Transactions
- ZPAAO76

- SBWP

- PA40 PA BPP

Separation Pay Continuation Action

Change Record:

Change Date: 10/18/16 Changed by: R. McPherson

Changes: e Important - Action History Update.
Trigger:

There is a need to process a separation with pay continuation for one of the reasons listed in the
Business Process Procedure Overview section.

Business Process Procedure Overview:

Separation with Pay Continuation from state service occurs when an employee Retires as a Law
Enforcement Officer that qualifies for LEO Retirement supplement, or when a reduction in Force with
severance has occurred. The HR Administrator gathers the approved employee data and executes the
Separation Pay Continuation Action Personnel Change Request (PCR) form within workflow using
transaction ZPAAOQ76.

e 01- Retirement (Law Enforcement Supplement) — paid to eligible LEOs until they reach 62nd
birthday. (Only for eligible LEOs who are currently contributing to the LEO Retirement
system.)

NOTE: Create the Separation Action the next business day after you have completed the
Separation Pay Continuation Action.

¢ 02 - Reduction in Force Severance and/or Health Insurance — employee is reduced in force for
reasons of shortage of funds or work, abolishment of a position, or other material changes in
duties or organization; the Office of State Budget has determined that the employee is eligible
for severance (Requires OSHR approval). This action and reason will be used for paying
severance; action and reason also used for employee until he or she is no longer eligible for
health insurance (normally 12 months unless the employee is provided health coverage on a
non-contributory basis by a subsequent employer). The agency will separate the employee after
the 12 months
(ZG-Separation), but they must coordinate with BEST HR/Benefits prior to processing the
Action.

o 04 - Separation — Short-Term Disability — employee is separated but still receiving Short-Term
Disability benefits.

NOTE The following are the current comment requirements for RIF Separation Actions:

o If the agency is requesting approval to pay either of the severances to an employee, the PCR for
Separation Pay Continuation Action must include calculations for each payment type and a
statement that reemployment for the employee that would satisfy the State’s obligation to pay
severance is not available.

o If the position occupied by the employee being separated is being abolished, the PCR for
Separation Pay Continuation Action must include a statement to that effect. If a position other
than the position occupied by the employee is being abolished, the PCR for Separation Pay
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Continuation Action must include the position number, including the position’s classification
and salary grade. If severance is being requested for the employee and no position is being
abolished, the PCR for Separation Pay Continuation Action must include an explanation as to
how “economies in the State Budget” are being achieved.

e The PCR for Separation Pay Continuation Action must also include a statement that “adequate

funding is budgeted in appropriate line item for cost of severance. Reference 606#
This request submitted consistent with GS 143-27.2.”

Tips and Tricks:

See the PA Tips and Tricks Job Aid for a fuller listing of Best Practices and Tips & Tricks. The job aid is
located on the Training Help website http://www.osc.ne.gov/training/osctd/help/ in the following folder:
Personnel Administration > Job Aids

o Notes may be attached to the PCR to aid in the approval decisions by those in the approval
workflow chain. These notes will not transfer to the Action, but may be copied and pasted into
new notes within the Action.

e Personnel actions are date sensitive. Dates can be entered for an event in the future and will
not take effect until that date, but will show in the system as soon as they are entered (for
future-dated actions you will not be able to see the action unless you search within that date
range — the default date range for searches is the current date).

"\ir) Important!

Please review the employee’s action history prior to creating the
Separation PCR to ensure that the Action/Reasons below have been
canceled.

Information

e ZC — Salary Adjustment / 07 — Acting Pay
e ZC —Salary Adjustment / 04 — Temp In-Range for Job Change

e 71 — Promotion / 03 — Acting Promotion

Access Transaction:

Via Menu Path: | Your menu path may contain this custom transaction code
depending on your security roles.

Via Transaction Code: | ZPAA076
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Transactions: ZPAA076/SBWP/PA40

PROCEDURE

& Meny Fdt Favorzes Extrgs  Syster Heb w
@ "dHB c@e DHR o0 R @8

BEACON
PRODUCTION

1. Update the following field:

Field Name Description Values

Command White alphanumeric box in upper left | Enter value in Command.
corner used to input transaction
codes Example: ZPAA076

2. Click the Enter @ button.

| i You may want to enter this transaction code in your Favorites folder.
e From the menu at the top of the screen, choose Favorites >
Insert Transaction.

e Type in ZPAAOQT76.
e Click Enter.

To see the transaction code displayed in front of the link in your favorites,
from the menu at the top of the screen:
e Choose Extras > Settings.

Information

e Place a check next to Display Technical Names.
e (lick Enter.
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Title: Separation Pay Continuation

Transactions: ZPAA076/SBWP/PA40

Empioyee Action Request

O & s O

Existing PCR Mo.

Personnel Mo.

80B0E227

Last 4 digits (SSM) First Last

Effective on
Artion Type
Feason

A6 36042811
|

3. Update the following field:

Field Name

Description

Values

Personnel No.

Unique employee identifier

Enter value in Personnel
No.

Example: 80000227

4. Click the Enter @ button.

Enter the Personnel Number of the individual to be separated with pay continuation. Click Enter
to retrieve the name of the individual and verify you have the correct Personnel Number.

NOTE: You only enter the SSN and name for New Hires.
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Title:

Separation Pay Continuation

Transactions: ZPAA076/SBWP/PA40

Employee Action Request

O & e
Existing PCR Mo. |
Personnel Mo, 20000227 | Inez Hayes02
Last 4 digits (SEM) First Last
Effective an A6 302011
Action Type ZF SeparationPayContinuation(MNC)
Reason B2 RIFSeverance andior Health Ins

5. Update the following fields:
Field Name Description Values

Action Type

An action is a grouping of activities to

perform a specific task. The action Type.
will prompt you for the Infotypes
required to complete the task. Example: ZF

Enter value in Action

Reason

Reason for the action, such as RIF
Severance and/or Health Ins

Enter value in Reason.

Example: 02

6. Click the Enter @ button.

The system defaults the current date, but you may change the date to a day in the past or in the
future.

There are several available Reasons to choose. For specific information on each reason, view the

business process overview section at the beginning of these instructions.

