 The MTI Transaction Processor hame.
Processor
Suspense . .
4 The table number of the MTI Transaction Suspense File table.
Table #
Appl .
The table number of the MTI Transaction Alternate Index (MTAI)
Suspense D 4
table.
Table #
Appl The length of the TRANS-ID portion of the IOAREA. This portion of
Suspense D 2 the screen header is stored in the MTI-TRANS-APPLIC-ID field of the
Full MTSF record and is used to support the MTAIl index.
Appl The length to be used in suspense file scans initiated to detect and
SuspenselD 2 report suspended transactions for data being viewed or updated by
Match the user. Defaults to the Full Application Transaction ID size.
Appl

The length to be used in suspense file scans initiated by the Scan
Suspense D 2 ] .

Suspense (SS) action. Defaults to the Matchkey size.
Browse

. The table number for database logging. If a table number is entered,
Logging Table 4

u the MTC will automatically write a before and after image of each

update to this table number.

Name Change Reason (NMCR)

Purpose
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The Name Change Reason (NMCR) window defines the codes which describe the different
reasons an employee or applicant might have changed their name (i.e. marriage, divorce,
etc.).

NMCR Coding Instructions

E_Mame Change RBeazon M=l E
Mame Change  Effective E spiration Short
Reason D ate Drate Dezcription Long D escription
T [FDVRE T mm20 999999 DIVORCE DIVORCE WITH MAME RESTORED
2 ERRORA 0 om 20 933333 EMTRY ERROR CORRECTIMG EMNTRY OMLY
K] LEGAL 01 om 20 9359599 LEGAL OTHER LEGAL MAME CHAMGE
4 MRGE 0o 20 9335193 MARRIAGE MARRIAGE WITH MAME CHAMGE
4]
B
7
a
3
10
11
12
13
14
15
4| | b
Field Name Length Definition
Name Change 5 Required. Enter the name change reason code you are adding,
Reason changing, or expiring.
Effective Date 6 Required. Enter the date the entry becomes effective.

Default is 99/99/99. Enter the last date the informationis in

Expiration Date 6
effect.

L Required. Enter the new or changed short description of the
Short Description 12
change code.
Default is Short Description. Enter the new or changed long

Long Description 30 o
description of the change code.

Name Prefix (PREX)



Purpose
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The Name Prefix (PREX) window defines possible name prefixes of employees and

applicants (i.e., Mr., Mrs., etc.).

PREX Coding Instructions

E_Mame Prefix M=l Eq
Mame  Effective E =piration Shart
Frefix Date Date Dezcription Long Descrption
1| OF 7 mot2o 9333199 DR DOCTOR
2 kR ootz 9333199 kR MISTER
3 MRS ootz 9333199 MRS kAaCamE
4 S ootz 9333199 S IS5
4]
E
7
a
9
10
11
12
13
14
15
Field Name Length Definition
Name Prefix 5 Required. Enter the name prefix code.

Effective Date 6

Expiration Date 6

Short

_ 12
Description
Lon

& 30
Description
Name Suffix (SUFX)

Purpose

Required. Enter the date the entry becomes effective.

Default is 99/99/99. Enter the last date the information is in effect.

Required. Enter the new or changed short description of the prefix

code.

Default is Short Description. Enter the new or changed long
description of the prefix code.
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The Name Suffix (SUFX) window defines possible name suffixes for employees and
applicants (i.e., Jr., Sr., etc.).

SUFX Coding Instructions

E_Mame Suffix _ (O] <]

Mame  Effective E =piration Shart
S uffis Date Date Dezcription Long Descrption

1 Il ootz 9333199 Il SECOMD

2 M ootz 9333199 M THIRD

3 It ootz 9333199 It FOURTH

4 Jh ootz 9333199 Jh JURIS DOCTORATE

5 JR ootz 9333199 JR JUMIOR

B ] ootz 9333199 ] MEDICAL DOCTORATE

7 PHD ootz 9333199 PHD PHYSICAL DOCTORATE

B SR ootz 9333199 SR SEMIOR

9

10

11

12

13

14

15

Field Name Length Definition

Name Suffix 5 Required. Enter the name suffix code.

Effective Date 6 Required. Enter the date the entry becomes effective.

Expiration Date 6 Default is 99/99/99. Enter the last date the information is in effect.
Short 19 Required. Enter the new or changed short description of the suffix
Description code.

Long Default is Short Description. Enter the new or changed long
Description description of the suffix code.

Net Pay Electronic Funds Transfer (EFT)

Purpose

The Net Pay Electronic Funds Transfer (EFT) window initiates or terminates automatic direct
deposit of an eligible employee’s paycheck into a checking or savings account.



EFT Coding Instructions
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E_Met Pay Electronic Funds Tranzfer M=l
Name [GRANT, JENNT §
Employee|D 040 - 31 - 0001 Appaintment 1D [+

Effective Date IDF 225 200 Expiration Date IEIEI 493 /99
Frenote [zzue D ate I / 4 Account Tepe

Account Murnber | 1112222 & i Checking:

rl s
&BA Fouting Nurmber I 123456789 3avings

Field Name Length

Display
Only

Name

EmployeeID 10

Appointment 1
ID

Effective Date 6

Expiration
Date

Prenote Issue
Date

Definition

The employee’s full name (last name, first name, and middle
initial) is displayed.

Required. Enter the employee’s social security number.

Optional. If an employee holds more than one appointment, enter
the appropriate appointment identification number to indicate
which appointment is affected. Leave blank to indicate the
employee’s primary appointment. An asterisk (*) indicates all
appointment identification numbers.

Required. Enter the date the EFT authorization is in effect.

Optional. Enter the last date the information is in effect. Default
is 99/99/99.

Conditional. If Set Prenote Date on the Site Specific Parameters
(SPAR) window is set to N, this field must be left blank. If left blank,
the system generates a prenotification date when the first prenote
advice for net pay is sent.

If Set Prenote Date on the Site Specific Parameters (SPAR)
window is setto Y, then this field can be entered. The system
either continues to generate prenote advice or produces a direct
deposit depending on the Numeric Entry on the Site Specific
Parameters (SPAR) window for EFT Approval Days. See Site
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Specific Parameters (SPAR) window coding instructions for more
information on this option.

Account .
17 Required. Enter the employee’s bank account number.
Number
ABA Routing g Required. Enter the financial institution’s ABA routing number that
Number accepts this electronic transfer.
Required. Select a value to indicate whether the account type is
i hecking. Valid val :
Radio savings or checking. Valid values are
Account Type .
Buttons e Checking
e Savings
O

Occupational Group (OCCG)

Purpose

The Occupational Group (OCCG) window defines the codes which identify any groups of
similar employees that would be grouped together. For example, clerks, secretaries, and
receptionists could be grouped as Administration.

OCCG Coding Instructions
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E_Occupational Group |_ O] =]
Oeccupational  Effective E wpiration Shart
Group D ate Date D eszcription Long Description

1 010120 933339 AGGTEST AGGREGATE TESTER

2 01 M 20 933399 SERVICE ATTE SERVICE ATTEMDANT

3 010 20 933399 ASST TECH ASSISTAMNT TECHMICIAM

4 01020 3333139 SIGH PACKER SIGM PACKER

b 01 M 20 933399 ASLE ASST SIGHAL & LIGHTIMNG ELECT

B 010 20 933399 SIGM SHOF HL SIGM SHOF HELFER

7 01020 3333139 BrCH BA MAIMTEMAMCE CREW MEMBER

a 010120 933399 SIGHAL AMD L SIGHAL AMD LIGHTIMG ELECTRICIA

9 E 010 20 933399 BLDG CUST BUILDIMG CUSTODIAMN

10 E& 01020 3333139 STRUCTURAL 5 STRUCTURAL STEEL PAINTER

11 F 010120 933399 BSCH BUILDIMG SERWICES CREW MEMEER

12 Fa, 010 20 933399 SURWVEY ASST SURWVEY ASSISTAMNT

13 G 01020 9333199 BLDG SPEC BUILDIMG SPECIALIST

14 GA 010120 933399 WELDER HLFR WELDER HELPER

15 H 010 20 933399 BLDG UTIL 5 BUILDIMG UTILITIES SERYICE SPE

1] |
Field Name Length Definition
Occupational 5 Required. Enter the occupational group code you wish to
Group change, add, or expire.
Effective Date 6 Required. Enter the date the entry becomes effective.
o Default is 99/99/99. Enter the last date the information isin
Expiration Date 6
effect.

Short 19 Required. Enter the new or changed short description of the
Description occupational group code.

Long Description 30

Default is Short Description. Enter the new or changed long

description of the occupational group code.

One-Time Deduction (1DED)

Purpose

The One-Time Deduction (1DED) window is used to generate special "one-time" only

deductions. Unlike permanent deductions which are taken from an employee's pay check

every pay period, one-time deductions are taken from the employee's pay only once. One-

time deductions can be positive or negative: a positive one-time deduction reduces an
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employee's pay and a negative one-time deduction increases an employee's pay. The One-

Time Deduction Allowed field on the Deduction Plan (DPLN) window determines if a one-
time deduction can be taken for the deduction type and plan specified.

1DED Coding Instructions

2. One-Time Deduction M= E3
M ame | BAY, JOHMMNY
Employes | |050 - 41 - 00071 Appointment 1D [
Bgency 2E0 Document Murber | 0504100014
Deduction Type kCLI Deduction Plan kCLI
Event Date IEIE A18 /00
Deduction Amaunt I 7A00  Deduction Rate 0.00

Mumnber of Installments

——

r

Recycled Deduction

Deduction Tranzaction (D

Add / Replace D
™ Add Deduction

i* :Replace Pemanent Deduction §

| One Time Transaction

" Include in Supplernental Fiun

Field Name Length
Display
Name
Only
Employee ID 10

AppointmentID 1

Agency 3

Document
Number

Definition

The employee’s full name (last name, first name, and middle
initial) is displayed.

Required. Enter the employee’s social security number.

Optional. Enter the appointment ID if the employee holds
more than one appointment. Enter an asterisk (*) if this
deduction affects all the employee’s appointments.

Required. Enter the agency code for the agency preparing
this transaction. Refer to the Agency Index (AGCY) window for
valid values.

Required. Enter a number used to identify this transaction.



DeductionType 5

Deduction Plan 5

Event Date 6
Deduction

10
Amount

Deduction Rate 6

Number of
Installments

Recycled Display
Deduction Only
Deduction Display

TransactionID  Only

Radio
Add/Replace ID
Buttons
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Required. Enterthe code for the type of deduction being
taken. Referto the Deduction Type (DEDT) window for valid
values.

Required. Enter a deduction plan code that corresponds to
the deduction type code selected. Refer to the Deduction
Plan (DPLN) window for valid values.

Required. Enter the date on which the one-time deduction
should take effect.

Conditional. Required if Deduction Rate is blank. Enter the
dollar amount of the one-time deduction. If the deduction is
negative, place a minus sign (-) in the first character of the
field.

Note: The deduction can be both an amount and a rate.

Conditional. Required if Deduction Amount is blank. If the
one-time deduction is a percentage of gross pay then enter
the percentage.

Note: The deduction can be both an amount and a rate. Ifit
is both an amount and a rate the two are added together to
get the appropriate deduction amount.

Optional. If the total deduction is taken in installments, enter
the number of installments. For example, a $200 savings
bond deduction can be taken in eight installments.

This field indicates whether a one-time deduction was
recycled.

This field displays the transaction identification number
associated with the one-time deduction.

Required. Select one of the following values:
e Add Deduction

o Adds the one-time deduction to the permanent
pay period deduction.
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e Replace Permanent Deduction

o Replaces the one-time deduction for the
permanent pay period deduction.
Include in Required. Place a checkin the box if the one-time deduction
udei
is taken in a supplemental pay cycle. Otherwise, leave this
Supplemental  Checkbox ) ) o )
box blank if the one-time deduction is taken in the next

Run
regular pay cycle.

One-Time Payment (1PAY)

Purpose

The One-Time Payment (1PAY) window is used to make special “one-time” only payments
to an employee. Unlike permanent pay, one-time payments affect the employee’s pay only
once. One-time payments can be negative or positive: positive payments increase the
employee’s pay; whereas, negative payments decrease the employee’s pay. Payments
issued through this window remain on the pending payment database until gross-to-net is
run.

1PAY Coding Instructions

P One-Time Payment |_ O] =]
M arme |FI.-’-‘-.Y,JEIHNNY

Employee D {050 - 41 . 000 Appointment 1D I_

Agency ae0 Drocument Mumber |

Fay Type Im Event Date m

Payment AmoLint Iw- Supplermental Pay | Regular Pay =]

Labor Digtribution Ovemide Option | Ilze Emplovee Azsignment =]

Labar Distribution Prafile I

Override Accounting Diztibution

Fund I— Agency I_ Crganization ¢ Sub I— .-"I_
Appr Unit I— Activity I— Furnction I—
Object / Sub I_ .-"I_ Job I— Reparting Categaory I_
Position Murnber I—




Field Name

Name

Employee ID

Appointment ID

Agency

Document
Number

Pay Type

Event Date

Payment
Amount

Supplemental
Pay
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Length Definition

Display The employee’s full name (last name, first name, and middle

Only

10

12

10

1

initial) is displayed.
Required. Enter the employee’s social security number.

Optional. If an employee holds more than one appointment,
enter the appointment identification number to indicate which
appointment is affected. Leave blank to indicate the employee’s
primary appointment. An asterisk (*) indicates all appointment
identification numbers.

Required. Enter the agency code for the agency preparing this
transaction. Refer to the Agency Index (AGCY) window for valid
values.

Required. Enter a number used to identify this transaction.

Required. Enter the event code of the one-time payment. Refer
to the Event Type (EVNT) window for valid values. Only pay
events with input defined in dollars are valid.

Required. Enter the date on which the one-time payment is to
be effective.

Required. Enter the dollar amount of the payment. If the
amount is negative, enter a minus sign (-) in the first character of
the field.

Optional. Select avalue to indicate how the one-time payment
is to be paid in a supplemental pay cycle. Valid values are:

e Regular Pay [blank]
¢ Replacement[R]
» ByPayType[P]

e Retroactive [T]



Labor
Distribution
Override Option

Labor
Distribution
Profile

Fund

1

5
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Conditional. Required if the one-time payment is to be charged
to an organization different from the accounting distribution
assigned to the employee on the Agency Specific and
Accounting Data (AGYS) window. Enter the override

option. Valid values are:

e Use Employee Assignment [blank]

o Do not override the default labor distribution
attributes.

Use Entered Accounting Values [A]

o Use the following override accounting attributes.

Use Entered Profile [P]
o Use an override labor distribution profile.
o Use Position Assignment [C]

o Usethe accounting attributes assigned to the
employee’s position.

Conditional. Required if the Labor Distribution Override
Option indicates the labor distribution profile is to be used,
otherwise leave blank. Enter the override labor distribution
profile code. Referto the Labor Distribution Profile

(LDPR) window for valid values.

Conditional. Required if Labor Distribution Override

Option indicates that the accounting value is to be used,
otherwise leave blank. Enter the override fund code. Referto
the Fund Index (FUND) window for valid values. If Fundis
required, but left blank and agency and organization are filled in,
then Fund defaults to the value specified on the Fund field on
Organization (ORG2).

Note: If the Fund chosen has an Expense Budget Control
Option value of N (none), no expense budget entry is required
on Expense Budget Inquiry (EXP2) for the accounting
attributes that follow. Ifitis set to P (Presence) or C (full) an



Agency

Organization

Sub-
Organization

Appr Unit

Activity
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Expense Budget entry must exist for the accounting
distribution that is entered.

Conditional. Optional if Labor Distribution Override

Option is Use Entered Accounting Values [A]; otherwise, leave
blank. Enter the override agency value. Agency must be valid
with the entered fund. Refer to the Fund Agency Index

(FAGY) window for valid fund and agency combinations.

Conditional. Leave blank if Labor Distribution Override
Option is any value other than Use Entered Accounting Values
[A]. If distribution is Use Entered Accounting Values [A], the
settings displayed on the Fund Agency Index (FAGY) window
indicates whether organization is required or optional. The
organization option for Exp Budget on the Fund Agency Index
(FAGY) window indicates if organization is required (value

of Yor A) or optional (value of N).

Enter the override organization codes. Refer to the Organization
Index (ORGN) window for valid values.

Conditional. Optional if Organization is entered. Enter a valid
sub-organization code. Referto the Sub-Organization
(SORG) window for valid values.

Conditional. Required when Labor Distribution Override
Option is Use Entered Accounting Values [A]; otherwise, leave
blank. Enter the appropriation unit code representing the dollar
amount designate, by law, for a specific purpose. Refer to the
Appropriation Index (APPR) window for valid values.

Conditional. Leave blank if Labor Distribution Override
Option is any value other than Use Entered Accounting Values
[A]. If distribution is Use Entered Accounting Values [A] the
settings displayed on the Fund Agency Index (FAGY) window
indicates whether Activity is required or optional. The activity
option for Exp Budget on the Fund Agency Index (FAGY) window
indicates if Activity is required (value of Y or A) or optional (value
of N).
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Enter the Activity code used for a further breakdown of financial
activity. Refer to the Activity Index (ACTV) window for valid
values.

Conditional. The settings displayed on the Fund Agency Index
(FAGY) window indicates whether Function is required or
optional. The Function option for Exp Budget on the Fund
Agency Index (FAGY) window indicates if Function is required
(value of Y or A) or optional (value of N).

Enter the Function code representing the budget for a group-
related activity that is aimed at accomplishing a major service or
regulatory responsibility. Refer to the Function (FUNC) window
for valid values.

Conditional. Optional if Labor Distribution Override

Option is Use Entered Accounting Values [A]; otherwise, leave
blank. Enter the object code corresponding to the object of
expense provided by the position. Refer to the Object Index
(OBJT) window for valid values.

Conditional. Optional if Labor Distribution Override

Option is Use Entered Accounting Values [A] and an object
code is entered; otherwise, leave blank. Enter the sub-objectif a
further breakdown of object is employed. Refer to the Sub-
Object (SOBJ) window for valid values.

Conditional. Optional if Labor Distribution Override

Option is Use Entered Accounting Values [A]; otherwise, leave
blank. Enter the job number used to track specific costs
associated with particular projects or jobs. Refer to the Job
Index (JOBT) window for valid values.

Conditional. Optional if Labor Distribution Override

Option is Use Entered Accounting Values [A]; otherwise, leave
blank. Enter the reporting category for the event. Refer to

the Reporting Category (RPTG) window for valid values.
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Conditional. Optional for Missouri, otherwise leave
Position Number 7 blank. Enter the override position number. Refer to the Position
Status Inquiry (QPST) window for valid values.

Online Check Calculation (OCHC)

Purpose

The Online Check Calculation (OCHC) window is used to perform the supplemental pay
processing necessary to produce a check for an employee. The check which is produced
can be viewed on the Online Check Approval/Print (OCHP) window. Ifthe update that
produces the check is approved, the system automatically displays the Online Check
Approval/Print (OCHP) window. If the database should not be updated, but the check that
would be produced after supplemental pay processing updates needs to be

viewed, Calculate Only should be set to Yes. If satisfied after viewing the check, leaf back
to this window, set Calculate Only to No, and reprocess. A check s produced and the
database is updated. To create a valid check from the information displayed, update the
Online Check Approval/Print (OCHP) window with an appropriate selection option, a
permanent check number and a valid bank account number.

OCHC Coding Instructions

E_Online Check Calculation _ O] =]
Mame | RAY, JOHMNY

Employee |0 |050 - 41 - 00C1 Appaintrnent |0 I_
Supplemental Type | Replacement =]

Fau Type IHEGLH
Check Date IEIE Aal o0
Fay Period End D ate IDB 15 00

Calculate Only = Ye: Mo

Combined Check I Mot Applicable

Field Name Length Definition

Name Display The employee’s full name (last name, first name, and middle
m
Only initial) is displayed.



Employee D 10

Appointment
ID

Supplemental 1
Type

Pay Type 5

Check Date 6

Pay Period End 5
Date

Radio
Calculate Only
Buttons
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Required. Enter the social security number of the employee for
whom supplemental pay processing is to be performed.

Optional. If an employee holds more than one appointment,
enter the appropriate appointment identification number to
indicate which appointment is affected. Leave blank to indicate
the employee’s primary appointment. An asterisk (*) indicates all
appointment identification numbers.

Required. Enter a code to indicate the supplemental pay
processing type. Valid values are:

e Replacement

e By PayType

e Multiple Payments

e Retroactive

e Advance Processing

e No Pay Calc Processing

Conditional. Required if Supplemental Type is By Pay Type;
otherwise, leave blank. Enter a pay event code. Referto the Event
Type (EVNT) window for valid values as of the current date.

Conditional. Required if Supplemental Type is Replacement,
By Pay Type, Retroactive, Advance Processing, or Multiple
Payments. Enter avalid date. If Supplemental Type is No Pay
Calc Processing, leave this field blank.

Conditional. Required if Supplemental Type is Advance
Processing or Replacement; otherwise, leave blank. Enter the
end date of the pay period for which a check is to be calculated.

Required. Select Yes to view the produced check without
updating check data in the database. Select No to actually
produce an online check.
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If this field is selected, the employee receives a combined

Combined Display o . ]
check. If this field is cleared, the employee receives separate

Check Only i
checks for each appointment.

Online Job Submission (JSUB)

Purpose

The Online Job Submission (JSUB) window is used to submit jobs online. Jobs are defined
down to the User ID or Level 1 Security code.

JSUB Coding Instructions

E_Online Job Submission M=]
Job Mame I Run-time Job Hame I Subrmizzion Code I

|DutputDestinatiDn  Printer " Tahble " Bath & Maone | Ciestinatian I

Job Card Description |-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-
Lazt Submizzion D ate |Z-Z-Z-£-Z-Z-Z-}‘Z-Z-Z-Z Lazt Submizzion Time [-Z-Z-}‘Z-Z-Z-Zr’.-ﬁ-ﬁ-ﬁ
Fararmeter Mame and Y alue

1 |-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z- |

2 |Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z |

3 |-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z- |

4 |Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z |

5 |-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z- |

E |Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z |

7 |-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z- |

8 |Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z |

9 |-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z- |

10 |Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z-Z |

Field Name Length Definition

Required. Enter the name of the job or program to be executed.

Job Name 8 . L .
Valid values are located on the Job Description (JDES) window.

Run-time Job 8 Optional. Enter the Run-time Job Name if different from entry in
Name Job Name field.



Submission
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Description
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Last
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Display
Only

Display
Only

Display

Only

Display
Only
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Required. Enter the two-character, alphanumeric job submission
code. This identifies the jobcards available for each user. When
submitting jobs, the user has to specify the submission code to
determine when the job is to be processed. Valid values are
located on the Job Control (JCON) or Job Card Description (JCND)
windows.

Required. Select the output destination for the job. Valid values
are: Printer, Table, Both and None.

Conditional. Optional if Output destination is Printer or
Both. Enter the printer identification code as defined by your
System Administrator.

Displays the subcode description of the job.

Displays the date of the last online job submission.

Displays the time of the last online job submission.

Displays the name of the online job submission parameters.

Optional. Enter the values of the job parameters if your job
accepts parameters from this window. See your System
Administrator before changing or adding any parameter values to
this job.

The Other Factors (FACT) window is used to define codes describing any factors

considered in the recruiting process which relate to applicants, but are not included in any
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other category. For example, if an applicantis fluent in a foreign language, this should be
entered on this window.

FACT Coding Instructions

E_ Other Factors [_ (O] <]
Effective E =piration Shart
Factor Date Date Dezcription Long Descrption
1 |[EDUC ) o101 20 9333199 ECUCATION ECUCATIOMN HISTORY
2 ExPER 010120 9333199 ExPERIEMCE PRIOR wWORK EXPERIEMCE
3 TvPHG 010120 9333199 TvPING TvPING
4
4]
E
7
a
9
10
11
12
13
14
15

Field Name Length Definition

Required. Enter the factor code you are adding, changing, or

Factor 5 .

expiring.
Effective Date 6 Required. Enter the date the entry becomes effective.
Expiration Date 6 Default is 99/99/99. Enter the last date the information is in effect.
Short 19 Required. Enter the new or changed short description of the factor
Description code.
Long 30 Default is Short Description. Enter the new or changed long
Description description of the factor code.

