INVESTIGATORY WITH PAY ACTION PA
PER-66 | TRANSACTIONS ZPAA076, SWBP, PA40

The purpose of this Business Process Procedure is to explain how to process an Investigatory with Pay Action
in the Integrated HR-Payroll System.

Trigger: There is a need to process an Investigatory with Pay Action for one of the reasons listed in the
Business Process Procedure Overview section.

Business Process Procedure Overview:

Investigatory w/Pay —to investigate allegations of performance or conduct deficiencies that would constitute
just cause for disciplinary action; to provide time within which to schedule and conduct a pre-disciplinary
conference; or to avoid disruption of the work place and/or protect the safety of persons property.

Reasons:
e 01 - Investigatory Placement Leave - employee may be placed on leave for no more than 30 days.

e 02 - Extended - requires written approval from Agency head and the State Human Resources
Director.

Tips and Tricks:

e Prior to initiating any workflow, ensure the data being used is valid and appropriate.
e Ensure the following have been completed:
o all timesheets have been entered, released and approved.

e Asof 7/1/2013, the Investigatory Placement action requires A/A 9690 (Investigatory Leave) to be
keyed for all scheduled workdays that fall within the effective dates of the action. If a holiday falls
within the effective dates of the action, A/A 9300 (Holiday Leave) should be keyed. Leave codes
other than A/A 9690 and A/A 9300 will error out in Time Evaluation for an EE on the Investigatory
Placement (Z5) action.

See the PA BPP Tips and Tricks Job Aid for a full listing of Best Practices and Tips & Tricks. The job aid is
located on the Training Help website https://www.osc.nc.gov/state-agency-
resources/training/training_help documents.

Access Transaction:

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

Via Transaction Code: ZPAA076; SWBP; PA40
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PER-66 - Investigatory with Pay Action

Procedure

[ SAP Easy Access
Q v«
SAP Easy Access

RE & Bwsd va

» [ Favorites
~ [£5 SAP Menu
» 3 Office
» [ Cross-Application Components
» B3 Logistics
» 3 Accounting
» [T Human Resources
» [ Information Systems
» (3 Tools
» 3 WebClient UT Framework

SHR ODLH DB 0

EEs

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. Click the Enter & button.

Information

You may want to enter this transaction code in your Favorites folder.
From the menu at the top of the screen, choose

Favorites > Insert Transaction.
e Typein ZPAAO76.
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.

e Place a check next to Display Technical Names.

e Click Enter.
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PER-66 - Investigatory with Pay Action

Empioyee Action Request

O & & @

Existing PCR Mo |

Fersonnel Ma.

SUOETE37| Erin Santiago

Last 4 digits (SSK) First Last
Effective on BRs2142812
Action Type Zh Investigatory WiPay (NC)
Reasan B Investigatory Placement Leave
3. Update the following fields:
Field Name Description Values

Personnel No.

Unigue employee identifier

Enter value in Personnel No.

Example: 80001037

Field Name

Description

Values

Effective on

The date on which the action will be
effective

Enter value in Effective on.

Example: 05/21/2012

Conduct

Action Type An action is a grouping of activities Enter value in Action Type.
to perform a specific task. The action
will prompt you for the Infotypes Example: Z5
required to complete the task.

Reason Reason for the action, such as Enter value in Reason.

Example: 01

Enter the Personnel Number of the individual to be put on Investigatory w/Pay. 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 Hire Actions.

If you need to look up the personnel number, click your cursor in the field and click on the match

code search button to the

right of the field for search options.

4. 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. Use the first day the employee is on Investigatory Leave with Pay as the effective date.
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PER-66 - Investigatory with Pay Action

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 Reqguest

O & &
Existing PCR Mo. |
FPersonnel Mo, 8OEE1037| Ervin Santiago
Last 4 digits (S5M) First Last
Effective an Aa21H2012
Action Type il Investigatony WP ay (M)
Reason 61 Investigatory Placernent Leave

5. Click the Create 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.
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PER-66 - Investigatory with Pay Action

Employee Action Request

Initiate WF

PCR Mumber 1000005272
Personnel Numhber BEEMB3T Ervin Santiago Action: |25 Investigatary WiPay (NC)
Last 4 digits(SSM) Reason (01 Investigatory Placement Leave
Effective on Chng 'B5¢/23112 ZWFINOMPARIT 5t D Created
CLRREMNT PROFOSED
Pers.Area 4601 Cultural Resources Pers.Area 4601 Cultural Resources
Subarea NCE1 Tday Norm Subarea WEE1 Tday Narm
EE Group 3 SPA Employees EE Group & SPA Employees

