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HRMS Create and Maintain Payroll Master Data 
Adding a New Hire 

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

Section 1–For Personnel Administration Processor 

IMPORTANT 
The actions in this section 
are completed by the 
Personnel 
Administration (PA) 
Processor. If you are the 
Payroll Processor, skip to 
Section 2–For Payroll 
Processor. 

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

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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ACTION: Create Actions (0000) 

1. Click inside the Reason 
for Action field. Click 
the matchcode button 
to view the selection 
list. Select the 
appropriate action, then 
click the Enter button. 

Example: 02 
Probationary 

2. Enter the Position 
Number in the Position 
field. 

Example: 71011350 

3. Click the Enter icon. 

4. An information window 
will appear. Click the 
Enter button. The 
employee’s Personnel 
Number will now be 
generated. 

5. Click Save. 
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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. 

7. Click the Enter icon. 

8. Click Save. 

 

  



Section 1–For Personnel Administration Processor 

HRMS Job Aid: New Hire Action Page 4 of 24 
6/3/15 

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. 
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ACTION: Create Contract Elements (0016) 

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. 
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ACTION: Create Monitoring of Tasks (0019) 

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

2. Click the Enter icon. 

3. Click Save. 
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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. 

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

8. Click the Enter icon. 

9. Click Save. 

 

  

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

http://hr.wa.gov/SiteCollectionDocuments/Payroll/HRMSSupport/TrainingAndOLQR/UserProcedures/addresses.doc
http://hr.wa.gov/SiteCollectionDocuments/Payroll/HRMSSupport/TrainingAndOLQR/UserProcedures/addresses.doc
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ACTION: Create Communication (0105) 

1. In the System ID field, 
enter the employee’s 
email address. 

2. Click the Enter icon. 

3. Click Save.  

 

  

NOTE: If you don’t know the 
email address at the time of 
the new hire, click the Next 
Record button to move to 
the next infotype.   
When you obtain it, enter 
the email address using 
transaction code PA30. 
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ACTION: Create Planned Working Time (0007) 

1. The Work Schedule 
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. 

2. 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) 

3. Select the checkbox only 
if employee is part-time. 

4. Enter how the employee 
will accrue leave. (see 
box #2) 

5. In the Employment 
percent field, enter the 
percentage of time the 
employee will work. 

6. In the ACA Status Code 
field, select the average 
hours per month for the 
employee from the 
match code list. 

7. Click the Enter icon. 

8. Click Save. 

 

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 
 

Select ONLY if employee 
is part-time 

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. 

 

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



Section 1–For Personnel Administration Processor 

HRMS Job Aid: New Hire Action Page 10 of 24 
6/3/15 

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

6. In the Country Key 
field, choose USA. 

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

8. Click the Enter icon. 

9. Click Save. 
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ACTION: Change Date Specifications (0041) 

Use this screen if you 
would like to indicate the 
date the employee will be 
eligible to take vacation 
(annual) leave. (Optional) 

1. Click inside an available 
Date type field. The 
match code list will 
appear. Select 09 Vac Lv 
Frozen Up To. 

2. In the Date field, enter 
the date the employee is 
eligible to take vacation 
leave. 

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.  

Did you know? 
In HRMS, there are 12 Date Types 
fields available to enter Date 
Specifications. 
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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. 

7. Click the Enter icon. 

8. Click Save. 
 

  

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

1. In the Start field, enter 
the start date of the 
employee’s military 
service*. 

2. In the To field, enter the 
end date of the 
employee’s military 
service*. 

3. Click the Enter icon. 

4. Click Save.  

 
  

The Duration of validity 
period fields will 

automatically calculate once 
you click Enter 

*These should match what is on 
the employee’s DD214 
paperwork. 
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ACTION: Create Basic Pay (0008) 

1. In the Reason field, 
click on the match code 
to open the Reason for 
Changing Master Data 
screen. Select the 
correct reason and click 
the Enter button.  

Example: 19–Initial 
Appointment 

2. Verify that the PS 
group and Level values 
are correct. 

By default, the system 
will display a level of A. 
If the employee is hired 
at a higher rate, enter 
the correct level. 

3. Click the Enter icon. 

4. Click Save. 

 

 

 

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.  
 

Verify the percent value. If changes 
were made to the Employment 
Percent field on the Create Planned 
Working Time action, the values must 
match. 
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Section 2–For Payroll Processor 

IMPORTANT 
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. 