Overload Payment Generator (OPAY)

Purpose
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The Overload Payment Generator (OPAY) window provides an “easy to use” facility to take a
single calculated payment, and divide it over multiple payroll periods. Each Overload
Payment Generator transaction contains the total overload payment amount and the
number of pay periods over which it is spread. This window generates multiple Pending
Payment (PEND) records to be dispersed over the number of pay periods specified. This
window is a modified version of the One-Time Payment (1PAY) window.

OPAY Coding Instructions

E_Dverload Payment Generator |_ O] x|
M ame | RAY . JOHMMY

Emplaves (D {050 - 47 . 0001 Appaintrnent 10 I_

Agency ae0 Document Murmber I—

Pay Type | REGLR Start Date |07 /25 /00

T atal Payment Amt IW Mumber of Payments I_‘Ir

Labor Digtribution Ovemde Option | |Jze Emploves Aszsignment =]

Labor Digtribution Profile I

Override Accounting Diztributiorn

Fund I_ Agency I_ Organization / Sub I_ .-"I_
Appr Unit I— Activity I— Furnction I—
Object / Sub I— .-"I_ Jaob I— Reparting Categary I—
Position Mumber |

Field Name Length Definition

Display The employee’s full name (last name, first name, and middle
Only initial) is displayed.

Name

Required. Enter the employee’s social security number that is
Employee ID 10 .
receiving the overload payment.

Required. If an employee holds more than one appointment,
enter the appropriate appointment identification number to
. indicate which appointment is affected. Leave blank to indicate
Appointment ID 1 . . . o
the employee’s primary appointment. An asterisk (*) indicates all
appointment identification numbers of the employee receiving

the overload payment.



Agency

Document
Number

Pay Type

Start Date

Total Payment
Amt

Number of
Payments

Labor
Distribution
Override Option

10

1
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Required. Enterthe agency code of the agency submitting the
transaction.

Required. Enter the first six characters of a number used to
identify the overload payments. The last set of characters is
system generated in the following format: -XX-YY where XX is the
current payment (e.g., 01 of 03, 02 of 03, 03 0f 03) and YY is the
total number of overload payments.

Required. Enter the pay type code for the overload
payment. Refer to the Event Type (EVNT) window for valid values.

Required. Enterthe date the overload payment begins. This date
must be greater than or equal to the current date.

Required. Enterthe total payment amount of the overload
payment. This value must be greater than zero.

Required. Enter the number of payments over which the
overload amount is to be distributed. This value cannot be
greater than the value entered in the Numeric Value for OPAY
Maximum Divisor on the Site Specific Parameters (SPAR)
window.

Optional. Select the labor distribution override option. Valid
values are:

e Use Employee Assignment [blank]

o Do not override the default labor distribution
attributes.

Use Entered Accounting Values [A]

o Use the following override accounting attributes.

Use Entered Profile [P]
o Use an override labor distribution profile.

Use Position Assignment [C]

o Use the accounting attributes assigned to the
employee’s position.



Labor
Distribution
Profile

Fund

Agency

Organization

Sub-
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Conditional. Required if Labor Distribution Override

Option is Use Entered Profile [P]; otherwise, leave blank. Enter
the labor distribution profile value. Refer to the Labor Distribution
Profile (LDPR) window for valid values.

Conditional. Required if Labor Distribution Override

Option is Use Entered Profile [P]; otherwise, leave blank. Enter
the override fund. Refer to the Fund Index (FUND) window for
valid values. If Fundis required, but left blank and agency and
organization are filled in, then Fund defaults to the value specified
in the Fund field on Organization (ORG2).

Note: If the Fund chosen has an Expense Budget Control
Option value of N (none), no expense budget entry is required on
Expense Budget Inquiry (EXP2) for the accounting attributes that
follow. Ifitis setto P (Presence) or C (full) an Expense

Budget entry must exist for the accounting distribution that is
entered.

Conditional. Required if Labor Distribution Override

Option is Use Entered Accounting Values [A]; otherwise, leave
blank. Enter the override agency value. Agency must be valid
with the entered fund. Refer to the Fund Agency Index

(FAGY) window for valid fund and agency combinations.

Conditional. Leave blank if Labor Distribution Override

Option is any value other than Use Entered Accounting Values
[A]. If distribution is Use Entered Accounting Values [A], the
settings displayed on Fund Agency Index (FAGY) indicate whether
organization is required or optional. The organization option for
Exp Budget on Fund Agency Index (FAGY) indicates if organization
is required (value of Y or A) or optional (value of N).

Enter the override organization values. Refer to the Organization
Index (ORGN) window for valid values.

Conditional. The Sub-Organization is optional if Organization is
entered. Enter a sub-organization. Refer to the Sub-Organization
(SORG) window for valid values.
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Conditional. Required when Labor Distribution Override
Option is Use Entered Accounting Values [A]; otherwise, leave
blank. Enter the override appropriation unit code representing
the dollar amount designated, by law, for a specific

purpose. Refer to the Appropriation Index (APPR) window for valid
values.

Conditional. Leave blank if Labor Distribution Override

Option is any value other than Use Entered Accounting Values
[A]. If distribution is Use Entered Accounting Values [A] the
settings displayed on Fund Agency Index (FAGY) indicate whether
activity is required or optional. The activity option for Exp Budget
on Fund Agency Index (FAGY) indicates if activity is required
(value of Y or A) or optional (value of N).

Enter the Activity Code used for a further breakdown of financial
activity. Refer to the Activity Index (ACTV) window for valid values.

Conditional. Leave blank if Labor Distribution Override
Option is any value other than Use Entered Accounting Values
[A]. If distribution is Use Entered Accounting Values [A] the
settings displayed on Fund Agency Index (FAGY) indicates
whether function is required or optional. The function option

for Exp Budget on Fund Agency Index (FAGY) indicates if function
is required (value of Y or A) or optional (value of N).

Enter the function code representing the budget for a group-
related activity that is aimed at accomplishing a major service or
regulatory responsibility. Refer to the Function (FUNC) window
for valid values.

Conditional. Optional if Labor Distribution Override

Option is Use Entered Accounting Values [A]; otherwise, leave
blank. Enter the object code corresponding to the object of
expense provided by the position. Refer to the Object Index
(OBJT) window for valid values.

Conditional. Optional if Labor Distribution Override
Option is Use Entered Accounting Values [A] and an object



Job
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Position
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code is entered; otherwise, leave blank. Enter the sub-objectif a
further breakdown of object is employed. Refer to the Sub-Object
(SOBJ) window for valid values.

Conditional. Optional if Labor Distribution Override

Option is Use Entered Accounting Values [A]; otherwise, leave
blank. Enter the job code used to track specific costs associated
with particular projects or jobs. Referto the Job Index

(JOBT) window for valid values.

Conditional. Optional if Labor Distribution Override

Option is Use Entered Accounting Values [A]; otherwise, leave
blank. Enter the reporting category into which the position

falls. Refer to the Reporting Category (RPTG) window for valid
values.

Conditional. Optional if Labor Distribution Override

Option is Use Entered Accounting Values [A]. Enter the position
number code. Refer to the Position Status Inquiry (QPST) window
for valid values.

Override Budget Level (PEX2)

Purpose

The Override Budget Level (PEX2) window defines whether or not an expense category can

be overridden, and on what level it can be overridden.

PEX2 Coding Instructions



E_Override Budget Level M=l E3

Agency

Expenze Categon
Effective Date

E spiration Date
Shart Dezcription
Long Description

Budget Level
% By Agency

" By Organization

i~ By Position

300

IHEGLH
IEI? d2h o an
IEIEI A93 /93

| DA-OPER

Organization

I 2025

| OFFICE ADMINISTRATION-OPER
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Field Name Length Definition

Agency 3

Organization 4

Expense
Category

Effective
Date

Expiration
Date

Short
Description
Long

I 30
Description

Radio
Button

Budget Level

Required. Enter the agency code. Valid values are located on the
Agency Index (AGCY) window.

Required. Enter the organization code. Valid values are located on
the Organization Index (ORGN) window.

Required. Enterthe expense category code. Valid values are
located on the Expense Category (PEXP) window.

Required. Enter the date the entry becomes effective.

Default is 99/99/99. Enter the last date the information is in effect.

Required. Enter the new or changed short description of the agency
code.

Default is Short Description entry. Enter the new or changed long
description of the agency code.

Required. Select a value to indicate the budget level of the

entry. Valid values are: By Agency (only the agency code is required
to create budgets for this expense category.); By

Organization (agency and organization codes are required to create
budgets for this expense category); and By Position (agency,
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organization and position codes are required to create budgets for
this expense category).

Parameter Budget Type Selection (PSET)

Purpose

The Parameter Budget Type Selection (PSET) window links budget types to forecast runs. All
budget type codes entered on this window are valid for all agencies. This window can only
be used if the Advanced Budget Preparation Subsystem is being used.

PSET Coding Instructions

E_Parameter Budget Type Selection M= E3

Farameter Budget  Effective E spiration
1] Type D ate D ate

1

2

3

4

5

G

7

a

3

10

11

12

13

14

Field Name Length Definition

Parameter 5 Required. Enterthe code which identifies the forecast run. Valid
ID values are located on the Parameter ID (PMID) window.



Budget Type 3

Effective
Date

Expiration
Date
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Optional. Enter the budget type valid for the forecast run. This field
cannot be entered if the Advanced Budget Preparation Subsystem is
not used.

Required. Enter the date (mm dd yy) the change takes effect.

Default is 99 99 99. Enter the last date the information is in effect.

Pass Information (PASS)

Purpose

The Pass Information (PASS) window is used to record information about which passes

have been issued to employees to access certain facilities. Itis also used to view a

complete history of each employee's passes.

PASS Coding Instructions

E_Pass Information

S I=] E3

M arme | GRAMT JEMNY 5

Employee (D' |040 - 31 - 0007

FPasz FPasz Effective E spiration
Type Humber Date Date Commentz
1 BADGE £3033 07 2500 935333
2
3
4
]
G
4| | b
Field Name Length Definition
N Display Displays the employee's full name (last name, first name, and
ame
Only middle initial).
Employee ID 10 Required. Enter the employee’s social security number.



Pass Type 5

Pass Number 10

Effective
Date

Expiration
Date

Comments 75

Pass Type (PSTP)

Purpose
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Required. Enter the type of pass issued. Valid values are located
on the Pass Type (PSTP) window.
Required. Enterthe pass number.

Required. Enter the date (mm/dd/yy) the pass information is
effective.

Default is 99/99/99. Enter the last date (mm/dd/yy) the pass
information is in effect.

Optional. Leave blank, or enter any additional comments.

The Pass Type (PSTP) window is used to define the codes which identify the types of passes

issued to employees. For example, a security badge that provides access into buildings or

secured areas.

PSTP Coding Instructions

FHOME 010120
FRENG 010120

E_Pass Type IS I=] E3

FPasz Effective E =piration Shart
Type D ate D ate D' ezcription Long D escription

1 ||/ BADGE: 10120 335399 EMP BADGE EMPLOYEE BADGE

2 BCARD 010120 335399 BLDG CARD BLDG EMTRAMCE CARD [SOMITROL)

3 BKEY 010120 335399 BLDG KEY BLDG EMTRAMNCE KEY

4 o oo 20 335399 D CARD EMPLOYEE ID CARD

5 OKEY 010120 335399 OFC EEYS OFFICE DOOR KEY[S)

G

7

a

— O
M &= ot = 0O

933339 PHOME CARD TELEPHOME CALLING CARD
933339 FREMNG PASS FPARKIMG LOT PASS

Field Name Length Definition
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Pay Cycle (CYCL)

Purpose

The Pay Cycle (CYCL) window defines a distinct payroll cycle period in which pay and
deduction details are processed for a given group of employees.

CYCL Coding Instructions

E_Pay Class
Pay Claz=s

Shaort Dezcription
Lang Dezcription

Pavrnent Frequency D

FUS
|EXPT PF US

Effective Date

Expiration D1ate

|SLF|‘T’- ExPT SUM SAT OFF
| Semi-monthly =]

Pozitive / Exception (D

I [=] E3

IEI1 A0 A20
IEIEI 493 /93

| Exception Paid |

Amount Baszis 1D | Pay Period Amount = | Ovweride Anhualization Factar I 0.0000
Salary Factar
Murmerator I 1 Drenominator I 1 Leap Yv'ear Denominator

Fay Clazs Standard

Dy aily Sk, Hours
Pay Penod Days

I 200000 Pay Period Hours
I 1083220 Yearly Work Dayps

I AEEEEFD  Weekln 'work Hours
| 2E0.00000

W]

40.00000

Contract / Reserve Data

Contract Pay C Allowed & Not Allowed " Mo Entry Contract Days Count I 0.0000
Reserve Pap Allowed | Mot Eligible =] Contract Hours Per Day I 0.0000
Contract Yok Cycle aus Reserve Accrual Penods # I 0
Calendar Wiark Cocle aus Reserve Papout Periods # I 0

Field Name Length Definition

Pay Cycle 5 Required. Enter the pay cycle that is being changed, added, or

expired. Each entry represents a distinct payroll cycle period in



Effective Date 6

Expiration Date 6

Check Date 6

Short
. 12

Description
Lon

& 30
Description
Deduction 9
Frequencies
Leave 5
Frequencies
Pay Event

y 2

Frequencies

Percentage of
Pay in Prior 6
Acctg Period
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which pay and deduction details are processed (resulting in
disbursement of employee pay) for a given group of employees
assigned to a particular Pay Cycle.

Required. Enterthe pay period start date.
Optional. Enter the pay period end date. Default is 99/99/99.

Required. Enter the date to be printed on the check for the given
pay cycle during the specified cycle period (effective date —
expiration date combination).

Required. Enter the new or changed short description of the pay
cycle.

Optional. Enter the new or changed long description of the pay
cycle. Default is the Short Description entry.

Optional. Enter the Deduction Frequency codes (up to five) used
to determine which deduction types are to be processed during
the pay cycle specified by this window entry. Refer to

the Deduction Frequency (DEDF) window for valid values.

Optional. Enter the Leave Frequency codes (up to five) used to
determine which leave accruals are to be processed during the
pay cycle specified by this window entry. Refer to the Leave
Frequency (LEVF) window for valid values.

Optional. Enter the Pay Frequency codes (up to five) used to
determine which pay events are to be processed during the pay
cycle specified by this window entry. Refer to the Pay Event
Frequency (PAYF) window for valid values.

Optional. Enter the percentage of exception pay which would be
allocated to the prior accounting period when the pay cycle period
crosses two accounting periods and the Site Specific Parameters
(SPAR) entry Split Pay Period indicates that a split should be
made. Values must be between zero and one, where a zero
indicates no override (i.e. the split percentage is determined
based on the calendar date table) and a one indicates 100% of



Labor Accrual % 6

Reversal Date 6

Taxing Entity 5

Code 5

# of Days 2

End Date (1-5) 6

Pay Period (PERD)

Purpose
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pay should be in the prior pay period. No more than four decimal
places are allowed. Default is zero.

Optional. Enter the percentage of eligible payments for a pay
period that should be applied to reversing journal voucher
documents used to accrue payroll expenses for the next pay
period. Value must be between zero and one, with no more than
four decimal places. Defaultis zero.

Conditional. Not allowed if Labor Accrual % is zero. Required
otherwise. Enter the reversal date for reversing journal voucher
documents.

Optional. Enter the federal tax identification number for the
agency covered by this cycle. Refer to the Tax Entity Information
(TXEN) window for valid values.

Optional. Enter the FLSA Work Cycle codes (up to six) associated
with FLSA cycles ending in this pay cycle. Refer to the FLSA Work
Cycle (FLWK) window for valid values.

Optional. Enter the number of days in the FLSA work cycle
defined above.

Optional. Enter the ending dates of each of the FLSA work cycles
defined by the work cycle which falls within the effective and
expiration dates defined above.

The Pay Period (PERD) window defines time and pay parameters for each pay period. After
the initial entries for each pay period are established, this window is automatically updated

for each payroll number in each pay period.

Note: This window must be set up for each Payroll Number before the payroll number can
be included in a gross-to-net run. After the first run of Gross-to-Net (HA00100C), each
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successive entries are updated by the system based on the Pay Cycle (CYCL) window
entries.

PERD Coding Instructions

2 Pay Period =]
Paproll ~ Pay Perind  Pay Period Accept R Fiun S hart
Mumber  Start Date End Date Blank Amt GTH  Timeshest  Dezcrphion Lang D ezcrphion
1 21 0216 m 02 28 01 M N N LT GOY LT GOVERNOR
2 21 020 m 0215mM M M M cos5 SECOF STATE
3 251 020 m 0215mM M M M ST AUD STATE AUDITOR
4 || 272 0216 01 02 28 01 M N N TREAS STATE TREASURER
4] a0 020 m 0215mM M M M ATT GEM ATTORMEY GEMERS
B 300 0216 00 023100 M M M 04, OFFICE OF ADMIMIST
7 || sooc 100100 1031 00 M N N OA-CONY OFFICE OF ADMINIST
4| | b
Field Name LengthDefinition
Payroll 5 Required. Enterthe payroll number for which the pay period
Number parameters are being updated.
Pay Period 6 Required. Enter the first day of the current pay period for the payroll
Start Date number.
Pay Period 6 Required. Enter the last day of the current pay period for the payroll
End Date number.

Required. Atimesheet event might have a blank input amount if
timesheet documents (Current Period Timesheet (CPER) and Prior

1 Period Timesheet (PPER)) are automatically generated. Enter Yif
events with blank input amounts are to be ighored. Enter N if events

Accept
Blank Amt

with blank input amounts should generate error messages.

Optional. Indicate whether gross-to-net should be run on this payroll
number. Defaults to N. Valid values are:

e Y-Yes: Run gross-to-net for this payroll number.
Run GTN 1 e N -No: Do notrun gross-to-net on this payroll number.
e C-Completed: Gross-to-net has processed this entry.

Note: Y and N are the only values that can be entered
manually. C cannot be entered manually; this value is system
generated and is only displayed if there is no succeeding pay cycles



Run
Timesheet

Short
Description

12

Long
Description

30

Pay Policy (PPOL)

Purpose
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on the Pay Cycle (CYCL) window. Otherwise, the next pay period date
is displayed and this field is set by the system to [Y].

Optional. Indicate whether pre-printed timesheets should be run for
this payroll number. Defaults to N. Valid values are:

¢ Y-Yes: Run pre-printed timesheets for this payroll number.

e N -No: Do notrun pre-printed timesheets for this payroll
number.

e C-Completed: Pre-printed timesheets have been produced
for this entry.

If the Timesheet field on the Payroll Number (PYNO) window has
been setto N, this field must be setto N. If the Timesheet field on the
Payroll Number (PYNO) window has been set to Y, this field can be set
toYorN.

Note: Y and N are the only values that can be entered

manually. C can not be entered manually; this value is system
generated after the entry has been processed by the pre-printed
timesheet job. Cis changed to Y after the next gross-to-netis run.

Required. Enterthe new or changed short description of the payroll
number.

Optional. Enter the new or changed long description of the payroll
number. Default is the Short Description entry.

The Pay Policy (PPOL) window defines the codes which describe valid pay policies
applicable each pay period. The system refers to these policies when processing employee
transactions or documents. The number of policies you set up reflects the amount of
control you want over pay processing. For example, you can set up an exception and
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positive pay policy, or you can set up more specific policies such as exception-
administrative, exception-technical and positive-administrative and positive-technical.

PPOL Coding Instructions

E_Pay Policy H=] E3
Effective E =piration Shart
Date Date Dezcription Long Descrption
1 fmo oz 9333199 ADJ GEM OFFICE OF THE ADJUTAMT GEMERAL
2 ootz 9333199 CLIEMT PaY CLIEMT PaY [IMMaATE/PATIENT)
3 ootz 9333199 COMSERWATIOW  DEPT OF COMSERWATION
4 ootz 9333199 DESE DEPT OF ELEM &MD SEC EDULC
4] ootz 9333199 CkH DEPARTMEMT OF MEMTAL HEALTH
E ootz 9333199 DMA DEPARTMEMT OF MATURAL RESOURCE
7 ootz 9333199 Doc DEPARTMEMT OF CORRECTIONS
a ootz 9333199 MODOT HOURLY /MO LEAVE
9 ootz 9333199 MODOT HOM EXEMPT/PERM FART TIME
100 DOTZ2 010120 9333199 MODOT ExEMPT/STATE COMP JPERM PART
11 || DOT3 010120 9333199 MODOT ExEMPT /MO OT/CTASPECL PAY
12 || DPS ootz 9333199 DPS DEPARTMEMT OF PUELIC SAFETY
13| HSTOWe 010120 9333199 HST O HaRRIS-5TOWE STATE COLLEGE
14 || Oa& ootz 9333199 D&, OFFICE OF ADMINISTRATION
15 || PD ootz 9333199 PUBL DEF PUEBLIC DEFEMDER
Field Name Length Definition
Pay Policy

Effective Date
Expiration Date
Short Description

Long Description

Payroll Group (PYGP)

Purpose

The Payroll Group (PYGP) window defines the groups of employees for check printing
purposes based on their assigned pay cycle. The payroll group is assigned to employees on
the Payroll Number (PYNO) window. For example, Agency 010 pays employees on a weekly
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and biweekly basis; therefore, Agency 010 defines on this window one payroll group for
weekly paid employees and one payroll group for biweekly paid employees.

PGYP Coding Instructions

E_Payroll Group [_ O]

Payroll  Effective E =piration Shart
Growp  Date Date Dezcription Long Descrption

1 || CONV 1001 00 103100 COMW Py COMWVERSION Péy - GROUP 1

2 MOMTH 1001799 9333199 MOMTH-COMNY MOMTHLY - COMYVERSION

3 SMMTH 0101 32 9333199 SMMTH SEMI-MOMTHLY

4

4]

E

7

a

9

10

11

12

13

14

15

Field Name LengthDefinition

Payroll Group 5 Required. Enter the payroll group code.

Effective Date 6 Required. Enter the date the entry becomes effective.

Expiration 5 Optional. Enter the last date the information is in effect. Default
Date is 99/99/99.

Short 19 Required. Enter the new or changed short description of the payroll
Description group code.

Long 10 Optional. Enter the new or changed long description of the payroll
Description group code. Defaultis the Short Description entry.

Payroll Number (PYNO)

Purpose
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The Payroll Number (PYNO) window defines the payroll numbers used to group employees
for whom pay is generated at the same time. This window also identifies the payroll group
with which a payroll number is associated.

PYNO Coding Instructions

E_Payroll Humber M=l E
Payrall Effective E spiration Paprall  Pay Payrment Time  Short
D ate D ate Group  Cocle Fregency D Sheet  Dezcription Long Dezn

My

100100 CONYI

= O3 N e LD [ —

1

Field Name LengthDefinition

Payroll
Number

Effective
Date

Expiration

Date

Payroll Group 5

Pay Cycle 5

Payment
Frequency ID

Required. Enterthe code thatis used to group together employees
for whom pay is generated during a Gross-to-Net cycle. Separate
payroll numbers are required for employees paid at different times or
at different frequencies. For example, a group of biweekly paid
employees and a group of monthly paid employees would require
separate payroll numbers.

Required. Enter the date the change takes effect.

Optional. Enter the last date the information is in effect. Default
is 99/99/99.

Required. Enterthe payroll group with which the Payroll Number is
associated. Refer to the Payroll Group (PYGP) window for valid
values.

Required. Enter the pay cycle appropriate for this payroll

number. The pay cycle specifies the start date, end date, and check
date of each pay period. Refer to the Pay Cycle (CYCL) window for
valid values.

