DEMOTION ACTION PA
PER-65 | TRANSACTIONS ZPAA076, SWBP, PA40

The purpose of this Business Process Procedure is to explain how to process a Demotion Action in the
Integrated HR-Payroll System.

Trigger: There is a need to process a Demotion for one of the reasons listed in the Business Process
Procedure Overview section.

Business Process Procedure Overview:

Demotion —a change in position and/or pay which results from inefficiency in performance or as a
disciplinary action.

01 - Personal Conduct — Position - Disciplinary action resulting in employee assignment into a different
position with a lower grade or lower journey market rate, or same banded class with a lower competency
level.

02 - Gross Inefficiency — Position - Disciplinary action resulting in employee assignment into a different
position with a lower grade or lower journey market rate, or same banded class with a lower competency
level.

03 - Unsatisfactory Performance — Position - Disciplinary action resulting in employee assignment into a
different position with a lower grade or lower journey market rate, or same banded class with a lower
competency level.

04 - Personal Conduct — Job Reallocation - Disciplinary action resulting in employee’s classification changing
to a graded or banded class with a lower grade or journey market rate. (Employee’s position may or may not
be reallocated. If not, explain work-against in comments.)

05 - Gross Inefficiency — Job Reallocation - Disciplinary action resulting in employee’s classification changing
to a graded or banded class with a lower grade or journey market rate. (Employee’s position may or may not
be reallocated. If not, explain work-against in comments.)

06 - Unsatisfactory Performance — Job Reallocation - Disciplinary action resulting in employee’s classification
changing to a graded or banded class with a lower grade or journey market rate. (Employee’s position may or
may not be reallocated. If not, explain work-against in comments.)

07 - Personal Conduct — Salary - Disciplinary action resulting in salary reduction in same position.

08 - Gross Inefficiency — Salary - Disciplinary action resulting in salary reduction in same position.

09 - Unsatisfactory Performance — Salary - Disciplinary action resulting in salary reduction in same position.

40 - 115C Demotion - Disciplinary action resulting in a reduction in salary of a teacher or school administrator
who was hired in a position subject to the G.S. 115C public education human resources system.
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PER-65 — Demotion Action

[NOTE: Specific reason for the demotion as outlined in G.S. 115C-325(c)(1) must be placed in the comments
section.] Demotion does not include a suspension without pay, the elimination or reduction of a bonus
payment or supplement, or a reduction in pay that results from elimination of a special duty.

Tips and Tricks:

Prior to initiating any workflow, ensure the data being used is valid and appropriate.

Access Transaction:

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

roles.

Via Transaction Code:

Procedure

= SAP Easy Access

(V] - « @
SAP Easy Access
RE % Vs d | v a
» [Favorites
~ [ SAP Menu
» [ Office
» [ Cross-Application Components
+ [T Logistics

+ [ Accounting

» [ Human Resources

» [JInformation Systems
Tools

» (I WebClient UT Framework

ZPAAO76; SWBP; PA40

(=Y N AR ARARSE AR B2

| =&

INTEGRATED HR-PAYROLL SYSTEM

HR | PAYROLL | BENEFITS | TRAINING | TIME

TRAINING
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: ZPAAO76

2/5/2021
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PER-65 — Demotion Action

2. Click the Enter @ button.

"\i{) You may want to enter this transaction code in your Favorites folder.
o Choose Favorites > Insert Favorites

e TypeinZPAAO76
e Click Enter.

To see the transaction code displayed in front of the link in your favorites:
o Choose Edit > Settings

Information

e Place a check next to Display Technical Name
e (Click Enter

Empioyee Action Reguest

0 & s O
Existing PCR Ro. |
FPersonnel No. BEABETTE “era Glover
Last 4 digits (S5M) First Last
Effective on aaseiz2e11
Action Type ZB Demation (MC)
Reasan a1 Fersanal Conduct-Position

3. Update the following fields:

Field Name Description Values
Personnel No. Unique employee identifier Enter value in Personnel
No.

