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Exercise2.1: NewHire

Scenario

The Cultural Resources Library is undergoindigitizationprocess and will hire a new

Digitization Clerk into its organizational unit (20010287). The remployee will begin

working today at a salathat is equivalent to the minimusalay range The new

employee will be issued a badge awd keys.The empl oyeeds military s

There areghreeparts to this Exercise:
I Initiate Workflow (WF)
Il Watch as Instructor demonstrates the Agency and Funding approval
process
1l CompleteAppr oved PCR from the I nitiatoros

R Itisimportantto complete all of the exercises in their entirety because some
subsequent exercises depend upon the dateavtis&intered in previous exercises.

R  The online Business Process Procedure (BRE stepby-step process. The
Exercise Guide isot intended to be a stdpy-step guide but merely contains the
datato use. There are steps included in the first couple of exercises in the Exercise
Guide; after that, you are instructed to use whathaue learned up to that point to
perform the subsequent exercises.

Part | i Initiate Workflow (WF) as Initiator

Access the Business Process Procedure (BPP) from Help > BEACON Help. Follow along
with the BPP to complete the exercise.

1. Log onto SAP using thimitiator user id and password.

2. Assumethe following:you have alreadsun the Cross Verification Repahd did
not find the employee in the systeywou used PPOSE and verified that the position is
vacani you checked PMIS and diebtfind a record

3. On the Easy Access screen, tyfiRAA076 in the Command field

4. Click @ . The Employee Action Request scregmlisplayed
5. Enter the following data:
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Field Value

Last 4 digits (SSN

Any of your choosing (make wpsocial security numbéor
training purposes

Important! Write down the numbers you used because you
will need them again:

Enter the last 4 digits as applicalfiieyou receive a message
that the security number is already assigned to another
employee, just continue entering a combination of numbers
it is accepted).

Employee Name

Any of your choosing Be sure you write down the name you
use because you will need this person in subsequent
exercises

Effective on

T o d ay &(ia yodr avarkeenvironment, follow State policy if
the employee reports to work one day after the beginniag of
payroll period that falls on a weekend or holiday).

Action Type

New Hire

Reason

New Hire

6. Click Enter @.

7. Click Create@. The second screen of the Employee Action Request sisreen

displayed

8. Enter the following data:

Field Value
EE Position Use the Digiization Clerk position number in the Data Set tha

was assigned to your student number.
Pres<£Enter
Observehat the Employee Group and Employee Subgroup
fields are now populated.
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Field Value

EE Group/Subgroup Change to the appropriate subgroup to indicate that the
employee is full time, subject to overtime, and is a
probationary employequse the matchcode and then double
click the correct selection)

SPA Employees
FT SFLSAOT Prob.

NOTE: When the Position number is entered, the Employe¢
Subgroup defaults to F&FLSAOT Perm. Because this is a
New Hire, the employee should be in protwaary (or trainee)
status.

Annual Salary Select the minimum of the salary range

NOTE: Observe two fields that will not be used now, Wwould be used irappropriate
Actions: Work Against and Last Date Worked.

9. Click Enter @.

10.Click SavelH. The Information pojupis displayedwith the assigned PCR number.

11.Write the PCR number on your new hire paperwariclass, use your Exercise
Guide)

12.Click |§| to close the pojpip.

13.Click Services for Obje. NOTE: This button is not available until ydave
saved the Employee Action Request. The Services for Object button displays either
an icon menu or a drop down menu depending upon whether yowstlikck right or
left of the icon.

14.Select Create > Create Note.

15. Enter a note title

16.Click in the note sgtionand write the applicable information to send along with the
PCR.Begin the note with your name and the dA®TE: The notes that you write
are only recorded in the Workflow PCR; they do not follow in the PA Action.
However, you can copy and paste from WF into the Action when you are processing
the infotypes.

17.Click the green chec|§| to close the notes. If applicable, close the notes icon menu.

18.Click . The Information pojupis displayedndicating that the PCR has
been submitted.

19.Click thegreen checl@ to close thénformation popup. You are returned to the
Employee Action Request (first screen).
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Part Il T Watch asthe Instructor demonstrates the two approval levels (Agency and
Funding)

Note to InstructorYou should read each PCR and return those that are incdinect.
steps for processing Agency and Funding approvals are includedRA8i®Instructor
Supplemento this guide.

Part 11l 7 CompleteApproved PCRf r om I ni ti atorés |1 nbox

NOTE: If you are orthe Employee Action Request screen, use the Back button to return
to the Easy Access Screen.

1. From the Easy Access screen, click SAP Business Work@ce

2. Click the node beside InbcP & Inbox to expand it.

3. Before you process the PCR, make a copy of the note @n twgbaste it into the
Actions infotype:

e Select (dmotdouble click) the Workflow to select it.

e Atthe bottom of the screedlickt he fAheader o (not tracker)
XXXXX ##### (where X and # represent em

¢ At the Employee Action Request screen, click the Services for Object button
to review the notes or attachments.

e Select Attachment List.

e Highlight the line item for the note.

¢ Double click or use the eyeglasses.

e Highlight the entire note, including the title.

¢ Rightclick and select Copy¥ou can either keep the copied note in the
clipboard for use later, or paste it to a Word document for lateDaseot
leave the PCR open in a second session.

e Click X to close the Diglay note popup.

e Click X to close the Servicder Objects popup.lIt is a best practice to
make sure the PCR is closed before you process the approved PCR
Actions because an open PCR uses a lot of memory

¢ Click the Back button.
4. With the PCR still selected, click t@ecute@ (or double click the PCR line item).

BEACON SAP automatically takes you to the applicable screen for the Action (in
this exercise, it is the Hiring Action screen).
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5. On the Hiring Action screen, enter the following data:

Field Value

SSN On the HiringAction screen, you must enter the complete so
security number (on WF, you only entered the last 4).

For training, use¢heset of numberfom the previous step
Caution! Be sure the last 4 are the same as the ones you
entered on WF.

If you receive anessage that the security number is already
assigned to another employee, just continue entering a
combination of number@xcept the last 4) until it is accepted

DOB 11/15/1980

Gender Use a gender that matches the name you chose.

6. Click Enter & andExecute@. The Rersonnel Actions screes displayedwith an
assigned personnel number.

7. On the Personnel Actions screenier

Infotype/Field Value
From T o d a y O(this nduat always match the date you entered o
WF).
Action Type Select New Hire

8. Click Enter @
9. Click Execute|@|.

NOTE: Itis a best practice to always savprepopulatednfotype even if you do not

make changes. In some cases, there are dynamic infotypes that display only when the

previous infotype was saved. If you use the Nexbnedutton instead of saving, those

dynamic infotypes will not display and the e

10.Complete the following fields:

Infotype/Field Value

Create Actions (0000) | Use the menu to sele€dit > Maintain text to write an
applicable note.

Reasorfor Observe the field defaulted from WF
Action
Reference Per. Leave blank
No
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Infotype/Field Value
Position Observe the field defaulted from WF
EE Group/ Obseve the field defaulted from WF
Subgroup

If you forgot to make the applicabétanges on the WF, you cz:
make the changes now. Be aware, however, that when an &
Is run of your Actions, this will show as a discrepancy.

Enter and Save. A warning messajgplaysindicating that the
employee and position have different groupsgsabps.

Enter to bypass the warning.

Enter note copied
from WF

From the menu bar:
e Select Edit
e Maintain text.

e Press Enter if a warning message appears indicating
person and position have different group/subgroup

e Use Ctrl+V (or use the Insdoutton) to paste the note
from the PCR.

e Click Save.
e Click Saveas needetb bypass warning messagagain

Create Personal Data

(0002)
Title Select from drop down list
Marital status Single
Gender A gender that matches the name you chose
Dependents Leave blank (this field is not used during the Action)

Enter and Save

Create Organizational
Assignment (0001)

Enter and Save

Delimit vacancy

Yes

Create Date
Specifications

Review for accuracy

Enter and Save

Create Addresses

(0006)
Last changed on: V11_062209 Last changed by: BC
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Infotype/Field Value
Permanent 78 Elm St, Raleigh, NC 27604
address
Wake County
NOTE: Enter address information éwdress line 10nly use
Addressline2il | of the i nformat.i
Telephone 9192448754

Enter and Save

Tax screens (0207,
0208, 0209)

Theseall default from the previous information you entered.
Review for accuragyEnterand Save.

Create Withholding
Info W4/W5 US

NOTE: The initial setup is done by HR. Changes can be ma
by the employee via ESS. If updated after the first day of the
month,the changes take effect the following pay period.

If the employee is exempt from taxes, you will select the exe
option and choose fAreportahb

If the employee wants an additional amount withheld, enter 1

dol Il ar amounthhion dti meg onddae.
Federal Filing Single (01)
Status
Allowances 1

Enter and Save

Create Withholding
Info W4/W5 UST State
Filing Status

See the note above on Federal W4 regarding the other
information about thisnfotype.

Single(01)

StateAllowances

1

Enter and Save
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Infotype/Field Value
Create Addresses NOTE: Enter address information éwdress line 10nly use
(0006) Addressline2ial | of the informat.i
Emergency Pat King, 65 Dakota Dr, Raleigh NC 27604;
telephone919-8184545
Enter and Save
Mailing 123 Oak St, Raleigh NC 27604
address/phone

Enter and Save

Create Monitoring of

You are using the Monitoring of Tasks infotype to remind yo

Tasks(0019) of a task that you need to follow up on concerningetin@loyee
(like a tickler file).
Task type For this exercise, ugend of Probation. In your work

environment, you would make the selection based upon the
for which you want to be reminded.

Date of task

Enter 9months from date of hire. In your woekivironment,
you would enter a date applicableytmur Agency process

Press Enter.

Reminder date

This field has been designed to automatically populate. You
change the date if a different date better meets your needs.

Enter and Save
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Create |-9 Status(0094)

Residence status

Click the dropdown and select Citizen.

Be aware that if an employee is r@otitizen,you would make a
different choice in the drop down, and a second infotype (00
Residence Statysvould appearSee the Student Guide for
details concerning how to process infotype 0048.

NOTE: TheBEACON SAP entry for norCitizen employees
does not replace Windstaryou must still enter negitizen
employees into the Windstar system, the official system of
recordfor noncitizen employees

Id type

Click the dropdown and select U. S. Passport

NOTE: There are other options in tBenployment verification
sectionlike birth certificate, social security number, etc.

Issuing Authority

New Orleans

Id #

874032

Dates

Issues 10/1/2002, expires 10/1/2010.

Enter and Save

Create Communication
(0105)

9192594574 Thi s infotype is fo
office telephone.

Enter and Save

You may receive a warning that the id number is already in [
Enterto bypass the warning.

Create Planned
Working Time (0007

It is critical that you review this infotype. The planned workin
time defaults baselomt he empl oyeeds o7
structurelt is especially important to check the parttime

box whenapplicable

For this exercise, accept the default. Observe that when you
press Enter, the hour field automatically populaié® weekly
workday field does not default. Do not enter data in the wee
workday field.

Enter and Save
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Create Basic Pay (0008

You should usé&dit >
Maintain text to write a
note when applicable

ReasonNew Hire

NOTE: Observe that the salary defaulted from \@bserve
also that the value I9SD which hasautomatically populated. If
the employee was assigned to a DOT position, BEACON SA
would automatically change the field to USDNIL permanent
DOT positions require 5 decimals on the Basic Pay infotype
(0008). If the DOT employee is a temporary emplottee field
will remain as USbecause 5 decimals are not required for
DOT temporary employees.

