Chapter 6 Retiree Actions

z Process an Employee Retirement

This action uses the Copy mode for several infotypes. It is important that you remember
the information that might default into the fields is from a previous action.

Menu Path: HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION > HR MASTER DATA > PERSONNEL ACTIONS

Transaction Code: PA40

™ Personnel Actions

HE bMaster Data Edit Goto Extraz Utiliies  Seftings System Help

& | DImcee oBME oo BE @
|®
Perzonnel no. I aa088825 e,

From Il-]3.l'ﬂ1f2l]l-]1

Action type

Perzonnel ar

EE group EE subgrou

Mew Hire

HOIE

Change in Position / Transfer

Multiple Pozsition Sszignment

Separation

Rehire

Leave of Absence

Fieturn from Leave of Absence

Adjuztment in Pay

Extemal Hire

External Separation

|

Field Name Description R/O/C | User Action/Values

The individual’s Enter the employee’s number if
Personnel no. personnel number in R known or use the dropdown

the system menu to select.
From date The date the action R Enter the employee’s last day

is effective of work before the retirement
Action type The type of action R Click on and highlight the

to be performed

Retirement action
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Select the Execute Icon

The screen will now show infotype 0000 — Copy Actions

Copy Actions

Infotype Edit Goko  Extras Swskem  Help

|||

=l 0 e@@ | 2mME awmaan EE &

E-:El Eﬁ ‘2 | @ Execute info group ﬁ Change info group

Fers.no. L2461
M ame SHOOPY TEEL
EE group |E Fetiree Ferzonnel ar |1 353 k"R MID-ATLAMNTIC REGION
EE zubgroup RT Hetiree S55HM
From [es 701 72802 2| ta [12731 /9999
- Personnel action
Action bype I Retirement ;I
Reason for action IF Retired
r Status
E mployrnent I Fetires LI
r Organizational assignment
Fozition 10086889 Fecreation Aide [Gym]
Perzonnel area 1353 b RID-ATLAMTIC REGIOM
Emploves group |E Fetiree
Emploves =ubgroup lﬁ Fetiree
rAdditional actions
Start date At Action bype ActR Reason f.acton
0501 /2002 =7 R etirement o1 Retired
Field Name Description R/O/C | User Action/Values
Action type Retirement R This will default in. No
Entry required
Reason for Action | The reason the action R Use the dropdown arrow and
is being performed select Retirement
Employment User Defined R Field will default in.
Special payment User Defined R Field will default in.
Position User Defined R Field will default. Do not
change.
Personnel Area Location of the R This will default in. No
employee entry required
Employee Group The assigned group of R Use the dropdown menu to
employees that the select Retiree
individual belongs to.
Employee The assigned R Use the dropdown menu to
Subgroup subgroup for the select the Retiree
employee
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Press the Enter button . You will receive the message “Person and position have
different employee groups/subgroups”. Press the Enter key. You will receive the
message “Record valid from date to date delimited at end”. Press the Enter button again.

&

Save the transaction

Screen: Infotype 0001 — Copy Organizational Assignment

™ Copy Organizational Assignment
Edit

Infotvpe Goko  Extras  System  Help

||| SR e@e@ 2ME anaa A @

“ @ @ £| Org Structure

Perzonnel no I_ Marme | |
EE group IE MF Perz. area Iﬁ Morthwwest Region kwB
EE =ubgraup Iﬁ Feaq Full Tirme S55H ‘ Status Retires
Fram Im ﬂ (e} Im
r Enterpnize structure
CoCode [1287  MwR COMNAVREG, Nw.
Pers. area W Marthwest Region kMwH Subarea Iﬁ QOLSO [Keyport)
Cost clr [sez | GEMRLFUND QOLSOD
r Personnel structure
EE aroup IE R etiree Pauyr area Iﬁ M Region
EE subgroup IF Hetiree
- Orgarmizational plan
Percentage Im Luzgignment
Pasition [10083141  NFO34403
Adminiztrative Sssistant
Job ke [1ese1328  nFo34403
tManaaement Techhician
Field Name Description R/O/C | User Action/Values
Co Code Company Code R Field will default in.
Pers Area Personnel Area R Field will default in.
Cost Ctr Cost Center R Field will default in.
Subarea Personnel SubArea R Will default
EE Group Employee Group R Will default to “Retiree” R
EE Subgroup | Employee SubGroup R Will default to “Retiree” RT.
Payr Area Payroll Area R Will default to from position
Percentage Percentage employee R Field will default in.
assigned to the position
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number
Position Position number R Field will default in.
Job key Job Key R Field will default in.
Exempt Exempt status R Field will default in.
Org Unit Organization unit assigned R Field will default in.
Org Key Organization key assigned R Field will default in.

Press the Enter button. You will receive a warning message stating that the record

date to date will be delimited. Press the Enter button again.
O
Save the transaction =

Screen: Infotype 0006-Forwarding Address

™ Create Addresses

Infotwpe Edit Goko Exkras  Swskem Help
| & || 8o | DMk wnaa RE| @

“ H &2 | Foreign address

Perzonnel no R M arme |-..._v._..._. _.-._._......-
EE group E MF Ferz. area W Morthwest Region MYWR
EE =zubgroup F Feqg Full Time S55M = Statusz Active
From 0970772001 ¢ [12/317999
rAddress
Addresz tupe Fornmarding Address LI
clo
Address line 1 B
City Aoty I?
Stateszip code I"?— I"?—
Country key IUS.-'l'-. LI
Telephone number I I
Carmunications I I I
| [
| [
| (Y
L

Enter the new forwarding address if applicable. Press the Enter button
If not applicable right arrow to the next screen.
This will result in opening infotype 0171 — Create General Benefits Information

and Save.

