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1 Introduction to the HCMUG

DPM State of Wisconsin
Serving Peaple Who HCM User Guide
Serve Wisconsin Release 18-01 January 23, 2018

1.1 How To Use This Guide

Introduction

Icons

Video Demonstrations (Demos)

How To Use This Guide

Introduction

Welcome to the Human Capital Management User Guide (HCMUG). This guide is
intended for State of Wisconsin Human Resources (HR) staff using STAR HCM. It is a
process guide. In general, it will list step-by-step instructions for how to complete a
task in STAR HCM.

The STAR Job Aids are being phased out and incorporated into this handbook.

e Once a Job Aid is made obsolete, a redirect link will be made from the old Job
Aid to the new section of this guide.

« If the Job Aid has not been incorporated yet, a redirect link will be made from this
guide to the Job Aid.

e See the Job Aids at STAR HR, Payroll, and Benefits Job Aids

Icons
Several icons are used consistently throughout the guide.

Remember - An
item you should take
note of

Tip - A helpful hint

Warning - An error-
prone or important

> @


http://www.doa.state.wi.us/Divisions/Personnel-Management
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=
http://starconnection.wi.gov/Training/STARJobAids#tab-tablehr
http://www.doa.state.wi.us/Divisions/Personnel-Management�
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=�
mailto:dave.hippler@wi.gov�

process

Watch Video -

ﬁm " Screen capture
g g demonstrations of a

process.

Video Demonstrations (Demos)

Throughout the guide, you may see the icon below. This is a link to a screen capture
demonstration of how to do a task. Process steps will always be written out and
include screenshots. But demos can be a quicker and easier way to teach process

steps. They will be phased in and added in subsequent releases. Many will have audio,
so use a PC headset when watching demos.

How To Use This Guide

The link below is a brief interactive overview to explain the functionality of the
HCMUG. Click on the icon to begin.

K



https://rise.articulate.com/share/mzOFi57HEVoG9VObhqGZfMHuBZHpXHn3
https://rise.articulate.com/share/mzOFi57HEVoG9VObhqGZfMHuBZHpXHn3�

This page last updated in Release Number: 18-01
Release Date: 01/23/18
Effective Date: 01/23/18



2 Top Processes
2.1 Hire/Rehire

DPM State of Wisconsin @ [ Contact Us |

HCM User Guide

Sewving People Who Release 18-01 January 23, 2018
Serve Wisconsin

2.1.1 Adding An Employee (New Hire/Rehire)

Ensure Position Date Is Updated
HR - Search For An Existing Person
HR -
Enter or Update Personal Biographical Data New Hire or POl Contingent Worke
r to Employee Only
HR - Enter Job Data
HR - Add A Person Profile
Add a Probation
Enter a Veteran Disability
Enter a Severe Disability
Time And Labor - Enter Time And Labor Data
Time And Labor - Assign A Schedule
Payroll - Verify Update Federal And State Tax Data
Payroll - Set Up General Deductions
Payroll - Enroll In Direct Deposit
Benefits - Enter ABBR For Life ICI And AD D
Benefits - Open Events Query
Run the Open Events Query
Sample of Query Output
Benefits - EBenefits For New Hire Not Hire From Affiliate
Benefits - Paper Application Entry
Benefits - HIR Event - What Does It Do
Benefits - HFA Event - What Does It Do
Checklist: Entering A New Hire/Rehire
Resources

Ensure Position Date Is Updated

Role: Position Management Specialist
Prior to entering a new hire/rehire into PeopleSoft, including LTEs, the Agency
Position Management Specialist will request updates to the position. This is done


http://www.doa.state.wi.us/Divisions/Personnel-Management
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=
http://www.doa.state.wi.us/Divisions/Personnel-Management�
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=�
mailto:dave.hippler@wi.gov�

through the Position Request form. More information is available in the Viewing
Position Data Job Aid and 3.5.3 Position Updates.

Employees should not be hired into positions that have not been evaluated by the
Agency Position Management Specialist.

Ensure information such as reports to, classification, FLSA, department ID, location,
funding, etc. are all updated on the position prior to filling it. If updates are not
made prior to filling it you must submit a STAR Support Ticket to have the position
updates made. Do not add position data rows to make corrections to a position that
should have been made prior to filling it.

HR - Search For An Existing Person

Role: HR Personnel Roster Role

It is important to look up employee names in PeopleSoft prior to entering a hire to
ensure that they aren’t already in the system. Search for People is one way that an
agency can view data about employees who are in other agencies.

STEP 1: Navigate to the Search for People page

1. Navigation: Main Menu > Workforce Administration > Personal Information >
Search for People

2. Select Search Type of Person

3. Enter Search Parameter of PSCS_ADHOC

4. Click Search


http://starconnection.wi.gov/Documents/JobAids/HCM/PositionControl/viewpositiondata.pdf
http://starconnection.wi.gov/Documents/JobAids/HCM/PositionControl/viewpositiondata.pdf

Search/Match

Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value

Search Criteria

o Search Type: [ = V\ [ Person v
o Search Parameter: | begins with Vv |PSCS_ADHOC 2
Ad Hoc Search ]

Description: begins with WV

Io Search Clear |Basic Search _J_': Save Search Cntena

STEP 2: Enter the criteria to search for the desired person

1. Enter or select Search Result Code of PERSON_DATA. Additional options are
available to return various data for purposes other than determining if a person
exists. Refer to 3.3.1.1 Search for People for detalils.

2. Enter the desired person’s first and last name into First Name Search and Last
Name Search respectively

3. Press [Enter] on your keyboard to activate the Search button. (Note: Search
values change to all caps)

4. Click Search



Search Criteria

Search Type Person Ad Hoc Search
Search Parameter PSCS_ADHOC CS_Person Adhoc Search
Search Result Rule (7
e [Sean:h Result Code [PERSON_DATA d, Personal Dam}
User Default o Clear All Carry ID reset
Search Criteria
Search Fields Value

SARA| X

First Name

Search by Order

3) Hit Enter
after step 2

Search
Selective Search

10 Search

RESULTS: If the person does not exist in the system, the below message window
displays. You should also search for the person in the Personnel Roster to ensure they
have never been employed with the State before continuing with the new hire
process. See 4.5 State Employee Roster Query for instructions on how to search for
people in the Personnel Roster. The Enterprise Personnel Report allows searching for
people who are in PeopleSoft but not within your agencies security, and are either
active or inactive. This helps to avoid duplicating employee records for employees
who already have an Empl ID in the system. If accurate results display, stop the new
hire process and use a rehire or transfer process instead.

Message

Search Cntena did not return any results (16160,43)
Enter new or additional Search Criteria

OK

&

If a person is in PeopleSoft as a Contingent Worker or Person of Interest they
may not have all the information needed to search for them and avoid duplication.



http://starconnection.wi.gov/Documents/JobAids/HCM/CrossFunctional/enterprisepersonnelreport.pdf

Please use all available search options to ensure the person is not already in the
system before adding them. If you realize you’ve duplicated a person submit a STAR
Support Ticket as soon as possible.

HR - Enter or Update Personal/Biographical Data (New Hire or POI/Contingent
Worker to Employee Only)

Role: Agency HR Specialist
If the employee does not exist in PeopleSoft, add the person.

Also, if hiring an employee (adding an employment instance) who was previously a POI
or Contingent Worker, be sure to go back and update the information for all fields
listed below, do not add a new/duplicate person. This MUST be done before Job Data
is entered or a benefits event will not open and the employee will not be enrolled in
WRS or benefits programs.

STEP 1: Navigate to the Add a Person page

1. Navigation: Main Menu > Workforce Administration > Personal Information >
Biographical > Add a Person
2. Click Add Person

& Do not change or add to the value of NEW in the Person ID field. PeopleSoft
generates the Person ID.

STEP 2: Add Biographical Details. Required fields are indicated with an asterisk in this
job aid.

1. Enter the following information in the Name section of the Biographical Details
tab:

a. *Effective Date: The date that the hire is effective, or today’s date —
whichever is earlier. The person data has to have an effective date on or
before the hire effective date in order for job data to be created.

b. *Format Type: English

c. Click Add Name to enter the employee’s name



Find | View All

*Effective Date P2/19/2015 % [51)
*Format Tvpe[ v]

& ==

2. Enter the following information:

a.
b.

C.

d.

e.

Prefix: Preferred prefix of the employee (optional)

*First Name: The employee’s legal first name as it appears on their Social
Security Card

Middle Name: The employee’s middle name or middle initial as it appears
on their Social Security Card

*Last Name: The employee’s legal last name as it appears on their Social
Security Card

Suffix: The employee’s suffix, if applicable

3. Click Refresh Name. Information in the Display Name, Formal Name, and Name
populates.
4. Click OK

Display Name Jane Doe
Formal Name Miss Jane Doe

Name Doe Jane A

0[ Refresh Name ]

2

OK ] Cancel Refresh

5. Enter the following information in the Biographical Information and History
sections:

a.

*Date of Birth: This data is required for benefits and WRS purposes



b. Waive Data Protection: This box should be UNCHECKED for most
employees. Used as an indicator for employees who have personal
situations that make it necessary for their data to be excluded from
external systems (only check if the employee needs to have their data
protected).

c. *Effective date: For new hires/rehires, this will be the hire date or today’s
date, whichever is sooner. This date should be the same as the other
person effective dates.

d. *Gender: This data is required for EEO reporting and WRS purposes

Highest Education Level (optional)

*Marital Status. If an employee plans to enroll in insurance, this field is

required. If unknown at time of entry, update as soon as information is

known.

g. *As of date: date the marital status became effective

e This is not required if Marital Status = Single
e This date is required if Marital Status is anything except Single
« If married or in a domestic partnership, the date must match the
date list for the spouse or domestic partner on the Update
Dependent/Beneficiary page.
h. Language Code: Preferred language (optional)

o

Biographic Information
° [Date of Birth i":}ears 0 Months 0
Birth Country USA X United States
Birth State @
Birth Location o [Iwaive Data Protection
Biographical History Find | View All First ‘&' 1 ¢

*Effective Date |08/19/2015 3

*Gender | Unknown v/
*Highest Education Level | A-Not Indicated v|
*Marital 5tatus| Unknown V| o As of El
Language Codel V‘
Alternate ID

[ Full-Time Student

6. Enter the following information in the National ID section:
*Country: USA
b. *National ID Type: Select 1 - Social Security Number
c. *National ID: Enter the employee’s Social Security Number




d. *Primary ID: Keep selected

National ID PQanze Find | View All | £ | E -Qrst 4 10f1 'Y Last
tional ID rimary ID

*Country tional ID Type
7 ] ¥ [=]

[l JSA Social Security Number v

STEP 3: Add Contact Information

1. Click the Contact Information tab

Biographical Details [ Contact Information ] Regional Organizational Relationships

2. Click Add Address Detail to add the employee’s home address

Current Addresses Personalize | Find | View All I'jI | i First'&' 10f 1'% Last

Address Type As Of Date Status Address

Home 08/20/2015 A [ Add Address Detail ] +| [=]
3. Enter the following information:

a. *Effective Date: for new hires/rehires, this will be the hire date or today’s date,
whichever is sooner. This date should be the same as the other person effective
dates.

b. *Country: Defaults to USA

c. *Status: Defaults to A (for Active)

4. Click Add Address

Address Type Home
Address History Find First '3/ 1 of 1 '}/ Last
*Effective Date |08/20/2015 [v] Address +] (=]
Country USA 4

*Status |A A,

Add Address

OK Cancel Refresh




5. Enter applicable address information

g PeopleSoft populates the Postal and County, and may correct address errors. If
the address is auto-populating incorrectly, you can override the address validation by
checking the checkbox at the bottom.

Country United States
Address 1

Address 2
Address 3
City State
Postal
County

oK Cancel

Clear

6. Click OK and OK again
7. Select a value from the Phone Type list
a. Employee’s Fax Phone: Work fax number
b. Employee’s Home Phone: Home phone number
c. Employee’s Other Phone: Any other phone number
d. Employee’s Personal Mobile Phone: Personal cell phone number
e. Employee’s Work Mobile Phone: Work cell phone number
f. Employee’s Work Phone: Work landline number. Can only be
entered/modified by Agency HR Specialist.
8. Enter the Telephone number, Extension (if applicable), and select the Preferred
checkbox where appropriate

Phone Information Personalize | Find | View Al | L2 | (2 First'4' 10f1 '} Last

*Phone Type Telephone Extension Preferred

[ - i] ==

9. Select a value from the Email Type list




a. Business: Work email. Can only be entered/modified by Agency HR Specialist.
Remember to verify the business email address when transferring a person
between agencies to ensure its accurate.

b. Home: Personal email address
c. Other: Any additional email address

10. Enter the Email Address and select the Preferred checkbox next to the Business

Email Address

Email Addresses Personalize | Find | View All ||L7|j =l First'4 10f1'® Last

*Email Type *Email Address Preferred

| : 5] @

STEP 4: Enter Ethnicity and Veteran Status

1. Click the Regional tab

Biographical Details Contact Information Regional Organizational Relationships

Enter or select *Ethnic Group

The employee may identify as more than one ethnic group. Select plus sign (+) to
add additional Ethnic Groups.

Select the *Primary checkbox for the ethnic group that is considered primary.
Select an appropriate value from the Military Status list. Use the Edit Discharge
Date link, if applicable.

w N

ok



== USA
Eth Find | View A First & 10f1 & Last
Regulatory Region LS4 QL United States o
o Ethnic Group Q,
Primary
st Find | View Al First ‘& 1of1 % Last
ps— —— - s .|. ==t
Effective Date 08182015 [ Date Entitled to Medicare "
Citizenship (Proof 1) Citizenship (Prool 2)
¥ Eligible 10 Work in U.S.
Veteran

° Milntary Status ¥
Military Discharge Date Edit Discharge Date

Smoker History

Personaiize | Fina | View Al | & | ES First ‘& 1001 &' Last
* Smoker *As of

STEP 5: Assign an Organizational Relationship

1. Click the *Organizational Relationships tab

Biographical Details Contact Information Regional [ Organizational Relationships ]

2. Select the Employee checkbox
3. Click Add Relationship




Choose Org Relationship to Add

e ¥ Employee
_ Contingent Worker

Person of Interest

Empl Record 0

Select Checklist Code [ (Invalid Value) v

o [ Add Relationship ] (Invalid Vaiue)

Add Contingent Worker Instance

Add Employment Instance
Add Person of Interest Inst
Hire

Netherlands Monitor Absences
Termination

Transfer

RESULTS: At this point, Personal Data is complete. You will automatically be
redirected to the Job Data page at the Work Location tab to continue the new hire
process. If you do not complete Job Data at this time you will nee to Add
Employment Instance to complete the new hire process.

HR - Enter Job Data

Citation: http://docs.legis.wisconsin.gov/code/admin code/er/18
Role: Agency HR Specialist



http://docs.legis.wisconsin.gov/code/admin_code/er/18

&

DO NOT CLICK SAVE UNTIL ALL FIELDS IN ALL OF THE TABS AND SECTIONS HAVE
BEEN ENTERED

STEP 1: Enter Work Location data. (If entering a Rehire, begin here by first navigating
to the Job Data page: Main Menu > Workforce Administration > Job Information >

Job Data)

1. On the Work Location tab, enter the *Effective Date. This is the effective date of
the hire/rehire.
2. The *Action list option defaults to Hire (use Rehire, if appropriate)

&

‘ The Action of Hire should only be used in two situations. (1) The first time a
person is entered into PeopleSoft; or (2) when an employee is hired into additional
employment instances (i.e. a secondary position). Even if the person is a long-time
state employee, you would still use this action to add/hire the employee in
PeopleSoft for the 1st time. A “Rehire” Action/Action Reason is used for employees
who were previously employees in PeopleSoft.

3. Select an appropriate value from the Reason list
a. The reason is used to identify the type of hire. There are three (3) Hire
Action Reasons: The below table displays the available new hire or rehire
Action/Action Reason options and status results of each.
b. If an employee is hired from another state payroll center (ex. UW, UWHC,
WHEDA...), a Hire from Affiliate action reason should be used.

E Action and Action reason drive the population of HR Status, Payroll Status and
Benefit Employee Status. You must enter both an Action AND Reason.
For a full list of Action/Reasons, see 5.2 Action/Reason .

4. Select the *Job Indicator

g If an employee only has one job, that job will default to the primary job. If an
employee has two (2) or more jobs, you need to indicate which is primary and which
is secondary job. This is in addition to the empl record number.



5. Enter *Position Number (required field for employees in position numbers). Use
the Lookup Icon to the right to search for the position number if necessary.

e ———— -

[ *Effective Date 12/22/2015

Effective Sequence

Payroll Status

HR Status Active

Active

Calculate Status and Dates

©

[ Position Number

Q)

Position Entry Date

*Company
*Business Unit

*Department

*Location

Establishment ID

Expected Job End Date

*Regulatory Region USA

Department Entry Date 12/22/2015

&)
Position Management Record

United States

e}
Q
Q
Q
Q

Last Start Date 12/22/2015

A AL

|

Find First ‘&' 1of1 &/ Last

Go To Row +] =]
*Action | Hire v
Reason v
*Job Indicator | Primary Job v

Date Created

6. Once the position number is entered, the following job data fields auto populate
from position data : *Position Entry Date, *Regulatory Region, *Company,
*Business Unit, *Department, *Department Entry Date, *Location

STEP 2: Enter Job Information data

1. Click on the Job Information tab

Work Location [ Job Information

Job Labor

Payroll

Salary Plan

Compensation

wn

Career Executive Status.

Select the employee type from the *Empl Class list
Select a value from the *Officer Code list. This is only used for employees with

4. Click on the USA Flag to view the *FLSA Status that populated from the position
data. If this information is incorrect, it must be updated on the position (submit a
STAR Support Ticket).




Job Information (% Find b Last
|
Effective Date 12/22/2015
Effective Sequence 0 Action Hire
HR Status Active Reason Hire No WRS
Payroll Status Active Job Indicator Primary Job )
curent ()
Job Code 30400 AIRCRAFT MECHANIC
Entry Date 12/22/2015
Supervisor Level
Supervisor ID Q
Reports To Aircraft Mechanic Supervisor
Regular/Temporary Reqgular Full/Part Full-Time
o (Empl Class v o [FOfficer Code [ Not Applicable 2|
Regular Shift Not Applicable Shift Rate
Classified Ind Permanent-Classifiec Shift Factor
Standard Hours |-
Standard Hours 40.00 Work Period W Weekly
FTE 1.000000
Adds to FTE Actual Count? Encumbrance Override
Contract Number (7
Contract Number Q Next Contract Number
Contract Type
=
FLSA Status Nonexempt Work Day Hours
*EEQ Class | None of the Above v

5. The following fields default from position data and should not be updated on job
data: *Job Code, Supervisor Level (if a supervisor position), *Reports to,
*Regular/Temporary, *Full/Part, *Regular Shift, *Classified Indicator, *FTE (zero
for LTE), and *FLSA Status. If any of the information that came in from the
position is incorrect, do NOT update the information on Job Data. You must

submit a STAR Support Ticket to request corrections to the position once it's
filled.

STEP 3: Enter Job Labor data

1. Click on the Job Labor tab

Work Location Job Information Job Labor Payroll Salary Plan Compensation

2. Enter the following information:
a. *Bargaining Unit: Use the pay schedule



b. *Labor Agreement: Use the pay schedule

c. *Labor Agreement Entry Dt: Use the hire date (this date is not used but

must be completed)
d. *Employee Category: Enter the Employing Unit

abor Inf DI 1 4 L La
Effective Date 12/22/2015
Effective Sequence 0 Action Hire
HR Status Ac Reason Hire No WRS
Payroll Status Ac Job Indicator Primary Job -
et 0
Bargaining Unit
Labor Agreement
Labor Agreement Entry Dt
Employee Category
Employee Subcategory
Employee Subcategory 2 Q
Position Management Record
Union Code
Union Seniority Date &)
Works Council ID
Labor Facility ID Q
Entry Date )
Stop Wage Progression
Pay Union Fee
Exempt from Layoff Reason Q
Assigned Seniority Dates (7 Personalize | Find | view an | £ B Fist & 10f1 @
Seniority Date Control Value *Labor Seniority Date Override Override Reason
Recalculate Seniority Dates
STEP 4: Enter Payroll data
1. Click on the Payroll tab
Work Location Job Information Job Labor Payroll Salary Plan Compensation

2. Select Payroll for North America from the *Payroll System list
3. Select Absence Management from the *Absence System list




Payroll Information (2 Find First ‘& 10of1 ‘& Last
Effective Date 12/22/2015 Go To Row
Effective Sequence 0 Action Hire
HR Status Active Reason Hire No WRS
Payroll Status Active Job Indicator Primary Job _
Current :j
*Payroll System | Payroll for North America v
Absence System ! Absence Management v
Payroll for North America (¢
o [ Pay Group Q ]
Employee Type Q Holiday Schedule Q
Tax Location Code \W10000 Q_ wisconsin
GL Pay Type FICA Status 1- Subject v
Combination Code Edit ChartFields
Absence Management System
Pay Group Q
Setting
I Use Pay Group Eligibility I o [ Chu Sroup Q]
¥ Use Pay Group Rate Type Exchange Rate Type Q
¥ Use Pay Group As Of Date Use Rate As Of v

4. In the Payroll for North America section, enter your agency 3-digit code into the
*Pay Group field
a. *Employee Type and *Holiday Schedule populate when you tab out of the
completed Pay Group field
b. *Tax Location Code: populates from position data

5. In the Absence Management System section, enter or select the employee’s
*Eligibility Group for absence eligibility. The below table indicates the available
Eligibility Group values.

Eligibility
Group

Leave Program Affected Employees

WICONOFFEE gonstltutlonal Office Leave Constitutional Office Employees
rogram
CRAFT100 Employee Leave

Program

WICRAFT100 CRAFT Employees (Pay Schedule 04)




CRAFT140 Employee Leave

CRAFT Employees who purchase add'l

WICRAFT140 40 hours of vacation (Pay Schedule
Program 04)
CRAFT Employees who purchase add'l
WICRAFT180 CRAFT180 Employee Leave 80 hours of vacation (Pay Schedule
Program 04)
DOT Law Enforcement State Patrol Troopers (65900) &
WIDOTLETI Program Inspectors (65960) ONLY
WIEXPRIEE Exempt Leave Project Exerr_lpt Employees that have never
Program obtained Permanent Status
WIEXPRMEE Exempt Leave Perm Program [Exempt Permanent Employees
Fire/Crash Rescue Specialists (Class
WIFCRS112 DMA FCRS112 Program Codes: 66901/66902/66903) &
Supervisors (66920) ONLY
Fire/Crash Rescue Specialists (Class
WIFCRS96 DMA FCRS96 Program Codes: 66901/66902/66903) &
Supervisors (66920) ONLY
WINEXPRIEE Non-Exempt Project Leave Non-Exempt Employees that have
Program never obtained Permanent Status
WINEXPRMEE gfon;;;mpt Permanent Leave Non-Exempt Permanent employees
LTE's (Classified & Unclassified),
Elective, National Guard,
WINOTELIG Ineligible Leave Program Board/Commission Members, VISTA
Service Corps and other Non-
Employee groups
WISEASONAL DEASONAL Employee Leave o yonnal Employees
Program
WIUCEXEE Unclassified Exempt Leave Unclassified Exempt Employees
Program
WIUCNEXEE ~ |onclassified Non-Exempt Unclassified Non-Exempt Employees
Leave Program
Nurse Clinician 2-Weekend (38303)
WIWKNDNRS  |Weekend Nurse Program and Nurse Clinician 3-Weekend
(38863) ONLY
Employees who are laid off and are
WITERMSICK  |Layoff Sick Leave Program eligible to use Sick Leave Credits to

pay for Health Insurance Premiums

6. In the Setting sub-section, uncheck the Use Pay Group Eligibility checkbox




Absence Management System

Pay Group (505 4, Dept of Administration
Setting
— Eligibility Group YWINEXPRMEE &, NonExempt Employees -
[|:| Use Pay Group EHgthrw] [ Permanent
Use Pay Group Rate Type Exchange Rate Type y
[¥]Use Pay Group As Of Date Use Rate As Of | v

STEP 5: Review Salary Plan data

1. Click on the Salary Plan tab

Work Location Job Information Job Labor Payroll [ Salary Plan ] Compensation

2. Validate the Salary Admin Plan and the Grade that defaults from the position. If
this data is incorrect submit a STAR Support ticket requesting the correction.

Salary Plan (2 Find First (&' 10f1 &) Last
Effective Date 12/22/2015
Effective Sequence [ Action Hire
HR Status Active Reason Hire No WRS
Payroll Status Active Job Indicator Primary Job )
Current U
~ -
Salary Admin Plan 06 : echnical ]
Grade 15 + Pay Range 06-15 Grade Entry Date 12/22/2015
Step Step EI'III'Y Date
Includes Wage Progression Rule
STEP 6: Enter Compensation data
1. Click on the Compensation tab
Work Location Job Information Job Labor Payroll Salary Plan [ Compensation ]

2. Click Default Pay Components
a. This auto-populates the *Comp Rate Code of NAHRLY. This is the
employee’s base rate.
b. Enter the employee’s base rate in to the Comp Rate box.



Compensation (2 Find First 4/ 10f1 ‘&' Last
Effective Date 12/2212015 Gojioiion
Effective Sequence 0 Action Hire
HR Status Active Reason Hire No WRS
Payroll Status Active Job Indicator Primary Job
Current D
Compensation Rate 000F YSDIQ *Frequency HQ, Hourly
» Comparative Information (2
» Pay Rates (2
[ Default Pay Components ]
Pay Components 2 Personalize | Find | &Y | = First ‘&' 1of1 & Last
Amounts | Controls Changes ﬁrsmﬁ
Rate Code Seq Comp Ra Currency Frequency Points Percent Rate Code Group
NarRLY | 0 & UsD Q H ) [+ =

Calculate Compensation

3. If the employee has any hourly add-ons, click Add a Row(+) to add additional

rate codes

©

The Comp Rate auto populates based on the selected add-on Rate Code

Pay Components (7

Amounts Controls Changes Conversion
*Rate Code Seq Comp Rate
1 NAHRLY |@ 0

2 BILING 4] 0

1.000000/5] |USD

Personalize | Find If—i | = First' ¥ 12 0f2*' Last

=
Currency Frequency Points Percent Rate Code G!OUP

& |usD @ |H A +]]=]

Q [H 2 HE

4. Click Calculate Compensation

Pay Components | ?

Amounts Controls
*Rate Code Seq

1 NAHRLY @, 0

2 BILING "3 0

Changes Conversion E
Comp Rate

1.000000 /55

[ Calculate Compensation




STEP 7: Enter Employment data

1. Click the Employment Data link at the bottom of the page

Job Data

[ Employment Data ] Earnings Distribution

2. If necessary, click the Override checkbox for the following date fields and update
appropriately
a. Do NOT enter a Probation Date on this page. Probation is tracked in the

b.

“I’.

Person Profile.
*Original Start Date: The first date the employee began in a permanent
position (State service)
« Override for a Hire from Affiliate
*Company Seniority Date: Synonymous with Adjusted Continuous Service
Date. This date, in combination with the employee’s FLSA status and FTE,
drive the employee’s vacation accrual rate. If this date needs to be
overridden, check the override box and enter the correct date.
*Benefits Service Date: Synonymous with WRS Begin Date (State WRS
service only). Drives eligibility for employer contribution towards health
insurance premium.
e This date should be overridden for anyone who has prior WRS
state service. You will typically override for a Hire or Rehire with
Prior WRS and a Hire from Affiliate. The Agency Benefits Specialist
should be able to provide this date to the person with the HR
Specialist security role.
« Verify this matches the hire date for Hire or Rehire No WRS
o If prior WRS service is not accurately reflected and the system
thinks that the employee has less than 2 months of WRS state
service (6 months for an LTE), the employee’s health insurance
enrollment options will NOT be correct in eBenefits
e This date must be correct when the HIR event is created. If it's
updated at any time AFTER the date of initial entry, submit an SSO
ticket so the HIR event can be reprocessed.

Seniority Pay Calc Date: This field is not used by the State



Organizational Instance

Organizational Instance Red 0
Last Start Date 03/02/2009

Termination Date
Org Instance Service Date 03/02/2009

Organizational Assignment Data (7
Instance Record

Last Assignment Start Date 03/02/2009
Assignment End Date

Home/Host Classification Home

Company Seniority Date 03/02/2009

@
@

Benefits Service Date j3/02/2009

L

"

o | Original Start Date (03052009 | EOvenide]
T e U3/0472009
Years Months  Days
[ override v 6 E 13
First Assignment Start 03/02/2009
Years Months Days Time Reporter Data
[l Override v 6 9 13
[¥] Override © 6 g 13
T TOvernde v 6 9 13

Seniority Pay Calc Date U3/u272009

3.

If entering Time and Labor data via Employment Data page on behalf of the time

and labor role, refer to the next topic section: Enter Time and Labor Data.

STEP 8: Enter Benefits Program Participation data

1. Click the Benefits Program Participation Data link at the bottom of the screen

Job Data Employment Data

Eamings Distribution

[ Benefits Program Participation ]

2. In the Benefits System field, select Benefits Administration
a. Do NOT enter the ABBR on this page
b. Do NOT change the Benefit Record number on this page
c. Note the Benefits Employee Status displays here

*Benefits System Benefits Administration

Annual Benefits Base Rate

#= USD

[ Benefits Employee Status Active ]

3. Enter the appropriate values in the Elig FIds (Benefit Eligibility Fields)




&

a. The information on this page must be completed when the new Hire is
entered to ensure that benefits eligibility is determined correctly. Work with the
Agency Benefits Specialist to determine what values should be in these fields.

b. If the fields are not correct when the initial hire entry is done, NEVER add a
new job row to correct the values. The values must be correct on the hire row in
order for the HIR benefit event to prepare correctly. Submit an SSO ticket if any of
the fields must be corrected after the initial hire entry is done.

° A value must be entered in this field for ALL employees.

e  Enter the employee’s Wisconsin Retirement System (WRS) Category or the code associated with why the employee is
NOT eligible for the WRS.

Values if Eligible for the WRS

Values if NOT Eligible for the WRS

Elig Field 1 WRS Category Elig Field 1 Definition

30 GENERAL 30 - General NOTELIG N(_)t Eligible Default - NI_EVER use for anyone
- with an employee relationship
31_COURTRP[31 - Court Reporter NOTELIGLEG | FoF use by Legislature Only - Legislature-
Annuitant Elected
32_EXECRET [32 - Executive NOTELIG 90 | DO RS eligible - No WRS service before
33 - Protective (all except DNR, DOA, Not WRS Eligible - Has WRS service before
33_PROTECT Justice, Military Affairs, DOT) NOTELIG_91 7/1/11
Protective Justice, Military Affairs and . .
33_PRTCTXO DOA (as of 12-11-16) NOTELIG_92 Rehired Annuitant termed before 7/2/13
33 - Protective (DNR, DOT - non- Rehired Annuitant termed after 7/1/13 and
33_PRTCTXX [grandfathered) NOTELIG_93 had WRS service prior to 7/1/11
. Rehired Annuitant termed after 7/1/13 and
33 _DOTGRDF [33 - Protective (DOT Grandfathered) NOTELIG_94 had NO WRS service prior to 7/1/11
In Milwaukee Retirement System - eligible
40_TEACHER 140 - Teacher BENELIG_95 for benefits but not covered by the WRS
41 EXECTEA [41 - Executive Teacher
42 EDUCSUP 42 - Educational Support Personnel Note: If not eligible for WRS, must put correct “Not Eligible"
46 - Legislative Officers, Const Officers, [code in Elg FId 1 so the WRS Lookback Report works correctly.
46_EXECLEG DAS ’ ’

Note on Protectives: Agencies may change Protective Categories from year to year based on contribution rates. In 2016, DOA
was covered by 33_PRTCTXX but moved to 33_PRTCTXO for 2017.




o If the employee is eligible for the WRS, a value must be entered in this field at hire/rehire.
e Enter the employee’s Income Continuation Insurance (ICl) category and the plan for which the employee is eligible
e The value in Elg FId 2 drives was ICI options are available for enroliment.

0 Eligible for Standard ICI if annual earnings < $64,000

0 Eligible for Supplemental ICI if annual earnings > $64,000

o If the employee is new to state government, eligible for ICI Category 1.

o]

If the employee is transferring from another state agency (transfer from affiliate), enter the Elg FId value
associated with the employee’s ICI enroliment on the transfer record. If not enrolled in ICI, leave this field blank
because the employee is not eligible to enroll in ICI at hire.

o If the employee is returning to state government and reinstating sick leave balance, need to review sick leave
balance and last ICI enrollment to determine correct value.

HOOO0 1f no value entered in this field, the option to enroll in ICI will NOT be available on the HIR event.

Elg FId 2 Values

Standard ICI Only Standard + Supplemental ICI

ICICATGRY1 - ICI Category 1

ICIBASSUP1 - ICI Category 1

ICICATGRY?2 - ICI Category 2

ICIBASSUP2 - ICI Category 2

ICICATGRY3 - ICI Category 3

ICIBASSUP3 - ICI Category 3

ICICATGRY4 - ICI Category 4

ICIBASSUP4 - ICI Category 4

ICICATGRYS5 - ICI Category 5

ICIBASSUPS - ICI Category 5

ICICATGRY6 - ICI Category 6

ICIBASSUPG - ICI Category 6

U000 This field is used for a variety of reasons. This field must be completed if:
o The employee is a WRS-covered LTE; or
0 The employee has a pre-tax premium waiver on file; or

o The employee is required to pay the full cost of health insurance because they are a craftsworker or have lost the
employer contribution towards the premium due to leave of absence or layoff, or

o The employee is required to pay the less than half time rates health insurance premium

Elig Field 3 Definition
Employee pays 100% of health insurance premium - this must be entered for craftsworkers or
employees no longer eligible for the employer contribution towards health insurance due to leave of

100EMPPAID Jabsence or layoff.
NOTE - Do NOT use this for employees who elect early health insurance before eligible for the
employer contribution towards health insurance.
This should ONLY be used for employees who file a pre-tax premium waiver (ET-2340). This should
ALLPOSTTAX NOT be entered for LTEs or for employees who cover a non-tax dependent.

If an employee is an LTE, insurance premiums will automatically be taken post-tax. If an employee
covers a non-tax dependent on optional plans, the premium will automatically be taken post-tax.

Use when employee must pay the less than half time rates for health insurance. You will need to enter
LESSTHANS0 |[this for all WRS-covered LTEs who have only 1 appointment or non-LTE employees who work less than
50%.

Use when WRS-covered LTE is eligible for the full employer contribution towards health insurance
(employee has 2 or more concurrent LTE appointments and works at least 50%)

LTEFULLSGH




L0 This field will typically remain blank for a new hire
10000 Used to track when employee offered coverage through ICI deferred enroliment.

Disability

0O This field will typically remain blank for a new hire
LI el 1 Used to identify grandfathered employees enrolled in 50% SGL Supplemental Plan and/or have State Group Life or ICI
disability premium waivers in effect

Elig FId 2: required if
employee is covered by WRS

Benefits Administration Eligibility

BAS Group ID
Flig FId 1: always Elig Fid 1 ) Elig Fid 2 Elig Fid 3
required Elig Fid 4 2 Elig Fid 5 2, Elig Fid 6 2,
Elig Fid 7 \ Elig Fid 8 . Elig Fid 9

4. In the Benefit Program Participation section:
a. Effective Date: Do NOT enter a date in this field. It will default to the hire date.
b. Benefit Program: Do NOT enter anything in this field
c. For a new hire, when you are entering the job information for the first time,
the employee will be in the DEF (default) benefit program
d. Once all job data is entered and Benefits Administration analyzes all
benefits eligibility information on the job record, the system will assign the
employee to the correct benefit program

5. Click OK
Benefit Program Participatio "\l Find | View All First 10f1 Last
*Effective Date (08/20/2015  |[» Currency Code USD 1] [=]
o‘EeneIil Program |DEF o Default (WRS Ineligible EE
Job Data Employment Data Earnings Distribution Benefits Program Participation

Note: At this point, you are taken back to the Organizational Relationship page. This
indicates the Personal Data and Job Data for the employment instance is complete.
Be sure to write down the employee ID number.

6. Click Save
7. Be sure to record the Empl ID created by PeopleSoft



RESULT: The new hire now has Personal and Job Data in PeopleSoft and is assigned an
Empl ID

1. Federal and State Tax records and a Tax distribution record are automatically
added to the employee’s records. These need to be verified and updated.
2. Overnight batch processes run

a. The Hire/Rehire Action creates a HIR benefits event. If a Hire from
Affiliate action reason is used, a HFA benefits event is created.

b. If the employee is eligible for the WRS, employee will be automatically
enrolled in the WRS (based on the value in Elg FId 1). If the job entry is
done before the hire date, the WRS enrollment will automatically occur the
night of the hire date.

c. On the day after you enter a hire or rehire, the employee’s eBenefits New
Hire event will open in employee self-service. The HIR event is also open
to the agency if paper application entry is necessary.

d. Note: If a Hire from Affiliate Action/Action reason is used, a self-service
benefits event will NOT open because the employee is limited to the
benefits that the employee had at the former state payroll center (plus any
benefits that weren’t offered at the former payroll center). In this case, the
employee will be required to submit paper benefit applications that will
need to be entered by the Benefits Specialist on the HFA event.

v What if | save the Job Data but need to make corrections or add more information? !

If you clicked Save on the Job Data, but were not finished or need to make a comection, do NOT add additional rows
to the job data in an attempt to ‘correct’ the information. Submit a STAR Support Ticket requesting the correction().

HR - Add A Person Profile
Role: Agency HR Specialist

Although the person profile is not part of the Person or Job Data, it is important the
Probation, Veteran Disability Status, and Disability/Severe Disability be entered at the
time of hire.

Note that information on Tests, Exam and Assessment, Background Check,
Vaccinations, License, Certification, and Registration are at the discretion of the
individual agency.



STEP 1: Navigate to and create a new Person Profile page for the new hire employee

1. Navigation: Main Menu > Workforce Development > Profile Management >
Profiles > Person Profiles

2. Click the Add a New Value tab

3. Click Add

Person Profiles

ind an Existing Value [ Add a New Value }e

Profile 1D: |

) €D

4. Enter or select the Empl ID of the new hire
5. Enter or select Profile Type of WI_DEFAULT
6. Click Save

M




Person Profile

o “Empl ID
o *Profile Type WI_DEFAULT |@,
*Profile Status | Active v

*Description Person Profile

& prrint © Comments

o)

7. Continue with Step 2 for the appropriate situation below — Add a Probation, Enter
a Veteran Disability, or Enter a Disability/Severe Disability

Add a Probation

Citation: http://docs.legis.wisconsin.gov/code/admin code/er mrs/13

STEP 2: Enter Probation data

1. Click the Employee Status tab
2. Click (+) Add New Probation


http://docs.legis.wisconsin.gov/code/admin_code/er_mrs/13

Employment Requirements [ Employee Status ] Licenses/Certification Veteran Disability

Probation

There are currently no Probation for this profile. Please add one if required.

[i Add New Probation ]

3. Enter the following fields:
a. Effective Date: Probation start date

b. Probation: WIPROBATION
C. Position: Position number associated with the probationary period. Some
employees may have more than one employment instance, so this ties the position to
the probationary period
d. Probation Type: Select the appropriate type of probation
e. Lengthened Probation: Use this check box if the probationary period has been
approved to be a lengthened probationary period through DPM
Probation End Date: Date of the last day of the probationary period
Select Probation Waive if applicable, and enter Reason for Waive
Comments: Enter comments related to the probationary period
Click OK

.—h

»oa@



Details

8 (" *Effective Date 12162015 B )
*Probation J
g *Position a
*Probation Type 2,
[[] Lengthened Probation

0 Probation End Date [3) )

[ Probation Extension Flag

o [ [] Probation Waive ]

[[] Did Not Complete Probation
/ Reason for Extension "\?\

Reason for Waive

o Comments | '{?:

®

B Cancel Apply and Add Another

Enter a Veteran Disability
STEP 3: Enter Veteran Disability data

1. Click the Veteran Disability tab
2. Click (+) Add New Veteran Disability

Employment Requirements Employee Status Licenses/Certification [ Veteran Disability] Severe Disability

Veteran Disability

There are currently no Veteran Disability for this profile. Please add one if required.

[ # Add Mew Veteran Disability ]

3. Enter or select the appropriate Disabled Veteran or Spouse value



4. Enter or select the appropriate Disability Type
5. Click OK

Details

o *Disabled Veteran or Spouse 2

Disability Type 2

5 Cancel Apply and Add Another

Enter a Severe Disability

The Disability flag needs to be checked if disabled. If severely disabled, disability flag
needs to be checked before inputting information about severe disability.

Note: The Disability flag is set outside of the Person Profile pages
STEP 4: Select the Disability flag
1. Navigation: Main Menu > Workforce Administration > Personal Information >
Disability > Disabilities

2. Enter the desired search criteria
3. Click Search



Disabilities

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Empl ID: begins with v
@ Name: begins with Vv
Last Name: begins with Vv

Second Last Name: begins with

Alternate Character Name:| begins with %

Middle Name: begins with v

[ lInclude History [ |Case Sensitive

q Search I Clear BasicSearch [ Save Search Criteria

4. If multiple employees result, click the desired employee from the Search Results
list

5. Select the Disabled checkbox

6. Click Save

Disability Status

M EE ysa

_@" Return to Search | [=] Notify




STEP 5: Enter Severe Disability data

1. Navigation: Main Menu > Workforce Administration > Profile Management >
Profiles > Person Profiles

2. Click the Severe Disability tab

3. Click (+) Add New Severe Disability

Employment Requirements Employee Status Licenses/Certification Veteran Disability [ Severe Disability ]

Severe Disability

There are currently no Severe Disability for this profile. Please add one ifrequired.

[ ﬂ Add New Severe Disabiiil}']

4. Enter the following fields:
a. Enter the Effective Date

b. Severe Disability: Enter or select 2
C. Enter any Comments
5. Click OK
6. Click Save
Details
*Effective Date |09/22/2015 E
*Severe Disability @
Comments

Cancel Apply and Add Another

Time And Labor - Enter Time And Labor Data

Role: Time and Labor Specialist

Alternate Role: Agency HR Specialist

Trigger for Time and Labor Specialist Role: Wild card search on the Create Time
Reporter Data page (discussed below)

Trigger for HR Specialist Role: New hire process - part of the Employment Data page



Time and Labor Data can be entered at by the Time and Labor Specialist role after
the employee’s Personal and Job Data have been established. Or the Time and Labor
Data can be input by the HR Specialist Role during Job Data entry via the Employment
Data page. If entered by the HR Specialist, be sure to obtain the proper values from
the Time and Labor Specialist. The employee will not be able to enter time until Time
& Labor data is entered.

STEP 1: Time and Labor Specialist: Navigate to the Create Time Reporter Data page
and locate the new hire/rehire employee

1. Navigation: Main Menu > Time and Labor > Enroll Time Reporters > Create

Time Reporter Data
2. Enter the desired search criteria

©)

To search for all employees who have not been set up with Time and
Labor data, enter a wild card (%) into the Empl ID field

3. Click Search

Create Time Reporter Data
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value

Search Criteria

Empl ID: _ begins with W
empl Record:| = o

0y

Name: begins with v|

[l Case Sensitive

[ Search ] Clear |Basic Search I_,*' Save Search Criteria

If multiple employees result, click the desired employee from the Search Results list



STEP 2: If entered by the Agency HR Specialist: Click the Time Reporter Data link on
the Employment Data page

Organizational Assignment Data %

Instance Record

Last Assignment Start Date 12/11/2015 First Assignment Start 12/11/2015

Assignment End Date

Home/Host Classification Home Years Months Days Time Reporter Data

Company Seniority Date 12/11/2015 [] override © 0 0 0
Benefits Service Date 12/11/2015 [ override T o0 0 0
Seniority Pay Calc Date 12/11/2015 [ override e 0 0 0
Probation Date )
Professional Experience Date ) Last Verification Date )
Business Title CONTRACTORS Position Phone
= USA
Job Data Employment Data Earnings Distribution Benefits Program Participation

STEP 3: (Both roles follow the same steps at this point) Enter the Time Reporter Data

1. Enter the following fields: (For more information on Time Reporter Data,
reference R2 Configuration Data SharePoint documents)

a. Effective Date: The date the time reporter data and associated plans are
effective. For a new hire/rehire, this should ALWAYS be the hire date.

b. Status: When an employee is enrolled, the time reporting status is Active
by default

c. Time Reporter Type: Select either Elapsed Time Reporter or Punch Time
Reporter

e Select Elapsed Time Reporters for Exception Reporters

d. Elapsed Time Template or Punch Time Template: Enter whichever field is
appropriate based on the Time Reporter Type

e. Time Period ID: Select PSDAY for Positive Time Reporters; Select
WISBIWEEK for Exception Time Reporters

f. Workgroup: Identifies the default TRC program, rule program, holiday
schedule, time reporting period, and other information PeopleSoft uses
when processing reported time

e For Exception Reporters, select WISEXCEPT (Approval Required)
or WISEXCEPT1 (Approval Not Required)

g. Taskgroup: Identifies the default task template, task profile and time
reporting templates that PeopleSoft uses when collecting and processing
reported time

h. Rule Element 1-4: Assign up to four rule elements as needed

e Rule Element 1: Used to indicate how Overtime is compensated

Available Values:


https://agency.wisconsin.gov/sites/ERP/SitePages/Configuration%20Data.aspx?RootFolder=/sites/ERP/R2%20Configuration%20Data/Time%20and%20Labor&FolderCTID=0x01200012FAC0DA4B0EE14F82A973726D59603D&View=%7bFEB7C683-B0C3-4E21-9577-CE16B129BFF9%7d

e CASH - Cash Payout for Overtime
e COMBO - Combination of Cash and Comp Time for
Overtime
e COMP — Comp Time for Overtime
« Rule Element 2: D — Gives exempt employees and LTEs differential
pay
¢ Rule Element 3: Responsibilities pay

Available Values:

e P —Permanent PM Shift Responsibility
e« T —Temporary PM Shift Responsibility
e Rule Element 4: Used to indicate how Holiday Overtime is
compensated

Available Values:

e CASH - Cash Payout for Holiday Overtime

e COMBO - Combination of Cash and Comp Time for Holiday
Overtime

e COMP — Comp Time for Holiday Overtime

a. TCD Group: If the employee uses a TCD, such as a time clock or badge
scanner to report time, select the appropriate TCD group

b. Time Zone: CST

Send Time to Payroll: Check

For Taskgroup: Indicates the employee’s Taskgroup is defined for

commitment accounting

e. For Department: Indicates the employee’s department is defined for
commitment accounting

Qo

2. Click Save



Create Time Reporter Data

Beckey Lano ID 100000024 Employment Record
Organizational Relationship Employee Badge Detai
Payable Time Start Date (s
Time Reporier Data Find | View A First'd 1of 12 Last
*Effective Date 02/10/,2015 ) Y ° =Ctatus Active - o
*Time Reporter Type Elapsed Time Reporter v Payral
Elapsed Time Template o [#] Send Time to Payroll

Punch Time Template

Commitment Accounting

Time Period ID A
For Taskgroup
*Workgroup L o For Department
*Taskgroup A, v
Task Profile ID
TCD Group

Restriction Profile 1D
Rule Element 1
Rule Element 2
Rule Element 3
Rule Element 4
Rule Element 5

Central Time (US]

P 0 0000

Time Zone CS

¢
:

[&* Return to Search | v | Previousinlist ||+ | Nextinlist || -7 Notify || ¥ Refresh

RESULTS: The employee is now enrolled as a time reporter and is immediately
effective. An overnight batch runs prior to the employee being assigned a schedule.

Time And Labor - Assign A Schedule

Role: Time and Labor Specialist
Trigger: Notification of a new hire/rehire from HR

The employee should be assigned a schedule the day after Time and Labor data was
entered and the nightly batch process was run. The employee will NOT be able to
enter any absences until assigned a schedule.

Note: Schedules assigned in Time and Labor are for the purpose of tracking absences
only.

STEP 1: Navigate to the Assign Work Schedule page and locate the desired new
hire/rehire employee



1. Navigation: Main Menu > Time and Labor > Enroll Time Reporters > Assign Work
Schedule

2. Enter the desired search criteria

Assign Work Schedule
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value

™

Search Criteria

Empl ID: begins with
Empl Record: = -
Name: begins with -
& Last Name: begins with
Business Unit: begins with =
Department: begins with +
Organizational Relationship: = - -
¥!Include History ["] Correct History ["] Case Sensitive

e Clear |Basic Search [P Save Search Criteria

3. Click Search

4. If multiple employees result, click the desired employee from the Search Results
list

STEP 2: Enter schedule data

1. Enter the following fields:
a. Effective Date: The effective date of the assigned schedule. Cannot be

older than today’s date. For a new hire/rehire, the effective date MUST be
the date of hire.

b. Assignment Method: Select Predefined Schedule

o After Select Predefined Schedule is selected, the Schedule Group
and Schedule ID fields activate



o Refer to the SCHEDULES spreadsheet on STAR Connection for
details

c. Schedule Group. Select the appropriate value
d. Schedule ID: Select the appropriate value
2. Click Show Schedule to open the Schedule Calendar window

Assign Schedules Personalize | Find | View All | &
&imary Schedule Q\ate Schedule | (53 ° Q
*Effective Date  “Assignment Method Schedule Group Schedule ID Description Show Schedule

[ 12/1672015/5 [ Select Predefined Schedule v ] o Show Schedule

3. Review the employee’s Sched Hrs

Schedule Group WISCONSIN WISCONSIN SCHEDULE GROUP

Schedule ID 24 HOUR_SCH_ELAP24 Hour Schedule Elapsed

Workgroup WISPONEX Pasitive Non Exempt Time Repor
From Date [12/16/2015 x | Load Calendar Previous Period Next Period
Schedule Calendar Personalize | Find |2 | First * 1707 ' Last
Shift Time Configurable Totals El:l
Day Date Workday ID Shift ID Sched Hrs Shift Detail
Wednesday 12/16/2015 24_HRS_ELP 24.00 Shift Detail
Thursday 12/17/2015 24_HRS_ELP 24.00 Shift Detail
Fnday 1211872015 24_HRS_ELP 2400 Shift Detail

4. Click OK
5. Click Save

RESULTS: The employee is now assigned a schedule for tracking absences.

Payroll - Verify/Update Federal And State Tax Data
Role: Agency Payroll Specialist

PeopleSoft automatically sets up an employee’s tax data after the Personal and Job
Data are completed. The Federal and State Tax data rows are added as a default


http://starconnection.wi.gov/Documents/HCM/schedules.xlsx

Marital Status of Single and Withholding Allowances of 0. The payroll specialist should
verify the records were created and update to the appropriate values.

Federal tax data is available for the employee to manage through ePay Self Service.
Best practice is to have the employee input the proper updates.

State tax data can only be updated by the Agency Payroll Specialist and should be
completed at time of hire. Note that multiple state tax records are supported.

STEP 1: Navigate to the Tax Data pages and locate the desired new hire/rehire
employee

1. Navigation: Main Menu > Payroll for North America > Employee Pay Data
USA > Tax Information > Update Employee Tax Data

2. Enter the desired search criteria in the Find an Existing Value tab

3. Select Search

Update Tax Distribution
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value

Search Criteria

(Empl ID: begins with || ™
Empl Record: E
Name:
Last Name:
Second Last Name: W
Alternate Character Name:m

Middle Name: [ begins with |

I..\_:| Include History [ ] Correct History [ ] Case Sensitive J

Clear Basic Search [@F Save Search Criteria

4. If multiple employees result, click the desired employee from the Search Results
list

STEP 2: Make required updates to the Federal Tax Data



1. Click Add a Row (+)

Note: Regardless if federal tax data needs to be updated or not, a new effective
dated row for any tax change must be added on the Federal Tax Data tab first

2. Enter an Effective Date which reflects the date that the data was entered
Note: Retroactive dates do not recalculate tax data for the previous periods

3. Review the following fields and update as needed:

a. Special Withholding Tax Status: Select the appropriate value

b. Tax Marital Status: Select the appropriate value

C. Married withholding at the single rate checkbox: This selection is informational
only

d. Withholding Allowances: Number of allowances claimed for withholding
adjustments

e. Additional Amount: Additional flat dollar amount to be withheld from the

employee for state taxes

f. Additional Percentage: Additional percentage of pay to be withheld from the
employee for state taxes

g. Exempt from FUT: Select

Tax Data (2 Find | View A First & 10f1 %' Last
Company WIS State of Wisconsin o -
o *Effective Date 07/13/2015 [w)
Updated By Online Usr Date Last Updated 09/13/2015
Federal Withholding Elements (4
3 a * Special Withholding Tax Status | None v
b *Tax Marital Status | Married Y| warmied
c Check here and select Single status if married but withholding a§single rate.
d Withholding Allowances
e Additional Amount $0.00
Additional Percentage 0.000
¥ Exempt from FUT

4. Complete the Lock-In Letter Details only if notification has been received from a
taxing authority requiring a limit on the employee’s allowances. Note: When this
selection is used, employees are blocked in ePay from entering allowances over
the Limit on Allowances.

a. Letter Received checkbox: Select
b. Limit on Allowances: Enter the maximum number of
allowances the employee is allowed to claim



STEP 3: Make required updates to the State Tax Data

1. Select the State Tax Data tab

Federal Tax Data [ State Tax Data ] Local Tax Data

Verify the state record created is accurate for the employee

If the employee lives and works in separate states, add a state by selecting the

Add a Row (+) in the State Information section. Then make updates for both

states as specified in the following steps.

4. Enter or select the employee’s work state or resident state, as applicable, in the
State field

5. Use the Resident and Ul Jurisdiction checkboxes to specify working state record

versus living state record for the employee. For employees who live and work in

the same state, both boxes should be checked on their single tax record.

w N

a. Resident checkbox: This should be selected for the state tax record that
corresponds to the employee’s state of residence
b. Ul Jurisdiction checkbox: This should be selected for the state tax record that

corresponds to the employee’s work state location (typically WI)

Tax Data Find | View All First '® 1 of 1 Last
Company WIS State of Wisconsin Effective Date 02/15/1999 (=]
State Information Find | View All First'*' 1 of 1 Last
*State|WI @,  Wisconsin +l=
[ Resident Ul Jurisdiction ]
Non-Residency Statement Filed [/ Exempt From SUT

6. Review the following fields and update as needed:

a. Exempt From SUT: Select for employees claiming exempt
from state unemployment taxes

b. Special Withholding Tax Status: Select the appropriate
value

C. Tax Marital Status: Select the appropriate value

d. Withholding Allowances: Number of allowances claimed for
withholding adjustments

e. Additional Amount: Additional flat dollar amount to be
withheld from the employee for state taxes

f. Additional Percentage: Additional percentage of pay to be

withheld from the employee for state taxes



g. Additional Allowances: Any additional allowances claimed
for withholding adjustments

h. Earned Income Credit: Select for employees qualifying low
or moderate-income employees

State Withholding Elements (2
(" *Special Withholding Tax Status [None v ™\
*Tax Marital Status S %, |Single fal

Withholding Allowances 2

Additional Amount $0.00

Additional Percentage 0.000

Additional Allowances 0
\_ o [] Earned Income Credit Y,

7. Complete the Lock-In Letter Details only if notification has been received from a
taxing authority requiring a limit on the employee’s allowances. Note: When this

selection is used, employees are blocked in ePay from entering allowances over
the Limit on Allowances.

o Letter Received checkbox: Select

o Limit on Allowances: Enter the maximum number of allowances the
employee is allowed to claim

8. Click Save

Lock-In Letter Details

[D L etter Received Limit On Allowances 0 ]

..-"' Return to Search =] Notify = «* Refresh

Payroll - Set Up General Deductions

Role: Agency Payroll Specialist



General deductions refer broadly to non-benefit deductions. While these are entered
at many times throughout a person’s employment, at time of hire, a few such as
parking or van pool may be entered.

STEP 1: Navigate to the Create General Deductions page and locate the desired new
hire/rehire employee

1. Navigation: Main Menu > Payroll for North America > Employee Pay Data
USA > Deductions > Create General Deductions

2. Enter the desired search criteria in the Find an Existing Value tab

3. Select Search

Create General Deductions

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value Keyword Search

search Criteria

(Empl 1D: | begins with V| )
Company: | begins with V| Q@
Name: | begins with V|
Last Name: | begins with V|
Second Last Name: begins with V|
Alternate Character Name:| begins with V‘

Include History [ _|Case Sensitive

N Y,

[ Search ] Clear Basic Search .;"" Save Search Criteria

4. If multiple employees result, click the desired employee from the Search Results
list

STEP 2: Enter the appropriate General Deductions

1. Enter or select deduction type/name in the Deduction Code field



2. In the Deduction Details section, enter the following information for the deduction
code selected above:
a. Effective Date: The date the deduction is effective. As a best practice, use the
1st day of the 1st pay period in which the deduction should be effective. Note that
PeopleSoft will take the entire deduction for the pay period the effective date falls
within.

b. Calculation Routine: Flat Amount. This is the only value used at the State and
thus should always be the selection.
C. Take on all Paygroups: Uncheck. *This is very important to uncheck so that the

deduction is not taken on all pay checks an employee with multiple appointments
receives.
d. Flat/Add’l| Amount: Specify the dollar amount taken for the deduction
e. Deduction End Date: (if required) the date the deduction should discontinue
f. Goal Amount: (if required) establishes the deduction cap
Note: Deductions stop when the Goal Amount is reached or the Deduction
End Date, whichever comes first
g. Current Goal Balance: (no entry) This field automatically updates
as period deductions are taken when a Goal Amount has been set
2. If additional deductions are required:
g. Select Add a Row (+) in the General Deduction section
h. Enter or select the next deduction type/name in the Deduction Code field
i. Continue updating the Deduction Details same as above
3. When all deductions are entered, click Save

General Deduction Find | View All First ‘& 10of 1 ‘2’ Last
o [ *Deduction Code United Way Brown County +] -
a Deduction Details Find | View All First'#' 1 0f 1'% Last
o *Effective Date 12/27/2015 gl o [ [_] Take on all Paygroups ] +] =]
o *Calculation Routine | Flat Amount ‘ Ded stopped by Self Serv User
° Deduction End Date " eduction Rate or %
Loan Interest % o Flat/Addl Amount
[ Goal Amount ] 9 Current Goal Balance
This data was last updated by Online User Data last updated on 11/19/2015

* Return to Search =] Notify i* Refresh

Payroll - Enroll In Direct Deposit

Role: Agency Payroll Specialist
Enrolling in Direct Deposit is available for the employee to perform through ePay Self
Service. While best practice is to encourage employees to use ePay, there will be



situations when the Agency Payroll Specialist will need to enter the information on
behalf of the employee.

Direct Deposit is mandated by the State. All employees must have at least one
Balance of Net Pay direct deposit set up. This is the last priority account where funds
will be distributed after any additional, higher priority direct deposits have been
taken. Employees are allowed to have an unlimited number of direct deposits.

STEP 1: Navigate to the Request Direct Deposit page and locate the desired new
hire/rehire employee.

1. Navigation: Main Menu > Payroll for North America > Employee Pay Data
USA > Request Direct Deposit

2. Enter the desired search criteria in the Find an Existing Value tab
3. Select Search

Request Direct Deposit

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

vy

"Emp[ 1D begins with v
Last Name: W‘
Second Last Name: @I
Second Last Name: m
Alternate Character Name: | begins with

[linclude History [_|Correct History [] Case Sensitive
A vy

Clear |Basic Search [if Save Search Criteria

4. If multiple employees result, click the desired employee from the Search Results
list




STEP 2: Enter the employee’s Balance of Net Pay direct deposit. If the employee has
only one account, this will be attached to that account. If the employee has multiple
direct deposit accounts, this is the account where the remainder of the check will go
after all other direct deposits are distributed.

Enter the Effective Date and select Active from the Status list

2. The Suppress DDP Advice Print option is selected by default indicating the
employee will receive an electronic advice only. If the employee needs a paper
advice printed, uncheck this option

=

Deposit Information Find | View All First'4' 1 of 1 Last
N'I:Hective Date |09/29/2015 |[sy I *Status | Active b fl =

o | [¥] Suppress DDP Advice Print I

£9 - i1 o Loars 1

3. Enter the Bank ID which is the routing number

4. Select Prenaotification Required
a. Prenotifications go out daily and have a 10-day waiting period. During that
time, the employee may still receive a paper check.

Find | View Al Furst 10f1 Last

Country Code USA United States

o [ Bank ID

L International ACH Bank Ac |'|_1|:|lo [ +| Prenotification Required ]

5. Enter the following data:

Account Type: Select the appropriate value

Deposit Type: Balance of Net Pay

Priority: 999

Account Number: Enter the employee’s bank account number

If no additional Direct Deposit accounts are required, click Save

If additional Direct Deposits need to be entered for the employee, do not save.
Continue to Step 3

Qoo

N



Distribution

o [ *Account Iype[ Checking v o “Deposit Type | Balance of Net Pay iV ]
Net Pay Percent Net Pay Amount
(G [ “Priority 999 P Account Number 123256769 x ]

Prenote Date

This data was last updated by  Online User

J | Nextin List

Prenote Status Not Submtd

Data last updated on 10/02/2015

=] Notify 2% Refresh

6 # RetumtoSearch 4| Previous in List

STEP 3: (Optional) Enter any additional direct deposits

1. Click Add a Row (+) in the Distribution Information section
2. Enter the following data:

Bank ID: Routing Number

Prenotification Required: Select

Account Type: Select the appropriate value

Deposit Type: Select Amount or Percent

. Net Pay Percent: Enter percentage if Deposit Type was

selected as Percent
« Note: Percentages are accepted but discouraged. They may

not function as expected when multiple percent direct
deposits are used. The first priority percent will be taken
from the employee’s net pay. The second percent will be
taken from the remaining net pay amount after the first
priority is deducted.

f. Net Pay Amount: Enter flat amount if Deposit Type was selected as Amount

g. Priority: Enter the priority order in which the direct deposit should be taken,

with 1 being the first priority

h. Account Number: Enter the employee’s bank account number

"o T

3. After all required Direct Deposits have been entered, click Save

Benefits - Enter ABBR For Life, ICI, And AD&D

Role: Agency Benefits Specialist

The Annual Benefits Base Rate (ABBR) is used to calculate premium and coverage
level for ICI, State Group Life and AD&D. At hire, the Benefits Specialist will enter all
three ABBRs for all WRS-covered employees as soon as the employee’s job data entry
is complete - preferably on the same day.



It is recommended that the Benefits Specialist enter the ABBR amounts into
PeopleSoft. If the amount is not entered on the same day that the hire is entered, the
system will automatically populate the employee’s ABBR fields, using the calculation
logic below. Given all of the nuances related to an employee’s projected salary, the
automated calculation may not always be accurate.

ABBR Calculation Used at Hire (see Life and ICI manuals for full details)

« State Group Life and ICI — Take the employee’s annual projected salary and
round to the next $1000
o If paid hourly rate: (Hourly Rate) x (2080) x (FTE — if less than full-time)
o Take result and round to next highest $1000
o If paid monthly rate: (Monthly Rate) x (12) x (FTE — if less than full-time)
o Take result and round to the next highest $1000
o ForICl, do NOT enter an ABBR greater than $120,000, even if the employee’s
salary exceeds this amount.
e AD&D - (Hourly Rate) x (174) x (12)
o Do NOT round or adjust if less than full-time

Note: The ABBR for all plans will be updated centrally during the annual update
period(s).

STEP 1: Navigate to the Update ABBRs page and locate the desired new hire/rehire
employee

1. Navigation: Main Menu > Benefits > Employee/Dependent Information >
Update ABBRs

2. Enter the desired search criteria in the Find an Existing Value tab

3. Select Search



Update ABBR=

nfarmation vou have and chick Saarch. Leave felds blank for a kst of all values

Find an Existing Value

Empd Ik Dsagans with W
Empl Record: b

Harme with W]
Last Madme: s wath W
Socond Last Nam: [ e gns with v
Altermate Character !‘vlalue.:!- s will v
Middle Namse: e walh v

Include History || Correct History | Case Sengitive

Search Clear  Basic Search [F Save Search Criteria

4. If multiple employees result, click the desired employee from the Search Results

list

STEP 2: Enter the calculated rates for the three ABBR types

1. Enter or select LIFE in the Annual Benefits Base Rate Type field
2. Enter or select the Effective Date which is the hire date for a new hire/rehire
3. Enter the calculated Annual Benefits Base Rate for State Group Life

Annual Benefit Base Rates Find | View All First ‘4’ 1 of 1'%/ Last
*Annual Benefits Base Rate Type LIFE ~".o +I
Annual Benefit Base Rates Personalize | &2 | E ] First ‘&' 1 0f 1'%/ Last

*Effective Date Annual Benefits Base Rate Currency Code Date of last update

2 N I (& 60,000.00 12222015 |5 = =

Click Add a Row (+) to the right of the Annual Benefits Base Rate Type field.
Enter or select ICI in the Annual Benefits Base Rate Type field.

Enter or select the Effective Date which is the hire date for a new hire/rehire.
Enter the calculated Annual Benefits Base Rate for Income Continuation
Insurance. Never enter a value greater than $120,000.

No ok



Annual Benefit Base Rates

Find | View All First ‘4 1 of 1 '/ Last
*Annual Benefits Base Rate Type IC| =ZL‘J.°
Annual Benefit Base Rates Personalize | & | £ First'4' 1 of 1'% Last
*Effective Date Annual Benefits Base Rate Currency Code Date of last update

01 12222015 |3} o 60,000.00 1212212015

B9 # =

8. Click Add a Row (+) to the right of the Annual Benefits Base Rate Type field.
9. Enter or select ADD in the Annual Benefits Base Rate Type field.
10.1Enter or select the Effective Date which is the hire date for a new hire/rehire.

11.Enter the calculated Annual Benefits Base Rate for Accidental Death &
Dismemberment.

Annual Benefit Base Rates

Find | View All First'4' 1 of 1 '}/ Last
*Annual Benefits Base Rate Type ADD @, o o
Annual Benefit Base Rates Personalize | ) _L'J First 'Y 10f 1} Last
*Effective Date Annual Benefits Base Rate Currency Code Date of last update
o 1[12r2212015 5 o 60,000.00 1212212015 |[3] [+]|[=]

12.Notice your page count should now say 3 of 3.

13.Click View All to see all three entries on one page and verify they were added
correctly.

14.Click Save.



