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If you have any questions, please enter them into the chat—it will be monitored

Specific questions should be sent by email to DOADPMBMRS@wisconsin.gov
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HCM Core Users Job Aids

* Navigate to https://dpm.wi.gov > HR Resources > HCM User Guide

HR Job Aids
I = [4 Action Reason Job Aid (posted 11;'8,’21)"_

+ ] Adding a Contingent Worker (posted 1/23/24)

= [Y Adding a Person of Interest (posted 1/23/24)

» [ Administrator Guide to the FMLA Application

» b Discipline Module Job Aid.docx

» [Y Electronic Personnel File Job aid

» [Y Enterprise Personnel Report (posted 1/24/22)

» [f ePerformance Job Aid - Employee

» [4 ePerformance Job Aid - Supervisor

» [l Grievance Module Job Aid.docx

» [Y HR Position Updates - Mass Changes Job Aid

» [8 HR Position Updates - Single Changes Job Aid (pested 10/5/2024)
» Y Personnel Transactions Order of Operations Quick Guide (posted 6/9/21)
» Y Position Reason Job Aid (posted 5/23/25)

» [f Reclass Reallocation Job Aid (posted 1/25/22)

» [ Request to Staff (RTS) Job Aid (posted 5/13/2025)

» [4 Search For Person Job Aid (pested 1/25/22)

» [f State Employee Roster Query Job Aid (posted 1/25/22)

~ DOAWI.GOV

Action Reason job aid is getting finishing touches and will be uploaded to the site
as soon as possible —you can refer to the PPT slides in the meantime.
Reminder—Stacie has been sending emails to the enterprise with the bulk of
these changes.




Changes to Existing Action Reasons

Promotion actions and reasons

Action Action Reason Reason Effective Payroll HR Benefit BAS
Description  Code  Description Code Date to Use Status Status Status  Action

Use Explanation

If the employee is hired via a job opening in TAM do not process the personnel transaction manually on job data; use Manage Hires.
Separate-sequenced pay rate change, absence eligibility, and/or benefits eligibility rows are still required for these movements, if applicable.

Tax location is captured on these rows.

Promotion Sundij!, Used when an employee at another agency, who has attained permanent status, .
Transfer XFR Between PBA beginning is moving to a job with a higher pay schedule/range. Active | Active | Active PRO
Agencies of PP
P“’"“’?i““ Sunday, Used when an employee within the agency, who has attained permanent status,
Transfer XFR Within PWA beginning is moving to a job with a higher pay schedule/range. Active | Active | Active PRO
Agency of PP

Remember: Promotions can only occur for Permanent/Classified Employees & cannat be used for LTE's, Project/Project, or Unclassified.
e For an employee at another agency serving a promotional probationary period and moving to a position in the same/counterpart pay schedule/range. The employee has not
attained permanent status in class in the most recent position held and has been certified from a register.
o The agency has the option to consider this movement a promation (or transfer). (ER-MRS 14.02(5).)
= A new promotional probationary period is required with these promotions.
Note: DO NOT use an action of transfer/promotion/ demotion to move employees in or out of surplus positions.
Resources: Personnel Transactions - Order of Operations; Personnel Transaction Scenarios; WHRH Chapter 780 — Counter Pay Ranges; Enterprise Transaction Grid
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New Action Reasons

Transfer reasons for Permanent Employees

Action Action Ty — Payroll Benefit
Description  Code: Date to Use Status Status
If the employee is hired via a job opening in TAM do not process the personnel transaction manually on job data; use Manage Hires.

Separate sequenced pay rate change, absence eligibility, and/or benefits eligibility rows are still required for these movements, if applicable.
Tax location is captured on these rows.
Used for the personnel transaction of a transfer between agencies.
A job change request may need to be processed prior to the
receiving agency gaining security to the job record to enter the
Transfer Sunday, | transfer/between agencies.
Transter | xFR Between Bea | beginaing | EMPloyee who is serving an original probationary period (ie., new|  actve | active Active xR
Agencies of PP to state attained status) "
t0.a new pasition at another agency and receiving agency allows
the remainder of probationary period to be carried over.
A permissive probationary period may be required by the
agency with this transaction.
Used far the personnel transaction of transfer within an agency
Transfer Sunday, where there was a certification made through a job opening.
Transfer XFR Within WAD | beginning | Employee who is serving an orlginal or permissive probationary Active Active Active XFR
Agency — of PP period and transferring within the same employing unit. In this
Open scenario, remainder of the probationary periad must be carried
over to the new position.
Used for the personnel transaction of transfer within an agency
Transfer through a BMRS Director approved Internal transfer policy per ER-
Within Sunday, MRS 15.
Transfer XFR By WAC | beginning | Employee who is serving an original or permissive probationary Active Active Active R
Closed of PP period and transferring within the same emplaying unit. n this
scenario, remainder of the probationary period must be carried
over to the new position.
Remember: Transfers can anly occur for Permanent/Classified Employees & cannot be used for LTE's, Profect/Project, or Unclassified.
= Employee at another agency wha has attained permanent status in mast recent position maving to a pasition
in the same or counterpart pay schedule/range.