All required fields will default in. The information must be validated by pressing the

Enter key and then saving the transaction
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Screen: Infotype 0171 Create General Benefits Information

™ Create General Benefits Information

Infotype Edit Goto  Estras  System Help

el Feecee DREe anan BE G
|la@ s
Perzannel no I Marme IHaltEl‘ . Statuz Fetiree
EE group Iﬁ Retiree Perzaonnel ar I?g a8 Headquarters
EE subgroup RT Retiee S5M i
From |ﬂ3.o"ﬂ2."2l-]ﬂ1 0] |12.o"31."9999
General Benefits Information Information [ | —
Benefit area W Mawy (MW R
1zt Progran grouping HO Millitgtomn-H e e
2nd Program grouping IFIETR retiree 0
@ Help |

This infotype must be saved.

After pressing the Enter key and saving the transaction, you will receive the message that

the Record has been created and the system will show the final infotype in this action.
Infotype 0378 — Create Adjustment Reasons

™ Create Adjustment Reasons

Infotwpe Edit Soko Extras  Swskemn Help

||| N e DM anaa BE @
|me s

FPerzonnel no I M arne I |

EE group IE Fetiree Ferz. area |1 287 Marthwest Begion MW H

EE subgroup [RT Fetiree S5 [125-6u-8074 Status  Fetiree

Fram [eos07 /2001 2| o [1e/088/2001

Benefit area INav_l,l [Mw R
Adjuztrent reazon IFEetirement ;I

This infotype must be saved.

After the retirement record has been created, you must email or print a PAR. Add sick
leave and annual leave balances, then print and send or email PAR to payroll.
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zmocess a Retiree Working

This procedure should be used when processing a retired NAF employee into a flexible
position. You will be required to enter the former employee’s Personnel ID number to
begin the action.
Menu Path: HUMAN RESOURCES>PERSONNEL
MANAGEMENT>ADMINISTRATION>HR MASTER DATA>PERSONNEL
ACTIONS

Personnel Action Screen

= personnel Actions

HR Masker Data Edit Goko  Exktras  Utilikies  Sekkings  Syskemn Help

e || TImecee | DMe nooan DA @
| &
Personnel no. e
M arne r Status E Retiree
EE group Iﬁ Retiree Pers.area |1 a3y mMwh MAS JACESOMYILLE
EE =ubgroup RT FRetiree
Fram |11f15.fl32
Action tppe Personnel ann EE group EE subgrou ﬁ
Mew Hire ;l
Change in Poszition —I

Fultiple Position Assignment

Separation

Retirerment
Fehire

Leave of Absence

Return fram Leawve of Abzence

Adjuztment in Pay

Snnual Appraizal

Cazh Award 4 Lump Sum FPayment

E=ternal Hire

E =ternal Change in Posgition

E=ternal Separation

External Rehire

Fetiree “working Mew Hire

| EN I *

The following screens will automatically roll during the Multiple Position Action.
Personnel Action Screen:

4]

Enter the personnel number of the retiree

Enter the effective date of working in a Flex position
Select the “Retiree Working Rehire” action

Click on execute

=

Copy Actions will now come up.
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Copy Actions

Infokype Edit Goko  Extras  Swstem  Help

l& ] oo MR anan AR ®

” = E 2 | (Lh Execute info group @@ Change info group

Perz. no. I

M arne I |
EE group IE Fetiree Personnel ar |1 a3n b B MAS JACKSOMNYILLE
EE =ubgroup RT Fetiree S5HM

Frorm |11f15f2l3l]2 ki I12!314’9999

- Perzonnel action

Action lype I Retiree Working Rehire ;I
Reagzon for action |B1
- Status
E mplopment I Retiree ;I

- Organizational assignment

Fozition |1 agezan7s Integration: default poszi

FPersonnel area |1 A3L4 MWE Has JACKSOMNWILLE
Ermplopes group IE Fetiree
Emplopes subgroup Hbﬂﬂ Retiree

Copy Action Screen

1. Reason for Action - Enter reason for action “01” retiree working rehire.

2. Position - Enter new position number

3. Blank out Personnel Area — Hit enter and personnel area will default from the
position number

4. Employee Group - Leave the employee group as “R” retiree

5. Employee Subgroup - Change the employee subgroup to “RW” retiree working

6. Enter and Save

You will receive a warning that person and position have different employee

groups/subgroups. Enter again. You will receive a message that the previous record will

be delimited. Enter again.

Copy Personal Data: If changes to the infotype need to be made, make the changes and
save. Otherwise, validate the entries and save,
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Organizational Assignment will now come up

Copy Organizational Assigenment

= Copy Organizational Assignmenkt
Infobtype Edik Goka  Extras Swskem Help

&z | S [T =1 I~ . T T i s (e )

= = | a%l Org Structure

Ferzonnel no Mame
EE group [R Retice Pers.area [Me3a MwhR MAS JACKSONVILLE
EE =ubgroup RT Fietiree S5k P — e Status R etires
From mﬂ [{=] Im
r Enterprise structure
CoCods ECES A F MAS JACKSOMYILLE
Pers area [Te35 vk MNAS JACKSOMWVILLE Subarea [To=n uscksonwILLE
Cost ctr a2 GUTTEREALL GR FOOD
r Personnel structure
EE aroup R Fietiree Paur. area [0  JACKSOMWILLE mwR
EE =ubgroup Iﬁ Fle=x Retiree ““orking
r Orgamzational plan
FPercentage m Azzignment
Paosition [feeezenr M, FA0Z 03
Food Service “Wworler
Jdab key [fTeso1asa M 7408 02
Food Service “Waorker
E =empt Iﬁ
COrg. wunit Im Giutker Girill
Giutterball Ginill
Org.key 1824

Copy Organizational Assignment Screen
1. Validate all entries ensuring EE Group is “R” and EE Subgroup is “RW”. Press enter,
you will get the warning “previous record will be delimited”, press enter again and save.