Annual Benefit Base Rates and @ Last
+]

“Annual Benefits Base Rate Type LIFE |9,y siate Group Life Insurance

Annual Benefit Base Rates Personalize ]ﬂil | (] First'4 1 0f 1'% Last
*Effective Date Annual Benefits Base Rate Currency Code Date of last update
112222015 |5 60000.00] USD 1212272015 |3} [+] (=]
*Annual Benefits Base Rate Type ICI @&, W1 Income Continuation Ins [#]
Annual Benefit Base Rates Personalize | 2 | [ First'4' 1 of 1'®/ Last
*Effective Date Annual Benefits Base Rate Currency Code Date of last update
1/02/01/2015 [#1) 45000.00 USD 02/01/2015 [#] =]
*Annual Benefits Base Rate Type ADD (@, 1 AD&D Benefit Base Rate [+
Annual Benefit Base Rates Personalize | 2 | [ First'4' 1of 1'%/ Last
*Effective Date Annual Benefits Base Rate Currency Code Date of last update
112222015 |3 60000.00| USD 1272212015 |3 (# =]

q._;f‘ Return to Search ||[=] Notify

Benefits - Open Events Query

Role: Agency Benefits Specialist
Trigger: Open Event Query

Once a Hire action is entered on Job, a HIR event is added to the BAS Activity Table.
The overnight Benefits Administration batch process opens the HIR event for entry.

It is recommended that the agency benefits specialist runs the Open Event query once
per day to review all open events to see if any actions need to be taken or if any
employees need to be contacted.

Run the Open Events Query
STEP 1: Navigate to the Query View page and run the query.

1. Navigation: Main Menu > Reporting Tools > Query > Query Viewer
2. Enter the following:

a. Search By: Query Name

b. Begins With: WI_BN_OPEN_EVENTS

c. Click Search.



Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values
o ‘Search By 'Query Name v || begins w o WI_BN_OPEN_EVENTS
o Search Advanced Search

3. Under the Search Results, click the file format in which to receive the results of
the query. This is typically Excel. Note: Ensure the pop-up blocker is disabled.

Search Results
“Folder View |~ All Folders M
Query Personalize | Find | View Al | (2 | = First ‘&' 10f1 & Last
Query Name Description Owner Folder Elfl:ﬂ[_o E:getlo ;;‘1&[0 Schedule Definitional References Qg\?ctr?tes
WI_BN_OPEN_EVENTS Open Benefit Events Public HTML XI‘-IL Schedule Lookup References Favorite

4. On the resulting page, enter the following:
a. Agency Number: Enter the five-digit agency number.
b. Dept ID: Enter a department ID. If left blank, all departments within the
agency entered will be on the query.
c. Sched ID: A schedule ID is required. For everyday maintenance, enter
EM2017 (this value changes on an annual basis). During open enrollment,
the schedule ID will be a different value.

5. Click View Results.

WI_BN_OPEN_EVENTS - Open Benefit Events

Agency Number 50500

Dept

Sched ID* EM2017
View Resulis
§ Department Empl Red Employee Last Employee First Benefit Benefit Benefit Event  Benefit Event Due Event Process Event Work Email Home
Agency Department  pooiifion  EMPId T p Name Name rogram Action Date Date Statu tatus I Address Address

6. Open the Excel spreadsheet that is created.

STEP 2: Review the query results and open benefits actions.

This report provides the Agency Benefits Specialist with all of the employee’s
identifying information, as well as the benefit action, benefit event date and how
long the event will be open.

Look for any Benefits Actions related to new hires or rehires. Depending on the
situation, this could be HFA or HIR. For HFA, benefits will have to be manually




entered against the HFA event. For HIR, notify the employee to complete their
benefits in eBenefits.

Most new hire (HIR) events will have one of two event statuses:

o Open for Processing — event is open for entry and the employee hasn’t made any
eBenefit elections

o Notified — event is open and the employee has logged in to their eBenefits HIR
event but hasn’t submitted their elections yet. Watch out for this group and be
sure to send reminders to employees who are in Notified status and are close to
the end of the 30-day enrollment period.

Sample of Query Output

Benefit Benefit Action |Benefit Event Date |Benefit Event Due Date |Event Status Process Status |Event |

FTB HIR 8/7/2017 2017-09-06 Open for Processing Prepared 1
FTB HIR 8/7/2017 2017-09-06 Open for Processing Prepared 1
FTB HIR 7/24/2017 2017-08-23 Open for Processing Prepared 2
FTB HIR 8/7/2017 2017-09-06 Open for Processing Prepared 1
FTB HFA 8/6/2017 2017-09-05 Open for Processing Prepared 1
DEF HIR 8/7/2017 2017-09-06 Open for Processing Prepared 1
DEF HIR 8/7/2017 2017-09-06 Open for Processing Prepared 1
FTB HIR 8/7/2017 2017-09-06 Open for Processing Prepared 1
P50 SHR 8/11/2017 2017-09-10 Open for Processing Prepared 5
FTB HFA 7/24/2017 2017-08-23 Open for Processing Prepared 4

Benefits - EBenefits For New Hire (Not Hire From Affiliate)

Role: Agency Benefits Specialist

Once the employee’s HIR event is open, you should direct the employee to Employee
Self-Service to enroll in benefits. The employee can access eBenefits by clicking on
the Benefits Enrollment link in the Wisconsin Benefits Section of the ESS landing page.

Wisconsin Benefits

Iz Benefits Summary {4, Benefits Enroliment |
Review a summary of current, past or future benefit E ¥ Click on the link above to make your benefit
enroliments. elections.

Agencies should provide the eBenefits Quick Guide Job Aid to employees at hire.

Benefits - Paper Application Entry


https://ess.wi.gov/
https://ess.wi.gov/
http://starconnection.wi.gov/Documents/JobAids/HCM/EmployeeSelfService/essebenefits.pdf

Role: Agency Benefits Specialist

Agencies should always encourage employees to use eBenefits to make their new hire
elections. However, agencies can enter paper applications on the HIR event if
eBenefits is not used. Paper application entry is also required when an employee is
hired from another payroll center (ex. UW, UWHC, WHEDA...) and a Hire from Affiliate
action reason is used on the job. This will create a Hire from Affiliate (HFA) benefit
event.

When someone is hired from an affiliate, a benefits transfer record will be received.
The Agency Benefits Specialist will review the benefits from the transfer record and
then manually enter any paper applications received by the employee. These
employees can enroll only in the benefits that they previously carried, as well as any
new benefits offered by the state. An eBenefits event does NOT open for a Hire from
Affiliate and thus elections cannot be done by the employee.

Refer to the Entering a Benefits Election on Behalf of an Employee Job Aid for details
on how to enter paper applications.

Benefits - HIR Event - What Does It Do?
Role: Agency Benefits Specialist
A HIR event will:

e Open in eBenefits to employees

o Auto-close 30 days after the hire date if no elections are made

Below is the logic (event rules) behind the HIR event:

Required

Benefit Plan Effective Date to Make Comments

Election
Health option that appears if employee
Health 15t of month on or Yes has least 2 months of WRS state service (6
following event date months if LTE) based on benefits service
date.

Health option that appears if employee

does not have at least 2 months of WRS
Health (early 15t of month on or state service (6 months if LTE) based on
coverage - no . No benefits service date. If elected,

ER contribution) following event date employee pays full cost of health

insurance until eligible for employer

contribution.

Health (wait until 15t of the month on or Health option that appears if employee
cligible for ER following the completion Yes does not have at least 2 months of WRS
g of 2 months of state state service (6 months of LTE) based on

contribution)

service benefits service date.



http://starconnection.wi.gov/Documents/HCM/benelectionforemployee.pdf

Life

1st of the month following

Pre-Tax Transit

event date

-Basic & The employee must enroll in Basic Life
Supplemental the.30-day enro_llment Yes before enrolling in any other coverage
_Additional pgrlod that begins on the level
spouse &Dependent hire/rehire date
Supplemental enrollment will only be
—Stalr?(;ard 1St of month on or following Ves available if the employee’s annual salarY is >
_Supplemental event date iSnGIZELI,é)('):(I)da;d the supplemental ICl code is used
Anthem Dental
Dentgl WiSCfonsin 1" of month on or following NoO
EPIC Benefits+ |eyent date
VSP Vision
1t of the month on or
following the 30-day
AD&D enrollment period that No
begins on the hire/rehire
date
Must be enrolled in HDHP. Will be required to
make an election if HDHP is elected. Central
Health Savings 1" of month on or following N Benefits will manually change the effective
Account (HSA)  |event date ° date of the health insurance coverage
effective date if it’s not the 1% of the month
on or following the HIR date.
Both options will open to employees. If
Healthcare 1" of month on or following N enrolled in HDHP, employee should enroll in
FSA/LPFSA event date ° LPFSA. Central Benefits audits enrollments to
ensure employees are in the correct plan.
Dependent Care [1” of month on or following No
FSA event date
Pre-Tax Parking 1St of month on or following No

Benefits - HFA Event - What Does It Do?

Role: Agency Benefits Specialist

A HFA event will

e Open to agency for entry (Perform Election Entry). Will NOT open in eBenefits to
employees

o Auto-close 30 days after the hire date if no elections are made
o All benefits are effective the 1st of the month on or following the hire from affiliate
date except:
o AD&D - effective 1st of the month on or following the 30-day enrollment

period that begins on the hire date




HR - Add An Employment Instance

Role: Agency HR Specialist

When to add an employment instance:

When an employee is in two consecutive positions at the same time (two part
time permanent positions, a permanent position and an
LTE/Project/POI/Contingent Worker position, multiple LTE positions)

When you're putting an employee on an LOA to serve in an unclassified position
Hiring into a permanent position when the person is already in PeopleSoft as a
POI or Contingent Worker (or the other way around)

If you don’t flow directly to job data when entering a new person into the system

&IMPORTANT: When adding the new employment instance, regardless if the
position is with a different agency, do NOT “steal” the employee using the Request
Job Change functionality. This is not necessary; simply add the new employment
instance.

Create a new employment instance for the new position. This instance is assigned a
new Empl Record number which is used to track transactions and records associated
to the position.

STEP 1: Navigate to the Employment Instance page and find the employee.

1.

Navigation: Main Menu > Workforce Administration >Job Information > Job
Data > Add Employment Instance (or Add Contingent Worker Instance if
adding a contingent worker employment instance or Other Payee if adding a POI
instance)

Enter or select the desired Empl ID.

Enter the new Empl Record #

Click Add Relationship.

STEP 2: Add a row with a Hire Action and appropriate Action Reason to the
employee’s Job Data record.

PowbdPE

Notice the Empl Record for this employment instance has been incremented
Enter or select the desired Effective Date for the start of the position.

Select the appropriate Reason from the list.

Select the most appropriate Job Indicator.



Job Information Job Labor Payrol Salary Plan Compensation
i Empl ID 100089229
o

Work Location (2 Find First ‘&' 10f1 ‘&' Last
o I *Effective Date 06/20/2016 ';i,I Go To Row [#+][=]

Effective Sequence 0 *Action | Hire v‘

HR Status Active o Reason | Hire Prior WRS v‘

Payroll Status Active o *Job Indicator | Primary Job v/

Current [ ]

STEP 3: Complete all required Job Data pages fields. Continue entering complete
job data for the position as a hire.

CHECKLIST: ENTERING A NEW HIRE/REHIRE

v

Download and print this checklist if necessary by clicking on the icon. Or,

review the checklist below.

Name: Empl ID:

] ENSURE POSITION DATA IS UPDATED
Role: Position Management Specialist

[ ] SEARCH FOR AN EXISTING PERSON

Role: HR Personnel Roster
Search for People, Personnel Roster, Enterprise Personnel Report
Check to see if the person is already in PeopleSoft. If no, continue with the next step. If yes, skip to Enter Job
Data.

|:| ENTER PERSONAL/BIOGRAPHICAL DATA (NEW HIRE ONLY)
Role: Agency HR Specialist

Navigation: Main Menu > Workforce Administration >Personal Information > Add a Person

] ENTER JOB DATA
Role: Agency HR Specialist

Navigation: Main Menu > Workforce Administration > Job Information > Job Data
Confirm employment service dates and benefits eligibility prior to entry.

] ADD A PERSON PROFILE
Role: Agency HR Specialist

Navigation: Main Menu > Workforce Development >Profile Management > Profiles > Person Profiles
Enter Probation, Veteran Disability, and Severe Disability (3 mandatory). All other sections are optional.


http://www.doa.state.wi.us/Documents/DPM/Document%20Library/newhire-checklist.pdf
http://www.doa.state.wi.us/Documents/DPM/Document Library/newhire-checklist.pdf�

[] ENTER TIME AND LABOR DATA

Role: Time and Labor Specialist or Agency HR Specialist
Agency HR Specialist - Enter this during Job Data entry via Time Reporter Data link on the Employment Data
page.
Time and Labor Specialist - Navigation: Main Menu > Time and Labor > Enroll Time Reporters > Create Time
Reporter Data

[ ] ASSIGN A SCHEDULE

Role: Time and Labor Specialist
Navigation: Main Menu > Time and Labor > Enroll Time Reporters > Assign Work Schedule
Schedules can be assigned only after overnight processes run. Enter this the day following new hire entry.
The assigned work schedule is only used for managing absences. This is not their actual daily work schedule.

[] VERIFY/UPDATE TAX DATA

Role: Agency Payroll Specialist
Verify/Update Federal and State Tax Data - Navigation: Main Menu > Payroll for North America > Employee
Pay Data USA > Tax Information > Update Employee Tax Data

Verify/Update Tax Distribution - Navigation: Main Menu > Payroll for North America > Employee Pay Data
USA > Tax Information > Update Tax Distribution

[[] SET UP GENERAL DEDUCTIONS
Role: Agency Payroll Specialist

Navigation: Main Menu > Payroll for North America >Employee Pay Data USA > Deductions > Create General

[_] ENROLL IN DIRECT DEPOSIT
Role: Agency Payroll Specialist

Navigation: Main Menu > Payroll for North America > Employee Pay Data USA > Request Direct Deposit
Set up the Balance of Net Pay direct deposit account.

[_] ENTER ABBR FOR LIFE, ICI AND AD&D
Role: Agency Benefits Specialist

Navigation: Main Menu > Benefits > Employee/Dependent Information > Update ABBRs

[] ENROLL IN BENEFITS
Role: Agency Benefits Specialist

Encourage employees to enroll via eBenefits (provide Job Aid to employees); enter paper applications as
needed.

Resources

o State of Wisconsin Compensation Plan

e Calculating Company Seniority Date: s. ER 18.02(2), Wis. Adm. Code;
Calculation Worksheet

e Probation: s. 230.28, Wis. Stats. & Ch. ER-MRS 13, Wis. Adm. Code



http://starconnection.wi.gov/Documents/JobAids/HCM/EmployeeSelfService/essebenefits.pdf
http://doa.wi.gov/Divisions/Personnel-Management/Bureau-of-Compensation-and-Labor-Relations/20152017-Compensation-Plan/
http://docs.legis.wisconsin.gov/document/administrativecode/ER%2018.02
http://www.doa.state.wi.us/Documents/DPM/Document%20Library/ADJSEN_1691.XLS
http://docs.legis.wisconsin.gov/document/statutes/230.28
http://docs.legis.wisconsin.gov/document/administrativecode/ch.%20ER-MRS%2013

¢ Reinstatement and Restoration - s. 230.31, Wis. Stats.; s. 230.32, Wis. Stats.;
s. 230.33, Wis. Stats.; & Ch. ER-MRS 16, Wis. Adm. Code; s. 230.33, Wis. Stats.

Restoration Bulletin
e Limitations on concurrent appointments: s. 16.417, Wis. Stats.
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2.1.2 Adding A Contingent Worker
Purpose

Adding A Contingent Worker

Entering Time And Labor Data

Time and Labor Setup - TAPFIN Conractors

Purpose

This document explains the key topics involved in adding a contingent worker to
PeopleSoft. It provides context and step-by-step procedural guidance to perform the
activities.

Adding A Contingent Worker


http://docs.legis.wisconsin.gov/document/statutes/230.31
http://docs.legis.wisconsin.gov/document/statutes/230.32
http://docs.legis.wisconsin.gov/document/statutes/230.33
http://docs.legis.wisconsin.gov/document/administrativecode/ch.%20ER-MRS%2016
http://doa.wi.gov/asp/bulletins/bulletin_get.asp?bid=38
http://doa.wi.gov/asp/bulletins/bulletin_get.asp?bid=38
https://docs.legis.wisconsin.gov/document/statutes/16.417
http://www.doa.state.wi.us/Divisions/Personnel-Management
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=
http://www.doa.state.wi.us/Divisions/Personnel-Management�
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=�
mailto:dave.hippler@wi.gov�

IT contractors must be entered into PeopleSoft and set up as time reporters to allow
their time to be interfaced to Tapfin/Fieldglass. Entry into PeopleSoft for all other
types of contractors is optional.

&

This is the minimum amount of data required for entry. Items with an asterisk
(*) are required for entry. Entering additional information is highly recommended but
at the discretion of your agency.

1. After ensuring the person is not already in the system by using the Person
Search functionality, navigate to the Add a Person page.
Navigation: Main Menu > Workforce Administration > Personal Information >
Biographical > Add a Person

2. Click Add Person.

Do not change or add to the value of NEW in the Person ID field.

Add a Person

Do not

change this

Person 1D [NEW default value.

Add Person

3. Input the following information in the Name section of the Biographical Details
tab:

l Biographical Details I Contact Information Regional Organizational Relationships Wisconsin Opt-infOpt-Out Wi Personal Data

A. *Effective Date: The date the hire is effective.
B. *Format Type: English

C. Click Add Name to enter the contractor’s nam
Name Find | View All First ‘&' 10of1 ‘& Last
o *Effective Date [D6/27/2017 x [3) [#][=]
o *Format Type | English v
Display Name 0’ | faa ame

4. *Enter the contractor’s name:
A. First Name: The contractor’s legal first name



B. Last Name: The contractor’s legal last name

5. Click Refresh Name

Name
Name
Prefix v
o First Name |
Middle Name
o [Last Name '
Suffix v

Display Name
Formal Name

Name

0 Refresh Name ||

Note:The information in the Display Name, Formal Name, and Name will
populate.

6. Click OK.

7. If at all possible enter the contractor’s:
A. DOB,
B. *Gender and/or
C. SSN

to avoid duplication now and in the future. *Gender is a required field and Not
Specified is an option.
D. *Marital Status should remain Unknown with no “As of" date



Biographical Details Contact Information Regional Qrganizational Relationships Wisconsin Qpt-InfOpt-Out Wi Personal Data
Contingent Worker Person ID NEW
Name Fired | View All First ‘&' 10f1 ‘&' Last

*Effective Date 08/27/2017 [ [ [=

*Format Type @

Display Name Contingent Worker [___EdtName 1

Biographic Information
| Date of Birth L‘_, l Years 0 Months 0
Birth Country USA Q. United States
Birth State aQ
Birth Location [CJwaive Data Protection
Biographical History Find | View All First ‘4 10f1 ‘& Last

*Effective Date [06/27/2017 5 [+ (=]

o *Gender | Unknown
"Highest Education Level _.{k_-_lﬂ_c: @_cﬁ.c_a.e_{i
*Marital Status[Unknown  ~/] As of &l
Language Code v
Alternate ID
[CJFull-Time Student
* National ID Personalize | Find | View All | 3] = First ‘&' 10of1 ‘& Last
*Country *Mational ID Type National ID Primary ID
USA | ™ [ =
Hisave ||Notiy || Refresn B Add || ) Updateisplay ||l Inchude History || Correct History
=] hi L Dotaile 1| Contast Inf 1L Dooiooal 1 b Likfcronein Mot loiftad St 1 IS LDoig

8. Click on the Contact Information tab.

Biographical Details | Contact Information I' Regional

Organizational Relationships

Wisconsin Opt-in/Opt-Out

Wi Personal Data

9. Most agencies will input the mailing address of the company the contractor is
contracted through, rather than a home address.

Click Add a Row (+) on the first line of the Current Addresses section to add a

new address type.

Current Addresses

Address Type As Of Date Status Address

Home 12/03/2015 A

Personalize | Find | View All J@ It'—'i

Add Address Detail

First'4' 1-20f 2"} Last

10.0n the new row, select Mailing from t
11.Click Add Address Detail.

he Address Type list.




Current Addresses

Personalize | Find | View All | &= | ]

First'd' 1-2 0f 2’ Last

Address Type As Of Date Status Address
Home 12032015 A Add Address Detail [+ (=]
Add Address Detail [+] [=]
12.Click Add Address.
Address Type Mailing
Address History
*Effective Date 12/03/2015 |[») Address

-

=2

Country USA |
=Status A QL
Add Address

13.Enter Address 1, City, State, and Postal (Zip Code).

Edit Address

Country United States

Address 1

Address 2

Address 3

City

Postal

State

County

OK

Cancel

14.Click OK and OK again.
15.Click Remove Row (-) to remove the Home Address type.

Current Addresses
Address

Dane

Personalize | Find | View All | (EFYE

Type As Of Date Status Address
Home 12/03/2015 A

123 Fake St. .
Mailing 12/03/2015 A Madison, Wl 53703

First'4' 1-2 of 2 '+ Last

Add Address Detail [+]

EditView Address Detail [+] (=]




16. Select a value from the Phone Type list.

Employee’s FAX: Work fax number

Employee’s Home: Home phone number

Employee’s Other: Any other phone number

Employee’s Personal Mobile Ph: Personal cell phone number
e Employee’s Work Mobile: Work cell phone number
e Employee’s Work Phone: Work landline number

Enter the Telephone number, Extension (if applicable), and select the

Preferred checkbox where appropriate.

Phone Information Personalize | Find | View Al | L2 | E5I First ‘&' 1 of 1} Last

*Phone Type Telephone Extension Preferred

17.Select a value from the Email Type list.
e Business: Work email. Can only be entered/modified by Agency HR
Specialist
e Home: Personal email address
e Other: Any additional email address

Enter the Email Address and select the Preferred checkbox where appropriate.

Email Addresses Personalize | Find | view Al | &2 | = First'4' 10f1 'Y Last

*Email Type *Email Address Preferred

18. Click the Regional tab.

Biographical Details || Contact Information I Regional | QOrganizational Relationships Wisconsin Opt-in/Opt-Out Wi Personal Data

19. At least one *Ethnic Group must be selected and one must be indicated as
*Primary




Ethnic Group

Regulatory Region USA QL United States
Ethnic Group Q

] Primary

©)

If the person’s ethnic group is unknown select the option of Not
Specified. The Primary indicator must be checked.

20.Click the Organizational Relationships tab.

Biographical Details Contact Information Regiona I Organizational Relationships I Wisconsin Opt-In/Opt-Out D)

21.Do the following-t&

A. Select the Contingent Worker checkbox.
B. Click the Add Relationship button.
Choose E".'l:_l Hr?!istir:nﬁhip to Add

Employee

o 1 Contingent Worker

LI Person of Interast

Empl Record

Select Checklist Code | v|

q Add Relationship

22.Verity the Effective Date. PeopleSoft should pass through the effective
date of the hire you entered in the Add a Person page.

23.Add Contingent Worker should populate in the Action list. Select
Contingent Worker from the Reason list.

&

24. Contingent workers do not have a position number.

Enter or select:
A. *Company
B. *Business Unit
C. *Department



D. *Location

Position Entry Date El
Position Management Record

*Regulatory Region |USA Q United States
o Company WIS State of Wisconsin
g *Business Unit 50500 Q Fiiekiakation
"Department 5050000000 |Q Dept of Adminstration
Department Entry Date 06/27/2017 3]
Z *Location [MADEWIOO17 _|Q 505 ADMINISTRATION BLDG
Establishment ID I

©

25.Click the Job Information tab.

Department Entry Date defaults to the Effective Date.

Work Location Job Information Job Labor Payroll Salary Plan Compensation

25.Enter the following data into the listed fields:
A.*Job Code: 99400 - Contractors
B.*Reports To: The position number of the contingent’s supervisor
C.*Empl Class: Contractor
D.*Classified Ind: Other
E.*FTE: O

o | *Job Code 99400

Q___ CONTRACTORS
Entry Date 06/27/2017 3
Supervisor Level Q
Supervisor ID Q
o | Reports To 002621 Q_ Management Information Chief 100018892 Tansha Duve
*Regular/Temporary | Regular v *Full/Part| Full-Time v
o L Empl Class | Contractor v ] *Officer Code| Not Applicable v

*Regular Shift| Not Applicable v Shift Rate
o |’C1ass:ﬁed Ind [ Other v | Shift Factor

Standard Hours 7

Standard Hours 40.00 Work Period W Q, Weekly
G [ FTe] 000000 |

Adds to FTE Actual Count? Encumbrance Override




F. *FLSA Status - Nonexempt

= USA
o | *FLSA Status  Nonexempt v | Work Day Hours
*EEO Class | None ofthe Above v
Job Data Employment Data Eamings Distribution Banefits Program Participation

26.Enter the following data into the listed fields:
A.*Job Code: 99400 - Contractors
B.*Reports To: The position number of the contingent’s supervisor
C.*Empl Class: Contractor
D.*Classified Ind: Other
E.*FTE: O

o | *Job Code 99400 Q& CONTRACTORS
Entry Date 06/27/2017 £
Supervisor Level Q
Supervisor ID Q
o | Reports To 002621 Q. Management Information Chief 100018892 Tansha Duve
*Regular/Temporary | Regular v *Full/Part| Full-Time v
o | Empl Class | Contractor v ] *Officer Code | Not Applicable v
*Regular Shift "Not Applicable v Shift Rate
o |’Classmed Ind | Other v | Shift Factor
Standard Hours 7
Standard Hours 40.00 Work Period W Q, Weekly
o FTE 0000000 |
Adds to FTE Actual Count? Encumbrance Override
F. *FLSA Status - Nonexempt
B ysa
° | *FLSA Status | Nonexempt ¥ | Work Day Hours
*EEO Class | None ofthe Above v
Job Data Employment Data Eamings Distribution Benefits Program Participation

27.Click on the Payroll tab.

Work Location Job Information Job Labor Payroll Salary Plan Compensation

28.Do the following:
A. Select Other from the Payroll System list.
B. Enter your Agency 3-digit number in the Pay Group field.
C. Review and update the Tax Location Code as needed.




o *Payroll System | Other v
Other Payroll System (2

o Pay Group 505 Q Dept of Administration
Pay Type H Q Hourly
o Tax Location Code WI0000 Q Wisconsin
GL Pay Type

Combination Code

29. Click the Compensation tab.

Work Location Job Information Job Labor Payroll Salary Plan Compensation

30.Do the following:
A. Enter NAHRLY into the first Rate Code and, if needed,
B. Enter the Comp Rate. This is the base rate.
Note: Compensation is only required for TAPFIN/Fieldglass
contractors.

31.Click Calculate Compensation.
32.Click OK.
33.Do the following:
A. Go to the Benefit Program Participation
B. Select the *Benefits System: Not Managed in PeopleSoft
C. Enter NOTELIG (Not Eligible Default) into the *Elig FId 1 field




Benefit Status (7 Find First ‘& 10f2 ‘' Last
Benefit Record Number 0 v Go To Row
Effective Date 0672772017
Effective Sequence 0 Action Add Contingent Worker
HR Status Active Reason Contingent Worker
Job Status Active Job Indicator Primary Job
Current
o | “Benefits Syslemilr\'sz Managed in PeopleSoft v| Benefits Employee Status Active
Annual Benefits Base Rate susD ACA. Eligibility Details
Benefits Administration Eligibility 7
BAS Group ID Q
o Elig Fid 1 NOTELIG Q Elig Fid 2 aQ, Elig Fid 3 Q
Elig Fid 4 Q Elig Fid 5 a, Elig Fid 6 Q
Elig Fid 7 Q Elig Fid 8 Q Elig Fid 9 Q
Benefit Program Participation (2 Find | View All First ‘&' 10f1 ‘& Last
*Effective Date D6/27/2017 51 Currency Code +[=]
*Benefit Program Q
34.Click Save.

Entering Time And Labor Data

If The Contractor Will Be Entering Time, Time And Labor Data Is Required. Continue
With The Steps Below.

1. Begin by navigating to the Time and Labor Data page.
A. From within the contractor’s Job Data page (with the Agency HR
Specialist Role): Click the Employment Data link at the bottom of the

page.
B. Click the Time Reporter Data link on the right side of the page.



Organizational Assignment Data (7

Instance Record

Last Assignment Start Date 12/11/2015 First Assignment Start 12/11/2015
Assignment End Date
Home/Host Classification Home Years Months Days Time Reporter Data
Company Seniority Date 12/11/2015 ] override o 0 0 0
Benefits Service Date 12/11/2015 ] override o 0 1] 0
Seniority Pay Calc Date 12/11/2015 ] override ] 0 0 0
Probation Date "
Professional Experience Date W) Last Verification Date )
Business Title CONTRACTORS Paosition Phone

E=usa

Job Data Employment Data Eamings Distribution Benefits Program Participation

Or

A.

2. From the PeopleSoft Main Menu (with the Time and Labor Specialist Role):
Navigation: Main Menu > Time and Labor > Enroll Time Reporters > Create

Time Reporter Data

B.

Enter the Empl ID and click Search

Create Time Reporter Data

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Search Criteria

Empl ID: begins with

Empl Record:

Name: |beg|r‘|s with V|

[]case Sensitive

Search | Clear |Basic Search [ Save Search Criteria

3. Enter the following:
A. Time Reporter Type: Select an appropriate value.
B. Elapsed Time Template: Enter if Elapsed Time Reporter
was selected for Time Reporter Type.




C. Punch Time Template: Enter if Punch Time Reporter was
selected for Time Reporter Type.

D. Time Period ID: PSDAY
E. Workgroup: Varies depending on type of contractor - See
TAPFIN instructions below.
F. Taskgroup: Varies depending on type of contractor - See
TAPFIN instructions below.
G. Send Time to Payroll check box: Unchecked
Time Reporter Data Find | View All First'Y 10of 2%/ Last
*Effective Date |12/22/2015 [ & status [Active v| #][=]
T *Time Reporter Type | Elapsed Time Reporter v Payrol
€ | Eiapsed Time Tempiate a, > | LI send Time to Payroll
o Punch Time Template Commitment Accounting
o Time Period ID PSDAY &, Day Time Period - P Delivered
- R co it | For Taskgroup
*Workgroup [CONTRACTOIW, o veantors ¥ For Department
o *Taskgroup WI_CONTRCT®, ] Coritrachons
Task Profile ID 2
D. Click Save.

g *Non-TAPFIN Contractors may have time reporter data set up smilar to
regular employees. Certain values must be entered for TAPFIN Contractors.

Time and Labor Setup - TAPFIN Contractors

For TAPFIN contractors, they must enter UserField 3 on the timesheet. UserField 3
presents their candidate ID, which is linked to a purchase order. TAPFIN provides a
full list of candidate IDs on a regular basis. Only APPROVED time for a pay period will
be send to TAPFIN during payroll processing week. TAPFIN cannot accept prior period
adjustments or future time.

TAPFIN Contractors cannot be Task Profile reporters. TAPFIN contractors can be
punch or elapsed time reporters. TAPFIN contractors can have task distribution
required or optional on timesheet (but can only use speed types/combo codes) based
on the taskgroup assignment.

Workgroup: CONTRACTOR

Taskgroup options:
e« WI_CONTRCT - combocode reporting optional
e WI_CTSPEED - combocode reporting required
e 505CTUSR35 - DOA TAPFIN Contractrors only



& UserField 3 is required for the above taskgroups. Non-TAPFIN contractors
should be assigned a different taskgroup as they will not have a candidate ID available
in UserField 3.

There are 2 different time reporting templates for TAPFIN contractors:
e WI_PNCH3C
e« WI_ELPS2C

EXAMPLES of TAPFIN Time Reporter Data

% Punch time -combocode not required:

Time Reporter Type = Punch Time Reporter
Punch Time Template = WI_PNCH3C

Time Period ID: PSDAY

Workgroup = CONTRACTOR

Taskgroup = WI_CONTRCT

Send to Payroll = Unchecked

ounkhwnhPE

% Punch time -combocode required:

Time Reporter Type = Punch Time Reporter
Punch Time Template = WI_PNCH3C

Time Period ID: PSDAY

Workgroup = CONTRACTOR

Taskgroup = WI_CTSPEED

Send to Payroll = Unchecked

oO0hswNE

+ Elapsed time - combocode not required:

Time Reporter Type = Elapsed Time Reporter
Elapsed Time Template = WI_ELPS2C

Time Period ID: PSDAY

Workgroup = CONTRACTOR

Taskgroup = WI_CONTRCT

Send to Payroll = Unchecked

ounkhwnhPE

% Elapsed time -combocode required:

Time Reporter Type = Elapsed Time Reporter
Elapsed Time Template = WI_ELPS2C

Time Period ID: PSDAY

Workgroup = CONTRACTOR

PoNE



5. Taskgroup = WI_CTSPEED
6. Send to Payroll = Unchecked

% All DOA-DET TapFIN Contractors (except STAR) will have the following Time
Reporter Data:

1. Time Reporter Type = Elapsed Time Reporter
2. Elapsed Time Template = WI_ELPS2C
3. Time Period ID: PSDAY
4. Workgroup = CONTRACTOR
5. Taskgroup = 505CTUSR35
6. Send to Payroll = Unchecked
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2.1.3 Adding a Person of Interest (POIl)

Purpose
Definition
Adding A Person Of Interest

Purpose

This document explains the key topics involved in adding a person of interest into
PeopleSoft. It provides context and step-by-step procedural guidance to perform the
activities.

Definition


http://www.doa.state.wi.us/Divisions/Personnel-Management
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=
http://www.doa.state.wi.us/Divisions/Personnel-Management�
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=�
mailto:dave.hippler@wi.gov�

Person of Interest (POI): A person who is not an employee or contingent worker, but is
of interest to the organization is a POl. An example of this type of organizational
relationship is a volunteer.

Adding A Person Of Interest

g I[tems with an asterisk (*) are required for entry. Entering additional
information is highly recommended but at the discretion of your agency.

1. After ensuring the person is not already in the system by using the Person
Search functionality, navigate to the Add a Person page.

Navigation: Main Menu > Workforce Administration > Personal Information >
Biographical > Add a Person

2. Click Add Person

&Do not change or add to the value of "NEW" in the Person ID field.

Add a Person

Person ID NEW

Add Person
()

3. Input the following information in the Name section of the Biographical Details
tab:
A. *Effective Date: The date the POI relationship is effective
B. *Format Type: English
C. Click Add Name to enter the person’s nhame

Biographical Details ontact Informaio te a Janizabonal Relatio PS WWiSCons Pl 4 t Wi Pers 3 iLa

Person ID NEW

Wame 3 Ve A First “& fof1 & Last
” *Effective Date 06122017 " ==l
& *Format Type | English e




4. *Enter the person’s name.

If at all possible use the persons legal name as it appears on their social
security card to avoid duplication now and in the future.

Wl TIE

English Name Format

Mame Prefhx

First Hame

Middle Name

Last MName

MHame Sullix

Display Name
Foarmal Name

Nam

Cancel ( Refrash Name )]
Click Refresh Name. Note: The information in the Display Name, Formal Name, and
Name will populate.

Click OK.

5. If at all possible enter the persons DOB, Gender, and/or SSN to avoid duplication
now and in the future.

e *Gender is a required field and Unknown is an option.
e *Marital Status should remain Unknown with no As of date.



Biggraphecal Details Contack nsorrmatann BeEgicnal Qnganizational Relationsheps wisconsin Gpt-infOpt-Out SO
Person 1D NEW
an Find | View A Firs b Las
*Effective Date 06/122017 i xli=
“Fommat Type | English v
Display NMama Add Karme
Biographic Information
@19 off Birth ) Years 0 Months 0
Birth Country |LISA O, United States
Birth State Qo
Birth Location Waive Data Protection
5 aphical History Find | View A First ‘4 1or1 & Last
*Effective Date 061242017  |[iy] &=
Gﬂtl‘.h’!l [Lirknra '\D
“Highest Education Lewel | A-Nol Indicaled ] o
@alllal Status | Linknown o As ol D
Language Code [
Allemale ID
Furlb-Timse Siupdant
Mational 1D Persanalize | Find | View All | &7 | &R First “% 1of1 & Lasi
*Couriry *Haticnal 1D Type Haticanal 1D Prmmnary 1D
USA, Q, [Socia Secunty Numbar | g ) ~ ¥ =

6. Click on the Contact Information tab.

graphical Details {Cuu:.:l.lIr|1-.’:-||||a1||:-|1’ Regiona Crganizational Relationghips Wiscorsin Opt-InfOpt-Out Wi Personal Data

7. To add Home Address click Add Address on the Home Address Type Line.

Current Addresses Fersonalize | Find | View Al | & | & First ‘&' 1of1 ‘&' Last

Address Type As Of Date Status Addreas
Hizrne DEM 272017 A Add Address Detail +l =]

To add a different Address Type click Add a Row (+) on the Home address line,
select the Address Type from the drop down and click Add Address Detail.

8. Click Add Address.



9. Enter:
A. Address,
B. City, State, and
C. Postal (Zip Code)
D. Click OK

Edit Address

OOy T ST
l& iddress 1

Address 2

Address 3

& | City State 4l
|° I Postal I

County

10.Click OK again.

Address History

Address Type Home

Address History Find First ‘&' 1of1 & Last
o | ey g | [ =
*Effective Date 05302017 |3 Address Agdress 1 *
Country USA e | Madison, W1 53703
Dane
"Status A e | “

;Add Address]

11.Click Add Row (+) to add another the Address Type if needed or Delete Row (-)
to remove an unneeded address type.

Current Addresses Personalize | Find | View All | 2 | [ First'& 1-2 0f 2 '}’ Last

#:;;ess As Of Date Status Address

Home 12/03/2015 A Add Address Detail [#] [=]
123 Fake St. .

Mailing 12/03/2015 A Madison, W1 53703 Edit/View Address Detail [+] (=]

Dane



12.Select a value from the Phone Type list, enter the Telephone number,
Extension (if applicable), and select the Preferred checkbox where appropriate.

Phone Information Personalize | Find | View Al | £ | B First "4 10of1 “&' Last
*'F’h{ll'ﬂ: Type Telephone Extemnsion Prefermed

[+
(1]

_
Employes's Fax Phone

Employee’'s Home Phone

mployee’s Other Fhone

Employes's Persanal Maobile Ph

Employee's Work Mobile Phane

Employee's Work Phone

KMain

13. Select a value from the Email Type list, enter the Email Address, and select the
Preferred checkbox where appropriate.

Email Addresses Personalize | Find | View &Il | £ | G First ‘& 1of1 &/ Last

*Email Type *Email Address F'1-E1L‘H!‘D

*

14.Click the Regional tab.

Bhographical Details Contact Information Regional Cwganizational Relationships Wisconsin Qpi-infOpt-Out Wi Personal Dala

15. At least one *Ethnic Group must be selected and one must be indicated as
*Primary.



©)

If the person’s ethnic group is unknown select the option of Not Specified. The
Primary indicator must be checked.

16.Click the *Organizational Relationships tab.

Biographical Details Contact Information Regiona Organizational Relationships Wisconsin Opt-in'Opt-Out E

17.Select the Person of Interest checkbox. Select the POI type.

e

Chcms;z-_hrg Relationship to Add

Employee

i I
( # Person of Inte res1>

Select Checklist Code

Advisory Council Member
Agency Partner - IT Access
Agency Partner - No IT Access
Balanced Interview Panel Membr
Board Member

Council Member

Emeritus

Exam Rater

Add Relationship

Extern
I Foster Grandparent
Instructors

ntermn

Job Coach

Patient Warker

Pre-PS At-RiskLayofSIWRP
Subject Matter Expert

Unpaid Intern

Violuntaer

WHF

L.’.ara Study

18.*Select Checklist Code: Add Person of Interest Inst.



Choose Org Relationship to Add

Employea
Contingent Worker
#| person of Interest Violunteer ¥
Empl Record

!(F,TIE ct Checklist Code

19.Click Add Relationship.

Choose OUrg Relationship to Add

Employee
Contingent Worker
¥ Person of Interest volunteer l
Empl Record
Select Checklist Code | Add Person of Interest Inst v

! Add Relationship )

20. Verify the Effective Date, PeopleSoft should pass through the effective date of
the POI you entered in the “Add a Person" page.
A. Select Add Person of Interest from the *Action list
B. Select Add Person of Interest from the *Reason list

)
POI’s do not have a position number so the fields below must be entered
manually.

Enter or select:

C. *Company (WIS),

D. *Business Unit (this will auto populate with 50500 so don’t forget to
change it to the appropriate business unit),

E. *Department, and

F. *Location



“ETectie Date O ", 30 Tp Row

Effective Sequence 0 “Aciion| Add P
HR Statas Aot & R

Jok SlahEs  Astee *Job Indecalod | F

alculale Status and Dales

Position Nomber @

Poration Enbry Date

Position Management Recond

*Regulaloiy Region Li5a a

“Comparry 12

"Busmeess Ll
*Dapartmsng

paitmenl Enbry Dabe

©

21.Click the Job Information tab.

The Department Entry Date defaults to the Effective Date.

Wark Location Job Information Job Labor Eayrol Salary Flan Compensation

22.Enter the following data into the listed fields:

*Job Code: POIOO

Reports To: The position number of the POI’s supervisor
*Empl Class: NonEmployee

*Classified Ind: Other

*FTE: O

moow>



Job Information

POl Test

Empl il 100064748
Empl Recond

Effectve Daie OF
Effecive Seguence [
HR Stafus Aty

Job Stals At

Aehon AT Peran of Fiener
Reason Add Person of ket

Jobi Indicatar Prisnar Jod

b C.h:uu Code PO 1]

-

Entry Date U2/500 "
Supeivisod Level i |
Suparvisor 1D o
& Repons To L |
“Regulit Tempadary | Fegular ® “FulltPart | F Vi -
o Ermnpd Chass | MonEmgioye v sOfficer Code | Mof Applicable -
*Regular Shifl| Mot Anplicable ® Shift Rate
b "Classified Ind | Cfe L Shify Facior
Sandard Hours
Standard Houe Work Padicd & 3 ek y

&

E Aciual Count?

Comtract Musnbser
Costract Humbsy 4

Ciontract Typs

By
GLmr.nu-.. Hursgremol ')
*EE Class | Norss of e ABavy »
ata =4 gnt 3 =

EncumEance Owarris

Mix] Conract Numbar

Work Day Hours

30 To Row

23.Click on the Payroll tab.

Work Location Job Information Job Labor

Payroll

Salary Plan Compensation

24.Select Other from the *Payroll System list.

Other

*Payroll System

vi

25.Enter your Agency 3-digit number in the *Pay Group field. Review and update

the *Tax Location Code as needed.




Pay Group 50F
Pay Type H
Tax Location Cods W

GL Pay Type

Combination Code

Halidyy Sehaduls WIS WISCONSIN

FICA Status | =, gt g

26.Go to the Benefit Program Participation link.
A. Select the *Benefits System: Not Managed in PeopleSoft.
B. Enter NOTELIG (Not Eligible Default) into the *Elig FId 1 field.

Verify all job data before finalizing

C. Click OK.

Beersiefl Program Partc ipsson

PO Tes

Benelit Record Numibsr O
Efecive Dwis
Effgclive Segquence
HR $atus Acby

Job $ates Acl

EmplID 100
Empd Record

0 T R o
J‘LI'U" A Pe s
Reason Add Person of
Job idicator Prima:

LA 2

1 ‘Benafits System | Nat b
Anmual Benelits Hase Rale

Benelits Administration Eligibility

BAS Group 1D

L6 2

G,;.,,,,,. TELIG

Elig Fid 4

Elg Fld 7

*Effective Date DROS201T

*Baenefid Program

» 5
o
¥ ' Elg Fid 2
% EBg Fid S
] Elig Fid &
my Currency Code
3
Eamings m

Benefils Employee Status Actve

oL, Elig Fid 3 5§

' Elig Fli 6 o

aQ Elig Fii 9 ‘)
E B A

27.Make note of the Empl ID for the new Person of Interest as needed.

This page last updated in Release Number: 17-01
Release Date: 10/02/17




Effective Date: 10/02/17

2.2 Employee Movement

HCM User Guide

Serving People Who Release 18-01 January 23, 2018
Serve Wisconsin

DPM State of Wisconsin @ [ contact Us |

2.2.1 Transfer/Promotion/Demotion
Introduction
HR - Movements Within an Agency
Update Job Data
Compensation Change
HR - Movements Between Agencies
Search for the Employee’s Current Job Information
Job Change Request (“People Stealer") - Transfer the Employee’s Data to the
“Receiving" Agency
Update Job Data
Compensation Change
HR - Compensation Changes (If Applicable)
HR - Update Person Profile - Probation
Time and Labor - Updating Time Reporter Data
Absence - Update Assigned Schedule
Benefits
Checklist: Transfer, Promotion, Demotion Within Agencies
Checklist: Transfer, Promotion, Demotion Between Agencies
Resources

Introduction

e The scope of the guide only covers those processes directly related to
employee transfers

« Fields, icons, and buttons not addressed are either not being used by the State
or are not applicable to the topic

o At the start of each process, the associated PeopleSoft security role is
identified

HR - Movements Within An Agency


http://www.doa.state.wi.us/Divisions/Personnel-Management
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=
http://www.doa.state.wi.us/Divisions/Personnel-Management�
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=�
mailto:dave.hippler@wi.gov�

Role: Agency HR Specialist

Prior to entering a transaction moving an employee into a different position, the
Agency Position Management Specialist may request updates to the position. This is
done through the Position Request form. More information is available in the Viewing
Position Data and the Position Updates job aids.

Employees should not be put into positions that have not been evaluated by the
Agency Position Management Specialist.

Ensure information such as reports to, classification, FLSA, department ID, location,
funding, etc. are all updated on the position prior to filling it. If updates are not
made prior to filling it you must submit a STAR Support Ticket to have the position
updates made. Do not add position data rows to make corrections to a position that
should have been made prior to filling it.

In addition to ensuring the position is updated, the agency must ensure the employees
person data is updated prior to moving them into a different position. Employee
movements can result in their business phone and email changing. This data should be
updated in Person Data using the same effective date as the transaction.

Employees with an employee class of Permanent, who move into a different position
number within the same Business Unit require a transfer, promotion, or demotion
transaction on their job data.

Employees who move from one position to another when the employee class is
different (Permanent Classified to Unclassified, Permanent Classified to LTE, etc.)
cannot be transferred, promoted or demoted. A termination then rehire must be
entered for these types of movements. See the scenarios and instructions for each
type of movement in the 5.2 Action/Action Reason.

Update Job Data

STEP 1: Navigate to the Job Data page and locate the employee
1. Navigation: Main Menu > Workforce Administration > Job Information > Job
Data
2. Enter the desired search criteria in the Find an Existing Value tab
3. Click Search


http://starconnection.wi.gov/Documents/JobAids/HCM/PositionControl/viewpositiondata.pdf
http://starconnection.wi.gov/Documents/JobAids/HCM/PositionControl/viewpositiondata.pdf
http://starconnection.wi.gov/Documents/JobAids/HCM/PositionControl/positionupdates.pdf

Job Data
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Keyword Search

Search Criteria

IfrEmpI 1D begins with N

Empl Record: V_

Name: egins with V

E
E
o Last Name: | egins with
second Last Name: begins with
Alternate Character Name:| begins with
Middle Name: I@

\[L] Include History []Case Sensitive y

Io Search Clear |Basic Search [gF Save Search Criteria

4. If multiple employees result, click the desired employee from the Search
Results list.

STEP 2: Add a row with the appropriate Action/Action Reason to the employee’s Job
Data record.
1. On the Work Location tab, click Add a Row (+).
2. Enter or select the desired *Effective Date of the transfer.
3. Select Transfer, Promotion, or Demotion from the *Action list and select the
appropriate reason from the *Reason list. See 5.2 Action/Action Reason for all

available Actions and Reasons.
STEP 3: Update all necessary data on the employees Job Data pages to reflect the
new position.
1. Enter the new position number in the *Position Number field. Corresponding
position information updates when you tab out of the field.

LTE and Project employee transfers may require multiple transactions.



&If there are errors in any of the position data that populates, corrections need
to be made on the position. Positions should be updated prior to putting an employee
into them. If corrections are needed after putting an employee in a position a STAR
Support Ticket is required. Do not add rows to correct job or position data.

Job Information Job Labor || Payro Salary Plan Compensation
Tester Empl ID 100096734
Employee Empl Record 0
Work Location (2 Find First ‘&' 10f2 '}’ Last
*Effective Date 08/06/2017 el Go To Row _—|
Effective Sequence 0 (’Aclion Transfer v
HR Status Active Reason | Within Agency v
Payroll Status Active *Job Indicator | Primary Job v
Future
o [Position Number 000496 Q) AIRCRAET BILOT
Override Position Data
Position Entry Date 08/06/2017
Position Management Record
Regulatory Region USA United States
Company WIS State of Wisconsin
Business Unit 50500 Administration
Department Air Services
Department Entry Date 08/
Location 505 HANGAR-WISCONSIN AIR
Establishment ID Q Date Created 07/21/2017
Last Start Date 05/05/2017
Expected Job End Date 1
Job Data Employment Data Earnings Distribution Benefits Program Participation

2. On the Job Information tab, review the *Empl Class and *Officer Code and
update, if necessary.



Work Location Job Information Job Labor Payroll

Tester

Job Information (7

Effective Date
Effective Sequence 0
HR Status

Payroll Status

Job Code 30300

Entry Date

Supervisor Level

Supervisor ID Q
Reports To 313643

Regular/Temporary Regular

Salary Plan

Compensation

Empl ID 100096734
Empl Record 0

Go To Row
Action Transfer
Reason Within Agency
Job Indicator Primary Job

Future

AIRCRAFT PILOT

Entrprs Program Section Chief

Full/Part Full-Time

[Emp] Class | Permanent

*Officer Code | Not Applicable

Regular Shift Not Applicab

e
Classified Ind Permanent-Classified

Standard Hours (¢

Standard Hours 40.00
FTE

1.000000
Adds to FTE Actual Count?
Contract Number (7
Contract Number Q
Contract Type
= usa
FLSA Status Nonexempt

*EEO Class  None of the Above

Shift Rate
Shift Factor

Work Period W

Encumbrance Override

Next Contract Number

Work Day Hours

b/ Last

&If there are errors in any of the position data that populates, corrections need
to be made on the position. Positions should be updated prior to putting an employee
into them. If corrections are needed after putting an employee in a position a STAR
Support Ticket is required. Do not add rows to correct job or position data.

3.

4.

*Employee Category and update, if necessary.

demotion, or transfer.

Update the *Labor Agreement Entry Dt to the date of the promotion,

On the Job Labor tab, review the *Bargaining Unit, *Labor Agreement, and




ork Location Job Information Job Labor Payrol Salary Plan Compensati

Tester Empl ID 100096734
oyee Empl Record 0
matic First
Effective Date 08/06/2017 Soj[oRos
Effective Sequence 0 Action Transfer
HR Status Active Reason Within Agency
Payroll Status Active Job Indicator Primary Job
o Bargaining Unit 08 @, Technical
Labor Agreement 06 Q. Technical
o Labor Agreement Entry Dt 08/06/2017 |3
Employee Category 505000 Q. DEPT OF ADMINISTRATION
Employee Subcategory Q
Employee Subcategory 2 Q
Position Management Record
Union Code
Union Seniority Date I
Works Council ID
Labor Facility ID Q,
Entry Date )
Stop Wage Progression
Pay Union Fee
Exempt from Layoff Reason Q
Assigned Seniority Dates (7 Personalize | Find | View Al | £2) | E& First ‘& 10f1 & Last
Seniority Date Control Value *Labor Seniority Date Override Override Reason

Recalculate Seniority Dates

Last

On the Payroll tab, review the *Pay Group, *Tax Location Code, and Absence

*Eligibility Group fields and update, if necessary. Remember if the FLSA status
changed the Eligibility Group must match the new status.

Click the Employment Data link at the bottom of the page.




Work Location Job Information Job Labor Payroll Salary Plan

Tester Empl ID 100096734
Empl Record 0

nformation (2 Find First ‘& 10f2 ‘*' Last

Effective Date 08/06/2017 Go To Row

Effective Sequence [ Action Transfer

HR Status Active Reason Witk

Payroll Status Active Job Indicator Primary Job

Payroll System Payroll for A

Absence System Absence Management v

Payroll for North America 2

[Pay Group 505

G, Dept of Adm
o Employee Type H Q. Hourly Holiday Schedule WIS Q, WISCONSIN
[ 00 Q .-‘.5:-:-"an

Tax Location Code WI0000

GL Pay Type FICA Status | 1-S5

Combination Code

Absence Management System

[Fay Group 505 Q. Dept of Administrat ,j]
Setting — ———
Use Pay Group Eligibility Eltibiity Group NECRMEE_1Q :Srff:} ingoyeas
| Use Pay Group Rate Type ExchamgeRate Type = ==
¥ Use Pay Group As Of Date Use Rate As Of b

Job Data o Employment Data Earnings Distribution Benefits Program Participation

7. Review the following fields and update, if necessary, by clicking the Override
checkbox to access the date fields.

a. *Original Start Date: Identifies the date the employee began in
unclassified service, or as a permanent employee in classified
service. This is State-wide service, not single Agency service.

b. *Company Seniority Date: Identifies the adjusted continuous
service date and drives an employee’s vacation accrual rate

c. *Benefits Service Date: Usually identifies the employee’s WRS
start date and is used to calculate eligibility for employer
contribution towards health insurance. NEVER update this value if
the employee was already covered by the WRS prior to the
transfer, promotion, or demotion.

Seniority Pay Calc Date: This field is not used by the State.




Organizational Instance (7

Organizational Instance Red 0 o [Original Start Date 08/27/2012 [l override ]
Last Start Date 08/27/2012 First Start Date 08/27/2012
Termination Date Years Months Days
Org Instance Service Date 08/27/2012 [l override o 3 5 6

Organizational Assignment Data (7

Instance Record

Last Assignment Start Date 08/27/2012 First Assignment Start 08/27/2012
Assignment End Date
Home/Host Classification Home Years Months  Days Time Reporter Data
8 Company Seniority Date 02/27/2012 |[5) Override o 3 5 6
[ Benefits Service Date 02/27/2012 [ override v 3 5 6
Seniority Pay Calc Date 08/27/2012 [J override P 3 5 6
Probation Date B
Professional Experience Date 3 Last Verification Date [3
Business Title Wildlife Biologist-Senior Position Phone
FEE ysa
Job Data Employment Data Earnings Distribution Benefits Program Participation ]

8. Click the Benefits Program Participation link at the bottom of the page.

9. DO NOT update the benefit record or the Benefit Program.

10.Review the Elig FId fields. Work with your agency benefits specialist to
determine if any updates are needed.

Benefit Status (2 Find First ‘4 1of2 ' Last

"

Benefit Record Numberx J | Go To Row

Effective Date 03/06/2017

Effective Sequence 1 Action Data Change
HR Status Active Reason Benefits Eligibility Config
Payroll Status Active Job Indicator Primary Job
Current
*Benefits System [Benefits Administration v| T ——
Annual Benefits Base Rate Huso ACA Eligibility Details

Benefits Administration Eligibility (7

BAS Group ID Q
Elig Fid 1 [30_GENERAL |Q Elig Fid 2 ICIBASSUPS |Q Elig Fld 3| Q
Elig Fid 4] e, Elig Fid 5 Q Elig Fid 6 | e
Elig FId 7 Q Elig Fld 8  § Elig FId 9 Q
Benefit Program Participation (7 Find | View All First ‘&’ 10f3 ‘2’ Last
*Effective Date|12/27/2015 |5} Currency Code USD =]
*Benefit Program % Q WRS Eligible Non-LTE Employees

a. If no updates are needed, move on to next step




b. If updates are needed, DO NOT update the fields on the
transaction row. Add a sequenced row to job data with an Action =
Data Change and Reason = Benefits Eligibility Config. Update Elg
FId values on the Data Change row. This will create an ELG event
so if changes are needed to any benefits, this event can be used to
make the updates.

ork Location (7 Find First ‘&' 10of2 Last

*Effective Date 08/06/2017 +) Go To Row *|[=]

Effective SequenD o 'Acllon[')ara Change v]

HR Status Active Reason [Benefits Eligibility Config v

Payroll Status Active *Job Indicator | Primary Job v

Elg FId Descriptions

11.*Elig FId 1: (Required) Enter a WRS Category, or code for why the employee is
NOT eligible for WRS

a. If the WRS category is changed, the WRS Auto-Enroll process will enroll
the employee in the correct WRS benefit plan.

b. If the employee is moving between non-Protective and Protective WRS
categories and is enrolled in AD&D, the AD&D enrollment must be
corrected. Create an SSO ticket in this situation.

12.Elig FId 2: (Required field if the employee is WRS eligible) ICI category and
eligibility

a. Do not update this field upon movement unless the employee was
previously not eligible for the WRS.

13.Elig FId 3: There must be a value in this field for all WRS-covered LTEs
indicating their eligibility for the employer contribution towards health
insurance. This field is also used for employees who have pre-tax premium
waiver on file.

14.Elig FId 4: The value entered here tracks the first time an employee was
offered ICI coverage through deferred enroliment - NEVER update this field

15.Elig FId 5: The value entered here identifies grandfathered employees enrolled
in 50%SGL Supplemental Plan and/or employees who have State Group Life or
ICI disability premium waivers in effect

e This field should not be updated upon movement

Compensation Change

If the transfer, promotion, or demotion includes a pay rate change, continue to the
HR - Compensation Changes section.

HR - Movements Between Agencies



Search for the Employee’s Current Job Information

& Important &

o All steps of the Transferring Between Agencies process are completed by the
“receiving" Agency
e The “sending” agency has no PeopleSoft process to complete
« Both agencies, however, should communicate outside of PeopleSoft on the
timing of the transfer
o Prior to the transfer, the employee needs to have all time for their old job
entered
o Employee’s data should not be transferred to the new agency until the
sending agency has confirmed that there are no issues with the
employee’s timesheet
« Employees should not be stolen until the Wednesday of the week they start
unless another date is agreed upon by the “sending” agency

Role: Agency HR Specialist

Prior to entering a transaction moving an employee into a different position, the
Agency Position Management Specialist may request updates to the position. This is
done through the Position Request form. More information is available in the Viewing
Position Data Job Aid and 3.5.3 Position Updates.

Employees should not be put into positions that have not been evaluated by the
Agency Position Management Specialist.

Ensure information such as reports to, classification, FLSA, department ID, location,
funding, etc. are all updated on the position prior to filling it. If updates are not
made prior to filling it you must submit a STAR Support Ticket to have the position
updates made. Do not add position data rows to make corrections to a position that
should have been made prior to filling it.

In addition to ensuring the position is updated, the agency must ensure the employees
person data is updated prior to moving them into a different position. Employee
movements can result in their business phone and email changing. This data should be
updated in Person Data using the same effective date as the transaction.

Employees with an employee class of Permanent, who move into a different position
number in a different Business Unit require a transfer, promotion, or demotion
transaction on their job data.


http://starconnection.wi.gov/Documents/JobAids/HCM/PositionControl/viewpositiondata.pdf
http://starconnection.wi.gov/Documents/JobAids/HCM/PositionControl/viewpositiondata.pdf

Employees who move from one position to another when the employee class is
different (Permanent Classified to Unclassified, Permanent Classified to LTE, etc.)
cannot be transferred, promoted or demoted. A termination then rehire must be
entered for these types of movements. See the scenarios and instructions for each
type of movement in 5.2 Action/Action Reason.

STEP 1: Navigate to the Search for People page and locate the transferring employee

1.

Navigation: Main Menu > Workforce Administration > Personal Information >
Search for People

2. Select Person from the Search Type list
3.
4. Click Search

Select or enter PSCS_ADHOC for the Search Parameter

1& Search ] Clear |Basic Search [gf Save Search Criteria

Find an Existing Value

Search Criteria

Search Type: = v Person v
Search Parameter:| begins with V| PSCS_ADHOC @

Ad Hoc Search []

Description: begins with

oo

© N

Enter or Select JOB_DATAL1 for the Search Result Code

Enter First Name and Last Name. The name must be entered as it was entered
in PeopleSoft originally, but is not case sensitive

Press [Enter] on the keyboard to activate the Search button

Click Search



Search Criteria
Search Typs Person Ad Hoc Search
Search Parameter PSCS ADHOC CS_Person Adhot Search

Search Resull Ruke

o [Saarch Result Code JOB DATA1 L, JobDala 1
User Default o Cloar All Carry ID resot

Search Criteria

Search Fields Value

9. Search Results displays any matching names. If multiple employees are listed,
be certain to locate the desired employee by Empl ID or other identifying data.

10. In the Search Results section, click the Show All Columns button to view all
available data for the employee

Search Results

Search Type Person Ad Hoc Search
Search Parameter PSCS_ADHOC CS_Person Adhoc Search
Result Code JOB_DATA1 Job Data 1

Search Results Summary

Number of ID's Found 1 Return to Search Criteria

Search Order Number 10 CS_AdHoc Search
Search Results Personalize | Find | View All |F_E' First'*' 1-3of 3'% ' Last

Results Resulis2 Additional Information =

= Effective :
Empl ID Empl Record Name Effective Date Sequence Action

1 Carry ID 100088380 O Butch Cassidy 01/14/2016 0 RFL

2 Camry ID 100088380 O Butch Cassidy 011272016 0 LOA

3 Carry ID 100088380 O Butch Cassidy 01/10/2016 0 HIR

11.Look at the most recent row, which has the most recent Effective Date and
highest Effective Sequence
12.Document the following:
a. Empl ID
b. Business Unit: In most cases this is determined by the first thee (3)
digits of the Department ID, plus two zeros. Verify the Business Unit with
the “sending” agency if needed.
c. Department ID



Search Results Personalize | Find | View All | &2 First '#' 1-30f 3'* Last

| Effective Action Position

EmpllD M Name EMectiveDate  gooott. Actio Ronony  Employes Class FTE  Lomoor Department ID
Carry ID [wcr;aa_%u- 0 Butch Cassidy 0111472016 0 RFL RFL PRM 1 012208 1103124000 ] Person Organizational Summary
CarylD | 100088360 0 Butch Cassidy 01112/2016 0 LoA FUP PRM 012205 4103124000 Person Organizational Summary

Carry ID 100088380 0O Buich Cassidy 01102016 0 HIR

Department ID
410+00=41000 | ———
(410p124000

Job Change Request (“People Stealer") - Transfer the Employee’s Data to the ““Receiving” Agency

&

IMPORTANT: The functionality of the Job Change Request, is only to move the
employee’s data into your agency/departmental security. This is NOT the personnel
transaction. Additional steps are required to enter the personnel transaction of
transfer, promotion, or demotion.

Role: HR Personnel Roster Role

STEP 1: Navigate to the Job Change Request page and enter criteria for the data
transfer.
1. Navigation: Main Menu > Workforce Administration > Job Information >
Request Job Change
2. Enter the following:
a. Regulatory Region: United States
b. Action: Data Change
c. Reason Code: Transfer Data
d. Enter the transferring employee’s Empl ID noted from the Search page
e. Enter or select the employee’s current Business Unit noted from the
Search page
Enter or select the employee’s current Department noted from the
Search page
3. Click Search

.—h



Job Change Request
Select Employee

To Data Change an employee, enter all mandatory search criteria and select the SEARCH button

Job Change Details

o Regulatory Region [ United States VJ
o Action | Data Change v
o Reason Code | Transfer Data V|

Mandatory Search Criteria
Empl ID 100088380

o [Business Unit 41000 @, o Department 4105101100 ..!]
;

Enter the *Effective Date of the data transfer

In the Organization information section, enter the NEW position number in the
*Position Number field on the right hand side. The left hand side shows the
current (old) position number for reference. The *Company, *Business Unit,
*Department and *Location for the new position will autofill.

a. If any of the information that populates is incorrect, do NOT alter the
information. Abort the Job Change Request and update the position to
the correct information. Refer to 3.5.2 Creating Position Data for
assistance. After the position is corrected, then perform the Job Change
Request.

6. Click Save for Later

o s




Job Change Request

Butch Cassidy
Empl ID
First Start Date

Date of Birth
Job Change Details

Regulatory Region
Action
Reason Code

100088380
01/10/2016
01/08/1963

USA United States
DTA Data Change

TRF Transfer Data Between Agencies

o [*Effecthre Date 011202016 | ]

¥ Job Change Request Status

Status

Current Information

¥ Organization Information

Empl Record

Nationality

Status Date/Time

0

[] No Handicapped App Recommended

New Information

Position Number 000071 Correction [Posf[ign Number 038702 @ Special Ag]
Reg Region USA United States
Company WIS STATEQFWIS Company WIS @, STATEOFWIS
Business Unit 41000 DOC Business Unit 45500 @, Doy

Department
Location Code

¥ Job Information
Job Code
Standard Hours
Work Period

¥ Salary Plan
Plan
Salary Grade
Step

4105101100 DCC 110
MADEWAQO512 41051 DCC

51880 51880
40.00
w Weekly
81 GENERAL_BB
03 81-03

View Compensation Details

Generate Checklist

[ Save for Later

<D

Department 4550204020 (@, 0

Location 001004DC2 @, 455 00 RUC

7. Click Load to

Job

" Process Job Change

[ Load to Job

]

Transfer to Job Data




©)

Load to Job places a new row with the Action of Data Change and the Reason

of Transfer Data on the employee’s job record along with updating the employee’s
position number (and the information associated with it.) Ultimately, this step moves
an employee from one agency’s security into the receiving agency’s security on the

effective date.

Update Job Data

Role: Agency HR Specialist

After the data transfer has been entered via the Job Change Request (“People
Stealer"), a transfer/promotion/demotion row needs to be entered on the employee’s

job data.

STEP 1: Navigate to the Job Data page and locate the transferring employee
1. Navigation: Main Menu > Workforce Administration > Job Information > Job

Data

2. Enter the desired search criteria in the Find an Existing Value tab

3. Click Search

Job Data

Find an Existing Value

Search Critena

Enter any information you have and click Search. Leave fields blank for a list of all values

Keyword Search

Second Last Name:

g )
Empl 1D: begins with hal
Empl Record: = v
° Mame: begins with |
Last Name: @

Alternate Character Name:l begins with w

Middle Name: begins with v
..\L[_|Include History |_lCase Sensitive )

begins with »

q Search Clear | Basic Search [&F Save Search Criteria




4. If multiple employees result, click the desired employee from the Search
Results list

STEP 2: Add a row with the appropriate Action/Action Reason to the employee’s Job
Data record. This will be after the “People Stealer" row has been added.

1. On the Work Location tab, click Add a Row (+)

2. Enter or select the desired *Effective Date of the transfer. This will be the
same effective date as the “People Stealer” row.