Required. Enterthe appropriate code to indicate the frequency of
pay for the payroll number. Valid values are:
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o W -Weekly
e B-Biweekly
e S -Semi-Monthly
e M- Monthly
e A-Annually

Optional. Indicate whether production of pre-printed timesheets for
this payroll number should be allowed. Defaultis No [N]. Valid
values are:

Time Sheet 1 e Yes[Y]- Allow production of pre-printed timesheets for this
payroll number.

e No [N]- Do not allow production of pre-printed timesheets for
this payroll number.

Short 12 Required. Enter the new or changed short description of the payroll
Description number.

Long Optional. Enter the new or changed long description of the payroll
Description number. Default is the Short Description entry.

Pending Deduction (PDED)

Purpose

The Pending Deductions (PDED) window is used to view the deductions pending for an
employee, to define the type of cycle in which the deduction is picked up, and whether this
deduction should replace a permanent deduction. Deletions for one-time deductions are
also processed on this window.

PDED Coding Instructions
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£ Pending Deduction

IS I=] E3

M arme | R, JOHMNY

Emplaves (D ||]5EI - 42 . 000

Appaintment 1D

=

| dertifying |nfarmatior

—
—

Retroactive Sequence #

Ewent Date I / !

Agency
Subline #

Document

Line #

Deduction Type

—
=
=

Document # |

=
=
—

Component Sequence #
Reverze / Replace Sequence #

—

Deduction Flan

Dretail Informatiorn
Add / Replace ID
" Add Deduction
" Feplace Permanent Deduction

—

Deduction Amaunt

[ Include in Supplemental Fun
[ Becnsled Medietian

Deduction Tranzaction (D |

Deduction Percent I Installrment # I
Field Name Length Definition
Name Display  The employee's full name (last name, first name, and middle
Only initial) is displayed.

Employee ID 10 Required. Enterthe employee's social security number.
Optional. If an employee holds more than one
appointment, enter the appropriate appointment

. identification number to indicate which appointment is

AppointmentID 1

affected. Leave blank to indicate the employee’s primary
appointment. An asterisk (*) indicates all appointment
identification numbers.

Note: Enter the following fields to look for a particular pending deduction. The system

automatically displays the first pending deduction record with all fields filled in, based on
the employee’s identification number and appointment identification
number. Use Display: Browse Data or Display: More Data to display subsequent pending

deductions. Enter only the Employee ID and use Display: Beginning of Data to display the

employee’s first pending deduction. Use Display: More Date to display subsequent
pending deductions. None of the identifying information can actually be updated.

Document

Optional. Enter the document code to view employee
deduction information pertaining to a specific document.



Agency

Document #

Line #

Subline #

Component
Sequence #

Retroactive
Sequence #

Reverse/Replace
Sequence #

Event Date

Deduction Type

Deduction Plan

Add/Replace ID

Include in
Supplemental Run

Recycled
Deduction

12

Radio
Buttons

Checkbox

Display
Only
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Optional. Enter the agency code to view employee
deduction information from a specific agency.

Optional. Enter the document number to view employee
deduction information pertaining to a specific document.

Optional. Enter the line number associated with the
pending deduction.

Optional. Enter the subline number associated with the
pending deduction.

Optional. Enter the component sequence humber
associated with the pending deduction.

Optional. Enter the retro sequence number associated with
the pending deduction.

Optional. Enter the reverse/replace sequence number
associated with the pending deduction.

Optional. Enter the event date associated with the pending
deduction.

Optional. Enter the deduction type associated with the
pending deduction.

Optional. Enter the deduction plan associated with the
pending deduction.

Required. Enter the add/replace ID associated with the
pending deduction. Valid values are:

e Add Deduction

e Replace Permanent Deduction

Optional. Selecttoinclude the deductionina
supplemental payroll run. Clear to include the deduction in
a regular payroll run.

This field indicates whether this deduction was recycled.



Deduction Display
Amount Only
Deduction Display
Transaction ID Only
. Display
Deduction Percent
Only
Displa
Installment # Pray
Only

Pending Payment (PEND)

Purpose
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This field displays the deduction amount associated with
the pending deduction.

This field displays the transaction ID associated with the
pending deduction.

This field displays the deduction percent associated with
the pending deduction.

This field displays the installment count associated with the
pending deduction.

The Pending Payment (PEND) window allows a pending payment for an employee to be
approved, held, or deleted. It can also be used to switch payments from the regular pay
cycle to a supplemental pay cycle.

PEND Coding Instructions

M ame |WEI LEEM. LORETTA Employee D | 0E0 - 41 - 0007 | Appaintment 1D ﬂ_
|dentifuing |nfarmatior
Approve/Hold |,£.ppr.:.ve Paymert || Ewvert D'ate Im Pay Tupe IT
Document m Agency 300 Component Sequence # W
Document # | FE01 6000523 Reverze / Replace Sequence # Iﬁ
Line # IW Sub-line # IT Fetroactive Sequence # W

Detail |nfarmatiorn

Title / Sub-title . B FEEE Ovverride Minimum 10 |

Rate | 2.0000  Override Minirmurn Armount Iw
ImpLt Aok IW FLSA Hours W Supplemental Fay | Reqular Pay =
Contract Pay Amolnt IW FLS& Pay Amount IW

Accounting Diztribution

Labor Digtribution Ovemide Option

Fund I Agency I
Bctivity I Function I
Reparting Categaory I

e
——
E

| Lise Emploves &ssianment Labor Distribution Profile
I / I Appr it
I / I Job

Organization / Sub
Object / Sub

Position Mumber
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Field Name Length Definition
N Display The employee’s full name (last name, first name, and middle
ame
Only initial) is displayed.

Employee ID 10 Required. Enter the employee's social security number.
Optional. If an employee holds more than one appointment,
enter the appropriate appointment identification number to

Appointment ID 1 indicate which appointment is affected. Leave blankto

indicate the employee’s primary appointment. An asterisk (*)
indicates all appointment identification numbers.

Note: Enter the following fields to look for a particular pending payment. The system
automatically displays the first pending payment record with all fields filled in, based on
the employee’s identification number and appointment identification number.

Use Display: Browse Data [S (Scan) Action] or Display: More Data [R (Refill) Action] to
display subsequent pending payments. Enter only the Employee ID and use Display:
Beginning of Data [T (Top) Action] to display the employee’s first pending payment.

Use Display: More Data [R (Refill) Action] to display subsequent pending payments.

Optional. Select a value to identify whether the payment
should be approved, held, or disapproved. Valid values are:

e Approve Payment
Approve/Hold 1 e Hold Payment
e Disapprove Payment

This field can also be updated once a pending payment has
been retrieved.

Event Date 6 Optional. Enter the date that the specified event occurred.
Optional. Enter the pay type code. Referto the Event Type
Pay Type 5 . .
(EVNT) window for valid values.
Document 4 Optional. Enter the document code.
Optional. Enter the agency code associated with the pending
Agency 3

payment.



Component
Sequence #

Document #

Reverse/Replace
Sequence #

Line #

Sub-Line #

Retroactive
Sequence #

Title/Sub-Title

Pay Rate ID

Override Minimum
ID

Rate

Override Minimum
Amount

Input Amount
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Optional. Enter the component sequence number. If the
2 component sequence number is greater than 0, then this
payment is a component of another pay event.

Optional. Enter the document number associated with the

12 .
pending payment.
Optional. Enter the reverse/replace sequence number. If

2 greater than zero, then a pending payment was created as a
result of check cancellation processing.

A Optional. Enter the line number associated with the pending
payment.

5 Optional. Enter the sub-line number associated with the
pending payment.
Optional. Enter the retroactive sequence number. If thisis

6 greater than zero, then the pending payment was created as a
result of retroactive processing.

Display . . .

onl The employee’s title and sub-title codes are displayed.

nty

Display An N is displayed in this field if this is a normal pay

Only rate. An O is displayed if this is an override pay rate.

Displ A Uis displayed in this field if a user input a minimum pay

ispla

o lp Y amount. An Sis displayed in this field if there was a system-
nty

generated override minimum pay amount for this employee.

Display -
onl The employee’s pay rate amount is displayed.
nty

Display . . S
onl The employee’s override minimum pay amount is displayed.
nty

. The quantity specified on the input document or the amount
Display . .
computed by gross-to-net for exception based employees is

Only .
displayed.



FLSA Hours

Supplemental Pay

Contract Pay
Amount

FLSA Pay Amount

Labor Distribution
Override Option

Labor Distribution
Profile

Fund

Agency

Organization/Sub
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Display This field displays the hours worked as determined by FLSA
Only accounting procedures.

Optional. Enter the supplemental type code of the
supplemental run in which this pending payment is to be
included. Defaultis Regular Pay. Valid values are:

Regular Pay

By Pay Type

Replacement

Retroactive

Display . -
onl The amount to be paid to the employee is displayed.
y

Display The value displayed in this field is the amount the employee is
Only paid according to the Fair Labor Standards Act (FLSA).

One of the following values are displayed to indicate the labor
distribution override option selected:

None
Display
Only e Use Entered Accounting Values

e Use Entered Profile

e Use Position Assignment

Display If Labor Distribution Override Option is Use Entered
Only Profile , the labor distribution profile code is displayed.

Display i . -
onl The override fund code for the pending payment is displayed.
nty

Display The override agency code for the pending payment is
Only displayed.

Display The override organization code for the pending payment is
Only displayed.
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Display The appropriation unit code for the pending payment is

Appr Unit )
Only displayed.
. Display The override activity code for the pending payment is
Activity .
Only displayed.
. Display The override function code for the pending payment is
Function .
Only displayed.
. Display The override object code and sub-object code for the pending
Object/Sub o
Only paymentis displayed.
Job Display The override job number for the pending payment is

Only displayed.

. Display The override reporting category code for the pending payment
Reporting Category o
Only is displayed.

Displ The override position number for the pending payment to be
ispla
Position Number pray used to obtain accounting attributes from the Position Status

Only . . -
Maintenance (PSMT) window is displayed.

Personnel Action (PACT)

Purpose

The Personnel Action (PACT) window defines the results of those actions which affect an
employee's employment status, title and pay.

PACT Coding Instructions
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E_Personnel Action

I CARLD

Perzonnel Action

Effective D ate

|EI'I A0 /20

=] E3

E spiration Date

|E|E| /93 /93

Shaort Description

td andatary Employment Status

| C4R LDR 541

Long Description |E.-'-‘-.FEEEFE LADDER [DESE] SAL CHHGE

=

Ewaluation
[T Gererate Evaluation
Period II]_

Tvpe I

Agency Status
" Mo Dveride
' Ovenide
= Mot &pplicable

[ Mew &ppointment
™ Probation Fequired
¥ Allow Mew Effective Dates

Applicant
[T Application Fequired

—
—

Applicant Status

Reazon

Trigger COERA R eview
T Yes
i~ Mo
= Mot Applicable

Change to ‘Workforce
" Increase
" Decreasze
% Mo Effect

W alid Swfindiow

|ESMT

|M.-“-‘-.SS

[ [

Field Name Length

Personnel
Action
Effective Date

Expiration
Date

Short
Description

Long
Description

30

Mandatory
Employment 1
Status

Generate
Evaluation

Definition

Required. Enter the personnel action code to indicate the
action you wish to perform (for example, new hire, promotion,
salary increase, etc.).

Required. Enter the date the information becomes effective.

Default is 99/99/99. Enter the last date the informationisin
effect.

Required. Enter the new or changed short description of the
personnel action code.

Default is Short Description entry. Enter the new or changed
long description of the personnel action code.

Optional. Enter the employment status code that indicates that
an employee is eligible for this action. Valid values are located
on the Employment Status (EMPS) window.

Checkbox Defaultis Clear. Select to automatically create a new

performance evaluation record. Clear to indicate that a new




Period

Type

New
Appointment

Probation
Required

Allow New
Effective Dates

Agency Status

Application
Required

Checkbox

Checkbox

Checkbox

adio
Buttons

Checkbox
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performance evaluation record need not be created
automatically for this particular personnel action.

Conditional. Required if Generate Evaluation is selected;
otherwise, leave blank. Enter the length (in months) of the
evaluation period. The value must be a whole number.

Conditional. Required if Generate Evaluation is selected. Enter
the type of performance evaluation to create. Valid values are
located on the Evaluation Type (ETYP) window.

Required. Select to indicate that this action results in a new
appointment for the employee. Clear to indicate that this action
does not result in a new appointment for the employee.

Required. Selectto indicate the employee must serve a
probationary period as a result of this action. Clear to indicate
that the employee is not required to serve a probationary period
as a result of this action.

Required. Selecttoindicate a new assignment record is
allowed for an existing employee. Clear to indicate no new
assignment record is allowed for employees when using this
personnel action.

Default is Not Applicable. Select Override to indicate that,
when this Personnel Action Code is entered on an Agency
Specific window, the code is treated as a personnel action
rather than as an agency specific action. This means that the
Personnel Action Code, the Personnel Action Reason Code, and
the Employment Status entered on the Employment Status
Maintenance (ESMT) window is reflected in the assignment
entry created or altered by the window. Valid values are: No
Override; Override and Not Applicable.

Optional. Selectto indicate that the employee's application
must be in the Applicant Tracking Subsystem for this personnel
action. Cleartoindicate that an application is not required. For
example, a meritincrease can not require that the employee
apply for a new job but a transfer can, depending on the policies
established.



Applicant
Status

Reason 5

Trigger COBRA Radio
Review Buttons

Change to Radio
Workforce Buttons

Valid Windows 5x4
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Note: This checkbox can only be selected if the Applicant
Tracking subsystem is in use.

Optional. Enter the applicant status code. Valid values are
located on the Applicant Status (APST) window. The value
updates the applicant status on the Job Application (JOBA)
window when the applicant is hired through the Employment
Status Maintenance (ESMT) window.

Note: This field can only be populated if the Applicant Tracking
subsystem s in use.

Optional. Enter the applicant reason code associated with the
Applicant Status entry. Valid values are located on the
Applicant Status Reason (APSR) window. The value updates the
applicant status on the Job Application (JOBA) window when the
applicant is hired through the Employment Status Maintenance
(ESMT) window.

Note: This field can only be populated if the Applicant Tracking
subsystem isin use.

Default is Not Applicable. Select Yes to indicate that this
personnel action triggers a benefits COBRA review. Select No to
indicate that this personnel action does not trigger a benefits
COBRA review.

Default is Not Applicable. Select a value to indicate how this
action affects the workforce count. Valid values are: Increase,
Decrease, and No Effect.

Required. Enter the window identification codes for the
permissible window (up to five) from which the action can be
entered. One entry is required.

Personnel Action Reason (PART)
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Purpose

The Personnel Action Reason (PART) window defines the codes which describe the basis
for assigning different personnel actions.

PART Coding Instructions

E_Perzonnel Action Reazon M=l E3

Action  Effective E wpiration S hart
Code Date Date Diezcription Long Description

1 0omz20 9953933 EMERG. &FT EMERGEMCY APPOIMTMEMT

2 010 20 9953933 LMTD TP APT LIMITED TEMPORARY APPOINTMENT

3 010 20 9953933 TEMP. &PT TEMPORARY APPOIMTMEMT

4 010 20 9953933 PROYV &PT PROVISIOMAL APPOIMTMEMNT

5 010 20 9953933 ORIGIMAL APT ORIGIMAL APPOIMTHMEMT

G 010 20 9953933 ORIG APT MC ORIGIMAL APPT HOM-COMPETITIE

7 010 20 9953933 COVERED APPT  COVERED APPOIMTRMEMT

a 010 20 9953933 REIMST. AFFT REIMSTATEMENT APPOINTMENT

9 010 20 9953933 ORDERED RMST  ORDERED REIMSTATEMEMT

10 A0 010120 9953933 REEMFLOYMEMT RE-EMPLOYERMMT

11 A1 010120 9953933 REEMF/CLS TR RE-EMPLOYMEMT/CLASS TRAMSFER

12 A12 01020 9953933 REEMF/PROK RE-EMPLOYMEMT /PROMOTION

13 A13 01020 9953933 REEMFAOLDM  RE-EMPLOYMEMTAQLUNTARY DEMOTE

14 A4 01020 9953933 UMCL/E=EMPT IMCLASSIFIED /E=EMPT APPT.

15 A1h 01020 9953933 TRAMSFER IM TRAMSFER IM

Field Name LengthDefinition

) Required. Enter the action code you are changing, adding, or
Action Code 3

expiring.
Effective Date 6 Required. Enter the date the entry becomes effective.
Expiration ) . L
Dat Default is 99/99/99. Enter the last date the information is in effect.
ate
Short 19 Required. Enter the new or changed short description of the action
Description code.
Long 30 Default is Short Description entry. Enter the new or changed long
Description description of the action code.

Personnel Edit Data List (PEDL)



Purpose
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The Personnel Edit Data List (PEDL) window allows the user to define the values for a

specific field associated with a specific personnel action/personnel action reason.

PEDL Coding Instructions

E_ Personnel Edit Data List M= E3

Perzonnel Action

Effective Date IEIEI 299 /99 E=piration O'ate IEE 299 /99

Al Perzonnel Reazon I

Perzonnel Lizt Type Agency =]

List Figlds—— Agency -
I Civil Service Statuz | |
I— EED Full-time | |
I— Owermde FLSA Exemphion I I

Owerride FLSA, Profile
I Step I I
I Owemde Deduction Policy | |
l— Oweride Grade | |
l— Owveride Leave Policy | I I
| | | | |
Field Name Length Definition

Personnel 4
Action

Personnel
Action 4
Reason

Effective

Date

Expiration
Date

Required. Enter a valid personnel action code. The edits on the
Employment Status Maintenance (ESMT) window are modified for
the personnel action code specified. Valid values are located on
the Personnel Action (PACT) window.

Optional. Enter the personnel action reason code associated
with the personnel action specified. Valid values are located on
the Personnel Action Reason (PART) window.

Required. Enter the date on which the Personnel Edit Data List
becomes effective.

Default is 99/99/99. Enter the last date on which the Personnel
Edit Data List is valid in association with the personnel action/
personnel reason.



Personnel
List Type

Dropdown
Menu
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Required. Enter the field for which the Personnel Edit Data List is

valid in association with the personnel action / personnel reason.

Agency [AG]

Civil Service status [CV]

EEO Full-Time [EE]

Override FLSA Exemption [FI]
Override FLSA profile [FP]
Step [JS]

Override Deduction Policy [OD]
Overide Grade [OG]

Override Leave Policy [OL]
Override Pay Policy [OP]
Organization [OR]

Pay Class [PC]

Percent Full-Time [PE]
Payroll Number [PN]

Position Number [PO]
Permanent/Temporary ID [PT]
Sub-Title [SU]

Time Class [TC]

Table-Driven Pay [TD]

Union Member [UA]

Union Local [UL]

Title [TI]

Note: The Personnel Edit Data List for a field will only be
referenced if the LIST option is selected on Personnel Edit Rules

(PEDT) window for the personnel action/ personnel reason and the
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Site Specific parameters (SPAR) window entry USE PEDT SIMPLE
EDITS isY.

Optional. At least one entry should be entered. Upto 10
List 2 characters can be entered. No edits are performed to determine if
the values entered are valid in the system.

Personnel Edit Group (PEDG)

Purpose

The Personnel Edit Group window establishes different Personnel Edits associated with
Personnel Actions/ Personnel Action Reasons on the Employment Status Maintenance
(ESMT) window, based on whether or not the Agency is UCP or non-UCP. Each Civil Service
Status listed on the CIVS table is assigned to a Personnel Edit Group.

PEDG Coding Instructions

E_Perzonnel Edit Group M= E3

PEDG Effective E spiration Shart
Group Date Date Dezcrption Long Description

1 |THET Mol 20 9333199 WO UCPEDIT: MO UCPEDITS =

2 c ootz 9333199 LCP LCP

3

4

]

B

7

a

9

10

11

12

13 L

14 -

Field Name Length Definition

Personnel Edit 5 Required. Enter the code for the Personnel Edit Group to be
Group established.



Effective Date 8

Expiration Date 8

Short

. 12
Description
Lon
8 . 30
Description
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Required. Enter the date the Personnel Edit Group information

becomes active.

Defaults to 99/99/99. Enter the date the Personnel Edit Group
information is no longer valid.

Required. Enter the new or changed short description of the
Personnel Edit Group code up to 12 characters).

Default is Short Description. Enter the new or changed long
description of the Personnel Edit Group code (up to 30 characters).

Personnel Edit Rules (PEDT)

Purpose

The Personnel Edit Rules (PEDT) window allows the user to specify additional edits for a

particular personnel action / personnel reason combination on the Employee Status
maintenance (ESMT) window. Enter a personnel action on this window only if the edits on
the action should be different than the baseline edits.

PEDT Coding Instructions
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E_Personnel Edit Rules |_ O] =]
Perzonnel &ction I CHCOM Perzonnel &ction Feazon o Pedt Group I
Effective Date |III1 A0 220 Expiration Date IE‘H 4899 2199
Requirement Editz | Congistency Edits I D ate Requirement E dits I D ate Consistency Edits I
Required i ot Allowed Bazeline I Ligt ==
Middle MName [ [ [0
Prefix [ [ (o
S uffi e . i+
Civil Service Status [ [ [0 r
Permanent / Temporany [ [ [0 [F =
Time Class [ [ (o r
Sub-title [ [ (o I
Overide Grade [ [0 [ r
Step [ [ [0 r
Override Pay Paolicy [ [0 [ =
4| | 3
=] =+ Messages|| | 413PM | 07/25/00 |

Field Name LengthDefinition

Required. Enter a valid personnel action code. The edits on the
Personnel Employment Status Maintenance (ESMT) window are modified for
Action the personnel action code specified. Valid values are located on the
Personnel Action (PART) window.

Personnel Optional. Enter the personnel action reason code associated with
Action the personnel action specified. Valid values are located on the
Reason Personnel Action Reason (PART) window.

Effective Required. Enter the date on which the edit rule entry becomes

Date effective.

Expiration Default is 99/99/99. Enter the last date on which the edit rule entry is
Date in effect.

Position Authorization (PAMT)
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Purpose

The Position Authorization (PAMT) window is used to define or change the number of
incumbents allowed in a position and the allowable full-time equivalents (FTE’s) for that
position. A position must be active and authorized in the system before an incumbent is
appointed to the position.

PAMT Coding Instructions

E_Position Authorization
Fizcal vear |E|1 Agency IEEEI Organization |4‘|‘|5
Position Authorized  Autharized Filled Fill=d Wacant Y acant Oerfill
M urnber |ncumbents FTE |ncumbents FTE |ncumbents FTE Authorization
1 F' '''''' E32151 ........... 1 1.00 1] 0.0000 1 1.0000 M
2
3
4
5
B
1| | 3

Field Name Length Definition

Required. Enter the fiscal year (yy) for which the position is being
authorized. Valid values are located on the Fiscal Year (FSYR)

. window.
Fiscal Year 2
Note: Make sure that the year displayed is the fiscal year and not
the calendar year.
Required. Enterthe code for the agency that controls the
Agency 3 position. Valid values are located on the Agency Index (AGCY)
window.
Required. Enter the code for the organization that controls the
Organization 4 position. Valid values are located on the Organization Index
(ORGN) window.
Positi Required. Enter the number of the position being
osition
7 authorized. Valid values are located on the Position Status Inquiry
Number

(QPST) window.



Authorized
Incumbents

Authorized FTE7

Filled
Incumbents

Filled FTE

Vacant
Incumbents

Vacant FTE

Overfill
Authorization

Comments

Display
Only

Display
Only

Display
Only

Display
Only

75
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Required. Enter the maximum number of incumbents who can
occupy the position. Most positions should be established on a
one position to one employee basis to facilitate the use of the
Budget Report and Analysis Support System (BRASS). Exceptions
may include positions, such as seasonal workers, where many
incumbents can be associated with one position.

Required. Enter the maximum number of full-time equivalents
(FTEs) authorized for the position. If the new position is part-time,
enter a percentage. Most positions should be established on a
one position to one employee basis to facilitate the use of the
Budget Report and Analysis Support System (BRASS). Exceptions
may include positions, such as seasonal workers, where many
FTEs can be associated with one position.

Note: This number must be positive and can have up to two
decimal places (e.g., 3.75, 1.00, etc.).

