		OFFICE OF FINANCIAL MANAGEMENT STATE HR DIVISION

HRMS DATA DEFINITIONS Q & A
Answers to questions received by the Office of Financial Management State HR Division (SHR) are compiled in the following document for user reference and will be updated as new questions come in or as information changes.  The agency and the person asking the question will not be identified.  
Please send questions regarding HRMS Data Definitions to SHR Strategic HR mailbox: StrategicHR@ofm.wa.gov 
Note: Employers should always consult the Collective Bargaining Agreements and the Labor Relations Division for specific questions concerning represented employees and the SHR Rules staff for questions regarding civil service rules (mailto: rules@ofm.wa.gov).  

APPOINTMENT CHANGES
Q:	Our agency transfers permanent employees into non-permanent limited positions for up to 6 months, and then returns them from their non-perm position back to their permanent position.  What action reason should we use instead of Return from Non-Perm Limited (61)?
A:	Use the Appointment Change (U3) action reason Permanent (71) for appointments in which a permanent employee is going into a permanent appointment and does not need to serve a trial service period or probationary period.  
TIP:	The action reason should describe the appointment the employee is going into rather than the appointment the employee is completing or leaving.  

Q:	If an employee in a probationary appointment is appointed into a non-perm limited appointment for a short time, what action reason should be used to return the employee back to their original probationary appointment and position?
A:	1) Use the Appointment Change (U3) action reason Probationary (66) to return an employee to a probationary appointment following a non-perm limited appointment. 
2)  Change the Work Contract (appt status) from Non-Perm Limited (15) to Probationary (02).  
3) Update the Monitoring of Tasks (0019) infotype as necessary to indicate the remaining probationary time.

Q:	If an employee in a trial service appointment temporarily moves to a non-perm appointment, what action reason should be used to return the employee to their original trial service appointment? 
A:	Use the Appointment Change (U3) action reason Non-Perm to Permanent (80) and change the Work Contract (Appt Status) to Trial Service.

Q:	A non-represented employee is filling in for our Executive Assistant while she is out for 3 months.  How would we code this non-perm limited exempt appointment?
A:	Use the Appointment Change (U3) action with the reason code Exempt (24) and set the employee’s Work Contract (appt status) to Non-Perm Limited (H).

Q:	An employee with a non-permanent project appointment in a project position was offered the project appointment permanently following recruitment.  The employee’s time in the non-perm appointment will count towards the trial service period.  Would we use Change of Status (UJ) action with action reason Non Perm to Permanent (04)? 
A:	The action reason Non Perm to Permanent would not be appropriate for appointments into Project positions.  It would be more appropriate to use the Appointment Change (U3) action with reason code Project (67), and set the Work Contract (Appt Status) to Project TrvSvc (21).  

Q:	When we hire an employee non-permanently into a project position, do we use Non-Perm Limited for the action reason with Non-Perm Limited for the Work Contract, or action reason Project with work contract Non-Perm Limited?
A:	Use the action reason Project and set the Work Contract (Appt Status) to Non-Perm Limited (15).  The New Hire (U0) and Rehire (U6) action reason is Project (13), and the Appointment Change (U3) action reason is Project (67).  

Q:	Do we use the action reason Non Perm to Permanent only when the employee fulfilled the entire probationary or trial service period while in the non-permanent appointment, or can we use it for applying 3 months?
A:	This action reason may be used whether you are counting the full probationary or trial service period as already served, or applying partial probationary or trial service period served.  If the employee fulfilled the requirements of the probationary or trial service period while in the non-permanent appointment and does not need to serve any more time, the action reason would be Non Perm to Permanent and the Work Contract (Appt Status) would be Permanent.  If the employee still had a few months of probationary or trial service review to complete, then the Work Contract (Appt Status) would be Probationary (02) or Trial Service (03). 

Q:	All the “Return from...” action reasons have ZDNU in front of them.  What reason do we use instead?
A:	The “Return from…” action reasons were eliminated with the Data Definitions updates in December 2012 to redirect the focus of the actions to the appointment the employee is going in to rather than the appointment the employee is returning from.  For example, if an employee is returning from a WMS appointment and going into an HRC4 appointment with permanent status in that job class, the action reason for this appointment change would be Permanent (71).  If an employee is returning to a WMS appointment from a classified appointment, use the appointment change action reason WMS (07).

Q:	If an employee only has one level of in-training to complete before serving a trial service in the goal class, would we use the action reason In-Training Level Complete or In-Training Series-Complete?
A:	Use the Appointment Change (U3) action reason In-Training Level Complete (11) if the employee only had one level to complete in an in-training plan.  This action will allow you to update the Data Specifications and/or Basic Pay.  
If there is no change to the appointment date on the Date Specification Infotype and there is no change to the employee’s basic pay, use the Change of Status (UJ) action reason In-Training Level Complete (02) instead.

Q:	The Change of Status action won’t allow me to update the Appointment Date on the Date Specifications Infotype (IT0041) and the Appointment Change action reason Extend Trial Service was ZDNU’d.  What should we use?
A:	It would not be appropriate to change the date of an employee’s appointment if the trial service or probationary review period was extended because the Appointment Date is the date the employee started the current appointment.  
If your agency tracks the trial service end date on the Monitoring of Tasks infotype (IT0019), you should update the Date of Task to the new trial service end date.