= Employee who is serving a permissive probationary period in a position at anather agency who has attained permanent status in previous position.

«  Employee who is serving a promotional probationary period at another agency who has attained permanent status in previous position.

o if the emplayee was certified from a register, the receiving agency has the eption to consider this movement a transfer (or promotion). (ER-MRS 14.02(5).)
Note: DO NOT use an action of ‘demotion to. W in or out of surplus positions.
Resources: Personnel Transactions - Order of Operations; | 4 rios; WHRH Chapter 780 — Counterpart Pay Ranges; Enterptise Transaction Grid

DOAWI.GOV

Olga (new context) and Lindsay (new reasons)



New Action Reasons Cont...

Permanent Transfer reasons (continued from previous page)
Action Action Reason Reason  Effective
Description  Code  Description Code  DatetoUse

if the employee is hired via a job opening in TAM do not process the personnel transaction manually on job data; use Manage Hires.
Separate-sequenced pay rate change, absence eligibility, and/or benefits eligibility rows are still required for these movements, if applicable.

Payroll  HR  Benefit  BAS

Use Explanation 5
Status  Status  Status  Action

Comp rate & tax location are captured on these rows.

Used for the personnel transaction of original appointment when an
employee does not have permanent status in class and is being appointed
to a new position as a result of competition through a job opening where

Original Sunday,
Transfer XFR | Appointment— | OAD | beginning | there wasa certification made. Use this regardless of the level e lateral | actve | actve | actve | xer

Open of PP or downward) of the new position.
This is not used for employees who have reinstatement eligibility or
restoration rights.
Used for the personnel transaction of original appointment when an
employee does not have permanent status in class and is being appointed

Original Sunday, | 'oanew pasition because of competition through a BMRS Director

Transfer XfR | Appointment— | OAC beginning | approved internal transfer policy per ER-MRS 15. Use this regardiessofthe | active | Active | Active | xFR
Closed of PP level (i.e. lateral or downward) of the new position.

This is not used for employees who have reinstatement eligibility or
restoration rights.

Remember: Transfers can only occur for Permanent/Classified Employees & connot be used for LTE's, Project/Project, or Unclassified.
* Employee who is serving an original probationary period in the most recent position {employee is new to State service/never attained permanent status) and is transferring to
a new position in another agency or between employing units of the same agency and the agency places employee on a new 12-manth original probationary period. fsee the
Transfer/Transfer Within Agency-Ciosed and Transfer/Transfer Between Agencies transactions if agency alfows the remainder of the probationary period to be carried over to

the new position).
* Employee who is serving an original probationary period in the most recent position and is being appointed to a new position in a higher pay schedule/range.
Note: DO NOT use an action of transfer/promotion/ demation te move employees in or out of surplus pesitions.
WHRH Chapter 780 — C: Pay Ranges; i ion Grid

Resources: Personnel ions - Order of i Transaction

DOA.WI.GOV

Olga (new context) and Lindsay (new reasons)



New Action Reasons Cont...

Demotion actions and reasons

Action Action Reason Reason  Effective Date Use Bxplanation HR Benefit BAS
Description  Code Description Code to Use P Status Status Action
If the employee is hired via a job opening in TAM do not process the personnel transaction manually on job data; use Manage Hires.

Separate-sequenced pay rate change, absence eligibility, and/or benefits eligibility rows are still required for these movements, if applicable.
Tax location is captured on these rows,
[ e T e - s e e slee e L
e = 2 S - P r— - .
el e
- -
Demotion Used for the personnel transaction of a voluntary demotion within an
Voluntary sunday, agency where there was a certification made through a job opening.
Transfer XFR Within VWO beginning Active | Active | Active | DEM
Agency — of PP
Open
Demotion Used for the personnel transaction of a voluntary demotion within an
Voluntary Sunday, agency through a BMRS Director approved internal transfer policy per ER-
Transfer XFR Within vwc beginning MRS 15. Active | Active | Active DEM
Agency — of PP
Closed
=y = - =
. . T ame cm  memem
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New Action Reasons Cont...

