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\

eLearning

This procedure is used to hire a new employee into HRMS for the first time.

Section 1-For Personnel Administration Processor

. §
J BIfl—") 5 cce kK snos OD o8
IMPORTANT
Personnel Actions
The actions in this section
are completed by the sl Y
Personnel Find by -
Administration (PA) T el:"m"m' e
' — ro—
Processor. If you are the ; ﬁﬁ:ﬂ;:;m
Payroll Processor, skip to Personnel Actions
Section 2—For Payroll OB i == e
Processor. Change of Status ’ '
Conourment: Employment

1. Start by entering :ZMTW e

Transaction Code PA40 bt Uk B

. o 5

in the Command field e

and press the Enter Leave of Absence - Actva

Lexee of Absancs - Inacthe

key' Retum from Leave of Absénce
2. In the From field, type

the effective date of the

new hire appointment.
3. Select the box to the left

of New Hire.
4 . Click the Enter icon.
5. Click Execute.
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Section 1-For Personnel Administration Processor eLearning

ACTION: Create Actions (0000)

1. Click inside the Reason 3
. & ~Jdaleee SHE DL EE @
for Action field. Click H &l
the matchcode button Create Actions (0000)
to view the selection A & 2 & Change info group

list. Select the

appropriate action, then

click the Enter button. |
Personnel action

Example: 02 Action Type New Hire -
Probationary °I| Reason for Action Joz]

Reference Pers. Nos.

20000033

12/31/9999

2 . Enter the Position

Status

Number in the Position e Active -
field.
Organizational assignment
Example: 71011350 e'lpos'rtion EECEEELT B = nformation
VERITIEIERES r.49501 o I—Det’ault values are used by the position
3. Click the Enter icon. Employee group o] -
Employee subgroup 01
4. An informatior_l window Additional actions
will appear. Click the Start Date | Act. Action Type
Enter button. The
employee’s Personnel
Number will now be =
generated. =
4 b L &
5. Click Save.
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Section 1-For Personnel Administration Processor

ACTION: Create Personal Data (0002)

1. Enter legal Last name
of employee as
indicated on their Social
Security card.

2. Enter legal First name
of employee as
indicated on their Social
Security card.

3. Enter the employee’s
Social Security Number
(SSN).

4 . Enter the employee’s
Date of Birth.

5. Select the employee’s
Gender.

6. Choose the employee’s
Marital Status from the
drop-down list.

'/ . Click the Enter icon.
8. Click Save.

HRMS Job Aid: New Hire Action
6/3/15
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(2]

(4]
(6]

eLearning

8
-j e@@ DMk

Create Personal Data (0002)
@3 L

Personnel No. 20000033

Start 02/01/2015 To 12/31/999%
Name
Title b
Lastname  POTTER
—
First name GRACIE

Middle name

Nickname
Suffix v
Name

HR data

55N
Date of Birth

1437765431
05/24/1976

eGender

* Female

| Marital Status [Single  ~] Since

BE @@

nnoa

Status  Active

~ Male
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Section 1-For Personnel Administration Processor

eLearning

ACTION: Create Organizational Assignment (0001)

1. In the Contract field,
select the status of the
appointment from the
drop-down list.

Example: Probationary
2. Click the Enter icon.
3. Click Save.

If the Delimit Vacancy
screen appears, select the
appropriate option for your
agency’s position. Then
click Yes to delimit the
Vacancy. This screen will
appear only if there’s a
vacancy that will be
delimited by the new hire.

HRMS Job Aid: New Hire Action
6/3/15

2 I 5 = T
Qe -J% @@ CHKE NDLAY PN OB
Create Organizational Assignment (0001)

& @ 2 orgstructure
Personnel Np. 20000033
Status Active
Start 02/01/2015| to  [12/31/9998
- = Dialimin Vacancy
| Eﬂtemme mmle bl AL L AL
CoCode Wao1] STATE OF WASHING ® 7'004928 OFFASST3
Pers.area 4350, Dept of Agriculture Dl 6
4550000000 H T SRR
Cosfjttr | | DEFAULT [Y“ ;[ﬂl ~prerreT
Funi
| Personnel structure
EE group ‘o] Permanent Payrarea 11| Semi-monthly
EE subgroup 01 Monthiy(M) OT Exempt 0 Contract Probationary -
| Organizational plan . - || Administrator
Percentage | 100.00 B Assignment || PersAdmin
Position 71011350 oBss
Yol Koy P.?v distri!:mtiun
location (optional-used : o
Eeat at agency discretion). I::‘e E:::i E‘:y“;;mts:{;?]‘:;r
Org. Unit Example: 1RAMAD Jig dos s
used at agency discretion).
Director's Offi_
Example: DA
IDrng'
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Section 1-For Personnel Administration Processor

ACTION: Create Contract Elements (0016)

>

eLearning

1. From the Contract
Type drop-down list,
select the correct status.

2. From the drop-down
list, choose the correct
length of the employee’s
Probationary Period.
(Optional)

3. Click the Enter icon.

4 . Click Save.