3. *Effective Sequence: Enter the appropriate value. This field must be
incremented up to allow multiple rows of entry on the same Effective Date.
Remember the “People Stealer" entered a job data row with a sequence of 0.

4. Select Transfer, Promotion, or Demotion from the *Action list and select the
appropriate reason from the *Reason list. See 5.2 Action/Action Reason for

details.
Job Information Job Labor Payro Salary Plan Compensation

Butch Cassidy Empl ID 100088380

Encbee 777777777 Empl Record 0

Work Location Find First 2 ' Last

o *Effective Date 01/2012016 i GoTo R# -
o Effective Sequence 1 ° 'Actiﬂnl Transfer v
HR Status Active [Reason| Between Agencies VD
Payroll Status Active *Job Indica\‘nr| Primary Job V|
Current
Position Number 038702 . Special Agent
Override Position Data
Position Entry Date 01/20/2016
Position Management Record
Regulatory Region USA United States
Company WIS State of Wisconsin
Business Unit 45500 Justice
Department 4550, Milwaukee
Department Entry Date 01/20/2016
Location 001004DCI2 455 00RJC DC
Establishment ID 455 \ Justice Date Created 01/20/2016

&If there are errors in any of the position data that populates, corrections need
to be made on the position. Positions should be updated prior to putting an employee
into them. If corrections are needed after putting an employee in a position a STAR
Support Ticket is required. Do not add rows to correct job or position data.

STEP 3: Update all necessary data on the employees Job Data pages to reflect the
new position

1. Click the Job Information tab

2. Review the *Empl Class and *Officer Code and update, if necessary



Butch Cassidy

Employee
Job Information |+

Effective Date 01/20/2016
Effective Sequence 1
HR Status Active
Payroll Status Active

Job Code 67561
Entry Date 01/20/2016
Supervisor Level
Supervisor ID
Reports To 317598
RegulariTemporary Regular

ﬁoo Job Information Job Labor Payroll Salary Plan Compensation

Empl ID 100088380
Empl Record 0

Find First'4 1 0of 2 Last
Go To Row
Action Transfer
Reason Between Agencies
Job Indicator Primary Job
Current

SPECIAL AGENT

Special Agent In-Charge 100016352 Patrick John Carlson

Full/Part Full-Time

[ Empl Class | Permanent v

*Officer Code[ Not Applicable

v |

Regular Shift Not Applicable

Classified Ind Permanent-Classified

Shift Rate
Shift Factor

&If there are errors in any of the position data that populates, corrections need

to be made on the position. Positions should be updated prior to putting an employee

into them. If corrections are needed after putting an employee in a position a STAR
Support Ticket is required. Do not add rows to correct job or position data.

3. Click the Job Labor tab

4. Review the *Bargaining Unit, *Labor Agreement, and *Employee Category

and update, if necessary

5. Update the *Labor Agreement Entry Dt to the date of transfer

Employee

Labor Information

Effective Date 01/20/2016
Effective Sequence 1
HR Status Active
Payroll Status Active

Work Location Job Inforo Job Labor Payroll Salary Plan Compensation

Empl ID 100088380
Empl Record 0

Action Transfer
Reason Between Agencies

Job Indicator Primary Job

Bargaining Unit 81

©
>

Labor Agreement Entry Dt 01/15/2016 |3y
Employee Category 410333 @

- Nonrep General Broadband
Labor Agreement 81 @

Nonrep General Broadband

DOC JACKSON CORRECT INSTITUT

Employee Subcategory Q@

6. Click the Payroll tab




7. Review the *Pay Group, *Tax Location Code, and Absence *Eligibility Group
fields and update, if necessary. Remember if the FLSA status changed the
Eligibility Group must match the new status.

8. Click the Employment Data link at the bottom of the page

Work Location Job Information J:Jo Payroll Salary Plan | Compensation
Butch Cassidy Empl ID 100088380
Employee Empl Record 0
Payroll Information Find First ‘& 1 of 2 Last
Effective Date 01/2012016 GoTo Row
Effective Sequence 1 Action Transfer
HR Status Active Reason Between Agencies
Payroll Status Active Job Indicator Primary Job
Current
Payroll System Payroll for North America
Absence System | Absence Management v
Payroll for North America (7
Pay Group 410 Dept of Corrections
Employee Type |H % Hourly Holiday Schedule WIS WISCONSIN
Tax Location Code WI0000 ). Wisconsin
GL Pay Type FICA Status | Subject V|
o Combination Code Edit ChartFields
Absefge Management System
Pay Group |410 Dept of Corrections
Setiflg
r Eligibility Group WIEXPRMEE loyees - Permane
[[18se Pay Grdup Eligibility gibility Groug Exempt Employees - Permanent
[¥]use Pay Group Rate Type Exchange Rate Type )
[¥]use Pay Group As Of Date Use Rate As Of ‘ hd
Job Data o Earnings Distribution Benefits Program Participation

9. Review the following fields and update, if necessary, by clicking the Override
checkbox to access the date fields

a. *Original Start Date: Identifies the date the employee began in
unclassified service, or as a permanent employee in classified service.
This is State-wide service, not single Agency service.

b. *Company Seniority Date: Identifies the adjusted continuous service
date and drives an employee’s vacation accrual rate

c. *Benefits Service Date: Usually identifies the employee’s WRS start date
and is used to calculate eligibility for employer contribution towards
health insurance. NEVER update this value if the employee was already
covered by the WRS prior to the transfer, promotion, or demotion.

)
Seniority Pay Calc Date: This field is not used by the State
10. If updating the Time and Labor data as the HR Specialist, click the Time
Reporter Data link and refer to the Time and Labor - Updating Time Reporter
Data section of this job aid, then return to the following step




11.Click the Benefits Program Participation link at the bottom of the page

- . - e —---

Employment Information

Butch Cassidy EmplID 100088360
Employee Empl Record 0
Organizational Instance
Organizational Instance Red 0 ° | Original Start Date 01/10/2016 [J override
Last Start Date 01/10/2016 First Start Date 01/10/2016
Termination Date Years Months Days
Org Instance Service Date 01/10/2016 ] Override © 0 0 10

Organizational Assignment Data

Instance Record

Last Assignment Start Date 01/10/2016 First Assignment Start 01/10/2016
Assignment End Date

et o S 4
10

Company Seniority Date 01/10/2016 []Override v o0 0
Benefits Service Date 01/10/2016 [Joverride © 0 0 10
Seniority Pay Calc Date 01/10/2016 [CJoverride ©“ 0 0 10
Probation Date )
Professional Experience Date it Last Verification Date W
Business Title Special Agent Position Phone
r B ysa
Job Data Employment Data Earnings Distribution o Benefits Program Participation

12.DO NOT update the benefit record or the Benefit Program
13.Review the Elig FId fields. Work with your agency benefits specialist to
determine if any updates are needed.

Benefit Status (2 Find First ‘&' 10f2 '}/ Last

0 Benefit Record Numberx © Go To Row

Effective Date 08/06/2017

Effective Sequence 1 Action Data Change
HR Status Active Reason Benefits Eligibility Config
Payroll Status Active Job Indicator Primary Job
Current
*Benefits System | Benefits Administration v| Benefits Employee Status Active
Annual Benafits Base Rata Muso ACA Eligibility Details

Benefits Administration Eligibility (2

BAS Group ID Q p
Elig Fid 1 |30_GENERAL % Elig FId 2ICIBASSUPS |Q Elig Fid 3 Q
@ Elig Fid 4 Q Elig Fid 5 Q Elig Fid 6 Q
Elig Fid 7 Q Elig Fid 8 Q Elig FId 9 Q
Benefit Program Participation (2 Find | View All First ‘&' 10of3 ‘2 Last
*Effective Date [12127/2015  |[5) Currency Code USD #[=]

o "Benefit Program % Q WRS Eligible Non-LTE Employees




a. If no updates are needed, move on to next step

b. If updates are needed, DO NOT update the fields on the transaction
row. You should add a sequenced row to job data with an Action = Data
Change and Reason = Benefits Eligibility Config. Update Elg FId values on
the Data Change row. This will create an ELG event so if changes are
needed to any benefits, this event can be used to make the updates.

Work Location (% Find First ‘& 10f2 Last

*Effective Date |D3/06/2017 [5) Go To Row +|[=]

Effective SequenD *Action [ Data Change v|

HR Status Active Reason [ Benefits Eligibility Config v|

Payroll Status Active *Job Indicator ‘ Primary Job v|

Elg FId Descriptions

14.*Elig FId 1: (Required) Enter a WRS Category, or code for why the employee is
NOT eligible for WRS
a. If the WRS category is changed, the WRS Auto-Enroll process will enroll
the employee in the correct WRS benefit plan
b. If the employee is moving between non-Protective and Protective WRS
categories and is enrolled in AD&D, the AD&D enrollment must be
corrected. Create an SSO ticket in this situation.
15.Elig FId 2: (Required field if the employee is WRS eligible) ICI category and
eligibility
a. Do not update this field upon movement unless the employee was
previously not eligible for the WRS.
16.Elig FId 3: There must be a value in this field for all WRS-covered LTEs
indicating their eligibility for the employer contribution towards health
insurance. This field is also used for employees who have pre-tax premium
waiver on file.
17.Elig FId 4: The value entered here tracks the first time an employee was
offered ICI coverage through deferred enrollment - NEVER update this field
18.Elig FId 5: The value entered here identifies grandfathered employees enrolled
in 50%SGL Supplemental Plan and/or employees who have State Group Life or
ICI disability premium waivers in effect
a. This field should not be updated upon movement

Compensation Change

If the transfer, promotion, or demotion includes a pay rate change, continue to the
HR - Compensation Changes section.

HR - Compensation Changes (If Applicable)



Role: Agency HR Specialist

Compensation changes must be added to an employee’s job data as a separate row
for tracking and reporting purposes. (The only exceptions to this are hires and
rehires).

@ If any retroactive pay is due, PeopleSoft calculates the amount based on the
Pay Rate Change row entered on the employee’s Job Data. If retroactive pay crosses
calendar or fiscal years, create an SSO ticket PRIOR to the first confirmed payroll with
the new pay rate so any necessary adjustments can be made.

STEP 1: Navigate to the Job Data page and locate the employee
1. Navigation: Main Menu > Workforce Administration > Job Information > Job
Data
2. Enter the desired search criteria in the Find an Existing Value tab
3. Click Search

Job Data

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value Keyword Search

Search Criteria
" Empl ID: [beg ns with s ™
Empl Record:

Name: with
Last Name: egins with |

o Second Last Name: [ begins with v/|
th w)

v

Middle Name:

: |Inc|ude Histo :Case Sensitive
o d v,

o Search Clear |Basic Search [&° Save Search Criteria

4. If multiple employees result, click the desired employee from the Search
Results list



STEP 2: Add a row with the Pay Rate Change Action/Action Reason to the employee’s
Job Data record and update their compensation

1. On the Work Location tab, click Add a Row (+)

2. Enter the following:

a. *Effective Date: Select the effective date of the pay rate change. This should
be the same effective date as the transfer/demotion/promotion row.
b. *Effective Sequence: Enter the appropriate value. If the pay rate change occurs

on the same day as another transaction (a transfer, for example) this field must be
incremented up to allow multiple rows of entry on the same Effective Date. (example
- if the first effective sequence for that effective date was 0 and the pay rate change
is the second row on that effective date, the sequence should be 1).
C. *Action: Select Pay Rate Change
d. *Reason: Select the appropriate value. The Action used for the personnel
transaction should coordinate with the Reason used for the pay rate change. For
instance:
e Correct example: Transaction 1 = Transfer (Action) / Within
Agency (Reason); Transaction 2 - Pay Rate Change (Action) /
Transfer (Reason)
e Incorrect example: Transaction 1 = Transfer (Action) / Within
Agency (Reason); Transaction 2 - Pay Rate Change (Action) /
Promotion (Reason)
e Refer to 5.2 Action/Action Reason for options

Job Information Job Labor Payro Salary Plan Compensation
Butch Cassidy Empl ID 100088380
Employee Empl Record 0
Work Location Find First “ Last
*Effective Date [01/202016 m Go To Row =]
Effective Sequence o *Action | Pay Rate Change v
HR Status Active Reason | Transfer v
Payroll Status Active *Job Indicator | Primary Job W

3. Click the Compensation tab.
4. Update the *Rate Code and *Comp Rate as needed.
a. Use Add a Row (+) and Delete Row (-) in the Pay Components section to
remove or add additional Pay Component rows as needed for Add-Ons.

Pay Components Personalize | Find | 2 | First ‘&' 1 of 1 ' Last
Amounts Controls Changes Conversion | [F=¥

*Rate Code Seq Comp Rate Currency Frequency Points Percent Rate Code Group

Calculate Compensation |

5. Click *Calculate Compensation
6. Click Save



HR - Update Personal Profile - Probation

Role: Agency HR Specialist
STEP 1: Navigate to and update the Person Profile page
1. Navigation: Main Menu > Workforce Development > Profile Management >
Profiles > Person Profiles
2. Enter the desired criteria on the Find an Existing Value tab

Person Profiles

Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value ] Add a New Value

Search Criteria

/Empl ID: begins with v| \

Profile Type: begins with /| @
Name: | begins with v|
Last Name: begins with V|
Alternate Character Name:| begins with v|
\Dlncrude History Correct History [ Case Sensitive )

[ Search ] Clear |Basic Search [ Save Search Criteria

a. Click the Employee Status tab

b. Review the most recent probation details. If the transfer/promotion/demotion
date is prior to the current probation end date, verify the Did Not Complete
Probation checkbox is selected. If it is not, click the Probation Details link and
select it. This removes the unfinished probation from reports.

Do not delete any existing probation
c. Click (+) Add New Probation to enter probation for the new
transfer/promotion/demotion



Person Profile

Empl ID 100000010 Walter Hempel
Profile Type WI_DEFAULT Wisconsin Employee Profile

*Profile Status | Active hd

*Description 'Wa Hempel Jr

Serint © comments Profile Actions [ Select Action] v|®
Employment QEC‘Io Employee Status Licenses and Certifications ieteran Disability ’T
Probation
Probation Lengthened Probation Probation Extension Probation Waive Did ND.‘ Complete
Flag Probation

D
B *I' Add New Probation

3. Enter the following fields:
*Effective Date: Probation start date
*Probation: WIPROBATION
*Position: Position number associated with the probationary period
Some employees may have more than one employment instance, so this
ties the position to the probationary period
. *Probation Type: Select the appropriate type of probation
Lengthened Probation: Use this check box if the probationary period has
been approved to be a lengthened probationary period through DPM
g. *Probation End Date: Date of the last day of the probationary period
h. Select Probation Waive if applicable, and enter Reason for Waive
i. Comments: Enter comments related to the probationary period
4. Click OK

Qoo

—h D



Details
o *Effective Date 12/16/2015 el
o *Probation
o *Position
o *Probation Type .
o [] Lengthened Probation
o Probation End Date Bl

[L] Probation Extension Flag

o [J Probation Waive
[[] Did Not Complete Probation

Reason for Extension \‘f
Reason for Waive RE
o Comments A

q oK | Cancel Apply and Add Another

Time and Labor - Updating The Time Reporter Data

Role: Time and Labor Specialist
Alternate Role: Agency HR Specialist

Time and Labor Data can be updated by the Time and Labor Specialist role after the
employee’s Personal and Job Data have been updated. Or the Time and Labor Data
can be updated by the HR Specialist Role during Job Data review/update via the
Employment Data page. If updated by the HR Specialist, be sure to obtain the proper
values from the Time and Labor Specialist.

STEP 1 - Time and Labor Specialist: Navigate to the Maintain Time Reporter Data page
and locate the transferred employee
1. Navigation: Main Menu > Time and Labor > Enroll Time Reporters > Maintain
Time Reporter Data
2. Enter the desired search criteria
3. Click Search



Maintain Time Reporter Data

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

¥ Search Criteria

(Empl ID: [begins with /| .
Empl Record: = v

Name: | begins with V|

Last Name: begins with Vv

Business Unit: begins with V||

Department: | begins with V|

Workgroup: | begins with V|

Organizational Relationship:| = v| | v|
@ Include History [ ] Correct History [ ] Case Sensitive i

Clear Basic Search [ Save Search Criteria

4. If multiple employees result, click the desired employee from the Search
Results list

STEP 1 - If updated by the Agency HR Specialist: Click the Time Reporter Data link
on the Employment Data page



Organizational Assignment Data

Instance Record
Last Assignment Start Date 12/11/2015 First Assignment Start 12/11/2015

Assignment End Date

Home/Heost Classification Home Years Months Days Time Reporter Data

Company Seniority Date 12/11/2015 [] override © 0 0 0
Benefits Service Date 12/1 [ override o 0 0 0
Seniority Pay Calc Date 12/11/2015 [ override v 0 0 0
Probation Date )
Professional Experience Date #) Last Verification Date #)
Business Title CONTRACTORS Position Phone
=— USA
Job Data Employment Data Earnings Distribution Benefits Program Participation

STEP 2: (Both roles follow the same steps at this point) Update the Time Reporter
Data
1. Click Add a Row (+)
2. Enter or select the *Effective Date for when the updated time reporter data
should be active. This should fall on the first day of a pay period.
3. Update the following fields as needed: (For more information on Time Reporter
Data, reference R2 Configuration Data SharePoint documents)

a. *Time Reporter Type: Select either Elapsed Time Reporter or Punch

Time Reporter
o Select Elapsed Time Reporters for Exception Reporters

b. *Elapsed Time Template or Punch Time Template: Enter whichever
field is appropriate based on the Time Reporter Type

c. *Time Period ID: Select PSDAY for Positive Time Reporters; Select
WISBIWEEK for Exception Time Reporters

d. *Workgroup: Identifies the default TRC program, rule program, holiday
schedule, time reporting period, and other information PeopleSoft uses
when processing reported time

e For Exception Reporters, select WISEXCEPT (Approval Required) or
WISEXCEPT1 (Approval Not Required)

e. *Taskgroup: ldentifies the default task template, task profile and time
reporting templates that PeopleSoft uses when collecting and processing
reported time

o *Rule Element 1-4: Assign up to four rule elements as needed
e Rule Element 1: Used to indicate how Overtime is compensated
« Available Values:
o CASH - Cash Payout for Overtime
o COMBO - Combination of Cash and Comp Time for
Overtime
o COMP - Comp Time for Overtime
e Rule Element 2: D - Gives exempt employees and LTEs
differential pay for nights AND weekends



https://agency.wisconsin.gov/sites/ERP/SitePages/Configuration%20Data.aspx?RootFolder=/sites/ERP/R2%20Configuration%20Data/Time%20and%20Labor&FolderCTID=0x01200012FAC0DA4B0EE14F82A973726D59603D&View=%7bFEB7C683-B0C3-4E21-9577-CE16B129BFF9%7d

¢ Rule Element 3: Responsibilities pay
e Available Values:
o P -Permanent PM Shift Responsibility
o T-Temporary PM Shift Responsibility
e Rule Element 4: Used to indicate how Holiday Premium is
compensated
e Available Values:
o CASH - Cash Payout for Holiday Premium Hours
o COMBO - Comp Time earned for Holiday Premium
Hours
f. TCD Group: If the agency uses a TCD, such as a time clock or badge
scanner to report time, and/or sends the reported time in to Time and
Labor with an interface, select the appropriate TCD group
g. *Send Time to Payroll: Check
h. For Taskgroup: Indicates the employee’s Taskgroup is defined for
commitment accounting
i. For Department: Indicates the employee’s department is defined for
commitment accounting
4. Click OK

RESULTS: The employee’s time reporter data is updated. Prior to being able to assign
the employee a schedule, a batch process must run. This occurs midmorning,
midafternoon, and evening.

Absence - Update Assigned Schedule

Role: Absence Specialist

The employee should be assigned a schedule the day after Time and Labor data was
updated and the nightly batch process was run. The employee will NOT be able to
enter any absences until assigned a schedule.

&

Schedules assigned in Time and Labor are for the purpose of tracking absences
only.

STEP 1: Navigate to the Assign Work Schedule page and locate the transferred
employee
1. Navigation: Main Menu > Time and Labor > Enroll Time Reporters > Assign Work
Schedule
2. Enter the desired search criteria
3. Click Search



Assign Work Schedule
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value

Search Crteria

(Empl ID: begins with - i
Empl Record: = -
Name: begins with -
Last Name: begins with -
Business Unit: begins with
Department: begins with «
Organizational Relationship: = - -
] include History "l Correct History 7] case Sensitive
o .
Search I Clear |Basic Search [ Save Search Criteria

4. If multiple employees result, click the desired employee from the Search
Results list

STEP 2: Update schedule data
1. Click Add a Row (+). The previous row is copied for easy updating

Assign Schedules (7 Personalize | Find | View Al | El] | = First'4' 1 0f 1'® Last
Primary Schedule | Alternate Schedule | [T

*Effective Date *Assignment Method Schedule Group  Schedule ID Description Show Schedule

117282015 [ ‘ Select Predefined Schedule v‘ WISCONSIN|@, FLEXMF8_40HR_1@, Flex M-F 8hr Day 1st Shift  Show Schedule =]

2. Enter or select the *Effective Date of the new assigned schedule. Cannot be
older than today’s date
3. Update the *Schedule Group and *Schedule ID fields as needed
e Refer to the SCHEDULES spreadsheet on STAR Connection for details.
This is a download file.
4. Click *Show Schedule to open the Schedule Calendar window



http://starconnection.wi.gov/Documents/HCM/schedules.xlsx

Assign Schedules Personalize | Find | View All | [Ed | First'*' 1-20f 2% Last

Primary Schedule Alternate Schedule | [0
*Effective Date *Assignment Method Schedule Group  Schedule ID Description Show Schedule
[(31;'20."20‘16 ] ‘ Select Predefined Schedule V‘ WISCONSIN|@, |FLEX10H_240W_1@,  Flex 10h 240w 1st Shift Show Schedule ] (+] (=]
11/28/2015 |39 ‘ Select Predefined Schedule v} WISCONSIN/@, |FLEXMF8_40HR_1@, Flex M-F 8hr Day 1st Shift  Show Schedule +] [=]

5. Review the employee’s Sched Hrs

From Date P1/2012016  x 3 Load Calendar Previous Period Next Pened
Schedule Calendar Personalize | Find ||::' | &l First' & 1-42 of 42'*' Last
Shift Time Configurable Totals 5

Day Date DUR Workday ID Shift ID Firstin Last Out Time Zone Sched Hrs Shift Detail
Wednesday 01/20/2016 FLEX10H1ST 6:00:00AM 4:00:00PM CST 10.00 Shift Detal A
Thursday 0172172016 FLEX10H1ST 6:00:00AM 4:00:00PM CST 10.00  Shift Detail
Friday 01/2212016 -1 CST

Saturday 01/232016 1 CST

Sunday 017242016 1 CST

Monday 01/25/2016 FLEX10H1ST 6:00:00AM 4:00:00PM CST 10.00  Shift Detail

6. Click OK

7. Click Save

RESULTS: The employee is now assigned a schedule for tracking absences

Benefits
Role: Agency Benefits Specialist

When any type of Transfer action is entered on an employee’s job record, a Transfer
(XFR) benefits event is created. This can be a transfer within an agency or a transfer
between agencies.

The XFR event is automatically added to the BAS Activity Table, and when the
Benefits Administration process runs over night, the event will be evaluated. No
benefit eligibility should be changed on the transaction job row so the transfer event
will automatically close the night of the XFR event date.

&

If any benefit eligibility update is needed upon movement (WRS category
change, health insurance premium eligibility change... and one of the Elg Flds on the
Benefits Program Participation page needs to be updated), a separate row needs to be
added to the Job Data page with an Action/Reason of Data Change/Benefits Eligibility



Configuration. Once this is entered on the Job Data page, the system will create an
ELG event to analyze any changes and open up benefit enroliments if applicable.

Action Reason Benefit
. .. . . . Payroll HR
Description Description |Explanation Status [Status
(Code) (Code) Status
Used when any data element affecting
Data Benefits benefit eligibility needs to be updated
Eligibili Empl cl E i
Change |g|t.>| ity . ( mr_) oyee ass,_ IflG CONFIG fields, Active |Active [Active ELG
(DTA) ConfigurationService Date). This is also used when an
(BEC) employee becomes eligible for the WRS
through lookback.
v

Download and print these checklists if necessary by clicking on the icon.
Or, review the checklists below.

Checklist: Transfer, Promotion, Demotion Within Agencies

Name: Empl ID:

[ JUPDATE JOB DATA
Role: Agency HR Specialist
Navigation: Main Menu > Workforce Administration > Job Information > Job Data
a) Enter the transfer, promotion, or demotion row
b) Review and update all fields to reflect the new position at the new agency.
8 Note: do NOT enter compensation changes on this row. A new row specifically for the
compensation change is required.
8 Note: do NOT enter any change to the Elg Flds on the Benefits Program Participation
page on this row. A separate row is needed when updating these fields (Action =
Data Change, Reason = Benefits Eligibility Config).

COMPENSATION CHANGE (IF APPLICABLE)

Role: Agency HR Specialist
Navigation: Main Menu > Workforce Administration > Job Information > Job Data
(Compensation Tab)


http://www.doa.state.wi.us/Documents/DPM/Document%20Library/transfersprodem-appendix.pdf
http://www.doa.state.wi.us/Documents/DPM/Document Library/transfersprodem-appendix.pdf�

UPDATE PERSON PROFILE — PROBATION

Role: Agency HR Specialist
Navigation: Main Menu > Workforce Development > Profile Management > Profiles >
Person Profiles

REVIEW/UPDATE TIME REPORTER DATA

Role: Time and Labor Specialist or Agency HR Specialist
Agency HR Specialist — Update this during Job Data entry via Time Reporter Data link on the
Employment Data page.
Time and Labor Specialist — Navigation: Main Menu > Time and Labor > Enroll Time
Reporters > Manage Time Reporter Data

REVIEW/UPDATE ASSIGNED SCHEDULE

Role: Time and Labor Specialist
Navigation: Main Menu > Time and Labor > Enroll Time Reporters > Assign Work Schedule
The assigned work schedule is only used for managing absences. This is not their actual daily
work schedule.

BENEFITS

Role: Agency Payroll Specialist
For transfers, a XFR event is added to the BAS Activity table. This auto closes if there are no
changes.
If the movement changes the employee’s eligibility (e.g. WRS category change), add a
separate row the Job Data page with an Action/Reason of Data Change/Benefits Eligibility
Configuration. PeopleSoft then creates an Eligibility event to analyze any changes and open
up benefit enrollments if applicable.

e All steps of the Movements between Agencies process are completed by the
“receiving" Agency.

e The “sending" agency has no PeopleSoft process to complete.

e Both agencies, however, should communicate outside of PeopleSoft on the timing
of the movement.

e Prior to the movement, the employee needs to have all time for their old
job entered.

e Itis highly recommended that an employee’s data not be transferred to the new

agency prior to the Friday before the employee’s start date.

Checklist: Transfer, Promotion, Demotion Between Agencies



d)

Name: Empl ID:

SEARCH FOR EMPLOYEE’S CURRENT JOB INFORMATION

Role: Agency HR Specialist
Navigation: Main Menu > Workforce Administration > Personal Information > Search for
People
Use Search Result Code: JOB_DATA1

Document the employee’s current job information which will be used to transfer their data
to your agency

Empl ID: Current (old) Department:

Current (old) Business Unit: (first 3 digits of Department, plus two zeros)

JOB CHANGE REQUEST (“PEOPLE STEALER") — TRANSFER THE EMPLOYEE’S DATA

Role: HR Personnel Roster
Navigation: Main Menu > Workforce Administration > Job Information > Request Job
Change
This step only moves the employee’s data to your agency/department security. This is not
the personnel transaction.

UPDATE JOB DATA

Role: Agency HR Specialist
Navigation: Main Menu > Workforce Administration > Job Information > Job Data

Enter the transfer, promotion, or demotion row
Review and update all fields to reflect the new position at the new agency

8 Note: do NOT enter any compensation changes on this row. A new row
specifically for the compensation change is required.

8 Note: do NOT enter any change to the Elg Flds on the Benefits Program
Participation page on this row. A separate row is needed when updating these
fields (Action = Data Change, Reason = Benefits Eligibility Config).

COMPENSATION CHANGE (IF APPLICABLE)

Role: Agency HR Specialist
Navigation: Main Menu > Workforce Administration > Job Information > Job Data
(Compensation Tab)

UPDATE PERSON PROFILE — PROBATION

Role: Agency HR Specialist
Navigation: Main Menu > Workforce Development > Profile Management > Profiles >
Person Profiles

REVIEW/UPDATE TIME REPORTER DATA



Role: Time and Labor Specialist or Agency HR Specialist
Agency HR Specialist — Update this during Job Data entry via Time Reporter Data link on the
Employment Data page
Time and Labor Specialist — Navigation: Main Menu > Time and Labor > Enroll Time
Reporters > Manage Time Reporter Data

REVIEW/UPDATE ASSIGNED SCHEDULE

Role: Time and Labor Specialist
Navigation: Main Menu > Time and Labor > Enroll Time Reporters > Assign Work Schedule
The assigned work schedule is only used for managing absences. This is not their actual daily
work schedule.

BENEFITS

Role: Agency Payroll Specialist
For transfers, a XFR event is added to the BAS Activity table. This auto closes if there are no
changes.
If the movement changes the employee’s eligibility (e.g. WRS category change), add a
separate row the Job Data page with an Action/Reason of Data Change/Benefits Eligibility
Configuration. PeopleSoft then creates an Eligibility event to analyze any changes and open
up benefit enrollments if applicable.

Resources

o State of Wisconsin Compensation Plan

e Promotion: Ch. ER-MRS 14, Wis. Adm. Code

e Transfer: Ch. ER-MRS 15, Wis. Adm. Code

e Demotion: Ch. ER-MRS 17, Wis. Adm. Code

« Reinstatement and Restoration - s. 230.31, Wis. Stats.; s. 230.32, Wis. Stats.;
s. 230.33, Wis. Stats.; & Ch. ER-MRS 16, Wis. Adm. Code; s. 230.33, Wis. Stats.
Restoration Bulletin

e Probation: s. 230.28, Wis. Stats. & Ch. ER-MRS 13, Wis. Adm. Code

o Alphabetical Listing of Classifications
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Release Date: 10/02/17
Effective Date: 10/02/17
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http://doa.wi.gov/Divisions/Personnel-Management/Bureau-of-Compensation-and-Labor-Relations/20152017-Compensation-Plan/
http://docs.legis.wisconsin.gov/document/administrativecode/ch.%20ER-MRS%2014
http://docs.legis.wisconsin.gov/document/administrativecode/ch.%20ER-MRS%2015
http://docs.legis.wisconsin.gov/document/administrativecode/ch.%20ER-MRS%2017
http://docs.legis.wisconsin.gov/document/statutes/230.31
http://docs.legis.wisconsin.gov/document/statutes/230.32
http://docs.legis.wisconsin.gov/document/statutes/230.33
http://docs.legis.wisconsin.gov/document/administrativecode/ch.%20ER-MRS%2016
http://doa.wi.gov/asp/bulletins/bulletin_get.asp?bid=38
http://doa.wi.gov/asp/bulletins/bulletin_get.asp?bid=38
http://docs.legis.wisconsin.gov/document/statutes/230.28
http://docs.legis.wisconsin.gov/document/administrativecode/ch.%20ER-MRS%2013
http://doa.wi.gov/Documents/DPM/Document%20Library/alphalst.xls
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=�
mailto:dave.hippler@wi.gov�
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2.2.2 Termination /Rehire Within 30 Days
Under Construction
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X

Resources

e Reinstatement and Restoration - s. 230.31, Wis. Stats.; s. 230.32, Wis. Stats.;
s. 230.33, Wis. Stats.; & Ch. ER-MRS 16, Wis. Adm. Code; s. 230.33, Wis. Stats.
Restoration Bulletin

e Calculating Company Seniority Date: s. ER 18.02(2), Wis. Adm. Code;
Calculation Worksheet
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http://www.doa.state.wi.us/Divisions/Personnel-Management
http://docs.legis.wisconsin.gov/document/statutes/230.31
http://docs.legis.wisconsin.gov/document/statutes/230.32
http://docs.legis.wisconsin.gov/document/statutes/230.33
http://docs.legis.wisconsin.gov/document/administrativecode/ch.%20ER-MRS%2016
http://doa.wi.gov/asp/bulletins/bulletin_get.asp?bid=38
http://doa.wi.gov/asp/bulletins/bulletin_get.asp?bid=38
http://docs.legis.wisconsin.gov/document/administrativecode/ER%2018.02
http://www.doa.state.wi.us/Documents/DPM/Document%20Library/ADJSEN_1691.XLS
http://www.doa.state.wi.us/Divisions/Personnel-Management
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=
http://www.doa.state.wi.us/Divisions/Personnel-Management�
http://www.doa.state.wi.us/Divisions/Personnel-Management�
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=�
mailto:dave.hippler@wi.gov�

2.3.1 Leave of Absence
Under Construction
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Resources

Leave of absence —s. 230.35(2), Wis. Stats.;s. ER 18.14, Wis. Adm. Code; WHRH 740
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2.3.2 FMLA (Family Medical Leave Act)
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http://docs.legis.wisconsin.gov/document/statutes/230.35(2)
http://docs.legis.wisconsin.gov/document/administrativecode/ER%2018.14
http://doa.wi.gov/Documents/DPM/Document%20Library/Chap740LeaveWithoutPay%202.2016.pdf
http://www.doa.state.wi.us/Divisions/Personnel-Management
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=
http://www.doa.state.wi.us/Divisions/Personnel-Management�
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=�
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Resources

o Department of Labor FMLA: https://www.dol.gov/whd/fmla/
e Wisconsin FMLA: s. 103.10, Wis. Stats. WHRH 724
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2.3.3 Entering an Unpaild Leave of Absence To Fill an
Unclassified or Project Position
Position - Create Surplus Position (Optional)
HR - Update Job Data for the Unpaid Leave of Absence
HR - Add an Employment Instance for the Unclassified or Project Position
HR - Update Biographical Data
Time and Labor - Update Time Reporter Data
Inactivate Time and Labor on the Initial Employment Instance
Set Up Time and Labor Data on the Unclassified or Project Employment Instance
Time and Labor - Assign a Schedule
Absences - Transferring Absence Balances
Benefits  Unclassified Project Position Is In STAR
Benefits  Unclassified Project Position Is External To STAR
Benefits - One Scenario (Within STAR)
Benefits - Second Scenario (External)
Checklist: Entering Unpaid Leave of Absence to Fill an Unclassified or Project Position
Resources

Position - Create Surplus Position (Optional)

Role: Agency Position Management Specialist

Agencies often use surplus positions for employees who are out on a leave of absence
because they want to backfill the vacancy. For details on creating positions, refer to
the Creating and Updating Position Data Job Aid.



https://www.dol.gov/whd/fmla/
https://docs.legis.wisconsin.gov/document/statutes/103.10
http://doa.wi.gov/Documents/DPM/Document%20Library/Chapter%20724%20FMLA%202.2016.pdf
http://www.doa.state.wi.us/Divisions/Personnel-Management
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=
http://starconnection.wi.gov/Documents/HCM/createpositiondata.pdf
http://www.doa.state.wi.us/Divisions/Personnel-Management�
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=�
mailto:dave.hippler@wi.gov�

HR - Update Job Data for the Unpaid Leave of Absence

Role: Agency HR Specialist

Employees must be on a formal leave of absence to retain their classified position
while filling an unclassified or project position. See Wisconsin Human Resources
Handbook chapter 740 for additional information.

STEP 1: Navigate to the Job Data page and find the employee going on an unpaid
leave of absence.

1. Navigation: Main Menu > Workforce Administration > Job Information > Job
Data

2. Enter the desired search criteria in the Find an Existing Value tab.

3. Click Search.

Job Data

Enter any information you have and click Search. Leave fields blank for a list of all values

o Find an Existing Value

Search Criteria

Empl ID| begins with *

Empl Record v
Name| begins with

Last Name| begins with

Second Last Name| begins with v
Alternate Character Name| begins with

Middle Name | begins with v

¥ Include History Correct History Case Sensitive

o .
o Search Clear | Basic Search |8 Save Search Criteria

4. If multiple employees result, click the desired employee from the search results.

STEP 2: Add a row with the unpaid leave of absence Action/Action Reason to the
employee’s Job Data record.



1. On the Work Location tab, click Add a Row (+).
2. Enter or select the desired Effective Date for the start of the unpaid leave of
absence.

©)

It is most typical that the effective date is the Sunday of the new pay
period.
3. Select the Action of Unpaid Leave of Absence
4. Select the appropriate Reason
5. Select Secondary Job as the Job Indicator

A warning may produce. You will be adding a primary job next, so there is
no need to be concerned with the warning.
6. Enter the surplus position number in the Position Number field, if applicable.

Melissa Ames EmplID 1000

Empioyee Empi Record 0

Work Location Eind Last
o l *Effective Date 04022017 W Go To Row i~
Effective Sequence 0 “Action| Unpaid Leave of Absence -
MR Status Actve Reason Filing Unclassified Poss
Payroll Status Leave of Absence *Job Indicator | Secondary Job v

o IPc-su:su:-n Number 337330 f{l Srants Specialist-Ady

Action Description Reason Description LR

(Code) (Code)

Explanation Payroll Status HR Status |[Employee
Status

Used when an employee is on a leave of
absence to fill an unclassified position.
hey will not be paid for their classified
Unpaid Leave Filling Unclassified Position while on leave. .
Leave of Leave with

of Absence Position ] Active .
(L0A) (FUP) ote: A new employment instance |Absence Benefits

will need to be added for the
unclassified appointment if the
position is in PeopleSoft.




Unpaid Leave Filling a Project

Used when an employee ison a
leave of absence to fill a project
position. They will not be paid for
their permanent position while

of Absence Position on leave. Leave of Active Leave.W|th
(L0A) (FPP) Absence Benefits
Note: A new employment
instance will need to be added for
the project appointment.
7. Click Save
:] % T
5] Save

RESULT: The employee’s Job Data is updated and when Benefits Administration runs
overnight, an LOA benefits event opens.

If the unclassified/project position is external to STAR, all insurances will need
to be waived by the benefit administrator on the LOA event that is created.
This can be done through the perform election entry (Main
Menu>Benefits>Manage Automated Enrollment>Participant Enroliment>Perform
Election Entry). Benefits will be waived effective the 1st of the month on or
following the date of the leave of absence. The employee will be eligible for
insurances in their new position.

If the unclassified/project position is within STAR, the benefit administrator
will need to finalize the LOA event without making any elections within the
event. This can be done through the perform election entry (Main
Menu>Benefits>Manage Automated Enrollment>Participant Enrolilment>Perform
Election Entry).

HR - Add an Employment Instance for the Unclassified or Project Position

Role: Agency HR Specialist

&

W

If the unclassified position (additional employment instance) is at a different

agency, this process is performed by the agency where the employee holds the
unclassified or project position.

Create a new employment instance for the employee’s unclassified/project position.
This instance is assigned a new empl record number which is used to track
transactions and records associated with the unclassified/project position.




STEP 1: Navigate to the Employment Instance page and find the employee.
1. Navigation: Main Menu > Workforce Administration >Job Information > Add
Employment Instance
2. Enter or select the desired Empl ID.
« Notice the Empl Record for this employment instance has been
incremented
3. Click Add Relationship.

Add Employment Instance

o Empl ID Q

Empl Record 0

o Add Relationship

STEP 2: Enter job data associated with the employee’s unclassified/project position
1. Enter or select the desired Effective Date for the start of the
unclassified/project position.
2. Select the appropriate Reason from the list.
3. Update Job Indicator to Primary Job.

Work Location I Job Information Job Labor Payro Salary Plan Compensation
Melissa Ames Empl1D_1000

Find First ‘&' 10f1 ‘& Last

Work Location (2
o | *Effective Date 04022017 '.;I Go To Row +| =]
.

Effective Sequence 0 sAction| Hire
HR Status Active Reason | Mire Prior WRS
Payroll Status Active *Job Indicator | Primary Job

STEP 3: Complete all required Job Data pages fields.
« Continue entering complete job data for the unclassified/project position as a
hire. For complete details on the process, refer to HR - Enter Job Data section
of the Entering a New Hire Job Aid.

A Considerations:

All service dates MUST match on the two employment records.

Review elig fld 1; often times the employee is now going to be a new WRS
category

Ensure elig fld 2 for both records match

Do NOT change the benefit rcd number or the benefit program



http://starconnection.wi.gov/Documents/HCM/newhire.pdf

« When you enter the hire, this will create a HIR event which will open to the
employee in eBenefits. Teh agency will need t finalize the HIR event.

Favorites ‘ Main Menu v > Benefits + > Manage Automated Enroliment v+ > Participant Enroliment v > Perform Election Entry
\\I ;';' Search
FHOLW

Event / Participant Selection Option Election Dependents / Beneficiaries

Select by Schedule

Select By Participant (2 Data Entry Configuration (2
Schedule ID EM2017 Q_  Event Maintenance 2017 Defer Dep/Benef Enrollment
Empl ID 1000 Q Defer Savings Investments
Ben Record 0 Event ID Hide Unused Items and Links
Search

#| Validate When Saved

[§] save ||[=] Notify ||#* Refresh

Event / Participant Selection | & n | Dependenis / Beneficiaries | To finalize the HIR event, make sure this box
is checked and hit save

HR - Update Biographical Data

Role: Agency HR Specialist

*

If the unclassified position (additional employment instance) is at a different
agency, this process is performed by the agency where the employee holds the
unclassified or project position.

Oftentimes when an employee is filling an unclassified or project position, their work-
related contact information needs to be updated.

Biographical data can be updated at the following navigation: Main Menu >
Workforce Administration > Personal Information > Biographical > Modify a Person

Time and Labor - Update Time Reporter Data

Role: Agency Time and Labor Specialist

Inactivate Time and Labor on the Initial Employment Instance



STEP 1: Navigate to the Maintain Time Reporter Data page and locate the employee.
1. Navigation: Main Menu > Time and Labor > Enroll Time Reporters > Maintain
Time Reporter Data
2. Enter the desired Empl ID.
3. Click Search.

Maintain Time Reporter Data

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

v Search Criteria

o | Empl 10/ begins with v 11000 1

Empl Record! = v

Name | begins with v

Last Name| begins with
Business Unit| begins with v
Department| begins with +
Workgroup| begins with v

Organizational Relationship = v v

Include History Correct History Case Sensitive

°|I Search Clear Basic Search & Save Search Criteria

STEP 2: Inactivate the Time Reporter Data.
1. Click Add a Row (+)
2. Enter or select the Effective Date when the Time and Labor will be inactive.
3. Select Inactive from the Status list

Time Reporter Data Find | View All First ‘&' 10f2 ‘2 Last
o [ *Effective Date 077252017 0 'b] ° I *Status | Inactive v I E:

4. Click Save

_E_ Save

Set Up Time and Labor Data on the Unclassified or Project Employment Instance



&

W

If the unclassified position (additional employment instance) is at a different

agency, this process is performed by the agency where the employee holds the

unclassified

or project position.

STEP 1: Navigate to the Create Time Reporter Data page and locate the employee.
1. Navigation: Main Menu > Time and Labor > Enroll Time Reporters > Create
Time Reporter Data
2. Enter the desired Empl ID.

3. Click

Search.

©&

Create Time Reporter Data

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Empl' Record| = v

Search Criteria

Empl ID| begins with ¥ |[1000

Name| begins with v

Case Sensitive

. 1
Search Clear Basic Search & Save Search Criteria

J

STEP 2: Enter the Time Reporter Data.
1. Enter the following fields:

a.

b.

Effective Date: The date the time reporter data for the unclassified
position is effective. This should be the hire date.
Status: When an employee is enrolled, the time reporting status is Active
by default
Time Reporter Type: Select either Elapsed Time Reporter or Punch Time
Reporter

i. Select Elapsed Time Reporters for Exception Reporters
Elapsed Time Template or Punch Time Template: Enter whichever field
is appropriate based on the Time Reporter Type.
Time Period ID: Select PSDAY for Positive Time Reporters; Select
WISBIWEEK for Exception Time Reporters.



f. Workgroup: Identifies the default TRC program, rule program, holiday
schedule, time reporting period, and other information PeopleSoft uses
when processing reported time.

i.  For Exception Reporters, select WISEXCEPT (Approval Required) or
WISEXCEPT1 (Approval Not Required)

g. Taskgroup: Identifies the default task template, task profile and time
reporting templates that PeopleSoft uses when collecting and processing
reported time

h. Rule Element 1-4: Assign up to four rule elements as needed

i. Rule Element 1: Used to indicate how Overtime is compensated
e Available Values:
o CASH - Cash Payout for Overtime
o COMBO - Combination of Cash and Comp Time for
Overtime
o COMP - Comp Time for Overtime
ii.  Rule Element 2: D - Gives exempt employees and LTEs differential
pay
iii.  Rule Element 3: Responsibilities pay
e Available Values:
o P -Permanent PM Shift Responsibility
o T -Temporary PM Shift Responsibility
ii.  Rule Element 4: Used to indicate how Holiday Overtime is
compensated
o Available Values:
e CASH - Cash Payout for Holiday Overtime
e« COMBO - Combination of Cash and Comp Time for
Holiday Overtime
e COMP - Comp Time for Holiday Overtime

b. TCD Group: If the employee uses a TCD, such as a time clock or badge

scanner to report time, select the appropriate TCD group

Time Zone: CST

. Send Time to Payroll: Check

e. For Taskgroup: Indicates the employee’s Taskgroup is defined for
commitment accounting

f. For Department: Indicates the employee’s department is defined for
commitment accounting

o o

. Click Save.



Create Time Reporter Data

Beckey Lano ID 100000024 Employment Record 0
Organizational Relationship Employes Badge Detail
Payable Time Start Date n
Time Reporter Data Find | View Al First'¥ 10f 1'% Last
o 3 *Effective Date[08/102015 |3y ¥ A o (" *status Active - + =)
o *Time Reporter Type Elapsed Time Reporter - Payroll
o Elapsed Time Template . o [7] 5end Time to Payroll
Punch Time Template 4 = z
Commitment Accounting
Time Period 1D 4
For Taskgroup
*Workgroup 4 For Department
N *Taskgroup v ) e -
Task Profile ID 4
o [ TCD Group -']

Restriction Profile ID

Rule Element 1 a

Rule Element 2

v

Rule Element 3

Rule Element 4 4

Rule Element 5

o [Time Zone|cST ] e
.—‘e’n to Search ||t | PreviousinList ||. | NextinList ||%7 Notify | Refresh

RESULT: The employee is now enrolled as a time reporter for their unclassified
position and is immediately effective. An overnight batch runs prior to the employee
being assigned a schedule.

Time and Labor - Assign a Schedule

Role: Time and Labor Specialist

The employee should be assigned a schedule the day after Time and Labor data was
entered and the nightly batch process was run. The employee will NOT be able to
enter any absences until assigned a schedule.

Schedules assigned in Time and Labor are for the purpose of tracking absences
only.

STEP 1: Navigate to the Assign Work Schedule page and locate the desired new
hire/rehire employee.
1. Navigation: Main Menu > Time and Labor > Enroll Time Reporters > Assign
Work Schedule
2. Enter the desired search criteria.



3. Click Search.

4. If multiple employees result, click the desired employee from the Search
Results list.

Assign Work Schedule
Ender any information you have and cicic Search. Leave Selds blank for a list of all values
Find an Existing Valeo

R Lntana

Empl IDx begins with -

Empl Record: 3 -

Name: Beging with

Last Hame o DEQING wilh

Business Unit: beging with =

Depanment: beging with -

Owganizatonal Retationshifie . -
¥ Include History Correct Hislony Case Sensitnee

Search e Basic Search 5F Save Search Critenia

STEP 2: Enter schedule data.
1. Enter the following fields:

1. Effective Date: The effective date of the assigned schedule. Cannot be
older than today’s date. For a new hire/rehire, the effective date MUST
be the date of hire.

2. Assignment Method: Select Predefined Schedule

i.  After Select Predefined Schedule is selected, the Schedule Group
and Schedule ID fields activate

ii. Refer to the SCHEDULES spreadsheet on Star Connection for
details.

3. Schedule Group. Select the appropriate value

4. Schedule ID: Select the appropriate value

2. Click Show Schedule to open the Schedule Calendar window.

Assign Schedules (1

Personalize | Find | View All | &2 | & .
Primary Schedule = Alternate Schedule = [TTH

"Effective Date  "Assignment Method Schedule Group Schedule ID Description Show Schedule

12116720155 | Select Predefined Schedule v T o 8 9

3. Review the employee’s Sched Hrs.



Schedule Group WISCONSIN WISCONSIN SCHEDULE GROUP

kaglnup WISPONEX Positive Non Exempt Time Repor
From Date |’. 162015 x W Load Calendar Prev
Schedule Calendar 7% Last
Shift Time Configurable Totals [T

Day Date Workday ID Shift ID Shift Detail
Nednesday 1211672015 24 HRS Shift Detas
Thursday TR 24_HRS Shift Detai

3 2 2 24 HRS ELP Shift Detas

4. Click OK.

5. Click Save.

RESULT: The employee is now assigned a schedule for tracking absences.

Absences - Transferring Absence Balances

Role: Absence Specialist

STEP 1: Absence balances will automatically transfer with the employee. However,

all Hire/Rehire rows on Job Data create new absence entitlements.

If the employee is keeping their balances from their previous position then the new

entitlements are erroneous and need to be deleted.

To identify the erroneous entitlements:

1.

2.

Navigation: Main Menu > Global Payroll & Absence Mgmt> Absence and
Payroll Processing> Review Absence/Payroll Info> Results by Calendar Group
Select the Calendar Group ID that coincides with the effective date of the
Hire/Rehire row.



Results by Calendar Group

Enter any information you have and click Search. Leave fiekds blank for a list of all values.
Find an Existing Value |

w Search Criteria

Empl ID| begins with v [~ &=

Empl Record| = ¥ | "
Calendar Group ID| begins with v | [ ™ * Q

e Name| DEgins wi v '

| Search || Clear | Basic Search & Save Search Criteria

Search Results

View All First ‘& 144ofd4qs 2 Last
Empl ID Empl Record Calendar Group ID Name

e ) 2017B16 o s el "
s’ o 1 2016801 = Em EEEE
——— 1 2018802 B mm = mm

3. Go to the Supporting Elements Tab to identify the erroneous amounts

| calendar Group Resutts || Accumutators | ]
Bom  nomgen Emglayee " EmpliD R Empl Record
Calendar Group ID 2017815 dune 25 to July §
Calendar Information Find First * 202 & Lagt
Calendar ID _. 20178154 Pay Group
Segment Number 1 Version 1 Revision 1
Gross Result Value 00070 uso Net Result Value 0 005] usb

Supporting Elements Personalize | Find | Views | (1] E First ‘&' 1-720f72 b Last
Element Type Element Name Description Amount Character Value  Date Value g&w Skce End Date
Absence Entitlement WI_LEGAL_HOL Legal Holday 4500000070 OTINR201T 07082017 ~
Absence Entitiement Wi_LGL CRROV Legal Holiday Cany Over 0.00000058 0702017 DTRER2NT
Ebsence Entilement WI_PER_CRROV S vaonat Holkdey Dory 00000005 OTRNR0N7 TR0
Absence Entitlement WI_PER_HOL Personal Holiday 36.00000050 OTANRZOT  OTI08RMT
Absence Enttlement WI_REC,_VAC TR Decaicn 000000053 OTANR01T  OTSR01T
Absence Entilement WI_SABBATCL Sabbatical Leave 0.00000030 OTAR201T  O7e2mT
Absen:e Enttfement WI_SICK Skk 250000053 oToZo T OTosRMT
Absence Entitlement WI_VACATION acation 102 00000050 0720 T OTRER0T

STEP 2: To make the manual adjustment:



1. Go to the Absences page
Navigation: Main Menu > Global Payroll & Absence Mgmt> Payee Data> Adjust

Balances> Absences

2. Select the Calendar ID that is one pay period AFTER the effective date of the
Hire/Rehire row

Absences

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Search Criteria

Empl ID| begins with ¥

Empl Record| = v |1
Pay Group| begins with v Q
¥ | s - .
Calendar ID| begins with ¥ 2017 Q
Name| begins with v ¥ '
Period Begin Date| >= v )
Period End Date| <= v n
Case Sensitive
3. Enter the deductions for the erroneous amounts
Absences
Employee ID Name m = - Empl Record 1
Pay Group Description Dept of Pay Entity WISCONSIN
Calendar ID 2017816 Begin Date 07/ 092017 End Date 07/22/2017
This Calendar is finalized. Any changes will be considered during retro processing
Balance Adjustments Personalize | Find | View All | &Y | L First ‘4 1-30f3 ‘& Last
Element Name Description Balance Adjustment Begin Date End Date
WI_LEGAL_HOL | Q JLegal Holiday -43.000000 §/092017 |09 07222017 | &) (=]
WI_PER_HOL Q |Personal Holiday -36.000000 OF/092017 | 0772212017 | ] (=]
WI_VACATION Q, [Vacation -108.000000 OF/09/2017 | 07222017 | +] =]

Benefits - Unclassified/Project Position Is In STAR



STEP 1: The first scenario is the employee is currently a classified employee and is
taking an unpaid leave of absence to fill an unclassified position or project position
within the STAR system. You will need to switch the benefit flag over to the now
active unclassified/project position effective the day the new position starts.

Favorites « Main Menu « > Benefits + > Maintain Primary Jobs » > Maintain Flags

‘ Search

YBO %W
Maintain Flags

Employee ID 1000 Steven

Currently Displayed Effective Date set 07/0%20

Browse Primary Job History by Effective Date _‘ ‘—‘! nsert New Effat

Primary Job Flags Maintenance Personalize | Find | & | &S First ‘&' 1-2012 ‘&' Last
) Benefit

Employment =p %

Job Data = o *Effective Date Record Primary Job Include Eligibility include Deductions
Recorda Number

Deta ) v v v

Deta 20 v L

it Save > Return to Search No

1. Navigate to the Maintain Flags screen and pull up the employee
Navigation: Main Menu>Benefits>Maintain Primary Jobs>Maintain Flags
2. Click the arrow to get to the page with the most recent dates
3. Click the check box under the primary job next to the new empl rcd you
created for the unclassified position (the effective date should be the same

date that the unclassified position begins).



Maintain Flags

Employee ID 1000 Steven
Currently Displayed Effective Date set (7/02/2017
Browse Primary Job History by Effective Date H € & Insert New Effat
Primary Job Flags Maintenance Personalize | Find | (2| & First ‘& 1-20f2 ‘&' Last
Benefit
Employ t -
Job Data R *Effective Date Record Primary Job Include Eligibility Include Deductions
Recorda N
umber
Detall 0 08202015 0 v v v -
Detail D v v =

il Save _-ourn to Search =] Notify

4. Click Save.

5. Click Return to Search and then go back into the employee. You should see that
the effective dates for each empl rcd are the same, but the checkbox next to
the empl rcd that has the unclassified position is checked. Make a note to
verify on the next payroll that the benefits have appropriately moved over to
unclassified/project position. If this isn’t complete prior to the first check,
benefit deductions will not take.

Maintain Flags

Employee ID 1000 Steven L
Currently Displayed Effective Date set (07/09/2017

Browse Primary Job History by Effective Date E E @ lE nsert New Effdl
Primary Job Flags Maintenance Personalize | Find | & | &= First ‘&' 1-20f2 &/ Last
. Benefit
Job Data ;mp-oy:‘»cnl *Effective Date Record Primary Job Include Eligibility Iinciude Deductions
ecord Number
Deta 7 17 v v =]
Detail | 1 o7ioar2017 0 v | v v =]

,,-'.a_f Return to Search | | (%] Notify

Benefits - Unclassified/Project Position Is External To STAR



The second scenario is that the employee is a classified employee within STAR, but is
filling an unclassified position at another payroll center outside of the STAR system.

Once the job data entry for the leave of absence has been entered for the classified
position, that will create an LOA event. All of the insurances will need to be waived
on the LOA event by the benefit administrator. This can be done through the perform
election entry (Main Menu>Benefits>Manage Automated Enrollment>Participant
Enrollment>Perform Election Entry). Benefits will be waived effective the 1st of the
month on or following the date of the leave of absence. The employee will be
eligible for insurances in their new position.

Benefits - One Scenario (Within STAR)

STEP 1: The first scenario is the employee is currently a classified employee and is
taking an unpaid leave of absence to fill an unclassified position or project position
within the STAR system. You will need to switch the benefit flag over to the now
active unclassified/project position effective the day the new position starts.

Favorites Main Menu > Benefits~ > Maintain Primary Jobs » > Maintain Fiags

A

bl i eI - ™
Maintain Flags

Employee ID 1000 Steven

Currently Displayed Effective Date set 07/09/2017

Jrowse Primary Job History by Effective Date (] “'

Primary Job Flags Maintenance Personalize | Find | & | &

Job Data Fageoymant *Effective Date

o ' 3 n "
Primary Job Include Eligibility Include Deductions
Recorda ’ 0 x x i

Save ™ Return to Search =] Nobify

1. Navigate to the Maintain Flags screen and pull up the employee
Navigation: Main Menu>Benefits>Maintain Primary Jobs>Maintain Flags
2. Click the arrow to get to the page with the most recent dates
3. Click the check box under the primary job next to the new empl rcd you
created for the unclassified position (the effective date should be the same
date that the unclassified position begins).
4. Click save.



Maintain Flags

Employee ID 1000 Steven

Currently Displayed Effective Date set 07/02/2017

Browse Primary Job History by Effective Date ] & [ Insert New Effat
Primary Job Flags Maintenance Personalize | Find | &% | &S First ‘&' 12012 & Last
Employment . Benefit
Job Data =¥ Effective Date Record Primary Job Include Eligibality Include Deductions
Recorda
Number
Deta 0 v o v -
Detail

ol Save _-ﬂu-n to Search | |[=] Notify

5. Click return to search and then go back into the employee. You should see that
the effective dates for each empl rcd are the same, but the checkbox next to
the empl rcd that has the unclassified position is checked. Make a note to

verify on the next payroll that the benefits have appropriately moved over to
unclassified/project position.

Maintain Flags

Empiloyee ID 1000 Steven
Currently Displayed Effective Date set 07/09/2017

Browse Primar History by Effective Date [H] [ [ M Insert New Effdt
Primary Job Flags Maintenance Personalize | Find | &Y | E& First ‘4 1.20f2 ‘2 Last
Benefit
|
Job Data Emp oyment *Effective Date Record Primary Job Include Eligibility Include Deductions
ecorda Number
Detail D 07/09/2017 .v v -
Detail | 1 0710002017 0 v | v v -

“',a, 3" Return to Search | | [&] Notify

Benefits - Second Scenario (External)

The second scenario is that the employee is a classified employee within STAR, but is
filling an unclassified position at another payroll center outside of the STAR system.



Once the job data entry for the leave of absence has been entered for the classified
position, that will create an LOA event. All of the insurances will need to be waived
on the LOA event by the benefit administrator. This can be done through the perform
election entry (Main Menu>Benefits>Manage Automated Enrollment>Participant
Enrollment>Perform Election Entry). The employee will be eligible for insurances in
their new position.

Checklist: Entering Unpaid Leave of Absence to Fill an Unclassified or Project Position

v

Download and print this checklist if necessary by clicking on the icon. Or,
review the checklist below.

Name: Empl ID:

] CREATE A SURPLUS POSITION (Optional)

Role: Agency Position Management Specialist
Create a surplus position to be applied to the employee’s job data while they are on unpaid
leave from their primary position. Refer to the Creating and Updating Position Data Job Aid.

] UPDATE JOB DATA FOR THE UNPAID LEAVE OF ABSENCE
Role: Agency HR Specialist
Navigation: Main Menu > Workforce Administration >Job Information > Job Data

[ JADD AN EMPLOYMENT INSTANCE FOR THE UNCLASSIFIED OR PROJECT POSITION
Role: Agency HR Specialist
Navigation: Main Menu > Workforce Administration >Job Information > Job Data > Add

Employment Instance

[ ] UPDATE BIOGRAPHICAL DATA
Role: Agency HR Specialist
Navigation: Main Menu > Workforce Administration > Personal Information > Biographical

> Modify a Person

[ ]UPDATE TIME REPORTER DATA
Role: Agency Time and Labor Specialist or Agency HR Specialist


http://doa.wi.gov/Documents/DPM/Document%20Library/uloatounclassified-appendix.pdf
http://starconnection.wi.gov/Documents/HCM/createpositiondata.pdf
http://doa.wi.gov/Documents/DPM/Document Library/uloatounclassified-appendix.pdf�

] INACTIVATE TIME AND LABOR ON THE INITIAL EMPLOYMENT INSTANCE

8§ If entered by the Agency Time and Labor Specialist — Navigation: Main Menu > Time
and Labor > Enroll Time Reporters > Maintain Time Reporter Data

[ ]ENTER TIME AND LABOR ON THE UNCLASSIFIED/ PROJECT EMPLOYMENT INSTANCE

8§ If entered by the Agency Time and Labor Specialist — Navigation: Main Menu > Time
and Labor > Enroll Time Reporters > Create Time Reporter Data

] ASSIGN A SCHEDULE
Role: Agency Time and Labor Specialist
Navigation: Main Menu > Time and Labor > Enroll Time Reporters > Assign Work Schedule

] TRANSFER ABSENCE BALANCES

Role:Agency Absence Specialist
Navigation: Main Menu > Global Payroll & Absence Mgmt > Absence and Payroll
Processing > Review Absence/Payroll Info > Results by Calendar Group

Navigation: Main Menu > Global Payroll & Absence Mgmt > Payee Data > Adjust
Balances > Absences

[ ] ADJUST BENEFITS
Role: Agency Benefits Specialist

[JSCENARIO ONE: UNCLASSIFIED/PROJECT POSITION IS IN STAR
Navigation: Main Menu > Benefits > Maintain Primary Jobs > Maintain Flags

[ISCENARIO TWO: UNCLASSIFIED/PROJECT POSITION IS EXTERNAL TO STAR
Navigation: Main Menu > Benefits > Manage Automated Enrollment > Participant
Enroliment > Perform Election Entry

Resources

1. Filling an Unclassified Appointment: .; s. 230.33, Wis. Stats.; & Ch. ER-MRS 16,
Wis. Adm. Code s. 230.33, Wis. Stats. Restoration Bulletin; State of Wisconsin
Compensation Plan

2. Leave of absence - s. ER 18.14, Wis. Adm. Code; WHRH 740



http://docs.legis.wisconsin.gov/document/statutes/230.33
http://docs.legis.wisconsin.gov/document/administrativecode/ch.%20ER-MRS%2016
http://docs.legis.wisconsin.gov/document/administrativecode/ch.%20ER-MRS%2016
http://doa.wi.gov/asp/bulletins/bulletin_get.asp?bid=38
http://doa.wi.gov/Divisions/Personnel-Management/Bureau-of-Compensation-and-Labor-Relations/20152017-Compensation-Plan/
http://doa.wi.gov/Divisions/Personnel-Management/Bureau-of-Compensation-and-Labor-Relations/20152017-Compensation-Plan/
http://docs.legis.wisconsin.gov/document/administrativecode/ER%2018.14
http://doa.wi.gov/Documents/DPM/Document%20Library/Chap740LeaveWithoutPay%202.2016.pdf
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2.3.4 Military Leave
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Resources

o Restoration after military leave: s. 230.32, Wis. Stats.

e Military Service: s. ER 18.08, Wis. Adm. Code



http://www.doa.state.wi.us/Divisions/Personnel-Management
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=
http://docs.legis.wisconsin.gov/document/statutes/230.32
http://docs.legis.wisconsin.gov/document/administrativecode/ER%2018.08
http://www.doa.state.wi.us/Divisions/Personnel-Management�
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=�
mailto:dave.hippler@wi.gov�
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2.4_.1 Termination/Retirement

Notes On This Chapter
HR - Update Job Data
Time and Labor - Adjust And Inactivate Time
Identify Time Reporters with Time after Term Date
Adjust Timesheet Entries
Update Time Reporter Data
Calculate Comp Time Payout Balances
Absence - Review And Adjust Leave Balances
Absence - Delete Future Dated Leave Entries
Payroll - Pay Out/Collect Leave (If Applicable)
Payroll - Set Final Advice Statement To Print
Payroll - End General Deductions
Payroll - End Additional Pay
Payroll - Verify Pay For Exception Time Reporters
Payroll - Inactivate Direct Deposit (After Last Payroll Has Been Confirmed By Central
Payroll)
Payroll - Request Garnishment Suspension
Benefits - Termination/Retirement Event
Finalize the Benefits Event
Reconcile the Employee’s Benefit Deductions
Benefits - Terminations Processed In A Month That Has A "C: Pay Period or Employees
Who Terminate Prior To Paying For A Full Month Of Coverage
Benefits - Verify Benefits Termination
Checklist: Termination-Retirement
Resources



http://www.doa.state.wi.us/Divisions/Personnel-Management
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=
http://www.doa.state.wi.us/Divisions/Personnel-Management�
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=�
mailto:dave.hippler@wi.gov�

Notes On This Chapter

The scope of the chapter only covers those processes directly related to
terminating or retiring an employee or completing their appointment.

Fields, icons, and buttons not addressed are either not being used by the State
or are not applicable to the topic.

At the start of each process, the associated PeopleSoft security role is
identified.

See the Employee Movement job aid for information on Terming and Rehiring
employees.

HR - Update Job Data

Role: Agency HR Specialist
STEP 1: Navigate to the Job Data page and locate the employee.

1.

2.
3.

4.

Navigation: Main Menu > Workforce Administration > Job Information > Job
Data

Enter the desired search criteria in the Find an Existing Value tab.

Click Search.

Job Data
Enter any information you have and click Search, Leave fields blank for a list of all values
Find an Existing Value Keyword Search

Search Criteria

~\
Empl 1D: begins with

Empl Record: = A

Name: begins with
Last Name: begins with |
Second Last Name: begins with
Alternate Character Name:[m
Middle Nam: begins with w*

[l Include History || Case Sensitive

If multiple employees result, click the desired employee from the search
results list.

Clear |Basic Search [ Save Search Criteria




STEP 2: Add a row with the termination/retirement/completion Action/Action Reason
to the employee’s Job Data record.

1. On the Work Location tab, click Add a Row (+).
2. Enter or select the desired Effective Date of the termination. This should be
first day the person is no longer an employee.
For example, if a person’s last day as an employee is November 12th, the
effective date on the termination row on the Job Data page is November 13th.
This also applies when an employee passes away. The termination due to death
should be the day after the employee passed away.
3. Select the appropriate Action and Reason. See the Action/Action Reason
chapter for additional information.