Enter and Save

Possible subsequent
activities

e Click the green chedbo get to the enrollment screen

e Doubl e click t logionihardetforma t
TSERS to display

e Click the Enroll button

e Click Enroll again

e Click Continue

e Click the back buttoiitop of screen)

e Click the red X to return to the data entry screen

Create Bank Details

You should always use
Edit > Maintain text to
write an applicable note
when needed

The completion of the Bank Details infotype (00@8@)stbe
entered in order for payroll to run on the new employee. If th
bank details are not available at the time of the data entry, it
your responsibility to btain that information and enter the

infotype before the system is closed for payroll proces&agn
if you have instructed the employee to enter the data in ESS
still must follow up with the employee to ensure he or she m
the entry prior to pawll closing.You must obtairhigh level

approval bef ore you can <cha

to ficheck?o.
Bank routing 011100108Wachovia)
Bank account 5487542

number

Bank Control key

01 (01 is checking; 02 is savings)

Enter and Save

Create Additional

Personal Data (0077)
Ethnic Origin Use your own
Military status Reserve
Veteran status | Non-veteran
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Disability status

Nonéprefer not to report

Click Enter andSave.

fo
ons

Subtypes
Correct.i

SelectMilitary Leave (Training)

Create Quota
Corrections (2013)

Quota number: 80 hours

Click the dropdown box in the Transfer field and select f{
Only transfer quota correction immediately option

Enter and Save.

Subtype for Infotype
AEducationo

Select 06 foBachelor(BAC) Degree

Click the green check.

Create Education
(0022)

Start and to

9/01/1998- 5/30/2002

College attended

NC StateBe sure you are consistent in the way you enter thg
college name. For example, you would not enter NC State o
one employee and enter North Carolina State on another

employee. Consistency assists when you are running report

Verified

Use the drop dowmenuand select the option thaudicates that
verification is pending

Enter and Save

Monitoring of Tasks
(0019)

This time, the Monitoring of Tasks (0019) gives you an
opportunity to follow up on the verification of the education.
Monitoring of Taskglisplayson your man a gFEor
view a list of your tasks, you must run thate Monitoring
Report(transactiorS_PH) 48000450)

Task type

For this exerciseselect60 days. In your work environment, yo
would make the selection based uploa task for which you
want to be reminded.

Date of task

Enter ® daysfrom today. In your work environment, you wou
enter a date applicable your Agency process

Press Enter.
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Reminder date

This field has been designed to automatically populaia.can
change the date if a different date better meets your needs.

If education is verified prior to the reminder date, the task is
automatically deletedt will still appear on the report and on
MSS. You can delimit the infotype on the day youfyahe
education which will keep it from appearing on the report.

Enter and Save

Subtypes for infotype
Certification and
Licensing

Click X to remove pojup window.

This infotype is used when the position requires a specific
certificate or license.

Create Objects on loan
(0040)

State ID#45.
1/pieces

NOTE: On the initial hire, yoware toonly enter one item on
loan. F theemployee receives more than one Hdike in this
case ky # B05and key #A12- you will use PA30 to add the
additional itemshowever you will do perform that part of the
exercise in this class).

Enter and Save

11.Click the back button at the Personnel Actions screen (the system automatically
returns you to Personnel Actions when yimish the last infotype within the Action.
12. The popupis displayedndicating that the item must be explicitly completed. Click

Complete Work lten| ¥/ Complete Warkltem  NOTE: It is critical that you complete

this last stepAlso be aware that if you cancelled the PCR without finishing the
Action (which put the PCRdzk into your Inbox), when you click the Complete

Work Item button, you will receive another screen where you have to indicate again
that you have finished the Personnel Action.

13.Click PA Action Completed 5 ihe Decision Sten Workflow screen(middle

option).

Manually Adding Performance Infotype

If you are processing a new hivetween mieApril and June 30 every yeamou will

have to manually add the Performance Rating Infotype on all new(b&e$erformance
Rating ITO024BPP for details You will not perform this part of the exercise in class.
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Questions
Answer the following questions.

Question 1

What areghetransactios thatshouldalways be done prior to initiating a New Hire
Workflow?

A.

Question 2
What system did SAP communicate wihorderto receive the Personnel No.?

A.

Question 3

Whichtransaction code aridfotype must you use to document additionalState
owned property the employee is issued?

A.

This exercise is complete.
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Exercise2.2: NewHire i Rejected PCR

Scenario

CulturalResources has hiredemporaryemployee who will begin working today in a
Technology Support Specialigbsition.The employee will be pai$i30.00per hourand
is being hired at the journey lev@he enployee ismarriedand will be issued &ptop
(serial # 4788).

There ardive parts to this Exercise
| Initiate Workflow (WF)
Il Wait for Instructor to reject theCR
[l Processhe rejected®CRand resubmit
IV Wait for Instructor to approve the PCR
V  Completethe approved PCR

When a PCR is rejected by the Approver, the Initiator must use the Workflow tracker to
read the rejection note and correct the PCR accordifglg.exercise is designed to give
you practice in following that process.

Part | T Initiate W orkflow

Access the Business Process Procedure (BPP) from Help > BEACON Help. Follow along
with the BPP to complete the exercise.

NOTE: If you are on the Business Workplace screen, use the Back button to return to the
Easy Access Screen.

1. Assumethe following: you have already run the Cross Verification Report and did
not find the employee in the systeyou also used PPOSE and verified that the
position is vacantyou did not find a record in PMIS

2. On the Easy Access screen, tyf#8AA076 in the Commandeld.

3. Click @ . The Employee Action Request scregmlisplayed
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4. Enter the following data:

Field

Value

Last 4 digits SSN

Any of your choosing

Important! Write down the numbers you used because you
will need them again:

Enter the last 4 digits as applicable (if you receive a messag
that the security number is already assigned to another
employee, just continue entering a combination of numbers
it is accepted).

Employee Name

Any of your choosing Be sure you write down the name you
use because you will need this person in subsequent
exercises

Effective on

Todayodos dat e

Action Type

New Hire

Reason

New Hire

5. Click Enter 3.

6. Click Create@. The second screen of the Employee Action Request sisreen

displayed

7. Enter the following data:

Field Value
EE Position Use theTechnology Support Specialigbsition number in the
Data Set that was assigned to your student number.
PressEnter.
Observe that the Employee Group and Employee Subgroup
fields are now populated.
EE Group Use the drop down to indicate that employeBupplemental
Staff.
Last changed on: V11_062209 Last changed by: BC
File: PA310 Page: 17 of 81



OSCHR/Payrall Course Title: Create & Maintain Employee Data
Training Functional Area: Human Resources
Sub Area: Personnel Administration

Field Value
EE Subgroup Use the drop down to indicate thhe employee ifull time,
temporary andsubjectto overtime.
Level Use the down arrow to selec
Hourly Rate Enter $30

NOTE: Observe there are two fields that will not be used now, but will be used in later
Actions: Work Against and Last Date Worked.

8. Click Enter @.

9. Click SavelH. The Information pomip displayswith the assigned PCR number.

10. Write the PCR number on your new hire paperwork (in class, use your Exercise
Guide).

11.Click the green chec@ to close the pojpip.

12.Click Services for Obje. NOTE: This button is not availabluntil you have
saved the Employee Action Request. The Services for Object button displays either
an icon menu or a drop down menu depending upon whether you click it to the right
or left of the icon.

13.Select Create > Create Note.
14. Enter a note title

15.Click in the note sectioand write the applicable information to send along with the
PCR.Begin the note with your name and the dAM®TE: The notes that you write
are only recorded in the Workflow PCR; they do not follow in the PA Action.

16.Click the green clak |§| to close notes. If applicable, close the notes icon menu.

17.Click . The Information pojup displaysindicating that the PCR has been
submitted.

18.Click thegreen checl@ to close the Information pepp. You are returned to the
Employee Action Request (§t screen).

Part Il 7 Wait for the Instructor or Navigator to Rejectthe PCR

Note to InstructorPick ary hourly rate betwee#i22.001 $29.00an hour and indicate
that rate in the note.
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Part Il T Correct the Returned PCR

1. Fromthelnbox, execute the Rejected PCR. The Decision Step in Workflow screen
appears.

2. Click thePCR_List:Workflow Trackerlink.
Find the Iine item that contains the word
4. Click the square to the left of the line itemftighlight and select it.

@30 Af X A P 90000023 Priscilla Branco R {Rejected }

5. Click the Notes buttole Notes | (toward the bottom of the screen) and review the
correction that needs to be made.

. Click the Back button to exit the note.
. Click the Back button to exit the Workflow Actions screen.

w

J Change and Resubmit |

6
7
8. At the Decision Stein Workflow screen, clic
9. Based on the message in the note, make the appropriate correction.

10.Click Save. A popup message indicates the PCR was saved. Observe that the Initiate
Workflow button is grayed out.

11.Click the Green Check to exit the popup naggs
12.Click the Back button.

13. At the This Item Must be Explicitly Completpdpup, click|#” Complete Work tem | The
PCR is resubmitted to the first level Approver.

Part IV - Instructor or Navigator will Approve the PCR

Note to instructor and navigator: There are approval levels:
e Agency
e Funding

Part Vi Complete Approved PCR

1. Click the SAP Business Workpla@ button fom the Easy Access screen

2. Click the node beside InbcP & Inbox tg expand it.

3. Double click Workflow. The PCRs that have been approved (or rejected$tackih
the right column.

4. Select the PCR you want to process.
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5. Use the header to open the PCR, Services for Objects button and copy the note to
clipboard.

6. Click Executel@ (or double click the PCR line item). BEACON SAP automatically
takes you to the applicable screen for the Action (in this exercise, it is the Hiring
Action screen).

7. On the Hiring Action screen, enter the following data:

Field Value

SSN On the HiringAction screen, you must enter the complete so
security number (on WF, you only entered the last 4).

For training, use¢heset of numbergou made up in a previous
step Caution! Be sure the last 4 are the same as the ones y(
entered on WF.

If you receive a message that the security number is already
assigned to another employee, just continue entering a
combination of numbers (except the last 4) until it is accepte

DOB 9/21/1960

Gender Use a gender that matches the name you chose.

8. Click Enter & and Executé@. The Rersonnel Actions screahsplayswith the
Personnel number assigned.

9. On the Personnel Actions screen enter:

Infotype/Field Value

From Todayos dat e

Action Select New Hire

10.Click Enter @
11.Click Executel@.

NOTE: By design, the direction to Enter and Save each infotype is deliberately missing
in this exercise. You should be aware that you always Enter and Save every infotype that
you enter data on, as well as those that argpppellated.

12.Complete the followingields:

Field Value
Create Actions (0000) | UseEdit > Maintain text to write note as applicable.
Reason Observe this defaulted from WF
Last changed on: V11_062209 Last changed by: BC
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Field Value

Reference Per. | Leave blank

No

Position Observe this defaulted from WF

EE Group/ Observe the fieldlefaulted from WF.

Subgroup

If you forgot to make the applicable changes on the WF, you
make the changes now. Be aware, however, that when an &
is run of your Actions, this will show as a discrepancy.

Press Enter to bypass the message that the emplayee an
position are different.

Enter note copied
from WF

From the menu bar:
e Select Edit
e Maintain text.

e Press Enter if a warning message appears indicating
person and position have different group/subgroup

e Use Ctrl+V (or use the Insert button) to pasie note
from the PCR.

e Click Save.
e Click Save as needed to bypass warning messages &

Create Personal Data

(0002)
Title Select from drogown list
Marital status Married
Gender A gender that matches the name you chose
Dependents Leave Blank. Even though the employee has a dependent ¢

that information ishot entered at the time of the New Hire
Action. The information is entered Benefits.

Create Organizational
Assignment (0001)

Delimit vacancy | Yes
Create Addresses NOTE: Enter address information éwdress line 10nly use
(0006) Addressline2il | of the i nformat.i
Permanent 545 PineSt, Cary, NC 2511
address
Last changed on: V11_062209 Last changed by: BC
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Field Value

Telephone 919877-5464
Tax screens (0207, These all default frorthe previous information you entered.
0208, 0209) Review for accuracy
Create Withholding Married
Info W4/W5 US-
Federal Filing Status

Allowances 2
Create Withholding Married
Info W4/W5 UST State
Filing Status

State Allowances| 2

Create Addresses

(0006)
Emergency Sue Hahn, 23 Black St, Cary, NC 27511,
Contact telephone: 919157-9696
Mailing Same as permanent so skip this infotype (this is one of the t
address/phone | it is appropriate to use Next Record instead of Sdi/d)e

mailing address is theame as the permanent address, it is nc
necessary to enter it here. However, if a report is run on ma
addresses only, the employee will dagplayon the report.