Click Enter and verify the information is correct before proceeding.
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Title: Separation Pay Continuation
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Emplioyee Action Request

O & & O
Existing PCR Ma. |
Personnel Mo. 30000227 |nez Hayes02
Last 4 digits (S5} First Last
Effective on O/ 3as2a11
Action Type ZF SeparationPayContinuation(MC)
Reason nz RIFSeverance andior Health Ins

7. Click the Create (F5) El button.
If the information is correct, click Create to begin the process.
Leave the Existing PCR No. field blank if you are creating a new PCR.

Several fields on this screen are mandatory. The system will not let you continue if you have not
provided data for the mandatory fields. If you are unsure which fields are mandatory, click Enter,
and the system will prompt you for information in the mandatory fields.

*Fields with v check marks are mandatory.
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Title:

Separation Pay Continuation

Transactions: ZPAA076/SBWP/PA40

Employee Action Request
Initiate WWF

PCR Mumber

Personnel Hurmber BOEQE22T Inez Hayes02 Action: | ZF SeparationPayContinuation(MC)

Last 4 digits(SSH) Reason; (B2 RIFSeverance andfor Health Ins
Effective on EIE#3DI2EI11 Chng St

CURREMNT FRORPQSED
Pers.Area 46061 Cultural Resources Pers.Area A6E1 Cultural Resources
Subarea MEE1 Tday Narm Subarea WCE1 Tday Marm

EE Group B
EE Subgroup | B1

SPA Law Enfarcement
FT 5-FLSAQT Perm

EE Group B

EE Suhgrp B1

SPA Law Enfarcement
FT 5-FLSAOT Perm

Ory. Unit 20010333 CR CDS AGH MOH MUIS OF AL . Qry. Unit 20010333 CR CDS ASH MOH MUS OF AL .
Jdah 30603183 Highway Patral Trooper (W Jah 30003163 Highway Patrol Trooper (W
EE Position 65002548 Security Guard EE Position 65002548 Security Guard
Basic Pay
Fay Scale type 1| Graded Fay Scale type 01 Graded
Pay Scale Area b1 Annual Salaries Pay Scale Area 1 Annual Salaries
Pay Scale Group GRES Leval GR PayScale Group  [GRES Leval GR
Annual Salary | 36,500.00 Hrly Sal  |0.00 Annhual Salary 36,500 .00 Hourly Salary o.aa
Calc Step - -MP Calc Step - -MP B.en
Hin 35,337 .00
Max RE6,330.00 MNext Inc Date
Dates
Last day worked Qg 382011
8. Update the following field:
Field Name Description Values

Last day worked

Employee’s last day of work

Enter value in Last day

worked.

Example: 06/26/2008

9. Click the Enter @ button.

10. Click the Save (Ctrl+S) button.

The system will not allow you to enter a date past the current date for the separation.
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11.

12.

13.

[= Information

t
0 FCR 1000005282 saved

Click the Continue (Enter) button.

You may save this information as many times as you like, each time you will receive a confirmation
of the save. You will not be able to create a note attachment until you have saved it at least once.
If you have already submitted the PCR to workflow, you will not be able to change the details, nor
save any new information, only display the existing details.

@n Employee Action Request

Inil Create... ® Create Attachment
Create note
F  Private nate Create external document (URL)
FSend .
L
g Workflow ' 2008[9) Chng [08
My Objects :

Help for object servces

Click the Services for Objects el button.
Click Create... >> Create note.

You may enter any information that would be useful to the approvers downstream using the notes
area, or attachment area. If you just need to type some information in, or copy and paste from an
email, create a note. If you want to add a document as an attachment, use the attachment area.

This note and attachment area only gets attached to this specific PCR. It will follow the PCR
through the approval/rejection process, and live with the PCR into the future. When the PCR has
been approved, and you are processing the Action (such as a New Hire action), you will need to
recreate any notes or attachments if they need to be attached to the Action record as well.

Follow the OSH or Agency-specific guidelines on notes and attachments to be added.
NOTE: The following are the current comment requirements for RIF Separation Actions:

o Ifthe agency is requesting approval to pay either severance to an employee, the PCR for
Separation Pay Continuation Action must include calculations for each payment type and a
statement that reemployment for the employee that would satisfy the State’s obligation to pay
severance is not available.

e If the position occupied by the employee being separated is being abolished, the PCR for
Separation Pay Continuation Action must include a statement to that effect. If a position other
than the position occupied by the employee is being abolished, the PCR for Separation Pay
Continuation Action must include the position number, including the position’s classification
and salary grade. If severance or DSR is being requested for the employee and no position is
being abolished, the PCR for Separation Pay Continuation Action must include an explanation
as to how “economies in the State Budget” are being achieved.
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e The PCR for Separation Pay Continuation Action must also include a statement that “adequate
funding is budgeted in appropriate line item for cost of severance (or DSR). Reference 606#
. This request submitted consistent with GS 143-27.2.”

[ Create note

Title of note Separation Pay Continuation note

Enter information as appropriate to support the separation pay cantinuation action on this
employee |

14. Update the following fields:

Field Name Description Values
Title of note The short text to act as the title of Enter value in Title of
the attachment note.

Example: Separation
Pay Continuation note

Long text An open text field Enter value in long text.

Example: appropriate
information

15. Click the Copy (Enter) button.

10/18/16 NC OSC HR/Payroll Training Page 9 of 33



Title: Separation Pay Continuation

Transactions: ZPAA076/SBWP/PA40
Employee Action Request
Initiate WWF
FCR Number 1000ER5282
Perzonnel Mumber BOOOA2ZT Inez Hayes0?2 Action: | ZF SeparationPayContinuation (M)
Last 4 digits{SSM) Reason; (B2 RIFSeverance andfor Health Ins
Effective on oE /3P 2o Chhg [B6/03/11 ZWFINOMPAOIZT 5t D Created
CURRENT FROPOSED
Pers.Area 4601 Cultural Resources Pers.Area 4601 Cultural Resources
Subarea WCE1 Tday Morm Suharea HEE9 Tday Morm
EE Group B SPA Law Enforcement EE Group B SPA Law Enforcement
EE Subgroup (B1 FT 5-FL3AOT Perm EE Suburp B1 FT 5-FLSADT Perm
Org. Unit 20018333 CR CDS A&H MOH MUS OF AL.. Org. Unit 20010333 SR CDE A&H MOH MUS OF AL..
Jok 30003103 Highway Patrol Trooper (W Jak 30EOIE3 Highway Patrol Trooper (W
EE Position  |G50025483  Secority Guard EE Position 650025483 Secority Guard
Basic Pay
Fay Scale type 01 Graded Fay Scale type 1 Graded

Fay Scale Area 01| Annual Salaries

Fay Scale Group GRES Lewel |GR

36,500 00
Calc Step - -MP

Annual Salary Hrly Sal o, og

Dates

]
16. Click the Save (Ctrl+S) button.