Example: 80000775

Effective on The date on which the action will be Enter value in Effective on.
effective
Example: 09/01/2011

Action Type An action is a grouping of activities to Enter value in Action Type.
perform a specific task. The action will
prompt you for the Infotypes required | Example: ZB
to complete the task.

Reason Reason for the action, such as Personal | Enter value in Reason.
Conduct - Position

Example: 01
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PER-65 — Demotion Action

4. Click the Enter @ button.

Enter the Personnel Number of the individual to receive the Demotion. Click Enter to retrieve the
name of the individual and verify you have the correct Personnel Number.

If you need to look up the personnel number, click your cursor in the field and click on the matchcode
search button to the right of the field for search options.

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

There are several available Reasons from which to choose. For specific information on each reason,
view the business process procedure overview section at the beginning of these instructions.

Click Enter and verify the information is correct before proceeding.

Empioyee Action Request

O & & O
Existing PCR Ma. |
Personnel Mo 8000BFFE] Vera Glover
Last 4 digits (SSK) First Last
Effective on Aasa1/2811
Action Type ZB Demotion (MC)
Reason {1 Fersonal Conduct-Position

5. Click the Create (F5) IEl 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.
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Employee Action Reqguest

Initiate WF
FCR Mumber
Fersonnel Numher SOO0OTYE Wera Glover Action:  |ZB Demaotion (NC)
Last 4 digits({ISM) Reazon, 01 Fersonal Conduct-Position
Effective on 09012011 Chng 5t
CURREMNT FROFPOSED

Pers.Area 4601
Subarea NCE1

Cultural Resources FPers.Area 4601

Subarea WEE

Cultural Resources
Tday Morm Tday MNarm
EE Group A
EE Subgroup (B1

SPAEmployees
FT S-FLSAOT Perm

EE Group A
EE Suhgrp B1

SPAEmployess
FT 5-FLSAOT Perm

Qrg. Unit 20010148 CR CDS A8H HIS RES ABR ST Crg. Unit 20018163 CR CDS A&H HIS RES A&R ST
Joh J0EAAZET  Processing Acsistant v Joh 30A0B238  Processing Assistant 1
EE Position 65002237 Processing Assistant IV EE Fosition (60083331 Frocessing Assistant 1]
Basic Pay
Pay Scale type 01| Graded Pay Scale type 01| Graded
Pay Scale Area 81| Annual Salaries Pay Scale Area 81| Annual Salaries
Pay Scale Group GREY Level GR PayScale Group  |GRGT Level |GR
Annual Salary 24,695,008 Hrly Sal  |@.08 Annual Salary 23,460 00| Hourly Salary
Calc Step - @ Calc Step - @ 500 -
Min 24,092.00
Max 35,980 00 Mext Inc Date
Dates
Last day worked
6. Update the following fields:
Field Name Description Values
EE Position New position number Enter value in EE Position.

Example: 60083381

Annual Salary

Employee's annual basic pay

Enter value in Annual
Salary.

Example: 23,460

7. Click the Enter ¥ button.

Enter the new position number and the new annual salary or hourly rate. Click Enter to validate the
data. If the employee is hourly, you will leave the annual salary field blank and only complete the

hourly salary field.

J
8. Click the Save (Ctrl+S) button.
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PER-65 — Demotion Action

Click Save to save the data and receive a PCR number. The PCR has not been submitted to workflow
yet.

[ Infarmation

o FCR 1000005273 saved

@

9. Click the (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.

Employee Action Request

Ini Create... + Create Attachment

b

fachment list Create note

PC Private note Create external document (URL)

Pe Send 3 Store business ]

La Relationships Enter Bar Code

Efi Workflow (! Chng |0&8/04/11 | |ZW
My Objects »

Help for object services

10. Click the Services for Objects button.
11. Click Create... >> Create note.

You can 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 gets attached to this specific PCR only. 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.