HRMS Job Aid: New Hire Action
6/3/15

3 .. N 4
_.' *, CQ@ DHE Dno8 BE
Create Contract Elements (0016)

H a2
Personnel No.  |20000033] Name POTTER. GRACIE
PersArea |4950) Dept of Agricukure EEGroup 0 Permanent

PSubarea |0001! Mon Represented EESubgroup 01 Monthi(M) OT Exe. Status Active

Start 02/01/2015| to  [12/31/9998
Contractual regulations

'0|Contmct Type ‘Permanent o |
Periods

a[Frubationary Period & Months ~ |
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Section 1-For Personnel Administration Processor

ACTION: Create Monitoring of Tasks (0019)

>

eLearning

1 2

. Enter the desired
Reminder Date for the
Task Type. (Optional)

. Click the Enter icon. L

. Click Save.

PersArea

(15 a1}
Personnel No. LzoubouzaJ
4950 Dept of Agriculture

3
. e@m BHK BDoD @m

Create Monitoring of Tasks (0019)

Name POTTER GRACIE

EEGroup 0! Permanent

PSubarea 0001 Non Represented EESubgroup 01| Monthly{M) OT Exe_ Status Active
Task
Task Type Prob per to expie -
Date of Task 08/01/2015 Processing indicator New task -
Reminder
0| Reminder Date lo7/27/2015]|
Lead/follow-up time [ 1 For specific task type -
HRMS Job Aid: New Hire Action Page 6 of 24
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Section 1-For Personnel Administration Processor

ACTION: Create Addresses (0006)

1. From the drop-down
list, select the correct
Address Type.

2. Enter employee’s street
address.

3. Enter the employee’s 5
or 9 digit Zip/Postal
Code and City.

4 . Enter the correct
Country Key.

5. In the Office/region
box, enter the
employee’s state.

6. Click the match code
button to select the
correct County Code,
then click the Enter
button.

[ . Enter the employee’s
Telephone Number,
including area code.
(Optional)

. Click the Enter icon.
. Click Save.

O 00

HRMS Job Aid: New Hire Action
6/3/15

eLearning

8 = — e _
-MOlece CHE DDLO BED QB
Create Addresses (0006)

BH B £ Foreign address
i sl
Personnel No. L?-:ruonu:nasJ Name POTTER GRACIE
PersArea |4950| Dept of Agriculture EEGroup |0 Permanent

PSubarea (0001 Non Represented EESubgroup 01 Monthly(M) OT Exe.. Status Active
Start 02/01/2015| to 12/31/99499

Address

Address type [Permanent residence  ~
Street and House No. &= |

2nd Address Line
Postal Code/City 5] & |

Do

Office/region

County code

QEOCO

Telephone Number |

Communication

Communication 1

Commu Note: Only one Address Type can be entered during the New Hire

Commu . .

e Action. If the employee provides a separate Permanent
Residence and Mailing Address, the second address type can be

added by following the procedure Addresses Create and

Maintain, found in the Online Quick Reference (OLQR).
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http://hr.wa.gov/SiteCollectionDocuments/Payroll/HRMSSupport/TrainingAndOLQR/UserProcedures/addresses.doc
http://hr.wa.gov/SiteCollectionDocuments/Payroll/HRMSSupport/TrainingAndOLQR/UserProcedures/addresses.doc

>

Section 1-For Personnel Administration Processor eLearning

ACTION: Create Communication (0105)

g 2
1. In the System ID field,

3
. . e@a CHE fDO8 Y.
enter the employee’s

email address. Create Communication (0105)
2. Click the Enter icon. S IS
3 . Clle Save. Personnel No. 20000033 Name POTTER GRACIE
Persdrea 4950 Dept of Agriculture EEGroup |0 Permanent
PSubarea (0001 Non Represented EESubgroup 01| Monthly(M) OT Exe_. Status Active
Start 02/01/2015| to 12/31/9999
NOTE: If you don’t know the
email address at the time of Communication
the new hire, click the Next Type 0010 E-mai
Record button to move to System ID _EOTTER. GRACTEGAGR. #A. GOY ]

the next infotype.

When you obtain it, enter
the email address using
transaction code PA30.

HRMS Job Aid: New Hire Action Page 8 of 24
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Section 1-For Personnel Administration Processor

>

ACTION: Create Planned Working Time (0007)

1. The Work Schedule

o0

Rule will default to Full.

If the employee is not on
a FULL 5-8s M-F 8hpd
work schedule, click
inside the Work
Schedule Rule field and
select the appropriate
match code from the list.

. From the Time Mgmt

status drop-down list,
select the correct part of
the work schedule that
the employee is assigned
to and signifies how
hours are calculated.
(see box #1)

. Select the checkbox only

if employee is part-time.

. Enter how the employee

will accrue leave. (see
box #2)

. In the Employment

percent field, enter the
percentage of time the

employee will work.\

. In the ACA Status Code

field, select the average
hours per month for the
employee from the
match code list.

. Click the Enter icon.
. Click Save.

HRMS Job Aid: New Hire Action
6/3/15

eLearning

7. 8 e .