Delimit vacancy will now come up. Click on “yes” to delimit the vacancy for the
position.

- pelimit Yacancy x|

5 10002347 Food Service Wiorker

Delimit on 171472002 3|

Yes | Nu:ul 4 Eancell
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Infotype 0006 — Copy Address will now come up

Infotype 0006 — Copy Address

= Copy Addresses

Infobyvpe Edit  Gokto  Exktras Swskem  Help

< O e | 2 mMme amaa s BDE @
5 2
Personnel no — ___ M arme  m—— . |
EE aroup [k Reties Pers. area [1e34  MwR MAS JACKSOMWVILLE
EE subgroup lﬁ Flex Retiree “working S5HM ! Status Fetires
From m to Im
rAaddress
Addrezz twpe Permanent Residence LI
c/o
Address line 1 166 CEDAR STREET
CibpAcounky JACESORWILLE
States/zip code T Florida IW
Country key LIS, LI
T elephone number o0y [F7F2—1259|
Communications

Make any changes to the employee’s address. Enter and Save.

Residence Tax Area

"™ Create Residence Tax Area

Infotype Edit Goko Extras  Swskem Help

< || Il eceeoa DMK awman | EHE|e
EH 2
Perzonnel no I are e MHame l .............. |
EE group IE Fetiree Fers. area |1 a3hL kWH HAS JACESOMWILLE
EE =zubgroup IRH Flex= Fetiree wWorking S5H I I Status Fietiree

From |11f15!2l3l32 to |12!3119999

- Resident data

Tax area I?

r Tax Authonties in Area -

T_ax AUEN O R, Tax area |Description Posi
FED Federal aoa
FL State of Florida 281

|

v | B3| 52| 3¢ |
Enter the employee’s residence tax area. Enter and Save.
The system will now roll to Copy Withholding W4/WS.
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Copy Withholding Info ¥4 /%5 US

Infokwpe Edit Goko  Exkras  Syskem Help
& || S0 ee@ Mk weaaas EE| @
BB 2
Personnel no T M arne e T T T
EE group IE Fetiree Ferz. area |1 a3h kiR MAS JACKSOMNWILLE
—_—
EE =zubgroup IRW Flex Retiree "working S5k Status Fetiree
From I|'11f15!2l3l323 ta |12!3119999
- Status
T ax authority IFED Federal Tax lewvel F Federal
Filing status |l31 Single
- Exemptions
Allowances I
I_ T ax exempt indicator T IRS mandates
withholding adjustments
Add. withholding I 28.88 UsSD

- Owerrides [from Infotype 0234]

Frorn date End date

Supplemental rmethod

T ax averride Empl.

EDIH

Enter the filing status and number of exemptions. If applicable, enter any additional

withholding. Enter and Save.

The next infotype will be Infotype 0041-Date Specifications.

Infotype 0041-Date Specifications

™ Change Date Specifications

Infotype Edit Goto  Extras

System  Help

|G|

0 e 2ME anaa A @

lam 2

Perzoninel no I_ M arne

EE group IE Retiree Perz. area 7988 MwR HEADRUARTERS

EE zubgroup Iﬁ Flex Retiree Warking 55N Statusz Retiree
From [o1/701/2001 2|10 [12/31/9999  Chng [11726/2002 [HQ P657F8

Date Specifications

[ate bpe
IH Activity Start [ ate

~
-

—

Date

Update any fields necessary.

Human Resources
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—

P ——

[ ate tupe
IE Service Comp Date

~
—

—

[ate

(11071987
Ll
—

T ——r
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Date type 01 Activity Start Date, which is the first date of employment at the current
activity. This date populates from the action.

Date type 04 Civilian Service Date, which is the Comp date minus the active duty
military time.

Date type 03 Service Computation Date, the date either actual or constructed by
crediting service, used to determine annual leave accrual. For an employee with no
creditable NAFI or military service, the service comp date is the effective date of the
employee’s first Federal civilian appointment. For an employee with prior creditable
service, the service comp date is constructed by totaling the days, months, and years of
the employee’s creditable civilian and military service and subtracting that total from the
effective date of the employees most recent appointment. When service credit of 4 years,
3 months, and 3 days is subtracted from the date, 1998-10-12, the result is 1994-07-09.
Thus, the service comp date will then be 07-09-1994.

Date type 07 NAFI Computation Date, the date either actual or constructed by crediting
service, used to determine Regular NAFI employment length. For an employee with
prior creditable service, The NAFI computation date is constructed by totaling the days,
months, and years of the employee’s creditable Regular NAFTI service and subtracting
that total from the employee’s most recent appointment.

= )
Press the Enter button and Save the transaction.