Displays the number of employees who currently occupy the
position.

Displays the amount of full-time equivalents (FTEs) that currently
fill the position.

Displays the number of authorized incumbents that are vacant.

Displays the number of authorized full-time equivalents that are
vacant.

Required. Enter N to indicate that only the number of incumbents
and/or FTEs that are authorized can be used. The State of Missouri
does not allow the number of incumbents and FTEs used to
exceed the number of incumbents and FTEs authorized.

Optional. Leave blank, or enter any additional comments
regarding position authorization.



Position Authorization Totals Inquiry (QPAT)

Purpose
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The Position Authorization Inquiry (QPAT) window provides fiscal year totals for authorized,

filled, and vacant positions. Selection criteria include Fiscal Year, Agency and

Organization.

QPAT Coding Instructions

E_Position Authorization Inguiry

Fizcal Year I 1 Agency I ERO Organization I 4115
Auth Incumbents I 2 Auth FTE= I 0200

Filled Incumbents I 0 Filed FTE= I f.0000
Yacant Incumbents I 702 | Wacant FTEs I #02.0000

Field Name Length Definition

Required. Enter the fiscal year (yy) of the position authorization
Fiscal Year 2 totals to be viewed. Valid values are located on the Fiscal Year

(FSYR) window.

Optional. Leave blank, or enter the agency code to view position
authorization totals for that agency. If left blank, position

Agency 3

authorization totals for all agencies are displayed. Valid values are

located on the Agency Index (AGCY) window.

Conditional. Optional if Agency is entered; otherwise, leave

blank. Enter the organization code to view position authorization

totals for that organization. If Agency is entered and organization

Organization 4

left blank, position authorization totals for all organizations within

the entered agency are displayed. Valid values are located on the

Organization Index (ORGN) window.

Authorized Display Displays the total number of authorized incumbents for the

Incumbents Only specified fiscal year, agency and organization.
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Authorized Display Displays the total number of authorized full time equivalents (FTEs)
FTEs Only  forthe specified fiscal year, agency and organization.

Filled Display Displays the total number of filled incumbents for the specified
Incumbents Only fiscal year, agency and organization.
Filled ETE Display Displays the total number of filled full time equivalents (FTEs) for
ille s

Only the specified fiscal year, agency and organization.
Vacant Display Displays the total number of vacant incumbents for the specified
Incumbents Only fiscal year, agency and organization.

Display Displays the total number of vacant full time equivalent (FTEs) for

Vacant FTEs . . L
Only the specified fiscal year, agency and organization.

Position Control User Defined Fields (PUDF)

Purpose

The Position Control User Defined Fields (PUDF) window is used to create fields for the
position control user defined windows (PUD1, PUD2 and PUD3). The Position Control User
Defined Window 1 (PUD1) displays special conditions that may be associated with a
position. The Division of Personnel is responsible for completing the PUD1

window. Agencies are limited to “view only” status of this window. The Position Control
User Defined Window 2 (PUD2) is used to record specialty codes, if any exist, fora
position. The Position Control User Defined Window 3 (PUDS3) is used to record
miscellaneous position information. Each agency can use this window at its discretion to
capture information specific to its agency and/or organizations. If the agency/organization
intends to report on the entered information, each field should be used in a consistent
manner.

PUDF Coding Instructions
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E_Position Control User Defined Fields

Window  [PUD1 Wwindow Mame | DIV OF PERSONNEL POSITION INFO =
Field Field Data Decimal  Tableto Fequired /

Position Field M ame Length  Twpe  Flaces  Walidate Dptional

[00001 | PRIOR P&RS DEPT-POSITION NO. fos fen o [ [

[ 00016 | PRIOR AGENCY-DRG-POSITION NO. ot fen Joo [ [

[00032 | DUAL OCCUPSNCY EXPIRATION DATE ooz Joe Joo | [0

[00040 | SPECIAL PROJECT END DT foog Joe . Joo | [0

| 00048 | TRAINEE'S ELIGIBILITY DATE ooz Joe Joo | [0

| 00056 | TICKLER DATE fooe . Joe Joo | [0

|000E4  [STATUTORY oot fen Jooo | [0

| 00065 | REMARKS 1 foa0 Jenw Joo | [0

[ 00095 | REM&RKS 2 foao fen Jooo [ o

[ 00125 | REM&RKS 3 foao Jen Joo | [0
|

<

Field Name Length Definition

Window 4

Window Name 30

Field Position (1-
12)

5x12

Required. Enterthe user defined window identification
code. Valid values are PUD1, PUD2 and PUD3.

Required. Enter the name of the user defined window.

Required. Enter the field position number. Each field position
number must be unique and consecutive (e.g., the first field is
position 00001). To determine the position of the next field,
add the field position to the Field Length, and the sum is the
next field position (e.g., if the first Field Length is six
characters, add six to 00001 to get the next field position of
00007).

Field Name (1-12) 30x 12 Required. Enter a name for the field.

Field Length (1-12) 3x12

Data Type (1-12) 2x12

Required. Enter the number of characters allowed in the Field
Name.

Required. Enter the code that defines the type of data to be
entered in the “Field Name”. Valid values are AN for
alphanumeric; NM for numeric only; D6 for a date

in mm/dd/yy format; and D8 for a date in mm/dd/ccyy format.
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Decimal Places (1- 519 Defaultis 00. If Data Type is NM, enter the number of decimal
X

12) places allowed after the decimal point.

Table to Validate 4x12 Optional. Leave blank, or enter the identification code of the
X

(1-12) reference table on which the entered value must be valid.

Defaultis O. Enter the code to indicate whether or not the user
is required to enter information into certain fields. Valid values
Required/Optional 1%12 are O if the user has the option to enter informationin a
(1-12) field; R if the user is required to enter information in a field;
and N if the user is allowed to enter information in a field only

once and then the field becomes display only.

Position Control User Defined Window 1 (PUD1)

Purpose

The Position Control User Defined Window 1 (PUD1) is used to view and record special
conditions that may be associated with a position. Agencies are limited to view only status
of this window; however, agency-specific information must be entered into the Agency,
Organization and Position Number fields in order to view the information.

PUD1 Coding Instructions
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E_Position Control User Defined Window 1

Agency ERO

| DY OF PERSOMMEL POSITION INFO —

Organization I 4115 Position Murnber I PC32151

Long Description |

Effective Date ID? A25 00 Expiration [ ate IE 493 293

FRIOR FARS DEFT-POSITION MO.
PRIOR AGEWNCY-ORG-POSITION MO,
DUAL OCCUPAMCY EXPIRATION DATE
SPECIAL PROJECT EMD DT
TRAIMEE'S ELIGIBILITY DATE

TICKLER DATE

STATUTORY —
REMARES 1
REMARES 2 -
1| | »
Field Name Length Definition
(Window Display . .
Displays the window name DIV OF PERSONNEL POSITION INFO.
Name) Only
Required. Enter the code for the agency that controls the
Agency 3 position. Valid values are located on the Agency Index (AGCY)

Organization 4

Position -
Number
Long Display

Description Only

Effective Date 6

Expiration Date 6

window.

Required. Enter the code for the organization that controls the
position. Valid values are located on the Organization Index
(ORGN) window.

Required. Enter the position number. Valid values are located on
the Position Status Inquiry (QPST) window.

Displays the long description of the position.

Defaults to the current date. Enter the date (mm/dd/yy) the
position information is effective.

Default is 99/99/99. Enter an expiration date (mm/dd/yy) only if all
of the information captured on the window will expire at the same
time.



Prior PARS
Dept-Position 15
No.

Prior Agency-
Org-Position 16
No.

Dual
Occupancy 8
Expiration Date

Restriction
Expiration Date

Trainee's
Eligibility Date

Tickler Date 8

Statutory 1

Remarks 1 30
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Note: As a subsequent transaction is completed, the expiration
date for the previous transaction is automatically updated to the
day before the effective date of the new transaction.

Displays the number (two characters) previously assigned to the
department and the number (up to twelve characters) previously
assigned to the position in the PARS system. Once avalue has
been entered, this field becomes display only.

Conditional. Required if a position has been renumbered;
otherwise, leave blank. This includes the agency, organization
and position number. Enter the number previously assigned to
the agency (three characters), the number previously assigned to
the organization (four characters) and the number (up to seven
characters) previously assigned to the position in the SAM I
system. Once a value has been entered, this field becomes
display only.

Conditional. Required if a position is dually occupied; otherwise,
leave blank. Enter the date (mm/dd/ccyy) the dual occupancy
expires.

Optional. Leave blank, or enter the date (mm/dd/ccyy) that the
position restriction expires.

Conditional. Required if a position is filled as a trainee;
otherwise, leave blank. Enter the trainee’s eligibility date
(mm/dd/ccyy).

Optional. Leave blank, or enter a tickler date (mm/dd/ccyy) to
indicate when further action regarding a position is required.

Conditional. Required if an unclassified position is established
by statute; otherwise, leave blank. Enter an S if the position is
established by statute.

Optional. Leave blank, or enter any additional remarks related to
the position.



Remarks 2

Remarks 3

Remarks 4

Remarks 5

30

30

30

30
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Optional. Leave blank, or enter any additional remarks related to
the position.

Optional. Leave blank, or enter any additional remarks related to
the position.

Optional. Leave blank, or enter any additional remarks related to
the position.

Optional. Leave blank, or enter any additional remarks related to
the position.

Position Control User Defined Window 2 (PUD2)

Purpose

The Position Control User Defined Window 2 (PUD2) is used to record specialty codes, if

any exist, for a position.

PUD2 Coding Instructions

E_Position Control User Defined Window 2

Agency

Long Description

Effective D ate

1]

B50

| POSITION SPECIALTY —

Organization I 4115 Position Mumber I PCE2151

| COMPUTER INFO TECH TRAINEE

IEI? A28 200 E =piration D ate IEIEI 493 299

SPECIALTY 1
SPECIALTY 2
SPECIALTY 3
SPECIALTY 4
SPECIALTY 5
SPECIALTY B
SPECIALTY 7
SPECIALTY 8
SPECIALTY 9

Field Name Length Definition



(Window Display
Name) Only

Agency 3

Organization 4

Position
Number

Long Display
Description Only

Effective
Date

Expiration
Date

Specialty (1-
pecialty (1= 55 12
12)
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Displays the window name POSITION SPECIALTY.

Required. Enter the code for the agency that controls the
position. Valid values are located on the Agency Index (AGCY)
window.

Required. Enterthe code for the organization that controls the
position. Valid values are located on the Organization Index
(ORGN) window.

Required. Enter the position number. Valid values are located on
the Position Status Inquiry (QPST) window.

Displays the long description of the position.

Defaults to the current date. Enter the date (mm/dd/yy) the
position information is effective.

Default is 99/99/99. Enter an expiration date (mm/dd/yy) only if all
of the information captured on the window will expire at the same
time.

Note: As a subsequent transaction is completed, the expiration
date for the previous transaction is automatically updated to the
day before the effective date of the new transaction.

Conditional. Required if specialty codes exist for a position;
otherwise, leave blank. Valid values are located on the User
Defined Master Table 1 (TBL1) window.

Position Control User Defined Window 3 (PUD3)

Purpose

The Position Control User Defined Window 3 (PUD3) is used to record miscellaneous

position control information.

PUD3 Coding Instructions
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E_Position Control User Defined Window 3

Agency

| AGENCY PDSITION INFORMATION —

E50

Organization I 4115 Pozition Mumber I PC32151

Laong Description |I:I:IMF'LITEH INFO TEEH TRAINEE

Effective Date Il:l? A28 00 Expiration D ate IEE A99 289

FUD 3 FIELD 1 [30AM]
FUD 3FIELD 2 [30 AM]
PUD 3FIELD 3 (80 MMDDCCYY)
FUD 3 FIELD 4 [304M)
FUD 3 FIELD 5 [30 AM]
PUD 3FIELD & (30 MMODCCYY)
FUD 3FIELD 7 [304M)
FUD 3 FIELD & [30 AM)

1]

FUD

JFIELD 3 (30 AM)

| of

Field Name

(Window Name)

Agency

Organization

Position Number

Long Description

Effective Date

Expiration Date

Length

Display
Only

7

Display
Only

6

6

Definition

Displays the window name.

Required. Enterthe code for the agency that controls the
position. Valid values are located on the Agency Index (AGCY)
window.

Required. Enter the code for the organization that controls the
position. Valid values are located on the Organization Index
(ORGN) window.

Required. Enter the position number. Valid values are located
on the Position Status Inquiry (QPST) window.

Displays the long description of the position.

Defaults to the current date. Enter the date (mm/dd/yy) the
position information is effective.

Default is 99/99/99. Enter an expiration date (mm/dd/yy) only
if all of the information captured on the window will expire at
the same time.



PUD3 FIELD 1
(30AN)

PUD3 FIELD 2
(30AN)

PUD3 FIELD 3 (8D
MMDDCCYY)

PUD3 FIELD 4
(30AN)

PUD3 FIELD 5
(30AN)

PUD3 FIELD 6 (8D
MMDDCCYY)

PUD3 FIELD 7
(30AN)

PUD3 FIELD 8
(30AN)

PUD3 FIELD 9
(30AN)

PUD3 FIELD 10
(30AN)

PUD3 FIELD 11
(30AN)

PUD3 FIELD 12
(30AN)

30

30

30

30

30

30
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Note: As a subsequent transaction is completed, the

expiration date for the previous transaction is automatically
updated to the day before the effective date of the new

transaction.

30 characters, alpha-numeric

30 characters, alpha-numeric

8 characters, date field

30 characters, alpha-numeric

30 characters, alpha-numeric

8 characters, date field

30 characters, alpha-numeric

30 characters, alpha-numeric

30 characters, alpha-numeric

30 characters, alpha-numeric

30 characters, alpha-numeric

30 characters, alpha-numeric
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Position Folder (QPSTF)

Purpose

The Position Folder (QPSTF) provides a quick way to consolidate and review all information

related to a position. It groups all of a position’s information together, much like a folder in
afiling cabinet. Selection criteria include Agency, Organization, Position Status, Effective
Date, and Expiration Date.

QPSTF Coding Instructions

E_Position Status Inguiry M=l E
Agency ERO Crganization I 4115 Position Status I

Effective Date IU? A28 400 E=piration D ate |99 493 /899

Pozition  Position Short Budget Effective E wpiration

Statuz Murnber D eszcription Title Subetitle  Preparation  Date D ate
1 ACTWA  FUMCTST - CMPIMETETR o150 11 041200 99493399
2 ACTVE  PCIWT21 - CMFEINETETR o150 11 041200 333339
3 ACTWA  PC32000 - CMPIMETETR nog1hn 11 041200 99 93 599
4 ACTWA  PC32002  CMPIMETETR o150 11 041200 99493399
5 ACTWA  PC32003  CMEIMETETR o150 11 04 1200 933339
B ACTWA  PC32004 - CMPIMETETR nogisn T1 04 18 00 59 99 99
7 ACTWA  PC32005  CMPIMETETR o150 11 041200 9993 99
g ACTWA  PC32006  CMEIMETETR o150 11 04 1200 933339
9 ACTWA  PC32007  CMPIMETETR nooisn T1 04 1800 9999 99

More D ata Open Cancel

Field Name Length Definition

Agency 3

Organization 4

Required. Enter the agency code to view position status
information for that agency. Valid values are located on the
Agency Index (AGCY) window.

Required. Enter the organization code to view position status
information for that organization. Valid values are located on the
Organization Index (ORGN) window.



Position
Status

Effective Date

Expiration
Date

Position
Status

Position
Number

Short
Description

Title

Sub-title

Budget
Preparation

Effective Date

Expiration
Date

Browse

More Data

Open

Cancel

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Button

Button

Button

Button
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Optional. Leave blank, or enter a position status code to restrict
the inquiry to positions with that particular status. Valid values
are located on the Position Status (PSTS) window.

Default is the current date. Enter an effective date (mm/dd/yy) to
view only information that exists as of that date.

Default is 99/99/99. Enter an expiration date (mm/dd/yy) to view
only information that is valid up to that date.

Displays the position status code.

Displays the position number.

Displays the short description of the position.

Displays the position's title code.

Displays the position's sub-title code.

Displays the position's budget preparation code.
Displays the date (mm/dd/yy) the position status information
became effective.

Displays the date (mm/dd/yy) the position status information
expires.

Select browse to populate the roster.
Select more data to view the next page of the roster.

Select open to view a list of all windows associated with the
highlighted position. From this list, it is possible to open the
desired windows for the highlighted position.

Select cancel to close the position folder window.
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Position Roster (QPSR)

Purpose

The Position Roster (QPSR) window provides a detailed history of past and current
incumbents of a position. When the agency, organization and position number are entered,
this inquiry displays information on all employees for the specified position. The effective
and expiration dates associated with each incumbent detail line indicate the time period
the incumbent occupied the position. Selection criteria include Agency, Organization,
Position Number, Effective Date, and Expiration Date.

QPSR Coding Instructions

£ Position Roster Mi=] E3
Agency B50 Organization I 100 Pogition Mumber I Ekz2001

Effective Date IE A28 /00 Expiration [ ate IEE 293 /99

Shart D'ezcription |FH3 HES

Long Description |HEGISTEHED MNLURSE [

Emplopee Appointment  Effective E spiration
Employes Mame 0] 0] D ate D ate 3
1 BEMSOM, CaARLA (40220007 14 21 00 94 39 34
2
3
4
4]
B
4| | 3

Field Name Length Definition

Required. Enter the agency code to view position roster
Agency 3 information for that agency. Valid values are located on the Agency
Index (AGCY) window.

Required. Enter the organization code to view position roster
Organization 4 information for that organization. Valid values are located on the
Organization Index (ORGN) window.



Position
Number

Effective Date 6

Expiration
Date
Short Display
Description  Only
Long Display
Description  Only
Employee
ploy 30
Name
Displa
Employee ID piay
Only
Appointment Display
ID Only
Displa
Effective Date Ispray
Only
Expiration Display
Date Only
Displa
Status piay
Only
Displa
Title Pray

Only
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Required. Enterthe position number to view position roster
information for that position. Valid values are located on the
Position Status Inquiry (QPST) window.

Defaults to the current date. Enter an effective date (mm/dd/yy) to
view only information that exists as of that date.

Defaults to 99/99/99. Enter an expiration date (mm/dd/yy) to view
only information that exists up to that date.

Displays the short description of the position.

Displays the long description of the position.

Displays the employee’s full name (last name, first name and
middle initial).

Displays the employee’s social security number.

Displays the employee’s appointment identification number.
Note: If this field is blank, the information displayed pertains to
the employee's primary appointment. If this field contains a

number, the information displayed pertains to that respective
appointment.

Displays the date (mm/dd/yy) the employee information became
effective.

Displays the date (mm/dd/yy) the employee information expires.

Displays the employee’s employment status code.

Displays the position’s title code.
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Display

Sub-title Displays the position’s sub-title code.
Only

Position Status (PSTS)

Purpose

The Position Status (PSTS) window defines valid position status codes for position status
maintenance transactions. This window sets flags controlling what activities are permitted
based on the type of position status such as: appointment activity, recruitment activity, or if
the position status allows creation of new position.

PSTS Coding Instructions

IS [=] E3

E_Position Status

Statug Im
Effective Date m
Expiration D ate Im
Shart Description | ACTIVE-ADD

Lang Description

V' &ppointment Allowed

¥ Mew Position

|.-’-‘-.DD FOSITION TO SYSTEM
¥ Reciuitment Alowed

¥ Include in Budget Prep

Field Name Length Definition

Stat Required. Enter the position status code used to add, change or
atus
expire a position.
Required. Enter the date (mm/dd/yy) the position status is
effective.

Effective Date 6

Default is 99/99/99. Enter the last date (mm/dd/yy) the position

Expiration Date 6 . L
status information is in effect.

Short
Description

12 Required. Enter the short description of the position status.
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Long Defaults to the Short Description entry. Enter the long
Description description of the position status.

. Defaultis blank. Check this box if an appointment is allowed for
Appointment

Checkbox a position with this position status. Clear if an appointment is
Allowed

not allowed for a position with this position status.
. Default is blank. Check this box if recruitment is allowed for a
Recruitment

Checkbox position with this position status. Clear if recruitment is not
Allowed

allowed for a position with this position status.

Default is blank. Check this box if this position status results in
New Position Checkboxthe creation of a position. Clear if this position status does not
result in a new position.

Defaultis blank. Check this box if a position with this position
Includein Checkb status should be included in budget forecasting. Clearif a
eckbox
Budget Prep position with this position status should not be included in

budget forecasting.

Position Status Inquiry (QPST)

Purpose

The Position Status Inquiry (QPST) provides a detailed history of the past, current and
future status of positions. When the agency and organization are entered, this inquiry
displays a short description of each position along with the associated title, sub-title,
budget preparation code and the effective and expiration dates of the status of interest for
particular positions. Selection criteria include Agency, Organization, Position Status,
Effective Date, Expiration Date.

QPST Coding Instructions
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E_Poszition Status Inguiry |_ O] =]

Agency ERO Organization I k100 Paosition Status I
Effective D ate ID? A28 400 E=piration [ ate |99 493 /93
Pogition  Position Shrt Budget Effective E xpiration
Statuz Murnber D eszcription Title Sub-title  Preparation  Date D ate
1 ACTva  EM22000  BG MRS H onaz22 12 04 21 00 9933999
2 ACTWA  EMZ22002 - RG MRS H on4322 T2 04 21 00 9939599
3 ACTWA  EMZ22003  RBE MRS H nnazaz T2 04 21 0o 99339599
4 ACTva  EM22004  BG MRS H ona322 T2 04 21 00 993399
] ACTWA  EMZ22005 - BG MRS H on4322 T2 04 21 00 9939599
E ACTWA  EMZ2006  RBiE MRS HI nnazaz T2 04 21 0o 99339599
7 ACTva  EMZ22007  BG MRS H ona322 T2 04 21 00 993399
a ACTWA  EMZ22008  RG MRS H nn43z22 T2 04 21 0o 5939 599
9 ACTWA  EMZ22009  RBG MRS H nnazaz T2 04 21 0o 593399
More Data Open Cancel
Field Name Length Definition
Required. Enterthe agency code to view position status
Agency 3 information for that agency. Valid values are located on the

Organization 4

Position
Status

Effective Date 6

Expiration

Date

Position
Status

Agency Index (AGCY) window.

Required. Enter the organization code to view position status
information for that organization. Valid values are located on the
Organization Index (ORGN) window.

Optional. Leave blank, or enter a position status code to restrict

the inquiry to positions with that particular status. Valid values

are located on the Position Status (PSTS) window.

Default is the current date. Enter an effective date (mm/dd/yy) to

view only information that exists as of that date.

Default is 99/99/99. Enter an expiration date (mm/dd/yy) to view

only information that is valid up to that date.

Displays the position status code.



Position
Number

Short
Description

Title

Sub-title

Budget
Preparation

Effective Date

Expiration
Date

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only
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Displays the position number.

Displays the short description of the position.

Displays the position’s title code.

Displays the position’s sub-title code.

Displays the position’s budget preparation code.

Displays the date (mm/dd/yy) the position status information
became effective.

Displays the date (mm/dd/yy) the position status information
expires.

Position Status Maintenance (PSMT)

Position Status Maintenance (PSMT)/Position Attributes

Purpose

The Position Status Maintenance (PSMT) window is used to create a new position, change

the status of an existing position, and define or change profile attributes of a position.