- lBlece DHE vnod B OB

Create Planned Working Time (0007)

H & £ Bwork schedule

Persanniel No. :l-l'.‘l;":l:lﬁ'-;ﬂ: Name HOOD KYLE |

PersArga |2350) Dept of Labor & Industnes EEGroup (0] Parmanant

PSubarea |COBA: WFSE Agencywide EESubgroup 01 Monthh({M) OT Exe_ Status Active

Start g2ro1/201%  To 127319989

Work schedule rule
Work schedule rule
Time Mgmt status
@ [ Part-time ermployes

FULL | 583 M-F8hpd

g - Time evaluation of plnned times
Additional tme 1D

Select ONLY if employee
is part-time

Working tims
@llErmhrment parcent
Dady working hours
Weekly working hours
Monthly working hrs
Annual working hours
Weekly workdays

Do not use “Not Assigned” for new hires, rehires or
employees who have had a change in employment
status. If you have guestions about which code to use,
contact PEBB Outreach & Training at 1-800-700-1555.

Additional fields
Jaca status code
Time Type Overide

Y1 Not Assgned
Ho Override

Important: The system will default the Employment Percent field
to 100. If the employee is going to work less than 100%, you must
enter the percent. If there are changes to this field, the same
percent value must be entered in the Basic Pay (0008) Cap.
Util.lvl field.

BOX #1-Time Mgmt status
Select:
1-Time Evaluation of actual times for Hourly employees
9-Time Evaluation of planned times for Monthly employees

BOX #2—Leave Accrual Types
Enter:
00 for full normal leave accrual (default if left blank)
01 for NO leave accrual
02 for sick leave accrual only

Page 9 of 24




Section 1-For Personnel Administration Processor eLearning

ACTION: Create Education (0022)

To access the Create
Education screen, first
select the appropriate
education level, then
click the Enter button.

1. In the Start field, enter
the date the record
begins.

2 .In the to field, enter the
end date of the record,
transaction or search.

3. Click inside the
Educational est. field
to access and select the
correct match code.

4 . In the Education/
training field, select the
correct type of
education from the
drop-down list.

5. Inthe
Institute/location
field, enter the name of
the educational
institution attended.

6. In the Country Key
field, choose USA.

[ . Click inside the
Certificate field to
access and select the
correct match code.

8. Click the Enter icon.
9. Click Save.

HRMS Job Aid: New Hire Action
6/3/15

=
) | /][5 [ 32 5] 2 ][S.]

[& Subtypes for infotype "Education” (1)

" Restrictions |

EE Educ. est. text

01 | High School or GED
02 Voc School wio HS
03 Voc. or Bus. School
04 Some College-20trs+
05 AA Degree

06 Col Grad 4 YT Degree

8
- C@@ CHAE DDLD B @®

Create Education (0022)

@@l

|7 sl

Personnel No. I_hl:lnooussJ Name POTIER GRACIE

PersArea 4950 Dept of Agriculture EEGroup |0| Permanent

Subarea [0001) Non Repres EESubgroup |01) Monthly(M) OT Exe_ Status Active

tart loa/06/2000] Tto  [o6/01/2004]

Educational est. 0&6] Col Grad 4 Yr Degree

Education/training Business Administration j
Insttute/location Universty of Washington

LISA

Page 10 of 24




Section 1-For Personnel Administration Processor eLearning

ACTION: Change Date Specifications (0041)

Use this screen if you 3 4
would like to indicate the - CQQ CHE IhoD B ®
date the employee will be
eligible to take vacation Change Date Specifications (0041)
(annual) leave. (Optional) = = 4
1 . Click inside an available Personnel No.  [20000033 Name B Did vial know?
, Pershrea 4950/ Dept of Agriculture In HRMS, there are 12 Date Types
Date type ﬁe_ld' T_he PSubarea |0001) Non Represented EESubgroup  fields available to enter Date
match code list will Start :uzfm;zmsl:ljl to 12/31/92 Specifications.
appear. Select 09 Vac Lv
Frozen Up To. Date Specfications
- Date type Date Date type Date
2 - In the Date ﬁeld’ enter. 01 A:;ersaw Date 02/01/2015 0z A:::::I?:mtment Date 02/01/2015
the date the employee is 03] Original Hire Date 02/01/2015 ppl05| Senioriy Date gao2/01/2015
eligible to take Vacation 07 Unbroken Srvc. Date 02/01/2015 Vac Lv Frozen UpTo

leave. 12| Prsnl HolidayElgblty 02/01/2015
3. Click the Enter icon.

4. Click Save. The Prsnl Holiday/Elgblty (Personal Holiday Eligibility-Date

type 18) is the date an employee is eligible to take a

personal holiday. The Prsnl Holiday/Elgblty will default to
the new hire date. If the employee is not eligible to take a
personal holiday when they start employment, change the
date to when they are eligible.

