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HRMS Create and Maintain Payroll Master Data 
Separation Action 

Use this procedure to separate an employee with a known separation date from Washington State 
Service.  

Considerations: 

· Is the employee entitled to an accrual? 
· Has leave been taken for the pay period? 
· Run a ZT60 and ZCAT6 on the employee to ensure the employee has the correct leave 

balance. 
· Ensure reports to DRS contain correct status codes for Leave buyouts. Refer to 

http://hr.wa.gov/SiteCollectionDocuments/Payroll/HRMSSupport/TrainingAndOLQR/Use
rProcedures/sa_correct_leave_buyout_reporting_drs.doc for instruction. 

Important note: If the separation is a result of a Reduction in Force (RIF), the employee has the 
option to defer their annual leave buyout payment for 30 days.  If they take this option, you will need 
to change the Payroll Status to continue running payroll for that employee until the date of the 
deferred buyout.

http://hr.wa.gov/SiteCollectionDocuments/Payroll/HRMSSupport/TrainingAndOLQR/UserProcedures/sa_correct_leave_buyout_reporting_drs.doc
http://hr.wa.gov/SiteCollectionDocuments/Payroll/HRMSSupport/TrainingAndOLQR/UserProcedures/sa_correct_leave_buyout_reporting_drs.doc
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Section 1–For Personnel Administration (PA) 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. Enter Transaction Code 
PA40 in the Command 
Field and press the 
Enter key. 

2. Enter the employee’s 
Personnel no. 

3. In the From field, type 
the last date the 
employee worked. Only 
enter the From date if 
you are the PA Processor 
initiating the 
appointment change. 

4. Click the Enter button. 

5. Click the box to the left 
of Separation. 

6. Click Execute. 

 

    

PA40 
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ACTION: Copy Actions (0000) 

1. Click the match code 
button inside the 
Reason for Action field 
and select the correct 
Reason for Action.  

Example: 21–Resign 

2. Click the Enter key. A 
message will appear at 
the bottom of the screen 
that states “Record valid 
from 07/01/2008 to 
12/31/9999 delimited at 
end.” This indicates that 
the prior record on file 
for the employee is 
being delimited 
(assigned an end date). 

3. Click Save. 

4. The Create Vacancy box 
will appear. If you are 
creating a vacancy, click 
Yes. Otherwise, click 
No. 

Note: If an information 
screen appears relating to 
Cost Distribution, click the 
Enter button to proceed. 
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ACTION: Delimit Communication (0105) 

1. Click the box to the left 
of where the employee’s 
email address appears. 

2. Click Delimit. 

3. Click Save.  

 
 

 

 

 

 

 

For the Personnel Administration Processor, this marks the end of the 
Separation action. After saving, click Exit and give the packet to the Payroll 
Processor who will continue the action. 
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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. Enter Transaction Code 
PA40 in the Command 
Field and press the 
Enter key. 

2. Enter the employee’s 
Personnel no. 

3. Click the box to the left 
of Separation. 

4. Click Execute. 
 

 

   
  

PA40 
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ACTION: Copy Actions (0000) 

1. Click on Execute info 
group. 

2. An Information box will 
appear stating “This 
entry deletes a record.” 
Click the Enter button. 

3. A Warning box will 
appear since the action 
infotype was already 
saved. Click Continue. 

 
  



Section 2–For Payroll Processor (cont.)  

HRMS Job Aid: Separation Action Page 7 of 14 
6/3/15 

ACTION: Delimit Recurring Payments/Deductions (0014) 

1. Verify the Delimit Date, 
which should be the last 
day of the pay period 
(15th or last day of the 
month). 

2. Click the box to the left 
of the payment/ 
deduction to delimit. 

3. Click Delimit. 

4. If the employee has 
additional infotypes to 
delimit, repeat steps 1-
4. Otherwise, click on 
Next Record until you 
reach the Subtypes for 
infotype Time Quota 
Compensation box. 
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1. Click on the correct 
Compensation Method in 
the list. 