Notes entered during PA Workflow must follow OSHR’s Action Notes Template:
https://www.osc.nc.gov/documents/action-notes-template
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[= Create note

Title of note

Demaotion

Enter information as appropriate to support the Demaotion action for this individual.|

12. Update the following fields:

%)

Field Name Description Values
Title of note The short text to act as the title of the Enter value in Title of
attachment note.
Example: Demotion
information
Long text An open text field Enter value in Long text.

Example: appropriate
information

13. Click the (Enter) button.

2/5/2021
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PER-65 — Demotion Action

Employee Action Request

Initiate WWF

10005273
BOAOOTYE vera Glover

PCR Mumber
Personnel Mumber
Last 4 digits(S8H)

Effective an
CURRENT
Pers.Area 4601 Cultural Resources
Subarea WCA1 Tday Morm

EE Group I
EE Subgroup [B1

SPA Employees
FT 8-FLSAOT Perm

rg. Unit 20010148 CR CDSABH HIS RES ARR ST
Joh 30000289 Processing Assistant v
EE Position  |BBOEZ2Z37|  Processing Assistant v
Basic Pay

Pay Scale type 01 Graded

Pay Scale Area 01| Annual Salaries

Pay Scale Group GR59 Level |GR

Annual Salary 24 695 00 Hrly Sal  |0.00

Calc Step - 0

Dates

14. Click the Enter @ button.

L]
15. Click the Save (Ctrl+S) button.

16. Click the Initiate WF Initiate \WF button.

Chhg (68731411

Action: ZE Demation (MNC)
Reason: (@1 Personal Conduct-Fasition
ZWFINOMPABZT 5t D Created
PROFOSED
Fers.Area 4601 Cultural Resources
Subarea WCE1 Tday Morm
EE Group ) SPA Employees
EE Subgrp B1 FT 8-FLSAOT Ferm
0ryg. Unit 20013163 CR CODS ABH HIS RES ARR ST
Joh 300008288 Processing Assistant 1]
EE Position | GO0233281 Frocessing Assistant ]

Pay Scale type 01| Graded

Pay Scale Area O1| Annual Salaries

Pay Scale Group  |GRST Level |GR
Annual Salary 23,460 .00 Hourly Salary
Calc Step - O .08 -

Hin 24 092 00

Max 35,980 .00 Mext Ine Date

Last day worked

Select the Initiate Workflow button to send the Demotion 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).

[ Infortmation

o PCR 1000005273 successfully sent to Work Flow

17. Click the (Enter) button.
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PER-65 — Demotion Action

Empioyee Action Request

O & & O

Existing PR Mo,

Fersannel Mo.
Last 4 digits (S5H)

Effective on
Action Type
Reason

18. Click the Back (F3) & button.

19. The Initiate Demotion Action is complete.

Demation (MC)
Fersanal Conduct-Position

After Workflow Approvals have been received, process with the Complete Demotion Action process.

Instructions for Completing The Action

Access Transaction:

Via Menu Path: SAP menu ==> Office ==> SBWP — Workplace

Via Transaction Code: SBWP

SAP Easy Access
ElEiA ] -

(3 Favontes
= S SAP menu

= IntEgration
i O3 Appointment Calendar
i (3 Room Reservations

2 SVWILN - Start Workflow

b (3 Business Documents
b 3 Motificaton

» [ Cross-Applicabion Components

[ Logistics

[0 Accounting

0 Human Resouwrces

[ Informiation Systems

» 3 Tools

20. Click the SAP Business Workplace (Ctrl+F12) @ button.
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PER-65 — Demotion Action

These instructions assume you have already initiated the Demotion Personnel Change Request (PCR)
in workflow, and you have an approved PCR ready to be processed as a Demotion in the system.