EE Subgroup (B1 FT S-FLSAOT Perm

EE Subgrp B1

FT 5-FLSACT Perm

Ory. Unit 20010226 CR CDSA&HHIS SITES OR S Org. Unit 200102260 CR CDSAGHHIS SITESOR S
Joh 30001535 Histaric Interareter (11 Joh 30001535 Historic Interpreter (1
EE Position  |GO88360F  Historic Interpreter 1) EE Position  |GO0B3607 ) Historic Interpreter 111
Basic Pay
Pay Scale type 61 Graded Fay Scale type 61 Graded
Pay Scale Area 1 Annual Salaries Pay Scale Area 01 Annual Salaries
Pay Scale Group GREZ Level GR Pay Scale Group  |GREZ Lewel |GR
Annual Salary 34, 25500 Hrly Sal  |0.08 Annual Salary 34,255 00 Hourly Salary
Calc Step - -MP Calc Step - -MP 0. an
Min 28,484 00
Max 43 ,676.00 Mext Inc Date
Dates
Last day warked
6. Update the following field:
Field Name Description Values

Annual Salary

Employee’s annual basic pay

Enter value in Annual
Salary

Example: 34,255

Enter the salary/hourly information in the Annual Salary or Hourly Salary field. If you complete the
hourly salary field, leave the annual salary blank. Click Enter to validate the data. No Basic Pay record
is created for Investigatory with Pay Action, but you must enter the salary on the PCR.

7. Click the Enter @ button.

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

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

yet.
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PER-66 - Investigatory with Pay Action

[= Infarmation

i o PCR 1000005272 saved

<
3)

9. Click the (Enter) button.

You can 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... 3 Cregte Attachment
Atfachment list Cregte note
PC Private note Create external document (URL)
Pe Send 3 Store business document
Lz Relationships Enter Bar Code
Efi  workflow p Chng [08/04/11 | |zw
My Ohjects 3

Help for ohject services

10. Click the Services for Objects button.

11. 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 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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PER-66 - Investigatory with Pay Action

[& Create note

Title of note Inve stigatary WP ay

Enter infarmation as appropriate to suppor the Investigatory WiPay 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 note.
attachment

Example: reason for
Investigatory with Pay note

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

Example: the appropriate
note

13. Click the (Enter) button.

L]
14. Click the Save (Ctrl+S) button.
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PER-66 - Investigatory with Pay Action

|.| Empioyee Action Request
Initiate WWF
PCR Mumber 1008005272

Personnel Mumhber
Last 4 digits(S5M)

80001037 Ervin Santiago

Effective on
CURRENT
Pers. Area 4601 Cultural Resources
Subarea HEE1 Tday Horm
EE Group 13 SPA Employees

EE Subgroup |B1 FT S-FLSAQT Perm

Org. Unit 20010226

Action:  |£5 Investigatory WP ay (NC)
Reason: 01 Investigatory Placement Leave
Chhg (B5/23/12 | [ZWFINOMPAD31| 5t: D Created
FPROFOSED
Pers.Area 4601 Cultural Resources
Subarea WEE Tday Narm
EE Group A SPA Employees

EE Subgrp B1

FT 5-FLSACT Perm

CR CDS ABH HIS SITES OR 8 Org. Unit 200102260 CR CDSAEBHHISSITESOR S
Joh 3001535 Historic Interpreter (1] Joh 30801535 Historic Interprater 1]
EE Fosition  |GO083607  Historic Interpreter 1) EE Position 60083607 Historic Interpreter 111
Basic Pay
Pay Scale type B1 Graded Pay Scale type U1 Graded
Pay Scale Area 01| Annual Salaries Pay Scale Area 01| Annual Salaries
Pay Scale Group GREZ Level GR Pay Scale Group  |GRG2 Level |GR
Annual Salary 34 265 00 Hrly Sal oo Annual Salary 34 ,265.00 Hourly Salary
Calc Step - -MP Calc Step - -MP B.eg
Hin 28,484 .00
Max 43,576.00 Mext Inc Date

Dates

Last day worked

15. Click the Initiate WF LINT2EE WE | ivon.

Select the Initiate Workflow button to send the Investigatory with Pay 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).