Unpaid Compensation Beneficiary Address

™ Create Addresses

Infotype Edit Goto  Extras S';-'stem|HeI|:|

| &[] B e DMk anan | RE @
“ M B2 | Foreign address
Personnel no I Mame |
EE group IE Retiree Pers. area |1 a2y MWR Mas JACKSOMNWILLE
e E—
EE subgroup IR'.'\.' Flex Retires working S55M Status Retiree
From |11.f15.f2£ﬂ32 [{e] |12f31f9999
raddress
Address tppe Unpaid Compenzation LI
cio JOHM HARRIEMGER
Address line 1 I‘I1‘IEIFF|.-’-‘«NKLIN STREET
City/courty [WATERTOW/N
Stateszip code IN":‘ |1 36061
Country key Imﬂ

T elephone number

Communications

Enter the employee’s unpaid compensation beneficiary name and address. Enter and
Save.
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The next screen is Infotype 0077 - Additional Personal Data

Copy Additional Personal Data

nfobype Edit Goko  Extras  Swstem  Help

& || B e@@ 2HME anan BE|®@
A3 L

Perzonnel no I I amne |

EE group IE Fietiree Perz. area |1 a3h Mwh MAS JACESOMVILLE
EE subgroup Iﬁ Flex Retiree wWiorking S55M l Status Retires

From 171572002 210 [12/3179999

Additional Personal Data

Ethnic origin IWhite-N ot Hizpanic Origin j
kdilitany status Iﬁ Maon Yeteran

Select the Ethnic Origin and Military Status from the drop downs. Enter and Save.
Copy Residence Status will now come up.

™ Copy Residence Status

Infokype Edit Goko  Extras  Swsktem  Help

& || Dlecee Mk wwnaa BE @
= = R
Fersonnel no I M ame |
EE group IE Retiree Perz. area |1 a3n MR MAS JACKSORMYILLE
EE =ubgroup IRW Flex Retiree YWorking S5HM Status Retiree

From |11f15..l’2l]l32 to |12.f31.f9999

r Personal identification

Residence status I s Citizen LI

1D tppe LS. Dirivers Licen

lzzuing Authoriby I
1D humber I

ls=uing date I
Walidity end date I

r Employment vwerification

“whork permit I LI
lezuing Authority I

Woork, permit number I

lzzuing date I
E=piry of work perm. I

Enter the employee’s Residence Status. Enter and Save.
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Create Education

™ Create Education

Infotvpe Edit Goko Extras  Swskem Help

|l || D0 e M amana  FAE @
&= .2

FPerzonnel no 582 MHame LUISA BECHK

EE group F @ Fay Fers. area 2034 WO MAS JACESORNWILLE

EE subgroup IFT Reg Full Time S5HM SLBE-51-5228 Status Lctive

From leeso1s1965 2|10 [e6 /0171969

Educational est. |U3
Inztitute Aoc ation ILINI"u"EFESIT"r’ OF FLORID A,

Certificate I az2

1808082

Collegesuniversity

B achelor

Brarch of study 1 Busineszs Adrministrationskd anagement

Brarnch of study 2

Enter the employee’s Educational Establishment. Enter and Save.
Infotype 9001 — DOD/MWR Data

= Copy DOD / MWR Specific Data

[nfotype Edit Gaoto  Exkras  Swstem  Help

& || B Ccae CME anan | BE @
H B2

Personnel no —_— Mame l.___.. ———ae-

EE group |E Fetiree Perz area |1 34 MwR HAS JACKSOMWILLE

EE zubgroup ,ﬁ Flex Rietiree wiarking S5M I Statuz Fietiree
Fram H1/15/2 882 ﬂ to |12!31f9999

-Locale Information

[NUZ2  Mavu NAF]
[121518083% Jacksonvile, FL
[10835  Jacksorwile, FL
DOD kR activity code [ug

OO0 HAF| arganization code
Ciuty ztation location

MNAF perzonnel office identifier

Mone of the above

-USA Funding Under MOA

US4 indicator

=zl

Mot covered under USA& MDA

-Miscellaneous

‘welfare to wark hire code

D00 dependent-spanzar relationship
Person dezignatar type code

Off duty military code

Source of recruitment

Hired on or before March 7. 1997
Mot applicable. Mot a dependent of a sponzor.
Social zecurty number

Mo; not a milikary member on active duty

REL N

- Union eligibility
B argaining unit eligibility code

B argaining unit member status

Supervizory / Management Official

zlzl

Mat Member of Bargaining L nit

Human Resources
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Retirement Information
Retirement plan code
Retirement certificate number
Portability of retirement election
Appr. fund zeverance pay entitled

Portability of benefits statuz code

E Maone of the above
Iﬁ Mat applicable
Iﬁ Mot covered

Position Information

Fozition sensitivity F Mon-Sengitive

Supervizor pozsition Iﬁ

Local PD number I—
ADP Information

ADP company code HAJ

ADF file number [oe163u

Mizcellaneous Notes

Most of the fields on this 9001 infotype are REQUIRED and are mandated by various
DOD or MWR policies. Here is the explanation of the various fields.

Field Name Description R/O/C | User Actions/Values
DOD NAFI NAFI R Will always be “grayed out”
Organization Code | Organization code and populated with NV22
Duty Station Where the R Use dropdown menus to
Location employee will complete
work
NAF Personnel The Personnel R This will default from
Office Identifier Office involved personnel area
DOD MWR Activity | The DOD R Use dropdown menus to
Code description of the complete, request assistance
activity from finance manager if
needed
USA Indicator Whether the R Use dropdown menus to
activity will be complete, find information on
reimbursed using 52.
the USA process
Welfare to work Mandated since R Use dropdown menus to
hire code 1997 complete, use OPM form 1635
DOD Is there a R Use dropdown menus to
Dependent/Sponsor | relationship? complete
relationship
Person Hispanic Hispanic R Use dropdown menus to
Category Code Category? complete

Human Resources
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Person Designator

Social Security or

Use dropdown menus to

type code other complete
Off Duty Military Is the Employee Use dropdown menus to
Code on Active duty? complete
Source of What tools did we Locally defined and used
Recruitment use to hire this

new employee?
Bargaining Unit In a supervisory Use dropdown menus to
Eligibility code position? complete

Bargaining unit
member status

A member of a
bargaining unit?