Business Workplace of Workflow Initiator
[E? Nw.rrnessage]:ﬂ] Find T-:ll-:le-'][ Find dncumen‘t::lm Appaintment calendar Q- Distrnbution |I5t5]

&Inbmc
Unread Docurments 0
¥ Documents 0
b [ Warkfioe 1
M Crverdue entries 0
B Deadine Messages 0
M Incomrect entries 0
I & Outbioe
I 8 Resubmission
I= qﬁ Frivate folders
I+ @ Shared folders
I 3 Folders subscribed to
8 Trash
B Shared trash

21. Select Inbox >> Workflow.

Business Workplace

You can process using step 22 or step 23.

Business Workpiace of Workflow Initiator

?Newmessage [H]Flnufu\der [H]Fmdducumem

- g' Workplace: Workflow Initiator
- & Inbox
« & Unread Documents 0
- @] Documents 0
= [ workflow 1
vy O Graouped accarding to content
i} Grouped according to content type
y Grouped according to sort key
v [ Grouped according to task
- Overdue entries 0
. Deadline Messages 0
. Incorrect entries 0
v £ Outhox
v B Resubmission
v B Privale folders
v+ ¢ Shared folders
» ¢ Folders subscribed to
- i Trash
« T Shared trash

@Appulnlmem calendar B Distribution lists

=) 3= T A = O G A )

Workflow 1
Ex  Title Status  Creation Da_ Creation P AR Cao WV
@ 4601 Create PA Action - Demotion (NC) for Vera Glover - FCR: 1000005273 %) 08/31/2011 0746115 & ﬁ?

& Tips & tricks: Display work item...
4601 Create PA Action - Demotion (NC) for Vera Glover - PCR: 1000005273

Description Objects and attachments

PCR Initiator + PA PCR: Vera Glover PCR:1000005273
+ PCR_List: Workflow Tracker

Please complete all data for the new personnel action for
Employee Vera Glover ~ Personnel #80000775 based on the
attached request

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

** If you need to Cancel the entire PCR, click once on the work
item to highlight it. press the ‘Cther functions. " button above and
choose the "Reject execution” option. You will then be able to
create a brand new PCR on this Employee if needed.

Thank You

272. Select the PCR 4601 Create PA Action - Demaotion (MCY for Wera Glover - PCR: 1000005273

Double-click on row.

23. Click the Execute (F8) button.

2/5/2021
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PER-65 — Demotion Action

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 can view the PCR details and/or
Workflow Tracker details prior to executing the PCR if desired. Once executing the PCR, the
Demotion action will be launched.

Personnel Actions
63

= WEE =E

Ohbject manager scenario: EMPLOYEE

~ {i% Person Personnel no. Bo0Au7v7s
« [Hl Collective search help NS Vera Glover
: % Ere:;rcsr;;ecr;n EEGroup  [A  SPAEmplovees Perss (4601 Cultural Resources
EESubgroup | B1 FT S-FLSAOT Perm CostC (4699999999 CULTURE RESOUR .
Fram B8 /81 /2011

Fersannel Actions

Action Type Personn... EE group  EE suhg.. E
Mew Hire (NC) —
Promotion {MC) -

Reinstatement/Reemployment{hCh
Leave of Absence (MWC)

Guick Entry (MCH

Irnvestigatony WP ay (T
Suspension (MC)

Mon-Beacon to Beacan{MC)
Transfer (NC)

Appaintrment Change (M)
Reallocation (MCh

[Demation (MC)

Salary Adjustment (MG

Cancel Salary Adjustrmentihic)
Range Revision (WC)
SeparationPayContinuationdHc)
Separation (WNC)

Career Progression (NC)

Band Revision (MC)

24. Update the following field:

Field Name Description Values

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

Example: 09/01/2011

25. Highlight Demotion (NC) action type.

26. Click the Execute (F8) button.

The effective date is the date the Demotion will go into effect. This date must match the effective
date on the PCR.
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Copy Actions {0000)

@ @ £. lf@E}{ecute info group {S?Change info group
Fers.Ho. BO0OAT TS
Mame Vera Glover