17. Click the Initiate WF LIMH3EME |1 iton.

Fay Scale Area

81 Annual Salaries

FPay Scale Group GREE Level 'GR

Annual Salary 36,500.00 Haourly Salary 066
Calc Step - -HP g.o0

Min 35,337.00

Hax 55,330,008 Mext Inc Date

Last day worked DE/ 3042811

Select the Initiate Workflow button to send the Separation Pay Continuation Action through the
approval process. No changes can be made after the PCR has been submitted for approval, unless
the PCR is rejected at any stage and sent back to you (the initiator/requestor).

[E Infarmation

1
o FCR 1000005282 successfully sent to Wark Flow

18. Click the Continue (Enter) button.
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The next steps show hwo to display the data for any PCR, including notes and/or attachments. No
changes can be processed on any PCR which is in the approval process, or has been approved.

|.| Employee Action Request
O # ¢ O

Existing PCR Mo,

Personnel Ma.

Last 4 digits (S5M) First Last
Effective on OE/B3 2011

Action Type SeparationPayContinuation{MC)
Reason RIFSeverance andfor Health Ins

19. Update the following field:

Field Name Description Values
Existing PCR No. Personnel Change Request number Enter value in Existing
PCR No.

Example: 1000005282

20. Click the Display (F7) @ button.

Notice that you are not able to change a PCR if it has already been submitted to workflow via the
Initiate Workflow button. An error message will appear at the bottom of the screen. Once the PCR
has been submitted, you will only be able to display the data (including any notes and attachments
which may have been saved on the PCR).

@5 Employee Action Request

Create
Attachment fist

F Private note 5153

F Send * 27| Inez Hayes02

L

g Workflow ' 2008 Chng ¢
My Objects

Help for object serices

Pers Area 4601 Cultural Resources
Subarea NCO1 Tday Norm

EE Group B SPA Law Enforcement
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21. Click the Services for Objects button.

22. Click the Attachment list.

The PCR information is displayed. At any time, to display the notes/attachments on this PCR,
choose the Services for Objects button and if the Attachments option is valid, there is at least 1
attachment available.

[& Service: Attachment list

[Onew ¢ |G« [T [S0[E]) (&)< 62 (RL) [S)E .=
AttachmentForlnez Hayes02 PCR: 1000005282

Title Creator Mame Created On”
@? Separation Pay Continuation note Warkflow Initiator  0B/0352011

93. Select the Title Separation Pay Continuation note

24. Click the Display button.

If you receive a window requesting you to choose between PCR attachments, choose the attachment
corresponding to the PCR number with which you are working. This extra window does not
normally display.

row.

If multiple notes and/or attachments have been added to this PCR, they will be listed here. This is
where you would display and copy the data if you wanted to also attach the notes/attachments to
the corresponding Action once approved.
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Title: Separation Pay Continuation
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Separation Pay Continuation note

Enter information as appropriate to support the separation pay continuation
action on this

emploves.

25. Click the Copy (Enter) button.

Review the information as appropriate and close the window when complete. This text may be
copied using CTRL+C and then pasted into another note attachment to an Action.

tftachment list

[Orew .[s)[@] 23] [S]S] [&] =66 L) (2@ .=
: AttachmentForinez Hayes02 PCR1000005282

Title Creatar Name Created On ™
i @7 Separation Pay Continuation note Warkflow Initiator 060352011

26. Click the Continue (Enter) button.
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Title: Separation Pay Continuation
Transactions: ZPAA076/SBWP/PA40

|78 |.| Employee Action Request

PCR Mumber 1ooaEns2a2
Personnel Mumber BO0EB2ZT Inez Hayes02 Action:  |ZF SeparationPayContinuation{NC)
Last 4 digits{35MN) Reason: 02 RIFSeverance andior Health Ins
Effective on 0643072011 Chng BE/A3411 ZWFINOMPRO31) St: (M In Process
CURRENT PROPOSED
Pars.Area 4601 Cultural Resources Pers Area 4601 Cultural Resources
Subarea MCE1 Tday MNarm Subarea WNCE1 Tday Narm
EE Group B SPA Law Enforcement EE Group B SPA Law Enforcement
EE Subgroup B1 FT 5-FLSAOT Perm EE Suharp B FT 5-FLSAOT Perm
Org. Unit 20010333 CR CDS AGH MOH MUS OF AL Org. Unit 20010333 CRCDS ASH MOH MUS OF AL .
Job 30003183 Highway Patrol Trooper (M Job 300031030 Highway Patrol Trooper (M
EE Position 65002548  Security Guard EE Position 65002548  Security Guard
Basic Fay
Pay Scale type 01| Graded Pay Scale type 01 Graded
Pay Scale Area 1) Annual Salaries FPay Scale Area 01 Annual Salaries
Fay Scale Graup GRES Level [GR Fay Scale Group GRES Level |GR
Annual Salary | 36,500.00 Hrly Sal  |0.00 Annual Salary 36,500, 00 Hourly Salary 0.od
Calc Step - -HP Calc Step - -HP [.en
Min 35,337 .00
Max Bf,330. 00 Mext Ine Date
Dates
Last dayworked A6 3002011

27. Click the Back (F3) & button.
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Title: Separation Pay Continuation
Transactions: ZPAA076/SBWP/PA40

Emplioyee Action Request
O a O

Existing PCR Mo.

Fersonnel Mo.