(= Information

0 PCR 1000005275 successfully sentto \Work Flow

16. Click the Enter button.
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PER-66 - Investigatory with Pay Action

Empioyee Action Request

O & ¢ O

Existing PCR Mo,

Fersonnel Ma.
Last 4 digits (S5H)
Effective on

Action Type
Reason

Ch

First Last

05/23/2012

Investigatony WWiPay (NC)
Investigatory Placement Leave

17. Click the Back (F3) & button.

18. The Initiate Investigatory with Pay Action is complete.

After Workflow Approvals have been received, proceed with the Complete Investigatory with Pay Action

process.

Instructions for Completing the Action

Access Transaction:

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

Via Transaction Code: SBWP, PA40

SAP Easy Access

GE & @&z~

B L3 FavonlSA" Business Wonkglace (CiisF12)f
= & SAP menu

B I3 Appoirimend Calerndar

B Aoorn Reserations
2 SWUH - Starl Worklow

I I3 Busimess Documents

B 0 Hotication

(3 Cross-Appiication Components

[J Logistcs

(3 Accounting

[0 Human Resouces

(3 infoernasion Systems

[J Teols:
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PER-66 - Investigatory with Pay Action

19. Click the SAP Business Workplace (Ctrl+F12) @ button.

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

Business Workplace of Workflow Initiator

?Newmessage [H]Findfolder [H]Finddocument Appointmentcalendar & Distribution lists

- ;{ Wiarkplace: Worlkflow Initiator

-4 Business Workplace

v cB Resubmission

» @ Private folders

v ¢@ Shared folders

v ¢ Folders subscribed to
« T Trash

« T Sharedtrash

20. Select Inbox >> Workflow.

You can process using step 21 or step 22.

Business Workpiace of Workfiow Initiator

?Newmessage [H]qufulder [H]Flﬂdducumem @Appulmmemca\enuar & Distribution lists

r T i— OEEE GRERE RIS I CRIEI P
M nbox
+ ] Unread Documents 1 Workflow 1
+ ] Documents 0 Ex |Title Status | Creation Da | Creation P At Co W
' Warkaw 1 # 4801 Create PA Action - Investigatory WiPay (MC) for Ervin Santiago - PCR: 1000005272 (5% 090232012 160825 5 @

. Overdue entries 0
. Deadling Messages 0
. Incorrect entries 0

v £ Outhox

v B Resubmission

v B Private folders

v @ Shared folders

v B Folders subscribed to # Tips & tricks: Replace work item...
- T Trash
- T shared rash 4601 Create PA Action - Investigatory W/Pay (NC) for Ervin Santiago - PCR: 1000005272

Description Objects and attachments

PCR Initiator + PA PCR: Enin Santiaga PCR-1000005272

« PCR_List: Workflaw Tracker
Please complete all data for the new personnel action for
Employee Ervin Santiago ~ Personnel #80001037 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
the necessary changes have been Completed

**If you need te Cancel the entire PCR. click once on the work
itemn to highlight it. press the ‘Other 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.

4601 Create PA Action - Investinatory WP ay (NC) for Ervin Santiago - PCR: 1000005272
21. Select the PCR galory ¥ (NC) g

row. Double-click on the row.

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 the PCR is executed the
Investigatory with Pay action will be launched.

22. Click the Execute (F8) button.
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PER-66 - Investigatory with Pay Action

Personnel Actions
&

« = HEE =E]

Object manager scenario: EMPLOYEE

~ @ Person Fersannel no. sogE1B3?
U [H] Collective search help Marme Eryin Santiago
: %ffeaemshel—?cr? EEGroup A SPAEmployess PersA (4601 Cultural Resources
EESubgroup [B1 FT 8-FLSAOT Parm CostC 4699999999 CULTURE RESOUR..
Fram 05/21/2012

Personnel Actians

Action Type FPersonn...|EE group  |EE subg.. E
Mewy Hire (MC) -
Fromotion (MC) v

ReinstatementReermployment(MC)
Leave of Ahsence (NC)
Quick Entry (MC)
[nvestigatory WiPay (NC)
Suspension (MNC)
Mon-Beacon to Beacan{MC)
Transfer (WC)

Appointment Change (MC)
Reallocation (NC)
Demation (NC)

Salary Adjustment (MC)