Example: 9004 Annl 
Leave Buyout-No Ret 

2. Click the Enter button. 
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ACTION: Create Time Quota Compensation (0416) 

1. Verify the employee’s 
eligibility. Start date 
should be the last day of 
employment. 

2. In the No. to compensate 
field, enter the number 
of hours or days of 
quota type to be 
compensated. 

3. Click the Enter icon. 

4. Click Save. 

 

 

 

Note: If the employee has multiple 
leave buyouts, refer to: 
http://hr.wa.gov/SiteCollectionDocu
ments/Payroll/HRMSSupport/Trainin
gAndOLQR/UserProcedures/quota_ti
me_quota_comp_buyout.pdf 

NOTE: This marks the end of the Separation action for the Payroll Processor. 
After saving, click Exit and give the packet to the Benefits Processor who will 
continue the action. 

9004 

http://hr.wa.gov/SiteCollectionDocuments/Payroll/HRMSSupport/TrainingAndOLQR/UserProcedures/quota_time_quota_comp_buyout.pdf
http://hr.wa.gov/SiteCollectionDocuments/Payroll/HRMSSupport/TrainingAndOLQR/UserProcedures/quota_time_quota_comp_buyout.pdf
http://hr.wa.gov/SiteCollectionDocuments/Payroll/HRMSSupport/TrainingAndOLQR/UserProcedures/quota_time_quota_comp_buyout.pdf
http://hr.wa.gov/SiteCollectionDocuments/Payroll/HRMSSupport/TrainingAndOLQR/UserProcedures/quota_time_quota_comp_buyout.pdf
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Section 3–For Benefits Processor 

IMPORTANT! 

The actions in this section 
are completed by the 
Benefits Processor. If you 
are the Payroll Processor 
also performing the 
Benefits Processor 
function, skip to the 
Delimit Savings Plan 
screen. 

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

2. Enter the employee’s 
Personnel no. 

3. Click the box to the left 
of Separation. 

4. Click Execute. 

 

  

DO NOT enter a 
From date 

PA40 
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ACTION: Copy Actions (0000) 

1. Click Execute info 
group. 

2. An information window 
will appear stating, 
“This entry deletes a 
record.” Click the Enter 
button. 

3. An Execute info group 
Warning window will 
appear since this 
infotype has already 
been saved. Click 
Continue. 
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ACTION: Delimit Savings Plan (0169) 

Verify the Delimit. Date, 
which should be the 1st or 
16th of the month. 

1. Click the box to the left 
of the Savings Plan(s) to 
delimit. Note: You can 
select more than one 
record to delimit.   

2. Click Delimit. 

3. Click Exit. 

 
 

 

 

 

  

NOTE: This marks the end of the Separation action using PA40. The next step is 
to delimit the employee’s Health Insurance plans. Click Exit to return to the 
Personnel Actions screen. Type Transaction Code /nPA30 in the Command field 
and press the Enter key to access the Maintain HR Master Data screen.  
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1. Click the Benefits tab. 

2. Click the box to the left 
of Health Plans. 

3. In the Period section, 
click the button next to 
Period and enter the 
From date as the 
delimit date of the 
Health Plans. 

4. Click Delimit. 
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ACTION: Delimit Health Plans (0167) 

1. Click Delimit. 

Verify you have entered 
the correct Delimit 
Date. 

2. Click the box to the left 
of the Health Plan(s) to 
delimit. Note: You can 
select more than one 
record to delimit. 

3. Click Delimit again to 
assign an end date to 
the record. 

 

 

This completes the Separation action. 

Note: The Delimit Health Plans (0167) infotype 
should have an end date of the last day of the 
month. When the records have been delimited, 
the system will subtract a day. For example, the 
date of 04/01/2015 will create an end date of 
03/31/2015. 
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