EEGroup ] SPA Employees
EESubgroup (B1 FT 5-FLSACQT Ferm

Start B9/ 12011 |l 12/31/9989

Fersaonnel action

Action Type ZB Demotion {NC)
Reason far Action A1 Fersonal Conduct-Position
Status

Customer-specific
Employment
Special payment

Crganizational assignment

Position GEE83381 Processing Assistant
Personnel area 4601 Cultural Resources
Employvee group & SPA Employees

Employee subgroup B1 FT S-FLSAQT Perm

Additional actions

Persa [4601 Cultural Resources

Start Date  Act.  Action Type

ActR |Reason for action E

27. Click the Enter @ button.

/My Record valid from 01/01/2008 to 1 2/31/3999 delimited at end

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

Click Enter past this warning message.
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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 person's record for the first
time.

& Ferson and position have different emplovee groups/subgroups

When the employee subgroup is different from the position employee subgroup you will receive a

warning message. Click Enter @ to continue.

Infotype Text

YEE B [HE DR

Enter or paste appropriate comments.|

28. Click Edit, >> Maintain text.

To add your comment based on agency or OSHR Policy/Guidelines. Remember you can cut and paste
from the PCR.

29. Click the Enter ¥ button.

L]
30. Click the Save (Ctrl+S) button.
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Create Organizational Assignment (0007)

@ @ 4%. Crg Structure

Fersonnel Mo | B80BBETTS MHame Vera Glowver

EEGroup ) SPAEmMplovees
EESuhgroup |B1 FT S-FLSAOT Perm Statu  Active
Start 172011 ki 127431/9999

Enterprise structure

Fersa (4601 Cultural Resources

CoCode NCE1 STATE OF NC
FPers.area 4601 Cultural Resources Subarea WCE Tday Boarm
Coast Cir 4699999998  CULTURE RESOU.. Bus. Area 460081 Cultural Resources
Fund 4699959999 CULTURE- SUSP .
Func. Area GEOARAOOEAAREEAAT General Government
FPersonnel structure
EE group B SPA Employees Favr.area A1 M Monthhy
EE subgroup B FT S-FLSACT Perm Contract b

Crganizational plan

Percentage 10000 B Assignment
Fosition gGoogaas 203040002221

Processing Assistant .
Jab key J00pEZEE Prec Ast

Frocessing Assistant .
2rg. Lnit 20E1E163 48020302238

CR CDS AEHHIS RE..
Qrg. key 4661 4699999999

31. Click the Enter @ button.

Enter the Contract if required. The Contract key identifies eligibility for Medicare, less than 5 years
for STD, and the Rehire of Retiree statuses.

Q If the contract field is completed on the previous ITO001, it will copy to

the new ITO001.
CRITICAL!

The system will display a yellow warning message informing you that the existing record will be

delimited. Click Save to move pass this warning message.

]
32. Click the Save (Ctrl+S) button.
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[= Create Wacan

5 BA002237 Processing Assistant IV

Create on 09012011

IYES ]M[R Cancel ] boo

33. Click the Yes button.

Click Yes to create a vacancy in the position out of which the individual is leaving.

[= DelimitYacancy

5 RO083381 Processing Assistant |l

ey | — 1
Delimit on A5/31/2011)

[Yes ” Mo ”X Cancel

34. Click the Yes button.

Click Yes to delimit (put an end date to) the vacancy of the position into which the individual is being
demoted. If you click No, the position will show up as unoccupied on vacancy reports.

'\ii) Use PO13D to review infotype 1001, BOO8 holder relationship was
delimited or created. IT1007 Vacancy — controls if shows up on the B

Information
Report correctly.
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Copy Planned Working Time (0007)
i [ Work schedule

Personnel No - Name v be lmma

EEGroup A SPA Employees PersA 4601 Natural and Cultural Resources
EESubgroup Al FT N-FLSAOT Perm Statu  Active

Start To 12/31/999%9 Chg.

