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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.
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Section 1-For Personnel Administration (PA) Processor

- HE Mustogiyma  Ear  Goto U Cartmge Sywram  Hep
JIMPORTANT ~:I.'~e COQ LMK DUOD PP o8
The actions in this section ﬁ
are completed by the : <5
Personnel == :
Administration (PA) = $0 Penson (2 | o, T o
+ ) cobectvs search haip e [B500 EYLE
Processor. If you are the « Bl seaen Tarm I
. E mFW* raanch Parpirea  |4050 E'EF’.'EFTEI"-'SDW‘:W EEGroup [0 Parmanant
Payr()ll Processor, Sklp to PSubares (0001 Non Represented EESubgroup (01) Monthie(M) OT Exe . Status  Acthe
Section 2—For Payroll | Ll
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1. Enter Transaction Code e

PA40 in the Command Concureet: Empleymant

Field and press the e

Enter key. Rehry - Quck tirs

G [ epamoen |
2. Enter the employee’s e
- Leave of Absence - Active
Personnel no. Laxva of Absance - acTne
Faturn from Legve of Absence

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.
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Section 1-For Personnel Administration Processor (cont.)

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.

HRMS Job Aid: Separation Action
6/3/15

>

eLearning

& nfotype  Edt  Goto L'i System  Hep
. ﬁ@m CDHR sDan

Copy Actions (0000)

BE @;

=B :_A‘:,-'__. (EExecute nfo group &7 Change nfo group

Fers.No. QaoeT
Hame HOOD HYLE
PersArea 4050 Dept of Transportation EEGroup |0 Permanent
PSubarea 0001 Non Represented EESubgroup 01 Monthi{M) OT Exe_ Status Active
Start 04/01/2015| to 127315955

Persannel action

Action Type Separation v

Reason for Action E_II Resgn

Status

Employment Withdrawn -

Organatipnal accanmant
| [ Create Vacancy
Parsannel
Employea | 5§ 70089180 HUMAN RESOURCE COMSULTANT 4
Employee
F————
Addeional|| Create on [paso172015 3
Start Dty |
' ves | No || Ccancel |
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Section 1-For Personnel Administration Processor (cont.) eLearning

ACTION: Delimit Communication (0105)

1. Click the box to the left ["ﬁ_' : :é & e
of where the employee’s 3 8 B8 EE @

. Delimit Communication (0105,
email address appears. (1%,
|
2_ Click Delimit. g l=w || |l |l JEA-IE-Y Peronnsl Mo, |RBIE0NTI Harma ROGE WYLE
Fndl By FarsArea | AT500 Dept of Transporieien EEGroup 0 Pamranest
= a}P‘-‘H' [T FT .""': Mon Repretented  EESubgroog | 01] MonthiglM] OT Exe . Stbus  Actve
3 . Click Save. : %iéﬁfmf RN B Choose  a/ai/anido [1aaioean Ty Dreleie. Diate
L eh Teem ia -
. m Free sexch
StatDate  EndDate  |Co.. Mame Sptam D |
lﬂ CEI0L/I006  LETL/999S D001 Sysiem used narne (SY-UN_S0000073 | -

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
[E HR Mast :a Edt Goto Extras Utdties Settings System Hep
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. . . . Personnel Actions
The actions in this section
are completed by the IR
Payroll Proc?ssor. Ifyou ———
are the Benefits ~ @ person epersonnel no. '40000073}
+ (K} colective search help Name HOOD KYLE

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.
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* M Search Term

C [H] Free search
PSubarea

From

Personnel Actions

Action Type

New Hire

Change of Status
Concumrent Employment
Appontment Change
Quick Hire

Rehire - Quick Hire

PersArea 4050 Dept of Transportation
0001’ Non Represented EESubgroup ‘01| Monthiy{M) OT Exe_ Status Active

EEGroup |0 Permanent

Personn... EE group  EE subg... [

O Cacpaneon ]
Rehire
Leave of Absence - Active
Leave of Absence - Inactive
Return from Leave of Absence
Page 5 of 14




Section 2-For Payroll Processor (cont.)