HRMS Job Aid: New Hire Action Page 11 of 24
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Section 1-For Personnel Administration Processor

ACTION: Create Additional Personal Data (0077)

1. Choose the employee’s
Ethnic Origin from the
drop-down list.
(Optional)

2. Choose the employee’s
Ethnicity (New) from
the drop-down list.
(Optional)

3. Select the correct box
for Race Data.

4 . Choose the branch of
the military in which
the employee served
from the Military
Status drop-down list.
If none, select
Non/Unspec Vet’s Status
or leave blank.*
(Optional)

5. Complete Veteran
Status section, if
applicable.

Non-Veteran is the
default Veteran Status.
If another Veteran
Status is selected, you
must uncheck the Non-
Veteran status box.

6. Complete Disability
section, if applicable.

. Click the Enter icon.
. Click Save.

0 ~

HRMS Job Aid: New Hire Action
6/3/15

o

eLearning

7

@] % cae DHE

Dpaoasd @m

Create Additional Personal Data (0077)

@ @8R

Personnel No. 20000033

Start 02/01/2015| To

Additional Personal Data

Status Active

12/31/9999

Ethnic origin

e Ethnicty(New)

o==]

o |M|I|tary status

'White/Not Hipanic origin

w” Race Category
American Indian/Alaskan Native
As@n
Black or African American

Native Hawaian or Other Pac Islander

v White
4 ¥

i b

Non/Unspec Vet's Status  ~|

Exempt from EEQ

5 | NECEs T

Discharge Date 08/30/2014
Specisl dsabled veteran
Vietnam-era veteran
Other Protected Veteran
+|Recently separated veteran
Armed Forces Service Medal Veteran
Disabled Veteran
Mon-veteran

o=
Disability
Disabilty Date
Date Learned

*|f the Military Status box is left
blank, a pop-up box will appear
stating “No veteran status entered,
hence it is undisclosed.” Select Enter
to close the box.
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Section 1-For Personnel Administration Processor

ACTION: Create Military Service (0081)

This infotype will appear
only if a Military Status was
chosen on the Additional
Personal Data infotype.

1. Click on the match code
to display all Service
types. Select the correct
Service type.

2. Click the Enter icon.

3. Click Save.

HRMS Job Aid: New Hire Action
6/3/15

>

eLearning
2 3 - : —
dBjeca@ LHE snat BE @8
Create Military Service (0081)
Al e
= = S
S EEENEN R R Personnel Ho.  |20000033 Hame POTTER GRACIE
Find by PersArea |4%50 Dept of Agrculture EEGroup |0 Permanent
= 4 Person PSubarea 0001 Mon Represented EESubgroup 01 MonthbM) OT Exe_ Status Active
F 5 )
] cotectie search hep Start O2jaE/g0iE o 022672015
g M Search Term - -
« (Ml Free search
Military/ non-miitary sarvice
o | service type 104] Untted States Ar Force |
Page 13 of 24




Section 1-For Personnel Administration Processor

ACTION: Create Time Specification/Employ. Period (0552)

S

eLearning

1. In the Start field, enter 3
the start date of the
employee’s military
1 *
Service”. a R
2 .Inthe To field, enter the e szmméj
end date of th_e_ PersArea |4950 Dept of Agriculture
employee’s military
service*.

1 Mece cur vvee I om

Create Time Specification/Employ. Period (0552)

Name [EOTTER GRACIE |

EEGroup o] Permanent

Subarea |0001) Non Repres d EESubgroup IUl..MDI'IthMMJ OT Exe.. Status Active
tart 08/01/2010] " JTo  |08/01/2014

3. Click the Enter icon.
4 . Click Save.

Time spec. DEOE

Do not evaluate
*These should match whatison | Pu@ten °fW'dh_f period
the employee’s DD214 Years 4
paperwork. Months ol

Days 1

| Time specifications/employment period

Military service / non-miitary service

The Duration of validity
period fields will

automatically calculate once
you click Enter

HRMS Job Aid: New Hire Action
6/3/15
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Section 1-For Personnel Administration Processor eLearning

ACTION: Create Basic Pay (0008)

1. In the Reason field, ‘7 Infotype Edt  Goto \jeme types Extgs  System  Heb
click on the match code o CRQ UHE DOOO BD @B
to open the Reason for ]
Changing Master Data Create Basic Pay (0008) Verify the percent value. If changes
screen. Select the T —m——— \vere made to the Employment
correct reason and click Percent field on the Create Planned
Personnel Ho. 20000033 Name G2Elll \Working Time action, the values must
the Enter button. PersArea 4950 Dept of Agriculture EE] match.
pSubarea |0001! Non Represented EESubgroup |01 Mo