Q:	Some of our exempt employees must serve a probationary period when they are commissioned and when they promote.  How do we end their probationary period now that the Change of Status (UJ) action reason Probationary Period – Complete (06) is no longer available?
A:	Use the Appointment Change (U3) action with the reason code Exempt (24) and change the Work Contract (Appt Status) from Probationary (02) to Exempt (16).  The Appointment Change action prompts the user to update additional infotypes that are normally not changed during a Change of Status action.  “Red X” through the additional infotypes if no update is necessary.
TIP:	The action reason should describe the appointment the employee is going into rather than the appointment the employee is completing or leaving.  
BOARD/COMMISSION MEMBERS
Q:	What pay scale area and pay scale type should I use to code a Board Member?
A:	Use the Pay Scale Type Non-Represented (00) with the Pay Scale Area Board Members (55).  

Q:	Why don’t we use the Pay Scale Type Non Employee (13) for our stipend Board and Commission Members?
A:	Pay Scale Area Board Members (55) is assigned to the Agency Financial Reporting System (AFRS) Sub Object AE – State Special.  If the Pay Scale Type Non Employee (13) with the Pay Scale Area Non Pay Scale (40) were used, Board Member compensation would be classified with AFRS Sub Object AC – State Exempt.
TIP:	Board and Commission Members who receive a stipend are not included in employee headcounts and should be coded as Non-Employees.  A Non-Employee Coding Reference Guide is available on the HRMS Data Definitions page.  

CHANGE OF STATUS
Q:	An employee passed her probationary period in a project position.  Should the action reason be “Permanent” or “Probationary Period – Complete”?
A:	Use the Change of Status (UJ) action reason Permanent (14) and change the Work Contract (Appt Status) to Project.
	The Change of Status (UJ) action reason Probationary Period-Complete (06) was ZDNU’d in December 2012 and is no longer appropriate.

EFFECTIVE DATING
Q:	What effective date should we use for updating Non-Employee coding in HR Master Data or on Positions?
A:	In the absence of an established agency business process or procedure, we recommend agencies update coding effective the first day of a payroll reporting period (1st or 16th) to avoid unnecessary retroactive processing. 

EMPLOYEE GROUP
Q:	Which Employee Group should we use for non-employee participants of special work programs?
A:	If the individual is a participant in either the NW Supported Employment or NW Special Employment Compensation program, agencies should use the appropriate NWSpeclEmploymentComp (F) or NW SupportedEmploymnt (G) coding for Employee Group, rather than the new Non-Employee (J) Employee Group.  These unique employee groups are configured to post wages in AFRS to object N – Grants, Benefits, and Client Services.
TIP:	Position and employee HR Master Data should have the same Employee Group, unless there is a business reason otherwise.  A Non-Employee Coding Reference Guide is available on the HRMS Data Definitions page.  

Q:	Will the Employee Group Non-Employee (J) coding affect the L&I tax?
A:	No.  The new Employee Group Non-Employee (J) is part of the Personnel structure.  Washington State medical aid information is stored in a custom field called Empl. override group on the Additional Withholdings Info US infotype (0234), and the tax is determined by the agency specific override group.  

LEAVE OF ABSENCE ACTIONS
Q:	When do we use the Leave of Absence – Active (U8) codes and when do we use the Leave of Absence – Inactive (U9) codes?
A:	The Leave of Absence – Active (U8) action is used when an employee will be on an extended leave of absence and the employee may continue to receive compensation or use a combination of leave and leave-without-pay (LWOP).  The Leave of Absence – Inactive (U9) action is used when an employee will be on an extended leave of absence and will not receive any compensation or use leave during the absence.  Do not use the Leave of Absence – Inactive (U9) if the employee plans to submit at least 8 hours of leave per month to maintain insurance benefits.
TIP:	OSHRD recommends agencies only use these action types for absences in excess of 15 calendar days, or for circumstances that require additional tracking outside the leave system.  

Q:	If an employee is returning from a Leave of Absence and will be appointed into a different position on the same effective date, can I return him directly into his new position with a single action?
A:	In this situation, two actions must be processed for the same effective date.  
1) Use the action type Return from Leave of Absence (UA) with the appropriate action reason to indicate why the employee was out on a leave of absence.
2) Process the Appointment Change (U3) action with the appropriate action reason for the new appointment.


NON-EMPLOYEES
Q:	How are non-employees excluded from statewide headcount reports?
A:	Beginning March 1, 2013, OSHRD will use the Work Contract (appt status) Non-Employee (J) to exclude individuals who should not be included as employees in headcount and action data.

Q:	I changed the work contract on the org assignment screen to Non-Employee. Should there be a Non-Employee option on the Contract Elements infotype? 
A:	The Work Contract on the Organizational Assignment infotype (0001) refers to the individual’s appointment status while the Contract Type on the Contract Elements infotype (0016) indicates whether or not an individual has gained permanent state status.  A non-employee could never gain permanent state status, so the Contract Type on the Contract Elements infotype (0016) should always be set to Non-Permanent.

ORGANIZATIONAL MANAGEMENT
Q:	What action type and action reason should be used to move an employee’s position within our agency to another organizational unit?
A:	We would not recommend a PA40 Personnel Action for this type of organizational structure change.  Instead, process the PO13 transaction, following the Online Quick Reference User Procedure Position to Organizational Unit – Maintain.  If there is a change to the Org.Key, update the Organizational Assignment infotype 0001 with the PA30 transaction.
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REHIRE
Q:	We are rehiring an employee who was formerly laid off within the past two years but they were not hired from a layoff list or the GGTP.  What action reason would we use to indicate the employee is rehired with permanent state status but must serve a trial service period?
A:	Department of Enterprise Services will be adding the action reason Permanent to the Rehire action in July 2013.  Until the new reason code is available, use the existing reason Probationary (02) but set the Work Contract (Appt Status) to Trial Service.
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