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.
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[E infotype Edt Goto Extrgs System  Help

1] * 48 G DHR o8 @ m

Copy Actions (0000)
4 73] [Dexecute nfo group] 2 change nfo group

Pers.No. 40000073
Name  |BOOD KYLE
PersArea |4050! Dapt of Transportation

EEGroup |0 Permanent

PSubarea [0002] Non Represented EESubgroup [01) Monthiy(M) OT Exe. Status  Active

Start

=
| Personned action o I_I'I'h'us entry deletes a record
Acton Type
Reason for Actio

2
Status
! L
Employment - - . @ -
PO = ococrhoow ]
Position

Parconnal atea Warning: Personnel action infotype not saved

with ‘execute info group’ function!

qv’ Continue m Back I

Additional 3
StartDate  Act. Action Type ACtR  Reason for action 0a
04012015 US Separation 21 Resign
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Section 2-For Payroll Processor (cont.)
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ACTION: Delimit Recurring Payments/Deductions (0014)
1. Verify the Delimit Date, = Johoe: ER Gotn Gdge Sptem  Hép
which should be the last @ v JH @@ LHE L0 PR @B
day of the pay period _
(15t or last day of the imit Recurring Payments/Deductions (0014)
month). ]
2 . Click the box to the left Personnel No,  |40000073 Hama HOOD KYLE
Of the payment/ PersArea 4050 Dept of Transportation EEGroup 0| Permanent
deduction to delimit PSubarea |000L] Mon Represented EESubgroup (01! Monthiy(M) OT ExgemStatus  Active
' M choosa 04/0172015] to 1273175953 S5Iy. qnebmt.[}a:e 93131329151
3. Click Delimit,
| Ig O Amount M
4 . If the employee has iIF Post tax DES Zone Prk-01/01/2008 12/31/9999 A 1250 usl O | x
additional infotypes to

delimit, repeat steps 1-
4. Otherwise, click on
Next Record until you
reach the Subtypes for
infotype Time Quota
Compensation box.

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



Section 2-For Payroll Processor (cont.)

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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rlEiSEPsrp@s_fer_.-ﬁf@yﬁ_‘Eme Quota Compensation” (1)

2

DS |8
ESG|PSG...,Comp.m... |Description |
2 15 1000 Free compensation
2 15 9001 Sick Leave Buyout - Tax
2 15 9002 Sick Leave Buyout -No Tax
15 9003 Annl Leave Buyout-Ret
15 9004 Annl Leave Buyout -No Ret
2 15 9005 Sick Leave Buyout-Annual
2 15 9006 Comp Time Buyout
2 15 9007 Sick Leave Buyout - VEBA
2 15 9008 Comp Time Buyout-No Ret
2 15 9009 Holiday Credit Buyout WSP
2 15 9010 Settl LV Buyout WSP-NoRet
2 15 9011 Settl Lv Buyout WSP-Ret
2 15 9012 Hol. Cr. Buyout WSP-NoRet
2. 15 9999 YTD Sick Lv Taken - Conv

e
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Section 2-For Payroll Processor (cont.) eLea'rJning
ACTION: Create Time Quota Compensation (0416)
1.Ve_r1_fy_t_heemployees _ S@m}“ JH¥ D008 DT O
eligibility. Start date s
should be the last day of S @ .20 Dowmpmns
employment. R I T e e
2. In the No. to compensate g =
field, enter the number e
of hours or days of e
quota type to be p——————— Note: If the employee has multiple
compensated. s leave buyouts, refer to:
3 Click the Enter i e — i http://hr.wa.gov/SiteCollectionDocu
- Llick the Entericon. sy e i .. ments/Payroll/HRMSSupport/Trainin ..
4 Click Save. T oy -+ gAndOLOR/UserProcedures/quota ti fu
o okt SR 10000 e me_quota_comp_buyout.pdf 4
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.
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Section 3-For Benefits Processor
J E 2'42" Da  Edt  Goto Exogs  Utibes  §ettings  Sywem el
IMPORTANT! JH Qe CHE o0 BN @
. . . . Personnel Actions
The actions in this section
are completed by the = S
Benefits Processor. If you T iR
are the Payroll Processor I = OB Parsen ehg:mnnﬁ:.o. soaaen7a]
also performing the { - et Nama 20D HLE DO NOT enter a
B f P + (i Froe suarch PergArea a'.-':?-. Depe of Traresartanon From date
ene ltS rocessor | PEuberea |200L] Mon Représented S Actwe
function, skip to the From
Delimit Savings Plan e
screen. Acton Typs Persorn... EEgeowp  EE subg... [
Haw Hre -.
1. Enter Transaction Code .fi”:i.fl’::;m
PA40 in the Command Aopantment Chinge
field and press the E‘:::rf';.mm
Enter key. (3] e 4 ]
Retire
Liwwd of Absence - ACve
2 . Enter the employee's Lerve of Abmence - Inactive
Personnel no. e
3. Click the box to the left
of Separation.
4 . Click Execute.
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Section 3-For Benefits Processor (cont.)