6. Click Continue. 

7. 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 
(0009). 

 
 

 

 

  

DO NOT enter a 
From date 

PA40 
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ACTION: Create Bank Details (0009) 

If the employee has 
elected direct deposit 
(ACH) for their pay, 
continue with steps 1-7. If 
they elect to receive a 
warrant, skip to step 9. 

1. In the Bank Key field, 
click on the matchcode 
to open the Find Bank 
screen. 

2. Enter a portion of the 
bank name followed by 
an asterisk in the Bank 
name field of the Find 
bank screen. 

3. Click the Enter button. 

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

5. Click the Enter button. 

6. Enter the employee’s 
bank account number in 
the Bank Account field. 

7. In the Bank control key 
field, enter the type of 
bank account. Enter 01 
for Checking or 02 for 
Savings. Do not leave 
this field blank! 

8. Enter the Payment 
method*.  

9. Click the Enter icon. 

10. Click Save.  

 

  

*Payment methods: 

C=Warrant 
D=Bank Transfer (ACH/direct 
deposit) 

You must save the Bank Details 
infotype to accept the default of 
Warrant. If you do not save this 
infotype, the employee will red line 
on payroll reports and will not 
process through payroll until the 
Bank Details infotype is created and 
saved. 
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ACTION: Create Recurring Payments/Deductions (0014) 

If the employee has 
recurring payments/ 
deductions, follow steps 1-
5. If not, click Next record 
to skip to the Create 
Unemployment State 
infotype. 

1. In the Wage Type field, 
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 
payment/deduction 
including the pay period 
and the amount. 

Example: WA04 Every 
Pay Period–Full Amount 

4. Click the Enter icon. 

5. Click Save.  

 

  

NOTE: Only one Recurring 
Payment/Deduction can be created 
during the New Hire action. If the 
employee has multiple Recurring 
Payments/Deductions, use transaction 
code PA30 to create additional 
Recurring Payment/Deductions after 
completing the New Hire action.
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ACTION: Create Unemployment State (0209) 

1. In the Tax Authority 
field, type WA. 

2. If you know the county 
code for the Worksite 
field, enter it. If not, 
open the match code 
list, select the correct 
county and click the 
Enter button. 

3. Click the Enter icon. 

4. Click Save. 

 
  



Section 2–For Payroll Processor  

HRMS Job Aid: New Hire Action Page 20 of 24 
6/3/15 

ACTION: Create Withholding Info W4/W5 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.  

   

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

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

Example:  Y–Exempt, not reportable 
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ACTION: Create Add. Withh. Info. Us (0234) 

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

2. Click the Enter button. 
to close the match code 
window. 

3. Click the Enter icon. 

4. Click Save.  

 

 

 

 

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. 

 

*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. 
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Section 3–For Benefits Processor 

IMPORTANT 
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. 

6. Click Continue. 

7. 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 General 
Benefits Information 
(0171). 

 

 

  

DO NOT enter a 
From date 

PA40 
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ACTION: Create General Benefits Information (0171) 

1. The 1st Program 
Grouping field will 
automatically default to 
ELIG.  

2. The 2nd Program 
Grouping field will 
automatically default 
from the personnel 
area.  

3. Click the Enter icon. 

4. Click Save. 

5. The Possible subsequent 
activities box will 
appear. Click the Enter 
button to close the box. 

6. The Enrollment screen 
will appear. Click Get 
Offer. 

7. From the Plan list, 
choose the correct Plan. 

8. Enter the correct 
Percentage amount for 
the retirement 
deduction.* Do not 
leave the Percentage 
field blank or HRMS will 
not take any deductions 
for retirement. 

9. Click Accept.  

 

  

*If you do not know the correct plan 
contribution percentage, HRMS can prompt you. 
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 
what the correct contribution percentage is for 
the selected plan. 



Section 3–For Benefits Processor  

HRMS Job Aid: New Hire Action Page 24 of 24 
6/3/15 

ACTION: Create General Benefits Information (0171), continued 

10. The Retirement 
Enrollment screen will 
appear. Click Enroll. 

11. The Confirmation of 
Selected Actions screen will 
appear. Click Enroll. 

12. The Enrollment 
completed successfully 
screen will appear. Click 
Continue to continue or 
click Confirmation to print 
confirmation, then 
Continue.  

13. You will be taken to 
the Enrollment screen. Click 
the Back button to return 
to the previous screen. 

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

Congratulations, you 
have hired a new 
employee into HRMS! 
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