Example: 19—Initial
Appointment

r 1
Start J.U'IJ"‘JLFZUISJDtO 12/31/999%

2. Verify that the PS Subtype 0 | Basic contract

group and Level values Fp’y sk :
are correct m Cap.util.M 100.00

WYL B - RecRRetenton Piob
Emphyyee Put on Deabity Pay

12 Employee Taken off Di Pay

13 Empleyee Put on Spacal Pay

14 Ermployes Taken 0 Soechl Pay
15 Hange Adjust-Mutple Lewgl

16 Sabey Adust-Higher Education
17 Sary Adust-lnwersion/Comp

I8 Sal Adjust-RecrukfRatantisn
15 [rtai Agpontment
M Aopontment Chispe

PS type 00] Non-Represented WhiHrs/penod 27.00) Sem-monthly
By default the system qps Area 01/ Standard Progression Next inc.
) "o i W Yy =y bt A
g i S Ts7 Level 1R Ane 5aby [ Reasor fof Ciagng Haster Data (1) 27 Ertries Pound
will display a level of A. — e e g gl
If the employee is hired W... Wage Type Long Text 0. Amount a0lHR=E 20 ZEI
at a higher rate, enter 1003 Pay Period Sabry 2, mm A
the correct level. Re" Reason Teat
00 ZDHU - No Beagon
. = 0F  Penodic becrement
3. Click the Enter icon. s
. 03 Rdets i shy wilin mig Descipl
4 . Clle Save. 04 Rk from Red i Ssliy
0% Saley Admnt by Lag Acton
06 W Rate [iMS Golv)
ik 07 ¥ Rate [Non WS Dok}
: —— 08 WHS Raise - Int Sy Ral Prody
IV |03/12/2015 - 1273179999 4 J; )I 2. 09 winS Rame - Grwth & Developmen
15
11

-
-
21 Sabry adimnt By Appting Auth

22 Pay Adjust Algn, Dev Train

NOTE: This marks the end of the New Hire action for the Personnel Administration
Processor. After saving, click Exit and transfer the New Hire Information Packet to the
Payroll Processor who will continue the action.

HRMS Job Aid: New Hire Action Page 15 of 24
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Section 2-For Payroll Processor

JIMPORTANT

The actions in this section
are completed by the
Payroll Processor. If you
are the Benefits
Processor, skip to Section
3-For Benefits Processor.

1. Start by entering
Transaction Code PA40
in the Command Field
and press the Enter
key.

2. Enter the employee’s
Personnel Number.

3. Select the box to the left
of New Hire.

4 . Click Execute.

The Change Actions screen
will appear.

5. Click on Execute info
group. The Execute info
group warning box will
appear.

(0]

. Click Continue.

/. Click on the Next
Record icon until the
Subtypes for infotype
Education window
appears.

8. Close that window.

9. Continue clicking Next
Record until you reach
Create Bank Details
(00009).

HRMS Job Aid: New Hire Action
6/3/15

1
e —]«u ece Luxizvos mD o®
Personnel Actions

@

=== Elal
Fnd by
" 09 punen ==
|+ [ cotecave sea p———
(el L DO NOT enter a
= H Fro 4 : Pesfcea 4930 Dept of Agrcullure
i PSabazrea D001 | Hon Represente From date Actwe
Fom -
Pasponned Actions
ACton Tyob Pomonn,., EE group EEaubg.. [)

o= ]

Change af Stahs

Concument Employment
Appontrest Fangs

Quitk Hire

Réthire - Quck Hre

Senaialon

Rahrg

Lieave of Abssndie - Aclve
Larve of Abmaacs - acve
Fartum from Leave of Absance

[= Subtypes for infotype "Education” (1) 12 Entries found

(MR
J:!Di- @E:ﬂ.l}(ut&h.‘ﬂgrwp &?mar_ /M|

=
as s
EE Educ. est. text
Start 0270172015 to 1273173} 01 ; High School or GED
02 Voc School wfo HS
03 Voc. or Bus. School
; nel action 04 Some College-2Qtrs+
Action Typa Hew Hre 05 AA Degree
Reason for Action 02l P

[Er Execute info group

Status

Employment Acthva g Warning: Personnel action infotype not sved
with “execute info group” function!

Organational assignment

Postion | '  Continue Iﬁ Back |

Personngl area 4550

Employee group Q

Employea subgroup o1
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Section 2-For Payroll Processor eLearning

ACTION: Create Bank Details (0009)

If the employee has . 1
elected direct deposit L ad | & Ce@ DHR DDO0 BE @
(ACH) for their pay, create Bank Detais (7 I |
continue with steps 1-7. If = Bank Country U5
they elect to receive a a@a Qank Key - l
warrant, skip to step 9. Personnel No. (20000033 C:c:k name Liee i . |
PersArea |4950| Dept of Agriculture e

1. In the Bank Key field, PSubarea [0001 Non Represented | | swirreic

click on the matchcode g S/UL/2IOURINE [

to open the Find Bank S Hotse nojeeet

screen. Bank detais type Main bar] | Restrict Number 500 o
2. Enter a portion of the il FOTTER [v]x

bank name followed by Poctal Codel Cly bak

i i Bank Country USA ¥

an asterisk in the Bank Bank Key [302272374 HINGTON FEDERAL

name field of the Find () [Eank Account 0100598817 ank control key To1]

bank screen. e Payment method ﬂ Warrants

Purpose

3 - Cth the Enter bUtton' Payment currency U050 | United States Dollar

B

The Bank Data screen
will appear, listing
available banks. Select
the correct bank.