&

If entering a Retirement, do not enter the retirement transaction until after all
paid time is used and the employee is no longer on the State payroll in any form.

Work Location Job Information Job Labor Payroll Salary Plan Compensation
Walter Hempel EmplID 100000010
Empioyee Empl Record 0
Work Location (2 Find First -4 Q Last
o [ *Effective Date 01/29/2016 ;] Go To Row —:
Effective Sequence 0 o *Action [ Termination V]
HR Status Inactive chasun _ v
Payroll Status Terminated *Job Indicator | Primary Job v|
Current

4. Click Save.

Time and Labor - Adjust And Inactivate Time

Role: Time and Labor Specialist

Identify Time Reporters with Time after Term Date
Run the WI_TERM_W_TIME query.

1. Navigation: Main Menu > Reporting Tools > Query > Query Manager
For complete instructions on running a query, refer to the How to Run Reports
and Queries Job Aid.
2. Take note of any positive time reporters with time after their term/retirement
date.
3. If an employee is showing on this report in error, contact HR to correct their
termination data.



http://starconnection.wi.gov/Documents/HCM/runreport.pdf
http://starconnection.wi.gov/Documents/HCM/runreport.pdf

Unit ID REI;‘CFI)I‘EI Last :;?1; Pay Status REIC:)I(I?OH Dept ID Workgroup Term Date Rpt Dt TRC Cuantity Status Frozen FE;);I&&”
1000 0 Terminated EMP 5055200000 WISEXCEPT 01/04/2016 01/05/2016 REGLR 8.000000 Closed Y 01/12/2016
)0 1000 0 Terminated EMP 5055200000 WISEXCEPT 01/04/2016 01/06/2016 REGLR 8.000000 C 01/
1000 0 Terminated EMP 5055200000 WISEXCEPT 01/04/2016 01/07/2016 REGLR 8.000000 C D1/
)0 1000 0 Terminated EMP 5055200000 WISEXCEPT 01/04/2016 01/08/2016 REGLR 8.000000 C 0111

Adjust Timesheet Entries
Adjust timesheet entries present after termination/retirement/completion date.

1. Navigation: Main Menu > Manager Self Service > Report Time > Timesheet
2. Enter or select the desired selection criteria.

3. Click Get Employees.

Report Time

Timesheet Summary

Employee Selection
Employee Selection Critena [ Get Employees ]
Selection Criterion Selection Criterion Value
Clear Criteria
Time Reporter Group 2,
) Save Criteria
Employee ID &,

VA VAV VA VAVEAA VA VASESE 2 AVl VA VA VAVA VA VAVEA

4. From the results listed at the bottom of the page, click the Last Name of the
desired employee.
5. Clear any time entries after the employee’s last day.

o For a Positive Time Reporter: Remove the entries on days the employee
did not work.

« For an Exception Time Reporter: Enter a zero (0) for the days the
employee did not work. This effectively overrides the automatic
assignment of daily hours.

6. Click Submit.

Update Time Reporter Data

Inactivate the employee’s time reporter data (shutting down their timesheet) as of
their effective date of termination/retirement and set any overtime to be paid out in
cash.

1. Navigation: Main Menu > Time and Labor > Enroll Time Reporters > Maintain
Time Reporters

Enter the desired search criteria.

3. Click Search.

N



Maintain Time Reporter Data
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value
Search Criteria
(,-EI11|.1| 10 | begins with vl i
o Empl Record: = R

Business Unit: begins with vl

Department: [Lle-g---s with v|

Workgroup: begins with

Organizational Relationship: | = A vl
\ [ linclude History []Correct History [ ] Case Sensitive J

o | Clear |Basic Search A Save Search Criteria

4. If multiple employees result, click the desired employee from the Search
Results list.

5. On the Maintain Time Reporter Data page, click Add a Row (+).

6. Enter or select the Effective Date.
This should match the effective date of the termination/retirement - the first
day the employee no longer works at the State.

7. Select Inactive from the Status list.

8. Enter or select CASH in Rule Element 1.

9. Enter or select CASH in Rule Element 4.

10.Click Save.




Maintain Time Reporter Data

Walter Hempel ID 100000010 Employment Record 0
Organizational Relationship Employee Badge Detail Group Mem
Time Reporter Data Find | View Al First ﬁ ' Last
( “Ettective pate 01232016 |3 Ju o (*status[inacte V] -]
*Time Reporter Type | Elapsed Time Reporter w| Payroll

Elapsed Time Template \WIS_ELAPSA |9, concoq Tack Template Required [#] Send Time to Payroll

Punch Time Template @,
Commitment Accounting
Time Period 1D PSDAY @, Day Time Period - PS Delivered ¥ For Taskgroup
*Workgroup WISPOEXM Q Positive Exempt Time Reporter ¥| For Department
. AT G L
Taskgroup |37T0WMMA @ v WM Madison Area
Task Profile ID @,
TCD Group @,
Restriction Profile ID @,
o (Rute Etement 1/casH @, Cash Pay Out for Overtime |
Rule Element 2 @,
Rule Element 3 @,
o [Rule Element 4/ CASH A, Cash Pay Out for Overtimae Ho:.]
Rule Element 5 @,
Time Zone CST &

v Central Time (US)

@l il Save I.g? Retum to Search | =] Notify | 2% Refresh A ] y || & Include History | |7 Comect History

Calculate Comp Time Payout Balances
Locate and review the employee’s Comp Time balances.

1. Navigation: Main Menu > Time and Labor > View Time > Compensatory Time

Compensatory Time

Inigo Montoya Employee ID 100000000
HVAC REFRIG SPEC-ADV Employment Record 0
Actions «

Comp Time Balance Summary (2

Compensatory Time Off Plan 'Wi1 Expiration Period Never
Date 02/08/2016
Balance at Start of Day 60.00

2. Zero out Comp Time balance on timesheet by entering a negative quantity of
TRC CMPAD on a non-working day of last week in pay status.



From Sunday 02/07/2016 to Saturday 02/13/2016 (2

Sun -Mon Tue W Thu Fri Sat
o 2 1

Wed tal Tima Ranorting Coda
P 29 200 14 12 13 Todal Time Reporting Code Rule Element 1

[+ [# [

~ .. R N - L - L -1 ~ " ~ ST

3. Submit a payout of Comp Time balance through POTT (see the Payroll -
Payout/Collect Leave section)

Absence - Review And Adjust Leave Balances

Role: Agency Absence Specialist

Identify leave balances and note whether to payout unused earned leave or collect
overdrawn leave. If paying out unused leave or collecting overdrawn leave, create a
POTT and then zero out all balances as outlined in Step 5 below.

STEP 1: Review full details of an employee’s current balances, used year-to-date
balances, and any balance adjustments, by navigating to the Results by Calendar
Group page.

1. Navigation: Main Menu > Global Payroll & Absence Mgmt > Absence and
Payroll Process > Review Absence/Payroll Info > Results by Calendar Group

2. When selecting an employee’s information from the search results, be certain
to select the calendar group for the last pay period that was finalized.
Calendar ID format is Year, Biweekly indicator, Pay Period number.
[YYYY][B][##]

STEP 2: Navigate to the Absence Balances page and find the affected employee
1. Navigation: Main Menu > Global Payroll & Absence Mgmt > Payee Data >
Maintain Absences > Review Absence Balances
2. Enter the desired search criteria in the Find an Existing Value tab.
3. Click Search.



Review Absence Balances

Find an Existing Value

Search Criteria

Enter any information you have and click Search. Leave fields blank for 3 list of all values

'ri;mpl 1D pegins with %
Empl Record: = Ay
Name:
Last Name:
Second Last Name: |Degi"|5 with v|
Alternate Character Name:

Middle Mame: begins with

J

\_|Case Sensitive

| Clear |Basic Search g-"' Save Search Criteria

4. If multiple employees result, click the desired employee from the Search

Results list.

STEP 3: Review and note the employee’s current available leave balance and

calculate earned amounts for payouts.

Accumulator Balance User Keys | |E=H

Accumulator Period Entitlement Element Element Name

Year to Date WI_LEGAL_HOL WI_LEGAL_HOL_BAL
Year to Date WI_SICK WI_SICK_BAL

Year to Date WI_VACATION WI_VACATION_BAL
Year to Date WI_SABBATCL WI_SABBATCL_BAL
‘Year to Date WI_CR_OVR_12 WI_CR_OVR_12_BAL

Current Balance Forecast Balance Forecast Messages
Employee ID 100036011 Empl Record 0 Name April Jean Bahls
Absence Entitlement Current Balance Personalize | Find | View Al | i E

Amount From
32.000000 01/01/2015
846.650000 01/01/2015
4.500000 01/01/2015
65.500000 01/01/2015

0.000000 01/01/2015

First'Y 1-50f 5

Through

1213172015
12/31/2015
121312015
12/31/2015

121312015

Y Last

STEP 4: Navigate to the Absences page.

1. Navigation: Main Menu > Global Payroll & Absence Mgmt > Payee Data >

Adjust Balances > Absences
2. Enter the employee’s Empl ID.
3. Click Search.




Absences

Search Critenia

Find an Existing Value

Enter any information you have and click Search. Leave

fields blank for a list of all values.

Empl Record: =
Pay Group:
Calendar 1D:

Name:

==

Period Begin Date:
Period End Date:

o=

| Case Sensitive

"'Empl ID: | begins with v|

W

bagins with V]
begins with v]

[ begins with V|
= VI

begins with

A"

|| Search

Clear

Basic Search

[E® Save Search Criteria

4. Select the desired Calendar ID for the employee from the Search Results list.

STEP 5: Remove the appropriate entitlement balances.
1. On the Absences page, select the desired Element Name.
2. Based on the transaction, balances should be cleared as follows:
e Termination (most reasons, except those listed below):

o Zero out vacation, personal holiday, legal holiday, and sabbatical

o Sick leave remains on their record

o Zero out all balances

Termination with Transfer to Affiliate:

o Zero out all balances and complete a personnel transfer record
(PTR)

Termination due to Misconduct:

Termination when Leaving State Service:
o Zero out vacation, personal holiday, legal holiday, and sabbatical
o |If sick leave is eligible to be certified to ETF, zero out the balance

(sick leave remains with ETF until the employee reaches
retirement age)

o |If sick leave is NOT eligible to be certified, do nothing; remains on

their record

Retirement:




o Zero out vacation, personal holiday, legal holiday, and sabbatical
o |If sick leave is eligible to be certified to ETF, zero out the balance
o If sick leave is NOT eligible to be certified, sick leave remains on
their record
o Completion:

o For Project employees - zero out all balances

3. Enter the appropriate amount in the Balance Adjustment field to remove all of

the entitlement balance.

&

When removing balance, make sure the adjustment is entered as a negative
number to deplete the balance. Without the negative symbol, the balance would
increase.

4. Repeat the steps for each balance that should be zeroed out.
5. Click Save.

Absences
Employee ID 100026011 Name April Jean Bahls Empl Record 0
Pay Group 410 Description Dept of Corrections Pay Entity WISCONSIN
Calendar ID 410 2016B01 Begin Date 12/13/2015 End Date 12/26/2015
Balance Adjustments Personalize | Find | View All | |E First &' 1071 > Last
0 Element Name Description Balance Adjustment Begin Date End Date
['."\'._SIC-( @, Sick Q -846.650000 12/13/2015 |[3) |12/26/2015 |[3] +] [=]
o S| Save ||[h Returnto Search ||t PreviousinList 45| NextinList | |[=] Notify

Absence - Delete Future Dated Leave Entries

Role: Agency Absence Specialist

Check for absence events dated after the termination date and delete those events.
This can be done by searching the Absence Event page (any time after receiving
notification of the termination) or by running the WI_TERMINATED_WITH_ABSENCE
guery after the termination has been entered.

STEP 1: Search for future dated absence.
1. Navigation: Main Menu > Global Payroll & Absence Mgmt > Payee Data >
Maintain Absences > Absence Event
2. Enter the desired search criteria in the Find an Existing Value tab.
3. Click Search.



Absence Event
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Search Criteria

(Empl 1D: begins with )
Empl Record:

Name:

Last Name:

Second Last Name: begins with

Alternate Character Name:l begins with v|

Middle Name: begins with
; Case Sensitive y,

Search Clear Basic Search _;" Save Search Criteria

4. If multiple employees result, click the desired employee from the Search
Results list.

STEP 2: Adjust the From and Through Dates to be after the employee’s last day of
employment.

From [03/01/2016 |[3] Through 12/31/2017 ﬁ]] Forecast

1. Click Refresh.
« If no dates are displayed, there isn’t anything further that needs done.

« If dates are returned, they need to be deleted (Assume a termination of
2/28/2016 for the displayed examples). Continue to the next step.

Absence Take Process Status Forecast Value | =0
Absance Take Descriptiona *Begin Datoa End Date Partial Hours *Process Action Violdad Original Begin Date  Detalls
V_VACATION_TK Vacation [ D2/08/20168 W |0/0EV2018 [ ] Norma v 03/08/2016 w Details

STEP 3: Delete the future dated entries.
1. Click Delete a Row (-) next to the rows with the future dated entries



2. Click OK to confirm the deletion. The row deletes when the page is saved.

Delete Confirmation

Delete current/selected rows from this page? The delete will occur when the transaction is saved

3. Click Save.

From 03/01/2016 [& Through |12/31/17 ) Refresh Forecast
SE Events
Abszence Take Process Status Forecast Value | [F¥
Absence Take Description.a *Begin Datea End Date Partial Hours *Process Action Voided Original Begin Date  Details
| VACATION_TK acation 03/08/2016 |[w) OQ3ON201E |[w | |Mormal v 03/08/2016 w Details
i Return to Search =] Notify || Refresh

STEP 4: Run WI_TERMINATED_WITH_ABSENCE query to validate no further future
dated absences are entered (this can only be ran after the term has been entered into
the system).

1. Navigation: Main Menu > Reporting Tools > Query > Query Manager
2. For complete instructions on running a query, refer to the How to Run Reports

and Queries job aid.

Payroll - Pay Out/Collect Leave (If Applicable)

Role: Agency Payroll Specialist
1. Navigation: Main Menu > State of Wisconsin (STAR) > Payroll > Process >
Enter Payroll One Time Trans
2. Process leave pay outs through the Pay One Time Transaction (POTT).
3. Process any general or benefit deduction refunds or additions through the
POTT.


http://starconnection.wi.gov/Documents/HCM/runreport.pdf
http://starconnection.wi.gov/Documents/HCM/runreport.pdf

4. Refer to the Pay One Time Transactions Job Aid for complete details on the
POTT process.

Enter Payroll One Time Transactions
Company Batch 1D NEW
Pay Group 395 Dept af Tr Batch Status Created
Pay Period End 121262015 Created By Userg9s
Off Cycle 7 N Submitted By
Transaction Type Deduction
Attach or View Supporting Documents (0) Process Monitor
Personalize | Find | View al |22 |25 First' & 10012 Last
DetailData | Valdation | AuditLog | [F=W
Comments  Seqe  “EmplID Emel Name . ":;il L ‘BenefitPlan  ‘Ded Code  (ot0  *Ded Cale Amount OneTime  cepche
v| 000 v 0 + [=

Payroll - Set Final Advice Statement To Print

Role: Payroll Specialist Role
1. Turn off Suppress DDP Advice Print on Request Direct Deposit page. During the
last Payroll, set the employee’s final advice statement to print.
2. Navigation: Main Menu > Payroll for North America > Employee Pay Data USA
> Request Direct Deposit
3. Enter the desired search criteria.
4. Click Search.

Request Direct Deposit
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value

Search Critena

f ™

Empl 1D |ze<;m-3 with ||

Name: begins with v:

Last Mame: @

Second Last Name: [ begins with |

Second Last Name: begins with W

Alternate Character hlarne:l Degins with

[include History [ Correct History  [] Case Sensitive
. v

Search Clear Basic Search ¥ Save Search Criteria

5. If multiple employees result, click the desired employee from the Search
Results list.
6. Click Add a Row (+)


http://starconnection.wi.gov/Documents/JobAids/HCM/PayrollAdministration/pott.pdf

7. Uncheck the Suppress DDP Advice Print checkbox.

Request Direct Deposit

Walter Hempel Person ID 100000010
Deposit Information (¢ Find | View Al First'4' 10f2'" ' Last
*Effective Date [01/29/2016 |[5) *Status [ Active v =]

[ [] Suppress DDP Advice Prinl]

8. Click Save.

Payroll - End General Deductions

Role: Payroll Specialist Role
End all General Deductions by setting the effective date and end date to the last day
of the last pay period the deduction should be taken.

1. Navigation: Main Menu > Payroll for North America > Employee Pay Data USA
> Deductions > Create General Deductions

2. Enter the desired search criteria.

3. Click Search.

Create General Deductions

Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Exisling Value Keyward Seanch
Saare b Hena
|~ - ™
Empl 1D: begins with v|
Company: begins with ]
Name: begins with V|
Last Name: begins with V|

Second Last Name: begins with

Alternate Character Name:' begins with V|

[Jinclude History [ ] Comect History [ | Case Sensitive
.

Search I Clear |Basic Search [EF Save Search Criteria

4. If multiple employees result, click the desired employee from the Search
Results list.

5. Click Add a Row (+) in the Deduction Details section.

6. Enter or select an Effective Date. This should be the last day of the last pay
period the deduction should be taken.




7. Enter or select a Deduction End Date. This should be the last day of the last
pay period the deduction should be taken.
8. Click Save.

Create Genefal Deductions

Walter Hempel o Person ID 100000010
Company WIS State of Wisconsin
General Deduction Find | View Al First'4’ 1.0f 1'% Last
*Deduction Code CHARDS 4, United Way Kenosha County +|[=]
Deduction Details Find | View All First ‘&' 1 of 2L Last
o [ *Effective Date P1/320/2016 X ii,'] [] Take on all Paygroups o
*Calculation Routine [ Flat Amount VI Ded stopped by Self Serv User
o [ Deduction End Date 01/30/2016 M l Deduction Rate or %
Loan Interest % Flat/Addl Amount $15.00
Goal Amount Current Goal Balance
This data was last updated by Online User Data last updated on 01/29/2016

o il Save | 2" Return to Search =] Motify % Refresh x| Include History 7 Comect History

9. If the employee has multiple deductions, navigate through all deductions by
selecting the Previous or Next arrows in the General Deductions section and
perform the previous steps for each deduction.

Company WIS State of Wisconsin

General Deduction Find | View All [First 2073 Last]

*Deduction Code |PKL35B 4 Monona Terrace Assign Stall BT [ [=]

Payroll - End Additional Pay

Role: Payroll Specialist Role
End all Additional Pay by setting the effective date and end date to the first day of
the pay period following the termination.

1. Navigation: Main Menu > Payroll for North America > Employee Pay Data USA
> Create Additional Pay

2. Enter the desired search criteria.

Click Search.

w



Create Additional Pay
Enter any Informaton you have and chick Search. Leave Nedds blank tor a kst ol all values
Find an Existing Value Keyword Seanch

Search Cntena

¥ ; . -
Empl 10z _5(‘5“"‘".- with ol
Empl Recornd: =
Hame: | begins with
Last Hame: begins with
Second Last Name: | begins with w
Alternate Character Hame:_ﬂﬁgl'ﬁ with il
Middie Name: [ begins with +]
\[_Include History [] Comect History ] Case Sensitive y

Search I Chear |Basic Search _,.- Save Search Crileria

4. If multiple employees result, click the desired employee from the Search

Results list.

Click Add a Row (+) in the Effective Date section.

6. Enter or select the End Date in the Payment Details section. This should be the
first day of the pay period following the termination or retirement.

7. Click Save.

o1



Create Additional Pay
Employee Empl ID Empl Record 0
Additional Pay Find | View All First ‘&' 10of1 &' Last
*Earnings Code CNA Q  Addi Pay Certified Nurse Asst ®HE
Effective Date Find | View All First ‘& 10f2 ‘» Last
Effective Date 09/03/2017 B ° j
Payment Details Find | View Al First ‘4 1of1 ‘& Last
*Addl Seq Nbr o [End Date 09/03/2017 e ] [+][=]
Rate Code Reason | Not Specified v
Earnings
Hours Hourly Rate
Goal Amount Goal Balance
Sep Check Nbr Disable Direct Deposit
¥ OK to Pay Prorate Additional Pay
Applies To Pay Periods
“| First ¥/ Second | Third Fourth Fifth
Job Information
Tax Information

J& Include History | |[2» Correct History

q [@h Returnto Search [=] Notify | |2 Refresh

8. If the employee has multiple Additional Pay records, navigate through each by
selecting the Previous or Next arrows in the Additional Pay section and perform
the previous steps for each type of Add’l Pay.

Create Additional Pay

Employee Empl ID Empl Record 0
Additional Pay Find | View Al [Eirst £ 20f2 > 1ast |

*Earnings Code RSP S Nurses Responsibility [#[=]

Payroll - Verify Pay For Exception Time Reporters

Role: Payroll Specialist Role

For exception time reporters, once the last payroll has been calculated, verify that
time entry for the last pay period was completed correctly and that the appropriate
amount due (no overpayment of days not worked) is displayed on the employee’s final
check.

Navigation: Main Menu > Payroll for North America > Payroll Processing USA
> Produce Payroll > Review Paycheck

Enter the desired search criteria.

Click Search.

N




Review Paycheck
Enter any information you have and click Seanch. Leave fields blank for a kst of all values

Find an Existing Value

Company: | DeQinG w M W
Pay Group: :-';e: ns with
Pay Period End Date:| W
Off Cycle ¥

Page Nbr: [= v
Line Nbi: L= V.
Separate Check Nbi: L= hd
Paycheck Number: V.
Emipll 10: | begins with

Name: beging with

\_, Case Sensitive _J

Search Chaar Basic Search [of Save Search Criteéria

If multiple checks result, click the desired check from the Search Results list.
In the Paycheck Earnings tab, review the Hours listed in the Other Earnings
section to ensure they are accurate for the employee’s actual hours worked in
their last pay period.

o s

Other Eamings Personalize | Find | View Al | 2 | First ‘&' 1 of 1
Other Earnings Details 1 Other Eamings Details 2 [F=TH

Code Description Rate Used Rate Amount Source

REG Regqular Hours Worked Hourly Rate 20.000000 1,600.00

6. If hours are incorrect, review and adjust the timesheet appropriately. (See the
Adjust Timesheet Entries section of this document)

Payroll - Inactivate Direct Deposit (After Last Payroll Has Been Confirmed By
Central Payroll)

Role: Agency Payroll Specialist
1. Navigation: Main Menu > Payroll for North America > Employee Pay Data USA
> Request Direct Deposit
2. Enter the desired search criteria.
3. Click Search.



Request Direct Deposit
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value

Search Crtena

fEmpl ID: beging with ||| ™
Hame: begins with 'V':

Last Name: begins with
Second Last Name: @
Second Last Name: begins with |
Alternate Character MNam e:l@

[Jinclude History [ Correct History [| Case Sensitive

L A
Search Clear Basic Search [g¥ Save Search Criteria

4. If multiple employees result, click the desired employee from the Search
Results list.

Click Add a Row (+)

6. Select Inactive from the Status list.

o1

Request Direct Deposit

Walter Hempel Person ID 100000010
Deposit Information (2 Find | View All First' 4 1 of 2"/ Last
*Effective Date |01/20/2016 |[3y) o [*Status Inactive v ] o:

[] Suppress DDP Advice Print

7. Click Save.

Payroll - Request Garnishment Suspension

Role: Payroll Specialist Role

After the last payroll, notify the Garnishment Team to suspend any active
garnishments.

Benefits - Termination/Retirement Event

Role: Agency Benefits Specialist



When a termination/retirement/completion action is entered on an employee’s job
record, a termination-related Benefits Event row is added to the BAS Activity Table
immediately after the termination is entered on the Job Data Row. Overnight, the
termination-related benefits event will be created.

The following Action/Action Reasons create a benefit event for termination or

retirement:

. .. .. . .. Reason

,{Accs:joer)\ Description I{R::;:)n Description 2ﬁzon ?;ot:;; Description e A BAS Action
(Code)
End LTE

Completion (COM) Completion (COM) TER Termination (TER) IAppointment ITER
(ELA)
End project

Retirement (RET) Disability Retirement (DIS) RET Termination (TER) appointment ITER
(EPA)
Uob

Retirement (RET) In Lieu of Layoff (/LL) TWB Termination (TER) /Abandonment  [TER
(JOB)

. . N Misconduct
Retirement (RET) Retirement (RET) RET Termination (TER) (CON) ITER
Terminated with L Other work
Benefits (TWB) Appeal (APP) TWB Termination (TER) orivate (OWP) ITER
Terminated with .

Benefits (TWB) Layoff (LAY) TWB Termination (TER) Release LTE (RLT)[TER
Terminated with Terminated with Benefits . . .

Benefits (TWB) (TWB) TWB Termination (TER) Resignation (RES)[TER
L IAccepted Offer — Did Not Start . Staff Reduction
Termination (TER) (DNS) TER Termination (TER) (RES) ITER

- N Transfer to

Termination (TER) Death (DEA) DEA Termination (TER) Affiliate (TAF) TRA
Unable to

Termination (TER) Discharge — Probation (DPR) [TER Termination (TER) Perform Job ITER
Duties (PJD)
Unsatisfactory

Termination (TER) End Benefits (EBN) ITER Termination (TER) Performance ITER
(UNS)

Finalize the Benefits Event

After the termination Benefits Event is finalized, PeopleSoft terminates the
employee’s benefits. If the event is not finalized by the agency Benefits Specialist,
the event will auto-finalize after five calendar days.

Note: It is highly recommended that the event is finalized the day after the

termination/retirement is entered in job data. No benefit terminations will be sent to

ETF and benefit vendors until the termination is finalized. Also, the retro benefit




process will not refund any premiums already paid for future coverage until the

termination event is finalized.

®

IMPORTANT REMINDERS:

Do NOT use the POTT process to request insurance refunds or deduction

overrides of benefits if the termination benefit event is not finalized. The
finalization of the termination event will stop deductions correctly and the
retro benefits process will refund deductions automatically (see life insurance

exception on following page).

2. Do NOT use an ADM or other event to manipulate the benefit termination date -
the termination event will set the coverage end date correctly.

3. If an employee is enrolled in an HSA and will not be on payroll to receive the
full employer contribution for the last coverage month, you will need to
request a POTT to override the HSA employer contribution to make the

employee whole.

STEP 1: Navigate to the update Event Status page and locate the affected employee.
1. Navigation: Main Menu > Benefits > Manage Automated Enrollment > Events

> Update Event Status
2. Enter the employee’s Empl ID
3. Click Search.

Update Event Status

Find an Existing Value

Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of a

begins with | 100076270

Empl 1D:
Benefit Record Nmr1IJ|.=r'.| = hd

]

Limit the number of results to (up to 300): (300

Search Clear |Basic Search | # Save Search Criteria

values

STEP 2: Finalize the Benefits Event.

1. Verify the Termination event’s Event Status displays Open for Processing.

Process Status should be Prepared.
2. Select the Finalize/Apply Defaults option.
3. Click Save.



Event Status Update (7 Find First ‘& 1-20f2 ‘&' Last
Schedule ID EM2016 | Address Eligibility Changed
Event Date 05/31/2016 Event Disconnected [_MultiJob Indicator Changed
EventID 1 [1Job Eligibility Changed
[ Event Class TER Termination l —~lEvant Out of Saquanca |
Event Priority 200 o QEFIMIIZQ-’ADDW Defaults
Benefit Program FTB Don,t Print Option | Print Both Forms v]
o[ Process Status Prepared l change me - S lprocess-\lorr‘wa Processing v_
Action Source Job Data Change =*Event Status |Open for Processing v

e An overnight Benefits Administration process will finalize the event, add
termination rows to the benefit plans, and send the termination information to
the benefit plan vendor via interface. All benefits end at the end of the month
of termination.

e As long as the benefits termination event is finalized prior to payroll confirm,
benefit deductions will stop based on the employee’s termination date.

« If the employee overpaid for benefit because the termination event was not
finalized timely, retro benefits will generate the appropriate refund. In order
for the refund to appear on the employee’s final check, the termination must
be finalized prior to Tuesday morning of payroll calc week - this is when retro
benefits is loaded to the paycheck.

©)

if the deadline is missed, retro benefits will still generate the refund but
it will be payable in the following pay period. If the employee already
terminated employment and is not scheduled to receive another paycheck, the
retro benefit process will automatically create a paycheck for the employee to
refund the amount due to the employee.

Special Note on State Group Life Insurance - State Group Life Insurance is paid one
month in advance, but PeopleSoft registers it as paying for current month. This means
that the employee is often due a refund of one half to a whole month of life insurance
premiums at termination (depending on the timing of the termination).

Central Benefits does the following to generate any life insurance refund due (or stop
deductions from coming out):

e Query for life insurance termination rows on the Enroll in Benefits pages (the
termination event must be finalized in order for the life insurance termination
row to be on these pages)

o Central Benefits will look for termination rows that are up to 90 days
old. If you retroactively enter a job termination that terminates life
insurance more than 90 days in the past, you will need to create an SSO
ticket to request any life insurance refund due.



e Back up the deduction begin date on the termination row by one month (to
reflect the fact that we pay for life insurance one month in advance)

e Use retro benefits to generate any life insurance refund owed and/or stop the
deduction from ever coming out in the first place (depends on timing)

If an employee should NOT receive a refund for State Group Life Insurance for any
reason (ex. employee recently started and is not owed a refund), create an SSO ticket
to stop a refund from generating.

Agencies should not use the Pay One Time Transaction (POTT) process to request life
insurance refunds due to termination.

Reconcile the Employee’s Benefit Deductions

@Recommendation: For all terminating employees, run the query
WI_PY_DED_HIST on them to verify that all deductions have been paid over the course
of their employment. If they need to pay additional for missed deductions, you can do
this through POTT. Additionally, run the query WI_WRS_XXXX_TRANS (where XXXX is
the current year) to ensure that the employee has paid all contributions on their WRS
eligible earnings.

If any payroll adjustments are made after they terminate, submit an SSO ticket so the
additional WRS eligible earnings and contributions can be reported to ETF prior to the
WRS Annual Reconciliation.

You should see if the employee has any outstanding arrears (Navigation: Main
Men>Payroll for North America>Periodic Payroll Events USA>Balance
Reviews>Arrears). You may need these zeroed out or increased, depending on the
reconciliation you did on their benefit deductions.

Benefits - Terminations Processed In A Month That Has A "C: Pay Period or
Employees Who Terminate Prior To Paying For A Full Month Of Coverage
Role: Agency Benefits Specialist
&~
Pay Period C happens a few times a year.
Benefits end at the end of the month in the month in which an employee terminates

and benefit deductions are taken from the first two checks payable each month. If a
terminating employee will not be receiving earnings or any other type of pay for the



pay period in which the second half of benefit deductions are taken, the agency will
need to request a POTT for the 2nd half of the premium.

Example: Termination is effective April 2 or April 3, 2016 (last day worked of April 1
or April 2), their benefits will end at the end of the month of April but their last
paycheck will be in PP8 which will pay for the 1st half of April premiums only. In
order to collect the full premium for April coverage, you will need to request POTTs
for the 2nd half of the April premium for PP8.

When requesting the POTT, you will need to include the following:

e Health insurance - employee and employer (non-taxable) contribution. If the
person is subject to imputed income, you will also need to include the taxable
portion of the premium

e ICI - employee and employer contribution

« Supplemental Benefits - employee contribution

e FSA - work with employee to determine if final contribution should be
increased

o HSA - employee is eligible for full employer contribution towards HSA for final
month of coverage - Submit POTT to provide 2nd half of employer contribution
towards HSA for the final coverage month.

POTT requests will NOT be processed unless there is a termination on the job record.
You also need to add comments or attach documentation to all POTT requests for
benefits. They will NOT be processed without comments or documentation.

& If the employee receives a check for any earnings (including a leave payout)
AFTER their “final" check and it is payable for the pay period in which the 2nd half of
benefit deductions for that month would otherwise be payable, benefit deductions
WILL come out of that check and you won’t need to do a POTT to collect the
premiums in advance.

Example: Employee’s last day worked is 4-2-16 so the final regular paycheck is for
PP8, which pays for the first half of April premiums. The agency is going to generate
a leave payout check in PP9. The second half of April premiums WILL come out of the
check generated for PP9 and the agency would not need to request a POTT in this
situation.

Benefits - Verify Benefits Termination

Role: Agency Benefits Specialist

STEP 1: Verify Health Benefits have terminated.
1. Navigation: Main Menu > Benefits > Enroll in Benefits > Health Benefits.



2. Enter the desired search criteria.
3. Click Search.

Health Benefits
Enter any information you have and chck Search. Leave fields biank for a list of all values
Search

Find an Existing Value Keyword

Search Critena

~
Empl 1D: l:‘.uﬁg s with vl

Benefit Record Number: | = "’H’

Name:

Last Name: [begins with |

Business Unit: begins with

Department Set ID: | beging with v| X
Department: [pegins with | a,
Organizational HE‘|HEIUI1S|1ID:| - i bl
Alternate Character Name: | begins with |

Search Clear |Basic Search |27 Save Search Criteria

4. If multiple employees result, click the desired employee from the Search
Results list.

5. In the Coverage Election section, you will see that the coverage election is set
to Terminate and the Coverage Begin Date will be the 1st of the month after
the employee’s termination date. This is the first day that coverage is officially
terminated.

o For example, if someone terminated on 2-15-16, insurance benefits will
be terminated effective 3-1-16.

Health Benefits

_\.}f@!t_gr_l_-l_gmgg! Employee ID 100000010 Benefit Record Number 0
Plan Type Find | View Al First ‘&' 1 of 1'%/ Last
Plan Type 10 Health [#[=]
Coverage Find | View Al First' ¥ 10f 2} Last
[’Coverage Begin Date 02/01/2016 |3 ]r:, *Deduction Begin Date 01/10/2016 |[51] [+ [=]

Coverage Election

1+

(® Terminate

) Elect ) Waive

Benefit Program FT PreTax
Benefit Plan
Coverage Code
Health Provider ID
Employee Status Active

Enroll All Dependents

*Election Date 01/07/2016 |[3)

Option Code

[Jpreviou sly Seen




6. If the employee has multiple health benefits navigate through all health
benefits by selecting the Previous or Next arrows in the Plan Type section and
perform the previous verification steps for each plan type.

STEP 2: Verify all other benefits have terminated.
Use the same verification steps just applied to health benefits for all other applicable

benefits.

o Life, AD&D - Navigation: Main Menu > Benefits > Enroll in Benefits > Life and

AD/D Benefits.

o Disability - Navigation: Main Menu > Benefits > Enroll in Benefits > Disability

Benefits

STEP 3: Verify Retirement (WRS) elections have terminated.
1. Navigation: Main Menu > Benefits > Enroll in Benefits > Retirement Plans

2. Enter the desired search criteria.
3. Click Search.

Retirement Plans
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value
Search Criteria

l'/F-mrlIII'.I: begins with V_ -‘\
Benefit Record Number: = hd

Name: beging with |

Last Hame: begins with

Business Unit: begins with |

Department 5et 1D DEgInS Wilh "

Department: begins with

Organizational Relationship: | = ‘Vl W
Alternate Character Name: | begins with |
W[_include History [ ]Cormrect History [ Case Sensitive v
| Search | Clear  Basic Search [gf* Sawe Search Critena

4. If multiple employees result, click the desired employee from the Search

Results list.

5. Verify the Participation Election selection is Terminate.

e In order to collect the employee’s last WRS contribution from the final
paycheck, the termination of the WRS benefit plan is the first day of the
first pay period following the employee’s termination date. This is NOT
the WRS end date that is submitted to ETF. The termination date



submitted to ETF is based on termination date on the employee’s job

record.
Retirement Plans
Walter Hempel Employee ID 100000010 Benefit Record Number 0
Plan Type Find | View All First'Y 1 of 2"+ Last
Plan Type W ‘Wisconsin Retirement System ﬂ :I
Coverage Find | View All First' 1 0f 2%/ Last
*Deduction Begin Date 01/30/2016 |3 o [+ [=]
Participation Election ' Elect O waive ® Terminate v ['Election Date |02/02/2016 |3 ]
Benefit Program 'WRS Eligible Non-LTE Employees Payroll Status Terminated
Benefit Plan ) Option Code

Checklist: Termination/Retirement

v

Download and print this checklist if necessary by clicking on the icon.

review the checklist below.

Name: Empl ID:

Termination/Retirement Effective Date:

|:| UPDATE JOB DATA

Role: Agency HR Specialist
Navigation: Main Menu > Workforce Administration > Job Information > Job Data
Enter Termination/Retirement/Completion Action/Action Reason job row.

|:| ADJUST AND INACTIVATE TIME
Role: Time and Labor Specialist

|:| Identify Time Reporters with Time after Termination/Retirement Date
Navigation: Main Menu > Reporting Tools > Query > Query Manager

Query: WI_TERM_W_TIME

Or,



http://www.doa.state.wi.us/Documents/DPM/Document%20Library/Checklist-Termination-Retirement.pdf
http://www.doa.state.wi.us/Documents/DPM/Document Library/Checklist-Termination-Retirement.pdf�

|:| Adjust Timesheet Entries
Navigation: Main Menu > Manager Self Service > Report Time > Timesheet

|:| Update Time Reporter Data
Navigation: Main Menu > Time and Labor > Enroll Time Reporters > Maintain Time Reporters

Set Rule Element 1 and Rule Element 4 to CASH and in activate Time Reporter Data.

|:| Calculate Comp Time Payout Balances
Navigation: Main Menu > Time and Labor > View Time > Compensatory Time

Calculate Comp Time payout and send to Payroll.

|:| REVIEW AND ADJUST LEAVE BALANCES
Role: Agency Absence Specialist

Navigation: Main Menu > Global Payroll & Absence Mgmt > Payee Data > Maintain
Absences > Review Absence Balances

Identify leave balances and note whether to payout unused earned leave or if the leave is
overdrawn.

] DELETE FUTURE DATED LEAVE ENTRIES
Role: Agency Absence Specialist

|:| Search for and delete future dated entries
Navigation: Main Menu > Global Payroll & Absence Mgmt > Payee Data > Maintain
Absences > Absence Event

|:| Verify no entries exist after termination
Navigation: Main Menu > Reporting Tools > Query > Query Manager

Query: WI_TERMINATED_WITH_ABSENCE

[ ] PAYOUT/COLLECT LEAVE (IF APPLICABLE)
Role: Agency Payroll Specialist

Navigation: Main Menu > State of Wisconsin (STAR) > Payroll > Process > Enter Payroll One
Time Trans

Process leave payouts or collections.

|:| SET FINAL PAYCHECK TO PRINT
Role: Agency Payroll Specialist
Navigation: Main Menu > Payroll for North America > Employee Pay Data USA > Request

Direct Deposit



[_]END GENERAL DEDUCTIONS
Role: Agency Payroll Specialist
Navigation: Main Menu > Payroll for North America > Employee Pay Data USA >

Deductions > Create General Deductions

[_]END ADDITIONAL PAY
Role: Agency Payroll Specialist
Navigation: Main Menu > Payroll for North America > Employee Pay Data USA > Create

Additional Pay

|:| VERIFY PAY FOR EXCEPTION TIME REPORTERS
Role: Agency Payroll Specialist
Navigation: Main Menu > Payroll for North America >Payroll Processing USA > Produce

Payroll > Review Paycheck
Verify pay calculated appropriately for time worked in last pay period.

|:| INACTIVATE DIRECT DEPOSIT (AFTER LAST PAYROLL CONFIRMED BY CP)
Role: Agency Payroll Specialist
Navigation: Main Menu > Payroll for North America >Employee Pay Data USA > Request

Direct Deposit

|:| REQUEST GARNISHMENT SUSPENSION
Role: Agency Payroll Specialist

Notify Garnishment team.

|:| FINALIZE TERMINATION-RELATED BENEFITS EVENT
Role: Agency Benefits Specialist
Navigation: Main Menu > Benefits > Manage Automated Enroliment > Events > Update

Event Status

Reminders:
e Any life insurance refund will be automatically generated if termination within the
past 90 days
e Confirm that the employee is going to be on payroll long enough to collect the full
month of premiums for the employee’s last month of coverage — request POTTs as
needed



e Reconcile benefit deductions and WRS contributions for the current year — request
POTTS as needed

e Evaluate any arrears for the employee and if they need to be zeroed out or changed
for the final payroll

|:| VERIFY BENEFITS TERMINATION

Role: Agency Benefits Specialist
Health — Navigation: Main Menu > Benefits > Enroll in Benefits > Health Benefits.
Life, AD&D — Navigation: Main Menu > Benefits > Enroll in Benefits >Life and AD/D
Benefits.
Disability — Navigation: Main Menu > Benefits > Enroll in Benefits > Disability Benefits
Retirement — Navigation: Main Menu > Benefits > Enroll in Benefits > Retirement Plans

|:| SEND COBRA/CONTINUATION NOTICES AS APPLICABLE
Role: Agency Benefits Specialist

Resources

« Demotion, suspension, discharge and layoff: s. 230.34, Wis. Stats.
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Please refer to the BiWeekly Payroll Calendar STAR Job Aid for this topic.
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Resources

e Earning Termination or Sabbatical Leave: s. 230.35(1p), Wis. Stats.; s. ER
18.02(5)(a), (b), and (bm), Wis. Adm. Code

e Annual Leave Options - Termination/Sabbatical Leave & Cash Payments: WHRH

704
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Please refer to the W-2/ W-2c Electronic Consent STAR Job Aid for this topic.
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2.6.5 Crafts Workers Annual Leave/Pay Election

Crafts workers have the option to change their leave hours and compensation rate
each year. In accordance with Wisconsin Compensation Plan Section A, 2.09, crafts
workers in pay schedule 04 will be paid based according to the adjusted rate schedule
published on the DPM website, based on the vacation schedule selected for the
calendar year. The Building Trades Rate Booklet can be found at the following link:
http://doa.wi.gov/Divisions/Personnel-Management/Bureau-of-Compensation-and-
Labor-Relations/Building-Trades-Rate-Booklet/

The leave rate changes for craft employees are effective January 1st of each year. Unlike the
legacy system PeopleSoft will calculate the leave at the rate employee has selected. If the
employee is not making a change, no changes need to be made in STAR PeopleSoft as the
employee’s wage rate will stay the same and leave will be calculated based on the absence
eligibility group the employee was in for the prior year.

&

If you have a craft employee who elects to make a change for the new year,
the following changes must be made prior to the beginning of processing for the pay
period that includes January 1st:

Entering The Vacation/Pay Election
Role: Agency HR Specialist
STEP 1: Log into STARHCM.wi.gov using your IAM Username and Password

STEP 2: Navigate Main Menu > Workforce Administration > Job Information > Job Data
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Main Menu - » Workforce Administration = > Job Information - > Job Data

STEP 3: Search for the
employee by enterin
Job Data ploy y g
: = f their Empl ID or name,
=nier any nformation hayve an ' h i e I ¢ f st of all val .
nier any nformabion you have and it arch. Leave feids biank for 3 kst of all vaiues and CI'Ck SearCh

Find an Existing Value Keyword Search

w Search Criteria

Empd ID baging with |
Emp! Hecord: = o
Name [begins with V|
Last Name begins wih w|
Second Last Name [begins with ~]
Alternate Character Name: | beging with s |
Middie Name [begins with w|

[Tinciude History [ Comect History [ Case Sensitive
Lirmit the number of reswilts o (up 1o 300k 300

Search C Basic Search B Save Search Crit STEP 4:
= .. T PR 1. On the Work

Location tab, click

the plus (+) button to add a row

Update the effective date to 01/01 of the current year.
Change the Action to "Pay Rate Change”

4. Change the Reason to "Trades Vacation/Pay Election”

w N

Work Location || Jobinlormation || Job Labor | Payod | Salary Plan | Compensabon

Empl 1D 1000
Empicniee Empl Record 0

Work Location (7 Find Fist & 1002 't Last
o *Effoctive Date 01012017 I Ga To Row -*-50

*Action [Fay Rate Change

Effective Sequence o b
HR Status Active Reason | Trades VatabonPay Electon ]
*Joib indicator [ Primary Jab [*]

Payroll Status At

Fuiure

STEP 5: To enter the vacation election, navigate to the Payroll tab

Work Location Job Information Job Labor [Payroll] Salary Plan Compensation

STEP 6: Select the applicable vacation election in the Eligibility Group field

Absence Management System

Pay Group 255 C, Dept of Public Instruction
Setting
Eligibility Group WICRAFT180 Q, CRAFT Employees - 180 hrs
[[] use Pay Group Eligibility . _
& use Pay Group Rate Type Exchange Rate Type Q
Use Rate As Of| |

M use Pay Group As Of Date



WICRAFT100 CRAFT Employees - 100 hrs Options Include:
WICRAFT140 CRAFT Employees - 140 hrs
WICRAFT180 CRAFT Employees - 180 hrs

STEP 7: To enter the employee’s wage rate, navigate to the Compensation tab

Work Location | Job Information | Job Labor | Payroll | Salary Plan ||| Compensation

STEP 8: Enter the employee’s hourly rate in the Comp Rate field. Write over the
existing hourly rate.

Pay Components

Amounts Controls Changes Conversion !l—'ﬂ

*Rate Code Seq Comp Rate Currency Frequency

1INAHRLY |Q 0 35.450000/53] (USD Q |H Q

STEP 9: Click Calculate Compensation

Calculate Compensation

STEP 10: Click Save at the bottom of the page

1| Save

©

If you should happen to click on the “Save" button prior to this last step, you
need to submit a STAR support ticket to have the information corrected. Do not add
a row.
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2.6.6 ICI Annual Update & ICI Deferred Enrollment
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Please refer to the ICI Annual Update and the ICI Deferred Enrollment Job Aid (2017) -
Reports 2 and 3 Job Aids for this topic.
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3.3.1.1 Search For People

Purpose
Required Security Role

How To Search For People
Search Result Code Selection Guide

Purpose

The purpose for Search for People functionality is to allow agencies to find employee
information for employees who are not in their row-level security. This information
can be used to gather the information needed to perform a Request Job Change
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(“People Stealer"), and it can also be used to ensure employees are not duplicated
within the system.

Required Security Role

The Person Search functionality requires the HR Roster security role.

©)

Legislature employees are not viewable through the Person Search
functionality. If you think the employee is already in the system, but you are unable
to view their details, please submit a Support Ticket. DPM will need to assist you with
moving the Legislature employee into your row-level security.

How To Search For People

Begin by navigating to the Search for People page.

Navigation: Main Menu > Workforce Administration >Personal Information > Search
for People

Favorites « Main Manu = » 'Workforce Administration = > Personal Information = > Search for People

Search/Match

ntar

m

R T Ty B i ol R e ke s R ek, o o ol
any ormaudn you Nave ana CliCK Searcn, Ledve ields Diank for a usl of all values

Find an Existing Value

Search Criteria

Search Type: = v v

P e P L i 3 i
S2aTCh Farameter. | Degins witn v

Ad Hoc Search

Search Clear | Basic Search & Save Search Criteria

1. Select Person from the Search Type list.
2. Enter or Select PSCS_ADHOC in the Search Parameter field.
3. Click Search



£

Search Criteria
Soarch Type Persor Ad Moo Search
Ssarch Parameter PS0S ADH

seprch Hesult Kuls

Soarch Rasull ( (i:i

Ssarch Fiakls Yol

Search Order Dascription

Enter the desired Search Result Code

« COMPENSATION
« JOB DATA1

« JOB DATA2

« JOB DATA3

« PERSON_DATA

« PROFILE_DATA

E If using the Request Job Change functionality, JOB_DATAL is the appropriate
selection. For a list of fields associated with the Result Code, see SEARCH RESULT
CODE SELECTION GUIDE.

Seich Fiekls Vali

i Kame Seareh

-

Enter the employee’s first name, hit Tab on your keyboard
2. Enter the employee’s last name, hit Tab on your keyboard

&

"

The name must be entered exactly how it is in PeopleSoft
3. Click Search



Search Chear Alf Camy ID reset

o

Q

Salechve Search

If there isn’t a match in PeopleSoft, an error message will appear:
Message

Search Crteria did not return any results (16160.43)

Enter new or additicnal Search Crilena

OK

If there is a match, the Search Results display. The job data rows display in reverse-
chronological order.



Search Results

SearchType Person Ad Hoe Search
Search Parameter PSCS_ADROC C3_Parson Adhoc Search
Result Code JOB_DATA1 JobData 1

w Search Results Summary

Number ol D's Found 1 Retum to 3earch Criteria
Soareh Order Number 10 C5_AdHoc Saarch
Search Results Personalze | Fnd |View Al |2 Fist (0 47007 ) Lag

Results | Reguts2 | Additional Information LF_ﬂ

Enpll)  EnpiRecord  Mame Effecive Date 2’{;3;: . hdon
1] CamyD | 1000 D EmilySchae 20170108 O 0TA
2| CamylD 1000 I EmilySchae 20160417 [ XFR
i| GmD | 1000 EmilySthae 20160407 1 PAY
4| CamyiD . 1000 0 EmilySchae  2017:0205 O P08
5 Carr; ‘D. 1000 0 EmilySchae 20151242 0 POS
6| CamyD | 1000, D EmilySchae 20000120 0 HIR
1| CamyD | 1000; 00 0 EmiySchae 2015118 0 074

To display all columns, click the show all columns icon.

Search Results

Search Type Person Ad Hoc Search
Search Parameter PSCS_ADHOC CS_Person Adhoc Search
Result Code JOB_DATA1 Job Data 1

w Search Results Summary

Number of ID's Found 1 Return to Search Criteria
Search Order Number 10 CS_AdHoc Search
Search Results Personalize | Find | View All | & First ‘&' 1-7of7 » Last

| Results Results2 Additional Information | |55

Effective

EmplID  Empl Record Name Effective Date ool 10,

Action

If you are using the Request Job Change functionality, be sure to document the
Employee ID, the Business Unit, and the Department ID.



E The Business Unit will not be a separate column. It is determined by using
the first three digits of the Department ID, plus two zeros. DOT’s business unit
(39500) is the exception to this.

Parsgnali | Find | View al | &°

Departnent (e

Enilyheras 30174108 i PRl T RR e 30000

Department ID~

S05F320000

Department D+

Business Unit: 50500
EDE3EEDH!D

SEARCH RESULT CODE SELECTION GUIDE

This table is intended to assist you in deciding which Search Result Code to use in the
Search for People process by displaying what data points are returned based on the
Search Result Code used. Code definitions are also provided where appropriate.

Search Result Code: COMPENSATION
Returned
Data Point
Empl ID
Employee
Record
Number
Name
EFFDT Effective Date

Code Definitions (if applicable)




Compensation
Rate Code

IRMEC - Aircraft
Mechanic

TTYSM - Attorney
Super/Manager
BCEPHY - Board Cert
Elig - Physician
BCEPSY - Board Cert
Elig - Psychiatrist
BCPHYS - Board Cert -
Physician
BCPSYC - Board Cert -
Psychiatrist
BILING - Bilingual
CONCOS - Construction
Coord. Super
CPAPOS - CPA-Post
Certification
CPAPRE - CPA Pre
Certification

NAHRLY - Default NA
Hourly

ORALSU - Oral
Surgery

PHYMAN - Physician
Management
PHYSUP - Physician
Supervisor

PLUMBI - Plumbing
PPDOAC - Power
Plant - DOA
PROSUP -
Procurement
Supervisor

PRSPAD -
Procurement Spec -
Adv

PRSPEC -
Procurement

CSUBAC - Clinical Subst{Specialist

buse Couns
DENMAN - Dentist
Management
DENSUP - Dentist
Supervisor
DEPADM - SBO Deputy

Dignitary Prot Unit
ENGIN1 - Engineer 1
ENGINZ2 - Engineer 2
EPBAAD - SBO Exec Pol
& Bud An - Adv
EPBAEN - SBO Exec Pol
& Bud An -Entry
EPBAJR - SBO Exec Pol
& Bud An - Jrny
EPBASR - SBO Exec Pol
& Bud An - Senr
EPBMAN - SBO Exec Pol
& Bud Manager

FINEX1 - Financial
Examiner - Level 1
FINEX2 - Financial
Examiner - Level 2
FINEX3 - Financial
Examiner - Level 3
FINEX4 - Financial
Examiner - Level 4
FIREAR - Firearm
GENAPP - General

Annratear CorvtifinAd

PRSPOB -
Procurement Spec -
Obj

PRSPSR -
Procurement Spec -
Senr

PSYCHL - Psychologist
PSYMAN - Psychiatric
Management
PSYSUP - Psychiatric
Supervisor

SACINT - Subs Abuse
Couns Training
SCIENC - Science
Related

SPAINC - Special
Agent in Charge
SUBABC - Substance
Abuse Couns
TCHRO6 - Teachers -
06 Credits

TCHR12 - Teachers -
12 Credits

TCHR18 - Teachers -
18 Credits

TCHR24 - Teachers -
24 Credits

TCHR30 - Teachers -
30 Credits

TCHR36 - Teachers -
36 Credits

TALDAYD Taoasncrhaoave




Compensation
Rate

Search Result

Code: JOB_DATA 1

';Z:;g‘;‘:] . Code Definitions (if applicable)

Empl ID

Empl Record

Name

Effective Date

Effective

Sequence
ADD - Add Contingent [POI - Add Person of
\Worker Interest
COM - Completion POS - Position Change
DEM - Demotion REC - Recall from Layoff
DTA - Data Change REH - Rehire
HIR - Hire RET - Retirement

Action LOA - Unpaid Leave of RFL - Return from Leave

Absence

LOF - Layoff
PAY - Pay Rate
Change

PLA - Leave of
Absence

TER - Terminated
TWB - Terminated w/
Benefits

XFR - Transfer

Action Reason

AMC - Ameri Corps

LTE - Limited Term

ELC - Elected Employee
NGD - National Guard -[NON - Non-Employee
Emergency OFW - Offender Worker
Employee PAW - Patient Worker |PPR - Project - Pe_rmanent
Class PRM - Permanent PRJ - Project-Project
TRN - Trainee SNL - Seasonal
UNC - Unclassified ULE - Unclassified LTE
BDM - Board Member |VSC - VISTA Service Corps
CTR - Contractor TBC - Teacher Board
Certification
FTE
Position
Number

Department ID

Search Result

Returned Data Code Definitions

Point

Code: JOB DATA 2

(if applicable)




Empl ID

Empl Record
Name
Effective Date
Effective
Sequence

See JOB_DATA_1

Action listing.

Action Reason
Job Code

Job Code
Description
Salary Plan
Salary Grade

Search Result Code: JOB DATA 3
Returned Data |Code Definitions

Point (if applicable)
Empl ID

Employee
Record Number
Name

Company
Seniority Date
Benefits Service
Date

Search Result Code: PERSON DATA
Returned Data Code Definitions

Point (if applicable)
Empl ID
Name
Date of Birth
Ethnicity
Gender
X - Not a Veteran
Veteran Status |1 - Not Indicated
4 - Veteran

Search Result Code: PROFILE DATA
Returned Data

Point Code Definitions (if applicable)



Probation Type

00 - Not on 05 - Promotional Career
Probation Executive

01 - Original 06 - Permissive Career
02 - Promotional [Executive

03 - Permissive |07 - Trainee

04 - Original 08 - Proj Appt. - Six
Career Executive Month Increase
Period

At-Risk
Expiration Date

Date of Layoff

Restoration
Expiration Date

Date Employee
Restored

Disability Type

A - Vet with less than 30% service connected
disability

B - Vet with at least 30% but less than 70%
service connected disability

C - Vet with a 70% or greater service
connected disability

D - Spouse of a disabled vet whose service
connected disability is at least 70%

E - Disabled spouse of a disabled vet whose
service connected disability is at least
70%

F - Severely disabled spouse of a disabled
vet whose service connected disability is
at least 70%

G - Unremarried spouse of a vet killed in
action or a vet who died of a service
connected disability

H - disabled unremarried spouse of a vet KIA
or a vet who died of a service connected
disability

| - Severely disabled unremarried spouse of

a vet KIA or a vet who died of a service

disability

This page last updated in Release Number: 17-01

Release Date: 10/02/17
Effective Date: 10/702/17
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3.3.1.2 Personnel Roster

See the Appendix Chapter for the State Employee Roster Query.
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3.3.2 Maintain Employee Information
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3.3.2.1 Managing Employee Names

Updating An Employee Name (Optional)
Entering Additional Employee Names
Updating Additional Employee Names (Optional)

Updating An Employee Name (Optional)

Role: Agency HR Specialist

&The name entered in the Personal Data pages must be the employee’s LEGAL
name.

If a name was entered into PeopleSoft incorrectly, submit a STAR support
ticket to have it corrected
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STEP 1: Navigate to the Personal Data pages and locate the desired employee

1. Navigation: Main Menu > Workforce Administration > Personal Information >
Biographical > Modify a Person

2. Enter the desired search criteria.

3. Click Search.

Personal Data

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Critenia

Empl 1D: begins with
Name: begins with
Last Name: begins with v

Second Last Name: begins with

Alternate Character Name:

Middle Name: beqgins with

LAEARE

include History [Icase Sensitive

3 Clear |Basic Search [¢F Save Search Criteria

4. If multiple employees result, click the desired employee from the Search
Results list.

STEP 2: Update the name on the Biographical Details tab.

1. Click Add a Row (+) in the Name section.

Biographical Details Contact Information Reaqgional Wisconsin _QDT-II‘!J'O‘D[-OLI[ Wi Personal Data

Cyndy Bartelt PersoniD 1000

Name Find | View All First ‘4’ 10of1 &' Last
Effective Date 11/18/2013 (H[=]

Format Type English

Display Name Cyndy Bartelt View Name

2. Enter the Effective Date and Click Edit Name.



Name

| *Effective Date 067262017 [

*Format Type | English v |

Display Name Cyndy Bartelt

Find | View All

First

=

Edit Name

1

10f2

¥ Last

[ [=]

3. Make all necessary updates to the name fields.
4. Click Refresh Name to display the new name formats and verify correct entry.
5. Click OK.

Name

English

Name Format

o Middle Name R

Name Prefix Q
First Name E‘J_ﬂa;
Last Name Ragburn

Name Suffix Q

Display Name Cyndy Ragburn

Formal Name Cyndy Ragburn

Name Ragburn Cyndy R

OK

=

Refresh Name

6. Click Save.

@ Save

RESULT: The employee’s updated names displays in the Name section.

Entering Additional Employee Names

Role: Agency HR Specialist




The Additional Names functionality can be used track other name types such as
preferred or maiden name for an employee. The primary name on the page populates
from the employee’s Personal Data.

STEP 1: Navigate to the Additional Names page and locate the desired employee.

1. Navigation: Main Menu > Workforce Administration > Personal Information >
Biographical > Additional Names
Enter the desired search criteria.

2.
3. Click Search.

Additional Names
Enter any information you have and chck Search. Leave fields blank for a list of all values
Find an Existing Value

Search Cntena

Empl 1Dz begins with

Name: begins with '
01351 Name: begins with W
Second Last Name: begins with v

Alternate Character Name:| begins with v|

Middle Name: begins with v

__|Include History |_|Correct History || Case Sensitive

3 Clear |Basic Search [if Save Search Criteria

4. If multiple employees result, click the desired employee from the Search
Results list.

STEP 2: Add additional name types and details.
1. Click Add a Row (+).

Cyndy Ragburn PersonID 1000

Current Names
Personalize | Find | View All | (jll E' First ‘4) 10f1 ‘&' Last

Type of Name As Of Date Name Status

1 Primary 0612612017 Ragbum Cyndy R Active View Name H.so -

2. Select the desired Type of Name from the list.
3. Click Add Name Data.




Current Names

Personalize | Find | View All | F.F—H E‘ First ‘&' 1-20f2 ‘b Last

Type of Name As Of Date Name Status
1 Primary 06/26/2017 Ragbum Cyndy R Active View Name History [+ =]
'LPreferred v o Add Name Data [+ [=]

4. Enter or select the desired Effective Date.
5. Select English for Name Format.
6. Click Edit Name.

Name History

Type of Name Preferred

Name Find First ‘&' 10of1 &/ Last

. e #[=]
*Effective Date [06/26/2017 [ *Status | Active v

Name

p *Name Format | English v o Edit Name

7. Enter the desired name field information for the selected name type.

8. Click Refresh Name to display the new name formats and verify correct entry.
9. Click OK.

English Name Format

Name Prefix

First Name Randie

o Middle Name

Last Name Ragburn

Name Suffix

Display Name Randie Ragburn
Formal Name Randie Ragburn

Name Ragburn Randie

9 [ | Ca&{ Refresh Name ;




10.Click OK again
OK
11.Click Save

[5) Save

Updating Additional Employee Names (Optional)

Role: Agency HR Specialist

STEP 1: Navigate to the Additional Names page and locate the desired employee
1. Navigation: Main Menu > Workforce Administration > Personal Information >

Biographical > Additional Names

Enter the desired search criteria.

2.
3. Click Search.

Additional Names

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Search Cntena

Empl 1D: | begins with
Name: begins with /|
Last Name: [ begins with /|
Second Last Name: [ begins with v/
Alternate Character Name:| Degins with
Middie Name: I-*:)c-gsns with y-l
lInclude History | | Correct History || Case Sensitive
Clear |Basic Search [ Save Search Criteria

4. If multiple employees result, click the desired employee from the Search

Results list.
STEP 2: Update the desired name.

1. Click View Name History on the desired Type of Name row.



Current Names
Personalize | Find | View Al | £2 | i First ‘4’ 1.20f2 ‘b’ Last
Type of Name As Of Date Name Status
1 Primary 0672672017 Ragburn,Cyndy R Active View Name History ﬂ j
2 Preferred 06/20/2017 Ragburn,Randie |\f’iew Name History I +] =]
2. Click Add a Row (+).
Name History
Type of Name Preferred
Name Find First ‘&' 10of1 ‘& Last
: £3| =)
*Effective Date 06/20/2017 *status | Active . o
Name Ragburn Randie
*Name Format | English v Edit Name
3. For the newest/top row, enter or select the desired Effective Date.
4. Click Edit Name.
Name History
Type of Name Preferred
Name Find First ‘4’ 1-20f2 ‘&’ Last
[+ (=

*Effective Date 07/01/2017

@

*Status | Active

Name Ragburn,Randie

*Name Format | English

Edit Name

&

5. Enter the desired name field information for the selected name type.
6. Click Refresh Name to display the new name formats and verify correct entry.

7. Click OK



English Name Format

Name Prefix

First Name Randie

Middle Name

o Last Name Bartelt |

Name Suffix

Display Name Randie Bartelt
Formal Name Randie Bartelt

Name BarteltRandie

m OK ' Cao i Refresh Name

8. Click OK again
OK
8. Click Save

save

This page last updated in Release Number: 17-01
Release Date: 10/02/17
Effective Date: 10/02/17
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3.3.2.2 Managing Employee Addresses

Updating an Employee Address
Adding An Additional Employee Address Type
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Inactivating An Employee Address

Updating an Employee Address

Role: Agency HR Specialist

E Employees should be encouraged to update their home and mailing address
through ESS, but there may be circumstances where the HR Specialist needs to make
updates on behalf of the employee.

STEP 1: Navigate to the Personal Data pages and locate the desired employee.

1. Navigation: Main Menu > Workforce Administration > Personal Information >
Biographical > Modify a Person

2. Enter the desired search criteria.

3. Click Search.

Personal Data
Enter any information you have and chick Search. Leave fields blank for a list of all values.
Find an Existing Value Add a New Value

Search Critena

Empl ID: [ begins with

Name: begins with »
Last Name: :BE':IIHS with V|
Second Last Name: [ begins with W
Alternate Character Name: @I

Middle Name: | begins with

[linclude History [ ] Case Sensitive

°| Search Clear |Basic Search [ Save Search Criteria

4. If multiple employees result, click the desired employee from the Search Results list.

STEP 2: Update the address from the Contact Information tab.

1. Click on the Contact Information tab.



Biographical Details 'Contacllnformation _Begional Wisconsin Opt-In/Opt-Out Wi Personal Data

2. Under the Current Addresses section, select View Address Detail for the Address Type
row to be updated.

Current Addresses Personalize | Find | View All | (E1N @ First ‘&' 10rf1 ‘& Last
Address
Type As Of Date Status Address
123 Main St
Home 04152016 A Beaver Dam, W1 53916-9003 View Address Detail ﬂ j
Dodge

3. Click Add a Row (+) to add a new effective dated row.

Address Type Home
Address History Find First ‘4’ 10f1 &) Last

E3] 5

Effective Date 04/15/2016 Address 123 Main St
Beaver Dam, WI 53916-9003

Country USA
Dodge

Status A

4. Enter or select the desired Effective Date for the updated address.
5. Click Add Address.

Address Type Home

Address History Find First ‘&' 1-20f2 ‘& Last
+ -
o *Effective Date pﬁ:'?ﬁ;?{]‘.? @ Address 123 Main St J _]

Country USA [} Beaver Dam, Wl 53916-9003

Dodge
*Status A Q ’
| Add Address

6. Make updates to the address fields as needed, then click OK.




Edit Address

Country United States
Address 1 100 E Liberty Bivd

Address 2
o Address 3

City Madison State WI Q wisconsin
Postal 53713

County Dane

o oK Cancel

7. Click OK again

OK
8. Click Save
5] Save

RESULT: The employee’s updated address displays in the Current Address section.

Adding An Additional Employee Address Type

Role: Agency HR Specialist

Employees only need mailing addresses if their mail should be sent somewhere other
than their home address.

STEP 1: Navigate to the Personal Data pages and locate the desired employee.

1. Navigation: Main Menu > Workforce Administration > Personal Information >
Biographical > Modify a Person

2. Enter the desired search criteria.

3. Click Search.



Personal Data

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Cntena

Empl ID: begins with

MName: begins with w

Last Name: begins with
Second Last Name: begins with

Alternate Character Name:| bagins with

Middle Name: begins with

[Jinclude History [ ]Case Sensitive

9 Clear |Basic Search [ Save Search Criteria

4. If multiple employees result, click the desired employee from the Search Results list.

STEP 2: Update the address from the Contact Information tab.