Monitoring of Tasks
(0019)

Monitoring of Taskglisplayson your manager
You can run a report to see your Monitoring of Tasks.

Task type

For this exercise, useempAppointment In your work
environment, you would make the selection based upon the
for which you want to be reminded.

Date of task

Enter9 monthsfrom today. In your work environment, you
would enter a date applicableytour Agency process

Reminder date

This field has been designed to automatically popwéin you
press enterYou can change the date if a different date better
meets your need

Create |-9 Status(0094)

For this exercise, use Citizen dpicth certificate The Issuing
Authority is State of Virginia.

Hint: You can find birth certificate in the Employment
verification section of the infotype.

If more than one type of documastrequired, the additional
document is entered using PA30, infotype 0094.

Be aware that if an employee is @otitizen,you would make a
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Field Value

different choice in the drop down, and a second infotype (00
Residence Statysvould appearSee the Student Guide for
details on how to complete 0048ou would also have to enter
thenon-citizendata in Windstar.

Create Communication
(0105)

9197546112

Bypass the warning message if applicable.

Create Planned
Working Time (0007)

It is critical that you review this infotype. The planned workin
time defaults basedlomt he empl oyeeds or
structurelt is especially important to check the parttime

box when applicable.

For this exercise, accept the default. Observe when you pre
Enter, the hour field automatically populat€ébe weekly
workday field does not default. Do not enter data in the wee
workday field.

Create Basic Pay(0008)

You should usé&dit >
Maintain text to write a
note when applicable

ReasonNew Hire

For hourly employees, you must enter fieeirly amount in the
amount field, notin the annual salary field. Press Enter and t
system automatically populates the annual salaryPateot
erase the system generated annual salary.

Create Bank Details
(0009)

The completion of the Bank Details infotype (00@8@)stbe
entered in order for payroll to run on the new employee. If th
bank details are not available at the time of the data ehisy,
your responsibility to obtain that information and enter the
infotype before the system is closed for payroll processing. £
if you have instructed the employee to enter the data in ESS
still must follow up with the employee to ensure he @ stakes
the entry prior to payroll closing.

Bank routing

021302624Bank of America)

Bank account
number

745214784

Bank Control key

02 (01 is checking; 02 is savings)

Create Additional
Personal Data (0077)

Ethnic Origin

Use your own

Military status

Leave Blank

Veteran status

Non-veteran

Disability status

Nonéprefer not to report

Subtypes for infotype

High School Graduate (HS Grad)
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Field Value
AEducati ono
Create Education Start:09/01/2000 to: 12/15/2004
(0022)
Institute/location | Page High
Verified 02 (if your Agency requires verification of High School, then
you would select 09 for pending).
Create Monitoring of For this exercise, you do not need to enter a monitoring of tg
Tasks(0019) for education because high school does not have verifeed.

However, in your work environment, you would follow your
Agencyobs policy.

Subtypes for infotype Skip the infotype
Certification and

Licensing
Create Objects on loan | Laptop#4788
(0040) 1/pieces

If employee receives more than one item on lgan,will use
PA30 to add the additional items.

14.Click the back button wheroy are returned to the Personnel Actions sc(eden
you finish the last infotype within the Actidhe system automatically takes you
back)

15.The popup displaysindicating that the item must be explicitly completed. Click

Complete Work lten| ¥/ Complete Workliem  NOTE: It is critical that you complete
this last step.

16.Click PA Action Completed
option).

at the Decision Step in Workflow screen (middle

Manually Adding Performance Infotype

If you are praessing a new hideetween midApril and June 30 every yeamou will

have to manually add the Performance Rating Infotype on all new(b&e$erformance
Rating IT0O024BPP for details You will not perform this part of the exercise in class.
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Questions
Answer the following questions.

Question 1

What aresome of the fields thatreused differently when hiring an hourly employee
than a salaried employee?

A

This exercise is complete.
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Exercise2.37: Non-Beacon to Beacon Lateral

Scenario

Mary PoppinsanOffice Assistant IV at UNGCH, has accepted an Office Assistant IV
position atthe Cultural Resources Archives and History offieker current salary ithe
minimum of the salary range (the same salary she was receiving in her previous position)
and she is a permaneatibject to FLSA OT employeeshe had 110 months of

creditable service at UNCH. Mary was given a State ID and two office keys.

Instruction s

There are three parts to this Exercise. You are responsible for | and Il
I Initiate Workflow (WF)
Il Wait as Instructor processes the Agency and Funding approvals
Il Compl ete Approved PCR from the I nitiat

Part | 7 Initiate Workflow (WF) as | nitiator

Access the Business Process Procedure (BPP) from Help > BEACON Help. Follow along
with the BPP to complete the exercise.

1. Assume you have already run tfierify EmploymenReport and did not find the
employee in the system; assume you also used PPOSE and verified that the position is
vacant.

2. On the Easy Access screen, tyfi®AA076 in the Command field

3. Click @ . The Employee Action Request screen is displayed.
4. Enter thefollowing data:

Field Value

Last 4 digits (SSN) Use any 4 digits of your choosing (if you receive a message
the security number is already assigned to another employe
just continue entering a combination of numbers until it is
accepted).

Important! Write down the numbers you used because you
will need them again:

You only have to enter the last 4 SSN when you are process
New Hire or NorBeacon to Beacon. For all other Actions, yo
do not enter the lagt SSN.

Employee Name Maryxx Poppinsxx (where xx represents your initials). You o
enter your initials in class, not in your work environment.
Effective on Todayods dat e
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Field Value

Action Type Non-Beacon to Beacon

Reason Transfer Lateral

5. Click Enter 3.

6. Click Create@. The second screen of the Employee Action Request screen is
displayed.

7. Enter the following data:

Field Value

EE Position Use the Data Sheet Office Assistant IV position number
assigned to your student number.

Pres<Enter

EE Group/Subgroup Observe that the Employee Group and Employee Subgroup
fields are now populated. When the Position number is ente
BEACON SAP defaults the Employee SubgroupioPerm

(S or NFLSAOT depending on the position). You will change
as applicale for the Action you are processing.

For this exercise, leave the default.

Annual Salary Minimum of range

NOTE: Observe there are two fields that will not be used now, but will be used in later
Actions; Work Against and Last Date Worked.

8. Click Enter 3.
9. Click SavelH. The Information poqup is displayed with the assigned PCR number.
10. Write the PCR number on the employee paperwork (in class, use the Data Sheet).

11.Click [#] to close the pofip.

12.Click Services for Obje. NOTE: This button is nbavailable until you save
the PCR. The Services for Object button displays either an icon menu or@osvop
menu depending upon whether you click on the right or left of the icon. Private notes
can only be seen by the Initiator.

13.Select Create > Createoie.

14.Enter a note title.

15.Click in the note sectioand write the applicable information to send along with the
PCR. Begin the note with your name and the dd@TE: The notes that you write
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are only recorded in the Workflow PCR; they do not follow inRAeAction. Private
notes can only be seen by the person who created them.

16.Click [+ to close the notes. If applicable, close the notes icon menu.

17.Click . The Information pojup is displayed indicating that the PCR has
been submitted.

18.Click [+ to close the Iformation popup. You are returned to the Employee Action
Request (first screen).

Part Il 7 Wait for Instructor or Navigator to Approve the PCR

Note to instructor and navigator: There are two approval levels:

e Agency
e Funding
Part Ill T Process Approved PCR from Initiator Inbox

19.From the Easy Access screen, click SAP Business Work@ce

20. Click the node beside Inbc? & Inbex {9 expand it.

21.Doubleclick Workflow. The PCRs that have been approved (or rejected) are listed in
the right column.

22.Select the PCR you want to process.

23.Click Executel@ (or doubleclick the PCR line item). BEACON SAP automatically
takes you to the applicable screen for the Action (in this exercise, it is the Hiring
Action screen).

Caution! BEACON SAP Actions are desigth¢o be completed from beginning to end; it

is not appropriate for one person in the Agency to enter some of the infotypes and
someone else to go in and use PA30 to complete the infotypes individually. The Action
has dynamic processes that take place lethia scenes which affect time and payroll.
Completing the Action in a pieameal manner does not allow these dynamic processes to

take place which causes errors in the empl oy
date.
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24.0n the Hiring Action screemnter the following data:

Field Value

SSN On the Hiring Action screen you must enter the complete so
security number (on WF, you only entered the last 4).

For training use any set of numbers of your choosbagition!
Be sure the last 4 are theame as the ones you entered on
WF.

If you receive a message that the security number is already
assigned to another employee, just continue entering a
combination of numbers (except the last 4) until it is accepte

DOB 04/01/1975

Gender Female

25.Click Enter & and Executé@. The Personnel Actions screen is displayed with an
assigned personnel number.

26.0n the Personnel Actions screen, enter:

Infotype/Field Value
From Todayodés date (the date on t
date as yoentered on the WF).
Action Type Non-Beacon to Beacon

27.Click Enter & .
28.Click Executel@.

NOTE: Itis a best practice to always save apopulated infotype even if you do not

make changes. In some cases, there are dynamic infotypes that display only when the

previous infotype was saved. If you use the Next record button instead of saving, those
dynwamic infotypes wil/|l not display and the en
29.Complete the following fields:

Infotype/Field Value
Actions (0000)
Reason for Observe the field defaulted from WF
Action
Reference Per. | Leave blank
No
Position Observehe field defaulted from WF
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Infotype/Field Value
EE Group/ Observe the field defaulted from WF
Subgroup

If you forgot to make the applicable changes on the WF, you
make the changes now. Be aware, however, that when an &
is run of your Actions, this will show as a dispancy.

Enter and Save.

Organizational
Assignment (0001)

Enter and Save

Delimit vacancy

Yes

Date Specifications

Review for accuracy

Enter and Save

Personal Data (0002)

Title Select from drogown list

Marital status | Single

Gender Female

Dependents Leave blank (this field is not used during the Action)

Enter and Save

Addresses (0006)

67 Grand Ave

Permanent _

address Raleigh NC 27604
Wake County

Telephone 9192448754

Enter and Save

Tax screens (0207,
0208, 0209)

These all defaulirom the previous information you entered.
Review for accuracy, Enter and Save.

Withholding Info Single (01)
W4/W5 US- Federal
Filing Status

Allowances 1

Enter and Save

Withholding Info Single (01)
W4/W5 UST State
Filing Status

State Allowances| 1

Enter and Save

Addresses (0006)

Last changed on: V11_062209

File: PA310

Last changed by: BC
Page: 30 of 81



OSCHR/Payrall Course Title: Create & Maintain Employee Data
Training Functional Area: Human Resources
Sub Area: Personnel Administration
Infotype/Field Value
Emergency Joe Cain
12 Elm St
Raleigh NC 27604
Telephone: 918184545
Enter and Save
Mailing Use Next Record to skip
address/phone

Monitoring of Tasks
(0019)

The Monitoring of Tasks infotype is used to remind you of a
task on which you need to followp concerninghe employee
(such as a tickler file).

For this Exercise, click Next Record to skip.

[-9 Status(0094)

Residence status

Click the dropdown and select Citizen.

Be aware that if an employee is r@otitizen,you would make a
different choice in the dredown, and a second infotype (004§
Residence Statysvould display. See the Student Guide for
details concerning how to geess infotype 0048.

NOTE: The BEACON SAP entry for ne@itizen employees
does not replace Windstaryou must still enter noRitizen
employees into the Windstar system which is the official sys
of record for norcitizen employees.

ID type

Click the dop-down and select U. S. Drivers License w/photg
Observe there are additional options in the Employment
Verification section of the screen.

Issuing Authority

North Carolina

ID #

NC7856524

Dates

Issued 10/01/2006
Expires 10/01/2010

Enter and Save

Communication (0105)

9192594574. This infotype is
office telephone.

Enter and Save

You may receive a warning that the ID number is already in
Enter to bypass the warning.