[ Bark Data {1) 40 Entries found

5. Click the Enter button. B[R0
Chry Bank Key  Name of bank House msmber and streek Ciky Bank Branch SWIFT/BIC Bank number|
us 011500858 WASHINGTOM TRUST COMPANY 2 CROSSWIND ROAD OGBS WESTERLY 011500858
1 us 054001602 WASHINGTOH FIRST BANK 1146 19TH STREET NwW 20035 WASHINGTON 054001602
6 - Enter the employee S us 054001699 WASHINGTON FIRST BANK 1136 19TH STREET, MW 20035 WASHINGTOM Q0019
b k t b . US 065202461 WASHINGTOM STATE BANK 103 M. MAIN ST TOSES WASHING TOM 065202461
a-n accoun num er ln Uus 065204391 WASHINGTOM STATE 1003 M. MAIN ST TO58S WASHING TOMN DE5H04T31
3 Us 071122276 WASHINGTON STATE BANK 1110 PEQRIA 5T 61571 WASHINGTON 071122276
the Bank Account fleld' Us 0739022186 WASHINGTOM STATE HANK 121-125 SOUTH MARION EFI53 WASHING TOM 073902216
us 104801856 WASHINGTOM COUNTY BANK PO BOX 248 68008 BLAR 104501856
Us 104913161 WASHINGTOM OOUNTY BANK BN 248 68008 BLAR. 104913151
'/ . In the Bank control key e [ERT S e iacTon O S et SO0 AR 104914009
= Us 133006868 WASHINGTOM TRUST BANK 176 SOUTH POST STREET S0 SPOKANE 123006868
fleld' enter the type Of Us 123103554 WASHINGTOMN TRUST BANK 176 5 POST 5T SO0 SPOKANE 123103554
Us 125100085 WASHINGTON TRUST BANK 176 5 POST 5T G201 SPOIKANE 125100080
bank account. Enter 01 :

gor F:hecl;ng 02?2 for 1087 '.':'ASHITIG'I  TRUIS T BANK 176 fYou must Save the Bank Details X_
avings. 20 1oL fedve infotype to accept the default of
this field blank! * _ Warrant. If you do not save this
8. Enter the Payment Payment methods: infotype, the employee will red line
Method*, ==  C=Warrant on payroll reports and will not
9. Click the E . D=Bank Transfer (ACH/direct process through payroll until the
+(OhelisEne (S EF 1T deposit) Bank Details infotype is created and

1.0.Click Save. - Qaved_ /

HRMS Job Aid: New Hire Action Page 17 of 24
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Section 2-For Payroll Processor eLearning
ACTION: Create Recurring Payments/Deductions (0014)
If the employee has il 5
recurring payments/ - JBlece CHE snod DR @B
deductlons, follow steps 1- e S——— £s/Ded s (0014)
5. If not, click Next record s, J
. ﬁ 3 © 2,
to skip to the Create 2 %
Unemployment State Persannel No. :hr_wn-:-ur_was: Name POTTER GRACIE
infotype. PersArea 4950 Dept of Agriculture EEGroup |0/ Permanent
PSubarea |0001| Non Represented EESubgroup 01| Monthly(M) OT Exe_ Status Active
1 . In the Wage Type field, Start 02/01/2015| to 12/31/9593

click on the match code
and select the correct
type of payment/
deduction.

Example: 2661-Charity

2. Enter the Amount of
the payment/deduction.

3. In the Payment Model
field, enter the payment
schedule for the

Recurring Payments/Deductions

0 | Wage Type = |

9 |Amount 1 IUS:
Number/unit
Assignment Number

Reason for Change

NOTE: Only one Recurring

Payment/Deduction can be created
™ during the New Hire action. If the
employee has multiple Recurring
Payments/Deductions, use transaction

Payment dates

|Pavment model

code PA30 to create additional

payment/deduction
including the pay period
and the amount.

Example: WA04 Every
Pay Period—Full Amount

4 . Click the Enter icon.
5. Click Save.

HRMS Job Aid: New Hire Action
6/3/15

Recurring Payment/Deductions after
completing the New Hire action.
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Section 2-For Payroll Processor eLearning

ACTION: Create Unemployment State (0209)

1. In the Tax Authorit 3 4
: y dBlee@ CHE DDLOL BRE @8
field, type WA.
2. If you know the county Create Unemployment State (0209)
code for the Worksite 2 R-Y
field, enter it. If not, Personnel No. /20000033 Name [POTTER GRACIE
qpen the matCh COde PersArea 4950 Dept of Agriculture EEGroup |0| Permanent
list, select the correct PSubarea |0001| Non Represented EESubgroup 01| Monthiy(M) OT Exe.. Status Active
county and click the Start loajoNiaons o [12/31/9995
Enter button.
Unemployment data
3. Click the Enter icon. ﬂl!m T W] Washington
. Worksite 134 Thurston C
4 . Click Save. — KR S
HRMS Job Aid: New Hire Action Page 19 of 24
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Section 2-For Payroll Processor

ACTION: Create Withholding Info W4/WS5 US (0210)

1. In the Filing Status
field, enter the status
selected by the
employee for Federal
tax withholding.

2 . Enter the number of
dependents claimed in
the Allowances field.