5. Click on the Contact Information tab.

Biographical Details ;Conlacllnformation _Begional Wisconsin Opt-In/Opt-Out Wi Personal Data

6. Under the Current Addresses section, select Add a Row (+) to add a new Address Type.

Current Addresses Personalize | Find | View All | (El | Q First ‘&’ 1of1 ‘& Last
’.?::;ess As Of Date Status Address
123 Main St N
Home 04/15/2016 A Beaver Dam, W1 53916-9003 View Address De =+ |=]
Dodge

7. Select the desired Address Type from the list of remaining options.
8. Click Add Address Detail.

mw [ s Yo EE

9. Enter or select the desired Effective Date.
10. Click Add Address.



Address Type Mailing
Address History

“Effective Date 6262017 |5
Country USA ;o\
*Status A Q

? Add Address

11. Enter the desired address details.
12. Click OK.

Country United States
Address 1 500 Marshall Ave

Address 2

o Address 3

City Appleton State W &
Postal 54015

County Qutagamiel

e [ OK | Cancel

13. Click OK again

OK |

14. Click Save
'G5 Save |
RESULT: The employee’s additional address displays in the Current Address section.

Inactivating An Employee Address



STEP 1: Navigate to the Personal Data pages and locate the desired employee.
1. Navigation: Main Menu > Workforce Administration > Personal Information >
Biographical > Modify a Person
2. Enter the desired search criteria.
3. Click Search.

Personal Data
Enter any information you have and chck Search. Leave fields blank for a list of all values.
Find an Existing Value Add a New Value

Search Criteria

Empl ID: begins with w
Last Name: [beulns with Vl

Second Last Name: begins with v
Alternate Character Name:
Middle Name: begins with %

[include History [ Case Sensitive

o Clear |Basic Search [ Save Search Criteria

4. If multiple employees result, click the desired employee from the Search Results list.
STEP 2: Update the address from the Contact Information tab.

5. Click on the Contact Information tab.

Eiographica& Contact Information | Regional Wisconsin Opt-In/Opt-Out Wi Personal Data

6. Under the Current Addresses section, select View Address Detail for the desired Address

Type row.

Current Addresses Personalize | Find | View All | f'_?ill l;-J First ‘&' 120f2 ‘& Last

?f:;ess As Of Date Status Address
123 Main St

Home 04/152016 A Beaver Dam, W1 53916-9003 View Address Detail i] ;]
Dodge

2 500 Marshall Ave - =
/ 1261201 liew +| |=
Mailing 06/26/2017 A Appleton. W1 54915 o View Address Detail (#] [=]

7. Click Add a Row (+).



Address Type Mailing
Address History

Find First ‘4’ 10f1 ‘& Last
. +]
*Effective Date |6/26/2017 |[5j Address 500 Marshall Ave o [
Country USA Q Appleton, W1 54915
*Status A (e}
8. Update the Effective Date as necessary.
9. Enter or select a Status of | (Inactive).
Address History Find First ‘& 1-20f2 ‘&’ Last
—_—— +] =
*Effective Date 07/052017 |3 Address 500 Marshall Ave o
Country USA & Appleton, W1 54915
*Status | Q
Add Address
Click OK
Click Save
5] Save

RESULT: The employee’s address is inactivated.
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3.3.3.1 Job Data Auditing

Purpose
Run and Export the Query

Auditing Overview
Interpreting the Query Results
Job Data: Work Location Tab
Job Data: Job Information Tab
Job Data: Payroll Tab
Job Data: Compensation Tab
Job Data: Employment Data Link
Job Data: Benefits Program Participation Link

Purpose

The HR Specialist security role is responsible for entering job data into STAR
PeopleSoft HCM. This reference guide will provide information on how agencies can
run a query to return job data rows that have been entered during a specific
timeframe. Agencies will review the entries internally to identify data entry errors
and opportunities for training.

©)

It is recommended that agencies audit regularly to avoid negative downstream
impacts as well ensuring that employee data is accurate.

b

@ . 3 This video is a 34 minute training webinar held in May 2017.
You must register to view the video for tracking purposes.

Run and Export the Query


http://www.doa.state.wi.us/Divisions/Personnel-Management
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=
https://attendee.gotowebinar.com/recording/4447255536158919939
http://www.doa.state.wi.us/Divisions/Personnel-Management�
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https://attendee.gotowebinar.com/recording/4447255536158919939�
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1. Navigate to Main Menu > Reporting Tools > Query > Query Viewer

2. In the “begins with" box, type in the name of the query. You don’t have to type
in the full name.

Query Name: WI_HR_JOB__ AUDIT

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

*Search By [Query Name AT WI_HR_JOB_AUDIT

Search Advanced Search

3. Click Excel. This will put the query results directly into Excel.

Personalize | Find | View All | &Y | & First ‘& 10of1 ‘& Last
Runto Runto Runto Add to
HTML Excel XML Schedule Definitional References Favorites
HTML] Excel |XML Schedule Lookup References Favorite

E You can also click Favorite to add the query to your favorites list. Favorited
queries will show up on your query viewer screen without having to search for them in
the future.

Personalize | Find | View All | (1 | J:;* First ‘&' 10f1 ‘»’ Last

Runto Runto Run to - Add to
HTML Excel XML Schedule Definitional References Favorites
HTML Excel XML  Schedule Lookup References Favorite

4. Enter the search criteria into the prompts

1. From and Last Date: These are the dates that the job data rows were
entered or last updated- not necessarily the effective date of the rows.

2. Business Unit: 5-digit agency code. Row-level security is enforced.

3. Dept ID: The wildcard (%) will return all values that you have access to. To
reduce the results, you can use the wildcard after entering some numbers:
505P%

4. Org Relation: To search by organizational relationship, select Person of
Interest, Contingent Worker, or Employee



5. Employee ID: To search for all rows for a particular employee during the
date range, enter the employee

WI_HR_JOB_AUDIT

Optional: Dept ID Q
Optional: Org Relation: v

0000 ©

Optional: Employee ID Q
OK Cancel

ID.

Auditing Overview

Auditing the job data that was entered into PeopleSoft is two-fold; 1) The auditor
needs the documentation, such as the appointment letter or new hire form, to verify
the information that was entered into the system, and 2) The auditor needs to have
familiarity about how data should be entered into PeopleSoft STAR HCM.

The query data is pulling directly from the employee’s job data. There may be times
where you need to look at the employee’s job data in PeopleSoft to understand the
employee’s job history as the data from the query is only looking at a snapshot in
time.

@ If you come across data entry errors, do not add a row to fix it. Follow your
agency’s procedure for logging a STAR Support Ticket. Your support ticket should
include the employee’s ID, the empl record, and the fix that’s needed. Any changes
to an employee’s compensation requires documentation, such as an appointment
letter.

Interpreting the Query Results

The query pulls data based on the date the job data row was last updated. This will
include both new job data rows that have been entered at your agency as well as job
data row that were corrected by STAR, DPM, Central Benefits, and Central Payroll
during the data range in the query search parameters.



The results sort by Last Name, First Name, Empl Record, Effective Date (descending),
and Effective Sequence (descending). Fields are in the order that they appear in job
data (Main Menu > Workforce Administration > Job Information > Job Data).

Note: “People Stealer" (Data Change - Transfer Data Between Agencies) rows may not
have correct information as the only information that gets updated on these rows is
the position information. There is no need to submit correction requests for data that
is wrong on this row.

Job Data: Work Location Tab

1. Employee ID, Empl Record
e Each person in the system has a unique ID number.
e A person will have more than one empl record in the following instances:
o0 They hold concurrent appointments, including being on leave to fill an
unclassified position
o0 They have more than one organizational relationship type

2. Last Name, First Name, Middle Name
e A person’s name should be their legal name, as it appears on their social
security card

3. Organizational Relationship and POI Type
e There are three organizational relationship types; Employee, Contingent
Worker, and Persons of Interest (POI)
e If the person is a POI, this column will show what type of POI they are

4. Action Date (System Generated)
e This is the date the row was originally entered into PeopleSoft

5. Effective Date
e This is the date that the row is effective
e Personnel transactions are effective at the beginning of the pay period;
either Sunday or Monday
0 Appointment start dates did not change with the release of
PeopleSoft
0 Review the appointment letter to ensure it matches the date in
PeopleSoft

6. Sequence
e This is the order of the rows that have the same effective date
e Example: Transfer - Within Agency would be sequence 0, and Pay Rate
Change - Transfer would be sequence 1.



7. Action and Action Reason
e See the Action/Action Reason job aid for descriptions of the Action/Action
Reason combinations.

e Pay rate changes should be on a separate row except for the following:
o Hire
0 Rehire
o0 Transfer - Transfer Term LTE Appointment
o Transfer - Transfer Term Project Appointment

8. Job Indicator
e All employees must have one primary job. Employees with more than one
concurrent appointment will have a secondary job.
e Example: Employee is on a LOA to fill an unclassified position. Their
classified position is their secondary job, and their unclassified position is
their primary job.

9. Position Number
e Position number the employee is in as of the job data row
e POls and Contingent Workers do not have position numbers except for
DMA’s federal supervisors

10. Position Entry Date (System Generated)
e Date the employee started in the position number
e Gets updated when a new position number is entered on the employee’s
job data
e Synonymous with Appointment Start Date

11. Business Unit
e 5-digit agency number
e Populates from position data, except for POIs and CWs

12. Department ID and Department ID Description
e 10-digit code that indicates the hierarchical structure of the agency
e Each 10-digit code has a corresponding description
e Populates from position data, except for POIs and CWs

13. Location and Location Description
e Code and description where person is physically located
e Populates from position data, except for POIs and CWs

14. Establishment ID
e 3-digit agency code

Job Data: Job Information Tab


http://starconnection.wi.gov/Documents/JobAids/HCM/CoreHRAdministration/ActionReason.pdf

@ Job Code 66601 FIRE-CRSH RESC SPEC

Entry Date 08/032015
Supervisor Level
Supervisor ID Q.

Reports To 334568 Fire/Crash Rescue Supervisor 1000 David Mac
RegularTemporary Regular g FullPart Full-Time
(= L

o Empl Class | Permanent "Officer Code | Not Applicable v
Regular Shift Not Applicable Shift Rate
Classified Ind Permanent-Classified Shift Factor
Standard Hours (7
Standard Hours 40.00 Work Period 'W Weekly
FTE 1.000000
Adds to FTE Actual Count? Encumbrance Override

Contract Number (7
Contract Number Q
Contract Type

= USA

@ FLSA Status Nonexempt Work Day Hours

15. Job Code, Job Code Description, Salary Plan, and Salary Grade
« Class code, class code description, pay schedule, and pay rage
« Populates from position data, except for POIs and CWs
e POIs should use POIOO0
e CWs should use 99400

16. Reports To
o Position number the person reports to
e Required both for employee and nonemployees
17. Empl Class
e Type of Employee
e POls use NON
o Contingent Workers use CTR

Code Description

AMC Ameri Corps

BDM Board Member

CTR Contractor

ELC Elected - Unclassified

LTE Limited Term Employee
NGD National Guard - Emergency
NON Non-Employee

NTC National Teacher

OFW Offender Worker




PAW Patient Worker

PPR Project - Permanent

PRJ Project - Project

PRM Permanent

SNL Seasonal

TBC Teacher Board Certification
TRN Trainee

ULE Unclassified LTE

UNC Unclassified

\VSC VISTA Service Corps

18. Officer Code
e Designates career executive status
e (C for career execs and N for non-career execs.

19. Position Type
e Populates from position data
e Should be applicable to the empl class that’s in the position
i. Example: LTEs are in a position type of Limited Term
Employment
20. FTE
e Populates from position data, except for POIs and CWs
i. LTEs should have an FTE of O
ii. POIs and CWs should have an FTE of 0

21. FLSA Status
e Populates from position data based on job code
e Use DPM’s Alpha List to determine the appropriate FLSA Status

Job Data: Job Labor Tab

@ Bargaining Unit 05 @, Security & Public Safety

Labor Agreement 05 Q, security & Public Safet

Labor Agreement Entry Dt 08/03/2015 !

@ Employee Category 465400 Q. DMA AIR AND NG INST MTCHLL FLD

22. Bargaining Unit and Labor Agreement
e Pay schedule
e Fields are required to populate the Employee Category field

23. Employee Category
e Synonymous with Employing Unit


http://doa.wi.gov/Documents/DPM/Document%20Library/alphalst.xls

Job

e 6-digit code
e Not required for POIs and CWs

Data: Payroll Tab

Payroll System Payroll for North Amanca

@ Absence System  Absence Management

Payroll for North America (7

@ Pay Group 455 Q. Deptof Military Affairs

Empiloyee Type H Q. Hourly Holiday Schedule WIS

@ Tax Location Code WI0000 Q Wisconsin

GL Pay Type @ FICA Status | 1 - subjecl
- ek

Combination Code Edit ChanFiaids

Absence Management System

@ Pay Group 465 Q. Dept of Military Aftairs

Seftting
@ Eligibility Group WIFCRS112 QL DMAFCRS - 112 Hours
Use Pay Group Eligibility

¥ Use Pay Group Rate Type Exchange Rate Type “

¥ Use Pay Group As Of Date Use Rate As Of

24.

25.

Absence System
e Employees should have Absence Management (AM)
e CWs and POls should have Other (OT)

Pay Group (Payroll System)
e 3-digit agency code, except for DMA Fire Crash and Rescue who use CRS

26. Tax Location Code
e The state the employee works
27. FICA Status
e Tells the system if FICA taxes should be taken from the employee. There
are very few instances where it FICA taxes wouldn’t be taken.
e Should be 1 - Subject for nearly everyone
28. Pay Group (Absence System)

29.

30.

e 3-digit agency code, except for DMA Fire Crash and Rescue who use CRS

Pay Group Elig Flag
e Everyone with an Absence System of AB should have a N
i. N indicates that the “Use Pay Group Eligibility" checkbox is
unchecked

Absence Eligibility Group
e In conjunction with FLSA and FTE, this field determines an employee’s
leave balances




WICONOFFEE - Constitutional Office Employee
WICRAFT100 - Craft Employees 100 hours
WICRAFT140 - Craft Employees 140 hours
WICRAFT180 - Craft Employees 180 hours
WIDOTLETI - DOT SP Troopers and Inspectors
WIEXPRJEE - Exempt Employees Project
WIEXPRMEE - Exempt Employees Permanent
WIFCRS112 - DMA FCRS 112 hours

WIFCRS96 - DMA FCRS 96 hours

WINEXPRJEE - Nonexempt Employees Project
WINEXPRMEE - Nonexempt Employees
Permanent

WINOTELIG - Not Eligible for Leave
WISEASONAL - Seasonal Employees
WIUCEXEE - Unclassified Exempt Employees
WIUCNEXEE - Unclassified Nonexempt
Employees

WIWKDNRS - Weekend Nurses

Job Data: Compensation Tab

Pay

Lomponents -

Amounts

*Rate Code

.'_'J\

Seq Comp Rate

._K-L Ll 1.0 ...'."

Caiculaie Compensation

31. Rate Code and Comp Rate
e All employees should have a value of NAHRLY or NAANNL. This is an
employee’s base rate.
e Note: If the employee has more than one rate code (if they have add-ons),
the row will appear once per rate code in the query results

Rate Code |Description

AIRMEC Aircraft Mechanic

ATTYSM Attorney Supervisor/Manager
BCEPHY Board Cert Elig - Physician
BCEPSY Board Cert Elig - Psychiatrist
BCPHYS Board Certification -Physician
BCPSYC Board Cert - Psychiatrist




BILING

Bilingual

CONCOS Construction Coordinator Super
CPAPOS CPA - Post-Certification
CPAPRE CPA - Pre-Certification
CSUBAC Clinical Substance Abuse Couns
DENMAN Dentist Management

DENSUP Dentist Supervisor

DEPADM SBO - Deputy Admin, DEBF
DIGPRO DOT Dignitary Protection Unit
ENGIN1 Engineer 1

ENGIN2 Engineer 2

EPBAAD SBO - Exec Pol & Bud An - Adv
EPBAEN SBO - Exec Pol & Bud An -Entry
EPBAJR SBO - Exec Pol & Bud An - Jrny
EPBASR SBO - Exec Pol & Bud An - Senr
EPBMAN SBO - Exec Pol & Budg Manager
FINEX1 Financial Examiner - Level 1
FINEX2 Financial Examiner - Level 2
FINEX3 Financial Examiner - Level 3
FINEX4 Financial Examiner - Level 4
FIREAR Firearm

GENAPP General Appraiser, Certified
INFEAC Insurance/Fin Examiner Accred
INFECE Insurance/Fin Exam Certified
MAEDUC Master Educator

NAANNL Default NA Annual

NAHRLY Default NA Hourly

ORALSU Oral Surgery

PHYMAN Physician Management

PHYSUP Physician Supervisor

PLUMBI Plumbing

PPDOAC Power Plant - DOA

PROSUP Procurement Supervisor
PRSPAD Procurement Specialist - Advan
PRSPEC Procurement Specialist
PRSPOB Procurement Specialist - Objec
PRSPSR Procurement Specialist - Senio
PSYCHL Psychologist

PSYMAN Psychiatrist Management




PSYSUP Psychiatrist Supervisor
SACINT Subs Abuse Couns in Training
SCIENC Science related

SPAINC Special Agent in Charge
SUBABC Substance Abuse Counselor
TCHRO6 Teachers - 06 Credits
TCHR12 Teachers - 12 Credits
TCHR18 Teachers - 18 Credits
TCHR24 Teachers - 24 Credits
TCHR30 Teachers - 30 Credits
TCHR36 Teachers - 36 Credits
TCHR42 Teachers - 42 Credits
TCHR48 Teachers - 48 Credits

TCHR54

Teachers - 54 Credits




Job Data: Employment Data Link

.
[J:{]Egﬁtuii-:mul Instance

Organizational Instance Red 0 @ Original Start Date 02032015 Owernde

Last Start Date 080372012 First Start Date 08
Termination Date Years Months  Days
Orp Instance Service Date 08032015 Override o T 17
Organizational Assignment Data 2
Instance Record
Last Assignment Start Date 08032015 First Assignment Start 080372015

Assignment End Date

Home/Host Classification Home Years Months Days Time Reporter Data
@ Company Seniority Date 08032015 Override o 7 7
@ Benefits Service Date 08032015 Override ¢ 7 7
Seniority Pay Calc Date 08/03°2015 Ovearride w T
Probation Date ]
Proflessional Exparience Dale ) Last Verification Date W
Business Title Fire/Crash Rescue Spec Position Phone

32. Original Start Date
1 Synonymous with Continuous Service Date
e System will auto-populate with hire date. Ignore for non-permanent
employees

33. Company Seniority
¢ Synonymous with Adjusted Continuous Service Date
e Drives when an employee is eligible to use their vacation
e System will auto-populate with hire date. Ignore for non-permanent
employees

34. Benefits Service Date
e Drives when an employee is eligible for the employee contribution towards
health insurance
e Based on state WRS
e System will auto-populate with hire date. Ignore for non-permanent
employees

Job Data: Benefits Program Participation Link



"Benefits System | Benefits Administration ¥
N . Benefits Employee Status Active
“{% Annual Benefits Base Rate ;j UsD ACA Eligibility Details

Benefits Administration Eligibility (¢

BAS Group ID Q,

& Elig Fid 1 33_PRTCTXO|Q Elig Fid 2 ICICATGRY2 (@, Elig Fid 3 a
Elig Fid 4 ICICAT3 Q Elig FId 5 Q Elig Fid 6 Q
Elig Fid 7 Q Elig Fid 8 Q Elig Fid 9 Q

35. Benefits System
e Employees should have Benefits Administration (BA)
e CWs and POlIs should have Other (OT)

36. Elig Fld 1
e An employee’s WRS category
e NOTELIG should only be used for individuals who will never be eligible for
WRS
i. AmeriCorps, Board Member, Contractor, Natl Guard, Non
Employee, Offender/WK, Patient/WK, Teachbrcrt, Vista

Elig Cfg Value Description

30_GENERAL General Employee
31_COURTRP Court Reporter

32_EXECRET State Executive Retirement
33_DOTGRDF Protective Grandfathered DOT
33_PROTECT Protect-notDOA DNR Jus,MA DOT
33_PRTCTXO Protect-Justice, Military, DOA
33_PRTCTXX Protective DNR & DOT Reg
40_TEACHER Teacher

41_EXECTEA State Teacher Executive Plan

42 _EDUCSUP Educational Support Personnel
46_EXECLEG Legis, Const Officers, DAs
BENELIG_95 In MKE retirement sys BNelig
NOTELIG Not Eligible Default
NOTELIGLEG Legislature-AnnuitantElected
NOTELIG_90 NotElig- No WRS before 7/1/11
NOTELIG_91 NotElig-Had WRS before 7/1/11
NOTELIG_92 Reh Ann retired pre 7/2/13
NOTELIG_93 RehAnn post7/1/13WRSpre?/1/11
NOTELIG_94 RehAnn post7/1/13 noWRS7/1/11




37. Elig FId 2

e An employee’s ICI eligibility
Elig Cfg Value Description
ICIBASSUP1 ICI Basic+Supplemental 1
ICIBASSUP2 ICI Basic+Supplemental 2
ICIBASSUP3 ICI Basic+Supplemental 3
ICIBASSUP4 ICI Basic+Supplemental 4
ICIBASSUPS ICI Basic+Supplemental 5
ICIBASSUPS ICI Basic+Supplemental 6

ICICATGRY 1
ICICATGRY2
ICICATGRY3
ICICATGRY4
ICICATGRYS
ICICATGRY®S

ICI Category 1
ICI Category 2
ICI Category 3
ICI Category 4
ICI Category 5
ICI Category 6

38. Elig Fld 3
e Must be filled in for employees who are eligible for WRS, but not for the
full employer health insurance contribution. For example, a WRS eligible

LTE.

Elig Cfg Value Description

100EMPPAID Employees paying 100% SGH
ALLPOSTTAX Employee elected all post tax
LESSTHANSD Pay < 1/2 time SGH rate
LTEFULLSGH LTE receiving full ER for SGH

39. Last Updated and by

e This is the last date that this row was updated. It may be the same as the
action date, but it may be a more recent date if DPM, Central Payroll,
Central Benefits, or STAR made corrections to the row.

e The by column shows who made the last update to the row.

e This date is the date the query’s prompt is driven off of.

¢ Note: If the value is WI_BATCH_HCM, then this job row was the result of a
position update. You can look up the position request if you need to see
who made the change.

This page last updated in Release Number: 17-01
Release Date: 10/02/17
Effective Date: 10/02/17
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3.3.3.2 Reclassification and Reallocation

Notes On Using This Chapter

0] oJo 21 (=Y ndo 1Y 1 A To] o I 3
Position-Related Job Data Updated by PeopleSoft 4
O] o]o N (=W DY (=Y O] 0] o= Y= 1 o] o I 5

Update Absence Eligibility Group (If Applicable)7

Update Workgroup (If Applicable)8

Adjust Absence Balances (If Applicable)9

Checklist: Reclassifcation/RealloCation .. ....uu.se it e ettt ie e eneensernsennsennsennennens

Resources
Notes On Using This Chapter

e The scope of the chapter only covers those processes directly related to
reclassification or allocation.
« Fields, icons, and buttons not addressed are either not being used by the State

or are not applicable to the topic.
o At the start of each process, the associated PeopleSoft security role is identified.

IMPORTANT

DO NOT process a reclass if any of the following apply:

« If the reclass effective date is on or before 11/29/2015 (i.e. STAR conversion
date). Note: PeopleSoft will auto-calculate back pay owed starting on
12/13/2015. Any back pay owed prior to 12/13/2015 will need to be paid out
through a Pay One Time Transaction (POTT).

o If there are any position changes that have an effective date that is later than
the effective date of the reclass (Reports To, FLSA, etc.).

« If there are any job data changes that have an effective date that is later than
the effective date of the reclass (ICI Job Row, Pay Rate Changes, hiring
transactions, etc.).


http://www.doa.state.wi.us/Divisions/Personnel-Management
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=
http://www.doa.state.wi.us/Divisions/Personnel-Management�
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=�
mailto:dave.hippler@wi.gov�

In STAR, when updating a filled position, such as in a reclass, you must enter an effective date
that is later than the current position data row and the current job data row. Because reclass
effective dates occur in the past, Agency HR staff must first review the effective dates of
position and job data and only enter a reclass if there are no position or job data effective
dates that are later than the effective date of the reclass.

If there are position data or job data rows with an effective date after the effective date of
the reclass, then the agency must submit a ticket to the STAR Support Organization (SSO) for
reclass processing (please include the Reclass/Reallocation Form). If the reclass requires SSO
processing, do not enter any data related to the reclass.

Update Position

Role: Position Management Specialist

Use the Position Request form to request a change of Job Code for the desired position.

1. Navigation: Main Menu > State of Wisconsin (STAR) > Human Resources >
Process > WI Position Requests > WI Position Request Home

2. Enter or select the Position Number that requires updates.

3. Click Update Existing Position.

Wil Position Request

Create Mew Position
Copy existing Paosibon
Create Surplus Posibon

9 Updale Existing Posilion
Position Number

Update Existing Request

Request ID

On the WI Position Request tab, enter or select the following:

1. Reason: Enter or select JRC (Job Reclassification) or JRE (Job
Reallocation)based on the situation.

2. Effective Date: The date the change to the position becomes effective.
3. Job Code: Enter or select the new job code.

4. FLSA Status: (If needed) select the appropriate value.

5. Enter any additional comments in the Comments field to identify and

justify any changes.
6. Click Save and Submit.



Wi Position Request W1 Department Budget
Position Information
Update exisiting Position
Request 1D 0000000000
Position Number 053232

Position Tym[ﬁé'ﬂanen: v End Date

Authorization Sourcei_ Blennial Budget Act v]

Job Information

Business Unit 37000 @,

Requestor Instructorla

Natural Resources

Find | View All First' & 1011

Request Date 04/0472016

[w Max Head Count

idiife B

Short Title Wi

Comments [ Wilgife Biologist-Senior

Reports To 308275 @

[FLSA Status [No FLSA Required v]]

o [mn Code (55272 @, WILDLIFE aooezsr-szn]
Title [Wildlife Biologist-Senior

Nat Res Region Program Manager

[C] confidential Position
Union Code @,

Effective Status |

FTE 1.000000

Altachmenis

|

Position-Related Job Data Updated by PeopleSoft

Once the Position has been updated with the new Job Code, PeopleSoft automatically adds a
new row to the Job Data of the person assigned that position number. The Effective Date of the
new row is the date which was entered when updating the position and the following
action/action reason is used: Action of Position Change and Action Reason of Job

Reclassification or Job Reallocation based on the situation.

It may take up to 15 minutes for the position change row to appear on job data after

the approval.

Position Entry Date 08/27/2012

Regulatory Region USA
Company WIS
Business Unit 37000
Department 3701112406
Department Entry Date 08/27/2012
Location DODNJOT004
Establishment ID 370 2

Work Location Job Information Job Labor Payroll
Walter Hempel
Employee
Work Location
*Effective Date 01/10/2016 )
Effective Sequence 0
HR Status Active
Payroll Status Active
Position Number 053882 A

Salary Plan Compensation

Empl ID 100000010
Empl Record 0

Wildlife Biclogist-Senior

Override Position Data

Position Management Record

United States
State of Wisconsin
Natural Resources

WM Madison Area

3709335 DODGEVILLE SC

Find First &' 10f2'#
Go To Row
*Action | Position Change Vn
Reason :Job Reclassification VU
*Job Indicator | Primary Job v/
Current
Date Created 04/04/2016

Natural Resources

Last

+ (=]




Benefit
Reason Payroll HR BAS

.. Explanation Employee| .
Description Status Status Stat Action
atus

On position data, used when the

bosition Job position is reallocated while the
iti
Reallocation |position has an incumbent. Active |Active [Active POS
Change (POS) ) i
(JRE) Reallocation may require a separate

pay adjustment action.

On position data, used when the

bosition Job position is reclassified while the
iti
Reclassificationposition has an incumbent. Active |Active [Active POS
Change (POS) o ]
(JRC) Reclassification may require a

separate pay adjustment action.

Update Date Compensation

Role: Agency HR Specialist

©)

Do not update the compensation until AFTER the position information has been
updated, approved, and appears on the Job Data.
1. Navigation: Main Menu > Workforce Administration > Job Information > Job
Data
2. Enter the desired search criteria.
3. Click Search



Job Data
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value Keyword Search

Search Critena

Empl ID: begins with /|
Empl Record: 1= LY
o Name: [ begins with v|
Last Name: begins with W
Second Last Name: :'-'Afg-r'% with v:

Alternate Character Name:| Degins with
Middle Name: begins with W

[Tinclude History [ ]Case Sensitive

) 2
o || Search Clear |Basic Search [GrF Save Search Criteria

4. If multiple employees result, click the desired employee from the Search Results list.
5. On the Work Location tab, click Add a Row (+) to add a new effective dated row.
6. Enter the following:

a. Effective Date: Select the effective date of the pay rate change.
b. Effective Sequence: Enter the appropriate value, if necessary.

o If the pay rate change occurs on the same day as another transaction (for
example the automatic position change row created by PeopleSoft), this
field must be incremented up to allow multiple rows of entry on the
same Effective Date.

c. Action: Select Pay Rate Change.
d. Reason: Select the appropriate Reason based on the table below.

Benefit
Payroll HR BAS
.. Employee .
Description Status Status Action
Status

Explanation

Regrade due to |Used when the position
Reallocation change is logical, but  |Active |Active [Active PAY
(REA) not gradual.

Regrade due to |Used when the position
Reclassification |change is logical and  |Active |Active |Active PAY
(REC) gradual.

Pay Rate
Change (PAY)

Pay Rate
Change (PAY)




Work Location Job Information Job Labor Payroll Salary Plan Compensation

Walter Hempel Empl ID 100000010

Employee Empl Record 0

Work Location (7

*Effective Date|01/10/2016 [ ]

o o[Fﬂective Sequence 1

HR Status Active

O[ *Action [ Pay Rate Change

Reason| Regrade due to Reclass

Payroll Status Active “Job Indicmo:| Primary Job

Current

Positi 53882 AFLAL =
Position Number 05355 Wildlife Biologist-Senior

7. Click the Compensation tab.

In the Pay Components section, overwrite the base Comp Rate as needed.

9. Click Add a Row (+) to add any additional rows necessary. Additional rows re
used for Pay Add-Ons, such as pay for licensing, exams, or firearms, etc. Click
emove a Row (-) to remove any Add-ons necessary.

10.Click Calculate Compensation.

©

PeopleSoft automatically picks up the pay rate change, calculates any back
pay,and submits for retro payment. Refer to the Retro Pay Query Job Aid for a listing
of all earnings included in retroactive pay.

Nork Location || Job Information | Job Labor || Payrol 0 | Compensation I
Walter Hempel Empl ID 100000010
Employee Empl Record 0
Compensalic Find First % 10f2'% Last
Effective Date 01/10/2016 Go To Row
Effective Sequence 1 Action Pay Rate Change
HR Status Active Reason Regrade due to Reclass
Payroll Status Active Job Indicator Primary Job
Current
Compensation Rate 2,090.40000050 "Frequency B9, piweekly
Comparative Information
Pay Rates
Default Pay Components
Pay Components (¢ Personalize | Find | &2 | & First'd 10of 12 Last
Amounts Controls Changes Conversion Ty
*Rate Code Seq Comp Rate Currency Frequency Points Percent Rate Code Group
1 [NAHRLY /@ 0 26.130000 79 USD 4 H a, +| =]
Caleulate Compensation



http://starconnection.wi.gov/Documents/JobAids/HCM/PayrollAdministration/retropayquery.pdf

A Process Branch - Choose One A

1. If the reclassification did NOT include a change to FLSA status, the process is

complete. Click Save.

OR

2. If the reclassification DID include a change to FLSA status, continue with the

following steps.

Update Absence Eligibility Group (If Applicable)

Role: Agency HR Specialist
1. Onthe Work Location tab, click Add a Row (+) to add a new effective dated row.
2. Enter the following:
o Effective Date: Select the effective date of the pay rate change.
o Effective Sequence: Enter the appropriate value, if necessary.

e |If the pay rate change occurs on the same day as another
transaction (for example the automatic position change row
created by PeopleSoft), this field must be incremented up to allow
multiple rows of entry on the same Effective Date.

e Action: Data Change
e Reason: Other Data Change
3. Click the Payroll tab.

Work Location plobfomation o | Payroll Salary Plan Compensation

Walter Hempel Empl ID 100000010
Employee Empl Record 0

4. In the Absence Management section, update the Eligibility Group as appropriate.




Absence Management System
Pay Group 370 4, Dept of Natural Resources
Setting

- Eligibility Group WIEXPRMEE  |@&, -~ o . . ]
[Juse Pay Group Eligibility igibility Group Exempt Employees - Permanent
[¥] Use Pay Group Rate Type Exchange Rate Type A
¥ use Pay Group As Of Date Use Rate As Of | v|

Job Data Employment Data Eamings Distribution Benefits Program Participation

a_”ﬂ Save I [&* Return to Search | =] Notify |&* Refresh
5. Click Save

Update Workgroup (If Applicable)

Role: Agency HR Specialist or Agency T&L Specialist

1. dick the Employment Data link at the bottom of the page.
2. Click the Time Reporter Data link.

Organizational Assignment Data (7

Instance Record

Last Assignment Start Date 03/27/2012 First Assignment Start 03/27/2012
Assignment End Date

Home/Host Classification Home Years Momho Time Reporter Data

Company Seniority Date 08/27/2012 |3 (¥ Override ] 3 4 7
Benefits Service Date 08/27/2012 [l override o 3 4 17
Seniority Pay Calc Date 08/27/2012 (] override o 3 4 7
Probation Date [3
Professional Experience Date [3) Last Verification Date 3
Business Title Wildlife Biologist-Senior Position Phone

MBS ysa

Job Data o Employment Data Earnings Distribution Benefits Program Participation

©

If using the Time and Labor specialist role rather than HR Specialist, the Time
and Labor Data can be accessed through the following navigation: Main Menu > Time
and Labor > Enroll Time Reporters >Maintain Time Reporter Data

1. Click Add a Row (+).

2. Enter the Effective Date: The effective date should be the first day of
the pay period after the reclass was approved.



©

Regardless of the workgroup update, retro pay-qualified earnings for time

worked during the waiting period are recalculated and automatically submitted based

on the

compensation update. Use the retro pay query to review retro pay and request

adjustments as needed. Refer to the Retro Pay Query Job Aid.

3. Update the Workgroup
4. Click OK.
Time and Labor Data
Help
Walter Hempel Empl ID 100000010 Empl Record 0
Time Reporter Data Find | View All First &1 0f2 ' * Last
['Effective Date 04/03/2016 ii,r# *Status | Active v o ';
Payroll

*Time Reporter Type | Elapsed Time Reporter

v

Punch Time Template

Time Period ID PSDAY

Elapsed Time Template WIS_ELAPS4 @

4 Day Time Period - PS Delivered

"-] Positive Exempt Time Reporter

o ['Workgroup WISPOEXM

*Taskgroup 37T0WMMA
Task Profile ID
TCD Group
Restriction Profile ID

Rule Element 1 CASH
Rule Element 2

Rule Element 3
Rule Element 4 CASH
Rule Element 5

Time Zone CST

W} Cancel Refresh

X
.‘,J'
J,

- 4

[+ Send Time to Payroll

* Elapsed Task Template Required

Commitment Accounting

¥ For Taskgroup
¥ For Department

WM Madison Area

*. Cash Pay Out for Overtime
2

Cash Pay Out for Overtime Holi

Central Time (US)

5. Click Save.

Adjust Absence Balances (If Applicable)

Role: Agency Absence Specialist

When the Absence Eligibility Group is updated as the result of a FLSA change, the employee’s

absences will need to be manually adjusted.




STEP 1: Manually calculate the employee’s new vacation entitlement for the year based on
the effective date of the FLSA change using the Manual Conversion Table.

STEP 2: Obtain the vacation award for the employee affected by reclassification
1. Navigate to the Results by Calendar Group page:
Main Menu > Global Payroll & Absence Mgmt > Absence and Payroll
Processing > Review Absence/Payroll Info >Results by Calendar Group

2. Enter the desired search criteria in the Find an Existing Value tab

Results by Calendar Group

Enter any information you have and click Search. Leave fiekds blank for a list of all values.

Find an Existing Value .

Search Criteria

Empl ID[ begins with ¥

Empl Record| = v
o iCalendar Group D[ begins with ¥ h
Mame|begins with ¥
2]
o Search Clear | Basic Search & Save Search Criteria

3. Click Search

Search Results
View All First ‘& 1-150cf15 ‘& Last
Empl ID Empl Record Calendar Group 1D Name
0 2016B09 -
3 0 2016810 . i B
0 2016B11 s m==
0 2016B12 »
0 2016B13 = n
0 2016614 s P
0 2016B15
= 0 2016B16 s =m mEm
0 2016B17 n
0 2016618 e =
0 2016B19 2
= 0 2016820 ==
0 2016821 T
0 2016622 N
0 2017B13 = )i=m




4. From the Search Results grid, select the calendar group row for the last
pay period that was finalized
5. Click the Accumulators tab (click “View All" for the entire listing)

Calendar o.hs Accumulators I Supporting Elements
== = Employee EmplID Empl Record 0
Calendar Group ID 2017812 May 28 to June 10
Calendar Information Find First ‘&' 10f1 ‘&' Last
Calendar ID 4102017813 Pay Group 410
Segment Number 1 Version 1 Revision 1
Gross Result Value 00077 usD Net Result Value 0.005] UsD
Accumulators Person&l'\'.'ﬁew ﬁl']b B Fist & 150127 * Lest

6. Locate the Vacation Award (WI_VACATION_ENT)

Year to Date WI_VVACATION_ENT 0, [Vacation Award

STEP 3: Adjust the employee’s vacation balance.

1. Navigate to the Absences page
Main Menu > Global Payroll & Absence Mgmt > Payee Data > Adjust Balances >
Absences
2. Enter the desired search criteria in the Find an Existing Value tab

Absences

Enter any information you have and click Search. Leave fields blank for a list of all values

| Find an Existing Value m

Search Criteria

Empl ID| begins with ¥
Empl Record| = v
Pay Group| begins with ¥
Calendar ID| begins with ¥
Name| begins with ¥

Period Begin Date| >= v Be certain you
are selecting

X _ the correct ay
Case Sensitive Group and

Empl Record.

a | @
Search Clear Basic Search & Save Search Criteria

3. Click Search
4. Select the Calendar ID that coincides with the effective date of the FLSA change

Period End Date| <= v




5. On the Absences page, enter or select the WI_VACATION Element Name

Absences
Employee ID Name m Empl Record 0
Pay Group Description Pay Entity WIS
Calendar ID 2017814 Begin Date 06/11/2017 End Date 06/24/2017
Balance Adjustments Personalize | Find | View All | L2 | ‘_u First ‘4 1of1 Last
Element Name Description Balance Adjustment Begin Date End Date
| Vvacation o 06/1172017 | 10612422017 |5 +] =
i Save " Return to Search | Prs?'iohs in List 4 | Nextin List =] Notify

6. To determine the Balance Adjustment amount, take the manual vacation entitlement
calculated in Step 1 and subtract the acation Award from Step 2. The difference is your
balance adjustment, positive or negative
7. Click Save

Checklist: Reclassifcation / Reallocation

v

Download and print these checklists if necessary by clicking on the icon.
Or, review the checklists below.
Name: Empl ID:

Important

First check position data and job data — are there any effective-dated rows with a date that is
later than the effective date of the reclassification/reallocation to be entered?

e If Yes- STOP. Enter a ticket to have the SSO process the reclassification.
e If No - Continue to process the reclassification with the checklist below.

[ ] UPDATE POSITION
Role: Position Management Specialist
¢ Navigation: Main Menu > State of Wisconsin (STAR) > Human Resources > Process
> WI Position Requests > WI Position Request Home
e Enter job code updates to position and update FLSA status, if necessary.


http://www.doa.state.wi.us/Documents/DPM/Document%20Library/Checklist-Reclassification-Reallocation.pdf
http://www.doa.state.wi.us/Documents/DPM/Document Library/Checklist-Reclassification-Reallocation.pdf�

] PEOPLESOFT ENTERS POSITION CHANGE - JOB RECLASSIFCATION/REALLOCATION JOB
DATA ROW
e PeopleSoft adds a row to the job data automatically based on the position update.

] UPDATE COMPENSATION
Role: Agency HR Specialist
e Navigation: Main Menu > Workforce Administration >Job Information > Job Data
(Compensation Tab)

e Enter a job data row for the compensation change.

If the reclassification did NOT include a change to FLSA status, the process is complete. Click
Save.

If the reclassification DID include a change to FLSA status, continue with the following steps.

] UPDATE ABSENCE ELIGIBILITY (IF APPLICABLE)
Role: Agency HR Specialist
¢ Navigation: Main Menu > Workforce Administration > Job Information > Job Data
(Payroll Tab)
e Using the same job data row added for the compensation change, update the
absence eligibility field to correspond with the new FLSA status.

[ ] UPDATE WORKGROUP (IF APPLICABLE)
Role: Agency HR Specialist or Time and Labor Specialist
e Navigation: Main Menu > Workforce Administration > Job Information > Job Data
(Employment Data link, Time Reporter Data)
e Using the same job data row added for the compensation change, update the
workgroup to correspond with the new FLSA status.
OR
e If using the Time and Labor specialist role rather than HR Specialist, the Time and
Labor Data can be accessed through the following navigation: Main Menu > Time
and Labor > Enroll Time Reporters > Maintain Time Reporter Data



[]ADJUST ABSENCE BALANCES
Role: Agency Absence Specialist
¢ Navigation: Main Menu > Global Payroll & Absence Mgmt > Absence and Payroll
Process > Review Absence/Payroll Info > Results by Calendar Group Navigation:
Main Menu > Global Payroll & Absence Mgmt > Payee Data > Adjust Balances
>Absences
e Adjust vacation balances to reflect prorated amount based on FLSA change.

Resources

e Ch. ER 3, Wis. Adm. Code
¢« WHRH 370

This page last updated in Release Number: 17-01
Release Date: 10/02/17
Effective Date: 10/02/17

3.3.4 Maintain Person Profile
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3.3.4.1 Maintain Person Profile


http://docs.legis.wisconsin.gov/document/administrativecode/ch.%20ER%203
http://doa.wi.gov/Documents/DPM/BMRS/Policy%20and%20Procedures%20WHRH/Chap370_6129.pdf
http://www.doa.state.wi.us/Divisions/Personnel-Management
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=
http://www.doa.state.wi.us/Divisions/Personnel-Management�
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=�
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3.3.5 Personnel Flle (P-File)
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3.3.5.1 Electronic Personnel File (P-File)

Overview
Security
Viewing a P-File Within Your Agency (Row Level Security)
Maintaining A P-File
Adding Documents
Modifying Document Effective Date And/Or Business Unit
Moving Documents To A Different P-File Section
Moving Document To Another Employee’s P-File
Deleting Documents
Restricting Access To A P-File
Requesting Access To A P-File (Checking Out A P-File)
Approving A P-File Check Out Request
Printing Documents
Printing An Entire P-File



http://www.doa.state.wi.us/Divisions/Personnel-Management
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=
http://www.doa.state.wi.us/Divisions/Personnel-Management�
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=�
mailto:dave.hippler@wi.gov�

Printing One Or More Sections Of A P-File
Printing One Or More Documents Within A Section
P-File Audit Query
FAQOs
P-File Document Naming
Resources

Overview

Electronic personnel file functionality was added to STAR HCM on February 1, 2017.
Personnel file documents created on or after 02/01/2017 shall be scanned or created
in electronic PDF format by the agency and be uploaded into STAR HCM by the
designated agency representative. The documents will be indexed according to the
appropriate document category as provided under WHRH Chapter 180.

Additional information related to electronic storage of State employees’ official
personnel file can be found in DPM policy bulletin DPM-0437-A0O/MRS.

Security

Users must have one or more personnel file security roles to access this functionality.
Who the user can see is based on their row-level security (typically their business unit
or a subset of their business unit). Users are not able to view their own P-File.

Role Name Usage
P-File Viewer View-only access to P-Files
P-File User Views P-File, adds documents, moves documents, requests

deletions, prints documents

P-File Restricted Access Ability to flag agency P-Files as restricted. Marking a file as
restricted will make the employee's P-File non-viewable to the
general P-File user within the agency. Use of this feature is at
an agency’s discretion.

This role can also view documents, add documents, move
documents, request deletions, and print documents from a
restricted file.

P-File Requestor Ability to request checkout of P-File s from another agency

P-File Approver Record custodian - approves checkout request from another
agency to view P-Files

P-File Maintenance DPM Enterprise Only. Role used to hard delete documents
from a P-File .

Viewing a P-File Within Your Agency (Row Level Security)


http://doa.wi.gov/asp/bulletins/bulletin_get.asp?bid=671

Roles:
e For General P-Files: P-File User or P-File Viewer
e For Restricted P-Files: P-File Restricted Access
Use the following steps to view an employee’s P-File.
STEP 1: Navigate to the Personal Data page
A. Navigation: Main Menu > Workforce Administration > Personal Information
> Biographical > Modify a Person

B. On the Find an Existing Value tab, enter the employee’s name or ID
C. Click Search

Personal Data

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value Add a New Value

Search Criteria

Empl ID| begins with v

o Name| begins with v

Last Name| begins with v

Second Last Name| begins with v
Alternate Character Name begins with v
Middle Name begins with »

Include History Case Sensitive

=3 .
Search Clear Basic Search &' Save Search Criteria

STEP 2: Select the Wi Personal Data tab, and click on the P-File button



Biographical Details Contact Information Regional Wi Personal Data

Emmy Annam Person ID 100063083

P-File

©)

The P-File button will be greyed out for your own P-File and for certain empl
classes that don’t have P-Files. Additionally, if the file has been marked as restricted,
it will be greyed out if you don’t have the security role to view restricted P-Files.

STEP 3: Click the yellow paper icon next to P-File section where the document is
located.



Employee Personnel File

EmplID 100063083 Emmy Annam
Document Type é‘ou;l;‘:nﬂ
| Cerification Request from which an Appointment is made 1 %

Evidence of Awards Received from the State

Formal Apprenticeship Agreements

Leave of Absence With Pay Due to Injury Request/Authorization
Leave of Absence Without Pay Request/Authorization
Interchange Agreements

Letters of Appointment and Assignment

Letters of Commendation

Letters of Discipline

Letters of Resignation or Termination

Letters of Expectation Related to Work Activities

Notice of Actions Affecting Employee's Pay Status

Performance Evaluations

Paosition Description (original and any subsequent)
Probationary Service Report

Reallocation Notice

Reclassification Notice

Records of Equity, Retention, and Merit or Performance Awards
Training Records

All other material conceming an employee

(=] (=] (=] = (o= = (=] = (=] = = = = (=] (=] (=] (=] = = (o=
)
1

Conversion
| Toggle Select 9

Refresh

Only sections with documents in them are selectable with the P-File Viewer
security role.

STEP 4: Click the white paper icon next to document you want to view



Certification Request from which an Appointment is made
Document

Effective Date Business Unit Attached File Status
01/27/2017 51500 CERT_AnnamEmmyA_012717.pdf Available @,
Toggle Select &

&

STEP 5: Close the new window to return to the P-File.

STEP 6: Return to the first screen of the P-File. Click the on-screen green arrow.
Do NOT use the browser back button.

&

Maintaining A P-File
Roles:

o For General P-Files: P-File User
e For Restricted P-Files: P-File Restricted Access

Adding Documents

STEP 1: Navigate to the employee’s P-File
See Viewing a P-File for instructions on how to get to a P-File

STEP 2: Click the yellow paper icon next to the applicable P-File section



Employee Personnel File
Empl 1D 100063083 Emmy Annam

Document Type

Certification Request from which an Appointment is made
Evidence of Awards Received from the State

Formal Apprenticeship Agreements

Number of
Documents

Leave of Absence With Pay Due to Injury Request/Authorization 0 B
Leave of Absence Without Pay Request/Authorization 0 B
Interchange Agreements 0 %
Letters of Appointment and Assignment 0 &
Letters of Commendation 0 F‘él
Letters of Discipline 0o B
Letters of Resignation or Termination 0 B
Letters of Expectation Related to Work Activities 0 Ezg'lzﬂ
Notice of Actions Affecting Employee's Pay Status 0 @&
Performance Evaluations 0 B
Position Description (original and any subsequent) 0 B
Probationary Service Report 0 B
Reallocation Notice 0 B
Reclassification Notice 0 F‘éj
Records of Equity, Retention, and Merit or Performance Awards 0 Flgﬂ
Training Records 0 B
All other material concerning an employee 0 =
Conversion 0 B
Refresh
STEP 3: Click the file folder icon
Certification Request from which an Appointment is made
Efroament - Business Unit Attached File Status
Empty Shell
o

STEP 4: Enter details about the document being uploaded

A. Document effective date: The effective date of the document




B. Business Unit: The employee’s agency as it relates to the document
being uploaded
C. Click Upload Document

Add Document

Document Group Employee Personnel File
Document Type  Certification Request from which an Appointment is made

o Document Effective Date 01/27/2017 |3 The effective date of the document being added

o Business Unit 51500 |Q
© |

Upload Document Cancel

STEP 5: Select the document to be uploaded.

*

All documents must follow a standard naming convention. The naming
conventions are detailed in the Appendix.

A. Click Choose File and select the document to upload
B. Click Upload

File Attachment
Help

Choose File  No file chosen

Upload Cancel

C. Click Return



Add Document

Document Group Employee Personnel File
Document Type | Cerification Request from which an Appointment is made

Document Effective Date 01/27/2017 |5 The effective date of the document being added

Business Unit 51500 Q
o Return

The document is now in the P-File:

Employee Personnel File

EmplID 100063083 Emmy Annam

Certification Request from which an Appeointment is made

El‘?:ccl?ur:ega:te Business Unit Attached File Status
01/27/2017 51500 CERT_AnnamEmmyA_012717.pdf Available B O ﬁf

Toggle Select -
. Click on the green arrow to return

to the p-file.

STEP 6: Returning to the first screen of the F-File

Click the on-screen green arrow. Do NOT use the browser back button.

O

Modifying Document Effective Date And/Or Business Unit
Roles:
o For General P-Files: P-File User

o For Restricted P-Files: P-File Restricted Access

STEP 1: Navigate to the employee’s P-File
STEP 2: Navigate to the document that needs modification



STEP 3: Click on the red pencil icon next to the document that needs the effective
date or business unit changed

EmplID 100063083 Emmy Annam

Letters of Appointment and Assignment

Document Business
Effective Date Unit

0172712017 41000 APPT_AnnamEmmyA_013017.pdf Available B mlé 6 2

Attached File Status

A. Enter the correct Document Effective Date and/or Business Unit
B. Click Save

Edit Document Information

Change Document Information

o Document Effective Date 01/30/2017 [34
Business Unit 51500 Q

Q| Save Cancel

The document effective date and business unit are now updated:

Letters of Appointment and Assignment
Document Business

Attached File Status

Effective Date Unit

01/302017 51500 APPT_AnnamEmmyA_013017.pdf Available B O #&f &

Moving Documents To A Different P-File Section
Roles:

e For General P-Files: P-File User
o For Restricted P-Files: P-File Restricted Access

STEP 1: Navigate to the employee’s P-File

STEP 2: Navigate to the document that needs modification

STEP 3: Click on the white and grey paper icon next to the document that needs to be
moved to a different section



EmplID 100063083 Emmy Annam

Letters of Appointment and Assignment

Ef?eoci:-\lf:]%"efte Business Unit Attached File Status
01/30/2017 51500 PD_AnnamEmmyA_013017.pdf Available @ I & &40
01/30/2017 51500 APPT_AnnamEmmyA_013017.pdf Available B @& bl

A. Click the magnifying glass icon to select the correct section (Doc Type ID)
B. Click Save

Change Document Type

Doc Type ID HO13 |
yoe b ascriplor langinal ana any subsagueant
Save o Cancel

The document is now in the correct P-File section:

EmplID 100063083 Emmy Annam

Position Description (original and any subsequent)

Document Business
Effective Date Unit

01/30/2017 51500 PD_AnnamEmmyA_013017.pdf Available B @ & G

Attached File Status

Roles:

Moving Document To Another Employee’s P-File
Roles:

o For General P-Files: P-File User
e For Restricted P-Files: P-File Restricted Access

STEP 1: Navigate to the employee’s P-File

STEP 2: Navigate to the document that needs modification

STEP 3: Click on the blue person icon next to the document that needs to be moved
to another employee’s P-File



E Users will only be able to move documents to another user within their agency
(row level security).
Employee Personnel File

Empl ID 100063083 Emmy Annam

Letters of Appointment and Assignment

Ef?:cili-lvn;e[;;te Business Unit Attached File Status
01/30/2017 51500 APPT_BerkersJeannettA_013017.pdf Available B @ #1848,
01302017 51500 APPT_AnnamEmmyA_013017 pdf Available B oéf i@

Enter the Employee ID
Click Reassign Document

w >

o To search for an employee ID, click the magnifying glass next to the Assign to
field

Reassign Document To search for an
employee, click the

Assign to Different Employee magnifying glass

o Assign to 100049089 Q" Jeannett Berkers

o Reassign Document Cancel

The document will be moved from the incorrect employee’s file to the correct
employee’s personnel file:

Employee Personnel File

|EmpllD 100049089 Jeannett Berkers |

Letters of Appointment and Assignment

Document
Effective Date Business Unit Attached File Status

01/30/2017 51500 APPT_BerkersJeannettA_013017 pdf Available B m# b a




Deleting Documents

Roles:

e For General P-Files: P-File User

e For Restricted P-Files: P-File Restricted Access

&Document deletion requests are routed to DPM for approval.

STEP 1: Navigate to the employee’s P-File

STEP 2: Click the yellow paper icon next to P-File section where the document is

located

STEP 3: Click the trash can icon next to the document that should be deleted

Employee Personnel File

EmplID 100063083 Emmy Annam

Certification Request from which an Appointment is made

Document
Effective Date

012772017 51500

Business Unit Attached File

CERT_AnnamEmmyA_012717.pdf

Status

Available

B

A. Enter the reason for the deletion request
B. Click Submit

Document Deletion Request

EmpliD 100063083 Emmy Annam

Reason for deletion

Enter reason for deletion here 0




You will receive notification that your document deletion request was sent to DPM.
Additionally, an email will be sent to DPM notifying them of the deletion request.

Message

Your delete request has been submitted for approval and processing. (0,0)

OK

The document status will show as “Pending Deletion” until the deletion request is
either approved or denied by DPM.

Certification Request from which an Appointment is made

Document
Effective Date

01272017 51500 CERT_AnnamEmmyA_012717.pdf PendingDeleton | & @ # & (B

Business Unit Attached File Status

Restricting Access To A P-File

Role: P-File Restricted Access

Use the following steps to mark an employee’s P-File as restricted.
STEP 1: Navigate to the Restricted Access Employee page

A. Navigation: State of Wisconsin (STAR) > Human Resources > Setup >
Document Setup > Restricted Access Employees

Enter or search for the employee’s ID by clicking the magnifying glass

Click Save

To add additional employees, click the plus (+) sign and repeat the steps above.
To remove employees, click the minus button, and click save.

moow



Restricted Employees

Restricted Access Employees

*Fmpl 1D Display Name QQ
100063083 [oieliny Annam # =

q [§)save ||[=] Notify

&

An employee’s P-File will remain restricted when they transfer to a different
agency. The receiving agency should remove the employee from the list of restricted
employees if the restriction is not applicable to their agency.

Requesting Access To A P-File (Checking Out A P-File)

Role: P-File Requestor

Use the following steps to request view-only access to a P-File at another agency.
STEP 1: Navigate to the Employee Personnel File page

A. Navigation: State of Wisconsin (STAR) > Human Resources > Process >
Document Management > Employee Personnel File

B. Search for an employee by entering all or part of the employee’s Employee ID,
First Name, or Last Name.

C. Click Search



Search Criteria

Employee Personnel Files

Employee ID

First Name

Last Name anna

Search

STEP 2: Click Request Access next to the applicable employee

Search Results Personalize | Find | View All | &2 | B First 4/ 160f6 ‘»' Last
Empl 1D Name Employee Status Department Department Name Business Unit Business Unit Description

100009300  Taja Annala Active 4105103110 311 Milwaukee Pt'Wash 41000 Corrections Request Access
100012336 Boris Annala Active 4105103100 310 Milwaukee Pt Wash 41000 Corrections Reguest Access
100042578  Ruth Ann Annala Active 4450087210 DWR Bur of Management Services 44500 Workforce Development Reguest Access
100047720 Somasundaram Annamitta Active 3702281101 AL AWARE Leader Admin 37000 Matural Resources View File
100063083  Emmy Annam Active 5151500000 Division Of Management Srves 51500 Employee Trust Funds Reguest Access

——

A. Enter a comment and click Submit




P-File Temporary Access Request

| am requesting temporary access to view the P-File of the below employee. | understand that
if approved, this access will be granted for 3 calendar days from the date of approval.

Employee: 100063083 Emmy Annam
Department: 5151500000  Division Of Management Srvcs

Additional Information/Comments
Enter Access Request comment here | "\';";

| Submit | Cancel

You will receive confirmation that the request has been sent. Additionally, an email
will be sent to all users with the P-File Approver role at the employee’s agency.

B. Click OK

Message

Access Request Has Been Sent (0,0)

OK

Once you’ve receive an email stating that your request has been approved, you may

view the P-File through the same navigation: Main Menu > State of Wisconsin (STAR)
> Human Resources > Process > Document Management > Employee Personnel File

C. Click the Temporary Access button to view the employee’s P-File.



Employee Personnel Files

Search Criteria

Employee ID
First Name EMMY

LastName ANNAM

Empl 1D Name Employee Status Department Department Name Business Unit  Busin

63083 Emmy Annam Active 5151500000  Division Of Management Srves 51500 Temporary Access

You will have 3 calendar days to review the P-File after the request is approved. If
additional time is needed, a new request must be submitted.

Approving A P-File Check Out Request

Role: P-File Approver

Use the following steps to approve view-only access request to a user outside your
agency.

STEP 1: Navigate to the Employee Personnel File page
Navigation: State of Wisconsin (STAR) > Human Resources > Process >

Document Management > Approve/Deny P-File Access Requests
All pending P-File access requests will be automatically displayed.

Approve/Deny P-File Access Requests

Pending Requests Personalize | Find | £2| (i

Empl ID Employee Name Requestor Name Row Security Department Department Mame Request Date/Time  Request Stat

emenl 4in0i7 302PM  Pending Requestcomment | &7 | @

STEP 2: To Approve the access request, Click the green checkmark icon to the right of
the request. To Deny the access request, Click the red symbol to the right of the
request.

4 @

STEP 3: Enter a message to the requestor and click Submit.



Message to Requestor

Help

Enter message to requestor]

A

An email will be sent to requestor notifying them of the approval or denial.

Printing Documents
Roles:

o For General P-Files: P-File Viewer, P-File User
e For Restricted P-Files: P-File Restricted Access

Printing An Entire P-File

STEP 1: Navigate to the employee’s P-File.STEP 2: Click the Toggle Select option to
select all sections in a P-File that have documents.

A. Click the print icon.




Employee Personnel File
EmplID 100063083 Emmy Annam
Document Type [;‘:c?ngn‘ig
W Cenrification Request from which an Appointment is made 1 Fé,
Evidence of Awards Received from the State 0o B
Formal Apprenticeship Agreements 0 B
Leave of Absence With Pay Due to Injury Request/Authorization 0 B
Leave of Absence Without Pay Request/Authonzation 0 &=
Interchange Agreements o B
# Letters of Appointment and Assignment I
Letters of Commendation 0 B&
Leiters of Discipline 0 B
Letters of Resignation or Termination 0B
Letters of Expectation Related to Work Activities 0 [%1
Notice of Actions Affecting Employee’s Pay Status 0 B
Performance Evaluations 0 B
¥ Position Description (original and any subseguent) 1 B
Probationary Service Report 0 [EI%
Reallocation Notice 0o B
Reclassification Notice 0 B
Records of Equity, Retention, and Merit or Performance Awards 0 &
Training Records 0 &S
All other material concerning an employee 0 %
Conversion 0 F‘E‘é
I ¥ Toggle Select =) m
' Refresh

The documents will open as a single .pdf document with a cover sheet in a separate
window.

Printing One Or More Sections Of A P-File
STEP 1: Navigate to the employee’s P-File.

STEP 2: Click the checkbox next to all sections in a P-File that you want to print.
STEP 3: Click the print icon.




Employee Personnel File

EmpliD 100063083 Emmy Annam
Number of
Document Type Documents
o [Certificaion Request from which an Appointment is made gl

Evidence of Awards Received from the State
Formal Apprentceship Agreaments
Leave of Absence With Pay Due to Injury RequestiAuthorization

Leawve of Absence Without Pay RequestiAuthonzation

oo olola
P P

Interchange Agreements

o

o [Letters of Appointment and Assignment

Letters of Commendation

Latters of Discipling
Lefters of Resignation or Termination
Letters of Expeclation Relaled to Work Activities

Nobce of Actons Affecting Employea’s Pay Status

O oo o o0
=]
T

Performance Evaluations

i
i

e

e

Pasition Descriplion (original and any subseguent)
Probationary Service Report

Reallocation Notice

Reclassification Notice

Records of Equity, Relention, and Merit or Paformance Awards
Training Records

All other malerial conceming an employee

L=} [ =] (== ] = | (=] (=] o
i
=

Conversian

Togghe Sekect =

Refrash

The documents will open as a single .pdf document with a cover sheet in a separate
window.

Printing One Or More Documents Within A Section

STEP 1: Navigate to the employee’s P-File.

STEP 2: Click the yellow paper icon next to P-File section where the document is
located.

STEP 3: Click the checkbox next to document(s) you want to print.

STEP 4: Click the print icon.



Employee Personnel File
Empl ID 100063083 Emmy Annam
Certification Request from which an Appointment is made
Ef[fj:cctkl‘.:re]eg;te Business Unit Attached File Status
¢ |o1r72017 51500 CERT_AnnamEmmyA_012717.pdf Available B oéf b@
=5 [ T
Toggle Select = |

The documents will open as a single .pdf document with a cover sheet in a separate
window.

P-File Audit Query

-

All users will have access to the query, but users must have access to the data
to produce query results.

@

General information on how to run a query can be found in the How To Run
Reports and Queries Job Aid.

STEP 1: Navigate to Query Viewer and enter the name of the query

A. Main Menu > Reporting Tools > Query > Query Viewer
B. STAR developed a query to return all data associated with disciplinary actions
tracked in STAR HCM. The name of the query is WI_PFILE_AUDIT

STEP 2: Enter the search criteria

A. Business Unit: Enter a business unit to return results for a specific agency. To
return all business units, enter a percentage sign (%).

B. Employee ID: Enter an employee ID to return results for a specific employee.
To return all employees, enter a percentage sign (%).

C. Core User IAM: Enter an IAM to return results for a specific P-File user. To
return all P-File users, enter a percentage sign (%).

D. From Date and To Date: Enter a date range. This date is based on the
document effective date.

E. Click View Results


http://starconnection.wi.gov/Documents/JobAids/Shared/runreport.pdf
http://starconnection.wi.gov/Documents/JobAids/Shared/runreport.pdf

WI_PFILE_AUDIT

Business Unit (% all) % Q

Empl ID (% all) % Q

core User IAM (% all) % Q
From 5]
Last Date 31

View Results

STEP 3: Interpreting the query results

FRASTIOTMMOO >

z=

PO TVO

FAQS

ID: Employee ID associated with a P-File

Personnel File: Name of employee associated with a P-File
Unit: Business Unit number

Business Unit Description: Description of Business Unit
Doc Group ID: At this time, it will always be PFILE

Doc Type ID: Short description of the P-File section

. Doc Description: Long description of the P-File section
. Seq Number: Document order within the P-File section

Doc Effective Date: Effective date of the document

Document Status: Available, Pending Deletion, Deleted

Attachment: Name of document

Creation Date/Time: Timestamp of when the document was originally
uploaded

. Document Created By: 1AM of user who uploaded document

Last Update Date/Time: Timestamp of the most current change to the
document

Document Last Updated By: IAM of user who last updated the document
Document Action Date/Time: Timestamp of the document action
Document Actions: Deleted, Added, Viewed, Printed

Document Action By: IAM of user who deleted, added, viewed, or printed a
document

Multiple Jobs



« When an employee has appointments at two separate agencies, who can view
the employee’s P-File?

A P-File is tied to a particular employee, and access to a P-File is based on who
has row level security to view the employee within PeopleSoft HCM. Both
agencies will have access to view all documents in the employee’s P-File.

« When an employee has appointments at two separate agencies, which agency
will receive and approve P-File checkout requests?
Both agencies will receive the checkout request, but the system requires only
one agency to respond by either approving or denying the request.
« When an employee has appointments at two separate agencies, how will
restricted access be handled?
An employee’s P-File cannot be restricted at just one agency when they have
appointments at two separate agencies. If their P-File is marked as “restricted"
by one agency, it will be marked as “restricted" at both agencies.
Employee P-File Review
« How will an employee view their P-File once it is fully digitized?
Make a paper copy for the employee to review, or meet with the employee to
show the electronic version. A future enhancement is being planned to allow

employee to have electronic access to their P-Files.

Termed Employees

e What happens to an employee’s P-File when they leave state service?

The electronic file will remain in the system, and it will remain accessible to the
agency where the employee was last active. If the employee is rehired, the P-
File will move with the employee and be accessible to the new agency. If a file
needs to be uploaded after an employee has been terminated, a person with the
P-File Restricted Access role will be able to upload the document.

Purging

« If an employee does not return to state service within 8 years, what happens to
their electronic P-File?



The electronic P-File will be purged from PeopleSoft in accordance with the
RDA.

Emails

e What transactions will generate an automatic email notification?

Six transactions will generate an automatic email notification: P-File check out
requests, notification that a P-File check out request has been approved,
notification that a P-File check out request has been denied, P-File document
deletion request, notification that a P-File document deletion request has been
approved, and notification that a P-File document deletion request has been
denied.

Errors
e Should | request a deletion if | uploaded a document with the incorrect name?
Depends - If the document is generally named correctly or the date is close,

there is no need to request a deletion. If the document name is completely
incorrect, request deletion.

« How should amended documents be handled?

If a particular document has been amended, the original should remain in the
section. The updated document should be titled the same as the original with
“ AMD" at the end of the name.

Sections With Multiple Documents

« How do | differentiate between different documents within the “OTHER"
category?

Some section of the P-File may contain a variety of documents. When uploading
documents into a section and additional differentiation is desired, include
qualifying language in the name after the document type.

Example:
a. OTHER_OutsideEmpl_SmithTroyJ 022217
b. DISC_1DAY_SmithTroyJ 022217



Documents Missed During Conversation

included in the uploaded file?