Use dropdown menus to
complete if activity has union

Retirement HQ will populate Do not populate—headquarters
Certificate Number only
Portability of Is the employee Use dropdown menus to

Retirement Election | eligible for complete
portability?
Appr. Fund Was the employee Use dropdown menus to
Severance Pay receiving APF complete
entitlement Severance pay
when hired NAF?
Portability of Identifies Use dropdown menus to

benefits status code

employees who
moved after Jan 1,
1987 without a
break in service of
more than three
days.

complete

Position Sensitivity

Is this a sensitive
position from a

Use dropdown menus to
complete, see OF8

security
standpoint?
Supervisor Position | Is this position a Use dropdown menus to
supervisory one? complete
Local PD Number For local HR use Enter the PD number if
required by local HR
ADP Company ADP Payroll Will populate from ADP
Code processing code information when nightly
interface between SAP and
ADP is run
ADP File Number ADP Payroll Will populate from ADP
Processing file information when nightly
number interface between SAP and
ADP is run
Misc. Notes Any additional comments if

needed

Human Resources
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Press the Enter button and Save

—  the transaction.

The screen will roll to the next infotype 9005 — Create Kronos Information

™ Change Kronos Information

Infobwpe  Edit Goko  Extras  Svskem  Help

|& ]

Foece CHME Do BE®

(=R

Perzonnel no
EE group
EE subgroup

I_
IE Retiree

RW Flex Retiree Working S5M

Fraom I a1/e1/2081 to

Mame

Pers.area

|1 273179999

|1 834 MWR NAS JACKSOMVILLE

Status Fetiree

Chng |@9/16/2802 [HO_P657D9

r Kronos Information

Fronos Badge Mumber
Terminal Group

Local Labar Lewel

Person Type
Fronos logon
Access Profile

Labor Lewvel Set

.

|TELETIHE

[s042000008

[ Mo Eronos system

Field Name Description R/O/C | User Actions/Values

Kronos badge Kronos badge C Enter the KRONOS badge

Number number number. Entry is required for
KRONOS. If KRONOS is
not used, select the No
Kronos System checkbox.

Kronos Terminal Kronos Terminal C Enter the Terminal Group from

Group number the dropdown menu. Entry is
required for KRONOS. If
KRONOS is not used, select
the No Kronos System
checkbox.

Person Type Person Type C Enter the Person Type from the
dropdown menu. See
explanation below.

Kronos Logon Kronos Logon C This field will default.

Access Profile Access Profile C Enter the employee’s profile

from the dropdown menu. See
explanation below.

Human Resources
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Labor Level Set Kronos Labor C This will only be added to
Level Set managers to tell KRONOS
which group of employees the
manager will administer.
Select from the dropdown.

= E Eronos Person Type

Pers Tuupe | Shovrt btexit

TH Employee

=2 FPro¥f Emplouyese

=2 Manager

I3 Tyupes 1, 2, and 3
= Tyupes 1 and 3

TK Employee — punches in and out at a timekeeper terminal or paid by schedule. Not a
manager or a timestamp employee. Only choose this option if the employee is not a
manager or timestamp employee.

Prof Employee — enters time via timestamp, but not responsible for managing other
employees time.

Manager - ability to edit and maintain employee data within Workforce Central. This
option may be used for GS managers who are not also timekeeper employees (they don't
use Kronos to record their time, they just log in to manage their employees)

Types 1,2, and 3 - An employee who enters time via timestamp who is also a manager.

Types 1 and 3 - A timekeeper employee who is also a manager. These employees could
clock in using terminals or are paid by schedule. They are also responsible for editing
and approving timecards for their employees.

- "™ Kronos Function Access Prof

I

Access Profile
i

EMPLOYEE

HAHAGER 1
MAHMAGER 2
FAYROLL
TIMEKEEPER

Employee — for Time Stamp employees only.

Manager 1 — will be able to approve timecards, but cannot sign off.
Manager 2 — will be able to approve and sign off timecards.

Payroll — used for payroll employees.

Timekeeper — will be able to edit timecards, schedules, but cannot sign off.

Note: Employee must have either a Kronos badge number or have the No Kronos
box checked.

Press the Enter button and Save the transaction.
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™ Copy Planned Working Time

Infotvpe Edit Goko  Extras  Swskem Help

|& |

T e@@ DHME anaa FE|®

“ E B ‘E W’Drk zchedule

Perzonnel no

—

EE group IE Retiree
EE subgroup IRH Flex Retiree WWorking
From 1171572002 2| 10

Mame e m e
Pers. area [Mazn  mwr RAS JACKSORVILLE
S5M Status Retiree

|1 273179999

~work schedule rule

wiark, schedule rule 1817

JHEFEANALS HOMEAL

rWorking ime
Employrent percent
D aily warking hours
wheekly working hours
fonthly working hrs

Annual working hours

wheekly warkdays -

el

188.448
8.83
4B.13
173 .91
2887 .44

The only entry is the Work Schedule Rule. Note: Retiree Working is a Flex Employee.