Last 4 digits (S5M) ] Rt [ Last
Effective on 06/03/2011

Action Type [

Reason ]

28. Click the Back (F3) e button.

29. Now proceed to completing the Action.

INSTRUCTIONS FOR COMPLETING THE ACTION

Access Transaction:

Via Menu Path: | SAP menu >> Office >> SBWP - Workplace

Via Transaction Code: | SBWP, PA40

[Er
| Menu Edit Favonies Extras System Help

|& 1 4H cee DHE Do B0 28
SAP Easy Access

LRl -

O Favontes
= & SAP menu

O |

I 3 Appaintment Calendar

b Room Reservations
2 SWLIL- Start Workdlow

P Business Docurments

b+ I3 Motificaton

I (3 Cross-Application Compaonents

I (1 Logistics

I 3 Accounting

b O Human Resowces

I (3 Information Systems

I (3 Tools

30. Click the SAP Business Workplace (Ctrl+F12) @ button.
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These instructions assume you have already initiated the Separation Pay Continuation Personnel
Change Request (PCR) in workflow, and you have an approved PCR ready to be processed as a
Separation Pay Continuation in the system. If you do not have an approved PCR, please follow the
instructions to initiate a Separation Pay Continuation action, "PA Workflow_ Initiate Separation
Pay Continuation Action".

You will always begin the Separation Pay Continuation action by using transaction code
[ZPAAOQ76] (initiate PA workflow), which results in a Personnel Change Request (PCR) number.
After all of the approvals have been completed, you will execute the PCR from the SAP inbox. Only
the initiator of the Separation Pay Continuation PCR will receive the PCR back in their inbox for
further processing. When you process the approved PCR from your inbox, the system
automatically takes you to the Separation Pay Continuation Action screen.

Business Workpiace of Workfiow initiator

@Newmessage [H]Findfolder [H]Finddocument EEIAppointmentcalendar & Distribution lists

- @ Unread Documers 0 Business Workplace
+ | Documents 0
b warkdl o 1
. Overdue entries 0
. Deadline Messages 0
. Incorrect entries 0

v £3 Outhox

v ¢B Resubmission

v B Private folders

v 8 Sharad folders

v ¢ Folders subscribed to

« T Trash

« T Sharedtrash

31. Select Inbox >> Workflow.
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Title: Separation Pay Continuation
Transactions: ZPAA076/SBWP/PA40

Business Workplace of Workfiow initiator

B Mew message  BIFind folder [ Find document BB Appointment calendar B Distribution lists

v g?‘z‘aw prkfiawinitialo) =103 2R () ol == < = ==
- nbox
+ @] Unread Documents 0 Workflow 1
- Ex_ Title Stalus | Creation Da_|Creation P At Co_ W
#4601 Create PA Action - SeparationPayContinuation(hc) for Inez (0%} 0B/0372011 09:45:54 5 ﬁ

e entries 0
. Deadline Messages 0
« [ Incorrect entries 0

» £ Outhox

» ¢B Resubmission

» ¢ Private folders

» ¢@ Shared folders

» i Folders subscribed to

« [ Trash

. ﬂ Shared trash

& Tips & tricks: Display work item...
4601 Create PA Action - SeparationPayContinuation{NC) for Inez Hayes02 - PCR: 1000005282

Description Objects and attachments

PCR Initiator « PAPCR: Inez Hayes02 PCR: 1000005282

» PCR_List- Workflow Tracker
Please complete all data for the new personnel action for
Employee Inez Hayes02 ~ Personnel #30000227 based on the
attached request

* Make sure to Save your changes before exiting from the
screen. and do not press the Complete Waork Rem’ button until

32. Select the Title
4601 Create PA Action - SeparationPayContinuation{M C) far Inez Hayes02 - PCR: 1000005282

33. Click the Execute button (or double-click on the line).

A list of your approved (or rejected) PCRs are listed on the right side of the screen. Select the PCR
to be processed and click Execute (or double-click the PCR). You may view the PCR details and/or
Workflow Tracker details prior to executing the PCR if desired. Once executing the PCR the
Separation Pay Continuation action will be launched.

If you are not able to complete the entire Separation Pay Continuation action, you may complete
the workflow or update single infotypes using PA30, but you must re-execute the action via
transaction code PA30 in the future to complete the remaining infotype screens, or some of the data
will not have been created on their record. By not completing the infotypes in the order presented
you risk background processing to not create data correctly.

PCR List:

e All columns can be sorted and adjusted based on your personal preference for viewing the data.

¢ Execute column — you may either click the Execute button to enter a PCR for processing, or
double-click anywhere on the PCR line.
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Title: Separation Pay Continuation
Transactions: ZPAA076/SBWP/PA40

Title column

o Agency

o Type of action (what it is requesting)

o REJECTED = this PCR has been rejected

o PCR#

o Personnel # (if applicable)

Status column — contains the reserved box — if it’s white, everyone within the approval bucket

can view the PCR in their inbox; if it’s gray/blue, you have reserved this PCR, and no one else
can see it in their inbox (until you release it)

Creation Date — the date the PCR was created
Creation Time — the time of day the PCR was created

Priority — the priority of the PCR set by the approvers. Initiators do not have the ability to set
the priority unless it has returned to their inbox for further processing. Approvers can set
priority for workflow items in their inbox. Once the priority is set, all approvers will see the
priority assignment for a workflow item. By default, all workflow items are set to “5” Medium.
Priorities are a global setting, and are denoted with a color ledger.

o 1= Highest — Express
o 2=Very high

o 3 =Higher
o 4 =High

o 5 =Medium
o 6=Low

o 7= Lower
o 8=Verylow

o 9=Lowest

10/18/16
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Title: Separation Pay Continuation
Transactions: ZPAA076/SBWP/PA40

Personnel Actions

i

&

<|[=]i& =2l
Ohject manager scenario; EMPLOYEE
~ @ Person Personnel no. 80000227

- [H Callective search help BMEE Inez HayesO?
- [l Search Term

{8 Free search EEGroup E SPA Law Enforcernent PersA 4601 Cultural Resources
EESubgroup [B1]  FT S-FLSAGT Perm CostG [46999599998] CULTURE RESOUR..
Fram EIB."SB."2911|

Fersannel Actions

Action Type Personn... EE group  |EE suhg...| ]
Mewy Hire (NC) —
Prarotion (NGC) -

ReinstatermentReemployment(MC)
Leave of Ahsence (NC)

Quick Entry (WC)

Investigatory WWiFay (MC)
Suspension (MC)

MNon-Beacon to Beacon(MGC)
Transfer (MC)

Appointment Change (MG
Reallocation {MCY

Demaotian (MCY

Salary Adjustment (MC)

Cancel Salary Adjustment{MC)
Range Revision (MC)
SeparationPayContinuation (M Ch
Separation (NC)

Career Progressian (MC)

Band Revision (MC)

34. Update the following field:

Field Name Description Values

From Effective date of the personnel action Enter value in From.