What should | do with a document that was effective prior to conversion but not

If a P-File document with an effective date prior to 2/1/2017 is identified after
the employee’s legacy file has been uploaded, the document should be given
the appropriate name from the naming conventions found in the Appendix but
should be uploaded into the “Conversion” section of the P-File.

P-File Document Naming

Documents uploaded to an employee’s electronic P-File will use the following naming

conventions:

P-File Section

Naming Convention

Date Used

A Certification Request from
which an appointment is
made

CERT_LastNameFirstNameMI_mmddyy

Effective Date of
Appt

Evidence of awards received
from the State

AWARD _LastNameFirstNameMI|_mmddyy

Date of Award

Formal apprenticeship
agreements

IAPPRENT _LastNameFirstNameMI_mmddyy

Date of
Agreement

Leave of Absence With Pay
Due to Injury
Request/Authorization

LOAWP_LastNameFirstNameMI_mmddyy

Date Leave Begins

Leave of Absence Without Pay|
Request/Authorization

LOAWOP_LastNameFirstNameMI|_mmddyy

Date Leave Begins

Interchange Agreement

INCHG_LastNameFirstNameMI_mmddyy

Date Interchange

Notice Begins
Letters of appointment and  [APPT_LastNameFirstNameMI|_mmddyy Effective Date of
assignment Appt

Letters of commendation

COMMEND_LastNameFirstNameMI_mmddyy

Date Letter Issued

Letters of discipline

DISC_LastNameFirstNameMI_mmddyy

Date of Letter

Letters of
resignation/termination

RESIGN_LastNameFirstNameMI_mmddyy
TERM_LastNameFirstNameMI_mmddyy

Resignation or
Termination Date

Letters of expectation related
to work activities

EXPECT_LastNameFirstNameMI_mmddyy

Date of Letter

Notice of actions affecting
employee’s pay status

PAYACT LastNameFirstNameMI_mmddyy

Effective Date of
Change

Performance Evaluations

PERFEVAL_LastNameFirstNameMI_mmddyy

Date Review was

Completed




Position Description (original
and any subsequent)

PD_LastNameFirstNameMI|_mmddyy

*Effective Date of
Appt for new PDs
*Date of Sup
Signature for

performance evaluations and
letters related to the results
of the employee’s
probationary period(s) or trial
period.

revised PDs
Probationary Service Report [PROB_LastNameFirstNameMI_mmddyy Date Review was
(former title) or probationary Completed

Date of Letter

Reallocation Notice

REALLO_LastNameFirstNameMI_mmddyy

Effective Date of
Reallocation

Reclassification Notice

RECLASS LastNameFirstNameMI|_mmddyy

Effective Date of
Reclassification

Records of equity, retention,
and merit or performance
awards

ERMPREC_LastNameFirstNameMI_mmddyy

Date of Award

Training records

TRAIN_LastNameFirstNameMI_mmddyy

Date Training
Completed — If
multiple days, use
last day

All other material concerning
an employee, except those
documents designated by an
appointing officer as requiring
special handling or separate
filing. Examples of other
documents that should be
kept in the P-File include
Outside Employment or
Conflict of Interest requests.

OTHER_LastNameFirstNameMI_mmddyy

*Dates differ — for
documents that
the employee has
signed use that
date

Resources

o Classified Employee Personnel Records: WHRH 180
« Electronic Storage of State Employee Official Personnel File: Bulletin DPM-

0437-A0/MRS



http://doa.wi.gov/Documents/DPM/Document%20Library/Chap180ClassifiedEmployeePersonnelRecords%207.2016.pdf
http://doa.wi.gov/asp/bulletins/bulletin_get.asp?bid=671
http://doa.wi.gov/asp/bulletins/bulletin_get.asp?bid=671
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Discipline Tracking

Overview
Security
Entering A New Disciplinary Action
Adding An Additional Disciplinary Action For An Employee
Making Changes To A Disciplinary Action
Updates
Deletions
Discipline Data Query
Resources

Overview

Discipline tracking functionality was added to STAR HCM in November 2016. DPM
requires all agencies to use the functionality within PeopleSoft to track the disciplines
within their agency. Agencies are not required to enter discipline data in STAR for
disciplinary actions prior to the release of this tracking functionality.


http://www.doa.state.wi.us/Divisions/Personnel-Management
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=
http://www.doa.state.wi.us/Divisions/Personnel-Management�
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=�
mailto:dave.hippler@wi.gov�

Security

Users must have the Discipline Security Role to access this functionality. Who the user
can see is based on their row-level security (typically their business unit or a subset of
their business unit).

A disciplinary action corresponds to a specific employee in STAR. The employee’s
disciplinary record will follow them in the system if they transfer to a different
agency.

Entering A New Disciplinary Action
Role: Discipline

Use the following steps to enter a disciplinary action. Prior to entering a disciplinary
action, it may be helpful to lookup the following information about the employee:
Empl ID, Business Unit, and Department ID.

©

If the employee has an existing disciplinary action, go to page 6: Adding an
Additional Disciplinary Action for an Employee

1. Navigate to the Record Disciplinary Actions page
a. Navigation: Main Menu > Workforce Administration > Labor
Administration > WI Record Disciplinary Actions
b. On the Add a New Value tab, enter or select the Employee ID
o To search for the employee ID, click the magnifying glass next to
the text box

c. Click Add

Discipline




2. Enter the disciplinary action data

Disciplinary Action

Total Incident 0

Disciplinary A

Employee ID 100

ction Find | View All First ‘&' 1of1 ‘& Last

=
Discipline ID o *Business Unit Q i

Incident Date o *Department ID Q

*Disposition Date [ *Discipline Outcome =

o Description

Work Rule Violated Serious Misconduct Violation

Q == @ Q & =
@ Linked Grievance

o Discussed with

Comment

@&

) Save

=] Notify _+ Add || 2] Update/Display

o g

Discipline ID: A unique identifying number for the discipline that will
populate after saving the discipline
Business Unit (required): Enter the employee’s business unit (agency
number)
Incident Date: Enter the date of the incident, if applicable
Department ID (required): Enter the employee’s department ID (division,
section, unit, facility, etc.)

o This information can be found on the employee’s job data (Main

Menu > Workforce Administration > Job Information > Job Data)

Disposition Date (required): Enter the date of the discipline letter
Discipline Outcome (required): Enter the outcome of disciplinary action

o If“Other" is selected, a description must be entered




1-day suspension without pay

3-day suspension ut pay
5-day suspension without pay
Demotion

Involuntary transfer

Other

Reduction in base pay
Termination

Written in lieu of 1 day

Written in lieu of 3 day

Description: A short description regarding the discipline outcome may be
entered in this box
Work Rule Violated: Select the work rule that was violated using the
magnifying glass

o If more than one work rule was violated, use the + to add a row

o If awork rule was added in error, use the — to delete the row

o Up to five work rules may be entered per disciplinary action

Serious Misconduct Violation: Select the serious misconduct violation
using the magnifying glass
o If more than one serious misconduct violation, use the + to add a
row
o If a serious misconduct violation was added in error, use the - to
delete the row
o Up to three serious misconduct violations may be entered per
disciplinary action

Serious

Short
Misconduct Description

Description
Violation
1 While on Duty, harassing a person Harassment
2 On duty, intentionally inflicting physical harm on another person Pys. Harm
3 On Duty, intoxicated or under influence of controlled substance Intoxicate
4 On Duty, possession of controlled substance Possession
5 Falsifying records of the agency Falsify
6 Theft of agency property/service with intent to deprive agency Theft
T Employee conviction of cimefoffense prevent employee from duties Conviction
8 Misuse/Abuse agency propenrty; including: download, view, display Property

w

Code of Ethics violation Ethics

©)

The functionality requires that at least one work rule or serious

misconduct violation must be selected.



10.Linked Grievance: This text will become a hyperlink once a grievance is

entered in STAR and is linked to this disciplinary action. See the
Grievance Functionality job aid for additional details.

11.Discussed with: Enter the names of those involved in the disciplinary

action investigation

12.Comment: Enter any additional information in this box

3. Click Save

(o}

The number of Total Incidents has been updated, and the Discipline 1D
has been populated

Adding An Additional Disciplinary Action For An Employee

1. Navigate to the WI Record Disciplinary Actions page

a.

b.

C.

Navigation: Main Menu > Workforce Administration > Labor
Administration > WI Record Disciplinary Actions

On the Find an Existing Value tab, enter the Employee ID, Discipline ID,
Name or Last Name

Click Search

Discipline

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value Add a New Value

Search Criteria

m

mplID| b
Discipline 1D
MName

Last Name

eqins with v ||100
begins with v
begins with v
begins with ¥

Limit the num

ber of results to (up to 300). 300

Search

Clear Basic Search & Save Search Criteria

2. Click the plus (+) button to add a record



Discipline

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value Add a New Value

Search Criteria

Empl ID| beqins with v (100
Discipline 1D| beqgins with v
Name | begins with v

Last Name | begins with ¥

Limit the number of results to (up to 300). 300

m

ol ] =] 3
Search Clear Basic Search & Save Search Criteria

An additional record will be displayed.

3. Enter data into the record (see Entering a New Disciplinary Action steps above)

Making Changes To A Disciplinary Action

Updates

1. Navigate to the WI Record Disciplinary Actions page
a. Navigation: Main Menu > Workforce Administration > Labor
Administration > WI Record Disciplinary Actions
b. On the Find an Existing Value tab, enter the Employee ID, Discipline ID,
Name or Last Name
c. Click Search



Discipline

Enter any information you have and click Search, Leave fields blank for a list of all values

Find an Existing Value | Adda New Value

Search Criteria

Empl ID| begins with * | 100
Discipline ID| begins with *
Name | begins with v

Last Name | begins with »

Limit the number of results to (up to 300). 300

-

-l "
Search Clear Basic Search & Save Search Criteria

2. Navigate to a specific disciplinary record by clicking the arrows at the top of
the page

1 nf

Disciplinary Action Find | View All First ‘4 P Last

o

8 ]

3. Update the applicable information.
4. Click Save

Deletions

1. Navigate to the WI Record Disciplinary Actions page
a. Navigation: Main Menu > Workforce Administration > Labor
Administration > WI Record Disciplinary Actions
b. On the Find an Existing Value tab, enter the Employee ID, Discipline ID,
Name or Last Name
c. Click Search



Discipline

Enter any information you have and click Search. Leave fields blank for a list of all values

° Find an Existing Value Add a New Value

¥ Search Criteria

Empl ID| begins with v | 100
Discipline ID| begins with v
Name| begins with v
Last Name | begins with v

Limit the number of results to (up to 300);. 300

. _bl]
Search Clear Basic Search & Save Search Criteria

2. Navigate to the disciplinary record row to be deleted by clicking the arrows at the
top of the page

Disciplinary Action Find | View All First ‘&' 10f2 ‘b Last

2. Click the minus (-) button to delete the record

Disciplinary Action

Devon Employee ID 1000

Total Incident 1

Disciplinary Action Find | View All First ‘4 20f2 ‘b’ Last

Eis|

3. Confirm the deletion

a. Click OK



Delete Confirmation

3 T T PR P Py
Delete current/selected rows

o
T
= 1]
L]

2
D
T

(T

@

o
T
¢]

]
)

1]
D

transaction is saved

OK |J] cCancel

a. Click Save

©

If there is only one disciplinary record in STAR for the employee, it cannot be
deleted by an agency. A support ticket must be submitted to delete the record.
Follow your agency’s procedure regarding submitting a STAR support ticket. It is
important not to leave the erroneous record in PeopleSoft as it will be attached to an
employee throughout their career.

Discipline Data Query

See section 4.2 Discipline Data Query.

Resources

« Demotion, suspension, discharge and layoff: s. 230.34, Wis. Stats.
o Employee Work Rules and Discipline Procedure: WHRH 410

This page last updated in Release Number: 17-01
Release Date: 10/02/17
Effective Date: 10/02/17


http://docs.legis.wisconsin.gov/document/statutes/230.34
http://doa.wi.gov/Documents/DPM/BMRS/Policy%20and%20Procedures%20WHRH/Chap410EmployeeWorkRulesandDisciplineProcedure.pdf
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Overview

The grievance tracking functionality was updated in STAR HCM in November 2016.
DPM requires all agencies to use the functionality within PeopleSoft to track

grievances within their agency.

Security

Users must have the Grievance Security Role to access this functionality. Grievances
are able to be viewed by all agency users with the Grievance Security Role, regardless
of agency. The purpose of this is to allow an employee’s prior agency to input a
grievance outcome for an employee who has transferred agencies prior to the

grievance being fully resolved.

Entering A New Grievance Action
Role: Grievances

Use the following steps to enter a grievance action.


http://www.doa.state.wi.us/Divisions/Personnel-Management
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=
http://www.doa.state.wi.us/Divisions/Personnel-Management�
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=�
mailto:dave.hippler@wi.gov�

These steps list how to enter the grievance from receipt to step 1 resolution
all at the same time. There may be times where you will only enter data through
Step 4 - bullet point one and save, and then return at a later date to continue
entering the remaining steps. See MAKING CHANGES TO A GRIEVANCE IN PEOPLESOFT
for steps to update a grievance.

1. Navigate to the WI Record Grievance Actions page.

a. Navigation: Main Menu > Workforce Administration > Labor Administration >
WI Record Grievances
b. Click on the Add a New Value tab
o Note: The system will auto-generate the Grievance ID
C. Click Add

Record Grievances

Eind an E-istim Add a New Value

Grievance ID: 0000000000

o Add

2. Enter the grievance data



Grievance Grievance Steps

0 Grievance ID 0000000000 o *Grievance Category

d

Filed By

* Employee

Union

Security

o *Business Unit
o *Department ID

O'Grlevance Date 11
(102

142016 |5

Description

o Contract Ref
@ *Status | Pending Step 1 v

5l Save ||[=] Notify

Total Grievances: 0

o *Type

€ Discivine D

@ *Status Date 11/14/2010

Q

Linked Discipline

| Ed

+ Add 2| Update/Display

populate after saving t

he grievance

Grievance ID: A unique identifying number for the grievance that will

Grievance Category (required): Select whether the grievance is related

to an adverse employment decision, a condition of employment, or a
contract violation (WLEA only)

"Grievance Category |

L-on

ntract vio

the grievance

o s

Employee: Enter or select the employee ID of the employee who filed

Union: Enter or select the union that filed the grievance (WLEA only)
Discipline ID: If the grievance is related to a disciplinary action that is

recorded in PeopleSoft, the grievance can be linked to it by clicking the

magnifying glass

Look Up Disciplng 10

Look Up Chiar
Search Results

wiai 4 0I0) Ewret 4

Disciplne |0 Incident Date Disposdtion Date D

14 09N52016 10012016

Cance B:

1 day

150G OO

k)| ael

scipline Leve




e Note: Once a Discipline ID is selected the words “Linked
Discipline" become a hyperlink that will open a new window to
the applicable disciplinary record

6. Business Unit: Enter the business unit (agency number) the employee
was in at the time the grievance was filed

o Note: If a disciplinary action is linked to the grievance, the
business unit will auto-populate from the disciplinary action in
STAR

7. Department ID: Enter the Department ID the employee was in at the
time the grievance was filed

« Note: If a disciplinary action is linked to the grievance, the
department ID will auto-populate from the disciplinary action in
STAR

8. Grievance Date: Enter the date the grievance was received. If received
via mail, use the date of postmark.
9. Type: Enter the type of grievance. The magnifying glass can be used to

search for the list of grievance types.
View 100 First ‘4 143of13 b Last
Grievance Type Description
001 1 Day Suspensian
004 3 Day Suspension
ooa 5 Day Suspension
009 Medical Separation
010 Reduction in Base Fay
012 Demaotion
0z0 Language
021 Layoff
029 Termination
030 ULF
035 Mot Grievable
0346 Cther
03r Condition of Employment

10. Description: A description of the grievance may be entered in this text
box

11. Contract Ref: Enter the contract reference for this grievance, if
applicable

12.Status: As the grievance progresses, the status should be updated to
reflect where the grievance is in the process



Appealed to Court
Appealed to WERC
Closed

*Status | Pending Step 1 vi

Pending Step 1

Pending Step 2
Remanded to Agency
WLEA - Pending Step 1
WLEA, - Pending Step 2

WLEA - Pending Step 3

Note: The status history is not tracked. Each time the status is
updated, it overrides the existing status.
13.Status Date: Enter the effective date of the Status

3. Click the Grievance Steps tab to add step 1

~
Gnevance

" Grievance Steps

4. Enter Step 1 data

Data

@

Grievance Grievance Steps

Grievance ID 0000000000
Grievance Date 11/14/2016

o *Grievance Step | Q

*Action Date 11/14/2016 |[3)
Resolution Date E;J

Discussed with

Letter Code

© Q

e Step Resolution Q

Comment

Grievance
Type

&

Letter Date

Find | View All

F =

Status Pending Step 1

First

4

10f1

b

Last

[+ [=]

A. Grievance Step: Select Step 1. Use the magnifying glass to search.

Grievance Step Description
001 Step 1

0oz Step 2
AREB Arhitration
CRT Court
WRC WERC

B. Action Date: Date the grievance was heard
C. Resolution Date: Date this step in the grievance was resolved




D. Discussed with: Enter the name of the people present at the grievance

meeting
E. Letter Code: Select how the letter was sent. Use the magnifying glass to

search.

Letter Code Description

CRT Certified Mail

EML e-mail

HOL Hand delivered

IND Inter-D

Usp UspPs

F. Letter Date: Enter the date when the response was given to the
employee. This should be the same date listed on the grievance form.
o Note: If the letter was sent in more than one way, the + should
be clicked to add an additional row
G. Step Resolution:Enter the outcome of the step
= Agencies should use the following steps for the Step 1 Resolution:
= Note: Additional Resolution Types are available for selection, but
those are to be used for Steps 2 and beyond.
H. Comment: Additional information may be entered. This should be the
same as the Employer’s Decision on the grievance form.

5. Update the overall grievance status on the Grievance tab to “Closed" once a
step resolution has been entered
6. Click Save

Grievance Example



Grievance Steps

Grievance ID 0000000243 *Grievance Category | Adverse Employment Decision

50500-2016-0000000243 Total Grievances: 1
Filed By
® Employee 100 Q June Discipline ID Q
Union Linked Discipline
Security
*Business Unit 50500 Q  Administration

*Department ID S05P000001 |Q.  Division of Personnel Mgmt

*Grievance Date 11/14/2016 [+ *Type 029 Q, Termination
Description | Terminated on 11/08/2016 for job abandonment [ Ed)
A
Contract Ref
*Status | Closed v *Status Date [11/252016 [

[Glsave | [=] Notify [% Add || 7] Update/Display

Grievance Grievance Steps

Grievance ID 0000000243

Grievance Date 11/14/2016 Grievance Termination Status Closed
Type

Data Find | View All First ‘& 1of1 ‘& Last

*Grievance Step 001 Q  step 1 =

*Action Date 11/21/2016 |3
Resolution Date 11/25/2016 |[3y
Discussed with ER person’s name, Former Employee
Letter Code Letter Date
1USP_ |@ USPs 11252016 |5 [ [=]
Step Resolution A11 Q  Denied by Agency
Comment |Grievance is denied. Justcause to terminate due to job abandonment. e}

Searching For A Grievance



1. Navigate to the WI Record Grievances page

a. Navigation: Main Menu > Workforce Administration > Labor Administration >
WI Record Grievances
b. On the Find an Existing Value tab, enter the search criteria

c. Click Search

Record Grievances

Catar & F ——1 . dn - i - F . = Fles sl = ek i & B
Enter any information you have and click Search. Leave fields blank for a list of all values

o Find an Existing Value Add a New Value

Search Criteria

-
T
1]
3
L
1
T
(T
2 -
wlln
-
Je

e ype a
Status: = v ¥
Filed By: = v v
Empl ID e
empi 10 ¥ j\
Union Code v O
Union Code A
Contact Name begins with v
Name v

Last Name

Case Sensitive

o' Search Clear Basic Search ar Save Search Criteria

2. Click on the record within the search results
o Note: If only one grievance meets your search criteria, you will be taken
directly to the grievance data

Making Changes To A Grievance In PeopleSoft
Adding Steps

1. Navigate to the WI Record Grievances page
a. Navigation: Main Menu > Workforce Administration > Labor
Administration > WI Record Grievances
b. On the Find an Existing Value tab, enter the search criteria
c. Click Search
2. Click on the record within the search results



« Note: If only one grievance meets your search criteria, you will be
taken directly to the grievance data

3. Update the overall Status and Status Date on the Grievance tab

v *Status Date [11/30/2016  |[3)
Appealed to WERC
Closed
Pending Step 1
Pending Step 2

Remanded to Agency

WLEA - Pending Step 1
WLEA - Pending Step 2
WLEA - Pending Step 3

Click the Grievance Steps tab to add an additional step to an existing grievance

Grievance Grievance Steps

Click the plus (+) sign to add an additional step

Data Find | View All First ‘&' 10f1 & |ast

+

At a minimum, enter the Grievance Step. You may choose to save, and return
later to enter the remaining information.



Grievance Grievance Steps

Grievance ID 0000000238
Grievance Date 11/14/2016 Grievance Termination Status Pending Step 2
Type
Data Find | View All First ‘4’ 20f2 ‘&' Last
*Grievance Step 002 Q  step2 =]

*Action Date |11/30/2016 |3

Resolution Date )

Discussed with

Letter Code Letter Date
Q m (=
Step Resolution Q
Comment | E1

7. Update the overall grievance Status and Status Date on the Grievance tab to
“Closed" once a step resolution has been entered

*Status tClosed W

" Appealed To Court
Appealed to WERC
Closed
Pending Step 1
Pending Step 2
Remanded to Agency
WLEA - Pending Step 1
WLEA - Pending Step 2

WLEA - Pending Step 3

8. Click Save

Deletions

1. Navigate to the WI Record Grievances page
a. Navigation: Main Menu > Workforce Administration > Labor
Administration > WI Record Grievances
b. On the Find an Existing Value tab, enter the search criteria



c. Click Search
2. Click on the record within the search results
« Note: If only one grievance meets your search criteria, you will be
taken directly to the grievance data
3. Navigate to the grievance row to be deleted by clicking the arrows at the top
of the page

Data Find | View All IF.rsI 20f2 & Last

+][=]

4. Click the minus (-) button to delete the row

evance Grievance Steps

Grievance Date 11/14/2016 Grievance Termination Status Pending Step 2
Type
Data Find | View All First 20f2 &/ Last

4. Confirm the deletion
a. Click OK

Delete Confirmation

ccur when the transaction is saved

[=

Delete current/selected rows from this page? The delete w

Cancel

b. Click Save
)

If there is only one grievance row in STAR for this grievance, it cannot be
deleted by an agency. A support ticket must be submitted to delete the record.
Follow your agency’s procedure regarding submitting a STAR support ticket. It is
important not to leave the erroneous record in PeopleSoft as it will be attached to an
employee throughout their career
FAQs

Are agencies required to use the grievance tracking functionality?

e Yes, DPM requires agencies to use the grievance tracking functionality.

Who enters each step of a grievance?



e Agencies will enter steps 1 and the WERC.
« DPM will enter step 2.

When a step is completed, what should the overall status be?

e The overall status should be changed to “Closed". If the grievant appeals to an
additional step, either DPM (step 2) or the agency (WERC) will update the overall
status to “Pending Step 2" or “Appealed to WERC."

« Note: The grievance functionality does not store the history of the overall status,
and only displays the most current status.

What field does DPM use to track the date they received a Step 2 grievance?

« DPM uses the Action Date on the Step 2 row.

When should | enter the grievance details into PeopleSoft?

o Itis recommended that you enter information on the Grievances tab and add the
Step 1 row at the time the grievance is received by the agency. Once Step 1 is
resolved, you can go back in and update the overall status to closed, and fill in
the data for Step 1.

« When DPM receives Step 2 grievances, a record of the Step 1 grievance should
be in PeopleSoft. If there isn’t a record in PeopleSoft, DPM will reach out to the
agency to have them enter it.

Grievance Data Query

See 4.3 Grievance Data Query.

Resources

o Grievance process for demotion, suspension, discharge, layoff, or reduction in
base pay: s. 230.445, Wis. Stats.

e Grievance Procedure under s.230.445, Wis. Stats.: WHRH 430

e Grievance Procedure under s. 230.04(14): Ch. ER 46, Wis. Adm. Code



http://docs.legis.wisconsin.gov/document/statutes/230.445
http://doa.wi.gov/Documents/DPM/Document%20Library/Chap430EmployeeGrievanceProcedures%207.2016(3).pdf
http://docs.legis.wisconsin.gov/document/administrativecode/ch.%20ER%2046
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3.3.8.1 Entering Reasonable Accommodation
Role: Reasonable Accommodation Specialist

1. Navigation: Main Menu > Workforce Monitoring > Meet Regulatory
Requirements > Maintain Accommodation Data

2. Enter at least one search criteria in the Find an Existing Value tab.

3. Click Search.
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Maintain Accommodation Data

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Search Criteria

Empl 1D: begins with Vv

Empl Record: | = hd

o Name: begQins with v
Last Name: begins with v

Second Last Name: ['begms with Vv
Alternate Character Name: .beglns .v..:.‘.n v‘
HR Status: [- V] [ v

[Jcase Sensitive

ol Search | Clear Basic Search & Save Search Criteria

4. If multiple employees result, click the desired employee from the Search
Results list.

5. PeopleSoft assigns the next sequential number for the Accommodation ID. This
number should not be edited.

6. Enter or select the desired Date of Request. This should be the date on which
the accommodation request was made, or the day the accommodation request
form was received.

7. Enter notes, status updates, and comments on the accommodation in the
Comment box

8. Enter or select the Responsible ID. This is the person with the RA Specialist
Security Role managing the accommodation.

Accommodation Request Accommodation Option Accommodation Job Task
Walter Hempel Person ID 100000010
Request Details Find | View All First'4' 1 0f 1 %/ Last
o *Accommodation ID 1 o *Date of Request |[01/04/2016 |[31 | =
Business Unit 37000 Natural Resources
Department 3701112406 WM Madison Area
Job Code 55272 WILDLIFE BIOLOGIST-SEN
Location Code DODNJO7004 370 9335 DODGEVILLE SC
Comment 2
o *Responsible ID @,

9. Verify and update the data in Request Status section:



e For a new request, the As of: date should equal the Date of Request;
Select Pending.

Ciatue

)
i)

*As of |01/05/2016 [&) ® Pending Accepted Undue Hardship

10.In the Disability section, enter or select the Diagnosis Code value that best
corresponds to the applicable major life activity or major bodily function
affected by the condition(s). There may be multiple Diagnosis Codes per
request; add a row for additional impairments.

©

Diagnosis codes are not intended to capture an employee’s specific medical
diagnosis.

Disability Personalize | Find | View Al | &Y | £ First'4' 1 0of 1'%/ Last
*Regulator Diagnosis
Ru;;?on rory COE?(: Description
11USA 4 (FMS100 @, Gripping/Grasping/Pinching il | |=]
11.Click Save.
12.Click the Accommodation Option tab to enter the option(s) the employee
requested.

©)

Entering an employee option into STAR PeopleSoft does not mean that it has
been, or will be, approved. All employee requests are entered for tracking purposes.
13.Enter or select the following:

o Option ID: PeopleSoft assigns the next sequential number. This number
should not be edited.

o Employer Suggested Option checkbox: Only check when denying or
altering the employee’s request and entering an alternate employer-
suggested option on a new row.

o Type: Select the appropriate accommodation type. These are
predefined by DPM.

o Cost: The monetary fee associated with the accommodation, if known.
Cost figures are used to report expenses.

e Description: Enter a summary of the accommodation option.

e Status: Used for tracking the progress of the accommodation option.
Update as the status changes.

« Status Date: Enter the date the current status was valid.

14.Click Add a Row (+) in the Accommodations/Alternative sections to record
additional options as needed.
15.Click Save.



Accommodation 1@ Accommodation Option Accommodation Job Task

Walter Hempel Person ID 100000010
Option Details Find | View All First ‘& 1 of 1'% Last
+][=
Accommodation ID 1 Date of Request 01/04/2016 = _J
Business Unit 37000 Matural Resources
Department 3701112406 WM Madison Area
Job Code 55272 WILDLIFE BIOLOGIST-SEN
Location Code DODNJOTO04 3709335 DODGEVILLE EC
Accommodations/Alternatives Eind | View All First'‘ 4 1011 @ Last
*Option ID 1 [_1Employer Suggested Option EHE
*Type [ERG103 &, Modify Equipment
Cost 50.000 =5
@ Description | Equipment should be modified as follows: Lorem ipsum AI 2
dolor sit amet, consectetur adipiscing elit, sed do
| eiusmod tempor incididunt ut labore et dolore magna v

Appioved | “Status Date 0170512016 |53
Declined - Employee
Denied - Employer

Ended
1 + m Expired
@ 1] Save | [gh Retumto Se‘ Nrolsnia
| Offerad P
Accommodation Request | Accq | Pending Info tion Job Task

16. Follow your agency business processes regarding reasonable accommodation
requests. Once an effective accommodation has been determined, the RA
Specialist will make the offer to the employee and then log back into STAR
PeopleSoft and update the Reasonable Accommodation request as needed until
the process has concluded.
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3.4.1 Payroll
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3.5.1 Viewing Position Data
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Please refer to the Viewing Position Data STAR Job Aid for this topic.
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3.5.2 Creating Position Data
Security role: Agency Position Specialist (AGENCY_BUDGET)

1. Navigation: Main Menu > State of Wisconsin (STAR) > Human Resources >
Process > WI Position Requests > WI Position Request Home
2. Click Crete New Position.

Wi Position Request

[ Create New Position ]

Copy existing Position
Create Surplus Position

Update Existing Position
Position Number
Update Existing Request

Request ID

3. In the Position Information section, enter data for the following fields:

Reason: Defaults to NEW

Effective Date: The date the position is effective

The position must have an effective date on or before the date of
the hire

C. Position Type: Select the appropriate value

® >
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D. End Date: Position end date
e Permanent positions should NOT have an end date

E. Max Head Count: Defaults to 1, update when appropriate
F. FTE: Enter the full time equivalent value associated to the position
e LTEs should have an FTE of O

G. Authorization Source: Select the appropriate value
H. Authorization Date: Date the position is authorized by the Authorization
Source

WI Position Request || W1 Department Budget

Position Information Find | View All First 4 b Last

New Position Request

RequestID 0000000000  Requestor Request Date 06/02/2017 Request Status | Draft v

Position Number Reason NEW|Q Effective Date 06/11/2017 [ Effective Status Actve &
o Position Type | LTE OUM Date il Max Head Count 1 o FTE
Authorization Source | Biennial Budget Act v e o Authorization Date 5

4. In the Job Information section, enter data for the following fields:

A. Business Unit: Enter or select the appropriate agency to which the

position is assigned

B. Job Code: Enter or select the appropriate value

C. Title: Defaults from Job Code, but may be overridden to reflect a
working title

D. Reports To: Enter or select the position number to which the newly

created position reports
E. FLSA Status: Defaults from Job Code

e The default value is based on a permanent position. For LTEs,

ensure the FLSA status matches the alpha list on DPM’s website

Union Code: Enter or select the appropriate value (DOT use only)
Short Title: Defaults from Job Code
. Comments: Enter as justification for the new position

Iem

e LTE positions do not route to the SBO, but a comment is required
|. Dot-Line (optional): Enter or select the position number of an indirect

supervisor or lead worker

e This field is not on job data, and is for reporting purposes only

J. Supervisor Level (optional): Enter or select the appropriate level

ADPM has not rolled out the use of this functionality

Job Information

Business Unit Q e Short Title o Attachments
Job Code Q 0 Comments
Title
Reports To Q o Dot-Line Q

FLSA Status o”“")" Code o Supervisor Level Q o Confidential Position




K. Attachments (optional): Attach documentation relevant to the position
creation
1. To upload an attachment, click Attachments
2. Click the paperclip icon

Position Form Attachments
Position Request o , =1 . . i .
Attachments Personalize | Find | View All | & | First 1o0f 1 Last
Uploaded By Add Attachment

1 o - e

OK Cancel

3. Click Choose File. Locate and select the document to be
uploaded.

4. Click Upload

5. Click OK

L. Confidential Position: When appropriate, select to designate the position
and position incumbents as excluded from any external public databases
e These are positions that perform duties that are confidential in
nature, and it would be detrimental to the employee and
employer to have information related to the position and
incumbent released externally.
e Requires approval of DOA Legal

5. In the Work Location section, enter data for the following fields:

A. Department: Enter or select the appropriate department ID representing the
position’s hierarchical relationship within the organization.
B. Location Code: Defaults from Department ID, but should be overridden if the

default location code does not match the physical location of the position
C. Company: Defaults from the Department ID, and cannot be overridden



o Department Q
o Location Code Q

o Company

Work Location

moow»

6. In the Salary Plan Information section, data for the following fields defaults
from the entered values as listed:
Salary Admin Plan: Defaults from job code, and cannot be overridden
Salary Grade: Defaults from job code, and cannot be overridden
Min/Hour: Defaults from job code, and cannot be overridden
Midpt/Hour: Defaults from job code, and cannot be overridden
Max/Hour: Defaults from job code, and cannot be overridden

Salary Plan Information

o Salary Admin Plan Q@ o Salary Grade !
o Min/Hour: o Midpt/Hour: o Max/Hour:

7. Click the WI Department Budget tab

-

WI Position Request [ Wi Department Budget

8. Enter or select the appropriate Fiscal Year.
9. Click the ChartField Details link.




V1 Position Reguest Wi Depariment Budget

Position Information
Request Status Draft

Request Date 06/0272017

Requestor
Effective Date 06/11/2017 i)  Effective Status

Request ID 0000000000
Active

Position Number Reason NEW Q

Department Budget Date

o Fiscal Year Q Budget Begin Date

Status

Budget End Date

Distribution
Personalize | Find | View Al | (21| &5 First 4 1of1 ‘& Last

(=L
Budget Fund Appropriation Depantment Account

Chartfield 1 Char
Pt e Reference Code
el | =)

Combination Code Chartfield Details

o Chartfield Details

10.Enter or Select the appropriate Combination Code.
ChartField Details populate based on the selected Combination Code.

11.Click OK.

ChartField Common Component

ChartField Details
Search Options
o Comtpnation Code Q * Combination Codes
Speed Types Search
ChartField Detail
Fund Code Appropriation Department Account Program Code Operating U
Q Q

Budget Reference

Q Q Q Q

q Ok Cancel

12.Click Add a Row (+) if necessary to add additional lines.
13.Enter the appropriate value in the Distrib% field.

Distribution
Personalize | Find | View Al | 29| B First ‘4 10f1 ‘} Last

Department Account

Chartfield 1 Charifield 2 Project | (=¥
- Budget Fund -
Distrb % Reference Code Appropriation
o ‘:

Chartfield Details

Combination Code
Chartfield Details 9

14.Click Save Form.
15.Click back to the WI Position Request tab.




WI Position Request WI Department Budget

14. Click Submit.

Save Submit

Cancel Request

The position request will route through Agency approvals as well as State Budget
Office approvals (for non-LTE positions).
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3.5.3 Maintain Position Data (Updates)
Creating a Position Update Request

Required approvals for a Position Update Request
Downstream effects of Position Updates

To update a position, either vacant or filled, within STAR PeopleSoft, a Position
Update Request Form must be completed by the Agency Position Management
Specialist, and, in some cases, approved by the agency and/or the State Budget
Office.

This job aid provides direction on how to create a position update request for existing
positions in STAR PeopleSoft, an overview on the approvals needed, and other
employees you should notify when making updates.
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Creating a Position Update Request

Security role: Agency Position Specialist (AGENCY_BUDGET)

1. Navigate to: State of Wisconsin (STAR) > Human Resources > Process > WI
Position Requests > WI Position Request Home

2. Enter or Search for the Position Number

3. Click Update Existing Position.

Wi Position Request

Create New Position
Copy existing Position

Create Surplus Position

Position Number Q

0 Update Existing Position

Update Existing Request

RequestID Q

4. Update the Reason field to define the type of update that is being made to the
position. Refer to the Action/Action Reason Job Aid on STAR Connection.

@ A reason of UPD defaults in; this is not a valid value for submission. If
you do not update the field to reflect the type of update you are making
before clicking Submit, the system displays an invalid value pop-up error
and will not allow you to submit until this field is changed.

5. Update the Effective Date field to define when the update should take place
o Position data can only be updated once per effective date
o Users will not be able to use an effective date that is prior to the
employee’s most current job data row and/or the budget data effective
date
i.Budget data effective dates can be viewed at the following navigation: Main Menu>
Set Up HCM > Product Related > Commitment Accounting > Budget Information >
Department Budget Table USA
ii.If an effective date cannot be used, submit a ticket to STAR Support with the
information that is changing, and the effective date to use.



http://starconnection.wi.gov/Documents/JobAids/HCM/CoreHRAdministration/ActionReason.pdf

6. Update fields as necessary

Changes effective 06/05/2017:
e The comments box will be empty, and requires a comment
« Users will not be able to change the Effective Status to “inactive” if an
incumbent is in the position
o Users will not be able to update the Authorization Source

WiI Position Request Wi Department Budget
Position Information Find | View Al First ‘4’ 10f1 & Last

Update exisiting Position

RequestID 0000000000  Requestor Request Date 06/02/2017 Request Status | Draft
Position Number JDDG° o | Effective Date 06/0212017 |[5 | |Eﬂwwe status | Actve ¥ |°

Position Type | Permanent ¥ | End Date £ Max Head Count 1 FTE_1.000000

Authorization Source | Other Legislation v |° Authorization Date & Update Details

7. Click Save to save your changes to the position.

Save

Cancel Request

8. Click Submit to submit the request for approval and for the system to run error
checking on the request form.

Save Submit

Cancel Request

Required approvals for a Position Update Request

Once an update is requested, there may or may not be approvals required, based on
what kind of changes are submitted. The table below defines what approvals are
required based on what fields are updated.

Field Updated No Approval Only Agency Agency & SBO
Required Approval Approval
Required Required
Confidential Flag
FLSA Status
Location Code
Reports To
Dotted-Line
Short Title

X X X X X X



&

Title X
Union Code X

Supervisor Level X

Combination Codes X

Funding Distribution X

HR Department X

Job Codes X

Term Dates X (LTES) X (non-LTEs)
Position Type X (LTESs) X (non-LTEs)
Authorization Source X

Authorization Date
Appropriation Changes
Business Unit

Effective Status

FTE

Max Head Count
Statutory Fund Changes

X X X X X X X

When you update Statutory Funds, the fund code does not display what

statutory fund the fund code belongs to, so you need to refer to documentation from
financials to determine if the Statutory Fund has changed or not.

If the request does not require Agency or State Budget Office approval, the
position is updated in PeopleSoft (along with any applicable payroll coding),
and the requestor is notified via email.

If the request requires only Agency approval, the position update request will
appear on the Position Mass Approval page for Agency approval. Once it is
approved, the position is updated in PeopleSoft (along with any applicable
payroll coding), and the requestor is notified via email.

If the request requires State Budget Office approval, the State Budget Office
Position Management Specialist and State Budget Office Position Management
Approver must approve the request before the position can be updated and the
requestor notified.

©)

Helpful Tips

The update form can only have one open request for a particular position at a
time in order to prevent order of operations issues. To process multiple
updates at once,the requestor should make all changes in a single request or
submit and process eachrequest before starting another



« When updating existing positions, changes will be applied to job data. Of note,
updates to positions with incumbents should be done thoughtfully; any
corrections will require a support ticket as agencies cannot modify historical

data.

« Do not update the job record until the position has been updated. For
example,for a reclass, do not enter the new pay rate until the position has

been updated.

Downstream effects of Position Updates

Changing the job data for incumbents can have serious downstream effects, so it is
important to make these updates with care. If updates to incumbent positions are
made in error, a user must submit a STAR Support ticket.

The following are possible downstream effects that can occur when incumbent job
data is updated, along with what role should be contacted when corrective action

must be taken:

Who To Notify

Field Changed
FTE

Downstream Impact
Income Continuation
Insurance (ICl) Annual
Benefits Base Rate needs
to updated; eligibility for
the employer contribution
towards health insurance
may change

Payroll & Benefits
Specialist

FTE Absence Entitlements Payroll & Benefits
Specialist
Job Code Absence Eligibility Group HR Specialist &
may need to be changed &Payroll & Benefits
Entitlements may need to [Specialist
be recalculated
FLSA Status Absence Eligibility Group HR Specialist &

needs to be changed &
Entitlement recalculated

Payroll & Benefits
Specialist
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3.6.1 Time and Labor

UNDER

CONSTRUCTION
s

X

Please refer to these STAR Job Aids for this topic.

Payroll Time and Labor Reports
Time and Labor - Elapsed Time Reporters
Time and Labor - Punch Time Reporters

This page last updated in Release Number: 17-01

Release Date: 10/02/17
Effective Date: 10/02/17
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4.1 Person Profile Queries

Querying Person Profile Pages
Navigation: Main Menu > Reporting Tools > Query > Query Manager

For complete instructions on running a query, refer to the How to Run Reports and
Queries Job Aid.
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Query Name
WI_HR_PP_BCKRND_CURR_ACTIV_CHK

Short Description
Background: Current
Active Chk

Description

Lists employees who have a
particular, current
background check.

WI_HR_PP_BCKRND_DUE_FOR_CHK

Background: Due for
Test

Lists employees that are
due for a particular

background check within
the specified date range.

WI|_HR_PP_DISABLED_VET

Disabled Vet

Lists employees that are
disabled veterans — displays
their disability code.

WI_HR_PP_EMPLY_CURR_ACTIV_TEST

Employment:
Current Active Test

Lists employees who have a
particular, current test.

WI_HR_PP_EMPLY_DUE_FOR_TEST

Employment: Due for
Another Tst

Lists employees that are
due for a test within the
specified date range.

WI_HR_PP_EXPIRED_CHECKS

Expired Person
Profile Checks

Lists employees who have
expired background checks.

WI_HR_PP_LIC_CERT_REG_ACTIVE

License, Cert, Reg:

Lists employees who have a

Curr Active particular, current
License/Cert/Registration.
WI_HR_PP_LIC_CERT_REG_EXPIRING |License/Cert/Reg: [Lists
Expiring License/Cert/Registration

that are expiring within the
specified date range.

WI_HR_PP_NO_CHECKS

No Person Profile
Checks

Lists employees who have
no background checks at
all.

WI_HR_PP_PROBATION_CURR_ON_PRB

Probation: Currently
on Probation

Lists employees that have a
particular, active type of
probation.

WI_HR_PP_PROBATION_ENDING

Probation Ending

Lists employees whose
probationary periods are
ending within the specified
date range.

WI_HR_PP_RED_CIRCLE_IND

Red Circle Indicator

Lists employees that have
an active red circle
indicator.

WI_HR_PP_RESTOR_CURR_AT_RISK

Restoration:
Currently At Risk

Lists employees that are
currently at-risk — the At-
Risk Flag is checked and the
At-Risk Expiration Date is in

the future.




WI_HR_PP_RESTOR_RIGHTS

Restoration: Current
Restor Rights

Lists employees with
current restoration rights.

WI_HR_PP_SEVERE_DISABILITY

Severe Disability

Lists all employees that are
severely disabled.

WI_HR_PP_TESTS_CURR_ACTIV_TEST

Exams & Test:
Current Active Tst

Lists employees who have a
particular, current
exam/assessment.

WI_HR_PP_TESTS_DUE_FOR_TEST

Exams & Test: Due
for Another Tst

Lists employees that are
due for an

exam/assessment within
the specified date range.

WI_HR_PP_VACCINE_CURR_ACTIV

Vaccine: Current
Active

Lists employees who have a
particular, current
\vaccination.

WI_HR_PP_VACCINE_DUE

Vaccine: Due for
Another

Lists employees due for a
particular vaccine within

the specified date range.
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4.2 Discipline Data Query

Running the Discipline Data Query

Reviewing the Discipline Data Query Results

Discipline Data Query FAQS

Running the Discipline Data Query
]

d—
‘General information on how to run a query can be found in the following job aid:
http://starconnection.wi.gov/Documents/JobAids/Shared/runreport.pdf

1. Navigate to Query Viewer and enter the name of the query
e Main Menu > Reporting Tools > Query > Query Viewer
o STAR developed a query to return all data associated with disciplinary
actions tracked in STAR HCM. The name of the query is
WI_HR_DISCIPLINE_LIST
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WI_HR_DISCIPLINE_LIST - List of Discipline Actions

Employee ID (% for all) [% Q
Business Unit (% for all) [% Q
SetID (use SHARE) SHARE CL
Department ID (% for all) % Q
From Date [31]
To Date [31)
View Results

2. Enter the search criteria

o Employee ID: Enter an employee ID to return results for a specific
employee. To return all employees, enter a percentage sign (%).

e Business Unit: Enter a business unit to return results for a specific
agency. To return all business units, enter a percentage sign (%).

e Set ID: Leave as SHARE.

o Department ID: Enter a department ID to return results for a specific
department ID. To return data for all department IDs, enter a
percentage sign (%).

« From Date and To Date: Enter a date range. This date is based on the
disposition date of the disciplinary action.

@ Query results are limited by the user’s row-level security. Users will not be able
to return results for disciplinary actions that they do not have access to.

3. Click View Results
Reviewing the Discipline Data Query Results

. Employee ID

. Name

. Discipline ID

. Business Unit

. Business Unit Description
Department ID

. Department Description

. Incident Date

|. Disposition Date

K. Description

L. Discipline Type

ITOGMMOO >



M. Violation

N. Description

O. Discussed With
P. Comments

e e L L=

Tolal Incident 1

Desciplinary Action

C Discipline ID DHODN00Z3

H incident Date fOAO2016  [§)

A Employes 1D 100000151

First ‘& qp01 &' Last

==

Fird | View Al

D “Business Unit[S0500 | E agmiristration

F “Department ID[505M100000 | (3 Bureau of Real Estate Mgmt

| "Disposition Date 107312006 [T J*Dluiplmnul:m“-daywmmu'p W

K Description |Enter description her

L work Rule Violated

L serious Misconduct Viokation

M 17 N Mesuse Lea *] [=] Mi15 N Fasity [*+] [=]
M 2[4 M intimdat [H =]
Linked Grievance
O Discussed with Enter HR names here
P t‘mmléEm-er commend here
[ Save | |EF Retum o Search | [ Notify B Add || B Updaebisplay
Wi All
Empiloyes Diacipline  Business Business Unit Department Incidert Dumpoaitaon
i el D Unit Deracription i Doyrimant Descripsion Daie Dai
Emplryes 1 Bureau of Real Estate 1
1100000191 "0y 000000023 50500 Adrminictration 053100000 Mg 10102016 1003172018 gl
Empiayes Bureay of Aeal Estate 1-day
20000 o e DODD00023 50500 Admiresiration 5053100000 Mgt 10HOZ01E 1073112016 pay
Empiayes Bureau of Real Estale 1
3 100000151 N 000000023 50500 Admirisiration 5053100000 p 10M20E 10312016
Frst t-2o0f3 Lasd
Dencapline: Oniboome Descigstion Discipline Type  Vicdabion Descayphion Descmmed Witk Conmrments
Ty Espenson without  Enbr description Falsifying Records of the Enbaf commini
6 ooy e Work Rule 5 agency Enfer HR names nene Teis
1-day suspension wihout  Enter description Misuse or abuse of leave Enter comment
pay Pobi ‘Work Ruie ar bnahits Enter HR, names here heds
;;mmmmm Er:fl.zwmnmm Work Rule 14 Tl atng 1 . butyirg Ender HR heta ﬁ;l:fcmrn

Discipline Data Query FAQS
1. Why does it show “No matching values were found"?




Your search criteria is too narrow, and there aren’t any disciplines in the
system that match your criteria. Replace your criteria with a % to return
all results.

2. Why is the same discipline on multiple lines?
Each work rule violation is on its own line, and this creates multiple rows
for one disciplinary action. Unfortunately this is a limitation with
PeopleSoft Query functionality.

3. Is there a Discipline Tracking job aid?
Yes, on STAR Connection:
http://starconnection.wi.gov/Documents/JobAids/HCM/QuickReferenceGu
ides/disciplinetracking.pdf

4. Who can run this query?
Any core user can run the query, but the only users who will receive
results are those with the Discipline security role.
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4.3 Grievance Data Query

Running The Grievance Data Query
Reviewing The Grievance Data Query Results
FAQs

Enhanced grievance tracking functionality was added to STAR PeopleSoft in November
2016. This job aid provides instructions on how to run and review the Grievance Data

Query.
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Running The Grievance Data Query
Note: General information on how to run a query can be found in the following job aid:
http://starconnection.wi.gov/Documents/JobAids/Shared/runreport.pdf

1. Navigate to Query Viewer and enter the name of the query

Main Menu > Reporting Tools > Query > Query Viewer
STAR developed a query to return all data associated with disciplinary actions tracked in
STAR HCM. The name of the query is WI_HR_GRIEVANCE_LIST

WI_HR_GRIEVANCE_LIST - List grievances.

View Results

Employee ID (% for all) Pé X |Q
Business Unit (%f for all) % Q

Set ID (use SHARE) SHARE |Q

Department ID (% for all) |% Q
From Date Bl
To Date El
Status (Blank for All) | v

2.

©

Enter the search criteria

Employee ID: Enter an employee ID to return results for a specific
employee. To return all employees, enter a percentage sign (%).
Business Unit: Enter a business unit to return results for a specific
agency. To return all business units, enter a percentage sign (%).
Set ID: Leave as SHARE.

Department ID: Enter a department ID to return results for a
specific department ID. To return data for all department IDs, enter
a percentage sign (%).

From Date and To Date: Enter a date range. This date is based on
the disposition date of the disciplinary action.

Status: Select a status to return grievances with a specific status.
To return all grievances regardless of status, leave blank.

Query results are limited by the user’s row-level security. Users will not be able to
return results for grievances that they do not have access to.

Reviewing The Grievance Data Query Results


http://starconnection.wi.gov/Documents/JobAids/Shared/runreport.pdf

A. Grievance D K. DepartmentID T. Grievance Step
B. Grievance ID Ref Description U. Step Description
C. Grievance Category L. Grievance Date V. Action Date
D. Employee ID M. Grievance Type W. Resolution Date
E. Employee Name N. Grievance Type X. Discussed With
F. Union Code Description Y. Step Resolution
G. Discipline ID 0. Description Z. Resolution
H. Business Unit P. Contract Reference Description
|I. Business Unit Q. Status AA. Comment
Description R. Status Description BB. Letter
J. Department ID S. Status Date CC. Letter Date
Grievance Grievance Steps
A Grievance ID 0000000237 C *Grievance Category | Condition of Employment hd
B 55000-2016-0000000237 Total Grievances: 1
Filed By
® Employee D *|100000546 E Employee LastName G Discipline ID 000000021 | Q
£ O vmr Lnked Discipine
Security
H *Business Unit 55000 | state Public Defender Board
J *Department ID 5503094000 = K west Bend Office
L *Grievance Date 11/09/2016 [ M *Type 027 N condition of Employment
© Description [Enter Description Here (L
P Contract Ref
*Status | Closed v *Status Date | 11/15/2016  |[3
QR S &
Gl Save | |[g* Return to Search ! [=] Notify L& Add spla

Grievance | Grievance Steps




' Grievance | Grievance Steps |

Grievance ID 0000000237

Grievance Date 11/09/2016 Grievance Type Condition of Employment Status Closed
Data Find | View All First ‘& 10of1 ‘& Last
T *Grievance Step (001 U step 1 =[]
\/ *Action Date[11/02/2016 |5
W Resolution Date 11/15/2016 [3)
X piscussed with Enter Name Here
Letter Code Letter Date
BB 1oL HandDelive ccliseots |F [+ (=
BB 2/uspP USPS CCliiszoie |5 [+ =
Y step Resolution A10 | Z Denied - Untimely
AA Comment [Enter Comment Here &l
|iF)save ||[G® Retumn to Search || Notify % Ada
Grievance | Grievance Steps
Griev ID Grievance ID Grievance Empluyee Employee Union Discipline Business B";in".:” Depariment Depariment
Ref Category Name Code [s] Unit Description 1] Description
55000- Public
1 0000000237 2016- E;"‘:"Jt“::e?_l'l 100000546 E;?Nm:x 000000021 55000 Defender 5503094000 ‘g;:;ge"d
0000000237 —PIOY! Board
55000- ‘ Public
2 0000000237 2016- g"p‘:f‘:r“m% 100000546 £yt 000000021 55000  Defender 5503094000 proe
0000000237 ¥ Board
= = Grievance
3 Grievance Grievance Cnm:t Status Step <
/, Date Type Type Description Status Deseripti Status Date sm Description Action Date
- Enter
11/09/2016 037 g;”“'“’"“ o Description C  Closed 11/152016 001 Step1  11/09/2016
ployment Here
N Enter
it Condition of .
< 11/09/2016 037 Evigiiaat a:rsgﬂptlon C  Closed  11/15/2016 001 Step1  11/09/2016
> Resolution Discussed Step Resolution
/ Action Date " With  Resolution Description COMment Letter Letter Dt
Enter Denied -  ENter
11/09/2016 11/15/2016 Name A10 Untimel Comment HDL 11/15/2016
Here Y Here
Enter Denied- Enter
> 11/09/2016 11/15/2016 Name A10 Untimel Comment USP 11/15/2016
Here NEMeY  Here

(




FAQs

. Why does it show “No matching values were found"?

Your search criteria is too narrow, and there aren’t any grievances in the
system that match your criteria. Replace your criteria with a % to return all
results.

. Why is the same grievance on multiple lines?

Each step and letter code is on its own line, and this creates multiple rows for
one grievance. Unfortunately this is a limitation with PeopleSoft Query
functionality.

Is there a Grievance Tracking job aid?
Yes, on STAR Connection:
http://starconnection.wi.gov/Documents/JobAids/HCM/QuickReferenceGuides/
grievancetracking.pdf

. Who can run this query?

Any core user can run the query, but the only users who will receive results are
those with the Grievance security role.

This page last updated in Release Number: 17-01
Release Date: 10/02/17
Effective Date: 10/02/17

DPM State of Wisconsin @
_ HCM User Guide
Serving People Who Release 18-01 January 23, 2018

Serve Wisconsin

4.4 Workforce Diversity Report

Purpose
Security

Running The Report

Reviewing The Report

Purpose
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The Workforce Diversity Report can be used as a tool to balance interview panels as
well as produce workforce metrics regarding employees who are female, minority,
disabled, and/or a veteran.

Security

Users with the HR Display Only or HR Specialist security role will have access to run
and view this report. The output is limited by the users’ row-level security.

Running the Report

1. Navigate to Main Menu > State of Wisconsin (STAR) > Human Resources >
Reports > Workforce Diversity Report
2. Add a Run Control ID by clicking Add a New Value or search for an existing one.

Find an Existing Valua Add a Mew Value e

Search Lnterla

Search by. Run Control ID begins with e

Case Sensitive

Search Advanced Search

3. Enter the Run Control ID

©

A Run Control ID is used to save search parameters. Run Control IDs are linked
and stored by IAM (you only see your own). Users can have any number of Run Control
IDs and can follow any naming convention provided no spaces or special characters
are used. Run Control IDs cannot be deleted, but saved parameters can be changed.

Workforce Diversity Report

Find an Existing Value Add a New Value

4. Click Add
5. Enter applicable search parameters on the Workforce Diversity Report tab



a. Business Unit (optional): Enter the 5-digit agency code

@Output is limited to the user’s row-level security. Users who serve
more than one agency may leave the business unit blank to return
information for all agencies they have access to.
b. Department (optional): Enter the 10-digit department ID
c. As of Date: Enter the date that will be used to pull back the information.
d. Job Code (optional): Enter or search for the job code

i.To include additional job codes, click the plus sign (+) to add a row.
ii. Toremove a job code added in error, click the minus sign (-) to

remove a row.
c. Checkboxes

Worklorce Diversity Report Rapor Fields

Run Control ID 'WDR Report Manager Prod

Business Unit a

Department Q
As Of Date 053072017 [

A A

Personalize | Find | &2 | |__-. First ‘& 1of1 &
Job Code Description
- I — 2
Only Include FEmales

Only Include Those with Disabilities

o Only Include Velerans

Exclude Employees with a Single Race/Ethnicity of White

Exclude Employees wilh Single Race/Ethnicity of Unspecified

il Save | |[=] Notify [ A




6. Select applicable
information to return on
the Report Fields tab

a. Fields will default
as selected.
Uncheck the box
to not include the
field in the output.

b. To select all fields,
click the Select All
button

c. To deselect all
fields, click the

Deselect All

button
o Select All
o ~ Deselect Al

Personalize | Find | 2| B8

Description

1 Business Unit

2 BU Descr

3 Depariment ID

4 DeptID Descr

5 Location

6 Loc Descr

7 Location City

8 Location Stale

9 Employee ID

10 Employee Record
11 Employee Name
12 Gender

13 Ethnicity

14 Disabled

15 Severely Disabled
16 Veteran Disability
17 Veteran Status

18 Job Family

19 Job Code
20 Job Code Descr
21 Employee Class
22 Payroll Status
23 Dept Entry Date
24 Seniority Date
25 Position Entry Date
26 Jobcode Entry Date
27 Employea Work Phone
28 Employee Email
29 Supervisor Name

30 Supervisor Work Phone

First ‘4 1-300f30 *

Include

v

F AN R QK

SN0 NEER

LU

Last




7. Return to the search parameters screen by clicking the Workforce Diversity tab

0[ wiorkforce Diversity Repod ] Report Fields

8. Click Run

Worklorce Diversity Roeport Repart Fields

Run Control 1D WOR Report Manager Pm:essh’lo- Run

9. Change the format to XLS to produce the report in Excel

Process Scheduler Request
Liser D Run Contrad ID 'WDR
Sarver Hame v Run Date 053002017 [
Recurtence - Rur Tima 17211 0AM Reset o Current Cale/Time
Time Zone Q

Frocess List ﬂ

Tolect Descripbion Process Hams Process Type Type *Fosmal tribution
#  Workioree Diversity Repor Wi_DIVERSITY Application Enging | Web ¥ Diéstribaution

10.Click OK

11.Click the Process Monitor link on the search parameters screen



Workforce Diversity Report Repaort Fields

Run Contrad ID WDR Repon Manager

A&

Process Monitor

Run

12.Wait until the Run Status displays as Success

Process List  Sorver st
View Process Request For
) W™ vis ] sV | R
Sarvr| v pame (ynstance From [nstanca To
R tafes v| Distitation Staus ¥) B Save On Refresh
Protass List Prsralzn | Fod Vel |2 [ Pt 4 22 0Lt
el e S, Precent Ty Poceis ima Uk T DTt T S l;:m”" Tty

GUM Aok W OMERSTY oA euswc@ Pused e‘

13.Click the Details link
14.Click View Log/Trace

DatefTime Actions

Request Created On 03302017 84255AMCOT  Parameters Transfer
Run Anytime After 05302017 84251AMCOT  Message Log View Locks

Began Process At 053072017 84310AMCOT  _Balch Timing
Ended Process At 033072017 £43.39AM COT 0

15. Click the .xls file

File List
Namé File Size (bytes)  Datetime Created
AE_WI_DIVERSITY 46343409 21m 051302017 6:43:30.080694AM COT

WI_HR_463434 DiversiyRpt s o 4280905 05/302017 8:43:30.080604AM CDT

Reviewing the Report

1. The first 18 lines of the report output display the user’s search criteria




A

=

&

15| & |5 BRR|B|Q® N s W N

-

r
: ;
Say
Process Name
[Criatabasze Mame

Process Instance

Process DateTime

Run Paramters
Crperator 1D
Business Linit
Dept 1D:

As Of Date:
Job Code:
Femals:
BExclude White:
Dizabled:
Weteran:

Exclude Unspecified Ethnicity:

WI_DNERSITY

PHRUAT

r
453434

H-May-2017-5:43 AM

r
41000

2017-05-30

i
M
M
M
M

2. Field Output




Business Unit

BU Descr

Department ID
Corrections '4102021350

Dept ID Descr

Location

Loc Descr

/

41000 BPHR PreService Training MADEWAOOQOT 410 20 Mail Training Cntr
41000 Corrections 4102000000 DMS Division Mgt Services MADEWAQOQOF 410 20 Mail BFAS
41000 Corrections 4102000000 DMS Division Mgt Services MADEWAQQ0B 410 20 Mail DMS
41000 Corrections ‘4102031350 BPHR PreService Training MADEWAOOQOT 410 20 Mail Training Cntr
Location City  Location State  EmployeelD  Employee Record Employee Name Gender | Ethnicity [
Ig!Cntr Madison wi "100092057 0 Kensington,Sandra E | F WHITE Y
Madison wi Moco11911 o Warner, Cindy A |F WHITE
% Madison wi Mooozzass o Pieters,Laura F F ASIAN
“ntr Madison wi Mo0024485 0 Rogers,Elaine C E WHITE
Disabled || Severely Disabled eteran Disability ||Veteran Status | Job Family Job Code
il 2 Public Safety 66500 c
Veteran Business Professionals 74313 E
Health Care Professionals 37402 D
Public Safety 66500
, Job Code Descr Employee Class  |Payroll Status  DeptEntryDate  Seniority Date  Position Entry Date
/7 CORR OFFICER PRM A 05/31/2016 05/31/2016 05/31/2016
\ EQUAL OPPOR PROG SPEC-SEN JPRM A 04/20/2015 10/11/1976 04,/20/2015
\"\___ DIETITIAN-ADMINISTRATIVE PRM A 03/06/2016 10/23/2001 10/23/2001
%, CORR OFFICER PRM A 11/17/2003 11/17/2003 11/17/2003
Jobcode Entry Date Employee Work Phone Employee Email Supervisor Name  Supervisor Work Phone
I 05/31/2016 608,/000-0000 noreply.hruat@wisconsin.gov Jenkins, Robin A 608/000-0004
\ 04/20/2015 608/000-0001 noreply.hruat@wisconsin.gov Barber, Gregory C  608/000-0005
10/23/2001 608/000-0002 noreply.hruat@wisconsin.gov Hansen, Julia R 608/000-0006
%, 11/17/2003 608/000-0003 noreply.hruat@wisconsin.gov Farmer, StevenQ  608/000-0007
3. Field Codes
Gender
Information from Main Menu > Workforce Administration >
Personal Information > Biographical > Modify a Person, Gender
drop-down
F Female
M Male
U Unknown
Disabled
Information from Main Menu > Workforce Administration >
Personal Information > Disability > Disabilities, Disabled
Checkbox
Y Yes
Blank No




Severely Disabled

Information from Main Menu > Workforce Development >
Profile Management > Profiles > Person Profiles, Severe

Disability Tab
2 Severely Disabled
Blank Not Severely Disabled

Veteran Disability

Information from Main Menu > Workforce Development > Profile
Management > Profiles > Person Profiles, Veteran Disability Tab

A Vet with less than 30% service connected disability

B Vet with at least 30% but less than 70% service
connected disability

C Vet with a 70% or greater service connected
disability

D Spouse of a disabled vet whose service connected
disability is at least 70%

E Disabled spouse of a disabled vet whose service
connected disability is at least 70%

F Severely disabled spouse of a disabled vet whose
service connected disability is at least 70%

G Unremarried spouse of a vet killed in action or a vet
who died of a service connected disability

H Disabled unremarried spouse of a vet killed in
action or a vet who died of a service connected
disability

I Severely disabled unremarried spouse of a vet killed
in action or a vet who died of a service disability

Blank Not a disabled veteran

Veteran Status

Information from Main Menu > Workforce Administration >
Personal Information > Biographical > Modify a Person, Military
Status drop-down

Veteran Veteran

Blank Not a veteran

Employee Class




Information from Main Menu > Workforce Administration > Job

Information > Job Data, Job Information tab

Note: Patient Workers and Offender Workers are excluded

from this report

AMC AmeriCorps

BDM Board Member

ELC Elected

LTE Limited Term Employee
NGD National Guard - Emergency
NON Non-Employee

PPR Project-Permanent

PRJ Project-Project

PRM Permanent

SNL Seasonal

TBC Teacher Board Certification
TRN Trainee

ULE Unclassified LTE

UNC Unclassified

VSC VISTA Service Corps

Payroll Status

Information from Main Menu > Workforce Administration > Job

Information > Job Data, Work Location tab

Active

Unpaid Leave of Absence

Leave of Absence

m[or [ >

Suspended
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4.5 State Employee Roster Query

This chapter demonstrates how to search for an employee and their history with the
State of Wisconsin using the Roster Query in STAR.

1. Log into STARHCM.wi.gov using your IAM Username and Password
2. Navigate: Main Menu > Reporting Tools> Query> Query Viewer

In order to view the Roster Query, users must have been assigned to the
Roster role.

Favorites . Main Menu .

' Search Menu:

3. To find the Roster Query search for it by the query name:
WI_HR_PER_ROSTER_QRY.

4. To view the query and select your search criteria click on the format you wish
to view it in. Most often you will want to review the results in HTML.


http://www.doa.state.wi.us/Divisions/Personnel-Management
http://www.doa.state.wi.us/Divisions/Personnel-Management�

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

*Search By Query Name v begins with G\’I_HR_PER_ROSTER_GRY 9

o Search Advanced Search

Search Results

*Folder View -- All Folders — N
Query Personalize | Find | View All | EY | £ First'% 10f 1'% Last
Query Name Description Owner Folder ﬁmt" :;‘:;I" ;’;‘I‘_m Schedule f_.‘::;r‘i’m
WI_HR_PER_ROSTER_QRY Roster with Personal Data Public °HTML Excel XML  Schedule Favorite

If you chose to Run to Excel, only the results of your name, previous last name
or SSN search will be displayed in the export - this will not include the individual
transaction records for the specific employee you are searching for. To export
individual transaction records for a specific employee chose HTML here and you can
export to Excel later.

&Do not select the query named WI_OSR_JOB_VW

Query Do Not Use
Query Name Owner
WI_OSR_JOB_WVW ] Roster and Job Data Public

5. Enter one of the following for the employee you are searching for:
a. Last Name
b. SSN
c. Previous Last Name (see hint box**)
8. Click View Results to view a list of employees with matching Last Names,
Previous Last Names or SSN.




WI_HR_PER_ROSTER_QRY - Roster with Personal Data

Last Name | o
Er ssh,£ 4D

Previous Name% o
o View Results

E To search using either a partial Last Name or partial SSN use the % symbol
Example: To search for employees with a last name that starts with SMI
enter SMI%.

E Always use the % symbol before and after the previous last name to ensure all
records are found.

9. The results of your Last Name, Previous Last Name or SSN search will include
Name, Previous Name(s), Company Seniority Date, SSN, Gender, Ethnic Group,
and Disability.