23. Update the following field:

Field Name Description Values

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

Example: 05/21/2012

24. Highlight the Investigatory W/Pay (NC) action type.

25. Click the Execute (F8) button.

The effective date is the date the Investigatory with Pay will go into effect. This date must match the
date on the approved PCR.
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PER-66 - Investigatory with Pay Action

Copy Actions (0000)

e [ 2 ErExecuteinfogroup &2 Change info group
FPers.Mo. 2001037
MHame Ervin Santiago
EEGraup & SPA Employees
EESubgroup |B1 FT 5-FLSACT Perm
Start 05/ 21 /2012 sk 12¢31/9999

Fersonnel action
Action Type Za Investigatory WP ay (NG

Reason far Action [ Imvestigatory Placement Leave

Status
Customer-specific
Employment

Special payment

Organizational assignment
GEAZIGAT
46M

Fosition Historic Interpreter 1

Fersonnel area Cultural Resources

FPersa (4601 Cultural Resources

Emplovee graup ) SFA Emplovees

Employee subgroup B FT 5-FLSAOQT Perm

Additional actions

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

26. Click the Enter @ button.

/My Record valid from 01/01/2008 to 1202179999 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.

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
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PER-66 - Investigatory with Pay Action

@, FPerson and position hawve different employvee groupsisubgroups

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

warning message. Click Enter @ to continue.

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

Infotype Text

*EE ey [

i B2

Enter or paste appropriate cnmments.|

27. Click the Save (Ctrl+S) button.
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PER-66 - Investigatory with Pay Action

Create Organizational Assignment {0001)

e S

Qg Structure

BOAET B3

Personnel Ha Marme

EEGroup & SPAEmMplovees

EESubgroup B1 FT 5-FLSAOQT Perm Statu  Active

Start 05721201 2 [fmiki] 12431159499

Enterprise structure

CoCode NCE1 STATE OF MC

Pers.area 4601 Cultural Resources Subarea

Cost Cr 4699899999 CULTURE RESOU.. Bus. Area
Fund

Func. Area GEIAOORARLAGAHE1T General Gavernment

Fersonnel structure
EE group A SPA Emplovees

EE subgroup [E1 FT S-FLSACT Petm

Qrganizational plan

Percentage | 100.6A @ Assionment
Paosition GOOZ3EOT) 208000002565

Histaric Interpreter [l
Jah key 30AE1535  His Intpr

Histaric Interpreter |
Org. Lnit 20010226 48020602564

CR CDE ARHHIS 8IT ..
Oorg. key 46E14699599994

28. Click the Enter @ button.

Payr.area
Contract

Ervin Santiango

Perss 4601 Cultural Resources

WCO1 Tday Barm
4600 Cultural Resources
459999999 CULTURE- SUISF ..

@1 MG Monthly

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

CRITICAL! copy to the new ITO001.

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

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

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

Click Save to go past this warning message.
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PER-66 - Investigatory with Pay Action

Create Monitoring of Tasks {0019)

H B L
Fersonnel Mo | SAAETE3T Marme Ervin Santiago
EEGroup ) SPAEmployees PersA (4601 Cultural Resources
EESubgroup B1 FT S-FLSAOT Pertm Statu  Active
L2
Task
Task Type -
Date of Task [A5/25/2012 Processing indicatar Mewy task -
Remindear
Reminder Date A5/2472012
Leadifallovw-up time For specific task type -
Comments
Create Reinstatement/Reemplayment Actian
30. Update the following fields:
Field Name Description Values
Task Type Select appropriate task type from Select Task Type
list
Example: 5 Days
Date of Task Date on which the task occurs Enter value in Date of Task.
Example: 05/25/2012
Comments Additional information about an Enter value in Comments.
item
Example: Create
Reinstatement/Reemployment
Action

NOTE: You may need to create additional IT0019s via PA30. To view these task reminders, you can
run the BOBJ Report — B0099 — Employee Deadline Dates. Managers can view for their employees via
MSS.