3. If the employee wishes
to have additional
withholding deducted,
enter that amount in the
Add. withholding field.
(Optional)

4 . Click the Enter icon.
5. Click Save.

eLearning

4

- @e@e DHE Dno0 BE @B

Create Withholding Info W4/W5 US (0210)

-2 L RS

Personnel No.
PersArea |4950

PSubarea (0001 Non Represented FEESubgroup 01 Monthiy{M) OT Exe_ Status Active

20000033
Dept of Agriculture

Marme

POTTER GRACIE
EEGroup 0! Permanent

Start 0270172018 T o 12/31/998%

Status

Tax authority FED | Federal Tax level A Federl
QFiIing Status 02] Married

Exernptions
q Allowances 2|

Tax Exempt Ind. Not exempt v

Withholding adjustments
q,ﬂ.dd.withholding Juso Non-resident tax calculation

Default formula |01 PCT MTHD-RES. U Alternative formula

NOTE: Using Tax Exemption indicator Y will make the wages
exempt from taxation and not reportable to the IRS.

rown on the Social Security card

Using Tax Exemption indicator R will make the wages exempt from i
taxation and earnings are reported to the IRS.

Example: Y-Exempt, not reportable

Tax override Ermpl. Override Group

HRMS Job Aid: New Hire Action
6/3/15
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Section 2-For Payroll Processor eLearning

ACTION: Create Add. Withh. Info. Us (0234)

4
-~ % 4 CO@ CHB BDOD

Create Add. Withh. Info. US (0234)
S

Personnel No, Hame FOTIER GRACIE
PersArea 4550 Dept of Agriculture EEGroup
PSubarea {0001 Mon Represanted EESubgroup 01| Monthiy(M) OT Exe

. From the Empl. Override
group match code list,
select the correct code.*

. Click the Enter button.
to close the match code

0| Permanent

window. start 0270172015] ta  |12/31/9999 NN EN =
EE group EE gr.name

. . Ly B

3. Click the Enter icon. Seites om0, v 1046025 A
- -00 Admin & clerical

4 . Tax authority FED | Federal Tax level 0004 0140-4902-00 Admin & derical

. Click Save. Supplemental method 0005  0150-4902-00 Admin & derical (inactive)

Qvemide amount 0006  0200-4902-00 Admi & clerical

Ovemde percantage Ho Tax 0007 0350-4902-00 Admin & clerical

T ] 0008 0380-4902-00 Admin & clerical

0009  0400-4502-00 Admin & derical

T = 0010  0450-4902-00 Admin & clerical

Cormmon Payme

~

*The Employee Override Group number MUST
MATCH your agency Business Area. If the numbers
do not match, it could cause incorrect amounts of
Medical Aid being withheld from your employee. If
unsure of which code to use, contact the
Department of Labor & Industries.

\_

J

NOTE: This marks the end of the New Hire action for the Payroll Processor. If you are also
the Benefits Processor, continue with the action. If not, after saving, click Exit and transfer
the New Hire Information Packet to the Benefits Processor who will continue the action.

HRMS Job Aid: New Hire Action
6/3/15
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Section 3—-For Benefits Processor

Section 3-For Benefits Processor

>

eLearning

JIMPORTANT

The actions in this section
are completed by the
Benefits Processor. If you
are a PA Processor or
Payroll Processor also
performing the Benefits
Processor function, skip to
the Create General
Benefits Information
(0171) action.

1. Start by entering
Transaction Code PA40
in the Command field
and press the Enter
key.

2. Enter the employee’s
Personnel Number.

3. Select the box to the left
of New Hire.

4 . Click Execute.

The Change Actions screen
will appear.

5. Click on Execute info
group. The Execute info
group warning box will
appear.

o

. Click Continue.

. Click on the Next
Record icon until the
Subtypes for infotype
Education window
appears.

\l

. Close that window.

O 00

. Continue clicking Next
Record until you reach
Create General
Benefits Information
(0171).

HRMS Job Aid: New Hire Action
6/3/15

1
& PA40 *ldH eaa R

TooaD EDE 2@
gﬂm
== @R EE]
Fnd by
e O
i gf:f;”f._.’i““" g Nama  TPOTTER GRACIE DO NOT enter a
= H Fros samch Pesfcea 4930 Dept of Agrcullure From date
PSabzraa 0001 Hon Repréesenbed i
E= = |
Pasponned Actions
ACton Tyob Pomonn,., EE group EEaubg.. [)
o= ] 5
Change af Stahs
Concument, Employment
Appontrest Fangs
Quick Hirgr
Réthire - Quck Hre
Senaialon
Rahrg
Lieave of Abssndie - Aclve
Larve of Abmaacs - acve
Fartum from Leave of Absance
&

[= Subtypes for infotype "Education” (1)

12 Entries found

20000033

Pers.Ho.