Previous names from the former OSER Roster will show as the former last
name(s) only. Name changes that occurred within PeopleSoft will show as the entire
former name including last, first and MI. This information will populate with any
name change that has been made in the system.

WI_HR_PER_ROSTER_QRY - Roster with Personal Data

SS5Ns are pixelated in this
example. Each SSN is a link

tName | Smith
to an employee's record.

few Results
Download resutts in - Excel SpreadSheet CSV TextFile XML File (1 kb Q
FATBERTT YT
2 SMITH ALBERT JOSEP 08/1112008
SMITH.KAROL | SMITH PETERSON 2 o
4 SMITHRONALD 06/1401968
SMITH,MARY JANE JOHHSON MARY J

10.To see the transaction records of a specific employee, click on their SSN.

If an employee had a record in the legacy system and also has a record in
PeopleSoft they may be listed twice in the results above. No matter which record you



select you’ll be taken to the same data for that employee. Employees who do not
have a SSN in the system will have XXXXXXXXX as a SSN. If you click on this, you will
not see information for that employee

11.You can export your results from this view by clicking on the option you want
to export to. This will only export the results as seen on this page - it will not
export transaction records for each employee listed.

To export individual transaction records for a specific employee, click on their
NAME or SSN here and you can export to Excel later.

12.A new browser window will open and include the transaction records for your
specific employee. Each transaction (Reason Description) should be listed in
chronological order from newest to oldest.

WI_OSR_JOB_VW- Roster and Job Data

Due to differences in fields and data between the legacy system and PeopleSoft some
fields may be blank and some field data may be different depending on when the
transaction occurred. For a complete listing of Action Descriptions and Reason
Descriptions see the Action / Action Reason Matrix in the Appendix.

UW data was included in the data brought into PeopleSoft from the legacy system but
will not be included in transactions from this point forward. UW employment history
should always be verified with UW System.

13.If an employee has many rows of transactions they may roll over onto
additional pages. To view more pages, click on the arrows next to the row
numbers above the top right of the results.
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14.You can export your results from this view by clicking on the option you want
to export to. This will export the results as seen on this page - it will export

transaction records for the specific employee listed.

Download results in : Excel SpreadSheet CSV TextFile XMLFie (4 kb)

15. Additional Information:

« Contingent Workers are no longer included in the query results.

o Fields will be added to the roster query as needed.

o Effective dates for any type of termination will be different between
PeopleSoft rows and legacy rows. For legacy terminations, the effective
date was the last day the employee was on payroll. For terminations in
PeopleSoft, the effective date is the day after the employee’s last day on
payroll. For calculations such as reinstatement eligibility or adjustments
to continuous service, one day should be subtracted from the effective
date of any PeopleSoft termination.

This page last updated in Release Number: 17-01
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4.6 STAR HCM Report/Query Search

Description
Searching For A Report

Description

The STAR Report/Query Search functionality is used to assist users in finding queries,
reports, and lookup pages in PeopleSoft HCM. The reports/queries listed in this search
tool are used enterprise-wide, and have been vetted centrally. In addition to this
functionality, users may continue to find queries/reports through Query Viewer and
the State of Wisconsin (STAR) navigation.

All HCM Core Users have access to this functionality.

Searching For A Report
STEP 1: Navigate to: Main Menu > State of Wisconsin (STAR) > STAR Report Search
> STAR Report Search

STEP 2: Enter your search criteria into one of the following fields. To return all
results, leave all fields empty.

1. Report Group: Select an HCM module or business process
2. Report Type: Select PS Query, Report, or Summary from the drop-down
a. PS Query: Typically produces data that is simply an output of what’s
been entered into STAR.

i.  Found through the Query Viewer (Main Menu > Reporting Tools
> Query Query Viewer)

ii. Examples: WI_HR_EMP_LEN_SERV,WI_TLDATA

b. Report: Typically produces data that has complex logic built into it,
and often has a specialized output format.

i.  Typically found through the State of Wisconsin (STAR) menu
navigation (Main Menu > State of Wisconsin (STAR) > (module)
> Reports)

ii. Examples: Enterprise Personnel Report, LTE Hours Tracking
Report

c. Summary: A lookup page that show information about an employee,
position,etc.


http://www.doa.state.wi.us/Divisions/Personnel-Management
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iI. Examples: Review Position Information and Department
Budget Table USA

Description: Enter a word associated with the type of information in the
report/query

a. Examples: Person profile, FMLA
Report Filter: Select if the report/query is for a specific agency, the
enterprise, or both an agency and the enterprise

a. Note: As of July 2017, all queries/reports in this functionality are for

the enterprise.

Added within last _ days: Enter a number in this box to find all
qgueries/reports added to this functionality within the number of days you
entered. Used to find new reports/queries.

I Favorites -

Main Mend = > State of Wisconsin (STAR) « > STAR HeporiSearch » > STAR Repor Search ]

STAR Report Search

Reporting Group: Q, o Report Type: L
Description:
Report Filter: v o Added within last__ days

Human Resources Production

Clear Search My Favorite Repors

STEP 3:

1.

2.

Click Search
STAR Report ID: A unique identifier assigned to the report/query when it
gets added to this functionality
Report Type: PS Query, Report or Summary
o This field is searched for using the Report Type drop-down
Scope: Enterprise, Agency, Agency and Enterprise
e This field is searched for using the Report Filter drop-down

. Report Description: Description of what type of information is in the

report/query
e This field is searched for using the Description search box.

. Process Name:

« For queries, this is the name of the query

o For reports, this is the behind-the-scenes name of the report

e For summary pages, this is the behind-the-scenes name of the page
Additional Details/Instructions: Click on the comment bubble icon to read
more information about the purpose of the report/query, formation on how
to run it, etc.
Run Report: Click on the flag icon to run the report/query



STAR Report Search
Reporting Group: HUMAN RESCURCES Q) Report Type:

Description:

Report Filter: v Added within last __ days

“‘u.ue: h Results Q °
STAR Report teport Type Scope

Once the query is run, you can click the Excel Spreadsheet link to export the results
to Excel.

WI_HR_PP_PROBATION_ENDING - Probation Ending

Jept IC :T\i.
Empl IC Q
lob Code ’1

HR Stalus A

Probation End Date Between: 10/01/2016 |[w)

= 2016 D)

View Results

Download results in Excel SpreadsSheat ] CSV Text File XML File (773 kb

&

Users won’t be able to run reports/queries without the proper security to the
data.

8. Add to Favorites: Click the red star to add a report/query to your favorites

in this functionality

Clicking the red star will not add a query to your favorites in Query Viewer. To
search for queries/reports that are marked as favorites, click My Favorite Reports.



STAR Repaort Search

Repoirting Growup: =] Report Typs:
DeEscriplion:

Report Filter; v Added within last __ days

Claar Search Ity Fawarie Reporn
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4.7 LTE Hours Tracking Report

Purpose
Running The Report

Reading The Report

Examples

Questions
Purpose

This document explains the key topics involved in the LTE Hours Tracking Report in
PeopleSoft. It provides context and step-by-step procedural guidance to run the
report. The purpose of this report is to facilitate identification of Limited Term
Employees who are nearing the 1039-hour limit in 26 consecutive pay periods as set
forth in s. ER 10.01, Wis. Adm. Code (as amended by EmR1616). This report will be
used by HR/Payroll staff to determine when an LTE has worked 800 or more hours
since their position entry or anniversary date.
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Running The Report
1. Begin by navigating to the LTE Hours Tracking Report page.
Navigation: Main Menu > State of Wisconsin (STAR) > Time and Labor >
Reports > LTE Hours Tracking
2. Enter a Run Control ID.
a. On the Find an Existing Value tab, enter an existing Run Control ID. If you do
not have an existing Run Control ID, enter a new one on the Add a New Value tab.
e A Run Control ID is used to save search parameters. Run Control
IDs are linked and stored by Username (you only see your own).
You can have any number of Run Control IDs and you can develop
any naming convention you choose provided no spaces or special
characters are used. Run Control IDs cannot be deleted, but saved
parameters can be changed.
b. Click Search (if using existing) or Add (if using new) as appropriate.

Find an Existing Value Add a New Value

search Critena

Run Control ID: | begins with o

[Jcase Sensitive

o || Search Clear |Basic Search [gf Save Search Criteria

3. Enter As of Date and Business Unit desired for the report.

Run Control
Run Control - WI 110: Track Max LTE Hours Report

Run Control ID LTE_HOURS Report Manager Process Monitor _F'.un

o As Of Date D8/31/2016  [[54 o Business Unit 50500 Q
o [] show LTEs with >800 Hours Only

a. As of Date
As of Date is a criterion that evaluates a snapshot of data on a particular
date in time. In most cases you will want to see the hours as of the end of
the most recent pay period. You can run this report using today’s date to
give you the LTE’s current hours.

The hours that are included in the report will be those that have a status
of Approved, Taken by Payroll, Distributed or Ignored on the date entered



in this field. Hours that are entered but have not been approved will not
be included.

b. Business Unit
You will only be able to see employees within a particular Business Unit
that you have access to. Enter the Business Unit number or search for the
number by clicking on the magnifying glass, entering search criteria, and
selecting from the results.

Look Up Business Unit

Help

Business Unit: | begins with

escription” | begins with |

Look Up Clear Cancel | Basic Lookup

c. Show LTEs with >800 Hours Only
If this box is left unchecked, the report will return hours for all LTEs in the
business unit selected.

4. When you have all the criteria entered, click Run.
5. On the Process Scheduler Request page make sure it is set to Type = Web and
Format= XLS so it returns Excel. Click OK to run the report.

Process Scheduler Request
Help

User ID Run Control ID LTE_HOURS

Server Name Run Date [09/20/2016 ]

Reset to Current Date/Time

Recurrence| v| Run Time |7:34:24AM

Time Zone Q.
Process List
Select Description Process Name Process Type *Type *Format tribution
M  LTE Hours 12 Months Rolling WI_110_AE Application Engie  [Web | [XLS v| anin-non

6. To view the process of the report click Process Monitor.



Run Control

Run Control - WI 110: Track Max LTE Hours Report

Run Control ID LTE_HOURS Report Manager

Process Instance:305872

As Of Date 02/31/2016 |[3Y Business Unit (50500 |Q

[] show LTEs with >800 Hours Only

7. In the Process List section, find the Process Instance number noted from the
previous page. Continue to select Refresh until the Run Status is Success and
the Distribution Status is Posted to ensure the report is ready for review.

Process List Server List

View Process Request For

Qe = m— i G

Server W Name Q Instance to
Run Status e Distribution Status ¥ save On Refresh

Process List Personalize | Find | View All | 2] [ First ‘&' 10f1 &/ Last
Select Instance Seq. Process Type :;?[?:H User Run Date/Time _Ejm_mm_g::::mljetaﬂs
305872 Application Engine WI_110_AE 09/20/2016 7-48:10AM CDT Success Posted Details

Go back to LTE Max Hours Trackin

Click Go back to LTE Max Hours Tracking.

8. Click Report Manager to navigate to the report.

Run Control

Run Control - WI 110: Track Max LTE Hours Report

Run Control ID LTE_HOURS Process Monitor |

Process Instance: 305872

As Of Date 02/2172016 |[&] Business Unit|50500 | Q)

[] $Show LTEs with 800 Hours Only

9. To open the results of the report click the WI_110 LTE - WI_110_LTE.xlsx link
from the Report List.




List Explorer Administration Archives
View Reports For
Folder Instance to Refresh
Name Created On [ [Last v| 1
Reports Personalize | Find | View Al | & & First ‘4’ 1-20f2 ‘» Last
Report Report Description Folder Name g:{ggﬁ:: n IF:;!DOTT IE:;::::
LTE HOURS 12 MONTHS 09/20/16
1 WI_110_AE ROLLING General 7-49AM 198151 305872
CWI_T10_LTE-  WI_110_LTE - 09/20/16
¥ WI_110_LTE xisx|W1_110_LTEXLSX General 7:40AM ek sl

Then click on the WI_110 LTE.xlIsx link from the File List to open the spreadsheet.

Report
ReportID 527404 Process Instance 735611 Message Log
Name XMLP Process Type XML Publisher
Run Status  Success

WI_110_LTE - WI_110_LTE xlsx
Distribution Details

Distribution Node PHRPRDNEW Expiration Date 08/14/2017
File List
Name File Size (bytes) Datetime Created

Distribute To
Distribution ID Type

User
User

Role

*Distribution 1D

WI_CUSTOM_DEV

WI_110_LTE. XML 119,147 05/16/2017 11:12:23.471701AM CDT
WI_110_ I TF log 334 051672017 11:12:23.47T1701AM CDT
'WI_110_LTE xlsx 2211 051672017 11:12:23.471701AM CDT

10. You have the choice to Open, Save, or Save As.




:

What do you want to do with WI_110_LTE.xlsx?

Type: Microsoft Excel 12
From: starhcm.wi.gov

< Open

The file won'j be saved automatically.

< Save

< Save as

Reading the Report

The hours that are included in the report will be those that have a status of
Approved, Taken by Payroll, Distributed or Ignored on the date entered in this field.
Hours that are entered but have not been approved will not be included. An LTE that
has had no hours approved in the year prior to the As Of Date will not show on the
report. In order to provide the most accurate count of hours worked by an LTE
employee, the following TRC’s are included in the count for Current Work Hours and
Prior Yr Wrk Hours:



Value List
Value List Definition
ListID X_LTE_WORK
List Type Time Reporting Codes
*Description LTE Tracking Work TRCs
TRC Category WORKHR |Q  Regular Hours Worked
List ltems
List Item Description
CLLBK @, Call Back or Call In Hours Wrk
CMPER @, Comp Time Earned Straight
E15CA Q, ExemptTime & Half Paid Cash
E15CM Q, ExemptComp Total Hrs Wrkd 1.5
EXCMP G, Exempt Comp Total Hrs Straight
EXCSH @, Exempt Straight Time Paid Cash
HLREG , Holiday Regular Time Hours Wrk
LGLED & Legal Education Hours Continue
OTHLF & 1.5x Time Overtime Non-Exempt
COTGCA Q, Overtime Cverride by Day Cash
COTOCM Q, Overtime Cverride by Day Comp
REGLR Q Regular Hours Worked
REGOT Q, Reg Straight OT Exempt Cash
ROFTE Q, Reg Over FTE for Part Time EEs

The report will include the following information (in the order listed) and will include
the “As of Date" entered.

1. Business Unit: The Agency where the LTE works. This will include both the
number and the description.

2. Department/Descr: The HR Department attached to the position the LTE is in.
Description in following column.



3. EMPLID & EMPL RCD: The LTE’s employee ID and employment record. If an
LTE has multiple positions, separate rows will be generated based on the
Employment Record. (See Examples in Pink)

Employee Name: The name of the LTE.

Position: The position number of the LTE.

5054121000 Audit Report Unit 100000 DoeJane oo 264
5058100000 State Controller’s Office 10000 Doe, Jane oo (09471
5056110000 Cash Management 1000000 ] Doe Jane  |oooox fGozea

o s

6. Job Code/Descr: The classification code the LTE is in. Class title in following
column.

7. Position Entry Date: The date the employee began in a particular position
number.

8. Last Anniversary Date: This is the date used to calculate when to reset the
hours. If the "Position Entry Date" is less than 1 year prior to the “As of Date"
used to run the report, the "Last Anniversary Date" will be the same as the
"Position Entry Date." Otherwise the "Last Anniversary Date" is the day/month
of the "Position Entry Date" during the most recent year. (See Examples in
Yellow)

9. Last Date Reported & Approved: This field is the most recent date that hours
have been entered by the employee and approved by the supervisor.
Employees that have worked anytime in the past year (from As of Date) will
continue to show up even if they have not worked recently. (See Example in
Blue)

10. Current Work Hours: This field is the number of hours that have been entered
and approved from the Last Anniversary Date to the As of Date used to run the
report.

11.Prior Yr Wrk Hours: This field is the number of hours the employee worked in
the position the year prior to the last anniversary date. (See Examples in
Yellow)

« If the employee was new in the past year, there will be no hours in this
field

o If the employee was moved into a new position on the same Empl Record
in the past year, this field will still populate with hours despite the
Position Entry Date and the Last Anniversary date being equal. (See
Examples in Green)

12.Supervisor/Email: The current supervisor of the employee. If the employee is
reporting to a vacant position “Supv. Name Missing" will display. "Supervisor
email” is in following column.

Examples



01/25/2017

01/11/2016 01/11/2017 05/01/2017 108.75 244,00
06/13/2016 06/13/2016 05/12/2017 943,50 1028.75
10/31/2016 10/31/2016 05/05/2017 961.25 0.00
11/14/2016 11/14/2016 05/15/2017 159.25 228.00
11/14/2016 11/14/2016 05/05/2017 930.50 0.00
05/03/2015 05/03/2017 05/10/2017 17.25 799.00
11/03/2014 11/03/2016 02/28/2017 56.00 288.00
01/03/2017 01/08/2017 05/06/2017 366.75 0.00
07/07/2014 07/07/2016 05/12/2017 535.50 745.75
11/11/2013 11/11/2016 05/12/2017 540,00 994,00
[ [ R N B |
02/23/2015 02/23/2017 05/14/2017 85.25 223.50
02/23/2015 02/23/2017 05/11/2017 195.08 745.00
02/25/2013 02/25/2017 05/11/2017 196.00 700.50
04/16/2017 04/16/2017 05/12/2017 164.00 2017.73
10/30/2016 10/30/2016 05/12/2017 1088.25 1028.25
11/14/2016 11/14/2016 05/12/2017 892.75 285.17
12/25/2016 12/25/2016 05/12/2017 £78.50 1013.50
04/17/2016 04/17/2017 05/12/2017 £0.50 718.83
02/20/2017 02/20/2017 05/12/2017 470.00 965.00
03/20/2017 03/20/2017 05/04/2017 219.50 0.00
01/25/2006 05/12/2017 304.00 968.00

03/13/2017 03/18/2017 05/11/2017 288.42 1030.08
04/04/2016 04/04/2017 05/11/2017 120.00 1059.50
10/03/2016 10/03/2016 05/04/2017 404.25 0.00
07/05/2011 07/05/2016 02/17/2017 50.50 153.75
10/31/2016 10/31/2016 04/28/2017 516.00 0.00




Questions

Questions related to running this report or interpreting the results should be directed
to your BMRS contact.

This page last updated in Release Number: 18-01
Release Date: 01/23/18
Effective Date: 01/23/18
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Serving People Who Release 18-01 January 23, 2018
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5.1 PDF Versions of the Human Capital Management User Guide

A PDF version of the HCMUG is created with every release. This allows two things:
1. It allows a user to print the entire handbook, if necessary. This is discouraged since policy may become obsolete without the user knowing it. The
online version is always the most up-to-date HCMUG.
2. It provides historical versions of the HCMUG. At times, it's necessary to see what the policy or process was for a prior date. If needed, you can view the
PDF version of the HCMUG during that time period.

Releases are named with the year followed by the release number. For example, Release 17-04 is the 4th release of 2017.

If you want to print just a section of the current handbook, you can do that within the online version. Select the Print Icon Hin the upper right corner to

print a section.

Release Number Effective Dates
17-01 October 02, 2017 - October 26, 2017

17-02 October 27, 2017 - January 18, 2018
18-01 January 19, 2018 - present



http://www.doa.state.wi.us/Divisions/Personnel-Management
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=
http://starconnection.wi.gov/Documents/Job%20Aids/pdf/HCM_User_Guide_17-01.pdf
http://starconnection.wi.gov/Documents/Job%20Aids/pdf/HCM_User_Guide_17-02a.pdf
http://starconnection.wi.gov/Documents/Job%20Aids/pdf/HCM_User_Guide_18-01.pdf
http://www.doa.state.wi.us/Divisions/Personnel-Management�
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=�
mailto:dave.hippler@wi.gov�

This page last updated in Release Number: 18-01
Release Date: 01/19/18
Effective Date: 01/19/18



DPM State of Wisconsin @ [ contact Us ]
Serving Peaple Who HCM User Guide

Serve Wisconsin Release 18-01 January 23, 2018

5.2 Cover Sheets

Cover sheets are descriptions of any changes made to the Human Capital Management User Guide (HCMUG).

Release Number Effective Dates

17-01 October 02, 2017 - October 26, 2017
17-02 October 27, 2017 - December 19, 2017
18-01 January 19, 2018 - present

This page last updated in Release Number: 18-01
Release Date: 01/19/18
Effective Date: 01/19/18


http://www.doa.state.wi.us/Divisions/Personnel-Management
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=
http://starconnection.wi.gov/Documents/Job%20Aids/pdf/HCMUG-17-01-cover-Sheet.pdf
http://starconnection.wi.gov/Documents/Job%20Aids/pdf/HCMUG-17-02-cover-Sheet.pdf
http://starconnection.wi.gov/Documents/Job%20Aids/pdf/HCMUG-18-01-cover-Sheet.pdf
http://www.doa.state.wi.us/Divisions/Personnel-Management�
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=�
mailto:dave.hippler@wi.gov�
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5.3 Action/Action Reason Matrix

The chart below provides the action, reason, explanation, and status across Benefits, Payroll, and HR.

[ 1
If you want to print just this section of the current handbook, you can do that within the online version. Select the Print Icon .in the upper right corner to print this section
so it formats correctly. You must change the printer preferences to Landscape before printing.

Active Reason Codes

Personnel Transaction Scenarios
Inactivated Action / Action Reasons
Active Reason Codes

Reason 3- Benefit

R Payroll :
eason ayro HRStatus Employee  |BAS Action

Action Description Action 3-letter code . .. letter Explanation
Description Status
code Status



http://www.doa.state.wi.us/Divisions/Personnel-Management
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=
http://www.doa.state.wi.us/Divisions/Personnel-Management�
https://visitor.r20.constantcontact.com/manage/optin?v=001TiajJnxBdgKxsEQO5ulqvqbYjYztpveApJ0A6u4Q7lqDbtQhk_eOpFQ2_4j_vIv8sjE5Fm2S4mDzeFvRI8TAG5nrhuC-6B0gKn3cpVBlkmA=�
mailto:dave.hippler@wi.gov�

IAdd Contingent Worker

ADD

Contingent
Worker

CWR

Used for adding new contingent workers
into PeopleSoft and adding a new
contingent worker instance. This should also
be used when a contingent worker is
starting a new contract and has completed
the previous one. New instances should only
be added if the contingent worker has
concurrent contracts.

Active

Active

Active

MSC

Add Person of Interest

POI

Add Person of
Interest

POI

Used for adding new person of interest into
PeopleSoft. This should also be used to
reactivate a completed POl instance or add
a new instance.

Note: Specific Person of Interest types will
be selected at the time of Adding a POI.

Active

Active

Active

POI

Data Change

DTA

Absence
Eligibility
Change

ABS

Used to update an employee’s absence
eligibility group due to changes in their
FLSA status completed on the position.
For example: A position is reclassified
and the FLSA status changes from Non-
exempt to Exempt. After the position
change has been made, a pay rate
change row would be added to job data
(if appropriate) followed by an absence

eligibility change row

Active

Active

Active

DTA




Used when any data element affecting
benefit eligibility needs to be updated
(Employee Class, ELIG CONFIG fields, Service
Date). This is also used when an employee
becomes eligible for the WRS through

Benefits lookback. This action is required when an
Data Change DTA Eligibility BEC employee’s benefits eligibility is changing  Active Active Active ELG
Configuration even if the change is a result of a personnel
transaction. This should be used if there is
any benefits eligibility change — DO NOT add
a row or use this action reason to correct an
error from a previous job row. If there was
an entry error, create a ticket for correction.
When an employee has multiple active
positions, one of those positions needs to
be the primary position. The “Change in
Change in Primary Job" is used when there is a change
Data Change DTA . OPJ in the designation of the primary or Active Active Active DTA
Primary Job o o
secondary position. Submit a ticket so
Central Benefits can confirm that benefits
are connected to the correct employment
instance.
A Courts-Addl Yr
DTA Exp Cr ADV To be used by Courts ONLY. Active Active Active DTA
Data Change Granted




. Used when employing units change
Data Change . within an agency and employees must |Active Active Active DTA
be moved to new employing unit.




Data Change

DTA

Exhaust
Accrued Leave

EAL

Used when an employee is exhausting
paid leave prior to retirement/
termination. Effective date should be
the first date the employee is no
longer in the office.

Termination or Retirement job data
row must be entered on job data
after this row to complete the
retirement or termination.

Active

Active

Active

DTA

ff Data Change

DTA

ICI Category
Change

ICI

Central Benefits use ONLY. This is used to
change an employee's ICI category (Benefits
Elg FId 2) during the annual ICl update
period ONLY. This job row is added by a
central mass job update process. There
should be no ICI category changes outside of|
the annual update period.

Active

Active

Active

IC

:‘E Data Change

DTA

ICI Deferred
Enrollment

DEF

Central Benefits use ONLY. This is used to
indicate an employee’s eligibility for ICI
Deferred Enrollment (Benefits Elg Flds 2 and
4 will be updated to reflect eligibility). This
job row is added by a central mass job
update process.

Active

Active

Active

DEF

Data Change

DTA

Other Data
Change

ODC

Used for additional job data changes that
are not maintained through the position and
when another action/reason is not more
appropriate.

Note: This should not be used in lieu of
correction mode.

Active

Active

Active

DTA

Data Change

DTA

Surplus

SUR

Used to transfer employees in and out

Active

of surplus positions.

Active

Active

DTA




Transfer Data

Must be used with the Request Job
Change functionality by HR/Payroll
staff to transfer an employee into their
departmental security. This action
reason is strictly used as a mechanism
to change the position number so the
employee’s information can be moved
to their new agency/department ID
security. This can also be used on
terminated employees. The action will

Data Change DTA igévr\]lsiir; TRF not change the Payroll, HR, Or Bene-fit Active Active Active DTA
status of the employee. Additional job
data rows must be created to complete
the transaction (e.g. transfer,
promotion, demotion, etc.).
Corrections cannot be made to these
rows; a ticket must be submitted to
delete the row and the Request Job
Change must be processed again using
the correct data.
Update Used to change a contractor’s supervisor in
Data Change DTA Contractor’s CWS the Reports To field on a contingent Active Active Active DTA
Supervisor worker’s job data.
A DEM Der.notlon i DEM To be used by the Legislature only. Active Active Active DEM
. Legislature Only
Demotion
Demotion DEM In Lieu of Layoff LA Used for the personnel transaction of a |, . o Active Active DEM
demotion in lieu of layoff.
Used for the personnel transaction of an
Demotion DEM Involuntary INV involuntary demotion. Requires separate  Active Active Active DEM

pay adjustment action if applicable.




Demotion

DEM

Original

Appointment

ORA

Used for the personnel transaction of
Original Appointment when an does
not have permanent status is class
and is being appointed to a lower
level position as a result of
competition. This is not used for
employees who have with
reinstatement eligibility or
restoration rights.

Note: Pay upon appointment for this
transaction will follow the rules in the
compensation plan for Original
Appointment. The employee must be
put on a new original probation. Pay
rate is captured on this row.

Active

Active

Active

DEM

Demotion

DEM

Voluntary
Between
Agencies

VBA

Used for the personnel transaction of a
voluntary demotion between agencies.
Requires separate pay adjustment action if
applicable.

Active

Active

Active

DEM

Demotion

f} Hire

DEM

Voluntary

Within Agency

VWA

Used for the personnel transaction of a
voluntary demotion within an agency.
Requires separate pay adjustment action if
applicable.

Active

Active

Active

DEM

HIR

Conversion

CNV

Do Not Use. All active employees (and
employees terminated within 45 days) at
the time of conversion will have two rows of
job data converted into PeopleSoft: Hire and

Conversion

Active

Active

Active

HIR




Hire

HIR

Hire from
Affiliate

HAF

Used when an employee is hired for the first
time in PeopleSoft and is coming from
another state payroll center (ex. UW,
UWHC, Courts, WHEDA). eBenefits does
NOT open to employee - all benefits must
be entered manually by Benefits Specialist.
Pay rate is captured on this row. Agency
may not know Benefits Elg Fld 2 value (ICI
eligibility) at transfer. If correction needed
after HFA entered, create a ticket.

Active

Active

Active

HFA

Hire

HIR

Hire No WRS

NWR

Used when an employee is hired for the first
time in PeopleSoft or a new employment
instance is added and employee has no prior
WRS service (either have never been
covered by the WRS or have taken a
separation benefits and no longer have any
WRS service). If the employee is WRS
eligible, this job action will open a Hire
benefits event in eBenefits. This
Action/Action reason does NOT drive the
employee's eligibility for the employer
contribution towards health insurance - the
Benefits Service Date on the Job Data -
Employment Data page does. Pay rate is
captured on this row. If the Benefit
Eligibility fields or Benefits Service Date are
not correct when hire entered, submit a
ticket for correction. The HIR event will not
prepare correctly if the information is

Active

wrong.

Active

Active

HIR




Hire

HIR

Hire Prior WRS

PWR

Used when an employee is hired in
PeopleSoft for the first time or a new
employment instance is added and
employee has prior WRS state service. If
the employee is WRS eligible, this job action
will open a Hire benefits event in eBenefits -
must update Benefits Service Date on Job
Data - Employment Data page with correct
WRS service date to ensure employee's
eligibility for the employer contribution
towards health insurance is determined
correctly. The use of this Action/Action
reason does NOT drive the employee's
eligibility for the employer contribution
towards health insurance - the Benefits
Service date does. Pay rate is captured on
this row. If the Benefit Eligibility fields or
Benefits Service Date are not correct when
hire entered, submit a ticket for correction.
The HIR event will not prepare correctly if
the information is wrong.

Active

Active

Active

HIR

Layoff

LOF

Seasonal

SEA

Used for seasonal employees, such as those
at State Fair Park, DOT and DNR, who are
permanent employees on a seasonal

rotation.

Suspended

Active

Suspended

LOF




Used for employees whose positions are
funded by federal grants, and the federal
government shuts down temporarily. In

Temporary addition, this code is used for temporary )
Layoff LOF TMP Act LOF
ayo 0 Layoff layoff under ER-MRS 22.14, Wis. Adm. Code Suspended - Active Suspended 0
or furloughs (should there be one in the
future). This code is NOT used for
permanent layoff.
Fi
‘ 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.
Used for employees who are not eligible for Leave with Leave with
Leave of Absence PLA Adoption ADP FMLA who are on a leave of absence for an Active . LOA
) Pay Benefits
adoption.
Used when an employee is on a leave of
. absence to campaign for partisan office. . .
Leave of Absence PLA Camflldate fc?r CPO The employee may not take paid leave Leave with Active Leave.W|th LOA
Partisan Office ) e . ) Pay Benefits
during this time but is eligible to continue to
receive benefits for up to three (3) months.
Leave of Absence PLA Education EDU Used when an emp.onee takes a leave of  |Leave with Active Leave.W|th LOA
absence for educational reasons. Pay Benefits
Exceptional Used when an employee is approved to take . .
L th L th
Leave of Absence PLA Personal EPR a leave of absence for exceptional personal cave wi Active eave_W| LOA
Pay Benefits
Reasons reasons.
Family and ) .
Leave of Absence PLA Medical Leave ML Used for employees on federal and/or WI  |Leave with Active Leave_W|th LOA
FMLA. Pay Benefits
Act
Used for employees who are not eligible for Leave with Leave with
Leave of Absence PLA Maternity Leave MAT FMLA who are on a leave of absence for Pa Active Benefits LOA
maternity leave. Y




Leave of Absence

PLA

Medical

MED

Used for employees who are not eligible for
FMLA who are on a leave of absence for
health/medical reasons for the employee or
qualifying family members.

Leave with
Pay

Active

Leave with
Benefits

LOA

Leave of Absence

PLA

Military Service

MIL

Used for employees who go out on military
leave. Military service can be paid or
unpaid.

Leave with
Pay

Active

Leave with
Benefits

LML

Leave of Absence

PLA

Paternity Leave

PAT

Used for employees who are not eligible for
FMLA who are on a leave of absence for
paternity leave.

Leave with
Pay

Active

Leave with
Benefits

LOA

Leave of Absence

PLA

Red Cross -
230.53(3)(e)

SDR

This will be used when an employee
has been granted a leave of absence
for “specialized disaster relief
services" pursuant to s. 230.35(3)(e),
Wis. Stats. This leave of absence
may only be granted to employees
who are certified disaster service
volunteers of the American Red cross
in accordance with provision of
s.230.35(3)(e), Wis. Stats. Before
placing the employee in this leave of
absence status, HR needs to verify
the employee has received a written
request from the American Red Cross
for a disaster as authorized in the
Governor’s September 8, 2017 (or
similar for future events). This leave
of absence may not exceed 30
workdays each year and will be
without loss of pay.

Leave with
Pay

Active

Leave with
Benefits

LOA

Leave of Absence

PLA

Worker’s Comp

WKC

Used when an employee is on a leave of

absence due to worker's comp

Leave with

Pay

Active

Leave with
Benefits

LOA




Used when there is a change in an
Add-on or employee’s add-on or supplemental pay. . ) .
Pay R h PAY ADD Act Act Act PAY
ay Rate Change Supplemental The different types of add-on/supplemental ctive ctive ctive
pay will be captured through a rate code.
Used for comp rate changes where no
other action/action reason fits.
Example: The annual salary increase
.. . for a fixed term unclassified
Pay Rate Change PAY Admlnlstratlve ADM employee that was identified upon Active Active Active PAY
Adjustment . Ly
appointment. DPM must be notified
when using this action/action reason.
Note: This should not be used in lieu
of correction mode.
Career Used when a Career Executive employee’s
Pay Rate Change PAY executive CED pay changes dl:le to a.downward Active Active Active PAY
Downward movement. This row is added after the
Movement personnel transaction row.
Pay Rate Change Career executive gfne dI(;N Zz?sa Zalfﬁ;nEZicgjévio a
y g PAY Lateral CEl ploy pay g . Active Active Active PAY
Movement lateral movement. This row is added
v after the personnel transaction row.
. Used when a Career Executive employee’s
Career Executive ay changes due to an upward movement
Pay Rate Change PAY Upward CEU P y g P " Active Active Active PAY
This row is added after the personnel
Movement .
transaction row.
Used when an employee returns from leave
or is otherwise restored and their pay is
Comp Plan changed due to comp plan adjustments that
Pay Rate Change PAY Adjustment-  CPR 8 p P J Active Active Active PAY
Restoration have taken place while they were on leave.
This row is added after the Return From
Leave or Restoration row.




Used when an employee returns from leave
or is otherwise restored and their pay is
hanged due to contract adjustments that
have taken place while they were on leave.
his row is added after the Return From
Leave or Restoration row.

Contractual
Pay Rate Change Adjustment - [CAR
Restoration

Active




>

PAY Courts-Merit1 MA1 To be used by Courts ONLY. Active Active Active PAY
Pay Rate Change
A PAY Courts-Merit 2 a2 |0 e tsed by Courts ONLY. Active Active Active PAY
Pay Rate Change
Court
PAY Reporter Step |STP To be used by Courts ONLY. Active Active Active PAY
Increase
Pay Rate Change
Used when pay is changed as a result of a
Pay Rate Change PAY Demotion DEM demotion. This row is added after the Active Active Active PAY
personnel transaction row.
d for Base-building DERA ived f
Pay Rate Change PAY Equity EQU g;ﬁityor ase-building DERAs received for |, . o Active Active PAY
Pay Rate ChangePAY e INC To be used by the Legislature onl Active Active Active PAY
4 g Legislature Only y 8 y-
Used for pay rate changes to a current LTE
LTE Pa appointment. This is not used for a new
Pay Rate Change PAY . v LTE appointment as the pay rate change would Active Active Active PAY
Adjustment . . .
be included on the Hire, Rehire, or Transfer
— Transfer Term LTE row.
Market/Parity Used when an employee’s pay is changed . . .
Pay Rate Change PAY Adjustment 1 MP1 due to a Market/Parity Adjustment. Active Active Active PAY
Used when an employee’s pay is changed
Market/Pari due to a 2" Market/Parity Adjustment
Pay Rate Change PAY arket/Parity ., uetoa arket/Parity Adjustmenton |, . Active Active PAY

Adjustment 2

the same date as the 1t Market/Parity

Adjustment.




Pay Rate Change PAY Merit MER Used for Base-building DMCs Active Active Active PAY
Pay Rate Change PAY Pay Progression PRG Used for.rate changes as the result of a pay Active Active Active PAY
progression.
Used when pay is changed as a result of a
Pay Rate Change PAY Promotion PRO promotion. This row is added after the Active Active Active PAY
personnel transaction row.
Used if there is a pay rate change as the
Reerade due to result of a Reallocation. This row is added
Pay Rate Change PAY & ) REA after the position reallocation row has been [Active Active Active PAY
Reallocation ) .
added to the incumbent’s job data from the
position change.
Used if there is a pay rate change as the
Regrade due to result of a Reclassification. This row is
Pay Rate Change PAY & e - REC added after the position reclassification row Active Active Active PAY
Reclassification . y
has been added to the incumbent’s job data
from the position change.
Used when an employee’s pay is changed
Pay Rate Change PAY Reinstatement [REI due to a reinstatement. This row is added  |Active Active Active PAY
after the personnel transaction row.
Pay Rate Change PAY Retention RET Used f.o r Base-building DERAs received for Active Active Active PAY
retention.
T f -
Pay Rate ChangePAY op. S TOR To be used by the Legislature only. Active Active Active PAY
Legislature Only
Trades Used when building trades employees make
Pay Rate Change PAY Vacation/Pay [TVS their annual salary and vacation plan Active Active Active PAY

Election

election.




Used for pay rate changes as the result of a
Pay Rate Change PAY Transfer xpr  [ransferintoa position for whicharate -, ;o Active Active PAY
change has been approved. This row is
added after the personnel transaction row.
i
‘ Position Changes should not be created directly on Job Data, these action/action reasons should only be used on Position Data.
On position data, used when a surplus
Position Change POS Add Surplus ASU position is created. Used on vacant positionsjActive Active Active POS
only.
A POS Courts -CJ e To be used by Courts ONLY. Active Active Active POS
Election
Position Change
Courts -
POS Career CPR To be used by Courts ONLY. Active Active Active POS
.. Progression
Position Change g
On position data, used when a vacant
position changes classifications (job codes).
Position Change POS Classification  |CLA USE."(.j on vac.ant pOSIFIPnS unless change s to Active Active Active POS
facilitate a filled position transfer
transaction. For Filled Position Transfers
see scenarios at end of job aid.
On position data, used when a position’s
FLSA status is changed. Can be used on
either vacant or filled positions. DPM review
FLSA d I ired. Ab
Position Change POS SA Status FLS and approval may be regl_nr.ejd sence Active Active Active POS
Change Management System Eligibility Group and
TRD Workgroup should be reviewed on
incumbent’s job data whenever an FLSA
Status Change occurs.




Position Change

POS

FTE Change

FTE

On position data, used when a position's
FTE is changed. Can be used on either
vacant or filled positions.

Active

Active

Active

POS

Position Change

POS

Funding

FND

On position data, used when there are
funding changes to a position. Can be used
on either vacant or filled positions.

Active

Active

Active

POS

Position Change

POS

Job Reallocation

URE

On position data, used when the position is
reallocated while the position has an
incumbent. Reallocation may require a
separate pay adjustment action. Used on
filled positions only. Requires separate pay
adjustment action on incumbent’s job data
if applicable.

Active

Active

Active

POS

Position Change

POS

Job
Reclassification

URC

On position data, used when the position is
reclassified while the position has an
incumbent. Reclassification may require a
separate pay adjustment action. Used on
filled positions only. Requires separate pay
adjustment action on incumbent’s job data
if applicable.

Active

Active

Active

POS

Position Change

POS

Location
Change

LOC

On position data, used when a
position's location code is changed.
Can be used on either vacant or filled
positions.

Active

Active

Active

POS

Position Change

POS

LTE Misc
Class Plan
Changes

LMC

On position data, used for changes to
position information that would
otherwise be reallocations for
permanent employees. LTEs are not
reallocated, so this reason is used to
implement changes to these positions
that are a result of Class Plan

changes.

Active

Active

Active

POS




On position data, used when the position's

Position Change POS Max Headcount HDC max headcount is changed. Can be used on |Active Active Active POS
either vacant or filled positions.
Position Change POS New Position  NEW .On position data, used when a.n.ew position Active Active Active POS
is created. Used on vacant positions only.
On position data, used when a position is
lated fori tivati tth is still
Position Change POS Position Frozen [PFR §a ed for |r1ac va Ioh I?u erelss I. an Active Active Active POS
incumbent in the position. Used on filled
positions only.
On position data, used when a position is
Position inactivated. Please note: the employee must
Position Change POS . INA be moved to a new position prior to using  Active Active Active POS
Inactivated . . .
this action/action reason. Used on vacant
positions only.
- On position data, used when another
- Position Status . . . . . .
Position Change POS STA action/reason is not more appropriate. Can Active Active Active POS
Change . . o
be used on either vacant or filled positions.
On position data, used when the position
Position Change POS Position Type [TYP type is changed. Used on vacant positions |Active Active Active POS
only.
Reallocation due DPM use only. On position data, used
POS SUR when a position changes as the result of Active Active Active POS

Position Change

to Survey

a class and comp survey through DPM.




Position Change

POS

Reorganization

REO

On position data, used for mass position
changes as the result of reorganizations
approved under s. 15.02(3) and 15.02 (4) of

state statute. *Those reorganizations are one or
imore of the following: (a) creation or abolishment of
a division, or the consolidation of divisions within an
agency. (b) expansion or contraction in the number of|
field operation units. (c) creation, elimination of
office, bureaus, or comparable subunits. (d) transfer
of an office, bureau or section which requires
transfers between appropriations and (e) transfers of
an office, bureau or subunit which does not require
transfers between appropriations. For
reorganizations under (b), or (c) above, the approval
etter from the Governor must be attached to the
transaction. For reorganizations under (c) and (d) an
approval letter from the Department of
Administration must be attached to the transaction.
For a reorganization under (e) the letter to the
Department for information only must be attached to

the transaction. Can be used on either vacant
or filled positions.

Active

Active

Active

POS

Position Change

POS

Restructure

RES

On position data, less formal than a
Reorganization. Typically changing the HR
Department only and doesn’t require State
Budget Office Approval. Used when an
individual position is being reassigned to a
new place within the organization but is not
part of a formal reorganization within the
department. Can be used on either vacant
or filled positions.

Active

Active

Active

POS

Position Change

POS

Term Date

TRM

On position data, used when a position's
term date is changed. Used on filled

positions only.

POS




Position Change

POS

Title Change

TTL

On position data, used when a position’s job
title is changed. Mainly used for working
titles. Can be used on either vacant or filled
positions.

Active

Active

Active

POS

Position Change

POS

Transfer

XFR

On position data, used when a position is
transferred to another Agency as a result of
legislative action. This would not be used

restructures or to move employees between
positions within the same agency. A job
data row of Transfer — Between Agencies
will be required to complete the move for
filled positions. Can be used on either
vacant or filled positions.

for mass transfers such as reorganizations or

Active

Active

Active

POS

Position Change

POS

Union Change

UNI

On position data, used when a position’s
union code is changed. Can be used on
either vacant or filled positions.

Active

Active

Active

POS

Position Change

POS

Update Reports-
To

RTC

On position data, used when a position's
reports-to is changed that is not a result of a
formal reorganization or restructure. Can
be used on either vacant or filled positions.

Active

Active

Active

POS

Promotion

PRO

Between
Agencies

BEA

Used for the personnel transaction of a
promotion between agencies. Requires

separate pay adjustment action.

Active

Active

Active

PRO




Promotion

PRO

Original
Appointment

ORG

Used for the personnel transaction of
Original Appointment when an employee is
serving on original probation and is being
appointed to a higher level position as a
result of competition.

Note: Pay upon appointment for this
transaction will follow the rules in the
compensation plan for Original
Appointment. The employee must be put on
a new original probation. Pay rate is
captured on this row.

Active

Active

Active

PRO

Promotion

PRO

Within Agency

WIA

Used for the personnel transaction of a
promotion within the same agency.
Requires separate pay adjustment action.

Active

Active

Active

PRO

Recall from Layoff

REC

Recall from
Layoff

REC

Used when employees who are on a
seasonal or temporary layoff return from
the layoff. Note: This is not used to return
employees who are part of a permanent
ayoff (Termination - Layoff). A Rehire action
s used.

Active

Active

Active

REC

Rehire

REH

Original Hire No
WRS

NWR

Used for rehiring former employees without
reinstatement eligibility that are considered
original hires with no WRS. Empl class is
captured on the job record (LTE, Perm, Proj,
etc.) Pay rate is captured on this row.
Review/update Benefits Eligibility fields,
benefits service date and company seniority

date as needed.

Active

Active

Active

HIR




Rehire

REH

Original Hire
Prior WRS

PWR

Used for rehiring former employees without
reinstatement eligibility that are considered
original hires. Empl class is captured on the
job record (LTE, Perm, Proj, etc.) Pay rate is
captured on this row. Review/update
Benefits Eligibility fields, benefits service
date and company seniority date as needed.

Active

Active

Active

HIR

Rehire

REH

Rehire from
Affiliate

RAF

Used when rehiring a former employee that
is coming from another state payroll center
(ex. UW, UWHC, Courts, WHEDA).

eBenefits does NOT open to employee - all
benefits must be entered manually by
Benefits Specialist. Pay rate is captured on
this row. Review/update Benefits Eligibility
fields, benefits service date and company
seniority date as needed.

Active

Active

Active

HFA

Rehire

REH

Rehire No WRS

RNW

Used for rehires without WRS, such as an
LTE hired into a different LTE position. Empl
class is captured on the job record (LTE,
Perm, Proj, etc.) If the employee is WRS
eligible, this job action will open a Hire
benefits event in eBenefits. This
Action/Action reason does NOT drive the
employee's eligibility for the employer
contribution towards health insurance - the
Benefits Service Date on the Job Data -
Employment Data page does. Pay rate is
captured on this row. Review/update
Benefits Eligibility fields, benefits service

date and company seniority date as needed.

Active

Active

Active

HIR




Rehire

REH

Rehire Prior
WRS

RPW

Used for rehires with prior WRS state
service. Empl class is captured on the job
record (LTE, Perm, Proj, etc.) If the
employee is WRS eligible, this job action will
open a Hire benefits event in eBenefits -
must update Benefits Service Date on Job
Data - Employment Data page with correct
WRS service date to ensure employee's
eligibility for the employer contribution
towards health insurance is determined
correctly. The use of this Action/Action
reason does NOT drive the employee's
eligibility for the employer contribution
towards health insurance - the Benefits
Service date does. Pay rate is captured on
this row. Review/update Benefits Eligibility
fields, benefits service date and company
seniority date as needed.

Active

Active

Active

HIR

Rehire

REH

Rehire within 30
days

R30

Used when rehiring an employee who
terminated less than 30 days ago. All
benefits should remain continuous - create
ticket for Central Benefits to
review/reinstate benefits if benefits termed

in error. Pay rate is captured on this row.

Active

Active

Active

HFA




Rehire

REH

Reinstatement

REI

For employees who are rehired in their
former classification level or lower within
the eligible timeframe. There must be a
greater than 30 day break in employment.
Need to update service dates in job data. If
the employee is WRS eligible, this job action
will open a Hire benefits event in eBenefits.
Pay rate is captured on this row.
Review/update Benefits Eligibility fields,
benefits service date and company seniority
date as needed.

Active

Active

Active

HIR

Rehire

REH

Restoration

RES

Used when an employees are restored after
a layoff during their restoration rights
period. There must be a greater than 30
day break in employment. Need to update
service dates in job data. If the employee is
WRS eligible, this job action will open a Hire
benefits event in eBenefits. The rate of pay
on this row should be set to employee’s
former rate, without intervening
adjustments. If intervening adjustments are
needed, an additional pay rate change row
should be added. (See Pay Rate Change —
Comp Plan Adjustment — Restoration or Pay
Rate Change — Contractual Adjustment —
Restoration) Review/update Benefits
Eligibility fields, benefits service date and

company seniority date as needed.

Active

Active

Active

HIR




Used when medical criteria is met for an

Allows the employee to maintain health

insurance during layoff.

with Benefits

Retirement RET D's?b'hty DIS er.nl?k.)yee to ret|r.e dl.Je t? a disability. The Retired Inactive Retired RET
Retirement eligibility determination is made through a
third party.
Used when an employee chooses to retire in
lieu of permanent layoff. Creates a termed
ith benefit t so health i
Retirement RET In Lieu of Layoff |ILL WIth BENETILs event so health INSUrance Can g otired  nactive  Retired TWB
continue for 3 additional month while the
employee remains eligible for the employer
contribution towards health insurance.
Used when an employee retires from state
Retirement RET Retirement RET S(.EFVICG. The actloln Ret!rer‘r_men:c N treateo! Retired Inactive Retired RET
differently than a 'Termination' for reporting
and processing.
Used when an employee returns from either
Return from Leave RFL Return from RFL an unpald or paid leave ofabsence. ... |Active Active Active RFL
Leave Requires separate pay adjustment action if
applicable.
Used when an employee is appealing their Terminated
Terminated with Benefits TWB Appeal APP termination. Allows the employee to Terminated |Active . . TWB
. . . with Benefits
maintain health insurance during appeal.
Courts-Invol- .
. . Terminated
TWB Loss of LSA To be used by Courts ONLY. Terminated |Active with Benefits TWB
Terminated with Apptmnt
Benefits
Per 230.34(2) - Used when an employee
Terminated with Benefits TWB Layoff LAY with permanent status in class is laid off. Terminated |Active Terminated TWB




ﬁ The effective date of a termination should be the day following the employee’s last day on payroll.
Example — if the term effective date is July 1st, PeopleSoft will set the last day worked as June 30th

Termination

TER

Accepted Offer —
Did Not Start

DNS

Used when a hire has been entered into

PeopleSoft, and they do not end up starting
he position after the offer has been
ccepted.

NOTE: The effective date of this action
hould be the same as the hire.

Terminated

Inactive

Terminated

TER

Used when an employee dies while they are
.. a current employee. The effective date
Termination TER Death DEA should be the day AFTER the employee’s Deceased |Deceased |Deceased DEA
death.
Termination TER Dlschat.‘ge ) DPR Use.d wher? an emp!oyee 'S d|§charged Terminated [nactive Terminated [TER
Probation during their probationary period.




Used to end health insurance for former
employees who maintained active health
insurance due to layoff or appeal (where

Termination TER End Benefits EBN termed with a Terminated with Benefits Terminated [nactive Terminated [TER
action). The effective date should be the 1°
of the month in which the employee no
longer has active health insurance.
End Job
A TER (Continue in  [EJB To be used by Courts ONLY. Terminated [nactive Active DTA
. . Othr Job)
Termination
Used to terminate LTEs when their
appointment ends (or have reached their
End LTE hours limit) and the employee does NOT
Termination TER . ELA have a successive LTE appointment. See Terminated [nactive Terminated [TER
Appointment . .. .
scenarios at the end of this job aid for
further instruction if the employee DOES
have a successive appointment.
Used to terminate Project employees if the
employee does NOT have a successive
Termination TER End p.rOJect EPA project a|.:>p.omtr_nent. See —scen_'\arlos a_t th.e Terminated [nactive Terminated [TER
appointment end of this job aid for further instruction if
the employee DOES have a successive
appointment.
DPM use only. Used for empl records
added in error by an agency. Agencies
A TER :?lséipci:re Afeliicte NST must contact DPM to delete the empl [Terminated |Inactive Terminated [TER
. record, and if deletion is not successful,
el e DPM will add this termination row.
N Job Used when an employee is terminated due . . .
Termination TER JOB ) Terminated [nactive Terminated [TER
Abandonment to job abandonment.




Used when an employee is terminated for

applicable.

Termination TER Misconduct CON . Terminated [nactive Terminated [TER
misconduct.
Other work Used when an employee is terminated
Termination TER orivate owp because they are leaving State service for a [Terminated |Inactive Terminated [TER
job in the private sector.
Termination TER Release LTE RLT Used_when an LTE is released prior to their Terminated [nactive Terminated [TER
appointment end date.
Termination TER Resignation RES Used when arlm emplpyee Is terminated Terminated [nactive Terminated [TER
because they've resigned.
Used for LTE, project, and probationary
(original) employees in a layoff group
that are not eligible for layoff or
.. . reinstatement eligibility. This would . . .
Termination TER Staff Reduction RED L Terminated [nactive Terminated [TER
also be used for the termination of
unclassified employees not eligible for
layoff as a result of their position being
eliminated.
Transfer to Used when an employee is transferring to
Termination TER Affiliate TAF another state payroll center (ex. Courts, Terminated [nactive Terminated [TRA
UW, UW Hospital & Clinics, WHEDA).
Used when a termination is initiated by the
Unable to employer when an employee is unable to
Termination TER Perform Job PID perform the essential duties of their Terminated [nactive Terminated [TER
Duties position. Examples: Employee is unfit for
duty or for medical termination.
Termination TER Unsatisfactory UNS Used when an employee is terminated due Terminated [nactive Terminated [TER
Performance to unsatisfactory performance.
Used when an employee who is already in
Transfer MER Betwe.en BEA Peop!eSoft transfers between agencie.s.  Iactive Active Active MER
Agencies Requires separate pay adjustment action if




Transfer

XFR

Career Executive
Downward
Movement

CED

Used for the personnel transaction of a
Career Executive downward movement.
Requires separate pay adjustment action if
applicable.

Active

Active

Active

XFR

Transfer

XFR

Career Executive
Lateral
Movement

CEL

Used for the personnel transaction of a
Career Executive lateral movement.
Requires separate pay adjustment action if
applicable.

Active

Active

Active

XFR

Transfer

XFR

Career Executive
Upward
Movement

CEU

Used for the personnel transaction of a
Career Executive upward movement.
Requires separate pay adjustment action if
applicable.

Active

Active

Active

XFR

Transfer

XFR

Reinstatement

REI

Used for the personnel transaction of an
active employee reinstating to a previously-
held pay schedule/pay range or counterpart.
This action should be used regardless of the
level of the reinstatement. Requires
separate pay adjustment action if
applicable.

Active

Active

Active

XFR

Transfer

XFR

Restoration

RES

Used for the personnel transaction of an
active employee who is restored. This action
should be used regardless of the level of the
restoration. The rate of pay on this row
should be set to employee’s former rate,
without intervening adjustments. If
intervening adjustments are needed, an
additional pay rate change row should be
added. (See Pay Rate Change — Comp Plan
Adjustment — Restoration or Pay Rate
Change — Contractual Adjustment —

Restoration)

Active

Active

Active

XFR




Transfer-

Used when an employee ends one project

to be added for the unclassified

appointment if the position is in PeopleSoft.

Transfer XFR Terminate TPA appointment and immediately starts ) . Active Active XFR
Project another project appointment. See Project-
Appointment Project to Project-Project.
Transfer MER Transfer in Lieu TLL Used for the personnelitra{nsacnon of when Active Active Active MER
of Layoff an employee transfers in lieu of layoff.
Used when an employee ends one LTE
Transfer- appointment and immediately starts
Transfer XFR Terminate LTE [TLA PP . y Active Active Active XFR
Abbointment another LTE appointment. See LTE moves
PP to another LTE position.
Used for the personnel transaction of when
I t f ithi .
Transfer XFR Within Agency WIA an e“.”p oyee transters WI. nan agen.cy .. |Active Active Active XFR
Requires separate pay adjustment action if
applicable.
Used when an employee is on a leave of
absence to fill a project position. They will
Filling a not be paid for their permanent position
Unpaid Leave of Absence [LOA Project FPP while on leave. Active Active Active LOA
Position Note: A new employment instance will
need to be added for the project
appointment.
Used when an employee is on a leave of
absence to fill an unclassified position. They
Filling will not be paid for their classified position Leave of Leave with
Unpaid Leave of Absence [LOA Unclassified FUP while on leave. Active . LOA
oo . . Absence Benefits
Position Note: A new employment instance will need

Personnel Transaction Scenarios



The chart below shows examples of how to handle employee movements that are not transfers, promotions, or demotions.

Scenario Transaction(s)

Permanent Classified to Unclassified 2 Transactions effective Sunday of the new pay
(Assumes immediate movement from period
one appointment to the next) - Termination — Resignation*

Rehire — Rehire Within 30 Days
[review/update Benefits Eligibility Fid 1
(WRS)]

Unclassified to Permanent Classified 2 Transactions effective Sunday of the new pay

(Assumes immediate movement from period

one appointment to the next) - Termination — Resignation*

Rehire — Rehire Within 30 Days
[review/update Benefits Eligibility Fld 1

(WRS)]
Unclassified to Unclassified 2 Transactions effective Sunday of the new pay
(Assumes immediate movement from period
one appointment to the next) - Termination — Resignation*

Rehire — Rehire Within 30 Days
Permanent Classified to LTE 2 Transactions
(When the employee is hired within 30 - Termination — Resignation*
days of their resignation) . Rehire — Rehire Within 30 Days

[review/update Benefits Elg FId 3 (eligibility
for employer contribution towards health)]

Project - Project to Permanent Classified 2 Transactions

(When the employee is hired within 30 - Termination — Resignation*

days of their resignation) - Rehire — Rehire Within 30 Days
(review/update company seniority date)




Permanent Classified to Project —
Project

(When the employee is hired within 30
days of their resignation)

2 Transactions
Termination — Resignation*
Rehire — Rehire Within 30 Days

LTE moves to another LTE position

e Note: If there is a break of more
than one pay period, the LTE
appointment should be termed and
rehired.

1 Transaction:
Transfer - Transfer — Term LTE Appointment

LTE (who is enrolled in the WRS) moves
to a Permanent position

2 Transactions:
Termination - End LTE Appointment*
Rehire - Rehire within 30 Days
[review/update Benefits Eligibility fields (will
likely delete Elg Fld 3 value) and company
seniority date]

LTE (who is not enrolled in the WRS)
moves to a Permanent position

2 Transactions:
Termination - End LTE Appointment*

Rehire - Select applicable reason
(review/update Benefits Eligibility fields,
benefits service date and company seniority
date)

Project-Project to Project-Project

Movement depends on if the employee is eligible to
keep their continuous service
Not eligible to keep continuous service:
0 Term and Rehire

0 Effective date of the Rehire is Monday
of beginning of pay period (adjust
company seniority date)




Eligible to keep continuous service:
0 Transfer — Transfer Term Project
Appointment
0 Effective date is Sunday of beginning of
a pay period
0 Pay rate change should be on transfer
row
* Delete TER event from BAS Activity Table prior to 7pm of the date of entry (otherwise benefits will be terminated)

¢ Do not add a separate pay rate change row for Hire, Rehire, or Original Appointment transactions

¢ Do not add a separate pay rate change row for Transfer — Transfer Term LTE Appointment and Transfer — Transfer Term Project Appointment transactions
¢ When no break in continuous service, Termination row and Rehire row should have same effective date (Sunday) —increase the sequence

o If the rehire following a term will be at a different agency, , sending agency must enter term prior to receiving agency using the “People Stealer"

. &IMPORTANT: When using a Termination action in conjunction with the Rehire — Rehire Within 30 Days action/action reason, you must delete the TER event by
7pm on the day that it is entered.
0 Use “Rehire — Rehire within 30 days" action/action reason for employees who already have benefits, including WRS.
0 This reason will open HFA event to Benefits Administrator and carry through the employee’s current elections.
0 Using any other Rehire Action/Action Reason may result in benefits event opening to employee and the employee’s benefits terming if already enrolled

Filled Position Transfers
When a filled position has changed to a degree that requires competition and an employee competes for and is hired into their same position number. The following steps are needed to enter
the transaction.
1. Update position to reflect the new classification, using the reason of Classification. If the FLSA status is also changing this should be done on this row.
The effective date should be the day the transaction will be effective.
Enter the personnel transaction on the job data with the same effective date - Transfer-Within Agency.
Add a Pay Rate Change-Transfer job data row, if applicable
Add a Data Change-Benefits Eligibility Configuration row if applicable
Submit ticket for DPM to delete Position Change-Classification row from incumbent’s job

oW



Inactivated Action / Action Reasons

Action Reason Benefit Date
Reason 3-letter [Explanation e HR Employee Inactivated
Description Status Status Action

code Status

**Inactivated — This reason
was only used to convert
employees into the
system.

All active employees (and
employees terminated

Data Change DTA  [Conversion [CNV within 45 days) at the time |Active Active  |Active DTA 6/11/2017
of conversion will have two
rows of job data converted
into PeopleSoft: Hire and
Conversion. The
conversion row is effective
11-29-2015.

**Inactivated — Other
specific Terminated with
Benefits reasons are

Action Description 3-letter
code

. . . . . Terminated
Terminated with .\, Terminated 1 .= sufficient TerminatedActive  (with TWB  |6/11/2017
Benefits with Benefits Used when an employee Benefits

with benefits is rehired
within 30 days into a
benefits-eligible position.




Position Change

POS

Delete
Surplus

DSU

**Inactivated — Use
reason of Inactive (INA)
to inactivate surplus
positions

On position data, used
when a surplus position is
deleted. Used on vacant
positions only.

Active

Active

Active

POS

Position
Change
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5.5 Crosswalk Of Terminology Between Peoplesoft and HR

Used to calculate premium and
coverage level for ICl and SGL

ABBR (A | Benefit
(Annual Benefits (must maintain separate ABBR Benefits

Base Rate
) for the two plans because they
may not be the same amount)
Periodic calculation of actual Payroll, Absence
Absence Accrual Earned Leave , ayros ’
entitlement earned Time & Labor
Leave balances available for the Payroll, Absence
Absence Award Leave Balance yrot, !

employee to use Time & Labor
Calculated accrual or award for
leave hours (what an employee
is eligible to receive). Leave
types that have associated
Absence Entitlement Annual Leave balances to decrement when
used, could have an accrual
that adds to balance as
awarded or earned, ie. Sick,
vacation, term/sabbatical,

Payroll, Absence,
Time & Labor
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Absence Request

Absence Take

Account

Action

Action Code

Action/Reason

Recording leave time on
timesheet

The use of Leave Time

OrgRA, fiscal string, etc.

Transaction

Transaction Code

Transaction Code Description

FMLA

Method of entering leave,

includes an Absence Type and Payroll, Absence,

Date(s) Time & Labor
Defines the conditions that
must be met before an Payroll, Absence,

employee can take paid time  Time & Labor
off

A 6 digit mandatory chartfield
that tracks, a set, revenue, and
expense classifications
Changes to employee data or
status resulting from such
activities as promotions, Payroll, Absence,
transfers, terminations, salary Time & Labor
increases, and leaves of
absence

3 upper case characters in
length. This is a required field
that is used to indicate current
empoloyee status. For example,
HIR=hire, REH=rehire,
PRO=promotion. The
information contained within
this field impacts Benefits and
Payroll.

Position
Management

Payroll, Absence,
Time & Labor

Used to associate valid reasons

to actions so that, when an Payroll, Absence,
action is inserted into an Time & Labor
employee's data, a valid reason



AR Specialist

Base Pay

Batch Process

Benefit Deduction

Benefit Event

Benefit Event Status

Benefit Plan

Payroll & Benefits Specialist

Base Pay/Hourly Rate

Batch Process

Deductions

Life Event

N/A

Benefit Plan or Program

for the action can be added.
The Action/Reason code
combinations are used to
process updates to employee
Job Data records in the HCM
Workforce Administration
module.

Abbreviation for receivables
specialist. In PeopleSoft
Enterprise Receivables, an Payroll, Absence,
individual in who tracks and Time & Labor
resolves deductions and
disputed items.

A pay component included in

the job compensation Payroll, Absence,

. Time & Labor
calculation.
A means of processing a group
of transactions instead of
N/A

processing each transaction
individually.

Deductions set up in Benefits  Payroll, Absence,
Module (Med, WRS, ICl, etc.)  Time & Labor
Can be automatically or

manually created; evaluated by

Benefits Administration to Benefits
determine if there can/must be

a change to benefit enroliments

Each Benefit Event is assigned a

status that determines what an
employee/benefits specialist ~ Benefits

can do (enroll, change,

terminate benefits)

Specific Benefit Plans withina  Benefits



Benefit Plan Type Benefit Type

Benefit Program Benefit Package or Program

Benefit Program

Participation Page N/A

Benefit Vendor N/A - mostly paper
Interfaces previously
Benefits N/A

Administration

Benefits Billing

N/A - previously billed
through provider or ETF

Benefit Plan Type (ex. Unity-
UW Health, VSP Vision, State
Group Life)

Benefit category or type of
benefit (ex. Health, Savings,
Disability, Life & Accidental
Death)

Collection of Benefit Plans
available to an employee —
PeopleSoft will automatically
assign employee to a Benefit
Program based on eligibility
criteria

Page in Job Data/Workforce
Administration where benefits
eligibility fields must be
completed so employee is
assigned to correct Benefit
Program

Collection of programs that
automatically send benefit
enrollment & demographic info
to vendors

Nightly process that determines
employee benefits eligibility
based on eligibility rules, job
changes and life events; also
used to automate Open
Enrollment

PeopleSoft functionality that
generates invoices and tracks
personal payments for benefit Benefits
premiums not taken through

payroll deduction

Benefits

Benefits

Benefits

Benefits

Benefits



Day employee began WRS

service, often determined with Payroll, Absence,
a previous service check (State Time & Labor
WRS service only)

Benefits Service Date WRS Start Date

. Positi
Budget Reference FY or Fiscal Year Budget Year osftion
Management
. . Human Resources
Business Unit Agency or Department Agency and eProfile
Chartfield N/A Field that captures |nf9rmat|on
regarding the transaction
Position
cl A iati A iation (APPR A iati
ass (Appropriation) Appropriation ( ) ppropriation Management
Classified Indicator Position Type Position Type (LTE, Permanent, Position
Surplus Code) Management

Value assigned to a specific
combination of chartfields
Components of pay for an
Comp Rate Code Add-ons, differential, etc. employee in addition to the
employees base hourly wage
Adjusted Service Date - the
employee's continuous service
Adjusted Service Date (ASSD) dated adjusted to remove any

Combination (Combo)

Code Time and Labor

N/A

Human Resources
and eProfile

Company Seniority Human Resources

Date . and eProfile
breaks in employment to State
service
. Contractors paid through Human Resources
Contingent Worker Contractors P 8 .
PeopleSoft and eProfile

Also referred to as “flex

schedule" in PS, it defines an

employee workday by start and Time and Labor
end ranges and total scheduled
hours

Each benefit plan assigned a
deduction code — determines

Default Scheduled (Standard

Core Schedule Schedule Code at DOT)

Deduction Codes Benefits



Delegation/Proxy

Department

Earning Code

eBenefits

Eligibility
Configuration Fields

Eligibility Group

Employee Category

Employee Class

Enrollment
Confirmation Notice

Delegate to approve
timesheets

Division/Bureau

Time Type

Online module to enroll in all
benefits

WRS Category; ICI Category

Employing Unit

Employee Type

N/A

tax status and frequency of
premium deductions

Process to assign backup
Supervisor for time approval
responsibilities.