Work schedule rule

Wark schedule ruke DO1N08GN| MTWHF-8,5a5-0 [ WSRFnder |
Time Mgmt status 1 - Positive Time Recording o
Working week Wk - Sun (mdnt) - Sat -
Working time

Employment percent 100.00

Daity working hours 8.00

Weekly working hours 40.00

Maonthly working hrs 173.33

Annual working hours 2080.00

Weeldy workdays 0.00

Additional fields

35. Adjust their work schedule as appropriate and save the data.

The Work Schedule Rule and Time Mgmt status defaults from the employee's enterprise structure. It
is critical that you review for correctness (including the working week) and change the work schedule
as appropriate for the employee if it is different from the one that defaults.

If the individual is part-time, be sure to check the Part-time employee box and verify the working
hours are less than 40.

The defaulted work schedule is based on information provided by the various agencies and the
Integrated HR-Payroll team members.

Q Subject employees must be positive time. Employment percent always
CRITICAL! should be 100%.

L]
36. Click the Save (Ctrl+S) button.

Notice that when you change the details on the working time infotype, the system reminds you to
also manage ITO008, Basic Pay.

& Attention: Please check Basic Pay infotype (0008}

37. Click the Enter @ button.

J
38. Click the Save (Ctrl+S) button.
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39.

e Enrolled on
r

;Terminated on

© CiAutomatic Plans
“iDefault Flans
TIAll plans

Add. functions
TIPlan overview

ible subsequent activi. .

EEEyey|

pasa1 2o

EasEt 2011

“JEnrollment Form

") Particip. Monitor

V%]

Subsequent activities should be completed only if the employee is being Demoted to a position in a
different retirement system than his or her current position (for example — going from TSERS to

LEORS).

Click the Cancel (F12) button.

If you do not need to make changes to the benefits of the individual, click Cancel to bypass this

infotype.
Create Basic Pay (0008)
@ @ A?. Salary amount F'a\,rments and deductions

Personnel Mo | 8HA0A7TS Mame

Wara Glover

EEGroup L) SPAEmMployees FPerss [4601 Cultural Resources
EESubgroup B1 FT S-FLSAQT Perm Statu  Active
Start pasot izt to 12731495899

Subtype o Basic contract

Salary

Reason 287 Cap.util.lvi 100,00

PS type 01 Graded WikHrsiperiod 173. 33| Monthly

PS Area 81 Annual Salaries Mext ine.

S group GRAT Level GR Ann.salary 23,460, 00 Usn
Wia.. [Wage Type Long Text 0. Amaunt Curr.. .. [A. MumberUnit Unit ]
10088 Regular Salary 1,965.00 UJSD

LI

v [9/01/2011] - 12x31x9999|z||1|

o.08 UsD
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40. Update the following field:

Field Name

Description

Values

Reason

Reason for the action such as
Demotion

Enter value in Reason.

Example: ZB

41. Click the Enter @ button.

The pay scale values (pay scale type, pay scale area, pay scale group and level) have been designed to
default based on the rules assigned to the employee's position. If the pay scale values do not default,

please contact BEST Shared Services or your BEST HR Specialist.

Enter the Reason Demotion (ZB), click Enter to validate the data. Notice the Annual Salary field has
retrieved the amount submitted via workflow (or the hourly field is appropriated).

If the employee is hourly, you will manually enter the hourly rate in the amount field; hit enter and
the annual salary automatically calculates.

Copy Objects on Loan {0040)
% I S
Fersonnel Mo | (BO00OTFYS Mame
EEGroup & SPA Employees
EESubgroup B FT 5-FLSAOT Perm Statu  Active
Start B30 ¢ 2611 sy 127317499499

Chjects on Loan
Chiject on loan
Mumberfunit

Loan ohject no.