Last changed on: V11_062209 Last changed by: BC

File: PA310

Page: 31 of 81




OSCHR/Payrall Course Title: Create & Maintain Employee Data
Training Functional Area: Human Resources
Sub Area: Personnel Administration
Infotype/Field Value

Planned Working Time
(0007)

It is critical that you review this infotype. The planned workin
time defaults based on the
It is especially important to check the parttime box when
applicable.

For this exercise, accept the default. Observe that when you
presskEnter, the hour field automatically populates. The week
workday field does not default. Do not enter data in the weel
workday field.

Enter and Save

Basic Pay (0008)

ReasonNon-Beacon to Beacon

It is important that you always enter the Reason fiail that
you use the same reason as the Action type.

Observe that the salary defaulted from \@Bserve also that th
value isUSD which hasautomatically populated. If the
employee was assigned to a DOT position, BEACON SAP
would automatically change tlield to USDN.AIl permanent
DOT positions require 5 decimals on the Basic Pay infotype
(0008). If the DOT employee is a temporary employfee field
will remain as US[because 5 decimals are not required for
DOT temporary employees.

Enter and Save

Possible subsequent
activities

e Click the green check to get to the enrollment screen

e Doublec| i ck the fAautomatic o
TSERS to display

Click the Enroll button

Click Enroll again

Click Continue

Click the Back button (top of screen)

Click the red X to return to the data entry screen

Bank Details

The completion of the Bank Details infotype (006®)stbe
entered in order for payroll to run on the new employee. If th
bank details are not available at the time of the data entry, it
your responsibility to obtain that information and enter the
infotype before the system is closed for payroll processing. E
if you have instructed the employee to enter the data in ESS
still must follow up with the employee to ensure he or she m
the entry prior to payroll closing.

I n order to change the fiel
proper forms and receive higher level approval.
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Infotype/Field | Value

Bank routing 021312971 (Capital Bank and Trust)

Bank account | 234987656

number

Bank Control 01 (01 ischecking; 02 is savings)

key

Enter and Save

Additional Personal
Data (0077)

Ethnic Origin

Use your own

Military status

Leave blank

Veteran status

Non-veteran

Disability status

Nondprefer not to report

Enter and Save

Subtype for Infotype
AEducat.i

onao

Select High School

Click the green check to close.

Education (0022)

Start and to

09/01/192 - 05/30/1995

NOTE: You are entering the dates the employee indicated tf
attended the institution.

Institution Central High
location
Verified High School 02NOTE: you would only choose 02 if your

Agency does not require verification of high school educatio
otherwise you would use the pending code.

Enter and Save

Monitoring of Tasks
(0019)

Use applicable icon to skip infotype.

NOTE: You woud skip this infotype if your Agency does not
require verification of high school education; otherwise you
would enter the applicable date on this infotype indicating wi
you expected to have the verification completed.

Subtypes for infotype
Certification and
Licensing

Click X to close popup window.

This infotype is used when the position requires a specific
certificate or license.
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Infotype/Field | Value
Objects on loan(0040) | State ID
Number/unit: 1/pieces
#99919

NOTE: On the Action, you are to only enteme item on loan. If
the employee receives more than one iteke in this case &y

# BO5and key #A12- you will use PA30 to add the additional
items however you will not perform that part of the exercise

this class

Enter and Save

30. Click the Backbutton at the Personnel Actions screen (the system automatically
returns you to Personnel Actions when you finish the last infotype within the Action).

31. The popupis displayedndicating that the item must be explicitly completed. Click
Complete Work Iten | Complete Workltem  NOTE: It is critical that you complete

this last stepYou may receive a Decision in Work Item screen. If you do, select PA
Action Completed.

Using PA30 to add IT0552
Creditable service earngdior to BEACON must be enteredia PA30on IT0552
however you will not perform that part of the exercise in this class

Questions
Answer the following questions.

Question 1
When is the NofBeacon to Beacon Action appropriate?

A.

Question 2
When is the Reinstatemefittion appropriate?

A.
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Exercise2.4: Quick Entry

Scenario

CulturalResource8attleship Divisiorhas been assigned a federal employee to work as
aMaintenance Mechani®/. The position isidnded by the federal governmétite
employee is not a State employee, bt fsderal employeeeing paid by the federal
government The emjoyee will have access to the BEACON SAP system; therefore a

Quick Entry Actionisneededi f no access wil/l be granted,

Entry).

There are three parts to this Exercise:
I Initiate Workflow (WF)
Il Wait for PCR to be approvéddoes not go to Funding
Il CompleteApproved PCR

Part | T Initiate Workflow

Access the Business Process Procedure (BPP) from Help > BEACON Help. Follow along
with the BPP to complete the exercise.

1. Assume you have already run the Cross Verification Repal did not find the
employee in the system; assume you also used PPOSE and verified that the position is
vacant.

2. On the Easy Access screen, tyfi®AA076 in the Command field

3. Click @ . The Employee Action Request scregmlisplayed
4. Enter the followinglata:

Field Value

Last 4 digits SSN Make up a social security number for training purposes.

Important! Write down the numbers you used because you
will need them again:

Enter the last 4 digits as applicable (if y@gceive a message
that the security number is already assigned to another
employee, just continue entering a combination of numbers
it is accepted).
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Field Value

Employee Name

Any of your choosing Be sure you write down the name you
use because you will neethis person in subsequent
exercises

Effective on

Todayds dat e

Action Type

Quick Entry

Reason

Federal

5. Click Enter 3.

6. Click Create@. The second screen of the Employee Action Request sisreen

displayed

7. Enter thefollowing data:

Field

Value

EE Position

Use theMaintenance Mechaniy/ position number in the Data
Set that was assigned to your student number.

Pres<Enter

Observe that the Employee Group and Employee Subgroup
fields are now populated.

EE Group/Subgroup

Change to the appropriageoupsubgroup to indicate that the
employee i| supplementdederalemployee.

O Supplemental
Federal

NOTE: When the Position number is entered, the Employe¢
Subgroup defaults to FT-NLSAOT PermBecause thiss a
Quick Entry, the employee should be changed to the applica
Employee Group/Subgroup.

Annual Salary

Leave blanKdo not enter zeroes)

Bypass the warning to fill in the salary.

NOTE: Observe there are two fields that will not be used nowwbutd be usedn
applicableActions: Work Against and Last Date Worked.

8. Click Enter @.
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9. Click SavelH. The Information pojup displayswith the assigned PCR number.

10. Write the PCR number on your new hire paperwork (in class, use your Exercise
Guide).

11.Click the green chec|§| to close the pojpip.

12.Click Services for Obje and enter an applicable note.
13.Close notesand ifapplicableclose the notes icon menu.

14.Click . The Information pojup displaysindicating that the PCR has been
submitted.

15.Click the geen check@ to close the Information pepp. You are returned to the
Employee Action Request (first screen).

Part Il 7 Wait for Instructor or Navigator to Approve the PCR

Note to instructor and navigator: Theseonly oneapproval level:
e Agency

Part Ill T Complete Approved PCR

1. Accessthe SAP Business Workpla@ button.

2. Click the node beside InbcP & Inbox to expand it.

3. Double click Workflow. The PCRs that have been approved (or rejected) are listed in
the right column.

4. Select the PCR you want to proses

5. Click Executel® (or double click the PCR line item). BEACON SAP automatically
takes you to the applicable screen for the Action (in this exercise, itiethennel
Actions screen)NOTE: Observe that unlike a new hire, there is no assigned
Personnehumber.
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6. On thePersonneActions screen, enter the following data:

Infotype/Field Value

Personnel number Leave blank. Beacon SAP assigns the next sequential interr
number. The Retirement System does not assign the persor
number on a Quick Entry.

From Todayds dat e

Action Quick Entry

7. Click Enter @
8. Click Executel@.

NOTE: By design, the direction to Enter and Save each infotype is deliberately missing
in this exercise. You should be aware that you always Enter and Save every infotype that
you enter data on, as well as those that ar@ppelated.

9. Complete the followingiélds:

Field Value
Create Actions (0000) You should us&dit > Maintain text to write a note when
applicable
Reason Observe this defaulted from WF
Reference Per. N¢ Leave blank
Position Observe this defaulted from WF

Create Personal Data Observe that a Personnel number has now been assigned.
(0002)

SSN 999 9x-xxxx (be sure to use the same last 4 digits as you us
in WF).

In your work environment, the data entry convention for the
Social Security field for Quick Entry is 999x-xxxx, where x
stands for théast 5 digtsof t he empl oyeed
number. This helps ensure thiathiese Qick Entry employees
ever become regul&tate employeg t hey wonolt
existingSocial Secuiity number in EACON SAP.

DOB 01/28/1977

Marital status Single

Gender A gender that matches the name you chose
Create Organizational
Assignment

Delimit vacancy | Yes
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Field Value
Create Addresses (0006) NOTE: Enter address information éwdress line 10nly use
Address line2ia | | of the informat.
Permanent addreg 148 Bush St, Wendell, NC 27591
Telephone 2524565454
Emergency Seth Harri® same as permanent addrassl same telephone
Contact
Mailing None Use the appropriate button to skip the infotype.
address/phone
Create Monitoring of For this exercise, ugend of Contract (which should default).
tasks(0019) Enter a datd2 monthdrom the start datesith a reminder 15

days in advanceéhowever, be aware that in yonork
environment you will follow youAgency process

Create Planned Work

It is especially important to check the parttime box when

Time (0007) applicable.
Create Communicatiors | 919-454-2055
(0105)

Objects on loan Key # B05

32.Click the back buttomvhen you areautomaticallyreturned to the Personnel Actions

screen.
33.The popupdisplaysind

icating that the item must be explicitly completed. Click

Complete Work lten|® Complete Workltem  NOTE: It is critical that you complete

this last step.
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Questions
Answer the follving questions.

Question 1

Whatarethe transactionyou must initiate prior to processing a Quick Ev?

Question2

In this instance you did not enter data on the Basic Pay (0008) infotype, nor enter t
information. Why?

A.

Question3
List the types oemployees that are hired using Quick Entry
A.

Question4

Under what circumstances would you not use Quick Entry for the types of employe
discussed in Question 3?

A.

This exercise isomplete.
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Exercise2.5: Reinstatement

Scenario

Karla Hartformerly worked with the State of North Carolina and left for the private
sector. After onlya fewmonths, she decided to come back to the State. The employee is
returning toCultural ResourceasanInformation& Communications Speg¢ Wwhich is

the same position (salary and grade) that she held before sfidnéefalary ishe

minimum of the salary range

While she was out, steompleted the qualifications for a licensed couns®QTE: In

your work environment, you only add a certification or license when it is a requirement
of the position. IrK a r Icasd) the license is not a requirement but is being presented
here for you to enter in order to give you the training experience.

far et urning empl oyeebs dat a stilsavatme infotyfeot ype h
in the Action.

There are three parts to this Exercise
I Initiate Workflow (WF)
Il Wait for thelnstructoror Navigator toApprove PCR
Il Completeapproved PCR

Part | T Initiate Workflow

Access the Business Process Procedure (BPP) from Help > BEACON Help. Follow along
with the BPP to complete the exercise.

1. Assume you have already run the Cross Verification Repaiverified that the
employeewvaspreviousy in BEACON; assume you also used PPOSE and verified
that the position is vacant.

2. TypeZPAAOQO76in the Command fieldn the Easy Access screen

3. Click @ . The Employee Action Request scregmlisplayed
4. Enter the following data:

Field Value

Personnel number Usethe Karla Hart personnel number from the Data Set that
assigned to your student number.

NOTE: You do not need to enter the SSN except on New Hi
Quick Entry and NofBeacon to Beacon Actions.

Effective on Todayobds dat e
Action Type Reinstatement
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Field Value

Reason Select the appropriate reason. The employee was separate(
4/1/08.

5. Click Enter @.

6. Click Create@. The second screen of the Employee Action Request ssreen
displayed Observe that the Current column has data concerning the employee as a
quick refeence.