(Example Only)
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PER-66 - Investigatory with Pay Action

Monitoring of Tasks

Status Date Reminder Task
New task | 911472007 | 81472007  Credential Verificat

New task = S/7/2007 | &/7/2007 | Miktary

35. Click the Enter @ button.

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

Delimit Objects on Loan (0040)

B o

Personnel Mo | (BO0BE1037 Marme Erwin Santiagn

EEGroup & SPA Employees Perga (4601 Cultural Resources

EESubgroup B1 FT S-FLSAQT Perm Statu  Active

B3 choose O5/ 21/ 201 2 |migp 12431489493 STy . Delimit.Date @521 /2012
Civapyiewy
Start Date End Date Ohjectan lo... [Mame Mo, Loan ohject number
01/01/2008 12/31/9959 M State ID 185482162 -

-

37. Highlight and click the 01/01/2008 row.

38. Click the Delimit (Shift+F1) ol button.

Either skip or delimit depending upon whether or not (1) your agency uses this infotype,
(2) your agency requires employees to return items while out on leave, or (3) the employee
returned items if required to do so.

NOTE: You will not see this screen unless the employee has an existing IT40 record.
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PER-66 - Investigatory with Pay Action

Personnel Actions
&

[&][=]1 5]

Object manager scenario: EMPLOYEE

- {f Person Personnel no. 30001 037 [l
- [l collective search help R Erwvin Santiago

- [Hi search Term

[H] . - EEGroup & SPA Employees PersA (4601 Cultural Resources
. ree searc
EESubgroup (B1 FT S-FLSACT Perm Cogtc 4699993399 CULTURE RESOUR.
Fram Oef21/z2m2

Fersonnel Actions

Action Type Personn... EE group | EE subg...
Mew Hire () =

-

Promaotion {hCh
ReinstaternentiReermployrment(MC)
Leave of Absence (MC)
Guick Entry (NG

| Investigatory WiPay (NC)
Suspension (MC)
Maon-Beacon to Beacon{MC)
Transfer (NC)

Appointment Change (MC)

39. Click the Back (F3) & button.

Vork lterm Has To Be Completed Explicithy.

M ino. |88 Log ]r@ﬁﬂachmnts || @@ agents |

|»

4601 Create PA Action - Investigatory WiPay (NC) for Ervin Santiago
-PCR: 1000005272

Description Objects and attachments

PCR Initiator, + PAPCR: Enin Santiago
PCR:1000005272

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

personnel action for Emplayee Envin
Santiago ~ Personnel #80001037 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 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 'Other functions_." button =l

[W Complete Wiork [term “32 Cancel ]

40. Click the Complete Item |&#_Complete ork iter | button.
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PER-66 - Investigatory with Pay Action

Only once all of the infotypes 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

?Newmessage [H]Findfolder [H]Finddocument @Appointmentcalendar B2 Distribution lists

" otote oton it Cime (6 o8 ) (SIS L
+ & Unread Documents 0 Workflow 0
. Docurnents 0 ‘Ex_[Title Status  Creation Da_ | C
o Wiorkflow 0 i '

] Grouped according to content
v [ Grouped according to content type
» O Grouped according to sort key
v O Grouped according to task
. Overdue entries 0
. Deadline Messages 0
. Incarrect entries 0
v £3 Outhox
» B Resubmission
» % Private folders
» €@ Shared folders
» ¢ Folders subscribed to
« T Trash
« T Shared trash

41. Click the Back (F3) & button.

You can remain in this SAP Business Workplace and process additional PCRs, or click Back to return to
the main SAP screen.

SAP Easy Access
E & B F v a

= =4 Favorites
. ZPAADTE - Employes_Action_Requests
. FAI0 - Maintain HR Master Data
~ 2 SAP menu
v [ Office
v [ Cross-Application Components
v [ Logistics
v [ Accounting
v [ Hurman Resources
v [ Infarmation Systems
b

C Tools

The Investigatory with Pay Action is complete, but we recommend reviewing via PA20 all infotypes that have
been processed.
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PER-66 - Investigatory with Pay Action

":&) As of 7/1/2013, the Investigatory Placement action requires A/A 9690

(Investigatory Leave) to be keyed for all scheduled workdays that fall within
the effective dates of the action. If a holiday falls within the effective dates
of the action, A/A 9300 (Holiday Leave) should be keyed. Leave codes
other than A/A 9690 and A/A 9300 will error out in Time Evaluation for an
EE on the Investigatory Placement (Z5) action.

Information

Additional Resources

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

Change Record

e 3/17/20 - Updated format, assigned reference number, and made accessible - C. Ennis

e 3/31/22 — Removed Date Monitoring Report (S_PHO_48000450), replaced it with BOBJ Report —
B0099 — Employee Deadline Dates — Cindy MacDonald
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