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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Copy Actions (0000)
@ 48 e@e DHE D0 BE @6

Copy (0000)

& & 21 Gexecte nfo group

£ Change nfo group

Pars.Mo. 40000073
Narma HOOD KYLE
Persdrea 4050 Dept of Transportation EEGroup |0 Permanent

PSubarea [0601] Mon Rapresanted EESubgroup fo1 Monthi{M) OT Exe_ Status Actve

Start 04/01/2015) to  [12/31/3333)
Personnel action

Acton Type Separation v
Reason for Action 21 Resign

-
o I_I'I'hls entry deletes a record

Monthi{M) OT Exempt

[= Bxecute info group

04/ Warning: Personnel action infotype not saved
with ‘execute info group’ function!

q\f Continue Ia Back
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Section 3-For Benefits Processor (cont.) eLearning

ACTION: Delimit Savings Plan (0169)

Verify the Delimit. Date, & Infotype Edt Goto Extras Sy 2 Help
which should be the 1st or & 148 Clal@ DHR Hpod B @
16t of the month.

Delimit Savings Plans (0169)

1. Click the box to the left g g
of the Savings Plan(s) to

0_..q . P 1 Ho. 40000073 Nam HOOD EYLE
delimit. Note: You can el e - i
PersArea 4050 Dept of Transportation EEGroup (0] Permanent
select more than one
d delimi PSubares 0001 Non Represented EESubgroup [01° Monthi((M] OT Exe_ Status Active
record to delimit. M choose  |04/01/2015] to  |12/31/3939 3Ty. [ oetmit.pate 04r01/2015]

2. Click Delimit.

8 Type Text Pan Text
3 ) . 07/01/2008 _Ilz.-'suww 401A 401{3) P2 PERS2 o
- Click Exit. d 16/01/2006 12/31/9999 DFCP Defaed Comp D1 Deferred Compensation >

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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Section 3-For Benefits Processor (cont.) EE
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1 . ll k h B n fi . E imasterdats [t Qoto Dt Urites  Seltegs System  Help
bkl eetStab L] - dEB e DHE DDLOHBE W
2. Click the box to the left Py
of Health Plans. 07 a m2
3. In the Period section, I E[ 100 3063 £Y) Pamornaing. (5620073
A Find by Hame BOOD KYLE
click the button next to = 4 penon Parsrea [#053] Dugr: of Transportation EEGrows [© Parmanant
Period and enter the A+ Bosymead Poutares GO0kt Repressoted ESubgrinp 3 Mortih(M) OT Bre_ St Actve
From date as the 2 kg T o R R IR
delimit date of the - N
Health Plans. 2] s v | rers
Spvings Plana [ From 4038/ 5058 o
4 . Click Delimit. Wecstanacas pirs oy Cum st
Garanal Reneles Iiormaton ' Al Qument, month
Benetias pedsl Bommaton i A
To Cument Date Lt ath
Current Panod Carmard Vaar
JE
Orect wlachon
nistyra sty
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Section 3-For Benefits Processor (cont.) eLearning
ACTION: Delimit Health Plans (0167)
1 . Clle Delimit. [E jriotps  Ed L= Extrg  Sywem Ml
& - JH e CHE DDOA EE 28
Verify you have entered Health Plans (0167)
the correct Delimit ﬁ‘m
Date' e eaE __'3"ﬂ. — Parsgrns! e 0000073 tiarre 8300 KYLE
| Pt by Pamhros 4050 Dept of Toaspataton FRGmeip [0 Pormanant
2. Click the box to the left s R
of the Health Plan(s) to ooy
delimit. Note: You can e s
select more than one O a0 e e e i e
record to delimit. o ;
Note: The Delimit Health Plans (0167) infotype
3. Click Delimit again to should have an end date of the last day of the

assign an end date to
the record.

This completes the Separation action.
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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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