Press the Enter icon |§| You will get the Record Delimited warning message. Press

the Enter icon | g again. You will be reminded to Save your entries.

|
Press the Save icon .

Human Resources
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Create Basic Pay — Infotype 0008

™ Create Basic Pay

Infotwpe Edit Goko  Wage bvpes Extras  Swskem  Help

& || 0@ | DMk anon @BE| @
[ = e | S alary amount Fayments and deductions
Personnel no I =1 Vs M ame TTTr oTTTT
EE aroup IE Retiree FPers area 7988 MwR HEADOUARTERS
EE z=ubgroup RW Flex Retires "Working S5M Status Fetiree
From I|‘11f18!2302ﬂ to I12!314’9999
Pay scale
Feazon |1 3 Fietiree “wWorking Cap.util. I+ 1868.488
Type Il31 M awvy MwR “wikHrs/period 8B0.26 IEli-weekI_l,l
Area |l31 AC 093
Group [NF ez Level [o@ Annual salar | 18,259.88 |[UsSD
\.-'\.-"agEI “whage tppe name Og Armount Curreng Ing Ad Mumber Limit
1818 Hourly Rate - MwWH B.F75 |UsSD I~
s —
uso —

You will receive most of this information from the SF52 paper form or the employee data
sheet. While all of the fields are required, some will default based on other inputs. All
field entries must be validated and verified as they all affect the new employee’s pay.

Field Name Description R/O/C | User Action/Values
Reason for Select 13 - Retiree Working
Reason change R from the drop down.
Type User Defined R Field will default
Area User Defined R Field will default.
You must use the dropdown
Group User defined R menu to select. Must be
verified for accuracy
Level Level of Pay R Field will default. Must be
verified for accuracy.
Hourly Rate Enter the hourly rate(s), for
Enter the correct NF’s and CC’s — all others
Wage types: rates for each R will populate when user hits
1010 = Hourly rate | wage type listed enter. Can override for save
pay.
Note: Seattle will need to override hourly rate for crafts and trade only in AC 143.
The hours of
Work/Hrs Period | work in a specific R This field will default in
period
Capt util. Lvl Used for Annual R This field defaults “100”.
salary calculation

= .
Press the Enter button and Save the transaction.
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The screen will roll to the next infotype 0009 — Copy Bank Details

nfotype Edit  Goko ExtraslSystem Help

& || O ecae 2ME anaa AR @
= =
Personnel no I M arne ) |
EE group IE Retires Perz area 1834  mMWHR MNAS JACKSOMWILLE
EE zubgroup RW Flex Retiree Working S5M Statusz FRetires
From 171572002 *| 1o [12/31/9999
Bank details
B ank detailz type |h-'|.air'| bark ;I
Fapees
Postal code/City [32204 |JACKSONVILLE
B ank countiy I 54 LI
Bank key |263B?92?6 WYSTAR CU

B ank account nurmber
Favpment method

Payment curency

[T EFTiacH)
USD

B ank. contral key

[o1

Bank details data are used by the automatic employee vendor creation program in

accounts payable.

Field Name Description R/O/C | User Action/Values
Bank Details Type | Type of bank for R Will default to main bank
this Employee
Payee Employee’s name R Will default
Postal code/City | Zip code/City R Will default
Bank Country Bank Country R Will default USA
The name of the Enter the employee’s bank
Bank Key bank the funds are deposit transit/ ABA number
to be deposited into R from direct deposit sign up form.
Bank Control Key | The type of account R Must be 01 Checking or 02
Savings
Bank Account Bank account Enter the employee’s bank
Number number R account number.
Will default to “T” for direct
Payment Method | EFT or a check for R deposit. Change to “C” only if
the payment? waiver from MWR HQ is
approved.
Payment Currency | Payment Currency R Will default to USD

Press the Enter button and Save

Human Resources
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The screen will roll to the next infotype 0006 — Copy Addresses, subtype 2 Address,

Emergency Contact

Infobype Editk Goko  Extras Swskem  Help

| & |1 DB eae DME anan A | @
e =2
Perzannel no I arme
EE v R Retiee g [Me34  Mwh HAS JACKSORVILLE
EE zubgroup lﬁ Flex Fetiree "wforking S55HM Statusz Fietiree
From h1715/2002 2|1 [12731/9999
rAddress
Address tupe Emergency Contact LI
cfo JOHM HARRIEMGER
Address line 1 |111EI FRAMELIM STREET
CityAcoLnty [waTERTOWwWN
Stateszip code IF MHew vark IW
Country key IUS.-'l'-. ;I
T elephone number |315 |[772-1985
Comrmunications I I I
| I
| I
| (-

NOTE: According to the United States Postal Service Sorting
Facility all names and addresses must be entered into the system
using upper case letters (ALL CAPS) and NO punctuation except
the hyphen between the first five numbers in a Zip code and the last

/

four.
Field Name Description R/O/C | User Action/Values
Address type Type of Address R Defaults Emergency Contact —
C/O In care of R Enter the emergency contact’s
first and last name (and
relationship if available)
Address Street name and R Must populate this field, can
number enter “address unknown”
City/County City R Enter the contact’s city. If
unknown, use the employee’s.
State/Zip Code State/Zip Code R Enter the contact’s state and zip.
If unknown, use the employee’s
Country key The contact’s C Will default to USA
country key
Telephone Number | Telephone R Contact’s telephone number
Communications Additional numbers O May be used for additional
contact phone numbers.
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=] .
Press the Enter button and Save the transaction.

The screen will roll to the next infotype 0004 — Copy Challenge.

This screen must be completed! Enter “99” in both fields if challenge not
applicable.