Termination reasons

Action Action Reason Reason Effective Benefit BAS

Use Explanation

Description Code Description Code Date to Use Status Action
Used to terminate an employee due to job abandonment.
Job Day AFTER | gee Chapter ER 21.03 & HR Handbook Chapter 408 for details.
Termination TER jlo: last date Terminated | Inactive | Terminated TER
Abandonment worked Should not be used unless the agency conducts a formal
investigation under Ch 408.
Used to terminate an employee due to misconduct for employees
with permanent status in class or serving a permissive probation.
Day AFTER This should not be used on LTE or Project/Project employees.
TER i CON last date See HR Handbook Chapter 410.040 & OSER-0343-CLR-MRS for Terminated | Inactive | Terminated TER
worked details. An investigation or structured fact finding is required. Sick
leave should be zeroed out.
Cobra eligibility is determined on a case-by-case basis by the
agency.
Used to terminate an employee due to duct for |
serving an original probation.
Day AFTER This should not be used on LTE or Project/Project employees.
) Misconduct — Y See HR I b Chapter 410.040 & OSER-0343-CLR-MRS for - s =
Termination TER . McpP last date d P AP .| Terminated | Inactive | Terminated TER
Probationary rora details. Termination letter must refer to a work rule violation. Sick
leave should be zeroed out.
Cobra eligibility is determined on a case-by-case basis by the
agency.

DOA.WI.GOV




New Action Reasons Cont...

Termination reasons (continued from previous page)

Action Action Reason Reason Effective Payroll HR Benefit BAS

Use Explanation

Description __Code Description Code Date to Use Status Status Status Action

Used to terminate an employee with permanent status in class or
on permissive probation when they are unable to perform the

Unable to Day AFTER | essential duties of their position. This is initiated by the employer.
Termination TER Perform Job PID last date For example: Employee has unsatisfactory performance, is unfit for | Terminated | Inactive | Terminated TER
Duties waorked duty or for medical termination.

Use Unable to Perform Job Duties-Probationary for employees on an
original probation.

Used to terminate an employee on an original probation when
they are unable to perform the essential duties of their position.

Unable to This is initiated by the employer.
Day AFTER - .
) Perform Job For example: Employee has unsatisfactory performance, is unfit for :
Iemingtion ) T2 Duties— R ‘::;iae:e duty or for medical termination while on probation. Terpinatect| inactive;| Teminoted L
Probationary This should not be used on LTE or Project/Project employees.

Use Unabie to Perform Job Duties for employees with permanent
status in class or on a permissive probation.

~ DOAWI.GOV
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New Action Reasons Cont...

Leave of Absence actions and reasons (continued from previous page)

Action
Description

Action
Code

Reason
Description

Reason
Code

Effective
Date to Use

Use Explanation

Payroll
Status

HR
Status

\ A Leave of Absence must be entered on an employee’s job data if they will be gone for at least one full pay period, paid or unpaid. J

Benefit
Status

Firstdate | ysed when an employee is exhausting paid leave prior to a
employee f‘ retirement/termination.
Exhaust Exhaust no lQnger M| Note: Termination or retirement job data row must be entered on job
Accrued EAL Accrued EAL office a't'd data after this row to complete the retirement or termination process. LE:VG Active Active DTA
Leave Leave stlarts USINE | This transaction does not change the HR or benefit status of the with Pay
eav? o employee.
remain on
payroll

DPAK Tt O
ADMINISTRATION

Stacie
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HCM Core Users Job Aids

* Navigate to https://dpm.wi.gov > HR Resources > HCM User Guide

HR Job Aids

= [Y Action Reason Job Aid (posted 11/8/21)

» [f Adding a Centingent Worker (posted 1/23/24)

= [Y Adding a Person of Interest (posted 1/23/24)

» [ Administrator Guide to the FMLA Application

» b Discipline Module Job Aid.docx

» [ Electronic Personnel File Job aid

» [Y Enterprise Personnel Report (posted 1/24/22)

» [f ePerformance Job Aid - Employee

= [YePerformance Job Aid - Supervisor

» bl Grievance Module Job Aid.docx

» [Y HR Position Updates - Mass Changes Job Aid

(5 HR Position Updates - Single Changes Job Aid (pested 10/5/2024)
] JQuick Guide (posted 6/9/21)

» [4 Search For Person Job Aid (pested 1/25/22)
» [f State Employee Roster Query Job Aid (posted 1/25/22)
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New Position Reasons

J{ Position Changes should be processed through the Position Change Request and never added directly to an incumbent's Job Data

State of Wisconsin (STAR) > Human Resources > Process > W/ Pasition Reques

> W1 Position Request Home

Submission of

houl
Usedon Used on Change ) Should never be
Reason Reason Use Janation Budget Filled Vacant Request will a Job Data row
Description Exp position _ Position create Job with this
Data Rowif  Action/Reason
Filled Position
- " Sunday, Used to add license, certification or
Posttion POS anerfselc.ert.l Lic beginning | registration requirements to a X X X
Change Registration <
of PP position.
Used when a position is being
iti Sunday, | requested to staff a new job
Pu-m;ame POS MM 0 RQS beginning | through Request to Staff process. X X X
of PP | Note: Should not be used ina
Pasition Change Request.
Used when a position's remote work
status is changed.
Position Update- Sur\day, e A
Change POS Telework RTW beginning | Note: When the box is checked it X X X X
of PP automatically grants access to the
Remote Worker tile through ESS.

~ DOA.WI.GOV
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