PSMT Coding Instructions
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Agency I ERO

Effective Date

E_Poszition Status Maintenance |_ O] =]
Crganization I k100 Paszition Mumber I Erd 2200
|04 A2 400 E wpiration [1ate |EiE| 498 049
|HE MRS I Long Dezcription |F|EI3ISTEHED HURSE I

Shart Description

Fosition Attributes

| DOrganization bfarmaticn I

Aszzignment Type T able Driven Pay Pogition Status Im
% Pemanent ' Use Table Budget Prep I—
™ Temporary " Do Mot Use Table . :
Lacatian IW i~ Determine by Employes Ell st =t I LICFY
Time Clazs I— Payrall Humber E50 Fay Claz=z FLS
UrionLocal | Tile / Subdile  [o04322 /4 [T2 Title Categary [
Qvemide Profile and Fay
FLSA Status FL5A Prafile [
" Exempt Grade I— Pay Palicy I—
. Nn:nn-e:-:en'!pt Leave Policy I— Deduction Policy I—
¥ Not Requited S alary Minimum Q.00 Salary Mazimum 0.00
Field Name Length Definition
Header
Required. Enter the code for the agency that controls the position
Agency 3 being created, updated or expired. Valid values are located on the

Organization

Position
Number

Effective
Date

Expiration
Date

4

10

Display
Only

Agency Index (AGCY) window.

Required. Enter the code for the organization that controls the
position being created, updated or expired. Valid values are located
on the Organization Index (ORGN) window.

Required. Enter a new position number to establish a new
position. To change existing position information, enter the number
of the position to be updated. Valid values are located on the
Position Status Inquiry (QPST) window.

Note: This may be an alpha and/or numeric entry.

Required. Enter the date (mm/dd/yy) that the position information
is effective.

Displays the last date (mm/dd/yy) the position information is in
effect.
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Detail
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Radio
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Note: The system displays 99/99/99 as the expiration date on the
most recent transaction. As a subsequent transaction is
completed, the expiration date for the previous transaction is
automatically updated to the day before the effective date of the
new transaction.

Required. Enter a brief description of the position being created or
updated. For UCP agencies, this description should match the
short description on the Title (TITL) window, or reflect an alternative
description as agreed upon by the agency and the Division of
Personnel.

Defaults to the Short Description entry. Enter the long description
of the position being created or updated. For UCP agencies, if this
description is entered, it should match the long description on the
Title (TITL) window, or reflect an alternative description as agreed
upon by the agency and the Division of Personnel.

Defaults to Permanent. Select a value to indicate whether the
position is Permanent or Temporary.

Defaults to Determine By Employee. Select a value to indicate
how the base pay for the position is determined. Valid values

are Use Table if the base pay for the position is table-driven (e.g.,
UCP grid A, Highway Patrol grid D, Conservation grid, etc.); Do Not
Use Table if the base pay of the position is not table-driven;

and Determine by Employee if the base pay for the position is
determined on an employee-by-employee basis.

Required. Enter the position status code. Valid values are located
on the Position Status (PSTS) window.

Note: When inactivating a position, the expiration date on the
corresponding position control user defined windows (PUD1, PUD2
and PUD3) should be changed to reflect the position inactivation
date.
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This field is not being used by the State of Missouri.

Required. Enter the location code for the position. Valid values are
located on the Location (LOC) window.

Required. Enter the civil service status (e.g., UCP merit, UCP non-
merit, non-UCP, etc.) of the position. Valid values are located on
the Civil Service Status (CIVS) window.

This field is not being used by the State of Missouri.

Required. Enterthe agency code as the payroll number code. The
payroll number code is used to identify payroll number

groups. Valid values are located on the Payroll Number (PYNO)
window.

Required. Enterthe pay class code (e.g., hourly/positive pay,
salaried/exception pay, etc.) for the position. Valid values are
located on the Pay Class (PYCL) window.

Optional. Leave blank, or enter the union local code to track
positions covered by a collective bargaining unit. Valid values are
located on the Union Local (ULOC) window.

Required. Enter the title code (i.e., class code/index number) for
the position. Valid values are located on the Title (TITL) window.

Note: All UCP title codes begin with the number 0. Title codes for
non-UCP agencies begin with a character that has been assigned to
the agency.

Required. Enter the sub-title code for the position. The sub-title
establishes different pay, leave and deduction policies associated
with a particular title. Valid values are located on the Sub-Title
(STTL) window.

Conditional. Required if multiple titles are associated with a
position; otherwise, leave blank. Enter the title category code for
the position. Valid values are located on the Title Category (TCAT)
window.



FLSA Status

FLSA Profile
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Pay Policy
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Defaults to Not Required. Select a value to override the normal
FLSA status on the Title (TITL) window. Valid values are Exempt,
Non-exempt and Not Required.

Optional. Leave blank, or enter the code to override the way FLSA
is calculated for a position. This profile overrides the FLSA

Profile entered on the Sub-Title (STTL) window. Valid values are
located on the FLSA Profile (FLPR) window.

Optional. Leave blank, or enter the code to override the grade for
the position. This grade overrides the “Grade” entered on the Title
(TITL) window. Valid values are located on the Grade (GRDE)
window.

Optional. Leave blank, or enter the code to override the pay policy
governing the pay for the position. This policy overrides the Pay
Policy entered on the Sub-Title (STTL) window. Valid values are
located on the Pay Policy (PPOL) window.

Optional. Leave blank, or enter the code to override the leave
policy governing leave accrual and usage for the position. This
policy overrides the Leave Policy entered on the Sub-Title (STTL)
window. Valid values are located on the Leave Policy (LPOL)
window.

Optional. Leave blank, or enter the code to override the deduction
policy governing deductions for the position. This policy overrides
the Deduction Policy entered on the Sub-Title (STTL) window. Valid
values are located on the Deduction Policy (DPOL) window.

Optional. Leave blank, or enter the override minimum annual
salary for the position. This minimum overrides the Salary
Minimum entered on the Title (TITL) window.

Optional. Leave blank, or enter the override maximum annual
salary for the position. This maximum overrides the Salary
Maximum entered on the Title (TITL) window.
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Position Status Maintenance (PSMT)/Organization Information

Purpose

The Position Status Maintenance (PSMT) window is used to create a new position, change
the status of an existing position, and define or change profile attributes of a position.

PSMT Coding Instructions

E_Poszition Status Maintenance |_ O] =]
Agency I BA0 Organization I k100 Pogition Mumber I Ekdz2001
Effective Date |D4 A21 400 E =piration [ ate |99 488 083
Shart Dezcnption |FiE MRS 1l Long D escription |HEEISTEHED MURSE [
Fosition Attributes DOrganization bfarmaticn I
Labor Distribution Ovverride O ptiok | I1ze Entered Prafile =
Distribution Profile I k0192
Accounting Attribute
Fund | Agency | Organization ¢ Sub | / |
Appr U nit I Activity I Functian I
Object # Sub I / I Jab I Reparting Categon I
[ ization Chart
e il S Agency Organization Position
Reparting Ta I I
Qid | | |
[ I I I
Field Name Length Definition
Detail
Defaults to Use Employee Assignment; however, this option is
Labor not being used by the State of Missouri. Select one of the valid
Distribution Dropdown labor distribution override options. Valid values are Use
Override Menu Entered Accounting Values to use the following override
Option accounting attributes; and Use Entered Profile to use an
override labor distribution profile.
Distribution 5 Conditional. Required if Labor Distribution Override
Profile

Option is Use Entered Profile; otherwise, leave blank. Enter



Fund

Agency

Organization

Sub

Appr Unit

N
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the labor distribution profile code. Valid values are located on
the Labor Distribution Profile (LDPR) window.

Conditional. Required if Labor Distribution Override
Option is Use Entered Accounting Values; otherwise, leave
blank. Enter the fiscal or accounting entity under which the
position falls. Valid values are located on the Fund Index
(FUND) window.

Note: If fund is required but left blank,

and Agency and Organization are filled in, then fund defaults to
the value specified in the Fund field on the Organization (ORG2)
window.

Conditional. Required if Labor Distribution Override

Option is Use Entered Accounting Values; otherwise, leave
blank. Enter the override agency code. Agency must be valid
with the entered fund. Valid fund and agency combinations are
located on the Fund Agency Index (FAGY) window.

Conditional. Required if Labor Distribution Override
Option is Use Entered Accounting Values; otherwise, leave
blank. Enter the override organization code. Valid values are
located on the Organization Index (ORGN) window.

Conditional. Optional if Labor Distribution Override

Option is Use Entered Accounting Values and Organization is
entered; otherwise, leave blank. Enter a sub-organization
code. Valid values are located on the Sub-Organization
(SORG) window.

Conditional. Required if Labor Distribution Override

Option is Use Entered Accounting Values; otherwise, leave
blank. Enter the appropriation unit code representing the dollar
amount designated by law for a specific purpose. Valid values
are located on the Appropriation Index (APPR) window.

Note: This field is inferred when journal vouchers and payment
vouchers are transferred to the financial system.
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Conditional. Required if Labor Distribution Override

Option is Use Entered Accounting Values and the Exp Budget
Activity Opt on the Fund Agency Index (FAGY) window is Y or A;
otherwise, optional. Enter the activity code used for a further
breakdown of financial activity. Valid values are located on the
Activity Index (ACTV) window.

Conditional. Required if Labor Distribution Override

Option is Use Entered Accounting Values and the Exp Budget
Function Opt on the Fund Agency Index (FAGY) window

is Y or A; otherwise, optional otherwise, leave blank. Enter the
function code representing the budget for a group-related
activity that is aimed at accomplishing a major service or
regulatory responsibility. Valid values are located on the
Function (FUNC) window.

Conditional. Optional if Labor Distribution Override

Option is Use Entered Accounting Values; otherwise, leave
blank. Enter the object code corresponding to the object of
expense for the position. Valid values are located on the Object
Index (OBJT) window.

Conditional. Optional if Labor Distribution Override

Option is Use Entered Accounting Values and Object is
entered; otherwise, leave blank. Enter a sub-object code if a
further breakdown of object is employed. Valid values are
located on the Sub-Object (SOBJ) window.

Conditional. Optional if Labor Distribution Override
Option is Use Entered Accounting Values; otherwise, leave
blank. Enter the job code used to track specific costs
associated with particular projects or jobs. Valid values are
located on the Job Index (JOBT) window.

Conditional. Optional if Labor Distribution Override

Option is Use Entered Accounting Values; otherwise, leave
blank. Enter the reporting category into which the position
falls. Valid values are located on the Reporting Category (RPTG)
window.
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Optional. Leave blank, or enter the code for the agency to
which the employee in this position reports. Valid values are
located on the Agency Index (AGCY) window.

Optional. Leave blank, or enter the code for the organization to
which the employee in this position reports. Valid values are
located on the Organization Index (ORGN) window.

Optional. Leave blank, or enter the position number of the
supervisor to which the employee in this position reports. Valid
values are located on the Position Status Inquiry (QPST)
window.

Optional. Leave blank, or enter the code for the agency that
previously controlled this position. Valid values are located on
the Agency Index (AGCY) window.

Optional. Leave blank, or enter the code for the organization
that previously controlled this position. Valid values are located
on the Organization Index (ORGN) window.

Optional. Leave blank, or enter the position number previously
assigned to this position.

Optional. Leave blank, or enter the code for the new agency
that controls this position. Valid values are located on the
Agency Index (AGCY) window.

Optional. Leave blank, or enter the code for the new
organization that controls this position. Valid values are
located on the Organization Index (ORGN) window.

Optional. Leave blank, or enter the new position number
assigned to this position.

Note: This may be an alpha and/or numeric entry.

Positions by Title Inquiry (QPTL)
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Purpose

The Position by Title Inquiry (QPTL) displays current position data within an agency and
organization sorted by title. Selection criteria include Agency, Organization, and Selection
Date.

QPTL Coding Instructions

E_Position by Title Inquiry M=] E3
Agency | 6RO Organization IMIIJI:I Selection Date |E|4 A21 400
Authorized FTE [ =] Filed FTE Appointment Allowed

Cives O Ho & N/A
Authorized |ncumbents | || Filled Incurbents Recruitment Allowed

ez T No  fEN A

Puozition Short Authorized Authorized Fillz=d

Sub-title P urmnber D eszcription Statuz Incumbentsz FTE |nzumbents
1 || T2 EM22001  RG MRS I ACTYA 1 1.00
2 oo4zz2 - 12 EMZz00z  RE MRS AETYA 1 1.00
3 no4322 - 12 EMZ2003  RGE MBS H AETYA 1 100
4 no43zz2 12 EMzz004 - RE MRS H AETYA 1 1.00
5 oo43z2 o 12 EMZz005  RE MRS AETYA 1 1.00
B no43z2 12 EMZ2006  RE MBS IH ACTWA 1 100
7 o043z o 12 EMzz007  RE MRS H AETYA 1 100
a no43zz2 o 12 EMZz008  RG MRS AETYA 1 100
9 o043z 12 EMZ2008  RE MBS H ACTWA 1 100
10 || 004322 @ 12 EMzz000  RE MRS H AETYA 1 100

1| | 3

Field Name Length Definition

Required. Enter the agency code to view position information
Agency 3 for that agency. Valid values are located on the Agency Index
(AGCY) window.

Required. Enter the organization code to view position
Organization 4 information for that organization. Valid values are located on

the Organization Index (ORGN) window.

Defaults to the current date. Enter a selection date (mm/dd/yy)

Selection Date 6 ] ) ) ]
to view only information that exists as of that date.

Authorized Default is blank. Selectis Equal to to limit the inquiry to only
FTE Dropdown hnse positions that have the same number of authorized full
Filled FTE Menu time equivalents (FTEs) as filled FTEs with no overflow; is

Greater Than to limit the inquiry to only those positions that
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have more authorized FTEs than filled FTEs (i.e., positions with
vacancies); is Less Than to limit the inquiry to only those
positions that have fewer authorized FTEs than filled FTEs (i.e.,
positions that are overfilled).

Note: If this field is left blank, all positions are displayed.

Default is blank. Selectis Equal to to limit the inquiry to only
those positions that have that same number of authorized
incumbents as filled incumbents with no overflow; is Greater
Than to limit the inquiry to only those positions that have more
authorized incumbents than filled incumbents (i.e., positions
with vacancies); and is Less Than to limit the inquiry to only
those positions that have fewer authorized incumbents than
filled incumbents (i.e., positions that are overfilled).

Note: If this field is left blank, all positions are displayed.

Defaults to N/A. Select Yes to limit the inquiry to positions that
allow appointment; No to limit the inquiry to positions that do
not allow appointment; or N/A to display both.

Defaults to N/A. Select Yes to limit the inquiry to positions that
allow recruitment; No to limit the inquiry to positions that do
not allow recruitment; or N/A to display both.

Displays the position's title code.

Displays the position's sub-title code.

Displays the position number.

Displays the short description of the position.

Displays the position status code.



Authorized
Incumbents

Authorized
FTE

Filled
Incumbents

Filled FTE

Overfill
Authorization

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Page | 562

Displays the number of incumbents authorized for the position.

Displays the number of full time equivalents authorized for the
position.

Displays the number of filled incumbents in the position.

Displays the number of filled full time equivalents in the
position.

Displays the overfill indicator. Valid values are N if overfill is not
allowed for either incumbents or full-time equivalents

(FTEs); B if overfill is allowed for both incumbents and FTEs; | if
overfillis allowed for incumbents only; and F if overfill is
allowed for FTEs only.

Prior Period Timesheet (PPER)

Purpose

The Prior Period Timesheet (PPER) document window is used to record time worked and
leave taken during a prior pay period. Upon accessing a PPER, the user will receive the
Batch/Document Entry Window. This window is used as a 'doorway' to various documents
within the SAM Il System, including the Prior Period Timesheet (PPER).

The 'Automatic Document Numbering' feature of the Batch/Document Entry window has
been enabled statewide. Therefore, the system will automatically assign numbers to new
documents as they are created. The user only needs to enter the appropriate three-digit
agency number assigned the employee(s) the timesheets are being created for.

Batch/Document Entry Window Coding Instructions



Batch / Document Entry

Crocument Type Wiew by
| Priar Period Timeshest =] @& Mame © Code
Batch 1D | | Organization I 2025

Dracument D I 300 I 123456739101
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ak Cancel
| =
Field Name Length Definition
. Radio
View By Select Name or Code.
Button
Dropdown Select from the Names or Codes. Valid Values are found
Document Type .
Menu on the Agency Index (AGCY) window.
Leave blank. Documents will not be processed as a
Batch ID
batch.
Required. Enter the organization code appropriate to the
L employee(s) you will be entering timesheets for. Valid
Organization 3 .
values are found on the Organization Index (ORGN)
window.
Required. Enterthe agency code appropriate to the
Document ID 3 employee(s) you will be entering timesheets for. Valid
values are found on the Agency Index (AGCY) window.
Document ID Not Applicable. Automatic Document Numbering.
. The 'Automatic Document Numbering' feature of the
Automatic .
Batch/Document Entry window has been enabled
Document Checkbox . . . .
. statewide. Therefore, the system will automatically assign
Numbering

numbers to new documents as they are created.
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Radio
New/Open/Scan Select the action you wish to take.
Button
OK Button Select if you wish to proceed with this action.
Select if you wish to cancel this action. The window will
Cancel Button close and you will need to access the window again to

proceed with another action.

PPER Coding Instructions - Event View

In order to insert, copy, remove or go to specific lines of entry on the PPER, use
the Edit 'pull-down menu' on your ADVANTAGE Desktop:

Insert Line After Ctrl+F

Insert Line Before Ctrl + B

Remove Line Ctrl+R
Copy Line Ctrl+Y
GoTo Line Ctrl+T

The maximum lines viewable at one time on one screen of a PPER are five.

E_Batch: Document: PPER 300 PPERTL13002 M=l E

M arme | CARRINGTON, LORETTA

Emplavee [D ||:|5|:| -13 . 00Mm Appointrment [0 ﬂ_ Supp Pay Cycle IFieguIar Run "I
[nput Total I Computed Input Total I

Ewvent Wiew | Overides View I

Ewvent Date Ewent Tupe Amaunt Supplemental Pay Cycle

|IZIB A03 /00 |5|_5Fh-1 | 2.00 |F|eu;|ularF!un "I
IEIE A09 /00 |,.f_-.,|_5Fr-.a| I 8.00 IHequIarHun TI
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Display
Only
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Employee ID 10

Appointment ID 1

Supplemental Dropdown

Pay Cycle Menu
Input Total 10
Computed

Input Total

Detail

Event Date 6

Event Type 5

Amount 8
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Definition

The employee's full name (last name, first name, and middle
initial) is displayed.

Required. Enter the employee's social security number. You

can utilize 'Find Code' for a listing of employees by
name, id, pay location, or agency and org.

Optional. Indicates the job for which time and/or leave events
are being entered. This field will be blank for employees with
only one job.

Defaults to Regular Run. If entire document should be runin
a supplemental pay cycle, enter the cycle. Valid values are:

¢ Replacement
e PayType
e Retroactive

e Regular Run

Conditional. Used to record the user’s count of the total
hours being entered on this PPER.

Not applicable.

Required. The date of the time worked or leave event.

Required. The code designating the nature of the time or
leave. Valid values are found on the Event Type (EVNT)
window.

Required. The number of hours and minutes of the time or
leave event. This is entered as hours and minutes, for
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example, 4.25 = 4 hours and 25 minutes, not 4 hours and 15

minutes.

Conditional. Optional, if the Supplemental Pay Cycle field

in the header is set to Regular Run; otherwise must be left
blank. Select a value to indicate the supplemental pay cycle
that applies to the current line. Valid values are:

Supplemental Dropdown
e Replacement
Pay Cycle Menu
e PayType
e Retroactive
e Regular Run
PPER Coding Instructions - Overrides View
B Batch: Document: PPER 300 PPERTL13002 M=] E3
M ame |E&HHINGTDN,LDHETT&
Employee ID |00 - 13 - 0001 Appaintment 1D I_ Supp Fay Cycle IHequIarHun |
[nput Taotal | Computed Input Taotal |
Ewvert Migw Dvermides View |
Event Date Event Type Arnavint Accounting Dveride =
j0s /08 /00 | SLSFM | g.00 | Distribution Opticn | Emplayes Assignment =]

Suppl Pay Cycle

IHeguIar Run TI

Labar Diztrbutian Prafile

—

[T Reduce Baze Pay Type Fund I Agency I
Azzignment Overide Organization & Sub I i I_
Tite /Sub | ' appr Unit [ _
Rate I Achivity I Function I
Fosition | Obiect / Sub | A
Grade I Job Mumber I
Step I Report Category I ﬂ

Field Name Length Definition

Detail

Conditional. If you are entering a new line to the PPER through

Event Date 6

the Overrides View, rather than entering it through the Event

View, this field, containing the date of the time worked or leave

event, is required. However, if you have already entered the line



Event Type 5

Amount 8

Reduce Base
Checkbox
Pay Type

Assignment Overrides

Title

Sub Title

Rate

Position
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on the PPER, then go to the Overrides View, the Event Date will
infer from the line you selected on the Event View.

Conditional. If you are entering a new line to the PPER through
the Overrides View, rather than entering it through the Event
View, this field, containing the code designating the nature of the
time or leave is required. However, if you have already entered
the line on the PPER, then go to the Overrides View, the Event
Type will infer from the line you selected on the Event View.

Conditional. If you are entering a new line to the PPER through
the Overrides View, rather than entering it through the Event
View, this field, containing number of hours and minutes of the
time or leave event, is required. However, if you have already
entered the line on the PPER, then go to the Overrides View, the
Amount will infer from the line you selected on the Event View.

Optional. If you applying an accounting override, check this box
to ensure pay is not generated twice for the specified event ---
first, generated according to the default accounting distribution,
then generated from the accounting override as well.

If this pay event is to be generated in addition to the generated
exception base pay, leave blank.

Not applicable. Changes to an employee's title should be
submitted through the Employment Status Maintenance
Window (ESMT).

Not applicable. Changes to an employee's title should be
submitted through the Position Status Maintenance Window
(PSMT).

Not applicable. Changes to an employee's rate should be
submitted through the ESMT.

Not applicable. Changes to an employee's position assignment
should be submitted through the ESMT.
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Not applicable. Changes to an employee's grade should be

Grade )
submitted through the PSMT.

Not applicable. Changes to an employee's step should be

Step .
submitted through the ESMT.

Assignment Overrides

Optional. Select a value to indicate the option to use to override
the labor distribution for this particular event. Valid values are:

e Employee Assignment to use the employee's default
labor distribution attributes;

Distribution Dropdown e Entered Accounting Values to use the accounting
Option Menu attributes the user will enter here on this window panel;

o Entered Profile to use a designated labor distribution
profile;

e Position Assignment to use the accounting attributes
assigned to the employee's position.
Lab Conditional. Required if Distribution Option is Entered Profile;
abor
Distribution 5
Profile

otherwise, leave blank. Enter the labor distribution profile value
to override this particular event. Valid values are located on the
Labor Distribution Profile (LDPR) window.

Conditional. Required if Distribution Option is Entered
Accounting Values; otherwise, leave blank. Enter the fund
value to override this particular event. Valid values are located
on the Fund (FUND) window.

Fund 4
NOTE: If Fund is required but left blank
and Agency and Organization are filled in, then Fund defaults to
the value specified in the Fund field on the Organization (ORG2)
window.

Conditional. Required if Distribution Option is Entered
Agency 3 Accounting Values; otherwise, leave blank. Enter the agency
value to override this particular event. Agency must be valid with



Organization

Sub

Appr Unit

Activity

Function

Object

Page |569

the entered Fund. Valid fund and agency combinations are
located on the Fund Agency Index (FAGY) window.

Conditional. Required if Distribution Option is Entered
Accounting Values; otherwise, leave blank. Enter the
organization value to override this event. Valid values are
located on the Organization Index (ORGN) window.

Conditional. Optional if Organization is entered; otherwise,
leave blank. Enter the sub-organization value to override this
particular event. Valid values are located on the Sub-
Organization (SORG) window.

Conditional. Required if Distribution Option is Entered
Accounting Values; otherwise, leave blank. Enter the
appropriation unit code value to override this particular

event. Appropriation unit code is inferred when journal vouchers
and payment vouchers are transferred to the financial

system. Valid values are located on the Appropriation Index
(APPR) window.

Conditional. ; Required if Distribution Option is Entered
Accounting Values; otherwise, leave blank. Enter the activity
code value to override this particular event. Activity codes are
used for a further breakdown of financial activity. Valid values
are located on the Activity Index (ACTY) window.