Example: 06/30/2011

35. Highlight the SeparationPayContinuation(NC) action type.

36. Click the Execute (F8) button.

The effective date is the last day worked. The SAP system will automatically add a day to your
date. For example: Employee is separating 6/30/2011. This is the date you enter. The system will
add the one day to make it 07/01/2011.

When you have received approval to process the action, you will enter the effective date on the first
Action screen IT0000. The next screen, ITO001 defaults one day after. This date should not be
changed except for IT0416 (Time Quota Compensation), which should be changed to 06/30/2011. If
the date is changed for any other infotype, the employee will not receive the last day of pay.
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Title:
Transactions:

Separation Pay Continuation
ZPAA076 / SBWP / PA40

Copy Actions (0000)

@ @ ﬁ I:QE}{Eu:ute info group g:?Change info group
Fers.Mo. BEOAAZZT
MHame Inez HayesBb?2
EEGroup B SPA Law Enforcement
EESubgroup BT FT 8-FLSAODT Perm
Start 07 /0142011 ki 12/31/9999

Fersannel action

-

Action Type SeparationPayContinuation{MNC)

Reason for Action a2 RIFSeverance andior Health Ins

Status
Customer-specific
Employtment
Special payment

Crganizational assignment
GEO0Z548
4601

Pasitian Security Guard

Fersonnel area Cultural Resources

PersA 4601 Cultural Resources

Employee group B SPA Law Enforcement

Employvee subgroup B FT S-FLSAOT Perm

Additional actions

Start Date  Act.  |Action Type ActR  Reason for action E
i) 4

37. Click the Save (Ctrl+S) button.

38. Click the Enter @ button.

Notice at the top of this screen the title includes the word Copy. This action takes the original
action and makes a copy of it, delimiting the previous record and saving the new record. The word
Create in the title indicates that this infotype is being created on this employee's record for the first

time.

Best practice is to review all data, and click Enter to allow the system to validate the data.

10/18/16

NC OSC HR/Payroll Training

Page 20 of 33



Title:

Transactions:

Separation Pay Continuation
ZPAA076 / SBWP / PA40

39. Click the Assignment

Copy Organizational Assignment (0001)
H B2

Org Structure

aoooo22y
SPA Law Enforcement

Ferzonnel Mo Mame

EEGroup B

EESubaroup (B1 FT 8-FLSAQT Perm Statu  Inactive
Start a7+ at 2011 ki 1243179999

Enterprise structure

CoCode NCE1 STATE OF MC

Pers.area 4601 Cultural Resources Subarea
Cost Ctr 4699999999  CULTURE RESOU.. Bus. Area

Fund

Func. Area GODAEOEAHAADANE1T General Government

Perzonnel structure

EE aroup B SPA Law Enforcement Fayr.area
EE subgroup | B1 FT S-FLSAODT Perm Contract
Qrganizational plan
Percentage | 100.00 | Assignment
Position 65002548 800304000394

Security Guard
Job key 300031031 Hwy PHTr(

Highway Fatral Troop.
Org. Unit 208103330 48080202809

CR CDE AEH MOH M.
Org key 4614699999999

B Assignment button.

Inez HayesD2

MCE1
4600

4639999949

1

PerspA 46071 Cultural Resources

Tday Marm

Cultural Resources

B Monthhy

CULTURE- SUSF ..

For record purposes, when processing a Separation Pay Continuation action, the employee and
position will be attached to the existing organizational unit or special created org unit within the
Agency.
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Title: Separation Pay Continuation

Transactions: ZPAA076/SBWP/PA40

40. Click the Organizational unit O Crganizational unit

radio button.

Information

|\p Do not click the No Assignment button.

41. Update the following field:

Field Name Description Values
Organizational Code identifying the organizational Enter value in
unit unit.

Organizational unit.

Example: 20010333

You may type the appropriate organizational unit code for the Agency in the field, or click on the
matchcode search button and choose the Structure search tab to locate the appropriate
organizational unit code for the Agency.

42. Click the Continue button.
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Title: Separation Pay Continuation
Transactions: ZPAA076/SBWP/PA40

43. Click the Save (Ctrl+S) button.

The system changes the Position to 99999999 (eight 9's).

10/18/16 NC OSC HR/Payroll Training Page 23 of 33



Title: Separation Pay Continuation
Transactions: ZPAA076/SBWP/PA40

Copy Organizational Assignment (0001)

G [H 4%. Org Structure

Fersonnel Mo |SRQABZ2T Marne Inez HayeshZ

EEGroup B SPA Law Enforcement Persh (4601 Cultural Resources

EESubgroup B FT 5-FLSAOT Perm Statu  Inactive

Start CERINERR] (Tt (1273109999

Enterprize structure

CaCode NCA1 STATE OF NC

FPers.area 461 Cultural Resources Subarea WCa1 Tday MNarm

Cost Cir Bus. Area 4600 Cultural Resources
Fund 4695994959 CULTURE- SLISP..

Func. Area GUAOEOREAAOEAEAT General Government

Personnel structure

EE group B SPA Law Enforcement FPayr.area [ M Manthhy

EE subgroup | B1 FT S-FLSAOT Perm Contract hd

Qrganizational plan

Percentage | Assignment
Fosition 99999999 800804000394
Security Guard
Joh key BARRAAAA
Ory. Unit 200103330 48080202809
CR CDS A&H MOH M.
Org key 460146959999499

44. Click the Enter @ button.

The system will provide a yellow warning message informing you the existing record will be
delimited. Click Save past this warning message.