Comments
Line 1
Line 2
Line 3

a1 State 1D
1 Pieces
5551800

42. Review and update the fields as appropriate.

Wera Glover

FersA (4681 Cultural Resources

NOTE: If the employee receives more than one item on loan, you will need to process a PA30

transaction in order to add the additional line items to infotype 0040.

J
43. Click the Save (Ctrl+S) button.
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Personnel Actions
&

B EE]

Ohject manager scenario; EMPLOYEE

~ @ Person Personnel no. 500AA7 75
- (H} collective search help Mame Yera Glover
. %E?Eaercshel'recr;n EEGraup B SPAEmplovess PershA [4601 Cultural Resources
EESubgroup |B1 FT 5-FLSAQT Perm CostC (4699999993 CULTURE RESOUR ..
Fram a8 a1 2a11

Personnel Actions

Actian Type Fersont... EE group EE subg..
Mew Hire (MC) -
Prormation (MG v

ReinstatementReemplaoyment{hC)
Leave of Ahsence (NC)

Quick Entry (NC)

Investigatory YW ay (NC)
Suspension (NC)

Mon-Beacon to Beacon{MNC)
Transfer (MC)

Appointment Change (MNC)
Reallocation (MC)

Demaotion (MC)

Salary Adjustment (MC)

Cancel Salary Adjustment(MC)
Range Revisian (MNC)
SeparationPayCantinuation (M C)
Separation (NC)

Career Progression (MNC)

Band Revision (NC)

44. Click the Back (F3) & button.
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[= This Wark ltem Has To Be Completed Explicitly...

([ invri. ||E§Lcug |F@Aﬂachmnts [i5

G Agents |

| v

4601 Create PA Action - Demotion (NC) for Vera Glover - PCR:
1000005273

Description Objects and attachments

PCR Initiator, + PAPCR: Vera Glaver

FCR 1000005273

Please complete all data for the new « PCR List- Workflow Tracker
perscnnel action for Employee Vera
Glover ~ Personnel #80000775 based on
the attached request.

* Make sure to Save your changes before
exiting from the screen, and do not press —
the ‘Complete YWork Item’ button until the
necessary changes have heen
Completed.

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

[ Complete work Itern |[3 Cancel |

45, Click the Complete Item | _Complete Work tem | b o

Only once all of the infotype screens within the action have been processed and the system has
returned you to the main screen will this Complete button be visible. Now you can complete the PCR
in workflow.

Business Workpiace of Workfiow Initiator

ENEW message [H] Find falder [ﬁ] Find document @Appointmentcalendar & Distribution lists

-2 grlkilace:\!\forkﬂowlnitiator Q-} G I [eFI =, = .= ||E||§||@|,||?”$|,”E|
~ & Inbox ——
+ ] Unread Documents 0 Workflow 0
- ] Documents 0 Ex_ Title Status

= [ wiorkflow 0
v O Grouped according to content
» [ Grouped according to content type
v [ Grouped according to sort key
v [ Grouped according to task
. Cverdue entries 0
. Deadline Messages 0
. Incorrect entries 0
» €3 Outhox
» B Resubmission
» @ Private folders
» ¢@ Shared folders
» 3 Folders subscribed to
« [ Trash
« [ sharedtrash

46. Click the Back (F3) & button.

You can remain in this SAP Business Workplace and process additional PCRs, or click the Back to
return to the main SAP screen.
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PER-65 — Demotion Action

SAP Easy Access
B & HE 7| v a

« [ Favorites

> 4 5AP menu
v [ Office

v [ Cross-Application Components

v [ Logistics

v [ Accounting

» [ Human Resources

v [ Information Systems

b

[ Tools

47. The Demotion Action is complete, but we recommend reviewing via PA20 all infotypes that have
been processed.

Additional Resources

Training HELP website: https://www.osc.nc.gov/state-agency-resources/training/training help documents

Change Record

Change Date: 2/5/21 (B. Johnson)
Changes: — Infotype 0007
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