™ Copy Challenge

nfotvpe  Edit Goto  Extras  Swskem  Help

& || B ee@ DRk anaa BA|@
=)= P

Perzonnel no I _ I arve: IS

EE aroup IE Retires Pers. area [Maan  wr maS JaCESOMVILLE

EE zubgroup RY Flex Retiree "Working S5M et me e Status Fietiree

From 171572002 2|10 [12/31/79999

‘Challenge data

Challenge group Iﬁ Mot Applicable
Tupe of challenge IE Mot Applicable
Field Name Description R/O/C | User Action/Values
Use drop down arrow to select,
Challenge group Two digit code R refer to form SF256, or enter 99
if not applicable
Type of challenge | Two digit code R Use drop down arrow to select,
refer to form SF256, or enter 99
if not applicable
u

Press the Enter button and Save - = the transaction.
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The screen will roll to the next infotype 0171 — Copy General Benefits Information

™ Copy General Benefits Information

Infotype Edik Goto  Extras  Syskem  Help

| || Dl Hcee  CME anaa BE | @
===

Ferzonnel no I M ame I ||

EE group IE Retires Ferz. area |1 34 MwR MNAS JACESOMNYILLE

EE zubgroup RW Flex Retiree Working S5M I Statusz Retiree
From I|‘11f15!2l]l]2ﬂ o I12!31f9999

General Benefitz Information

B enefit area IHU &y [kWw/H]
1zt Program grouping IJFI Jacksonville
2nd Program grouping IRETR Retires

When the screen showing this infotype 0171 — Copy General Benefits Information

appears, all fields will be defaulted. You will validate the entries and ONLY save
]
the infotype by clicking the Save icon. =

Screen: Infotype 0378 — Create Adjustment Reasons

Create Adjustment Reasons

Infotype  Edit Goko Extras  Swskem Help

|& || S8 eee WM anan DA @
lams

Personnel no T MName TTTs T

EE group IE Reuee Ferz area [t Fee D neADOUARTERS

EE subgroup RW Flex Retiree Working S55M frra ra rans Status R etiree

Frarm |11f18..f2|-]l32 [{a] I12!19!2|-]l32

Benefit area

Adjustment reazon

When the screen showing this infotype 0378 — Create Adjustment Reasons appears,

all fields will be defaulted. You will validate the entries and ONLY save the infotype

]
by clicking the Save icon . Print a PAR if needed for the Retiree Working

Position.
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zmacess a Change in Position for a Retiree Working

Menu Path:
HUMAN RESOURCES>PERSONNEL MANAGEMENT>ADMINISTRATION>HR
MASTER DATA>PERSONNEL ACTIONS

Transaction Code: PA40

This procedure describes the steps necessary to process a change in position for a retiree
working in a flexible position through the SAP Human Resource system. We have
highlighted the Retiree Change in Position in the Personnel Actions screen and click on

@ .

the Execute icon

™ personnel Actions

HR. Master Daka Edit Goko  Extras  Utlities Setkings  Swstem  Help

| || Ime@ee | bME 000 BE|@
| @
Personnel no. . A
M ame i Status E Retires
EE group IE Fietiree Fers. area |1 a34ha mMwh MAS JACKSOMNWILLE
EE zubgroup RW Flex Retiree “Working Cost center |1 n3 GUTTERBALL GR ..
From |11f18..|’2l-]l-]2
Action type Ferzonnel arf EE group EE szubgrou E
hMultiple Pozition Azsignment | =~
Separation
R etirernent j
Rehire

Leave of Abzence

Return from Leave of Absence

Adjuzstment in Pay

Annual Appraizal

Cash Award / Lump Sum Payment

External Hire

External Change in Fozition

External Separation

External Rehire

Fetiree “Working Mew Hire
Retiree *Working Behire

Fietiree Change in Position
Option B Resignation 3

I a1 e

w

The system will now roll to infotype 0000 — Copy Actions.
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= Copy Actions
[mfotwpe Editk Goko  Exkras  Swskemnm Help

& | | -l O ca@ | DMK mewmaaa FEE @

= B 2 | % Execute info group I & Change info group

Pers. no. I—

M ame JMELEM GLErm

EE group [R  Rastiee Personnel ar ECELDY PR MAS JACKS DMVILLE
EE =ubgroup RW Flex Retirese wWorking 55K | |

From lm [{=] lm

- Personnel action

Action twpe IFietiree Change in Posgition

Feazon for action IE ﬂ
- Status
E mplovment IFietiree LI

- Organizational assignment

Position 10002847 Food Service “woarker
Fersonnel area 1834 rWE HAS JACESOMYILLE
E mploves group E Fetiree
E mplovees subgroup RW Flex R etiree “working
Field Name Description R/O/C | User Action/Values
Action Type | Action type R Will default “Retiree Change in
Position.
Reason for Reason for the action R Enter the reason for the action
Action using the drop-down.

Clear the following fields: Position, Personnel Area, Employee Group and
Employee Subgroup. Then follow instructions below:

Employment | Status R The field will default retiree. No
entry can be made.
Position Position number R Should be known, you may enter

the position number directly or
use the dropdown arrow to
select.

After entering position number, click on @ | or hit enter key to populate the

personnel area.

Employee Will default from the R Will default. MUST BE

Group previous position. CHANGED TO “R” FOR
BLANK IT OUT! RETIREE.

Employee Will default from the R Will default. MUST BE

Sub-group previous position. CHANGED TO “RW” FOR
BLANKIT OUT! RETIREE WORKING.
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After making the necessary corrections to the Actions Infotype, press the Enter key to
validate and Save. You will receive the warning that the “previous record will be
delimited”, press the enter key again.