/My Record valid from 01401/2008 to 1273179999 delimited at end

5 [5002548 Security Guard

Craate on 67 /81/2611]

| ves || Mo || Cancel |

After you save the infotype, the percentage will default to 100%.
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Title: Separation Pay Continuation
Transactions: ZPAA076/SBWP/PA40

45. Click the Yes button.

This will open the position as vacant when the Separation Pay Continuation action is complete.

Copy Date Specifications (0041)

B3 AR

Personnel Mo | 800BQZ2F MHame Inez HayesB2

EEGroup B SPA Law Enforcement PersA (4601 Cultural Resources

EESubgroup E1 FT 5-FLSAOT Perm Statu  Inactive

Start 077017201 1.t 12/31/9999

Diate Specifications

Date type Date Drate type Date

01 Original Hire Date o1/01/2008 02 Agency Hire Date B1/681/2008
B3| Last Day Worked HE/ 3042611

]
46. Click the Save (Ctrl+S) button.

The Last Day Worked field should fill in by default. If not, enter the type 03 for the Last Day
Worked and enter the date of the last day worked.

NOTE for RIF: For RIF, create an infotype 0041 for RIF notification if this was not already done.
Also create infotype 0019, subtype #22 RIF Eligibility ends.

Copy Date Specifications (0041)

H B L

Fersonnel bo  |BHEAEZZ2T MName Inez HayesBZ2

EEGroup B SPA Law Enforcerment Persa (4601 Cultural Resources
EESubgroup |B1 FT S-FLSAOT Parm Statu  Inactive

Start 07 01/ 2011 [l 12431/99499

Date Specifications

Date type Date Date type Date
61 Qriginal Hire Date B1/a1/2008 B2 Agency Hire Date B1/01/2008
B3 Last Day Wiorked HE 30/ 2811
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Title: Separation Pay Continuation
Transactions: ZPAA076/SBWP/PA40

47. Click the Enter @ button.

The system will provide a yellow warning message informing you the existing record will be
delimited. Click Save past this warning message.

[E Informatian

o Flease verify last day worked

Vi@

The system will provide a information message asking you to verify last day worked. Click Enter
once verified.

Create Cost Distribution (0027)

i Org. Management info

Personnel Mo [BOOBEZ227 Mame Inez Hayesp2

EEGroup ] SPA Law Enforcement Persa [4601] Cultural Resources

EESubgroup B1 FT S-FLSADT Perm Statu  Inactive

Start 074012011 [fmiggs 12/31/9999

Distrib. E)| Wagelisalary

Master cost center
Cost distribution
Co.. |Costctr Order WBE element Marre Frt. Marre Df
NCO1 4627200000 100000005439 ALBEMARLEMUS OF HI 100,08 46011450

FY

4 4 b

B[R] newentries | Entry 1 71

]
48. Click the Save (Ctrl+S) button.

This information is automatically copied from IT1018. No entry is required here. This information
is required for Payroll to have the necessary information if they need to generate a check after the
employee has separated.

Q Even though the system defaults the entry from IT1018, it is critical
CRITICAL! that you save the infotype again.
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Title: Separation Pay Continuation
Transactions: ZPAA076/SBWP/PA40

Restrictions

I ]
B4 DN ]
ESG PSGpg Comp.meth. Description
1 10 1000 Free compensation
1 10 Z001 Wacation Payout
1 10 Z002 Bonus Payout
47 10 Z003 Comp Time Payout
1 10 Z004 Hal Comp Payout
1 10 Z005 Sick Payvout 0WC anly)
1 10 Z006 On Call Comp Payout
1 10 Z007 Gap Hrs Comp Payout

49. Select the Vacation Payout code in the list box.

50. Click the Copy (Enter) ¥ button.

Create Time Quota Compensation (0416)
H B L& F Ecompensate

Personnel Mo (80000227 MName Inez Hayesd2

EE aroup B SPALaw Enforce.. Personnel ar 4601 Cultural Resources
WS rule EO1WOBFX| MTVWHF Sa5-5x13 Status Active
Start o

Carnp. method 001 vacation Payout

Cormpensation specifications

Time quota type 10 vacation Leave

Campensation rule e]e]z]

Mo, to compensate 240 . 80080

Absence guotas

ATy Quota text Ertitl. Unit Comp. Rem. WT | Amourt curr.. B Deduction .. Deductionto &  Quota counter m
10vacation Leave 258.66000 Hours 0.po000 258.66000 0.oo 041152008 12/31/9339 OOOOO000009345832008 -
148ick Leave 335.28000 Hours O.oo66n 335.28000 6.6e 04152008 1203179998 OOOOO000009345842008 %
200verime Comp Time 240.00000 Hours [ elelelele] 240.00000 [z 04/0452008  12/31/9999 HHHEEEOO000345062008
22Haliday Comp Time 16.00000 Hours [ elelelele] 16.00000 [z 10/0Bf2008 1203179958 HHHEEBOOO0O7 43702008
40Haliday Leave 2.00000 Hourg 0.epeog 8.00000 [z 01/0172008 030272008 HOOREOO0DE9345B6200E
40Holiday Leave 200000 Hours 0.eae00 5.00000 b.oo 022002008 042172008 HOORa00000934568200E
40Holiday Leave 176.00000 Hours O.oo66n §.00000 6.6e 12/0272008 1203179998 OOOBE0000095981 82008
BaCammunity Service Lea... 24.00000 Hours O.oe660 24.00000 666 01/0172008 1203172008 OOOBEB00009345852008
BaCammunity Service Lea... 24.00000 Hours [ elelelele] 24.00000 [z 01/0172008 1203152008 HHHEEBOOOOI63] 402008
BaCammunity Service Lea.. 24.00000 Hourg 0.epeog 24.00000 [z 010152010 1203152010 HOOREOO0DE9T 15442008 o
BSCommunity Service Lea 2400000 Hours 0.eae00 24.00000 b.oo 010172011 1203152011 Hoeaa0aaae97I41 6200E +
0 i
51. Update the following field:
Field Name Description Values
No. to compensate The number of hours to compensate. Enter value in No. to
compensate.
Example: 240

52. Click the Enter @ button.
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Title: Separation Pay Continuation
Transactions: ZPAA076/SBWP/PA40

53. Click the Save (Ctrl+S) button.

The system will show you the number of hours per quota type available for compensation. Enter
the total number of hours to be paid out for the quota type chosen here.