Conditional. Required if Distribution Option is Entered
Accounting Values; otherwise, leave blank. Enter the function
code value to override this particular event. Function codes
represent the budgets for group-related activities aimed at
accomplishing a major service or regulatory responsibility. Valid
values are located on the Function (FUNC) window.

Conditional. Optional if Distribution Option is Entered
Accounting Values; otherwise, leave blank. Enter the object
code value to override this particular event. Object codes
correspond to the object of expense provided by the position.
Valid values are located on the Object (OBJ2) window.
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Conditional. Optional if Distribution Option is Entered
Accounting Values; otherwise, leave blank. Enter the sub-
object value to override this particular event. Sub-object codes
offer a further breakdown of object codes. Valid values are
located on the Sub-Object (SOBJ) window.

Conditional. Optional if Distribution Option is Entered
Accounting Values; otherwise, leave blank. Enter the job code
value to override this particular event. Job codes are used to
track specific costs associated with particular projects or jobs.
Valid values are located on the Job Index (JOBT) window.

Conditional. Optional if Distribution Option is Entered
Accounting Values; otherwise, leave blank. Enter the report
category value into which the position falls to override this
particular event. Valid values are located on the Reporting
Category (RPTG) window.

Recommendation (RCMD)

Purpose

The Recommendation (RCMD) window is used to define codes which describe any
recommendations relating to applicants. For example, an interviewer can recommend that

an applicant is suited for a management position based on his or her background.

RCMD Coding Instructions
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E_FRecommendation |_ O] =]
Effective Expiration Shart
R ecommendation D ate D ate D eszcription Long Description

Tl

2

K]

4

4]

B

7

a

3

10

11

12

13

14

15

1| | r
Field Name Length Definition

) Required. Enter the recommendation code to add, change, or
Recommendation5 . .
expire arecommendation.

. Required. Enter the date (mm/dd/yy) the information becomes
Effective Date 6 )
effective.
Default is 99/99/99. Enter the last date (mm/dd/yy) the

Expiration Date 6 i L.
information is in effect.

L Required. Enterthe new or changed short description of the
Short Description 12 .
recommendation code.
Default is the Short Description entry. Enter the new or

Long Description 30 - .
changed long description of the recommendation code.

Recommended Applicant Listing (RAPL)

Purpose

The Recommended Applicants Listing (RAPL) window displays all applicants meeting the
applicant selection criteria as defined by an Applicant Selection ID on the Applicant
Selection Definition (ASDF) window. You can use this window to generate job applications
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by entering a job notice ID, applicant status, status reason, and status date. Note:
Application updates from this window are not subject to automatic status update
processing. The application statuses must be manually updated.

RAPL Coding Instructions

E_Recommended Applicants Listing M=l E
Applicant Selection 1D I Q4400
Job Application Creation
Job Motice 1D I RATO44100 [+ iCreate JOBAs for Displaved Spplicants
Status I A Status Reazon I M, Status Date I 07 /25 /00
Dther Factors
Applicant Mame Applicant [D Job Motice (D Statuz Total
1 CHEM, 54R&H RO20ET 00T RATHEwW 1001 BE i
2 EISEMBERG, KEWIM ROZ0RTA0T0 RATOEW 1001 AE At
3 GOLDSTEIM, ABBY RO20ET 2420 RATHEW 1001 AL Ao
4 HOFFMAM, ALYS54 RO20ET 0201 RATdEw 1 001 BE i
4] FIbE LAM, DAN RO206T 2020 RATOEW 1 001 AL i
4| | 3
Field Name Length  Definition

. . Required. Enterthe code used to select applicants for
Applicant Selection ) ] )
display. Valid values are located on the Applicant

ID

Selection Definition (ASDF) window.

Optional. Leave blank, or enter the job notice ID for which
Job Notice ID 10 the new job applications generated from this window are

valid.

Optional. Leave blank, or enter the current status of the
Status 2 job application that is being generated. Valid values are
located on the Applicant Status (APST) window.

Optional. Leave blank, or enter the code that contains the
reason for assigning the status of the job application that

Status Reason 5 . . .

is being generated. Valid values are located on

the Applicant Status Reason (APSR) window.

Optional. Leave blank, or enter the date (mm/dd/yy)of
Status Date 6

the job application.



Create JOBAs for
Displayed
Applicants

Applicant Name

Applicant ID

Job Notice ID

Status

Other Factors Total

Interview Average

License

License

Ethnicity

Recommendation

Checkbox

30

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only

Display
Only
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Default is blank. Check this box if job applications should
be generated for all displayed applicants. Clear if
generation of job applications does not apply to this list of
applicants, or individual applicants are selected

using Create JOBA.

Note: Job applications are generated only for those
applicants that appear on the window at that moment.

Optional. Leave blank, or enter all or part of an
applicant's name to begin the display on that

applicant. The selected applicant's full name (last name,
first name, and middle initial) is displayed.

Displays the number used to identify the applicant.

Displays the job notice ID for which the applicant has
applied.

Displays the applicant's status.
Displays the applicant's other factors test average, as

calculated by the system.

Displays the applicant's interview average, as calculated
by the system.

Displays the first license code used to select the
applicant.

Displays the second license code used to select the
applicant.

Displays the applicant's ethnicity.

Displays the applicant's recommendation code for the
listed job notice.



Display

Preferred Start Date
Only

Create JOBA 1

Referral Source (REFR)

Purpose

Page |574

Displays the applicant's preferred start date (mm/dd/yy).

Defaultis N. Optional if Create JOBAs for Displayed
Applicants is blank; otherwise, enter N. This field can be

used to create job applications on an individual basis,
rather than for all applicants displayed. Enter Yto
generate a job application for this applicant for the
entered Job Notice ID.

The Referral Source (REFR) window is used to define the codes which identify the possible

sources where an applicant heard of the job opening.

REFR Coding Instructions

E_Refemral Source M=l E3

Referral Effective E spiration Shart
Source Date Date Dezcrption Long Description

1 Pootzo 9333199 CAREER FalR CAREER FaIR

2 010120 995939 COLLEGE RECR COLLEGE RECRUITMEMT

3 010120 995939 EMPLOYEE EMPLOYEE

4 010120 995939 EMP SECURITY EMPLOYMEMT SECURITY

5 010120 995939 FRIEMD FRIEMD

G 010120 995939 INTERMET INTERMET

7 010120 995939 MEWSFAPER MNEWSPAPER ADWVERTISEMEMT

a 010120 995939 MNOME MNOME

9 010120 995939 OTHER OTHER

10 || TEACH 010120 995939 TEACHER TEACHER

11

12

13

14

15

16

Field Name LengthDefinition



Referral
Source

Effective Date 6

Expiration
Date

Short
Description

Long
Description

30
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Required. Enter the referral source code that is being added,
changed, or expired.
Required. Enter the date (mm/dd/yy) the entry becomes effective.

Default is 99/99/99. Enter the last date (mm/dd/yy) the information
is in effect.

Required. Enter the new or changed short description of the
referral source.

Default is the Short Description entry. Enter the new or changed
long description of the referral source.

Relationship (RELT)

Purpose

The Relationship (RELT) window is used to define the codes which describe the relationship

of an individual (e.g., applicant or beneficiary) to an employee.

RELT Coding Instructions

E_Relationzhip M=l E
Effective E «piration R elationship Short
[rate [ ate Tvpe D escription Long Description
1 P 01020 9353933 ] BEROTHER BROTHER
2 010120 933999 ] DAU-DISABLED DAUGHTER-DISABLED
3 0101 20 9359993 D DAUGHTER DAUGHTER
4 0101 20 9353933 ] FATHER FATHER
4] 0101 20 9353333 ] MOTHER MOTHER
B 0101 20 9359993 ] OTHER OTHER
7 0101 20 9353933 ] SISTER SISTER
a 0101 20 9353333 D SOM SOM
| 0101 20 9359993 D SOMN-DISABLED SOM-DISABLED
10 || SP5-D 0101 20 9353933 5 SPS-DISABLED SPOUSE-DISABLED
11 || SPSE 0101 20 9353333 5 SPOUSE SPOUSE
12 || STDAL 0101 20 9359993 ] STEPDAUGHTR  STEP DALUGTHER
13 || STSOM 0101 20 935933 D STEF 50M STEF 50N
14
15
1 |
Field Name LengthDefinition
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Relationship 5 Required. Enterthe relationship code.

Effective Date 6 Required. Enter the date the entry becomes effective.

Expiration , . L

Dat Default is 99/99/99. Enter the last date the information is in effect.
ate

Relationship 1 Required. Enter the relationship type code. Valid values are S for

Type Spouse; D for Dependent; and O for Other beneficiary relationship.

Short 12 Required. Enter the new or changed short description of the

Description relationship code.

Long Default is the Short Description entry. Enter the new or changed

Description long description of the relationship code.

Report Group (RCAT)

Purpose

The Report Group (RCAT) window defines valid report group codes used for inquiry and
reporting purposes.

RCAT Coding Instructions

E_Report Group Hi=] E3

Report Effective E xpiration Short
[Eroup D ate D ate D escription Long Description

0O =] 0 = L [ —

— L g
M &= ka0
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Field Name LengthDefinition

Required. Enterthe report group code you are adding, changing, or
Report Group 5

expiring.
Effective Date 6 Required. Enter the date (mm/dd/yy) the entry becomes effective.
Expiration 5 Default is 99/99/99. Enter the last date (mm/dd/yy) the information
Date is in effect.
Short 19 Required. Enter the new or changed short description of the report
Description group code.
Long Default is the Short Description entry. Enter the new or changed
Description long description of the report group code.

Retro Frequency Selection (RSEL)

Purpose

The Retro Frequency Selection (RSEL) window, along with the Retroactive Pay Trigger
(RTRG) window, controls the scheduling of retro calculations and payments. This window
controls when certain groups of employees’ retroactive triggers are to be processed. At
least one Retro Frequencies entry must be entered in order to run an offline retroactive
pay process successfully. If all retroactive pay triggers are to be picked up every time a
retroactive pay processing runs, enter all asterisks (*) in all fields, leaving Retro
Frequencies blank.

RSEL Coding Instructions



£ _Retro Frequency Selection

Payrall Mumber
Perzonnel Action
Perzonnel Action Reasan
M TI Tranzaction Type
Effective ['ate

Expiration Date

Retra Frequencies

—
[CARLD

A15

[Aeve =]
07 /25 /00
EFEXES

=] E3

Field Name LengthDefinition

Payroll
Number

Personnel
Action

Personnel 3
Action Reason

MTI
Transaction 1

Type
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Required. Enter a value to represent a specific group of employees’
payroll number. Refer to the Payroll Number (PYNO) window for

valid values, or enter asterisks [*****] to select all payroll numbers.

Optional. Enter a code to indicate the appropriate personnel

action. Personnel actions affect an employee’s employment status,

title and/or pay. Refer to the Personnel Action (PACT)window for

valid values, or enter asterisks [*****] to select all personnel

actions.

Required. Enter avalue to indicate the reason for the personnel
action. Refer to the Personnel Action Reason (PART) window for
valid values, or enter asterisks [*****] to select all reasons for the

personnel action.

Required. The MTl transaction type indicates which MTI transaction

type created the retro trigger. For example, an entry of RTRG means
that the record was created through the Retroactive Pay Trigger
(RTRG) window; and ESMT indicates that the record was created
through an Employee Status Maintenance (ESMT) transaction. Valid

values are:
e AGYA
e« AGYD

e AGYS



Effective Date 6

Expiration
Date

Retro
Frequencies
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e CHCK
e« COPT
o ESMT
e PEND
e RSMT
e RTRG

Required. Enter the date the information becomes effective.

Optional. Enter the last date the information is in effect. Default
is 99/99/99.

Optional. Retro frequency codes are used to allow the specified
retro triggers to be chosen for processing at a particular pointin
time. [Two character frequency codes must be entered one after the
other without blank fields between them.] The system accepts up to
five entries. Refer to the Retro Processing Frequency (RETF) window
for valid values.

Retro Processing Frequency (RETF)

Purpose

The Retro Processing Frequency (RETF) window defines the codes used on the Retro
Frequency Selection (RSEL) window, and in parameters for retroactive pay processing jobs.

RETF Coding Instructions
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E_Retro Processing Frequency |_ O] =]

Retra Effective E wpiration Shart
Frequency Date Date D eszcription Long Description

0O~ O N = L [ —

Field Name LengthDefinition

Retro 9 Required. Enter the retro frequency code that is being changed,
Frequency added, or expired.

Effective Date 6 Required. Enter the date the information becomes effective.
Expiration 5 Optional. Enter the last date the information is in effect. Default
Date is 99/99/99.

Short 19 Required. Enter the new or changed short description of the retro
Description frequency code.

Long Optional. Enter the new or changed long description of the retro
Description frequency code. Default is the Short Description entry.

Retroactive Pay Trigger (RTRG)

Purpose

The Retroactive Pay Trigger (RTRG) window is used to view and modify automatically
generated retroactive pay triggers, and enter manual triggers for situations where
automatic triggers do not occur, such as when a change to a table-driven pay rate
occurs. After entering retroactive pay triggers for all affected employees, the offline



Page |581

retroactive pay processing is initiated. When it is processed, a trigger record is added to
the database and preparation for retroactive pay processing begins. Manual triggers can
also be generated using the Mass Change Requests for One-Time Transactions (MAS3)
window if many employees are affected by the change.

RTRG Coding Instructions

E_Retroactive Pay Trigger |_ O] =]
Mame | STOCKTON, JOHN
Emplayee D ||:|?|:| -5 - 00m Appointment 1D ﬂ_

M TI Tranzaction Type I ESMT MTI Tranzaction Sestem [0 |

Retroactive Pay Information
Type D | Pending Pay Only =]
Start D ate ||:|'| A0 osan End Date ||:|'| A0 00
Fiun Mumber I o [ Payrall Murnber 250

Agency 50 Perzonnel Action ¢ Reazon IS,&.LHY As02

Organization I 2358

Comments SY'STEM-GEMERATED FROM ESMT OM
07 /2600 AT 08:23

Field Name Length Definition

N Display The employee’s full name (last name, first name, and middle
ame
Only initial) is displayed.

EmployeeID 10 Required. Enter the employee’s social security number.

Optional. If an employee holds more than one appointment, enter

. the appropriate appointment identification number to indicate
Appointment

D which appointment is affected. Leave blankto indicate the

employee’s primary appointment. An asterisk (*) indicates all
appointment identification numbers.

MTI
Transaction

Type

Display The four-character window identification number of the associated
Only  window is displayed.



MTI
Transaction
System ID

Type ID

Start Date

End Date

Run Number

Payroll
Number

Agency

Personnel
Action

Display
Only

Display
Only

Display
Only

Display
Only
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The identification number used to uniquely identify the accepted
transaction that created this retroactive pay trigger is displayed.

Optional. Select a value to determine which pay type is to be
included in the retro pay processing. Defaults to Pay Cycle
[P]. Valid values are:

e PayCycle [P]
e FLSA Work Cycle [F]
e Pending Pay Only [O]

Conditional. Required if data is being updated. Optional
otherwise. Enter the date on which the retroactive change
becomes effective. This date is also the start date of the trigger.

Conditional. Required if data is being updated. Optional
otherwise. Enter the date on which the retroactive change
ends. This is the end date for the retroactive pay trigger.

The system-generated retro run number is displayed. This number
identifies the retroactive processing run in which the trigger was
processed.

Identifies the employee’s payroll number (as of the creation of the
retroactive pay trigger) used to select the trigger specified on the
Retro Frequency Selection (RSEL) window.

The employee’s home agency (as of the creation of the retroactive
pay trigger) is displayed.

Optional. Enter the personnel action code to be used for selecting
this retroactive pay trigger. Refer to the Personnel Action

(PACT) window for valid values. If the trigger was automatically
generated, the personnel action code on the initiating transaction
is carried over to the retroactive pay trigger. If the personnel action
code on the entry is specified on the Retro Frequency Selection
(RSEL) window; the trigger is processed in the next offline
retroactive pay processing run.
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Optional. Enter the personnel action reason code associated with
the employee’s appointment identification number. Refer to

the Personnel Action Reason (PART) window for valid values. If the
trigger was automatically generated, the personnel action reason

Personnel o . . .
R code on the initiating transaction is carried over to the retroactive
eason
pay trigger. If the personnel action reason code on the entry is
specified on the Retro Frequency Selection (RSEL) window; the
trigger is processed in the next offline retroactive pay processing
run.
. Display _— . .
Organization onl The management organization of this employee is displayed.
nty
Optional. Enter additional information pertinent to the record. All
Comments 70 entries made in this field are stored on the database during
update. All system-generated comments are also displayed here.
S

Savings Bond Deduction (SAVB)

Purpose

The Savings Bond Deduction (SAVB) window is used to record and view information
regarding an employee's savings bond deductions. The information includes the deduction
type, deduction amount, and beneficiary.

SAVB Coding Instructions
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E_Savings Bond Deduction M=l E3
M arne | BAY, JOHMNY
Employee (D |050 - 31 - 0001 Appointment 1D |
Effective D'ate ID? A25 00 E =piration D ate IEE 293 +93
Deduction Type I 100-1 Deduction Plan I 100-1
Deduction Amount I RO.00 Deduction Rate I
Contribution to Goal I
e Informnatior
Mame | JOHMMY | |Ray
Addrezs |24III1 E McCARTY ST
| Social Secunty # |
City |JEFFEF|SEIN CITY State |MEI
Zip IEE'I o - Country ILIS.-’-‘-.
Benefiziary / Co-owner Infarmation

Name | SUSIE RAY @ {Bereficiay!  © Coowner ¢ None

Social Security # | Recipient = Estate " Charity * Maone
Field Name Length Definition
N Display The employee's full name (last name, first name, and middle

ame
Only initial) is displayed.

Employee ID 10 Required. Enter the employee's social security number.

AppointmentID 1

Effective Date 6
Expiration Date 6
DeductionType 5

Optional. Enter the appointment ID if the employee holds
more than one appointment. Enter an asterisk (*) if this
deduction affects all the employee’s appointments.

Required. Enter the date the savings bond deduction
becomes effective.

Optional. Enter the last date the deduction should be
taken. This will default to 99/99/99.

Required. Enter the code for the type of deduction being
taken. Referto the Deduction Type (DEDT) window for valid
values.

NOTE: If an employee wishes to purchase more than one
bond of a particular amount, these must be entered on



Deduction Plan

Deduction
Amount

Deduction Rate

Contribution to
Goal

Name

Address Line 1

Address Line 2

City

State

10

10

15

20

30

30

19
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separate transactions as different deduction types, (i.e., two
$100 bonds would be entered as “100-1” and “100-2”).

Required. Enter the deduction plan for the deduction being
taken. Refertothe Deduction Plan (DPLN) window for valid
values.

Conditional. Enter the deduction amount if overriding a
normal fixed deduction amount. The State of Missouri has set
fixed amount on the Deduction Plan (DPLN)

window. The Employee Override Allowed on Deduction Plan
(DPLN) is set to Yes [A] so this amount can be overridden.

Leave Blank.

The State of Missouri will be using a dollar amount; therefore
percentage is not applicable in the SAM Il HR/Payroll system.

Leave Blank. On the Deduction Type (DEDT) window, the
deduction goal has been set to Cyclical Goal-Oriented.

Optional. Enter the owner name if other than the employee.

Conditional. Required if the Owner Information Name was
entered; otherwise, leave blank. Enter the owner address if
other than the employee.

Conditional. Optional if Address is entered and additional
space is required to complete the address.

Conditional. Required if the Owner Information Name was
entered; otherwise, leave blank. Enter the city if other than
employee.

Conditional. Required if the Owner Information Name was
entered; otherwise, leave blank. Enter the state if other than
employee.



Zip
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30
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Conditional. Required if the Owner Information Name was
entered; otherwise, leave blank. Enter the zip code if other
than employee.

The State of Missouri default value is USA.

Conditional. Required if the Owner Information Name was
entered; otherwise, leave blank. Enter the owner’s social
security number.

Optional. Enter the name of the co-owner or beneficiary, if
any.

Conditional. Required if there is a co-owner or
beneficiary. Select a value to indicate if the name listed is a
co-owner or beneficiary. Valid values are:

e Beneficiary
e Co-owner

e None

Conditional. Optional if there is a co-owner or beneficiary,
otherwise not allowed. Enter the co-owner’s or beneficiary’s
social security number.

Conditional. Optionalif there is a beneficiary. Not allowed if
the co-owner/beneficiary indicator is set to Co-Owner or
None. Select a value to indicate if the savings bond goes to an
estate or charity. Valid values are:

o Estate
e Charity
e None

Supplemental Pay Trigger (STRG)

Purpose
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The Supplemental Pay Trigger (STRG) window designates which employees need to be
processed in an offline supplemental Gross-to-Net run. The supplemental pay trigger can
be manually entered, or automatically generated by the system during a check cancellation
if a replacement check is requested.

STRG Coding Instructions

E_Supplemental Pay Trigger M=l E3
Mame | RAY, JOHMNY

Employee D j050 - 31 - 00m Appointment 1D I_
Supplemental Type | Replacerment =]

FPau Type IHEGLFI
Pay Period End D ate IEIE A15 00

Bank Account # Check Mumber | 11 4 | 1234867591011

Field Name Length Definition

Display The employee’s full name (last name, first name, and middle

Name T,
Only initial) is displayed.
EmployeeID 10 Required. Enter the employee's social security number.
Appointment 1 Required. Enter the employee’s appointment identification
ID number.
Optional. Select a value to indicate the supplemental pay type
cycle necessary to pay the employee. Default is Replacement
[R]. Valid values are:
e Replacement|[R]
e By PayType [P]
Supplemental , e Multiple Payments [M]
Type

e Retroactive [T]
e Advance Processing [A]
e No Pay Calc Processing [C]

The State of Missouri is not utilizing the Advance Processing
[A] and No Pay Calc Processing [C] values at this time.



Pay Type 5

Pay Period End 5
Date

Bank Account 2

Check Number 14

Tax Class (TAXC)

Purpose
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Conditional. Required if Supplemental Type is By Pay Type [P],
otherwise, leave blank. Enter the Pay Type Code in this
field. Refer to the Event Type (EVNT) window for valid values.

Conditional. Required if Supplemental Type is Replacement
[R] or Advance Processing [A]; otherwise, leave blank. Enter the
trigger date associated with this supplemental payment. Must be
a pay period end date.

Optional. Enter the bank account of the supplemental pay. Refer
to the HR Bank Account (FINI) window for valid values.

Optional. Enter the check number of the supplemental pay.

The Tax Class (TAXC) window identifies the taxes to which an employee in the class is

subject.

TAXC Coding Instructions
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E_ Tax Class

Tax Clazs I‘I_

Effective D ate IEI1 S0 A2

=] E3

E xpiration Date IEIEI } EEl /99

Short Dezcription | FED & STATE

Long Description |FED L STATE STD W/H IMCOME T

Employee # Appaintrett 1D

T ax Dieductian

i~ By Employes Ve Fem
" By &ppointment 1 | FEDTx | FEDTx
* Both 2 |5TATx [ STATH
3 |
4 |
5 |
8 |
| |
Field Name Length Definition
Required. Enter the code to indicate the tax class to be
Tax Class 1
entered or changed.
Effective Date 6 Required. Enter the date the entry becomes effective.
o Optional. Enter the last date the informationisin
Expiration Date 6 .
effect. Defaultis 99/99/99.
Lo Required. Enterthe new or changed short description of
Short Description 12
the tax class code.
Optional. Enter the new or changed long description of
Long Description 30 the tax class code. Defaultis the Short

Employee/Appointment Radio

ID

Description entry.

Required. Select the value to indicate whether the tax is
associated with the employee, an appointment, or
both. Valid values are:

Buttons e By Employee [E]

e By Appointment [A]

« Both[B]



Type 5
Plan 5
Tax Levy (LEVY)
Purpose
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Optional. Enter the deduction type appropriate for the
taxing entity. Up to seven tax deductions can be
entered. Refer to the Deduction Type (DEDT) window for
valid values. Make sure the deductions chosen to put on
the Tax Class (TAXC) are calculated using marginal
tables, Tax Parameters (TAXP) and Marginal Tax Rates
(DEDX); these deductions have a Deduction Type
(DEDT) entry Deduction Class of Table Driven Tax [T].