Start

Personned action
Action Type
Reason fior Action

Status
Employment

Organational assignment
Postion

Personnel area

Employee group
Ermployes subgroup

02/01/2015

EE Educ. est, text

_

to 12,1} 01 | High School or GED

02 Voc School wjo HS
03 Voc. or Bus. School
04 Some College-20Qtrs+

Mew Hre 05 AA Degree

0z

Actie 9 Warning: Personnel action infatype not sved
with "exacute info group” function!

| '  Continue Iﬁl Back

p o
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Section 3-For Benefits Processor eLearning

ACTION: Create General Benefits Information (0171)

1. The 15t Program 3 - o
. N . & b CaQ LHE HDDLHLH BE @
Grouping field will @
automatically default to Create General Benefits Information (0171)
ELIG. gD 2
nd
2. The 2 ] Pro.gram. Personnel No. 20000033 Name POTTER GRACIE
GrOUpmg fleld Wlll PersArea 4950 Dept of Agriculture EEGroup |0 Permanent
automatically default PSubarea |0001| Non Represented EESubgroup [01) Monthiy(M) OT Exe.. Status Active
from the personnel Start J02/01/2015(Fto  [12/31/9999
darea. [E Possible subsequent activit... x
General Benefits Information —
3. Click the Enter icon. R . T (® Enroled on |02/01/2015|
4 . Clle Save. o el Groupl-'lg RERR otk for Rt Terminated on 01/31/2015
. 6 2nd Program Groupin 0l State Employees O Abtaratic Phns
5. The Possible subsequent O)Default Plans
activities box will ) Al plans
appear. Click the Enter
" T T Add. functi 02/27/2015
button to close the box. @ "|dH/e@@ DMK Bn e ] nowe
Plan overview
Enrollment T)Enrolment Form
6 . The Enrollment screen " Particip. Monitor
. . 5
will appear. Click Get _— — — el
Offer. Name: POTTES GRAGIE a
Pacsanned na,
'/ . From the Plan list, oy Qffer salection -
B nurrbes .":_,'-‘ Oet ofer B Print foem E. Generd Nobice
choose the correct Plan. _p e s
{_Eg jgi'-— | Kutrement Ennplmy D105 1800 - 12135 o000

8. Enter the correct
Percentage amount for &%) 1e ) (HH

the retirement e e

deduction.* Do not e E
leave the Percentage F' o JH e ke ML: vitilziuw = Liu..
field blank or HRMS will @ " 3017018 - 15160
not take any deductions Mo P s i
for retirement. - PERS3 Roe B Sef

9 * PERS 1 - Rate O - WSHE
1 * PERS 3 - Rath C - Sof

. Clle Accept. - PERS T - Bate - WS || 50t ISP - AL ELIARAE

" PERS 3 - Rava [ - Sef

* PERE I . Rate D - WEIB

* PERS 1 - Ra%e E - Sef

' PERS 3 - Rate F - WSE

*If you do not know the correct plan e & My B oo

IPERS 3 - Rata F - WilD

contribution percentage, HRMS can promptyou. | p'::.f_.mmm e i

Enter any number in the Percentage field, then =
press Enter on your keyboard. You will receive

an error message in the status bar telling you . [ T

what the correct contribution percentage is for e

the selected plan.

HRMS Job Aid: New Hire Action Page 23 of 24
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Section 3-For Benefits Processor eLearning

ACTION: Create General Benefits Information (0171), continued

10. The Retirement etirement Enrolmnt
Enrollment screen will Enrol i  costs "@ Undo selection .D|j Error List

appear. Click Enroll. Plan Status | Valdity period
- 401{3) a
. PERS 2 o 01/03/2007 - 06/30/2007 -
11.The Confirmation of - PERS 3 - Option 0 01/03/2007 - 06/30/2007
Selected Actions screen will * PERS 2 - Rate A - Seff 01/03/2007 - 06/20/2007
appear. Click Enroll. + PERS 3 - Rate A - WSIB 01/03/2007 - 06/30/2007 +
* PERS 2 - Rate B - Seff 01/02/2007 AsI2013007
* PERS 3 - Rate B - WSIB [=F Confrraten of Teletted Acbons
12. The EnrO”ment * PERS 3 - Rate C - Saff T
completed successfully * PERS 3 - Rate C - WSIB T —r
: : * PERS 3 - Rate D - Seff Creatn PERS 3 - Batn A - WSE LIS L33 -
screen will appear. Click e e :
Continue to continue or * PERS 3 - Rate E - Seff
click Confirmation to print g Rata E—WEB i

confirmation, then

Continue.

13. You will be taken to
the Enro"ment screen. CliCk o :Enrg"ment CDleEtEd successfulh
the Back button to return
to the previous screen.

14. The Possible e
subsequent activities screen
will appear. Click Cancel.
You will be taken back to
the Personnel Actions
(PA40) screen.

[ Possible subsequent actvit...

13
@ | 4 @ @ DHE B4 5enoled on [_[12_;[51}201_5_E
. Enrollment -
CongratlIIatlonS, you Terminated on |01/s31/2015|
have hired a new w— — — () Automatic Plans
employee into HRMS! | | | teme  omes @i | | ODefauit Plans
Personnel no. Y
(Al plans
Offer salection
ID number [ cetoffer |3 print for i
Possble offers Add. functions 02/27/2015
@ Select Retirement Ensolmnt ~Plan overview
() Enrollment Form
" Particip. Monitor
14
v
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