7. Enter the following data:

Field Value

EE Position Observe that the position field is 9s. When an employee is
separated, the position field is either automatically changed
by BEACON, or in the case of a Separation Pay Continuatio|
by theMaster Data Maintainer.

Use thelinformation& Communications Spdgosition number
from the Data Set that was assigned to your student number

Observe that the Employee Group and Employee Subgroup
fields are now populated.

EE Group/Subgroup Change to the appropriate subgroup to indicate that the
employee is full time, subject to overtime, and is a
probationary employee.

NOTE: When the Position number is entered, the Employe¢
Subgroup defaults to FT-NLSAOT Permand must be change
as appltable for the Action.

Annual Salary Minimum of salary range

NOTE: By design, the stepy-step directions to complete the Actiaredeliberately
missing in this exercise. Use the information you have learned in previous exercises to
complete the application sections.

NOTE: To completePart | use the information you learned from previous exercises to:
e Save the PCR and receive theRP@umber
e Write a note for the approvers
¢ [Initiate Workflow
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Part Il T Wait for Instructor or Navigator to Approve the PCR

Note to instructor and navigator: There are two approval levels:
e Agency
e Funding

Part Ill T Complete Approved PCR

NOTE: In thisexercise, you are entering data on an employee who already exists in the
system As a result, on each infotygeu will receive a message indicating that the
previous record will be delimitedPress Enter or click the Enter button to bypass the
warning.

NOTE: For Part lll, use the information you learned from previous exercises to process
the approved PCRAs the Initiator

e Execute the approved PCR
e Enter the applicabldateand Action on Personnel Actions screen

e Process each infotype as applicable asradlbelow. Remember that on the
Actions and Basic Pay infotypes you should always use Edit > Maintain text
to write the appropriate note

e Explicitly complete Workflow item

Field Value
Addresses (0006) 3368 Grandview
Permanent Eagan NC 27609

NOTE: Enter address
information onAddress Te|ephone: 91257-4578
line L Only use Address
line 2 if all of the

i nformati on

on line 1
Federal Withholding Single, with 1 allowance
(0210)
State Withholding Single, with 1 allowance
(0210)
Addresses Add the name Patsy Grupe. The address stayed the same.
Emergency
Monitoring of Task End of probation
9 months from today
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Communication (0105)

919-707-4566

Create Basic Pay (0008

ReasonReinstatement

Salary defaulted from WF

Possiblesubsequent
activities

Enroll the employee into TSERS

Create Bank Details
(0009)

Bank routing

011001742 Bank of America

Bank account
number

2157884

Bank Control key

01 (01 is checking; 02 is savings).

Observe that when the employee separatedyahk method
field automatically defaulted from direct deposit. You must
change the default back to direct deposit.

Accept delimit message.

Subtypes for infotype
AEducati ono

Ma s t degrde $rom Wake Foresit0/01/198 to 12/15/2002

Create Monitoring of
Tasks (0019)

Indicate that you will verify within 60 days, and that you wan
be reminded 15 days prior.

Subtypes for infotypes
ACertificat
Licensingo

Select 0011 Licensed counselor.

Create Certification
and Licensing (0795)

The Start and Tdates must be exactly the same as the Valid
from and Valid To dates.

Start Date 01/152003
To Date 01/15/2009
Identification The certificate # is NC0932454
Doc Status Select Renewable
Valid from field | 01/15/2003
Valid to field 01/15/2009
Copy Date Delete the Last Day Worked information.

Specifications (0041)

Create Objects on loan
(0040)

Office key #987

34.Click the back button when yaareautomaticallyreturned to the Personnel Actions

screen.
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35.The popupdisplaysindicating that the item must be explicitly completed. Click

Complete Work lterr| ¥ Complete Workltem  NOTE: It i critical that you complete
this last step.

Questions
Answer the following questions.

Question 1

True or False. You should always save agmpulated infotyp, even if you did not
make changes to it.

A..

Question 2

What was the major difference in the infotypes that were presented in the Reinstat:
as opposed to a New Hire Actidn

A.

Question3

If an infotype has blank required fields for which you do not need to enter data, shc
you use the Next record button or the Save b@tton

A.

This exercise is complete.
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Exercise3.1: Salary Adjustment

Scenario

Assume today is the first day of next monthe supervisor of the first employee you
hired Exercise 21) has been in a serious accident and is out on leave for afdeast
months. Your employee, who idagitization Clerk, is being asked to assume some of
the major responsibilities of the supervigbDigital Project Managerpr a specific length
of time. Adjust the salary of thBigitization Clerkso that the empiee is receiving
acting pay ofan additiona$4,000 The effective datis the £'day of next monttand

will end four months fronthat dateln your work environment, you would use PA30 to
entera remindelMonitoring of Tasks}o remove the actinggy from the employee at
the end ofour months.

There arghreeparts to this Exercise
I Initiate Workflow (WF)
Il Wait for Approver to approve®R
Il Complete pproved PCR

Part | T Initiate Workflow

Access the Business Process Procedure (BPP) from Help > BEACON Help. Follow along
with the BPP to complete the exercise.

1. Access ZPAAO076 anehter the following data:

Field Value
Personnel number Use theemployee name you hired in Exercise 3.1
Effective on 1% day of next month
Action Type Salary Adjustment
Reason Acting Pay

2. Click Enter @.

3. Click Create@. The second screen of the Employee Action Request sereen
displayed
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4. Enter thefollowing data:

Field Value

Annual Salary Add $4,000 to current salary

NOTE:The resulting salary wi
In addition to the note in Workflow, you would write the
appropriate note on both Actions and Basic Pay infotypes to
explain the reason for the increase.

NOTE: To completePart I, use the information you learned from previous exercises to:
e Save the PCR and receive the PCR number
e Write a note for the approvers
¢ Initiate Workflow

Part Il 7 Wait for Instructor or Navigator to Return the PCR

Note to instructor and navigatdrhere are two approver levels:
e Agency
e Funding

Part Il T CompleteApproved PCR

NOTE: For Partlll, use the information you learned from previous exercises to process
the approvedPCR:

e Execute the approved PCR
e Enter the applicable datend select the éionon Personnel Actions screen

e Process each infotype as applicahiduding a note on Actions and Basic Pay
infotypes as appropriate
o Caution! Do notenter an end date on ITOO®ven though the Salary
Adjustment is for only 4 months, you do not enter an end date on the
Salary Adjustment Action. At the time that the salary adjustment ends,
you will use a new Action (Cancel Salary Adjustment) to end the
current Action.

o Dondt tofenter theeReason on ITO00S.

e Explicitly complete Workflow item

Last changed on: V11_062209 Last changed by: BC
File: PA310 Page: 47 of 81



OSCHR/Payrall Course Title: Create & Maintain Employee Data
Training Functional Area: Human Resources
Sub Area: Personnel Administration

Questions
Answer the following questions.

Question 1

Which infotypewill you use to enter a reminder to remove the salary adjustment at
end of four month3

A.

Question 2

At the end of four months, which Action do you think you would use to remove the
acting pag

A.

This exercise is complete.
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Exercise3.2: Appointment Change

Scenario

Leona Graysomwas hiredn CulturalResources as a Historic Sites Specialisttiainee
status, and has completed thening progressionYou need to createappointment
Changg 0o change the employeebds status to
overtime. In addition, the empfee receivedraincrease in salary.

See the Student Guide for information about changing temporary employees to
permanent employees.

There are three parts to this Exercise:
I Initiate Workflow (WF)
Il Wait for Approver to pprove PCR
Il Complete pproved PCR

Part | T Initiate Workflow

per mat

Access the Business Process Procedure (BPP) from Help > BEACON Help. Follow along

with the BPP to complete the exercise.

1. TypeZPAAQ76in the Command fieldnthe Easy Access screen

2. Click @ . The Employee Action Regpst screers displayed
3. Enter the following data:

Field Value
Personnel number Use the Leona Grayson from the Data Shsstgned to your
student number
Effective on Todayos dat e
Action Type Appointment Change
Reason Trainee to Perm

4. Click Enter @.

5. Click Create@. The second screen of the Employee Action Request sereen
displayed
6. Enter the following data:

Field Value
EE subgroup Al
Annual Salary Add $00to the minimum of th@roposedsalary range

NOTE: To completePart I, use the information you learned from previous exercises to:
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e Save the PCR and receive the PCR number
e Write a note for the approvers
e Initiate Workflow

NOTE: If the PCR results in moving the employee from one payroll type to a different
payroll type you will only initiate the WF. When the PCR is approved and back in your
inbox, you must contact BEST.

Part Il 7 Wait for Instructor or Navigator to Approve the PCR

Note to instructor and navigator: There are two approval levels:
e Agency
e Funding

Part 11l 7 Process Approved PCR

NOTE: For Part lll, use the information you learned from previous exercises to process
the approved PCR:

e Execute the approved PCR
e Enter the applicable datéendAction on Personnel Actions screen

e Process each infotype applicable including a note on Actions and Basic Pay
infotypes as appropriate

oln this case, you donét need Moni

appropriate tause next recordkip it
e Explicitly complete Workflow item

Field Value

Create Basic Pay (0008) ReasonAppointment Change

Salary defaulted from WF

Monitoring of Tasks Use next record to skip since there is no foHapvtasks for this
employee
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Questions
Answer the following questions.

Question 1

Whatfield in Workflow did you havets evi se t o ensure t ha-
changed from trainee to permarfént

A.

Question2
Did theWorkflow Employee Group change?
A.

This exercise is complete.
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Exercise3.3: Range Revisiori Funds Available

Scenario

OSP has notified you that a range revision forHistoric Interpretejob classhas been
approvedwvhich affected all Docent Coordinator positioAsiditionally, you have been
notified that thgob class and thpositiors have been changed byhared Serees
Organizational Manageme(®SOM)to reflect the revisiofrom Grade62 to 68. The
new range has increased the employee's shaja$jt,000.

You have identified thaRoseBrownin your Agency was affected by the revisiéands

are availabldor theemployedo receive the full amounthe effective date is today.

Observe that the empl oyeebasdapthendngeshas al r ead
SSOM made to the job class

There arghreeparts to this Exercise:
I Initiate Workflow (WF)
Il Approve PCR
Il Completeapproved PCR

Part | i Initiate Workflow

Access the Business Process Procedure (BPP) from Help > BEACON Help. Follow along
with the BPP to complete the exercise.

1. TypeZPAAO076 in the Command fieldn the Easy Access screen

2. Click @ . The Employee Action Request scraisplays
3. Enter the following data:

Field Value

Personnel number Use the Rose Brown from the Data Shesstigned to your
student number

Effective on Todayobds dat e

Action Type Range Revision

Reason Range Revisioffull)

Annual Salary Add $1,000 to current salary. Observe that the Grade in the
Proposed column reads
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NOTE: To completePart I, use the information you learned from previous exercises to:
e Save the PCR and receive the PCR number

Write a note for th@pprovers

Initiate Workflow

Log out

Part Il 7 Wait for Instructor or Navigator to Approve the PCR
Note to instructor and navigator: There are two approval levels:
e Agency
e Funding

Part 11l T Process Approved PCR

NOTE: For Part lll, use the information ydearned from previous exercises to process
the approved PCRAs the Initiator

e Execute the approved PCR
e Enter the applicable date andthon on Personnel Actions screen

e Process each infotype as applicable including a note on Actions and Basic Pay
infotypes as appropriate

e Explicitly complete Workflow item

Field Value

Create Basic Pay (0008) ReasonRange Revision

Questions
Answer the following question.

Questionl
What must take place prior to initiati@d® AA076-Workflow approvalproces®
A.

This exercise is complete.
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Exercise3.4. Range Revisiori No Funds Available

Overview

When a Range Revision is processed anflinds are available, there are additional

steps that must be 1 mplemented. First, you n
that a Range Revision was authorized, but that no funds are available. Then you must put

the balance of the funds in reserVais step is necessary in case the funds are eventually

released, and the employee is entitled to some or all of the reserve funds. Later, if some

or all of the funds are released, another Range Revision Action with an applicable reason

will need to be proessed. In addition, the applicable adjustment will need to be made to

the PA30 Wage Maintenance infotype.