NOTES:

You will need to change the date to the effective date of separation, otherwise the system will not
pay out the vacation since the person is no longer active.

Time evaluation is run nightly, so the balances should be current each day.

The balances are current based on the time the Time Supervisor has approved.

If the balances are not ready to payout, skip and create by using transaction code PA30.

If employee has vacation, bonus or eligible for overtime payout you will prepare one payout here
and when action is completed you will need to prepare the others using transaction code PA30,

infotype 0416.

Longevity is calculated by a rule in Time in the background and submitted to Payroll for payout.

Delimit Objects on Loan (0040)

= 6

Personnel Mo (80BEQ022T Marme Inez Hayes@2

EEGroup B SPA Law Enforcement PersA (4601 Cultural Resources

EESubgroup BT FT 5-FLSAOT Ferm Statu  Active

fE Choose A7 A20110 To 12431495949 STy . Delimit.Date | A7 /81 /2011
e i ey
Start Date End Date Chject an lo... |Mame Mo, Loan object number E
010152008 123158999 01 State ID 1458551372 -
[J1IEI1IEEIEIB 1203139958 06 FirgArm 143 v

54. Highlight and Click the 01/01/2008 row.

55. Highlight and Click the 01/01/2008 row.

56. Click the Delimit (Shift+F1) button.

The list of Objects on Loan will display. Highlight all items to be delimited (creates an end date on
the record), and click Delimit. Verify the supervisor has collected the items prior to delimiting.

Skip items that have not been collected yet. Use transaction code PA30 infotype 0040 to delimit
the objects on loan when they have been collected.
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Title: Separation Pay Continuation
Transactions: ZPAA076/SBWP/PA40

|.| Personnel Actions
&

<=1 2y
Ohject manager scenario: EMPLOYEE

- @ Persan Personnel no. 50008227
- [H] Collective search help Marne Inez Hayesn?2
: %?earchTer;ﬂ EEGroup E SPA Law Enforcernent PersA 4601 Cultural Resources
. ree SEart
EESubgroup |B1 FT 8-FLEADT Parm Costs (4699999999 CULTURE RESOUR ..
Fram Q6302011

Personnel Actions

Action Type Personn... EE group |EE subg.. m
Mewy Hire (MC) —
Prorotion (MC) -

ReinstatermentReemployvrment{NC)
Leave of Ahsence (MC)

Giuick Entry (M)

I stigatary Wik ay (MC)
Suspension (MC)

Man-Beacan to Beacan (M)
Transfer (MC)

Appointment Change (HMC
Reallocation (NC)

Demation (MC)

Salary Adjustment (NC)

Cancel Salary Adjustment{NC)
Range Revision (NC)
SeparationPayContinuation{hc)
Separation {(NC)

Career Progression (NC)

Band Revisian {NC)

57. Click the Back (F3) & button.
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Title: Separation Pay Continuation
Transactions: ZPAA076/SBWP/PA40

[E This \Work Itern Has To Be Completed Explicithy...

(I 1ria. |[ELng ]@Aﬂachmnts I.H‘ﬁﬁ!ﬂgents ]

4601 Create PA Action - SeparationPayContinuation(NC) for Inez
Hayes02 - PCR: 1000005282

Description Objects and attachments

PCR Initiator, » PAPCR: Inez Hayes02
PCR:1000005282

Please complete all data for the new » PCRE_List: Workflow Tracker

personnel action for Employee Inez
Hayes02 ~ Personnel #30000227 based
on the attached request.

* Make sure to Save your changes before
exiting from the screen, and do not press —
the ‘Complete Work lter” button until the
necessary changes have been
Completed.

** If yvou need to Cancel the entire PCR,
click once on the work item to highlight
it. press the ‘Other functions..." button =

[w’ Cormplete Work [tern Hﬁ Cancel J

58. Click the Complete Work Item |v¥ Complete Viark fterm | button.

The Complete Work Item button will only be visible once all of the infotype screens within the
action have been processed and the system has returned you to the main screen. Now you may
complete the PCR in workflow.

Only choose Complete Work Item if you have completed all steps of the Separation Pay
Continuation process, including additional payout types if appropriate. This will mark the
Separation Pay Continuation PCR as complete.
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Title: Separation Pay Continuation
Transactions: ZPAA076/SBWP/PA40

Business Workpiace of Workflow initiator
ﬁNew message I:‘ﬁ']Fmd folder I:H]Fmd document @Appuintmentca\endar = Distribution lists

- ;wf \i\l’orkp\ace Wiorkflow Initiator ‘i| @ i ﬁ‘ E. g [tj_-‘ El g |§”@”n_.”i”&”ﬂl
= & Inbox
- @] Unread Documents 0 Workflow 0
+ ] Documents 0
- [ workilow 0
v [ Grouped according to cortent
» O Grouped according to content type
v [ Grouped according to sort key
y O Grouped according fo tagk
« [B Overdue entries 0
- [M Deadiine Messages 0
« [H Incorrect entries 0
v £ Outhox
+ B Resubmission
v ¢ Private folders
v ¢ Shared folders
+ < Folders subscribed to
« T Trash
- T sharedtrash

]

Ex_[Title Status  Creation Da_|Greation P At

Business Workplace

59. Select the Outbox >> Work items executed by me folder in the directory tree.

Since you initiated this workflow item, the PCR will be in your Started workflows folder, as well as
your Work Items Executed by me folder.