Follow the directions as outlined in Chapter 4, beginning on page 31. This will allow you

to complete the Retiree Change in Position action. Each infotype will automatically roll
in sequence for completion.
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zmocess a Retiree Working Retirement

Menu Path:
HUMAN RESOURCES>PERSONNEL MANAGEMENT>ADMINISTRATION>HR
MASTER DATA>PERSONNEL ACTIONS

Transaction Code: PA40

This procedure describes the steps necessary to process a retirement for a retiree working
in a flexible position through the SAP Human Resource system. We have highlighted the
Retiree Working Retirement in the Personnel Actions screen and click on the Execute

@ .

icon

Perzonnel no. |1 e

Mame JMHHIVIG E3FIKLIU Status E Retires

EE group IE Retiree Ferz.aea |B1 72 VO MORTHWEST REGIOM

EE subaroup [RT FRetiee Emst e [o01 wWHIDBEY Y3 GEN.
Fram IHEHEIEBBE

Action hpe Perzonnel an EE group EE zubgroup

[ 1

Retiree Change in Position

Cption B Resignation
Wested MAF to GS

Retiree Conversion

Retiree Headquarters

MNew Hire - 54F Converzsion

|QFI etiree Working Retirement ---

The system will roll to infotype 0000-Copy Actions.
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Reazon for action

[

End of B Azzighment

Pers. hio. I—
Mame
EE group R Fetiree Personnel ar [g172 V@ NORTHWEST REGION
EE subgroup RT Retiee S5M |213—ﬂh—3689
Start Im ﬂ {a] Im
-Personnel action
Action ppe I Retires "Working Retirement j

Personnel area
Ermployes aroup

Emplayes subgraup

|81?2

WO MORTHWEST REGION

IE Retiree
Iﬁ Fetires

- Status

E mplapment I Fetiree ;I
- Orgamizational assignment

Pogition 108885061 Finiancial Clerk:,

rAdditional actions

Field Name Description R/O/C | User Action/Values

Action Type | Action type R Will default “Retiree Working
Retirement

Reason for Reason for the action R Enter “01” End of RW

Action Assignment from the dropdown.

Employment | Status R The field will default retiree. No
entry can be made.

Position Position number R Field will default. Do not
change.

Personnel Location of the employee R Field will default. Do not

Area change.

Employee R Will default to “R” for retiree.

Group Do Not Change

Employee R Will default. MUST BE

Sub-group CHANGED TO “RT” FOR
RETIREE.

Press the Enter button !

&

™ . You will receive the message “Person and position have

different employee groups/subgroups”. Press the Enter key. You will receive the
message “Record valid from date to date delimited at end”. Press the Enter button again.

&

IL]]

Save the transaction __—

Human Resources

29




The next infotype will be 0001 - Copy Organizational Assignment.

™ Copy Organizational Assignment

InFDtypelEdit Goko Extras  Swsktem  Help

|& ]

0@ 2 anaa BE @

“ @ @ £| Org Structure

—

Perzonnel no

EE group IE Retiree
EE =zubgroup IRT FRetires
Start |B3f16.f2l]ﬂ3

I arne . I
Pers.area |B1?2 WO HORTHWEST REGION
S55HM |213—l-]1|—3689 Status Retiree

[(a]

|12f31f9999

r Enterprise structure

CoCode [8172  wO COMMAVREG. Mw.
Pers.area [8172  vo MORTHWEST REGION Subarea [8173  wvo NORTH SOUND
Cost ctr [ee1 | wHIDEEY VO G/
r Personnel structure
EE group IE Retiree Fayr area IH_I;ﬂﬂ Mw REGIOM W0
EE subgroup IE Retiree

r Orgamizational plan
Percentage Im (2] Azzignment
Position [1e@ese61  nWFos3002
Financial Clerk
Job key [1e@e1348  nFos3002
Cash Clerk.
Exempt Iﬁ
Org. unit Im VHGF
WO General Fund
Org.key 8173

All information defaults on this screen. No date will need to be entered, but you must

click the save icon to save the data.

The next infotype is 0006 — forwarding address.
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Infotype 0006-Forwarding Address

™ Create Addresses

Infokwpe Edit Goko Extras  Swysktemnm Help

& | 8B e@@ | 2ME awman  EE @

= [ A?l Foreign address

Ferzonnel ho [ — M arme -
EE group |E MF Perz. area ﬁ Morthwest Region kMwB
EE subgroup F Feg Full Time S55HM m Status Achve
From [oos07/2001 2| 1s [12/31/9999
rAddress

Address twpe I Forwarding Address LI

cio I

Address line 1 7

City A county s

Stateszip code Kl I'?—

Country key LIS, LI

T elephone number

Communications I

| |

Enter the new forwarding address if applicable. Press the Enter button
If not applicable right arrow to the next screen.

and Save.

This will result in opening infotype 0171 — Copy General Benefits Information

All required fields will default in. The information must be validated by pressing the
]

Enter key and then saving the transaction

After pressing the Enter key and saving the transaction, you will receive the message that
the Record has been created and the system will show the final infotype in this action.

This will result in opening infotype 0378 — Copy Adjustment Reasons.

All required fields wiu aefault in. The information must be validated by pressing the
M

Enter key and then saving the transaction

This infotype must be saved.

After the retirement record has been created, you must email or print a PAR. Add sick
leave and annual leave balances, then print and send or email PAR to payroll.
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