For this exercise, the funds of $1,500 will be released in two increments ($500 and then
$1,000).

This exercise containthree scenariof£ach sceario has four parts. You are responsible
for Parts I, Ill, and IV:

I Initiate Workflow (WF)

Il Wait for Instructor or Navigator to approve PCR

Il Complete approved PCR

\Y, Process PA30 to reserve the balance

Scenario A: Part |7 Initiate Workflow

OSP hasotified you that a range revision for tAecounting Clerljob class and

positionhas been approved. Additionally, you have been notifiedothtatthe job class

and theposition hae been changed byhared Service®rganizational Managemett

reflect he revisiorfrom Grade 59 to 6IThe range revision increased the compensation

range of the position by $1,5000u have identified that one employ@emily Stafford)

in your Agency was affected by the revision. However, there are no funds for an increase

to the employee. The effective dateistoddpp s er ve t hat the empl oyeebd
already been changed based on the change that SSOM made to the job class. You need to

enter the Range Revision and then reserve the balance for the employee.

Access the Bsiness Process Procedure (BPP) from Help > BEACON Help. Follow along
with the BPP to complete the exercise.

1. TypeZPAAO76in the Command fieldn the Easy Access screen.
2. Click V] . The Employee Action Request screen is displayed.
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3. Enter the following data:

Field

Value

Personnel number

student number.

Use the Emily Stafford from the Data Sheet assigned to you

Effective on

Todayods dat e

Action Type

Range Revision

Reason

RR No Salary adjustment

NOTE: To complete Part |, use the information you learinech previous exercises to:
Save the PCR and receive the PCR number
Write a note for the approvers

e Enter

t h ecureentzdlaoyy e e 6 s

Initiate Workflow

Scenario A: Part Il - Instructor or Navigator will Approve the PCR

Note to instructor and navigator: &ite are two approval levels:

e Agency
e Funding

Scenario A:Partlll T Pr oces s

NOTE: For Part lll, use the information you learned from previous exercises to process

the approved PCR:

e Execute the approved PCR
e Enter theapplicable date and Action on Personnel Actions screen

e Process each infotype as applicable including a note on Actions and Basic Pay
infotypes as appropriate

e Explicitly complete Workflow

Approved

PCR from

n

Field

Value

Basic Pay

Reason: Range Revision
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Scenario A:lInstructions Part IV T Reserve the balance in PA30

Reserve the balance in the employeebds wage n
You must now put the money on reserve by modifyingetep | o Wage 6 s
Maintenanc€0052)infotype.Use theCreate function to enter the data. The effective

date is the same as the Range Revision. Observe when you access the Wage Maintenance
infotype, there are several blank fields. Those do not require data entry, and they are not
supposed to default from any prevsoentry.

1. From the Easy Access screen, eaB0in the Command field

2. Entertheemployeés personnel numbgbe sure you use the same one you used in
the first part of the exercise).

3. Enterinfotype 0052 (Wage Maintenance) arsdibtype 010Q(Future Adjustrent
Range Revision)

Click Enter to validate.
Click theCreateicon.
Typeto d a gafesn theStart Date field.

Type theamount being reservedn theAmount field (for this example, enter
$1,500.00).

8. Enter andSave

N o gk

ScenarioB: Part | i Initiate Workflow

Assume that it is 15 days from the current date. You have received word that $500 of the
money has been released. You will go back to Workflow and submit another PCR for a
Range Revision with the new date, reason and salary amount.

Create a new WF.

Be sue touse 15 days from todas the effective date.

Reason for this new Action iRange Revision Partial

The new salary i€Enter the amount that is $500 plus the original salary

Hw NP

Scenario B: Part Il - Instructor or Navigator will Approve the PCR

Note toinstructor and navigator: There are two approval levels:
e Agency
e Funding

Scenario B: Part Il - Process the Approved PCR as the Initiator
1. Access the Inbox and process the PCR
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Scenario B: Part IV - Reduce theWage MaintenanceBalance

You must mw decreasthe amountonthe mp | o y e e Gisntendaagfetypdby
$500

EnterPA30in the Command field.

Enter employee personmalimber(verify you have selected the correct one).
Enter0052in the Infotype field an@100in the Subtype field.

Click the Copy button.

Changethedatetb5 day s f r o ritistabvaystiieGsame datetthat you
entered the Range Revision to give the released funds to the employee).

6. In theAmount field, highlight the $1,500 to delete it anater$1,000 in the amount
field (the sum when you subtra®500 from $150Q)

7. Enter andSave.Select théDverviewoption on the infotype. You should have two
line items: one for the original $1,500 and one for $1,000.

a s wn e

Scenario C: Part |- New Range Revisiori More Funds Have Been Released

Assume that it is 30 days from the current date. You have received word that the rest of
the reserve money ($1,000) has been released. You will go back to Workflow and submit
another PCR for a Range Revision with the new date, reason and salary amount.

Create a new WF.

Be sure tause30days from todayas the effective date.
Reason for this new Action i&fter effective date complete
The new salary isAdd $1000 to the current salary

»w NP

Scenario C: Part Il - Instructor or Navigator will Approve the PCR

Note to instructor and navigator: There are two approval levels:
e Agency
e Funding

Scenario C: Part Il - Process the Approved PCR
1. Access the Initiator Inbox and process the PCR

After the Range Revision is complete, you must then access PA30. This tinvdl|lyou
delimit the balance on the Wage Maintenance infotype.
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Scenario C: Part IV - Delimit the Reserve on Wage Maintenance

Because all of the reserved funds have been given to the employee, the reserve must be
delimited.

EnterPA30in the Easy Access Canand field.
Enter employee personnmalimberand verify
Enterinfotype 52 andsubtype 0100

Click theDelimit button.

On theDelimit pop-up window, enter thdate (1 daypastwhen you gave the

remainder of thenoney) You enter 1 day past because SAP will use the day prior to
delimit the infotype. So if you want the infotype to show an end date the same as
when you gave the remainder of the money, you have to enter the delimit date as one
day past)NOTE: If the Delimt pop-up window did not appeatr, it is because you did

not start from the Easy Access screen. In this case, you must enter the delimit date on
the second delimit screen.

6. Click Continue button

7. Select line item (there should only be one line ihaisplaydfor $1,000) and click
theDelimit button again

8. To verify bothline items are delimited Click th@verview button.The List Wage
Maintenance screen appears.

9. Result:you will see both line items delimited (one for $1,000 and one for $1,500).

10.While you ae on the List Wage Maintenance screen, select the line item with the
$1,000 delimited amount.

11.Click the Copy button.

12.Click Edit > Maintain Text and write a note that indicates all funds have been
distributed.

13.Click Save to save the note.

14.Click Save at th€opy Wage Maintenance screen.

15. Enter to bypass the warning that a record will be deleted.

16. Click the Back button to return to the Maintain HR Data screen.

17.Select the All time period.

18.Use the Display function to view both infotypes and read the accompamgieg

arwbdpE
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Questions
Answer the following questions.

Question 1
When funds are available, which Action would you use to increase the salary?

A.

Question 2
Whatmust take place prior to initiating ZPAAOXE orkflow approvaP
A.

Question3

I f you were not sure wRevhseronsEBulbo
e

t
Revision After Effective Date Compl et

A.

This exercise is complete.
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Discussion Reallocation

You will not perform an exercise for Reallocatiohhe instructor will walk through the
steps with you.The steps for Reallocation are very similar to the ones you performed in
the Range Revision, with the obvious difference of the Action and reasons. In
Reallocation, Best Shared Services must make changesgoditienbefore you can do

the Reallocatio\ction (in Range Revision, Best Shared Services made changes to the
job classificatiorprior to the PA Action).

Scenario

Carol Adams holds a Wildlife/Fisheries Tech | position. The position has been

reallocated to a Wildlife/Fisheries Tech II. Her currestary is $33k. She is approved for

an increase to $36,300 (a 10% increase), but funds are only available for 5% ($34,650) at
this time. Create the applicable Actions and transactions to indicate that Carol has the
Reallocation and new salary, and alsd tha extra $1,650 are reserved.

Instructions
Use the Business Process Procedure (BPP) to complete the exercise scenario.

Reallocation Action

There are several Actions and transactions needed to complete this scenario. First, if no
funds are available, you must mRekllecatem entry
was authorized, but no funds were available. Then you must put the baldnedurfds

in reserve. This step is necessary in case the funds are eventually released, and the

employee is entitled to some or all of the reserve funds.

Enter Reallocatonon t he empl oyeebs record

1. Verify employeeds curr empe(0098. Inghisy (PA20, E
scenario, the salary is $33,000.

2. Initiate transaction codePAAQ76
e Action type: Reallocation
e Reason: Real IncPartial

Personnel Actions:

1. When PCR is approved, execute from your Inbox to access the Personnel Actions
screen.

2. Enter the dte (the same as the PCR).
3. SelectReallocation
4. Click @
5. Save infotypes as applicable.
6. On theCreate Basic Painfotype (ITO008)enterreason code ZA
(Reallocation).
Reserve the balance in the employeebs wage n
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You must now put theemainingmoney on reserve by modifying

Wage Maintenance infotype. Use ttreatefunction to enter the data. The effective
date is the same as tReallocation Observe when you access the Wage Maintenance
infotype, there are several blafiglds. Those do not require data entry, and they are
not supposed to default from any previous entry.

9. From the Easy Access screen, eitaB0 in the Command field

10.Ent er the employeesd personnel number
in the firstpart of the exercise).

11. EnterInfotype 0052 (Wage Maintenance) arsibtype 020 (Future Adjustment
Reallocatioi).

12.Click Enter to validate.
13.Click theCreateicon.
14.Typet o d adgi®irstheStart Date field.

15. Type theamount being reservedn the Amount field (for this example, enter
$1,65000).

16.Enter andSave

Questions
Answer the following questions.

Question 1

If you executed a Reallocation and no funds were available,Awdtiaih and additional
stepwould you use to increase the salastyen funds do become available

A.

Question 2

What must take place prior to initiating ZPAAGY®orkflow approvalfor a
Reallocatiof?

A.

This exercise is complete.
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Exercise4.1l: Promotion

Scenario

The supervisor forKarla Hartis promotingher froman Informational & Communications
Spec Iposition toan Informational & Communications Spegbsition. The promotion

will be effective as of the 15th of the next month. The accompanying pay increase is in
accordance with &te policy.Process the promion in SAP.

Donét Yowmugtéeavd reinstated the Karla Hart assigned to you in a previous
exercise before you can promote her.

There are three parts to this Exercise:
I Initiate Workflow (WF)
Il Wait for Instructor or Navigator to approve PCR
Il Complete approved PCR

Part | T Initiate Workflow

Access the Business Process Procedure (BPP) from Help > BEACON Help. Follow along
with the BPP to complete the exercise.

1. Before you begin, use PA20 to view the Actions infotype to make sure that the Karla
Hart assigned to you indicates fAReinstated
2. AccessZPAAO076.

3. Click @ . The Employee Action Request screen displays.
4. Enter the following data:

Field Value
Personnel number Use the Karla Hart from the Data Sheet assigned to your stu
number
Effective on 15" of next month
Action Type Promotion
Reason Promotion
Annual Salary Enter the minimum of the ne

NOTE: To complete Part |, use the information you learned from previous exercises to:
Save the PCR anéceive the PCR number

Write a note for the approvers

Initiate Workflow

Log out

Part Il T Wait for Instructor or Navigator to Approve the PCR

Last changed on: V11_062209 Last changed by: BC
File: PA310 Page: 62 of 81



OSCHR/Payrall Course Title: Create & Maintain Employee Data
Training Functional Area: Human Resources
Sub Area: Personnel Administration

Note to instructor and navigator: There are two approval levels:
e Agency
e Funding

Part Ill 7 Process Approved PCR

NOTE: If the PCR results in moving the employee from one payroll type to a different
payroll type, you would not process the PCR. Contact BEST.