Optional. Enter the deduction plan appropriate for the
taxing entity. Up to seven tax deductions can be
entered. Refertothe Deduction Plan (DPLN) window for
valid values. Make sure the deductions chosen to put on
the Tax Class (TAXC) are calculated using marginal
tables, Tax Parameters (TAXP) and Marginal Tax Rates
(DEDX); these deductions have a Deduction Type
(DEDT) entry Deduction Class of Table Driven Tax [T].

The Tax Levy (LEVY) window is used to record and view information relating to a tax levy
deduction taken from an employee’s wages. The Internal Revenue Service (IRS) can collect
taxes owed by creating a levy against the taxpayer’s wages. The State of Missouri
establishes the tax levy deduction based on the net pay exemption available to the
employee. The SAM Il HR/Payroll system then calculates the amount due to the IRS each

pay period.

LEVY Coding Instructions
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E Tax Levy M= E3
Marne | R, JOHNNY
Employee (D IEIEEI -4 - 00m Appaintment 1D I_
Effective [ate IU? A28 200 Expiration D ate I dHood
Deduction Type IFEDTX Deduction Plan IFEDTX
Served Date I s / Contribution to Goal I
oal Aot I Murnber of Defendant Dependents I
Met Pap Exemption I Izer Field |
I1zer Field I Ilzer Field I
Remarkz |
Field Name Length Definition
Name Display The employee’s full name (last name, first name, and middle
Only initial) is displayed.
Employee ID 10 Required. Enterthe employee’s social security number.
. Required. Enter an asterisk (*) as garnishments in the State of
AppointmentID 1 . . .
Missouri affects all the appointments.
Effective Date 6 Required. Enter the date the information becomes effective.
Optional. If initiating a new tax levy, the system will
Expiration Date 6 automatically default to 99/99/99. If entering the release of a
levy, enter the release date.
Required. Enter FDLVY in the code for the tax levy deduction
) type. (FDLVY is the State of Missouri’s valid deduction type as
DeductionType 5 . .
established on the SAM Il HR/Payroll system’s Deduction
Type window.)
Required. Enter FDLVY in the code for the tax levy deduction
i plan. (FDLVY is the State of Missouri’s valid deduction plan as
Deduction Plan 5 ) .
established on the SAM Il HR/Payroll system’s Deduction Plan
(DPLN) window.)
Served Date 8 Optional. Enter the date the order was served.
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Net Pay
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User Field

User Field

User Field
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10

10

10

30
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Required. If known, enter the amount the employee has already
contributed toward the deduction goal has been made
available. If the amount is not known, enter 99999.99.

Required. The amount to be entered will be determined by the
Wage Garnishment Unit based on the tax levy documentation
received.

Note: At this time, the State of Missouri is utilizing this field and
tables have been established for goal oriented amounts. The
State does have the option of flagging the system to make this
an optional field.

Required. Enter the number of dependents claimed on the IRS
Statement of Exemptions (Form 668-W).

Required. Enter the dollar amount of the net pay the employee
can receive for each pay period. For each, refer to IRS
regulations on how to calculate net pay exemption.

Optional. Additional field to be used at the discretion of the
State of Missouri.

Optional. Additional field to be used at the discretion of the
State of Missouri.

Optional. Additional field to be used at the discretion of the
State of Missouri.

Optional. Enter additional comments in this field.

Tax Marital Status (TAXM)

Purpose

The Tax Marital Status (TAXM) window defines the codes which identify possible marital

statuses employees can claim on tax forms.

TAXM Coding Instructions
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E_Tax Marital Status

I [=] E3

E xpiration Shaort
Date Dezcription

Long Description

Marital Effective
Statuz  Date
1 [TTET oo
2 b 01 o 20
3 5 01 o 20
4
5
B
fi
a
9
10
11
12
13
14
15

93133139 EIC SINGLE
93133139 MARRIED
93133139 SINGLE

EIC MARRIED BUT AT SINGLE RATE
MARRIED
SINGLE

Field Name LengthDefinition

Marital Status 1

Effective Date 6

Expiration
Date

Short
Description

12

Long
Description

Required. Enterthe code to indicate the marital status to be

entered or changed.

Required. Enter the date the entry becomes effective.

Optional. Enter the last date the information is in effect. Default

is 99/99/99.

Required. Enter the new or changed short description of the marital

status code.

Optional. Enter the new or changed long description of the marital
status code. Default is the Short Description entry.

Tax Parameters (TAXP)

Purpose

The Tax Parameters (TAXP) window defines the tax rules for each deduction type and

deduction plan by tax marital status.

TAXP Coding Instructions
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E_Tax Parameters

Deduction Type EIC

|EI1 A0 S20
T

Effective D ate

T ax Marital Statuz

=] k3
Deduction Plan EIC

IEIEI 433 /99

E =piration Date

Shaort Dezcription

| EIC ADY PYMT

Lanhg Descriptian

Annual Exemption Amount

Standard Deduchon Amount———

| EARMED INCOME CREDIT ADW PAYMT

I 0.00

Annual Grozs Amount——————————————

Minimim I 0.00 FinimLim I 0.00
S ERT I 0.00 P ainnuirm I 0.00
Rate .00
Field Name LengthDefinition
Required. Enter the deduction type code associated with the tax
Deducti withholding deduction that is being entered or changed. The
eduction
T Deduction Type code used must have a Deduction Class ID of Use
e
P Marginal Tax Tables [T]. Refer to the Deduction Type
(DEDT) window for valid values.
Deduction Required. Enter the deduction plan code associated with the tax
ucti
Pl withholding deduction that is being entered or changed. Refer to
an

Effective Date 6

Expiration
Date

Tax Marital
Status

Short
Description

12

Long
Description

30

the Deduction Plan (DPLN) window for valid values.
Required. Enter the date the information becomes effective.

Optional. Enter the last date the information is in effect. Default
is 99/99/99.

Required. Enter the code to indicate the tax marital status
associated with the tax parameter entry that is being entered or
changed. Refer to the Tax Marital Status (TAXM) window for valid
values.

Required. Enter the new or changed short description of the tax
parameter.

Optional. Enter the new or changed long description of the marital
status code. Default is the Short Description entry.
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Note: The values entered in the following fields differ based on whether the standard
Federal model of marginal tax withholding or a Special Routine for state or local marginal
tax withholding is used.

Required. Enter the dollar amount that is annually exempt from this

Annual tax. If the Deduction Plan does not use a Special Routine, this value
Exemption 10 is multiplied by the number of withholding allowances specified on
Amount each employee’s Employee Tax Parameters (TAX) window during the

Gross-to-Net process.
Standard Deduction Amount

Field

Length Definition
Name

. Required. Enter the dollar amount that is the minimum standard
Minimum 10 .
deduction amount that can be taken.

. Required. Enter the dollar amount that is the maximum standard
Maximum 10 .
deduction amount that can be taken.

Rat 5 Required. Enter the amount or percent that represents the standard
ate
deduction for this tax parameter.

Annual Gross Amount

Field

Length Definition
Name

. Required. Enter the dollar amount that represents the minimum
Minimum 10 . .
annual gross wage applicable to this tax.

. Required. Enterthe dollar amount that represents the maximum gross
Maximum 10 . .
wage applicable to this tax.

Tax Reporting (TAXR)

Purpose

The Tax Reporting (TAXR) window is used to define which pay and deduction categories are
included or excluded on such reporting processes as W-2s, Quarterly Summary Reporting,



Page | 596

1099-Rs, and 1042-Ss. It also defines which pay or deduction categories are included in
the Payroll Summary (QPYR) inquiry.

TAXR Coding Instructions

E_Tax Reporting M=]
Report 1D I HaR0120 Report ltem I 1
Short Description | WiE5,TRS 0THR
Long Description |W.-'-‘-.GES, TIFS OTHER COMFPEMSATON
Effective E «piration Include / Exclude Dizplay Subject
Category  Date D ate Cateqorny [arozs
1 AaL 0o 20 935359 E M
2 ABL 0o 20 935359 E M
3 AETMA 010120 935359 E M
4 AMMPO 010120 935359 I M
5 AMMUP 0101 20 935359 I M
B BEPAY 0o 20 935359 I M
v BOARD 010120 935359 I M
2 CLMT 0o 20 935359 I M
Field Name Length Definition
Required. Enter the identification number of the report which
includes or excludes the entered pay or deduction
categories. Valid values are:
e HAR0120
o W-2reporting
e HAR9500
Report ID 8

o Quarterly Summary (941) reporting
e HFRO0109

o 1099-R reporting
e HARO0142

o 1042-Sreporting



Report Item

Short
Description

Long Description

Category

Effective Date

Expiration Date

Include/Exclude
Category

Display Subject
Gross

5
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If this entry is for a user-defined inquiry on the Payroll Summary
(QPYR) window, any value defined on Tax Reporting Description
(TAXD) is acceptable.

Required. If this entry pertains to tax reporting, enter the box or
line number into which a pay or deduction event is to be
included or excluded. Refer to the Tax Reporting Description
(TAXD) window for valid values. If this reportitem is part of a
user-defined inquiry for the Payroll Summary (QPYR) window,
any value assigned to Report ID on the Tax Reporting Description
(TAXD) window is acceptable. Referto the User’s Guide for
further information on valid values for report items used for tax
reporting.

Display The short description of the report ID and reportitem is

Only

displayed.

Display The long description is displayed of the value assigned to Report

Only

5

6

6

ID on the Tax Reporting Description (TAXD) window.

Required. Enter a category code used to indicate the pay or
deduction category to be used for tax reporting or for inquiry on
the Payroll Summary (QPYR) window. Refer to the Event
Category (CATG) window for valid values.

Note: Special conditions apply for tax processing. Refer to
the User’s Guide for detailed instructions.

Required. Enter the date the entry becomes effective.

Optional. Enter the last date the information is in effect. Default
is 99/99/99.

Required. Select [l] to indicate the value entered in Category
should be included in the total for Report Iltem. Clear [E] if the
value in Category should be subtracted from the total.

Optional. Defaultis N. Indicate whether the subject gross of
the deduction category or the actual deduction amount of the
deduction category should be used in the report item. Valid
values are:
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o Use subject gross of deduction category in the
report item.

o Use actual deduction amount of the deduction
category in the report item.

This field must be setto Y if an HAR0120 report item is set
to 3or 5; it must be setto Nifthe reportitemis4or6. In
addition, the field can be set to Y if all of the following conditions

apply:
e reportis HAR0120, HFR0109, or HAR0142

e the entered category is a deduction

e the categoryis used by only one deduction type on the
Deduction Type (DEDT) window.

Tax Reporting Description (TAXD)

Purpose

The Tax Reporting Description (TAXD) window defines the report items belonging to each
report ID. These report items are used to group categories on the Tax Reporting (TAXR)
window for reporting or inquiry purposes. Refer to the Tax Reporting Supplement for
information on setting up report items used in tax reporting.

TAXD Coding Instructions



E_Tax Reporting Description

Fepart D I HAR0 20
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Repart  Shart
[tem Dezcription Lonhg Description

1 1 WGES.TPS.OTHR  WaGES, TIPS, OTHER COMPENSATON

2 10 DEF CARE DEFPEMDEMT CARE BEMEFITS

3 13-C C GROUF LIFE IM EXCESS OF $50000

4 13E E SECTION 403 [B]

5 134G G SECTIOM 457(E)

B 13- J HOMTAABLE SICK PAY

v 13F P REIMBURSEAELE MOVING EXPEMSES

2 130 G MILITARY ALLOWANCE

g 17001 MO STATE WAGES, TIPS, ETLC.

10| 180001 MO STATE INCOME T

11 19 LOCALITY LOCALITY MAME

12 || 2 FED Tax W /H FEDERAL IMCOME Tax WITHHELD
Field Name LengthDefinition

Required. Enterthe reportidentification number that is being
Report ID 8 .
defined.

Reportiltem 5 Required. Enterthe reportitem for the report ID entered above.
Short 19 Required. Enterthe new or changed short description of the report
Description item.
Long 30 Optional. Enter the new or changed long description of the report
Description item. Defaultis the Short Description entry.

Tenure Status Maintenance (TENM)

Purpose

The Tenure Status Maintenance (TENM) window is used to establish and track an
employee's tenure information. Itis used to record all subsequent tenure statuses and to

view a history of the employee's tenure statuses.

TENM Coding Instructions
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£ Tenure Statusz Maintenance

=] E3

M arne |

Employee (D |

Effective D ate

|EI1 A0 20

T

E spiration Date

Tracking |

Tenure Status |

Tenure B ank |

[ Include in &4UF Feport

[T Include in IPEDS Report

zer Date I / !

zer Field 1 I Ilzer Field 2 I

Ilzer Flag 1 I_ Ilzer Flag 2 I_
Field Name Length  Definition

Display
Only

Name

Employee ID 10

Effective
Date

Expiration
Date

Tracking (1- Display
2) Only

Tenure Display
Status (1-2) Only

Displays the employee's full name (last name, first name, and
middle initial).

Required. Enter the employee's social security number.

Required. Enter the date (mm/dd/yy) the tenure status
information is effective.

Default is 99/99/99. Enter the last date (mm/dd/yy) the tenure
status information is in effect.

Note: The system displays 99/99/99 as the expiration date on the
most recent transaction. As a subsequent transaction is
completed, the expiration date for the previous transaction is
automatically updated to the day before the effective date of the
new transaction.

Required. Enter the tracking code. Valid values are located on the
Tracking Code (TRKC) window. The system automatically displays
the tracking code description.

Required. Enterthe tenure status code. Valid values are located
on the Tenure Status (TENS) window. The system automatically
displays the tenure status description.
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Required. Enter the institution-specific faculty rank code. Valid

Tenure Rank Display .
values are located on the EEO-6 Rank (RNKM) window. The system

(1-2) Only . . A

automatically displays the tenure rank description.
Include in Defaultis blank. Check this box if the employee is to be included
AAUP Checkbox in AAUP reporting. Clear if the employee will not be included in
Report AAUP reporting.
Include in Default is blank. Check this box if the employee is to be included
IPEDS Checkbox in IPEDS reporting. Clear if the employee will not be included in
Report IPEDS reporting.
User Date 6 Optional. Field not defined.
User Field1 5 Optional. Field not defined.
User Field2 5 Optional. Field not defined.
User Flag1 1 Optional. Field not defined.
User Flag2 1 Optional. Field not defined.

Time Category (TIMC)

Purpose

The Time Category (TIMC) window defines codes that specify either a Labor Distribution
Profile or an Object/Sub-Object to which overtime hours are posted. This code is then
entered on the Event Type (EVNT) window for base pay. Whenever an employee works
overtime (as defined by the employee standard pay period hours on Pay Class (PYCL)),
those hours are charged to the accounting distribution specified by the time category if the
Site Specific Parameters (SPAR) window entry ACCTG CHARGE EXCESS TIME CATEG is
settoY.

TIMC Coding Instructions
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E_Time Category

Time Cateqony
Effective D ate
Expiration Date
Shaort Dezcription

Long Description

Fazition Control Expenze Categaory I

Object / Sub-object
Cost Accounting 1D

Labar Distribution Agency / Frofile I £ I

=] E3

IEITIME
IEI'I 020
IElEI A93 49

| OTIME ACCTG
| OVERTIME ACCOUNTING LINE

R

| Object / Sub-object =l

Field Name

Time Category

Effective Date

Expiration Date

Short
Description
Long

Description

Position Control
Expense
Category

Object

Sub-Object

Length Definition

5

6

6

12

30

5

2

Required. Enter the code to indicate the time category to be
entered or changed.

Required. Enter the date the entry becomes effective.

Optional. Enter the date the information expires. Default
is 99/99/99.

Required. Enter the new or changed short description of the time
category code.

Optional. Enter the new or changed long description of the time
category code. Default is the Short Description entry.

Conditional. Enter the code to indicate the position control
expense category to which the overtime hours and dollars are
counted. Refer to the Expense Category (PEXP) window for valid
values.

Conditional. Required if Cost Accounting ID is Object/Sub-
Object [O]; otherwise, not allowed. Enter the Object code. Refer
to the Object Index (OBJT) window for valid values.

Conditional. Optional if object code is used. Enter the Sub-
Object code. Refer to the Sub-Object (SOBJ) window for valid
values.



Cost Accounting1

ID

Labor
Distribution
Agency

Labor
Distribution
Profile

3

5
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Optional. Select the value to indicate the cost accounting
associated with this entry. Valid values are:

No Override [N]

o No accounting attributes are specific to this time
category.

e Object/Sub-Object[0O]

o The overtime hours will be posted to the object and
sub-object assigned to this entry.

o Labor Distribution Profile [P]

o The overtime hours will be posted to the Labor
Distribution Profile assigned to this entry.

e Obj/Sub-0bj- Unless Document Override [U]

o There are currently no documents which can
override time category accounting attributes;
therefore, the overtime hours will be posted to the
Object and Sub-Object assigned to this entry.

e Labor Dist Profile - Unless Document Override [V]

o There are currently no documents which can
override time category accounting attributes;
therefore, the overtime will be posted to the Labor
Distribution Profile assigned to this entry.

Conditional. Required if Cost Accounting ID is Labor
Distribution Profile [P]; otherwise, not allowed. Enter the labor
distribution Agency code. Refer to the Agency Index

(AGCY) window for valid values.

Conditional. Required if Cost Accounting ID is Labor
Distribution Profile [P]; otherwise, not allowed. Enterthe labor
distribution profile code. Refer to the Labor Distribution Profile
(LDPR) window for valid values.
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Title Category (TCAT)

Purpose

The Title Category (TCAT) window defines the codes which group multiple job titles to a
position.

TCAT Coding Instructions

E_Title Category |_ O] =]

Title Effective E xpiration Short
Categary D ate D ate D escrption Long Dezcrphion

1 |[FRACCTT 7 moza 9393999 ACCT TECHM ACCOUNT TECHMICIAN =

2 RalRIM 010 20 9393999 AIRPORT INSF AIRPORT INSPECTOR

3 RALDIT 0120 93935999 AUDITOR AUDITOR

4 REESPC 01020 9935999 BEMEFIT SPEC BEMEFITS SPECIALIST

4] RERIMS 01020 9335939 BRDG IMSP Ch BRIDGE IMSF CREW MEMEER

B RERMMT 010 20 9393999 BROG MNHT CHM BRIDGE MAIMTENAMCE CREW

7 REUSPC 010 20 9393999 BIUSM SPECLST BUUSIMESS SPECIALIST

a RCADAP 0120 93935999 CADD IMSTRCT CADD APPLICATION IMSTRUCT

9 RCARTG 01020 9935999 CARTOGRAPHER CARTOGRAPHER

10 || RCLERK 01020 9335939 CLERE. CLERK

11 || RCMGSP 010 20 9393999 CMPTR GRFHIC COMPUTER GRAPHICS SPECIA

12 || RCMFRG 01 o 20 933999 COMF PROGMAR COMPUTER PROGRAMMER =

13 || RCMSPC 010120 9393999 COMP SPECLST COMPUTER SPECIALIST -
4| | |

Field Name LengthDefinition

Required. Enter the title category code that is being changed,

Title Category 6 )
added or expired.

Effective Date 8 Required. Enter the date the entry becomes effective.
Expiration Date 8 Default is 99/99/9. Enter the last date the information is in effect.
Short . . .

Lo 12 Required. Enter a short description of the Title Category.
Description
Long Default is Short Description entry. Enter the new or changed long

30
Description description of the Title Category.



Title Group (TTLG)

Purpose
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The Title Group (TTLG) window defines the codes which identify the groups of titles

assigned to employees.

TTLG Coding Instructions

E_Title Group M=l E3
Title Effective E =piration Shaort
Group Date Date Dezcription Long Descrption
1 Smozn 9333199 MHOT APPLC MHOT APPLICABLE
2 oMotz 9333199 OFF A0k OFFICIALS AADMINISTRATORS
3 oMotz 9333199 MMGR A0k MaMAGERS AADMIMISTRATORS
4 oMotz 9333199 MMGR/ASPEC TR MAMAGERS/SPECIALIZED TRAIMIMNG
4] oMotz 9333199 OTHER MMGRS OTHER MAMAGERS
E oMotz 9333199 SOCSRYWERS  SOCIAL SERVICE WORKERS
7 oMotz 9333199 AUDT & ACCT AUDITORS AMD ACCOLUMTAMTS
a oMotz 9333199 COMPT PROF COMPUTER PROFESSIOMALS
9 oMotz 9333199 OTHER PROF OTHER PROFESSIOMALS
10 205 oMotz 9333199 MED/HLTH REL  MEDICALAHEALTH RELATED
11 || 206 oMotz 9333199 TCHR/COMSLA TEACHERS/COUMSELORS
12 || 207 oMotz 9333199 EMGMRS/AACHT  EMGIMEERS/AARCHITECTS
13| 208 oMotz 9333199 MGT &ML, PER AR AGEMEMT AMALYST, PERSOMNMEL
14 || 209 oMotz 9333199 MATHL SCHTST MATURAL SCIEMTISTS
15| 210 oMotz 9333199 HIST PRES HISTORICAL PRESERVATIOMISTS
Field Name LengthDefinition
. Required. Enter the title group code you wish to add, change or
Title Group

Effective Date

Expiration
Date

Short
Description

Long
Description

expire.

Required. Enter the date the entry becomes effective.

Default is 99/99/99. Enter the last date the information is in effect.

Required. Enter the new or changed short description of the title

group code.

Default is Short Description entry. Enter the new or changed long

description of the title group code.
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User Defined Field (USDF)

Purpose

The User Defined Field (USDF) window is used to create fields for the employee user
defined windows (USR1, USR2, USR3, USR4, USR5, USR6, USR7, USR8 and USR9).

USDF Coding Instructions

Window |USDF ‘Window Name | AGENCY SERVICE DATES " Employee " Appt ¢ Eath
Field Field Data  Decimal  Table to Required /
Puozition Field M arne Length Type Placez  Validate Optional
[00001 | TOTAL STATE SERVICE [MMDDCCYY) ooz~ Joe | Joo | [0
[00003 | AGEMCY SERVICE (MMDDCCYY) [oos  Joe | Joo | [0
[00017  JUSRTFIELD 3 (MMDDCCYY] [oos foe  Joo o | [0
| 00025 |USR1FIELD 4 [MMDDCCYY] oos ~ Joe o Jooo | [0
| 00032 |USR1FIELD & [MMDDCCYY] [oos ~ Joe o Jooo | [0
| 00041 |USR1FIELD & MMDDCCYY] [ooe ~ Joe | Joo o | [0
| 00043 |USR1FIELD 7 MMDDCCYY] [oos  Joe  Joo | [0
[ 00057 |USRTFIELD 8 (MMDDCCYY] [oos foe  Joo o | [0
| 000ES USRI FIELD 9 [MMDDCCYY] oos ~ Joe o Jooo | [0
[00072 USRI FIELD 10 MMDDCCYY) ooz~ Jog | Joo | 3
[00081 |USR1FIELD 11 (MMDDCCYY) [ooe ~ Joe | Joo o | [0
[00083  |USR1FIELD 12 (MMDDCCYY) [oos  Joe | Joo o | [0
Field Name Length Definition

Required. Enter the user defined window identification
Window 4 code. Valid values are: USR1, USR2, USR3, USR4, USR5,
USR6, USR7, USR8, and USR9.

Window Name 30 Required. Enter the name of the user defined window.

Radio
Buttons

(Indicator) Defaults to Employee. Select a value to indicate how the

information in this window is defined. Valid values



Field Position (1-
12)

5x12

Field Name (1-12) 30x12

Field Length (1-12) 3x12

Data Type (1-12) 2x12
Decimal Places (1-

2x12
12)

Table to Validate
(1-12)

4x12

Required/Optional 1x12
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are Employee if the information is specific to the
employee; Appt if the information is specific to the
appointment; and Both if the information is relevant for the
employee and the appointment.