Business Workpiace of Workfiow Initiator

Fnewmessage  [HIFindfolder  (EIFind docurnent B Appointment calendar 58 Distribution lists

- ;f \i\toor‘k;ijlace:\f\torkﬂuwlmtiator @\§| &; |E Iﬂ'l |£ E| |EH@||E“E”T”H|
= & nhax
- @] Unread Documents 0 Woark items executed by me (Since 05/04/2011)
) %Documenlsu W Title Status  Ewecuted on |Executed | Creation Da_| Creation P Atk
~ [ workflow 0

m 4601 Create PA Action - SeparationPayContinuation(MEC) for Inez Q 06032011 10:21:41  0BI03/2011 09:4554 §
» Ol Grouped accorsing to content [ 601 Mew Hire (NC) for Employes Matthew Lee Mckinney Status’ §2 OBID22011 096156 00202011 095163 5
» [ Grouped accorcing to cantent type [ <601 Create New Hire (NC) Action for Matihew Mckinney- PCR: 1 @ 0822011 05152 06023011 083430 &
v [ Grouped according to sort key
v [ Grouped according to task
« [ Overdue entries 0
« [ Deadine Messages 0
. |I| Incarrect entries 0
- £ Duthox
+ ] Documents
- [M started workflows
+ [ work iterns executed by me
« [M Forwarded work iters
» (@u Resubmission
v ¢ Private folders
v ¢@ Shared folders
v <3 Folders subscribed to
< M Trash
« T Shared trash

60. Click the Title 4601 Create PA Action - SeparationPayContinuation{C) for Inez Hayes02 - PCR: 1000005282
TOW.
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Title: Separation Pay Continuation
Transactions: ZPAA076/SBWP/PA40

Business Workpiace of Workdiow Initiator

ﬁNewmessage ﬂﬂFmdfnlder ﬂ-ﬂFmd dacument EAppmntmentcalendar B Distribution lists

- i#orkplace: orkiow Initator @|§\ ; |E| [ E=P | |g\\@\|n ‘HE”? ,||@|
~ 2 Inbox . 3
- @] Unread Documants 0 Work items executed by me (Since 05/04/2011)
« @] Documents 0 W Title Status  Executed on |Executed  Creati
~ [ workiow 0 [ 4601 Create PA Action - SeparationPayCantinuation(MNC) for Inez Hayes032 - FCR: 1000005283 &2 06032011 10:21:41  0BI03,
» L Grouped accarding to content [ 4601 Mew Hire (NC) for Ernployee Matthesw Lee Mckinney Status? §2 06022011 09:5156 0BI0Z

» T Grouped according to contenttype [B 4601 Greate New Hire (NG) Action for Matihew McKinney - PGR 1000005272 @ DE0Z2011 095157 0RO
v [ Grouped according 10 sort key

vy Grouped according to task
« [ Overdue entries 0
« [ Deadiine Messages D
« [ Incorrect entries 0
- &5 Outhox
« @] Documents
- [ Started workflows
« [ ‘work items executed by me
« [ Forwarded work items
v ¢B Resubmission
» ¢ Private folders
v ¢@ shared folders
» ¢ Folders subseribed to
- [ Trash
« [ shared trash

& Tips & tricks: Group Work Items According to Content...
4601 Create PA Action - SeparationPayContinuation(NC) for Inez Hayes02 - PCR: 1000005282

Description Objects and attachments

PCR Initiator. e PAPCR: Inez Hayes02 PCR:1000005262
o PCH List. Warkflow Tracker

Please complete all data for the new personnel action for
Employee Inez Hayes02 ~ Personnel #30000227 based on the
attached request

* Make sure to Save your changes before exiting from the
screen, and do not press the ‘Complete Work ltem’ button until -

61. Click the "PCR_List: Workflow Tracker" : | hyperlink.

Workflow actions

Heading

Reqguest 1D 1000005282 Status M | [Completed Approval Level | CAPR Complete - Approved

Action Type ZF SeparationPayContinuation{NC) Reason|RIFSeverance andfor Health Ins

Agency 4561 Cultural Resources Org. Unit 206106333 CR CDS A&H MOH MUS OF ALBE Maintenance

Creator 80601133 Lisa Richardsant1

Employee B000E227 Inez Hayesd2 Position 65002548 Security Guard

5. Role Mand Ptype Atype AgentID Mame i Description Act |Dese C... Actual Mame ACTDATE ACTTIME (CR DATE
200 FA1 X A F 20061080 Earl Gutierrez18 o NfA BE/03/2011 09:43:40 O6/03/2011 [
200 FA1 X A F 20061081 Earl Gutierrez19 o NfA BE/03/2011 09:43:40 O6/03/2011 [
200 FA1 X A F 0061082 Earl Gutierrezzi o NfA BE/03/2011 09:43:40 O6/03/2011 [
[ I F 20081133 Lisa Richardsontl P Processed 80081133 Lisa Richardsonii BE/O3/2011 10:21:41 @6/03/2011 [

62. Highlight and Click the last row.

Notice the PCR now has the last step documented as Processed by you. The PCR is complete.

63. Click the Back (F3) & button.
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Title: Separation Pay Continuation
Transactions: ZPAA076/SBWP/PA40

Business Workplace of Workfiow Initiator

BPrewmessage  [BIFindfoider [l Fing document BB Appointment calendar B Distribution lists

- o grkp\ace:workﬂowmmator @\g\ ,EME‘ [ L& . |EH§H@ .||EH$ .||E|
w Inkox

+ f] Unread Documents 0 Work items executed by me (Since 05/04/2011)

- @] Documents 0 W Title Status  Executed on Executed

= [ Workflow 0 4601 Create PA Action - SeparationPayCaontinuation(NC) for Inez Hayes02 - PCR: 1000005282 G 0632011 10:21:41
b E] groupeg aCCUrEWID CU“IE“: 4601 New Hire (NC) for Erployee Matthew Lee Mckinney Status? § 06022011 09:51:56
' =t TR D GO e 4601 Create New Hire (NC) Action far Matthew McKinney - PCR: 1000005272 & 060202011 09:51:52
v [ Grouped according to sort key

v [ Grouped aceording to task
B Overdue entries 0
. Deadline Messages 0
- Incorrect entries 0
~ £ Outhox
« @] Documents
. Started workflows
. Waork items executed by me
. Forwarded work itermns
v ¢@ Resubmission
v ¢ Private folders
v ¢@ Shared falders
» €3 Folders subscribed to
« [ Trash
+ [ shared trash

64. Click the Back (F3) & button.

65. The system task is complete.
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