NOTE: For Part lll, use the information you learned from previous exercises to process
the approved PCR:

e Execut the approved PCR
e Enter the applicable date and Action on Personnel Actions screen

e Process each infotype as applicable including a note on Actions and Basic Pay
infotypes as appropriate

e Explicitly complete Workflow item

Field Value

Create Basic Pay(0008) | ReasonPromotion
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Exercise5.1: Separation

Overview

CostDistribution : The Cost Distribution infotype displayn both types of Separation
Action. In each case, you save the infotype to create the existing record. This record is
neededn order to process any subsequent payouts to a separated employee who is in
withdrawn status.

Caution! You should always ensure that time evaluation has been run for the employee
and that the time balances to be paid out are acc@iadek to see thahe last timesheet
has been entered and approved.

Separation Date:The State of North Carolina defines your effective separation date as
the last day you are still an employee. BEACON SAP defines it as the last day you are no
longer an employee. DO NOT éa day to the Employee Action Request, nor any of the
infotypes in the Personnel Action (except 0416). BEACON SAP automatically adds one
day to the last day worked within the actiblawever, you must change the date on the
Create Time Quota Compensati@416) infotype to the effective date of the Action.

This infotype only displays if you selected a leave payout subtype.

Scenario

Nicole Ahrens has informed you that thé"18 next month is the last day she will work.

She is resigning effeste that dayfor personal reasons and has leave that needs to be paid
out. As you enter the Separation Action, you should remember to delimit any items on
loan that the employee returned. If the employee has not returned the items on loan, but
you need to process tietion in order to get him or her off payroll, you can go ahead

and complete the Separation Action, but in that case, do not delimit the items on loan.
You should then complete a PA30 on Monitoring of Tasks (0019) to create a reminder to
retrieve the items
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Part | T Initiate Workflow

Access the Business Process Procedure (BPP) from Help > BEACON Help. Follow along
with the BPP to complete the exercise.

1. TypeZPAAO076 in the Command fieltlog the Easy Access screen.

2. Click @ . The Employee Action Requestreen is displayed.
3. Enter the following data:

Field Value
Personnel number Use the Nicole Ahrens from the Data Sheet assigned to you
student number
Effective on 15" of next month
Action Type Separation
Reason Personal

NOTE: To complete Part Lise the information you learned from previous exercises to:
Save the PCR and receive the PCR number

Write a note for the approvers

Initiate Workflow

Log out

Part Il 7 Wait for Instructor or Navigator to Approve the PCR
Note to instructor and navigatdrhere are two approval levels:
e Agency
e Funding
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Partll T Pr ocess Approved PCR from Initiatoros 11

NOTE: For Part lll, use the information you learned from previous exercises to process
the approved PCR. As the Initiator:

e Execute the approved PCR
Ente the applicable date and Action on Personnel Actions screen

Process each infotype as applicable including a note on Actions and Basic Pay
infotypes as appropriate

0 Subtypes for infotype Time Quota compensation popup: select
vacation payout

0 Infotype 0416Change the Date!
o Enter hours equal to those in the Rem. Column.
Explicitly complete Workflow item

Questions
Answer the following questions.

Question 1

What is the main difference between a Separation Action and a Separation Pay
Continuation Actiof?

A

Question 2
Which infotype must be delimited when a Separation o€curs

A

This exercise is complete.
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Exercise5.2 Separation Pay Continuation

Overview

When you initiate a Separation Pay Continuattbere are at least 3 aspects of the
process (1) Separation Pay Continuation Action (2) PA30 Monitoring of Tasks (3)
Separation Action

Position number ITO000- Actions

In the Separation Pay Continuation, BEACON SAP does not default the position to
99999999 You must manually change the position to the default value in order for the
position to show as vacamo not changethe position number to 98 Workflow . You
changethe position number to @m the Actions infotypewhen you process the
approved PCR @sonnel Actions).

Assignment button ITO001i Organizational Assignment

On a Separation Pay Continuation during the Action, you must use the Assignment
button on ITO001 to enter the Org Unit number of the highest level of org unit that you
have access f@vhich may be the same Org Unit as the employee was assigned prior to
Separation Pay Continuation). If you fail to process this step, you will not be able to
create a Separation Workflow.

Effective Date

The State of North Carolina defines your effectigpagation date as the last day you are
still an employee. BEACON SAP defines it as the last day you are no longer an
employee. DO NOT add a day to the Employee Action Request, nor any of the infotypes
in the Personnel Action (except 0416). BEACON SAP aatarally adds one day to the

last day worked within the actioRlowever, you must change the date on the Create

Time Quota Compensation (0416) infotype to the effective date of the ATha.

infotype only displays if you selected a leave payout subtype.

Monitoring of Tasks

Create a PA30 Monitoring of Tasks to remind you at the end of the pay continuation to
go in and initiate a regular Separatiéor the following exercise (Inez Hayes), you

would enter a due date that is 4 months from the Separatyo@ddinuation Action to
remind you to execute a regular Separation on that date. If the Separation Pay
Continuation is for a law enforcement officater the date of the tasls the last date of

the monthin which the employee turns 6&jth a reminder 23 weeks prior that you

must complete a regular Separatitfrthe law enforcement employee is on Separation
Pay Continuation and dies prior to his or hel’@®thday, a Separation would need to be
created.

ITO041 if RIF
When the Separation P&pntinuation is due to RIF, ITO041 must be used to document
when the employee was notified of the RIF.
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Caution! You should always ensure that time evaluation has been run and that the time
balances to be paid out are accurate.

Scenario

The department fowhich your employee (Inez Hayes) works is being downsized. As a
result, Inez will be given severance for 4 months. Inez has applicable leave that she wants
to be paid out also.

There are four parts to this Exercise:
I Initiate Workflow (WF)
Il Wait for Instructor or Navigator to approve PCR
1] Process Approved PCR
\Y, Complete the PA30 transaction

Part | i Initiate Workflow

Access the Business Process Procedure (BPP) from Help > BEACON Help. Follow along
with the BPP to complete the exercise.

1. TypeZPAAOQ76in the Command fieldn the Easy Access screen.

2. Click @ . The Employee Action Request screen is displayed.
3. Enter the following data:

Field Value
Personnel number Use the Inez Hayes from the Data Sheet assigned to your st
number
Effective on 15" of next month
Action Type Separation Pay Continuation
Reason Reductioni In- Force Severance

NOTE: To complete Part |, use the information you learned from previous exercises to:
Save the PCR and receive the PCR number

Write a note for the approvers

Initiate Workflow

Log out
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Part Il T Wait for Instructor or Navigator to Approve the PCR

Note to instructor and navigator: There are two approval levels:
e Agency
e Funding

Part Il T Process Approved PCR

NOTE: For Part lll, use the information you learrfeoim previous exercises to process
the approved PCR. As the Initiator:

e Execute the approved PCR
e Enter the applicable date and Action on Personnel Actions screen

e Process each infotype as applicable including a note on Actions and Basic Pay
infotypes as apppriate

0 Actions : change the position number to 9s
o Organizational Assignment:
A Click the Assignment button.
A Click the Organizational Unit radio button.

A Enter:2001033(for this scenario. In your work environment,
enter the Org Unit number that represehéshighest level of
the Org structure to which you have permission.

A Click Continue. You are returned to ITO001. If necessary, enter
99999999 in the position number field.

A Click Save.
0 Subtypes for infotype Time Quota popup: Select Vacation Payout
0 Create Tine Compensation:

A Change the date!

A Enter the number of hours that are reflected in the Rem.
column

e Explicitly complete Workflow item

Part IV - PA30
Use the Business Process Procedure (BPP) to complete the exercise scenario.

Enter transaction cod@A30 in the command field and clic @ .

2. Select the employee.

3. Select the applicable infotyger Monitoring of Taskandcomplete the appropriate
fields. You want this infotype as a reminder to follow up and perform the regular
Separation when the severance andsur months (remember, the effective day of
the Separation for this exercise was th& dbnext month).

=

Assume two days have passed (it is now tHedfhext month) and you have been
informed the employee was presented with the RIF letter 30 days a
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W

Select ITO041.

Use the Copy function.

Change the Start date of the infotype to th® dffnext monthCaution! If the date

you enter the letter notification is the same or precedes the date of the Separation
Action, the infotype will be deleted; athwise it should delimit.

Use the down arrow to select the applicable date type.

Enter the date the employee was notified (30 days ago).

Questions

Answer the following questions.

Question 1
After you enter the Separation Pay Continuation, what iagixestep you should take?

A.

Question2
Which infotype is used to document that the em@doseceived the RIF notification?
A.

This exercise is complete.
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Exercise6.1 -: Transfer Within Agency i Lateral

Scenario

Helen Stephens is an Office Assistant IV at@i® CDS MOADeputy Director CFO
organizational unit. She is making a lateral transfer t€fRe&CDS MOA Educational Service
org unit. She is currently a feime, subject FLSA employee with the same salary. The
effective date is today. At the new Agency, she receives a cell phone.

Overview

Whether you are the Leaving Agency or the Receiving Agency, you should contact each
to discuss the transfer before processing in BEACON. The leaving Agency takes no acti
BEACON (except delimit items the employee returned).

If your security access permits, you can see some information on employees from other
Agencies. Run th¥erify EmploymenBl Report located in the Cross Agency Verification
folder.

If you transfer an employee from oamployedaypeto a differentemployedype you must
change the Employee Subgroup. If the employee is going frorpaymell typeto a different
payroll type you will only initiate the PCR and when it is approved, you will contact BEST

Two ways to process a Transfer in BEACON

There is only on@ransfer Action in BEACON; however, you may process transfers in on
two ways, depending upon your security access.

If you have security access for:
1. boththelLeavingAgency and th&eceivingAgency, BEACON SAP allows you to
completeall of the infotyges during the Transfer Action.

2. onlythe Receiving Agency, BEACON SAP allows youptartially complete the
Action. In the latter case, you will use PA30 to completarifatypes

In this exercisgou have authority foboth the Leaving and tHeeceivingAgency.

There are three parts to this Exergisewever you will only be responsible for Parts | and II

I Initiate Workflow (WF)
I Approve PCR
Il Process Approved PCR
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Part | T Initiate Workflow (WF) as Initiator

Access the Business Proc&scedure (BPP) from Help > BEACON Help. Follow along w
the BPP to complete the exercise.

1. Assume you have already run tierify EmploymenReportand found the employee in tr
Leaving Agency; assume you also used PPOSE and verified that the pesitamant.

2. On the Easy Access screen, tyfi®AA076 in the Command field

3. Click @ . The Employee Action Request screen is displayed.
4. Enter the following data:

Field Value
Personnel number Use the Data Sheet Helen Stephens personnel numbe
is assignedo your student number.

Effective on Todayods date
Action Type Transfer
Reason Within Agency- lateral

5. Click Enter & .

6. Click Create@. The second screen of the Employee Action Request screen is disple
7. Enter the following data:

Field Value
EE Position Use the Data Sheet Office Administrative IV position
number that is assigned to your student number.

Enter

EE Group/Subgroup | The Employee Group and Employee Subgroup fields are
now populated. When the Position number is entered, th
Employee Subgroup defaultskd Perm (S or N FLSAOT
depending upon the position). You should change as
applicable for the Action.

For this Exetise, save the default.
Annual Salary Same as previous salary (hint: look in Current column)

NOTE: Observe there are two fields that will not be used now, but will be used in later
Actions: Work Against and Last Date Worked.

8. Click Enter [ )

9. Click SavelH. The Information pojup is displayed with the assigned PCR number.
10. Write the PCR number on the employee paperwork (in class, use your Data Sheet).

Last changed on: V11_062209 Last changed by: BC
File: PA310 Page: 72 of 81



OSCHR/Payrall Course Title: Create & Maintain Employee Data
Training Functional Area: Human Resources
Sub Area: Personnel Administration

11.Click [+ to close the pojoip.

12.Click Services for Obje. NOTE: The Services for Object button displayseitan
icon menu or a dregdown menu depending upon whether you click on the right or left
the icon.