Required. Enter the field position number. Each field
position number must be unique and consecutive (e.g., the
first field is position 00001). To determine the position of the
next field, add the field position to the Field Length, and the
sum is the next field position (e.g., if the first Field Length is
six characters, add six to 00001 to get the next field position of
00007).

Required. Enter a description for the field.

Required. Enter the number of characters allowed in
the Field Name.

Required. Enter the code that defines the type of data to be
entered in the Field Name. Valid values are AN for
alphanumeric; NM for numeric only; D6 for a date

in mm/dd/yy format; and D8 for a date

in mm/dd/ccyy format.

Default is 00. If Data Type is NM, enter the number of
decimal places allowed after the decimal point.

Optional. Leave blank, or enter the identification code of the
reference table on which the entered value must be valid.

Defaultis O. Enter the code to indicate whether or not the
user is required to enter information into certain fields. Valid
values are O if the user has the option to enter informationin a
field; R if the useris required to enter information in a field;
and N if the user is allowed to enter information in a field only
once and then the field becomes display only.

User Defined Window 1 (USR1)
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Purpose
The User Defined Window 1 (USR1) is used to record miscellaneous employee information.

USR1 Coding Instructions

E_Uszer Defined Window 1 M=l E3

} AGENCY SERVICE DATES —

Name | SUMMERS, AFRIL
Employes D |00 - 51 - 00 Appointment |0 [
Effective D'ate Im A01 20 E=piration D ate I / /

TOTAL STATE SERVICE [MMDDCCYY] |
AGENCY SERVICE MMDDCCYY] |
USR1FIELD 3 [MMDDCCYY] |
USR1FIELD 4 [MMDDCCYY] |
U5R1FIELD 3 MMDDCCYY] |
|

|

|

|

I

LUSR1 FIELD & [MMDDCCYY)
USR1 FIELD ¥ [MMDDCCYY)
LUSR1 FIELD & [MMDDCCYY)
LUSR1 FIELD 3 [MMDDCCYY)
ISR FIEL T A0 hdbd T E s

-
1| | »

Field Name Length Definition

(Window Display . .
Displays the window name.

Name) Only
Name Display Displays the employee’s full name (last name, first name, and
Only middle initial).
Employee ID 10 Required. Enter the employee’s social security number.
Defaultis blank. If an employee holds more than one position,
Appointment 1 enter the appointment identification number to indicate which
ID position is affected. Leave blank to indicate the employee's

primary appointment.

. Required. Enter the date (mm/dd/yy) the employee information is
Effective Date 6 fecti
effective.



Expiration
Date

Field not
defined

Field not
defined

Field not
defined

Field not
defined

Field not
defined

Field not
defined

Field not
defined

Field not
defined

Field not
defined

Field not
defined

Field not
defined

30

30

30

30

30

30

30

30

30

30

30
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Default is 99/99/99. For active employees, this date must always
be 99/99/99. If an employee is inactivated on the Employment
Status Maintenance (ESMT) window, this date must be changed to
reflect the employee inactivation date.

Note: As a subsequent transaction is completed, the expiration
date for the previous transaction is automatically updated to the
day before the effective date of the new transaction.

Field not defined.

Field not defined.

Field not defined.

Field not defined.

Field not defined.

Field not defined.

Field not defined.

Field not defined.

Field not defined.

Field not defined.

Field not defined.



Field not
defined

30 Field not defined.

User Defined Window 2 (USR2)

Purpose
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The User Defined Window 2 (USR2) is used to record miscellaneous employee information.

USR2 Coding Instructions

| AGEMCY TICELER -
FETE |SL|MMEF!S,.¢‘-.F'FIIL
Employee (D |EI1 0 -51 -000m Appaintraent 1D I_
Effective D ate m Expiration D ate W

J

TICELER DATE #1 [MMDDCCYY)
TICELER DATE REASON #1
TICKLER DATE #2 [MMDDCCYY)
TICELER DATE REASOM #2
TICELER DATE #3 [MMDDCCYY)
TICELER DATE REASOM #3
TICELER DATE #4 [MMDDCCYY)
TICELER DATE REASOM #4

TICELER DATE #5 [MMDDCCYY)
TIFKI ER MATE REACTK HE

| o

Field Name

(Window
Name)

Name

Employee ID

Length Definition

Display
Only

Displays the window name.

Display Displays the employee’s full name (last name, first name, and

Only middle initial).

10 Required. Enter the employee’s social security number.
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Default is blank. If an employee holds more than one position,
Appointment 1 enter the appointment identification number to indicate which
ID position is affected. Leave blank to indicate the employee's
primary appointment.

Required. Enter the date (mm/dd/yy) the employee information is
effective.

Effective Date 6

Default is 99/99/99. For active employees, this date must always
be 99/99/99. If an employee is inactivated on the Employment
Status Maintenance (ESMT) window, this date must be changed to
Expiration 5 reflect the employee inactivation date.
Date
Note: As a subsequent transaction is completed, the expiration
date for the previous transaction is automatically updated to the
day before the effective date of the new transaction.

Field not . .
. 30 Field not defined.
defined
Field not . .
. 30 Field not defined.
defined
Field not . .
. 30 Field not defined.
defined
Field not . .
. 30 Field not defined.
defined
Field not . .
. 30 Field not defined.
defined
Field not . .
. 30 Field not defined.
defined
Field not . .
. 30 Field not defined.
defined
Field not . .
30 Field not defined.

defined



Field not
defined

Field not
defined

Field not
defined

Field not
defined

30 Field not defined.
30 Field not defined.
30 Field not defined.
30 Field not defined.

User Defined Window 3 (USR3)

Purpose
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The User Defined Window 3 (USR3) is used to record miscellaneous employee information.

USR3 Coding Instructions

E_User Defined Window 3 M=l E3

| ZERO BASED GARNISHMEMTS

i ame
Employee (D

Effective D ate

1

| SUMMERS. APRIL

{010 - 51 - 0001

CTNED
GARMISHMEMT TPE/FLAMN
CASE MUMBER

ALTERMATE CASE #
FERIOD

SERVED DATE

RETURM DATE
BAMERUPTCY CASE #
INTERROGATORY? v /M
ZERD GARMISHMEMT v #M

ATTORKES CONE

Appaintment 1D

E=piration Date

-
S

Field Name Length Definition
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(Window Display . .
Displays the window name.

Name) Only
N Display Displays the employee’s full name (last name, first name, and
ame
Only middle initial).

Employee ID 10 Required. Enter the employee’s social security number.

Default is blank. If an employee holds more than one position,
Appointment 1 enter the appointment identification number to indicate which
ID position is affected. Leave blank to indicate the employee's

primary appointment.

. Required. Enterthe date (mm/dd/yy) the employee information is
Effective Date 6 )
effective.
Default is 99/99/99. For active employees, this date must always
be 99/99/99. If an employee is inactivated on the Employment
Status Maintenance (ESMT) window, this date must be changed to
Expiration 5 reflect the employee inactivation date.
Date
Note: As a subsequent transaction is completed, the expiration
date for the previous transaction is automatically updated to the
day before the effective date of the new transaction.

Field not . .
) 30 Field not defined.
defined
Field not . .
) 30 Field not defined.
defined
Field not . .
) 30 Field not defined.
defined
Field not . .
) 30 Field not defined.
defined
Field not . .
) 30 Field not defined.
defined
Field not . .
30 Field not defined.

defined



Field not
defined

Field not
defined

Field not
defined

Field not
defined

Field not
defined

Field not
defined

30

30

30

30

30

30

Field not defined.

Field not defined.

Field not defined.

Field not defined.

Field not defined.

Field not defined.

User Defined Window 4 (USR4)

Purpose
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The User Defined Window 4 (USR4) is used to record miscellaneous employee information.

USR4 Coding Instructions
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E_Uszer Defined Window 4 M=l E3

} AGENCY INFORMATION 4 —

Name | SUMMERS, AFRIL
Employes D |00 - 51 - 00 Appointment |0 [
Effective D'ate Im A01 20 E=piration D ate I / /

LSRAFIELD 1 [30aM] |
USR4 FIELD 2[30aM] |
LSR4FIELD 3[30aM] |
LSHAFIELD 4 [30aM] |
LSR4 FIELD 3 [30aM] |
|
|
|
|
I

LSR4 FIELD E [302M]
LUSR4 FIELD ¥ [304M]
LSR4 FIELD & [304M]
LSR4 FIELD 3 [304M]
LIEEA EIEL T A0 F20AR

-
1| | »

Field Name Length Definition

(Window Display . .
Displays the window name.
Name) Only

Display Displays the employee’s full name (last name, first name, and
Only middle initial).

Name

EmployeeID 10 Required. Enter the employee’s social security number.

Default is blank. If an employee holds more than one position,
Appointment 1 enter the appointment identification number to indicate which
ID position is affected. Leave blank to indicate the employee's
primary appointment.
. Required. Enter the date (mm/dd/yy) the employee information is
Effective Date 6 )
effective.
Default is 99/99/99. For active employees, this date must always
be 99/99/99. If an employee is inactivated on the Employment
Expiration 6 Status Maintenance (ESMT) window, this date must be changed to

Date reflect the employee inactivation date.

Note: As a subsequent transaction is completed, the expiration
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date for the previous transaction is automatically updated to the
day before the effective date of the new transaction.

Field not . .

. 30 Field not defined.
defined
Field not . .

. 30 Field not defined.
defined
Field not . .

. 30 Field not defined.
defined
Field not . .

. 30 Field not defined.
defined
Field not . .

. 30 Field not defined.
defined
Field not . .

. 30 Field not defined.
defined
Field not . .

. 30 Field not defined.
defined
Field not . .

. 30 Field not defined.
defined
Field not . .

. 30 Field not defined.
defined
Field not . .

. 30 Field not defined.
defined
Field not . .

) 30 Field not defined.
defined
Field not . .

) 30 Field not defined.
defined

User Defined Window 5 (USRS5)
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Purpose
The User Defined Window 5 (USR5) is used to record miscellaneous employee information.

USR5 Coding Instructions

E_Uszer Defined Window 5 M=l E3

} AGENCY INFORMATION 5 —

Name | SUMMERS, AFRIL
Employes D |00 - 51 - 00 Appointment |0 [
Effective D'ate Im A01 20 E=piration D ate I / /

USRS FIELD 1 [30aM] |
USRS FIELD 2 [30aM] |
LSREFIELD 3 [30aM] |
USRS FIELD 4 [30aM] |
USRS FIELD 3 [30aM] |
|
|
|
|
I

USRS FIELD B [304M]
USRS FIELD ¥ [304M]
USRS FIELD & [304M]
USRS FIELD 3 [304M]
LSRR EIEL T 10 F20AR

-
1| | »

Field Name Length Definition

(Window Display . .
Displays the window name.

Name) Only
Name Display Displays the employee’s full name (last name, first name, and
Only middle initial).
Employee ID 10 Required. Enter the employee’s social security number.
Default is blank. If an employee holds more than one position,
Appointment 1 enter the appointment identification number to indicate which
ID position is affected. Leave blank to indicate the employee's

primary appointment.

. Required. Enter the date (mm/dd/yy) the employee information is
Effective Date 6 fecti
effective.



Expiration
Date

Field not
defined

Field not
defined

Field not
defined

Field not
defined

Field not
defined

Field not
defined

Field not
defined

Field not
defined

Field not
defined

Field not
defined

Field not
defined

30

30

30

30

30

30

30

30

30

30

30
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Default is 99/99/99. For active employees, this date must always
be 99/99/99. If an employee is inactivated on the Employment
Status Maintenance (ESMT) window, this date must be changed to
reflect the employee inactivation date.

Note: As a subsequent transaction is completed, the expiration
date for the previous transaction is automatically updated to the
day before the effective date of the new transaction.

Field not defined.

Field not defined.

Field not defined.

Field not defined.

Field not defined.

Field not defined.

Field not defined.

Field not defined.

Field not defined.

Field not defined.

Field not defined.
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Field not
defined

30 Field not defined.

User Defined Window 6 (USR6)

Purpose
The User Defined Window 6 (USR6) is used to record miscellaneous employee information.

USR6 Coding Instructions

E_Uszer Defined Window 6 M= E3

} AGENCY INFORMATION B —

Mame | SUMMERS, APRIL
Employee D [010 - 51 - 0001 Appointment |D [
Effective D ate IU'I A0 220 Ex=piration Date I ol

LSREFIELD 1 [304M] |
LSHEFIELD 2 [30aM] |
LSREFIELD 3 [30aM] |
LSREFIELD 4 [30aM] |
LSREFIELD 5 [30aM] |
|
|
|
|
I

LSRE FIELD E [304M]
LUSRE FIELD ¥ [304M]
LSRE FIELD & [304M]
LSRE FIELD 3 [304M)
LSRR FIEL T A0 P30k

w
a| | *

Field Name Length Definition

(Window Display . .
Displays the window name.
Name) Only

Display Displays the employee’s full name (last name, first name, and
Only middle initial).

Name

Employee ID 10 Required. Enter the employee’s social security number.
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Default is blank. If an employee holds more than one position,
Appointment 1 enter the appointment identification number to indicate which
ID position is affected. Leave blank to indicate the employee's
primary appointment.

Required. Enter the date (mm/dd/yy) the employee information is
effective.

Effective Date 6

Default is 99/99/99. For active employees, this date must always
be 99/99/99. If an employee is inactivated on the Employment
Status Maintenance (ESMT) window, this date must be changed to
Expiration 5 reflect the employee inactivation date.
Date
Note: As a subsequent transaction is completed, the expiration
date for the previous transaction is automatically updated to the
day before the effective date of the new transaction.

Field not . .
. 30 Field not defined.
defined
Field not . .
. 30 Field not defined.
defined
Field not . .
. 30 Field not defined.
defined
Field not . .
. 30 Field not defined.
defined
Field not . .
. 30 Field not defined.
defined
Field not . .
. 30 Field not defined.
defined
Field not . .
. 30 Field not defined.
defined
Field not . .
30 Field not defined.

defined



Field not
defined

Field not
defined

Field not
defined

Field not
defined

30

30

30

30

Field not defined.

Field not defined.

Field not defined.

Field not defined.

User Defined Window 7 (USR7)

Purpose
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The User Defined Window 7 (USR7) is used to record miscellaneous employee information.

USR7 Coding Instructions

B Uszer Defined Window 7 M= E3

M ame
Employee (D

Effective D ate

J

AGENCY INFORMATION 7

| SUMMERS. APRIL

{010 - 51 - 0001

IEI1 A0 20

LUSRY FIELD 1 [304M)
LUSRY FIELD 2 [304M]
USSR FIELD 3 [304HM)
LUSRY FIELD 4 [304M]
LUSRY FIELD 5 [304M]
LUSRY FIELD B [304M]
LUSRY FIELD ¥ [304M]
LUSRY FIELD & [304M]

LUSRY FIELD 3 [304M)
LERT FIEL A0 P304k

Appaintraent 1D

Expiration D ate

-
S

Field Name Length Definition
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(Window Display . .
Displays the window name.

Name) Only
N Display Displays the employee’s full name (last name, first name, and
ame
Only middle initial).

Employee ID 10 Required. Enter the employee’s social security number.

Default is blank. If an employee holds more than one position,
Appointment 1 enter the appointment identification number to indicate which
ID position is affected. Leave blank to indicate the employee's

primary appointment.

. Required. Enterthe date (mm/dd/yy) the employee information is
Effective Date 6 )
effective.
Default is 99/99/99. For active employees, this date must always
be 99/99/99. If an employee is inactivated on the Employment
Status Maintenance (ESMT) window, this date must be changed to
Expiration 5 reflect the employee inactivation date.
Date
Note: As a subsequent transaction is completed, the expiration
date for the previous transaction is automatically updated to the
day before the effective date of the new transaction.

Field not . .
) 30 Field not defined.
defined
Field not . .
) 30 Field not defined.
defined
Field not . .
) 30 Field not defined.
defined
Field not . .
) 30 Field not defined.
defined
Field not . .
) 30 Field not defined.
defined
Field not . .
30 Field not defined.

defined



Field not
defined

Field not
defined

Field not
defined

Field not
defined

Field not
defined

Field not
defined

30

30

30

30

30

30

Field not defined.

Field not defined.

Field not defined.

Field not defined.

Field not defined.

Field not defined.

User Defined Window 8 (USR8)

Purpose
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The User Defined Window 8 (USR8) is used to record miscellaneous employee information.

USR8 Coding Instructions
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E_Uszer Defined Window 8 M=l E3

} AGENCY INFORMATION 8 —

Name | SUMMERS, AFRIL
Employes D |00 - 51 - 00 Appointment |0 [
Effective D'ate Im A01 20 E=piration D ate I / /

LISREFIELD 1 [30aM] |
USREFIELD 2[30aM] |
LSREFIELD 3 [30aM] |
LSREFIELD 4 [30aM] |
USRS FIELD 3 [30aM] |
|
|
|
|
I

LSRE FIELD E [304M]
USRS FIELD ¥ [304M]
LSRE FIELD & [304M)
USRS FIELD 3 [304M]
LSS EIEL T A0 F20AR

-
1| | »

Field Name Length Definition

(Window Display . .
Displays the window name.
Name) Only

Display Displays the employee’s full name (last name, first name, and
Only middle initial).

Name

EmployeeID 10 Required. Enter the employee’s social security number.

Default is blank. If an employee holds more than one position,
Appointment 1 enter the appointment identification number to indicate which
ID position is affected. Leave blank to indicate the employee's
primary appointment.
. Required. Enter the date (mm/dd/yy) the employee information is
Effective Date 6 )
effective.
Default is 99/99/99. For active employees, this date must always
be 99/99/99. If an employee is inactivated on the Employment
Expiration 6 Status Maintenance (ESMT) window, this date must be changed to

Date reflect the employee inactivation date.

Note: As a subsequent transaction is completed, the expiration
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date for the previous transaction is automatically updated to the
day before the effective date of the new transaction.

Field not . .

. 30 Field not defined.
defined
Field not . .

. 30 Field not defined.
defined
Field not . .

. 30 Field not defined.
defined
Field not . .

. 30 Field not defined.
defined
Field not . .

. 30 Field not defined.
defined
Field not . .

. 30 Field not defined.
defined
Field not . .

. 30 Field not defined.
defined
Field not . .

. 30 Field not defined.
defined
Field not . .

. 30 Field not defined.
defined
Field not . .

. 30 Field not defined.
defined
Field not . .

) 30 Field not defined.
defined
Field not . .

) 30 Field not defined.
defined

User Defined Window 9 (USR9)
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Purpose
The User Defined Window 9 (USR9) is used to record miscellaneous employee information.

USRS Coding Instructions

E_Uszer Defined Window 9 M=l E3

} AGENCY INFORMATION 8 —

Name | SUMMERS, AFRIL
Employes D |00 - 51 - 00 Appointment |0 [
Effective D'ate Im A01 20 E=piration D ate I / /

USRI FIELD 1 [30aM] |
USRIFIELD 2[30aM] |
USRI FIELD 3 [30aM] |
USRI FIELD 4 [30aM] |
USRI FIELD 3 [30aM] |
|
|
|
|
I

USRI FIELD E [304M]
USRI FIELD ¥ [304M]
USRI FIELD & [304M)]
USRS FIELD 3 [304M]
LIERS EIEL T A0 F20AR

-
1| | »

Field Name Length Definition

(Window Display . .
Displays the window name.

Name) Only
Name Display Displays the employee’s full name (last name, first name, and
Only middle initial).
Employee ID 10 Required. Enter the employee’s social security number.
Defaultis blank. If an employee holds more than one position,
Appointment 1 enter the appointment identification number to indicate which
ID position is affected. Leave blank to indicate the employee's

primary appointment.

. Required. Enter the date (mm/dd/yy) the employee information is
Effective Date 6 fecti
effective.



Expiration
Date

Field not
defined

Field not
defined

Field not
defined

Field not
defined

Field not
defined

Field not
defined

Field not
defined

Field not
defined

Field not
defined

Field not
defined

Field not
defined

30

30

30

30

30

30

30

30

30

30

30

Page |627

Default is 99/99/99. For active employees, this date must always
be 99/99/99. If an employee is inactivated on the Employment
Status Maintenance (ESMT) window, this date must be changed to
reflect the employee inactivation date.

Note: As a subsequent transaction is completed, the expiration
date for the previous transaction is automatically updated to the
day before the effective date of the new transaction.

Field not defined.

Field not defined.

Field not defined.

Field not defined.

Field not defined.

Field not defined.

Field not defined.

Field not defined.

Field not defined.

Field not defined.

Field not defined.
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Field not . .
. 30 Field not defined.
defined
User Parameter (UPRM)
Purpose

The User Parameter (UPRM) window is used to define parameters for programs that use
unformatted parameters (e.g. supplemental gross-to-net, general archiving, retroactive pay
processing, etc.) online prior to running an offline process.

UPRM Coding Instructions

E_User Parameter M= E3
Program Mame I HAR7F200
Line

Mumber  Parameters

........................ - DATE RANGE = 01001200
nooia - ROOFS
00E  RODOMT
0oo2a - RODOSM

RODOSS

nooza - RDOTF

00035 RODOTW

noo40  ROOWT

3 00045 4DWSTF

10 || 00050 AJZ23E

11 || 00055  COMWTR

12 || 000e0 C171

—_
=
=
[}
i
n

Lmm Bt [ o ) [ S T
=
=
[}
.
on

Field Name Length Definition

Program Required. Enter the name of the program that executes the
Name parameters listed.

Optional. The system assigns a sequential number automatically to

Line each line of parameters. However, to insert a new line, enter a
Number sequence number that would position the new line in the appropriate

place.
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W

Work Schedule by Pay Location (QSCH)

Purpose

Page |629

For this purpose, the system automatically numbers the lines in

increments of 00005.

Required. Enter the parameters needed to execute the

program. Refer to the System Administration Guide - Mass Change of

Routing Numbers Procedures for more information.

The Work Schedule by Pay Location (QSCH) window allows users to view work schedules

of all employees within a specified pay location for a given week.

QSCH Coding Instructions

E_work Schedule By Pay Location Inguiry |_ O] x|

Fay Location IY.-’-‘-.F'dHEI Selection D ate IEI? A2R S 00
Draily Totals

Dap Day 2 Dlayp 3 Diay 4 Day & Day B Dray 7
| 4200 | 4200 | 48.00 | 000 | .00 | 42.00 | 48 00
Day Dapy Day Dap Day Day Day
Employes (D ApptID Mame 1 2 3 4 ] 5 i
1| ; ALLEM, JACK, Woow oW 0 0w W
2 GREY, Z4ME Weoow oo o ow W
3 06010 007 HEMDRICKS Z4CH WOt o g ) 0w W
4 Q&0 10 0081 LOVE, KAREN Weow o owEe ) 0w W
5 0&0100111 PHELPS BENJAMIN Weowe o ME B
= Q&0 10 0051 TOUNG. ALAN W o wE ) 0w W
7
a
3
10
Field Name Length Definition



Pay Location

Selection Date
Daily Totals (Day 1,

Day 2, Day 3, Day 4,
Day 5, Day 6, Day 7)

Employee ID

Appointment ID

Day 1, Day 2, Day 3,
Day 4, Day 5, Day 6,
Day 7

Display
Only

10

Display
Only
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Requires Input. Enter the employee's pay location
applicable to the Crew desired. Refer to the Location
(LOC) window for valid codes.

Requires Input. Enter the selection date (the start of a
seven day period).

The total hours worked each day by the employee's within
the specified pay location is displayed for Day 1 through
Day 7.

Input Optional. Enter the employee's identification (SSN)
number. If left blank, the fields will be filled will all
employees assigned to the Pay Location specified.

Input Optional. If the employee holds more than one
appointment, enter the appropriate appointment
identification number for the employee. If this filed is left
blank, the employee data pertains to the employee’s
primary appointment.

The following codes will be displayed:
e W-ifthe employee worked on this day.
e O-ifthisdayis ascheduled off day.
e H-ifthe employee took a leave on this day.
e L-ifthe employee took a leave.

If partial leave is taken, the hours worked will be listed
instead of the L.