13.Select Create > Create Note.
14.Enter a note title.

15.Click in the note sectioand enter the applicable information to send along with the PC
Begin the note with your name and the dB®TE: The notes you write are only recorde
in the Workflow PCR; they do not follow to the PA Action.

16.Click [#] to close the notes. If applicablégpse the notes icon menu.
17.Click . The Information pojup is displayed indicating that the PCR has bee!
submitted.

18.Click [#!to close the Information pepp. You are returned to the Employee Action
Request (first screen).

19.You must now wait until the PCR hbeen approved and returned to your Inbox.

Part Il - Instructor or Navigator will Approve the PCR
Note to instructor and navigator: There are two approval levels:
e Agency
e Financial
Partll TPr ocess Approved PCR from Initiator

NOTE: In this exercise, you are processing an employee who already has an existing re
therefore, each infotype will have a warning message that the previous record will be
delimited. Enter to bypass the warning message. Remember to save infotypes.

1. From the Easy Access screen, click SAP Business Workd@;e

2. Click the node beside Inbc? €2 nbox tg expand it.

3. Doubleclick Workflow. The PCRs that have been approved (or rejected) are listed in
right column.

4. Select the PCR you want to process.

5. Click Executel@ (or doubleclick the PCR line item). BEACON SAP automatically take
you to the applicable screen for the Action (in this exercise, it is Personnel Actions)

6. On the Personnel Actions screen, enter:

Infotype/Field Value
EFrom Todayods dat e ( sthedatelyou erstered
WF). ﬂ
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7. Click Enter @
8. Click Executel@.

NOTE: Itis a best practice to always save apopulated infotype even if you do not make
changes. In some cases, there are dynamic infotypes that display only when the previot
infotype was saved. If you use the Next record button instead of saving, timaseicly
infotypes wi |l not display and the empl

9. Complete the following fields:

Infotype/Field Value
Actions (0000)
Reason for Observe the field defaulted from WF
Action

Reference Per. | Leave blank
No
Position Observehe field defaulted from WF

EE Group/ Observe the field defaulted from WF

Subgroup If you forgot to make the applicable changes on the WF,

can make the changes now. Be aware, however, that wh
an audit is run of your Actions, this will show as a
discrepancy.

Enter and Save.
Organizational Enter and Save

Assignment (0001)
Createvacancy | Y€S
Delimit vacancy| Y€S

Date Specifications | Review for accuracy

Enter and Save

Last changed on: V11_062209 Last changed by: BC
File: PA310 Page: 74 of 81



OSCHR/Payrall Course Title: Create & Maintain Employee Data
Training Functional Area: Human Resources
Sub Area: Personnel Administration

Planned Working It is critical that you review this infotype. Tipdanned

Time (0007) wor king time defaults bas
organizational structu@e company code, personnel area &
subarea, cost center, business area, fund and functiona

For this exercise, accept the default. Observe that when
press Enter, thieour field automatically populates. The
weekly workday field does not default. Do not enter data
the weekly workday field.

Enter and Save
Possible subsequent [Use t he X to canciena /A/Agdgerc

activities transfer, the employee is already enrolled in the applicak
retirement from the Leaving Agency.
Basic Pay (0008) ReasonTransfer

Observe that Salary populated from WF.

Enter and Save
UnemploymentState | Save

(0209)
Objects on loan(0040) | If the employee returned the items and the Leaving Age
did not delimit the objects, the infotype will display with t
item and the end date of 12/31/9999. In that case, you ¢
either enter your item and ddP#30 to delimit the Leaving

Agencyobs item, or alterna
Agencyods item in the Acti
it em. It doesndt matter a
needed.

In this case, assume that the employeendideturn the
item on loan to the previous Agency. However, goel
going to enter the cell phomad use PA30 to delimit the IL
later.

Object on loan field: Use the down arrow to select the ce
phone option

Number/unit: 1.pieces

Loan object #: BR549

10.Click the Back button at the Personnel Actions screen (the system automatically retu
you to Personnel Actions when you finish the last infotype within the Action).
11. The popupis displayedndicating that the item must be explicitly completed. Click
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Complete Work ltenr| ¥ Complete Workltem  NOTE: It is critical that you complete this
last step.

When the Leaving Agency notifies you that the employee has returned the item issued t
employee, follow the stepbelow to delimit the item (you will not perform these steps in

PA30 e Enter the personnel number.
e Enter 0040 and choose the applicable subtype for State IL
e Click the Delimit button.
e Enter the delimit date in the pap. If the popup did not
appear, enter the delimit date in the Delimit Date field.
e Click the green check to close the delimit date notice.
e Select the line item that contains the items that were issue
the Leaving Agency.
e Click the Delimit button.
class):
Questions

Answer thefollowing questions.

Question 1

What is the name of the report that you should view before you transfer a BEACO?"
employee into your BEACON Agency?

A.

Question 2

True or False: You can use the Transfer Actinly when you are transferring an
employee into your Agency from another BEACON Agency; however, you cannot t
this Action to move an employee within your own Agency.

A.

Question 3
True or False: A reassignment cannot be included with a Trakdien.

A.

This exercise is complete.
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Exercise6.2-: Transfer Agency to Agencyi Promotion

Scenario

Marsha Sanders t&eing promoted from Facility Survey Consultant | at DHHS to a

Facility Planner Il at th€R CDS Capital Projects Urrg unit. She returned the

objects on loan to the Leaving Agency, but the HR Master Data Maintainer there failed to
delimit the infotype. In addition, your agency issued Marsha a cell phone.

Be sure to read the information in the previous exerciset gibocessing Transfer
Actions.

In this exercise, yoanly have authority for the éteivingAgency and no authority for
the Leaving Agency Therefore, you will only partially complete the infotypes in the
Transfer Action. You will finish the infotypesing PA30.

There ardour parts to this Exercisénowever you will only be responsible for Parts I, llI
and IV:

| Initiate Workflow (WF)

Il Wait for Instructor or Facilitator to approve PCR
[l Process Approved PCR

IV PA30 to complete the infotypes

Part I T Initiate Workflow (WF) as Initiator

Access the Business Process Procedure (BPP) from Help > BEACON Help. Follow along
with the BPP to complete the exercise.

1. Assume you have already run tfierify Employment Repaaind found the employee
in the Leaving Agency; assume you also used PPOSE and verified that the position is
vacant.

2. On the Easy Access screen, tyfi®AA076 in the Command field

3. Click @ The Employee Action Request screen is displayed.
4. Enter the followinglata:

Field Value
Personnel number Use the Data Sheet Marsha Sanders personnel number thal
assigned to your student number.
Effective on Todayods date
Action Type Transfer
Reason Agency to Agency Promotion

5. Click Enter 3.
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6. Click Create@. Thesecond screen of the Employee Action Request screen is
displayed.
7. Enter the following data:

Field Value

EE Position Use the Data Sheet Facility Planner Il position number in th
assigned to your student number.

Pres€Enter

NOTE: When the Position number is entered, the Employe¢
Subgroup defaults to FT Perm. Change as needed for the A

Save to accept the default.

Annual Salary The minimum of the salary range.

NOTE: Observe there are two fields that will not be used mawwill be used in later
Actions: Work Against and Last Date Worked.

8. Click Enter 3.

9. Click SavelHl. The Information pofup is displayed with the assigned PCR number.
10. Write the PCR number on your new hire paperwork (in class, use your Data Sheet).

11.Click [+l to close the pofip.

12.Click Services for Obje. NOTE: The Services for Object button displays
either an icon menu or a drafpwn menu depending upon whether you click on the
right or left of the icon.

13. Select Create > Create Note.
14.Enter a note title.

15.Click in the note sectioand enter the applicable information to send along with the
PCR. Begin the note with your name and the dd@TE: The notes you write are
only recorded in the Workflow PCR; they do not follow to the PA Action.

16.Click the green clak [+ to close the notes. If applicable, close the notes icon menu.

17.Click . The Information pojup is displayed indicating that the PCR has
been submitted.

18.Click the green chec@ to close the Information pepp. You are returned to the
Employee Action Reagst (first screen).

19.You must now wait until the PCR has been approved and returned to your Inbox.
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Part Il - Instructor or Navigator will Approve the PCR

Note to instructor and navigator: There are two approval levels:
e Agency
e Financial

Part Ill 7 Process Approved PCR as Initiator

1. From the Easy Access screen, click SAP Business Workl@lce

2. Click the node beside Inbc? &2 1nbox tg expand it.

3. Doubleclick Workflow. The PCRs that have been approved (or rejected) are listed in
the right column.

4. Select the PCRou want to process.

5. Click Executel@ (or doubleclick the PCR line item). BEACON SAP automatically
takes you to the applicable screen for the Action, (in this case it is Personnel Actions).

6. On the Personnel Actions screen, enter:

Infotype/Field Value
From Todayodos date
Action Type Select Transfer

7. Click Entera.
8. Click Executel@.

9. Complete the following fields:

Infotype/Field Value

Actions (0000)

Reason for Observe the field defaulted from WF
Action

Reference Per. | Leave blank
No

Position Observethe field defaulted from WF

EE Group/ Observe the field defaulted from WF
Subgroup If you forgot to make the applicable changes on the WF
you can make the changes now. Be aware, however, th
when an audit is run of your Actions, this will show as a
discrepancy.

Enter and Save.

Organizational Enter and Save
Assignment (0001)
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Infotype/Field Value
Createvacancy | Y€S
Delimit Yes
vacancy @
STOP!
NOTE: Il n your work environment, as s

BEACON SAP automatically takes you out of the Actaomd returns you to the
Personnel Actions screen because you do not have the authority to create a
vacancy for the leaving Agency.

In Training, you must manually back out of the Action.

A. Click theBack buttonon the Date Specifications infotype exit theAction and
return to the Personnel Actions screen (you perform this step only in training
B. Click Yes at the message indicating data will be lost (you perform this step @
training).

The remaining steps are done the same in training as in your waorkrenent.

10. Click the Back button at the Personnel Actions screen.
11. The popupis displayedndicating that the item must be explicitly completed. Click
Complete Work ltemi ¥ Complete Workltem  NOTE: It is understood that technically

you have not completed the work itenttas step; however, you are to still select it,
and then immediately process a PA30 to complete the item.

Part IV 1 Process PA30

From the Easy Access screen, enter PA30 in the Command field.
If necessary, enter the Personnel number.

Select théActions infotype.

Select th&ll time period

Click theOverview button.

Select thélransfer action row on thé.ist Actions infotype (0000).
Click theCopy icon. TheCopyActions infotype (0000js displayed

Select theexecute Infogroup button on the Change Achs infotype A message at
the bottom indicates the record is stored only in additional infotypes.

9. Click Save

10. Click the check to bypass the message that the record will not be Shaeed.
Organizational Assignment infotype (0004 displayed

11. Click Save Enter to get past the message that indicates the entry deletes a record.
The Copy Date Specifications infotyedisplayed

© NOo s~ WDNPRE
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12.Beginning with the Copy Date Specifications infotypigher enter data and save, or
just save the infotypes as applicable:

e 0041 (Agency date should have gwepulated as the transfer date)
e 0007 Planned Working timiechange as necessayd Save

e 0008 Caution! Thereasoron 0008 isalwaysthe same type as the Action
name (in this case the Action waikansfer even though a promaitn was
involved).

e 0209 Unemployment StateSave
e 0040 Enter the cell phone: 956841212
13.When you have completed the last infotype in the series, BEACON automatically
returns you to the List Actions infotype screen.
14. Click the green arrow back to the Maimt&R Master Data screen.
15. Use the Overview function to see both items on loan. You should see the item from

the Leaving Agency is still active and the cell phone has been added with an end date
of 12/31/9999.

16. Verify that the Transfer Work Item is complete (assumingglmked the Complete
Work Item in a previous step as instructbyg)checking thé@utboxin either the
Started Workflows as well as the Workflows Completed by Me folders. In either
folder, use th&Vorkflow tracker to see that the last item on the list shows that it was
processed by you.
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