Org/Sub Org — hierarchical
representation of the Agency
An identifier for Earnings that
holds settings for taxation,
calculation, etc. Links to a TRC
generated in T&L

Allows employees to make
benefit elections and add/enroll Benefits
dependents online.

Eligibility fields on Benefit

Program Participation Page (ex. Benefits
WRS Category, ICI Category...)
Determines which leave
entitlements an employee is
eligible for, assigned on the
Payroll Tab of Job data, also
determines the accrual/award
rates for entitlements

Time and Labor

Human Resources
and eProfile

Benefits

Embloving Unit Human Resources
ploying and eProfile

Employee type (ex: permanent Human Resources

or project) and eProfile
PeopleSoft-generated notice

that a Benefits Specialist can

print for an employee when Benefits

changes are made to the
employee’s benefits



Event Rule

Finalize Absence

Forecasting

General Deduction

Grade

Inactive Position

Job Code

Job Code Description

Job Code Entry Date

Job Family

Job Function
Leave Donation
Location

Max Head Count

N/A

N/A

N/A

Deductions

Pay Range

Class Code
Class Title
Class start date

Job Group

Data Processing Code (DP

Code)

Catastrophic leave

Headquarters (Headquarter

City)

Rules that link a benefit event
to a benefit plan type. The rule
defines what benefit actions
can be taken for a specific

benefit event

The process to close Absences
for the current payroll
Validation of sufficient balance
for Absence Request
Miscellaneous deductions set
up in Payroll Module (Parking,

United Way, etc.)

Salary grade

Deleted Position

Class Code from OSER Alphalist

Class Title from OSER Alphalist

Start Date in Class

Job Group from OSER Alphalist

Benefits

Payroll, Absence,
Time & Labor
Payroll, Absence,
Time & Labor

Payroll, Absence,
Time & Labor

Human Resources
and eProfile
Position
Management
Human Resources
and eProfile
Human Resources
and eProfile
Human Resources
and eProfile
Human Resources
and eProfile

DP (Data Processing) Code from Human Resources

OSER Alphalist

Category to track leave donated
one employee to another

and eProfile

Building where the employee is Human Resources

located

and eProfile

Position
Management



Off-Cycle

Officer Code

On-Cycle

One Time Pay
Transactions

Oracle Business
Intelligence (OBI)

Original Hire Date

Pay Calendar

Pay Group

Pay Run ID

Payable Time

Supplemental Check

Career Executive Status

N/A

One time pay transactions

Business Objects

Original hire date

Payroll Calendar

Agency

Something - typically a check-

which must be generated Payroll, Absence,
outside of the standard payroll Time & Labor
process.

Human Resources
and eProfile
Payroll, Absence,
Time & Labor

Career Executive Status

Standard payroll process.

A program used by agencies to

submit adjustments to paylines Payroll, Absence,
and by Central Payroll to review Time & Labor
those transactions

Report generating program

used to analyze system data N/A

outside of standard reports.
First date employee entered
state service

Created for every payrgroup for
every paydate (26 per year),
contains settings for the payroll
such as begin/end dates, A, B, C
setting, check date

Human Resources
and eProfile

Payroll, Absence,
Time & Labor

Payroll, Absence,

Equals Agency Time & Labor

A unique identifier for a specific
payroll, used to link all Pay
Calendars to be processed
together

Time after it has been
processed and rules applied to
create differentials, premiums
and overtime. This is what
supervisors will be approving.

Payroll, Absence,
Time & Labor

Payroll, Absence,
Time & Labor



Payline

Paysheet

PeopleSoft ID

Person of Interest

Predefined Schedule

PSHUP Table

Punch Time reporter

Reported Time

Rule Elements

Salary Grade

Employee ID (DOT -HRC
Number, DOC - EmpID)

Volunteers; Contractors

Schedule Code

N/A

N/A

Time Recorded

How we record our time i.e.:
compensation time, holiday
pay, etc.

Pay Range

Created every payroll for every
active employee where
earnings, deductions, and tax
transactions are loaded

A group of paylines

Also known as EMPL ID
(employee ID)

A non-employee who does not
have a classification (ex: DMV
Volunteer); Contractors that
are not paid by PeopleSoft
Already created schedule
(code)

The staging table that holds
earnings, deductions, and
expense transactions ready to
load to Paylines

Clocks time based on punches
in and punches out

Time as it is entered on the
timesheet

Data assigned to an employee

on Time Reporter Data used on

the application of rules. Pay
Add-ons (ex: overtime payout,
night/weekend differential,
responsibility differential,
holiday premium payout
method)

Pay Range

Payroll, Absence,
Time & Labor

Payroll, Absence,
Time & Labor
Payroll, Absence,

Time & Labor

Payroll, Absence,
Time & Labor

Payroll, Absence,
Time & Labor

Time and Labor

Time and Labor

Time and Labor

Time and Labor

Human Resources
and eProfile



Human Resources

ey plan pa Schedule Pay schedule and eProfile
Signature Authority Authorization Source Position
Management

Shortcut to look up/enter valid

Time and Labor
combo codes

Speed Type Project ID lookup

A time distribution method
which allows the employee to
enter one value to represent a
set of all chartfields
Configured to determine which
fields are required/optional for
task reporting, attached to
taskgroups and task profiles
Assigned to the employee,
controls available task
Taskgroup N/A distribution fields on Time and Labor

Timesheet. Controls available

task profiles

The location which determines
Tax Location Headquarters taxes based on where the
employee works
Module of PeopleSoft used to
track employee hours and N/A

Task Profile N/A Time and Labor

Task Template N/A Time and Labor

Payroll, Absence,
Time & Labor

Time and Labor DOT -TEAL, DOC - CAPS, DHS

- APS distribution of their time.
A method for collecting
Time Collection Device Time Clock repprtefj time out'5|d(.e of the Time and Labor
(TCD) online timesheet in Time and

Labor

Determines the information an
employee must provide for
work hours on the timesheet,
Punch or Elapsed

Time Reporter Type  N/A Time and Labor



Time Reporting Code

(TRC) Activity Code
Time Reporting N/A
Template

Workgroup N/A

Earnings type in Time and

Labor, Absences takes are

mapped to TRCs and TRCare  Time and Labor
mapped to Earnings Codes in

Payroll

Determines fields used for time

entry and whether the

timesheet will be used for task Time and Labor
template or task profile

reporting

TL grouping of employees that

share common attributes and

rules (ex: overtime eligibility

and any add-ons)

Time and Labor

This page last updated in Release Number: 17-01
Release Date: 10/02/17
Effective Date: 10/02/17



5.6 GLOSSARY OF HUMAN RESOURCE TERMS AS USED BY THE DEPARTMENT OF
ADMINISTRATION/DIVISION OF PERSONNEL MANAGEMENT

Foreword

This Glossary provides definitions for human resources terms used by Division of Personnel Management. NOTE: It is intended that this document will be
updated as terminology, policies, statutes, codes, rules, and regulations are added, deleted, or changed. However, in the event this document is not updated
timely, the relevant new or updated terminology, policy, statute, code, rule or regulation prevails.

1. In some cases, a definition is paraphrased or limited. The official language in the statute, code, rule, or regulation will prevail over paraphrased and/or
limited definitions (definitions providing the official language is in quotation marks).

2. In all cases, when a statutory, code, policy, rule, or regulation reference(s) is provided, review the reference(s) to understand how the relationship fits to
a particular situation.

3. In some cases there are terms following the definitions which can be used as a comparison/contrast reference.

4. Review the definitions provided in other documents to determine if those definitions differ from Glossary definitions.

5. This document will be updated as definitions change, new terms are developed, and as the references provided by state statutes, Wisconsin Administrative
Code, Compensation Plan, Wisconsin Human Resources Handbook Chapters, DPM Bulletins, and applicable state and federal regulations change.

Human Resource References include, but are not limited to:
Ch.230, Wis. Stats.

Ch.. 111, Wis. Stats.

Ch.15, Wis. Stats.

Ch.20, Wis. Stats.

Ch.40, Wis. Stats.

ER Wisconsin Administrative Code

ER-MRS WisconsinAdministrative Code

Compensation Plan

ONoORLNE



9.  Wisconsin Human Resource Handbook Chapters

10. DPM, OSER and P Bulletins

11. Federal Regulations for Fair Labor Standards Act (FLSA), Part 541

12. Federal Regulations and state law for Family and Medical Leave Act (FMLA)

Abbreviations:

1. s., Wis. Stats. section, Wisconsin Statutes
2.  Wis. Adm. Code Wisconsin Administrative Code
3. Comp. Plan, Sec. Compensation Plan, Section
4.  WHRH Ch. Wisconsin Human Resource Handbook Chapter (formerly Wisconsin Personnel Manual)
GLOSSARY
OF HUMAN RESOURCES TERMINOLOGY
A A A

Ability: Sufficient mental and/or physical strength, energy, dexterity, or other qualifications and resources to perform particular arts, job responsibilities,
duties, etc.

Ability to pay: The ability of an agency, dependent upon various funding sources, to pay a given level of wages or to fund a wage increase. This ability is a
frequent issue in union contract negotiations.

Abuse of authority: “An arbitrary or capricious exercise of power.” See s. 230.80(1), Wis. Stats.; related Code of Ethics s. 19.41, Wis. Stats. Related to
“arbitrary” and *“capricious.”

Access laws: State statutes that require employers to allow employees access to their personnel files. See s. 103.13, Wis. Stats



Accommodation: To provide for or supply an adaptation or adjustment to the selection process for the purpose of taking an assessment.

Accountability: Answerable to another (usually a superior) for a work product typically performed by another (i.e., as the term is typically used: a
subordinate is responsible for performing the worker activity and the supervisor is accountable to his or her superior for the successful accomplishment of that
same worker activity). Related to “breadth,” “complexity,” “depth,” *“discretion,” “impact of work,” “Knowledge Skills and Abilities,” “point factor
system,” ““scope,” and “survey.”

Accretion: Whenever the state becomes responsible for the employees and functions previously administered by another governmental agency or a quasi-
public or private enterprise, or when positions in the unclassified service, excluding employees of the legislature, are determined to be more appropriately
included in the classified service, the affected positions shall be included in the classified service. See s. 230.15(1m) (a), Wis. Stats.

Accumulated sick leave conversion credits (ASLCC): The term used to refer to accumulated unused sick leave credits that are converted on behalf of an
eligible employee for the purpose of payment of health insurance premiums.

Achievement History Questionnaire (AHQ): A historical examination method that requires applicants to describe, in narrative fashion, their main
accomplishments, achievements, training or education, and experience in several critical job-related areas. Raters evaluate responses based on structured
rating criteria (benchmarks). Questions are administered in an uncontrolled environment.

Across the board (ATB) increase: In its broadest sense, a base pay adjustment granted to all employees in a specified bargaining unit or nonrepresented
employee group, either in a flat rate such as cents per hour or as a percentage of salary, given to all eligible employees. The term has no specific statutory or
contractual meaning as it relates to state employee pay adjustments, but is often used as a working term to refer to the wage adjustment that typically is
granted in each fiscal year to the majority of or all employees in a particular group. Similar to “base pay rate”, “general wage adjustment”, “pay

adjustment”, “regular rate”, and “wage rate.”

Acting assignments: Job duties that are temporarily assigned to a permanent employee when the position is vacant and the needs of the service require the
performance of the duties of the vacant position. Acting assignments typically do not exceed a total of six months. See Ch. ER-MRS 32, Wis. Adm. Code;
contrast with “incidental duties” and “temporary assignment.”

Active fire suppression or prevention: Job duties which involve the pre-suppression, suppression, and prevention of forest fires. See WHRH Ch. 680,
Protective Occupation Status for State Employees.



Active law enforcement: Job duties which involve the detection or prevention of crime, the enforcement of laws and ordinances, and the authority to make
arrests for violations of the laws and ordinances the employee is employed to enforce. See WHRH Ch. 680, Protective Occupation Status for State Employees.

Actual hours worked: The time actually worked by an employee, as opposed to scheduled hours or leave hours.

Add-on pay: An hourly amount paid in addition to the base pay in recognition of factors or conditions not reflected in the basic pay range or pay rate of a
position. See Comp. Plan Sec. A; similar to “differential pay,” “night differential,” “on-call pay,” “premium rate,” “pyramiding,” *“responsibility pay,”
“shift differential,” “standby pay,” “supplemental pay,” and “weekend differential.”

Adjusted continuous service: The length of time in the most recent period in continuous state employment in either the unclassified service under s.
230.08(2), Wis. Stats., or as a permanent employee in the classified service or both, revised for certain breaks in state service.See Ch. ER 18, Wis. Adm. Code

Adjusted continuous service date (ACSD): The date on which an employee’s current period of continuous service with the state is considered to have begun,
with deductions for authorized breaks in service. Frequently confused with “credible service” and “continuous service.” Related to *““‘continuous service.”

Administered Part: An assessment part that will be administered. Normally the Assessment Root is the only part that is considered the Administered Part;
i.e., everything below that part will be administered/scored in the assessment.

Administration: The activity of management which fulfills or carries out the goals and objectives for which the organization was established.

Administrative: Administrative professional level work requires the exercise of analytical ability, judgment, and discretion and the application of a
substantial body of knowledge of principles, concepts and practices applicable to one or more fields of administration or management. While these positions
do not require specialized education, they do involve the type of skills (analytical, research, writing, judgment) gained through a college level education or
through progressively responsible work experience. Administrative work may be performed as part of the principal mission or program of an agency or
subcomponent, or it can be performed as a service function that supports the agency’s mission or program. Employees engaged in administrative work are
concerned with analyzing, evaluating, modifying, and developing basic programs, policies, and procedures that facilitate the work of agencies and their
programs. They apply knowledge of administrative analysis, theory, and principles in adapting practice to the unique requirements of a specific program.

Administrative date for pay adjustments: The date on which pay adjustments are effective. With few exceptions, the administrative date of a pay
adjustment is the first day of a pay period. See s. 20.928(3), Wis. Stats.; collective bargaining agreements, comp. plan, or administrative rule provisions for
specific adjustment.



Administrative Employee: An employee who meets the requirements of the administrative exemption. See WHRH Chap. 520, Administration of the Fair
Labor Standards Act.

Administrative professional level: Work that requires the exercise of analytical ability, judgment, and discretion and the application of a substantial body of
knowledge of principles, concepts and practices applicable to one or more fields of administration or management. While these positions do not require
specialized education, they do involve the type of skills (analytical, research, writing, judgment) gained through a college-level education or through
progressively responsible work experience. Administrative professional level work may be performed as part of the principal mission or program of an agency
or subcomponent, or it can be performed as a service function that supports the agency’s mission or program. Employees engaged in administrative
professional level work are concerned with analyzing, evaluating, modifying, and developing basic programs, policies, and procedures that facilitate the work
of agencies and their programs. They apply knowledge of administrative analysis, theory, and principles in adapting practice to the unique requirements of a
specific program.

Administrative supervision: Supervisory authority which is limited to the administrative aspects of the employee’s activities, typically including such
functions as communicating general agency policy, enforcing work rules, providing supplies or administrative services, responding to grievances, and leave
accounting. The administrative supervisor would not plan and assign work, set objectives and priorities, provide technical assistance, nor review the work
products. Thus, a position does not share accountability for the work products with an administrative supervisor. Contrast with “nonprofessional supervisor”
and “professional supervisor.”

Administrative transfer: The appointment of an employee to a different position assigned to a class having the same or counterpart pay rate or pay range as
the class to which the employee’s current position is assigned. An “administrative transfer” is a permissive transaction. See s. ER-MRS1.02(33), Wis. Adm.
Code; Contrast with “contractual transfer,” “mandatory transfer,” and *“union transfer”; related to “counterpart pay ranges” and “transfer.”

Administrator: “The principal subunit of the department is the “division’. Each division shall be headed by an ‘administrator’.” See s. 15.02(3)(c)(1), Wis.
Stats.; same as “division administrator.” ALSO: The administrator of the Division of Personnel Management. See s. 230.03(1), Wis. Stats.

Advanced level: The level within a classification series in which the work is beyond the objective level and which typically requires competition. Advanced
level is a concept that appears in some classification specifications. Not all positions are expected to attain the advanced level. The classification
specification will define the requirements for the advanced level in terms of duties and responsibilities and will discuss whether positions can be reclassified to
that level or whether competition is required. Contrast with “developmental level, “entry level,” and “objective level;” related to “full performance level.”

Adverse impact: The result of a facially neutral (i.e., not obviously discriminatory) human resources management practice and/or policy that affects a
protected group differently than the other employees (i.e., to the disadvantage of the protected group). Also referred to as “disparate impact”. In
assessment development: An assessment has adverse impact on a protected group (women or minorities) if the passing rate of the protected group is less than



80 percent of the passing rate for the non-protected group. Related to “Affirmative Action,” “Age Discrimination in Employment Act of 1967,”*Americans
with Disabilities Act of 1990, “Civil Rights Act,” “discrimination,” “disparate treatment,” and “Equal Employment Opportunity Commission.”

Affirmative action: Specific employment actions which are designed and taken for the purposes of all of the following: (a) ensuring equal opportunities; (b)
eliminating a substantial disparity between the proportion of members of racial and ethnic, gender, or handicap groups either in the classified civil service
determined by grouping classifications according to similar responsibilities, pay range, nature of work, other factors recognized in the job evaluation process
and any other factors the department considers relevant, or in similar functional groups in the unclassified service, and the proportion of members of racial
and ethnic, gender or handicap groups in the relevant labor pool; (c) eliminating present effects of past discrimination. See s. ER 1.02(2), Wis. Adm. Code,
s. 230.03(2), Wis. Stats. Related to “adverse impact,” “Age Discrimination in Employment Act of 1967,” “Americans with Disabilities Act of 1990, “Civil
Rights Act,” “discrimination,” “disparate treatment,” and “Equal Employment Opportunity Commission.”

Affirmative action groups: “Means one or more of the following: a) racial or ethnic groups, b) gender groups, and c) handicapped groups.” See ss. 230.03(2)
and 230.213, Wis. Stats.; ER 43.02(2), Wis. Adm. Code.

Affirmative action program: “Specific results oriented standards, procedures, and initiatives designed to ensure equal employment opportunity and to
eliminate present effects of past discrimination.” See s. 230.03(2) and 230.213, Wis. Stats.; ER 43.02(2m), Wis. Adm. Code.

Age Discrimination in Employment Act of 1967 (ADEA): Federal legislation that made employees between the ages of 40 and 65 a protected class. The 1978
amendments to this Act raised the minimum age limit for mandatory retirement to 70 for most employees. Amendments in 1986 effectively ended mandatory
retirement based solely on age and expanded benefit entitlement (in the Older Workers Protection Act) by restoring the “equal benefit or equal cost”
requirement for age-based differences in employee benefit plans. Related to “adverse impact,” “Americans with Disability Act of 1990, “Civil Rights Act,”
“discrimination,” “disparate treatment,” and “Equal Employment Opportunity Commission.”

Agency: Any state board, commission, committee, council, or department in the state or unit thereof created by the constitution or statutes, if such board,
commission, committee, council, department, unit, or the head thereof is authorized to appoint subordinate staff by the constitution or statute, except a
legislative or judicial board, commission, committee, council, department, or unit thereof, or an authority created under chapters 231, 232, 233, 234 or 235,
Wis. Stats.. “Agency” does not mean any local unit of government or body within one or more local units of government which is created by law or by action
of one or more local units of government.

Agency head determination: A formal review of a position’s responsibilities by the head of an agency, or his/her designee, for the purpose of determining
whether a position should be designated a protective occupation for purposes of the Wisconsin Retirement System and, if the position is filled, whether the
incumbent should be certified to the Public Employee Trust Fund as a protective occupation participant. See WHRH Ch. 680, Protective Occupation Status for
State Employees.



Agriculture: Includes the cultivation and tillage of soil; dairying; production, cultivation, growing and harvesting of agricultural or horticultural commodities;
raising livestock, bees, fur-bearing animals, or poultry, and any practices (including forestry or lumbering operations) performed by a farmer or on a farm in
conjunction with the farming operations, including preparation for market, delivery to storage or to market or to carriers for transportation to

market. Employees not employed in farming, such as a bookkeeper, or by a farmer or on a farm are not employed in agriculture.

Alien: Any person not a citizen or national of the United States.

All funds cost: The estimated dollar cost of the economic component of a collective bargaining agreement or compensation plan provision regardless of the
funding source, e.g., General Purpose Revenue, program revenue, federal funds, program revenue segregated, etc. Related to “all funds with fringe cost,”
“contract cost,” *“costing,” “fiscal estimate,” and “variable fringe rate.”

All funds with fringe cost: The all funds cost increased by the fringe rate costs (a percentage established by the Department of Administration). Related to
“all funds cost,” “contract cost,” “costing,” “fiscal estimate,” and “variable fringe rate.”

Allocation: “The initial assignment of a position to the appropriate class by the administrator as provided in s. 230.09(2), Wis. Stats.” See s. ER 3.01, Wis.
Adm. Code; contrast with “reclassification,” “reallocation,” and “regrade.”

Allocation pattern: A description of the different types of activities usually found or used within a single classification or classification series. Allocation
patterns identify how different job types are classified within a class or how they are classified at different levels within a classification series. There may be
only one allocation pattern to several different types of activities which could be performed and classified the same. Representative positions within a
classification specification can be considered an allocation pattern and may provide further examples of the different allocation patterns used in a
classification. At the time the classification specification is written, the allocation patterns have been determined to be equivalent and similar in nature of
work. However, it is possible that not all allocation patterns will be identified in the classification specification. Allocation patterns may be established by
the Agency Human Resources Office without being formally identified in the classification specification and should be formally documented within that
agency. Related to “best fit,” “class or classification,” *“classification method of job evaluation,” “classification/class title,” “classification specification,”
“definition statements,” “job grade,” “majority of time,” “position,” and “representative position.”

Alphabetical Listing of Classifications: The listing of official classification titles that is located on the DPM website--http://doa.wi.gov/divisions/personnel-
management.



Alternative work schedule: Work schedules which differ from the standard work schedule, including but not limited to: part-time, shared time, and flexible-
time schedules.” See s. 230.215, Wis. Stats; Ch. ER 42, Wis. Adm. Code; related to “flextime,” and *“job sharing;” contrast with “nonstandard work period”
and “standard work week.”

Americans with Disabilities Act of 1990 (ADA): This law creates nondiscrimination protections for people with disabilities, similar to the Title VIl of the Civil
Rights Act of 1964. Under the law, employers may not refuse to hire or promote a person because of a disability, and employers are required to make
“reasonable accommodations” to allow people with disabilities to perform essential functions. The law includes those with hearing and visual impairments,
physical, and mental impairments, AIDS victims, alcoholics and past drug users in its definition of “disabled.” It does not include current illegal drug users,
homosexuals, transsexuals, transvestites and people with emotional disorders. The Equal Employment Opportunity Commission enforces regulations. Related
to “adverse impact,” “Age Discrimination in Employment Act of 1967,” “Civil Rights Act,” “disability,” “discrimination,” *“disparate treatment,” Equal
Employment Opportunity Commission” and “Vocational Rehabilitation Act of 1973.”

Anniversary date: (1) The day on which an employee attains an additional year of continuous service. (2) The date used in some pay systems to trigger a
review of the employee’s salary and/or to trigger a potential salary increase.

Annualized lump sum payment: An amount paid in lieu of a base pay adjustment, typically based on the number of projected work hours for an employee
from the date of the corresponding base pay adjustment, to the end of the fiscal year. Same as “fiscal year lump sum payment.”

Annuitant: A person receiving a retirement annuity, beneficiary annuity or a disability annuity from the Wisconsin Retirement System, including a person
whose disability annuity has been suspended., s. 40.02(4), Wis. Stats.

Appeal: Exercising rights to challenge a decision or action to a higher court or administrative authority.

Appellant: An employee(s) or job applicants who file a timely appeal with the Personnel Commission for an appealable personnel transaction affecting their
position. See ss. 230.04(1m), 230.44, and 230.45, Wis. Stats.

Applicant Flow: Identification of numbers of people (by ethnic group, gender, disabled and unknowns) who have applied, taken an assessment, and passed an
assessment. This information is used to identify if the assessment had adverse impact.

Application Materials Review (AMR): A historical assessment tool providing an evaluation of training and experience in a less structured or detailed format
than that of the AHQ. Applicants submit specific information as directed in the job announcement (usually cover letter, resumé and two- to three-page paper
describing qualifications) that are evaluated based on structured rating criteria.



Appointing authority: The chief administrative officer of an agency unless another person is authorized to appoint subordinate staff in the agency by the
constitution or statutes. See ss. 230.03(4) and 230.06, Wis. Stats.

Appointment: “ . . . [T]he action of an appointing authority to place a person in a position within the agency in accordance with the law and chs. ER 1 to 47
and ER-MRS 1 to 34, Wis. Adm. Code, effective when the employee reports for work or is in paid leave status on the agreed starting date and time.
‘Appointment’ does not include an acting assignment under ch. ER-MRS 32.” s. ER-MRS 1.02(2), Wis. Adm. Code.

Appointment maximum: “The maximum base rate an employee may be granted when appointed to a position assigned to that ‘appointment maximum,’
except as otherwise provided under Pay On Appointment or Pay on Reinstatement or Restoration. The ‘appointment maximum’ does not apply to any original
appointment for which the Entry Professional Program (EPP) was used in recruitment. The appointment maximum is not the maximum of the pay range.” See
Comp. Plan, Sec. |1 3.00(1); related to “band,” “broadbanding,” “knowledge-based pay,” “pay band,” and “temporary appointment maximum.”

Approval Process: Some of the steps in the recruitment and selection process require formal on-line approval, e.g., Job Announcement, Creating a New User,
etc. Each approval request requires an HR User to view the information regarding the request. There are three ways to view an approval request; yet, one
option only allows for a user to view the information regarding the transaction involved and nothing else: (1) My Pending Approvals allows a user to view
what transactions are awaiting their approval. (2) My Approval Inbox allows a user to not only view which transactions are awaiting their approval, but can
also process (approve/deny) the request by clicking on the title involved. (3) All Pending Approvals allows a user to view all the current approval requests that
are awaiting approval.

Arbitrary: (1) Used in the context of a regrade for an employee for a reclassification or reallocation transaction. If an employee is pre-selected for additional
duties with out holding competition, the employee may not be regraded. The pre-selection is considered arbitrary and capricious. (2) an abuse of
authority. See WHRH Ch. 370; related to abuse of authority” and “capricious.”

Arbitration: A method of settling labor-management contractual disputes by having an impartial third party hold a formal hearing, take testimony and render
a decision. The decision is binding upon the parties. Related to “award” and “impasse;” similar to “conciliation,” * fact finding” and “mediation.”

Area(s) of Competition (AOC): The group of people eligible to apply for a position. There are two primary areas of competition to consider: open and
promotional (obsolete) competition. Open competition is open to all qualified applicants. Promotional competition is open to qualified applicants in the
classified civil service who occupy a regular, seasonal or sessional position in which permanent status may be obtained; who are on an approved leave of
absence; who are former employees with restoration rights resulting from layoff; or who have previously gained permanent status and are temporarily serving
in a project position. Promotional competition may be open to all eligible employees within the classified civil service (servicewide), or, if certain conditions
are met, to eligible employees within the University of Wisconsin System (systemwide), an agency (agency), or recognized employing unit (unit). Promotional
competition was eliminated as an AOC option with 2015 Wisconsin Act 150.



Area wage survey: An area wage survey is any survey completed for a geographical area and includes the organizations competing for labor. An example of
an area wage survey is conducted by the Bureau of Labor Statistics (BLS) of the U.S. Department of Labor in Standard Metropolitan Statistical Areas
(SMSAs) Another example is the Labor Market Area Wage Survey conducted by the Department of Work Force Development. Related to “survey.”

Arithmetic average or mean: The most common measure of central tendency, computed by totaling or summing scores and dividing by the number of scores;
yields a measure of the difficulty level of the test or assessment device and the overall quality of the candidate group.

Arrest Record: “Includes, but is not limited to, information indicating that an individual has been questioned, apprehended, taken into custody or detention,
held for investigation, arrested, charged with, indicted or tried for any felony, misdemeanor or other offense pursuant to any law enforcement or military
authority. s. 111.32(1), Wis. Stats.

Assessment Center: A collection of instruments and exercises designed to diagnose a person’s development needs.

Assigned headquarters: The facility or location to which an employee is normally assigned by the employer as a headquarters. Same as “headquarters city;”
related to “work site.”

Assistant Administrator: A position serving in a line capacity responsible for administering a significant portion of the program area within an organizational
unit. The “assistant” shares responsibility and accountability with the program head for only that portion of the program directly supervised. Since a program
may have one or more “significant portions,” there may be one or more Assistants. Depending on the size, complexity, and diversity of the program, there
may also be a Deputy position. Contrast with “deputy.”

Assistant District Attorneys - ADA: The bargaining unit name for Assistant District Attorneys under Bargaining Unit designation 20.

Asylee: An alien in the United States or at a port of entry who is found to be unable or unwilling to return to his or her country of nationality, or to seek the
protection of that country because of persecution or a well-founded fear of persecution. Persecution or the fear thereof must be based on the alien’s race,
religion, nationality, membership in a particular social group, or political opinion. For persons with no nationality, the country of nationality is considered to
be the country in which the alien last habitually resided. Asylees are eligible to adjust to lawful permanent resident status after one year of continuous
presence in the United States.

At Risk: Employees were placed at risk in the following situations: Employees whose positions had been scheduled for deletion or reduction in budgeted time
percentage. Employees whose position may be affected by reassignment or displacement as a result of layoff. Employees returning from leave of absence
who need to be returned to a classification in the layoff group if no suitable vacancy exists. Employees whose positions have been identified for relocation to



another geographic location. For changes to the geographical area, the newly assigned headquarters must be 40 miles or greater from the employee’s home
except in cases where the new work site is at a shorter distance than the current work site is from his/her home. Employees in filled positions whose duties
and responsibilities were changed significantly enough to re-fill the position on a promotion or demotion basis. Employees in filled positions whose duties and
responsibilities were changed enough to require significantly different skills, and the position will be re-filled on a transfer basis. (The practice of designating
employees as At-Risk stopped in July 2016.)

At-risk employees had the right to use *“at-risk™ services, including the Wisconsin Employee Referral Service (WISCERS).

Attrition: The reduction in the size of a work force through normal processes, such as voluntary resignations, retirements, discharges for cause, transfers, and
deaths. Related to “layoff,” “bumping” and “downsizing.”

Audit: A review of a position for the purpose of determining the appropriate classification (“best fit””) and transaction. An audit can be a desk audit with a
comparison of the position description to classification specifications and may include comparisons to other positions. An audit can be face-to-face with the
incumbent and/or the supervisor of the position. For reclassification or reallocation requests, the audit includes a determination of the appropriate
transaction and if the incumbent should be regraded. See WHRH Ch. 332; related to “logical” and *“gradual;” similar to “job analysis interview.”
Automatic wage adjustment: Automatically increasing or decreasing wages in accordance with a specific plan formula.

Automatic pay progression: Automatically increasing wages after specified periods of service, until the employee reaches the top of his or her salary
range. Automatic pay progression often is achieved through an automatic step-rate pay system.

Award: The final decision of an arbitrator. Related to “Arbitration.”

B B B
Back-end loading: A base-building adjustment that has an effective date later in a fiscal year or contract period. Related to “general wage adjustment.”
Background Information: Obtain information concerning a job candidate’s work history before extending an offer to hire. This information is normally

inclusive of an individual’s past work performance with their previous employer(s). Yet, dependent on the position at hand or the hiring agency; the
information inquired may need to include a criminal conviction check, official transcripts for positions requiring higher degrees, etc.



Band: A broad pay range consisting of a minimum, maximum, and appointment maximum. Pay bands are designed to provide pay-setting flexibility and to
improve recruitment and retention of critical employees. Similar to “broadband” and “pay band;” related to “appointment maximum’ and “temporary
appointment maximum.”

Band Starting Point: ldentifies the raw score point where the system will start assigning bands. The default starting point is set at the minimum (per the
scoring criteria) for that part. For example, if the band width is 5 points and the starting point is 48, applicants with a score of 48-52.999 will be in the lowest
band; applicants with a score of 53-57.999 will be in the next band, etc.

Band Width: If the assessment is to be banded, this field is used to determine raw score range that will identify a band (e.g., if the band width is 5 points, all
applicants falling within a 5-point range will be assigned to the same band). The band width can be defined using confidence intervals by selecting the
applicable radio buttons.

Banding: A scoring methodology used in the Entry Professional Program to statistically determine groups of candidates for whose scores are close enough be
considered equal for certification purposes (places candidates in categories).

Bargaining Agent: An organization which is the exclusive representative of all employees in a bargaining unit.

Bargaining Unit: A group of employees that a state administrative agency has certified as appropriate to be represented by a union for the purpose of
collective bargaining. (In Wisconsin, that agency is the Wisconsin Employment Relations Commission [WERC]). See Ch. 111, Wis. Stats.; see bargaining units
Of “ASP’11 LEMGAA’11 “SEA,” ‘ESPDA’11 ‘ETAA’11 “UPQHC’11 ‘EWEAC”’ “WPDA,” “WPEC’11 “WSAA’11 “WSBTC,” ‘EWSEU11 and “WSP-11

Base pay/Basic pay: The pay rate excluding any overtime or supplementary compensation.

Base pay rate: The official hourly pay rate excluding any overtime or supplemental pay. Base pay rate is limited to the pay range maximum; base pay rate
plus any supplemental pay received is not limited to the pay range maximum. Base pay is also the rate at which accumulated sick leave credits are converted
to offset health insurance upon retirement, and/or to pay out earned but unused annual leave credits upon retirement or departure from state service. See s.
ER 1.02(5), Wis. Adm. Code; similar to “across the board increase,” “general wage adjustment,” “pay adjustment,” “regular rate,” and “wage rate.”

Basic Certification: Minimum of five names or 10 percent of the total register up to a maximum of ten names. (Often referred to as Traditional Certification.)

Benchmark response: A response to an interview question which is developed by the interviewers, in cooperation with human resources staff, in advance of
the interview. A benchmark response enables the interviewers to systematically (either qualitatively or quantitatively) evaluate each candidate’s response. A
benchmark response is also known as a “good answer.”



Benchmarks: A scoring guide for a narrative assessment question which is developed by the subject matter experts, in cooperation with human resources
staff. A benchmark serves as a grading standard and enables the raters to systematically (either qualitatively or quantitatively) evaluate each applicant’s
response to assessment questions. The benchmark is set by job experts and typically incorporates the minimum acceptable response or grading standard, as
well as anchors at the high and low end of the scale. This structured rating criteria is used by a rating panel and typically utilizes a 0-9-point scale for oral,
essay, Achievement History Questionnaires and simulation assessments. Smaller scales are typically used in Application Material Reviews and Resume Screens.

Benchmark job: A job that is commonly found and defined, used to make pay comparisons either within the agency or to comparable jobs outside the agency.
Similar to “job cluster” and “job worth hierarchy.”

Bereavement leave: Authorized leave for travel to and attendance at the funeral of immediate family members. The collective bargaining agreement or
Compensation Plan governs use of benefit time off. Same as “funeral leave.”

Best able: Those candidates, or potential candidates, who meet at least the minimum qualifications of the position based on relevant knowledge, skills, or
abilities (KSAs) in addition to those factors listed in s. ER-MRS 6.01, Wis. Adm. Code.

Best fit: Positions are classified based on the majority of duties performed (more than 50 percent) and must be classified in the classification whose
specification most specifically describes the duties and responsibilities assigned to and performed by the positions when compared to the definition of the
specification or through other methods of position analysis. See WHRH Ch. 370; related to “allocation pattern,” “classification method of job evaluation,”
“Knowledge Skills and Abilities,” and “majority of time.”

Biennium: A two year period coinciding with a legislative session, beginning on July 1 of an odd-numbered year and extending through June 30 of the next
odd-numbered year. The state budget is developed and appropriated on a biennial basis coinciding with this period.

Biodata: Biographical data requested from applicants that provide a specific account of their work history.
Blue Flu: A method used by police officers in which police officers call in sick en masse instead of a strike. The same tactic is used by other employees such

as firemen (red flu) and nurses (white flu). Similar to “boycott,” “collective bargaining,” “concerted activity,” “job action,” “picketing,” “red flu,” “sit-
down strike,” ’slowdown,” “strike,” “sympathy strike,” and “white flu.”

Bona Fide Occupational Qualification (BFOQ): Typically refers to a valid job requirement such as a knowledge, skill or ability level that is required for
competent job performance. (The origin of the term BFOQ is found in Title VII of the Civil Rights Act [1964] which prohibits employment discrimination on the
basis of race, sex, religion or national origin. Under certain conditions, however, a requirement for a specific gender or religious affiliation is allowed if the



requirement is a BFOQ for a given job, such as the requirement of Catholic affiliation for the job of Catholic priest.) Related to “job description,” “job
specifications,” “Knowledge, Skills, and Abilities,” and “position description.”

Boycott: An effort by unions to refuse to deal with employers in an attempt to win concessions. A primary boycott is the refusal to patronize an employer
who is directly involved in a labor dispute. Similar to “blue flu,” “collective bargaining,” “concerted activity,” “job action,” “picketing,” “red flu,” “sit-
down strike,” “slowdown,” “strike,” “sympathy strike,” and “white flu.”

Breadth: One of the traditional measures of scope which focuses on variety (the number and type of goals and worker activities, especially those which
require different sets of knowledge, skills, and abilities). Related to “accountability,” “complexity,” “depth,” “discretion,” “impact of work,” “Knowledge
Skills and Abilities,” “point factor system,” *“scope,” and *“survey.”

Broadbanding: A pay structure that consolidates a number of pay grades and salary ranges into fewer broad bands with relatively wide salary ranges, typically
with 100 percent differences between minimum and maximum. Similar to “band,” and “pay band,” related to “appointment maximum” and ‘“temporary
appointment maximum.”

Bumping: A historical practice used during a layoff or reduction in the work force that allowed a senior employee to displace a junior employee. See
“displacement” and “layoff;” related to “attrition” and “downsizing.”

Bureau director: “The principal subunit of the division is the “bureau.” Each bureau shall be headed by a “director.” ” See s. 15.02(3)(c)(2), Wis. Stats; same
as “director.”

Bureau of Compensation and Employment Relations (BCER): The Bureau of Compensation and Employment Relations is responsible for the administration of
the State of Wisconsin Compensation Plan, Classification Plan, and enterprise employment relations functions. The bureau develops and administers pay and
benefits systems, maintains a labor market survey research program and develops the compensation reserve recommendation for the governor’s biennial
operating budget and ensures state agency compliance with the Family Medical Leave Act. The bureau also negotiates and administers any active collective
bargaining agreements.

Bureau of Equity and Inclusion (BEI): Formerly known as the Bureau of Affirmative Action. The Bureau of Equity and Inclusion is a policy development and
compliance unit and serves as the central equal employment opportunity/affirmative action (EEO/AA) office for Wisconsin state government. The mission of
the bureau is to advise and assist the DPM Administrator, the Director of the Bureau of Merit Recruitment and Selection, and agency heads in the development
and monitoring of policies and programs that are designed to ensure appropriate affirmative action in state employment, increase the recruitment and
employment of ethnic minorities, women, veterans and people with disabilities in agencies, and promote an inclusive work environment for all employees. BEI
issues standards, reviews and approves state agency affirmative action and veterans employment plans, and monitors agency compliance on an on-going basis.



Bureau of Merit Recruitment & Selection (BMRS): The Bureau of Merit Recruitment and Selection (BMRS) administers the Wisconsin civil service system by
recruiting,hiring, testing, and evaluating applicants; creating employment registers of qualified applicants; and referring best-qualified candidates to agencies
for interviews.

C C C

Calculated Column: Column identifies the scoring criteria calculated by the system. This column is first populated by using the “calculate” button, which
creates passing points and other scoring criteria based on the criteria entered at the lower level(s) in the planned column. Statistical values may also be
populated when the assessment is scored.

Canceling a Register or Certification: Per ER-MRS 6.095, Wis. Adm. Code, a register or certification may be cancelled (killed) due to a compromise of the
merit system (e.g. register was not established according to the rules, someone gained knowledge of the assessment).

Cap: Opposite of “floor.” The highest number of points (equal to or less than the “maximum) that will be awarded to an applicant for that item or part.
Example: Cap = 6. On an 0OIQ, the question may ask candidates to identify the total number of credits they have in a particular area. The response sheet
may have space for up to ten credits, but you may not want to award more than 6 total points for the question.

Capricious: (1) Used in the context of a regrade for an employee for a reclassification or reallocation transaction. If an employee is pre-selected for
additional duties without holding competition, the employee may not be regraded. The pre-selection is considered arbitrary and capricious. (2) An abuse of
authority. See WHRH Ch. 332.040(F)(2), Related to “arbitrary” and “abuse of authority.”

Caregiver: “A person who is, or expected to be, an employee or contractor of an entity, who is or is expected to be under the control of an entity, as defined
by the department by rule, and who has, or is expected to have, regular, direct contact with clients of the entity.” Wisconsin’s Caregiver Law, Chapters 48
and 50, Wis. Stats.

Career Executives: Highly qualified executive candidates who have demonstrated knowledge and skills acquired through work experience and training, which,
in the judgment of the director, will provide reasonable prospects for success in career executive positions. (See s. ER-MRS 30.03(1), Wis. Adm. Code.)



Career executive candidate: A person who is on a register for a career executive position. Candidates may be classified civil service employees or persons
from outside of the classified civil service.

Career executive classification: A classification formally designated by the DPM Administrator to be included in the “career executive program.” See s.
230.24, Wis. Stats.; Ch. ER 30 and Ch. ER-MRS 30, Wis. Adm. Code; related to “senior manager pay system.”

Career executive incumbent employee: A person who occupies a career executive position and is included in the career executive program. Also referred to
as “incumbent career executive.”

Career executive position: A position formally designated by the Administrator of DPM to be included in the “career executive program.” DPM maintains a
list of all of these positions and of all employees occupying such positions who are in the career executive program either through appointment or by opting
into the program. A position in the “career executive program” is primarily “administrative in nature.” Positions in the “career executive program” are
entitled to greater annual leave provisions than are provided for other classified positions. See

s. 230.24, Wis. Stats; Ch. ER 30 and Ch. ER-MRS 30, Wis. Adm. Code; related to “senior manager pay system.”

Career executive program: A program developed by the Division of Personnel Management, by rule, that emphasizes excellence in administrative skills in
order to: (1) provide agencies with a pool of highly qualified executive candidates; (2) provide outstanding administrative employees a broad opportunity for
career advancement; and (3) provide for the mobility of such employees among the agencies and units of state government for the most advantageous use of
their managerial and administrative skills. See s. 230.24, Wis. Stats.; Ch. ER 30 and Ch. ER-MRS 30, Wis. Adm. Code; related to “senior manager pay system.”

Career executive reassignment: The permanent appointment by the appointing authority of a career executive within the agency to a different career
executive position at the same or lower classification level for which the employee is qualified to perform the work after being given the customary
orientation provided to newly hired workers in such positions. See s. ER-MRS 30.07, Wis. Adm. Code.

Career executive transfer: The permissive appointment of a career executive incumbent to a different career executive position assigned to a class having
the same or counterpart pay rate or pay range as a class to which the employee’s current position is assigned. See ss. ER-MRS 30.08 and ER-MRS 1.02(33), Wis.
Adm. Code.

Career ladder: A non-technical term used to refer to a formal or informal pattern of typical or logical career movements for an employee. Career ladders
often involve movement between bargaining units, e.g., movement into a professional position from a technical position in a related field, or into
nonrepresented positions, e.g., supervisory or management positions. The means of movement would be transfer or promotion rather than reclassification. A
formalized career ladder may exist in areas with multiple classification levels, a classification series consisting of entry, developmental, journey, and senior
levels. Related to “classification series” and “progression.”



Catastrophic leave: A program that allows employees to donate specified types and amounts of leave to employees who have been granted unpaid leaves of

absence for catastrophic need. While some employees who are eligible to receive contributions of paid leave under this program may be on authorized state

or federal family or medical leave, the determination of catastrophic leave is entirely separate from those laws and should not be confused with them. See s.
ER 18.15, Wis. Adm. Code; and WHRH Ch. 660.

Catastrophic need: An illness or injury that incapacitates or is expected to incapacitate an employee or an employee’s family member that requires the
employee to take time off from work for an extended period of time and that creates a financial hardship for the employee (unless defined differently under
the applicable collective bargaining agreement). See s. 230.35(2r), Wis. Stats., and s. ER 18.15(1)(a), Wis. Adm. Code.

Cease and desist order: An order issued by a court or administrative agency ordering that a particular activity be stopped.

Census Identifier Code (CIC): Used to extract race and gender information for Affirmative Action purposes.

Centralization: The extent to which policy determination and administration practices are controlled, usually by a central work group, across organizational
units. The degree of centralization or decentralization depends on the style, culture and compensation strategy of an organization’s management.

Certification: (1) Authorization by the Director of the Division of Merit Recruitment and Selection (or the agency head, if delegated), that the names of
applicants on a register are qualified to compete for a civil service job. (See also “expanded certification.”) (2) The process used to determine the number
and names of qualified candidates from the employment register to the next step of the selection process according to the certification rules established for
the type of position or for a specific position vacancy.

Certification request: The electronic or paper form that identifies a vacant position and is updated with hire information upon a person’s appointment to the
position (Form DOA-15313).

Certification rule: Number of names which the appointing authority wants certified from the appropriate register.

Certification Rule—EPP: Under the Entry Professional Program, the supervisor of the vacancy identifies the number of candidates he/she would like to be
referred to the interview.

Certified Registrants: All registrants who meet the certification parameters (e.g. interested in employment in the geographical area of the vacancy; possess
special qualification required by the position.)



C.F.R.: Code of Federal Regulations.

Charge: A document filed by an employee, an employer, a union, or an individual alleging that an unfair labor practice has been committed. Related to
“unfair labor practice.”

Charter: Person who keeps the record on the flip chart. From Wisconsin Employment Relations Commission consensus training.

Check-off: A union security provision that allows union dues to be deducted by the employer from the pay of union members. The employer then delivers the
dues to the union on a scheduled basis.

Chief: The individual responsible for all activities in a section which is the first subdivision of a Bureau. Same as “section chief.”

Child: A biological, adopted, or foster child, a stepchild, a legal ward, or a child of a person standing in loco parentis, who is either under age 18, or age 18 or
older and incapable of self-care because of a mental or physical disability or serious health condition. See WHRH Ch. 724 for the federal Family and Medical
Leave Act (FMLA) and Wisconsin Family and Medical Leave Act (WFMLA) definitions.

Christian Science practioner: Christian Science practitioners listed with the First Church of Christ, Scientist in Boston, Massachusetts; a Christian Science
practitioner residing in this State who is listed as a practitioner in the Christian Science journal. See WHRH Ch. 724 for the federal Family and Medical Leave
Act (FMLA) and Wisconsin Family and Medical Leave Act (WFMLA) definitions.

Civil service: All offices and positions of trust or employment in the service of the State, except offices and positions in the organized militia.
Civil service score: A score which is converted from the raw score to a civil service scale, with a passing point of 70 and a maximum of 100.

Civil Rights Act: Title VII of the Civil Rights Act of 1964 prohibits discrimination in all aspects of employment when that discrimination is based on race, color,
religion, national origin or sex. It is unlawful for employers to segregate or classify employees based on the above so that they are adversely impacted. The
act was amended in 1991 to clarify prior legislation and authorize compensatory and punitive damages and jury trials in Title VII cases where plaintiffs allege
and prove intentional illegal discrimination. Related to “adverse impact,” “Age Discrimination in Employment Act of 1967,” “Americans with Disabilities Act
of 1990,” “discrimination,” “disparate treatment,” and “Equal Employment Opportunity Commission.”

Class or classification: A group of positions sufficiently alike in respect to their duties and responsibilities to justify common treatment in the various
employment processes. See s. 230.09, Wis. Stats.; similar to “allocation pattern” and “job grade.”



Classification code: A unique set of digits assigned to each classification used in personnel/payroll data processing to identify class title, pay schedule and
pay range. See Alphabetical Listing of Classifications.

Classification method of job evaluation: A nonqualitative form of job content evaluation that compares jobs to predefined class specifications established for
each classification and pay range. Positions are placed in whichever classification best describes them. Related to “allocation pattern,” “best fit,”
“classification specification,” “job specification,” and “majority of time.”

Classification plan: “The classification plan for all positions in the classified service is made up of classes described in class specifications and assigned to pay
rates or ranges in accordance with the provisions of
s. 230.09(2)(b), Wis. Stats. For the purpose of chs. ER 1 to 45, class and classification are synonymous.” See s. ER 2.01, Wis. Adm. Code.

Classification series: A group of related classes where work assignments involve a common field of activity, but there exists a difference in the complexity of
duties and levels of responsibilities. Related to “Career Ladder.”

Classification/class title: *“(1) The administrator shall ascertain and record the duties, responsibilities and authorities of, and establish grade levels and
classifications for, all positions in the classified service. Each classification so established shall include all positions which are comparable with respect to
authority, responsibility and nature of work required. Each classification shall be established to include as many positions as are reasonable and practicable.
In addition, each class shall: (b) Be designated by the same official generic title. The official titles of classes so established shall be used in all reports and
payrolls and in all estimates requesting the appropriation of money to pay employees. (c) Be so constituted that the same evaluated grade level within a pay
schedule can be applied to all positions in the class under similar working conditions. (d) Where practical, be included in a series to provide probable lines of
progression. See s. 230.09(1)(b)(c)(d), Wis. Stats., s. ER 2.03(1), Wis. Adm. Code; Alphabetical Listing of Classifications; same as “job title,” related to
“allocation pattern.”

Classification/official class subtitle: A second explanatory title determined by the Administrator of DPM which is used to identify positions whose duties
distinguish them from other positions in the same class in terms of the qualifications required for successful performance in the position. Personnel processes
such as recruitment, hiring above the minimum, assessment, certification, or layoff, may be based on both the class title and official subtitle. See s. ER
2.03(2), Wis. Adm. Code; similar to “subtitle.”

Classification series: A grouping of related class titles, usually designated by a multiple number of levels, such as denoted by 1, 2, 3, 4, etc., or entry,
developmental, journey, senior, etc. A classification series can be non-progression or progression or a combination of both. For example, Payroll and Benefits
Specialist 1-5 is a non-progression classification series. Payroll and Benefits Specialist-Conf. and Payroll and Benefits Specialist -Adv-Conf. is a different, non-
progression classification series. Also see Progression series below.



Classification specification: A written definition that serves as the basic authority for the assignment of positions to a classification. See s. ER 2.04, Wis.
Adm. Code; related to “allocation pattern,” “definition statement,” “exclusion statement,” “inclusion statement,” “job specification,” and “representative
position.”

Classified employee: An employee included in the classified service comprised of all positions not included in the unclassified service. See ss. 230.08(3) and
230.09(2)(a), Wis. Stats.

Classified service: The classified service comprises all positions not included in the unclassified service. See ss. 230.08(2) and (3)(a), Wis. Stats.
Closed shop: An arrangement whereby an employer is required to hire union members only. The closed shop is illegal under federal and state statutes.

Close supervision: Implies that the work is performed according to detailed instructions and that supervision is available on short notice. Contrast with
“general supervision” and “limited supervision.”

Coefficient alpha: A general reliability coefficient based on the variance of scores on individual items or test parts or raters.

Cognitive exam: A “knowledge” test or other test of mental ability, e.g., multiple-choice, true/false, and essay exams. The exam must be proctored and
monitored for security reasons.

Collective bargaining: “The performance of the mutual obligation of the state as an employer by its officers and agents, and the representatives of its
employees, to meet and confer at reasonable times, in good faith, with respect to the subjects of bargaining provided in s. 111.91(1), [Wis. Stats.] with
respect to public safety employees, and to the subjects of bargaining provided in 111.91(3), [Wis. Stats.] with respect to general employees, with the intention
of reaching an agreement, or to resolve questions arising under such an agreement. The duty to bargain, however, does not compel either party to agree to a
proposal or require the making of a concession. Collective bargaining includes the reduction of any agreement reached to a written and signed

document.” See s. 111.81(1), Wis. Stats; related to “blue flu,” “boycott,” “concerted activity,” “escalator clause,” “National Labor Relations Act of 1935,
“picketing,” “red flu,” *“sitdown strike,” ’slowdown,” “strike,” “sweetheart contract,” “sympathy strike,” “white flu,” and “zipper clause.”

Collective bargaining agreements: Agreements between employee groups and employers detailing pay and work conditions including wages, working hours,
vacation, and holiday entitlements, termination of service provisions, and sometimes benefit entitlements. Related to “escalator clause,” “sweetheart
contract,” and “zipper clause.”

Comparable position: A position which is at the same or counterpart level or pay range as the position under discussion.



Comparable worth: The doctrine that men and women who perform work of the same “inherent value” should receive similar levels of

compensation. According to this doctrine, jobs have an inherent value that can be compared across jobs of quite different content. Those accepting this
position maintain that women performing jobs of comparable worth to those performed by men should be paid the same as men, excepting allowable
differences (for example, seniority). Note, see Equal Pay Act. Similar to “equal pay for equal work.”

Compensable factor: Any factor used to provide a basis for judging job value to create a job worth hierarchy (job evaluation). The generic compensable
factors established by the Equal Pay Act of 1963 are skill, effort, responsibility, and working conditions.

Compensable factor degree: In quantitative job evaluation plans, measurement scales or “yardsticks” that identify specific levels or amounts of a
compensable factor. Usually, there are five to seven degrees for each factor.

Compensable factor weight: The percentage weight or “influence” a single compensable factor has in a quantitative job evaluation plan.

Compensation reserve: (1) General Purpose Revenue (GPR) funds allocated in the biennial Budget Bill to fund the following: certain wage adjustments, along
with the associated fringe rate cost, provided through collective bargaining agreements, nonrepresented Compensation Plan, or the University of Wisconsin pay
plan,and the projected additional cost of the State’s contribution towards other fringe benefit costs, including pension contributions or group health insurance
premiums. Related to “general purpose revenue” and “parameter.”

Compensation strategy/philosophy/policy: The principles that guide the design, implementation and administration of a compensation program. The
strategy ensures that a compensation program, consisting of both pay and benefits, supports the mission, goals and business objectives. It may also specify
what programs will be used and how they will be administered. The philosophy ensures that a compensation program supports the culture. The policy ensures
that a compensation program carries out the compensation strategy while supporting the compensation philosophy.

Compensatory Time Credits: Paid time off the job which is earned and accrued by an employee in lieu of immediate cash payment for employment in excess
of the statutory hours for which overtime compensation is required by Section 7 of the FLSA.

Competency: A behavior, attribute, or skill which is a predictor of personal success.

Competition: Competition means opening a position to other candidates. If it is determined that a filled position should be opened to other candidates, the
position may be filled through many different transaction types such as promotion, transfer, demotion, reinstatement, etc. Competition is not synonymous
with competitive assessment, but can include the competitive assessment process or hiring an internal employee who is eligible to transfer, demote, or
reinstate into the position. An incumbent, in a position that is determined to be new, does not have rights to the position. Rights can include contractual
transfer rights and layoff rights. Refer to WHRH Ch. 370, section 060 for more detailed information on competition and descriptions of situations requiring



the processing of certification requests. Related to “demotion,” “layoff,” “promotion,” “reinstatement,” and “transfer,” contrast with *“reallocation” and
“reclassification.”

Competitive assessment: Method of evaluating an applicant’s ability to perform the duties of the job.

Competitive pay policy: The strategic decision about which labor markets to use as comparison groups, and how to set pay levels with respect to those
groups. Similar to “pay policy” and “pay policy line.”

Complexity: The difficulty inherent in performing the work often measured by both the variety of worker activities (number and related or unrelated) and the
type (simple, singular, recurring, predictable, non-controversial, etc., vs. intensive, multifaceted, sporadic, unpredictable, controversial, etc.). Complexity is
frequently influenced by or interacts with scope. Related to “accountability,” “breadth,” “depth,” “discretion,” “impact of work,” “Knowledge, Skills, and
Ability,” “point factor system,” ““scope,” and ““survey.”

Compression: Pay differentials considered inequitable. The term may apply to differences between (1) the pay of supervisors and subordinates, (2) the pay
of experienced and newly hired personnel of the same classification, or (3) pay-range midpoints in successive job pay ranges or related jobs across pay
structures. Related to “internal equity” and “parity.”

Concerted activity: Actions taken by more than one employee that include, but are not limited to, collective bargaining, strikes, boycotts and
picketing. Related to “blue flu,”, “boycott,” *“collective bargaining,” ’job action,” “picketing,” “red flu,” *“sitdown strike,” ”’slowdown,” “strikes,”
“sympathy strike,” and “white flu.”

Conciliation: Attempts by a neutral party to reconcile opposing viewpoints in a labor dispute in order to help the parties come to a voluntary
settlement. Similar to “arbitration,” * fact finding,” and “mediation;” related to “award” and “impasse.”

Confidence intervals: A confidence interval provides a range of values around that estimate to show how precise the estimate is. The confidence level
associated with the interval, usually 90 percent, 95 percent, or 99 percent, is the percentage of times in repeated sampling that the intervals will contain the
true value of the unknown parameter. Confidence intervals may be used in adjusting passing points or defining bands for a set of scores.

Confidential: Any state employee who is privy to confidential matters affecting the employer-employee relationship, as well as employees of the WERC. To
be considered confidential and excluded from the bargaining unit, an employee must have any of the following: (1) access to, knowledge of, or participation
in confidential matters related to labor relations; (2) use of and access to files pertaining to labor contract negotiations, employee grievances, disciplinary

actions, or contract interpretation; or (3) duties and responsibilities related to the employment process in which the employee is privy to such information as



possible organizational and staffing changes. See s. 111.81(7)(a), Wis. Stats.; WHRH Ch. 324; contrast with “represented position,” similar to “exclusion” and
“nonrepresented.”

Considerable difficulty: Refers to duties which require independent judgment; many factors must be considered and weighed before a decision can be
reached. Usually positions requiring the planning, development, or coordination of activities or programs or part thereof and the direction or coordination of
employees fall into this category.

Consolidated Omnibus Budget Reconciliation Act of 1985 (COBRA): Requires employers of 20 or more employees to offer employees and their dependents
certain health insurance continuation rights if the employee is terminated, laid off, or has his or her hours reduced so that he or she no longer meets the
eligibility requirements for health insurance coverage. If any of these events occur, the employee or dependents can choose to continue health care coverage
for 18 months at the employer’s group premium rate plus 2 percent administration costs.

Constructive discharge: Actions of an employer, or employer’s representative, which intentionally or unintentionally made an employe’s job so unbearable or
onerous that the employee reasonably believes he or she has only two options: (1) to accept a personally extremely adverse situation or (2) resign.

Consultant: A recognized expert in a particular field of endeavor who engages predominantly in providing advice and assistance to those who seek his or her
services. A consultant develops, demonstrates, and recommends new methods, projects, and ideas rather than simply disseminating information or training.

Consumer Price Index (CPI): An indicator of the cost of living published by the Bureau of Labor Statistics, U.S. Department of Labor. It is an indicator of the
changing purchasing power of the dollar. Specifically, it measures price changes of items in a fixed “market basket” of goods and services purchased by a
hypothetical average family.

Continuing treatment by a health care provider: See WHRH Ch. 724 for the federal Family and Medical Leave Act (FMLA) and Wisconsin Family and Medical
Leave Act (WFMLA) definitions.

Continuous recruitment: Positions with multiple vacancies and continuous hiring. Job announcements have no deadline or “apply by” date.

Continuous service: All the time in continuous employment status, as defined in s. ER 18.01(3) and computed under s. ER 18.02(2), in the unclassified service
or as a permanent employee in the classified service. Continuous service does not include time served in limited term employment and in those positions
under s. 230.08 (2)(j) and (k), Wis. Stats., regarding youth camps and students, respectively. Frequently confused with “adjusted continuous service” and
“credible service.” See s. ER 1.02(6), Wis. Adm. Code; WHRH Ch. 732; related to “adjusted continuous service date.”



Contract cost: The estimated total cost of economic adjustments (wages and benefits) over a biennium. The cost may be expressed as GPR costs or “all
funds.” The fiscal estimate is required by state law for any statutory proposals and tells how much a proposal is estimated to cost or save the state in dollar
terms. As it relates to state employee collective bargaining agreements and to compensation plan recommendations, the fiscal estimate reports the fiscal
effect of economic adjustments that are supplemented from the Compensation Reserve. Same as “fiscal estimate,” related to “all funds cost,” “all funds
with fringe cost,” “costing,” and “variable fringe rate.”

Contractual transfer: The lateral movement of an employee from one position to another in accordance with transfer provisions established in the applicable
collective bargaining agreement. Contrast with “administrative transfer;” same as “mandatory transfer” and *““union transfer;” related to “transfer.”

Control point: The point within a salary range representing the desired pay for a fully qualified, satisfactory performer in a job or group of jobs at a given
time (usually the midpoint of the salary range). Related to “mid-point.”

Conviction Record: “Includes, but is not limited to, information indicating that an individual has been convicted of any felony, misdemeanor or other offense,
has been adjudicated delinquent, has been less than honorably discharged, or has been placed on probation, fined, imprisoned, placed on extended
supervision or paroled pursuant to any law enforcement or military authority.” s. 111.32(3), Wis. Stats.

Correlation: A measure of the strength of relation between two raters or variables, most frequently obtained by computing a Pearson Product-Moment
correlation or Pearson r.

Cost of living adjustment (COLA): An adjustment made in wages that corresponds with a change in the cost of living. Although some people consider the
typically annual wage increases provided to state employees to be “cost of living” increases, they are not directly or perfectly related to the changes in the
cost of living. Related to “escalator clause.”

Cost of the first year in the second year: The projected cost to be incurred and charged against the compensation reserve during the second year of a
biennium for economic adjustments effective during the first year of the biennium. Same as “first year in second year cost.”

Costing: The process of estimating the immediate and biennial cost to the state of the wage and benefit adjustments to employees. Related to *“all funds
cost,” “all funds with fringe cost,” *“contract cost,” “fiscal estimate,” *“variable fringe rate,” “frozen payroll data,” and “lift.”

Counterpart pay ranges: “Pay ranges or groupings of pay ranges in different pay schedules which are designated by the administrator to be at the same level
for purposes of determining the appropriate personnel transactions.” See ER 1.02(7), Wis. Adm. Code; contrast with “higher pay range” and “lower pay
range;” related to “administrative transfer.”



Covered employment: Employment that results in the accrual of leave credits pursuant to s. 230.35, Wis. Stats.

Creditable service: The creditable current and prior service, expressed in years, for which an employee participating in the Wisconsin Retirement System
receives or is considered to receive earnings under the Wisconsin Retirement System. Frequently confused with *““continuous service” and “adjusted
continuous service.” See s 40.02(17), Wis. Stats.

Criminal Background Check: Collection and review of an individual’s pending charges or conviction record substantially related to the position. Under no
circumstances will information related to an arrest be used in making an employment decision.

Criminal Charge: A criminal complaint, information, or indictment filed in a state, federal, tribal or international court of law.

Criteria: Measures which are established and by which other factors may be judged. Related to “Factor Evaluation System,
“factor weight.”

“factor comparison system” and

Critical recruitment: “The director may designate classifications in which applicants are in critically short supply and may develop such recruitment,
assessment and certification processes as will provide agencies with prompt certification when qualified applicants can be found, provided that due notice has
been given and proper competitive standards have been maintained.” See s. 230.21(2), Wis. Stats.; s. ER-MRS 6.12, Wis. Adm. Code.

Cuban/Haitian Entrant: Status accorded (1) Cubans who entered illegally or were paroled into the United States between April 15, 1980, and October 10,
1980, and (2) Haitians who entered illegally or were paroled into the country before January 1, 1981. Cubans and Haitians meeting these criteria who have
continuously resided in the United States since before January 1, 1982, and who were known to the INS before that date, may adjust to permanent residence
under a provision of the Immigration [Reform] and [Control] Act of 1986.

Current (Employment) Opportunities Bulletin (COB): An official publication of the State of Wisconsin, Office of State Employment Relations, accessible both
in hard-copy form and electronically, which announces job openings in Wisconsin civil service and in some local governments. COBs typically list job
opportunities for which both state and non-state employees may apply, and promotional and transfer opportunities for existing state employees. (Publication
was discontinued in 2013.)

Customary Orientation and Training: Work unit policies and procedures. An individual is considered qualified to perform the work with “customary
orientation and training” if the individual currently possesses the basic knowledge, training or experience to successfully perform the work immediately upon
appointment after a short introduction to work unit policies and procedures. This orientation and training period is usually completed in less than six weeks.
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Data processing unit code (DP): A code designating the data processing unit to which a class belongs. A code whose primary purpose is to identify to which
group a classification is affiliated for purposes of coverage under the state employment relations act. The DP unit code also is used to determine coverage
under the Compensation Plan’s overtime provisions. The DP Unit code indicates whether a classification is considered part of a potential or existing bargaining
unit and whether it is considered professional or non-professional. See s. 111.825(1), Wis. Stats.; and Alphabetical Listing of Classifications.

Decertification: The withdrawal of a union’s designation as exclusive representative of employees. This usually occurs after employees vote the union out.

Declined Offer (DO): A report of action on a certification; the individual was offered the position but he/she declined.
Default Scoring: This function allows the user to set up scoring criteria that will be applied to multiple parts and/or items within the assessment structure.

Definition statement: A broad and brief description of the duties of the class or series, the purpose in performing these duties, the work output, and the
organizational location or work setting in which the class is found. This description should include the occupation or field within which the work takes place.
Related to “allocation pattern,” “classification specification,” “exclusion statement”, “inclusion statement,” and “job specification.”

Delegation: The DPM Administrator and the Bureau of Merit Recruitment and Selection (BMRS) Director may allocate “delegation” to agencies for the purpose
of determining personnel transaction decisions. A formal agreement must be developed between DPM or BMRS and the agency, and signed by both agency
heads or BMRS Director, for those classifications or circumstances the agency will be “delegated.” Agencies must use existing rules and regulations for
decision making, they may not develop different or new allocations or interpretations. DPM is ultimately responsible for delegated classifications and
transactions and will monitor the delegated transactions. See ss. 230.04 and 230.05(2)(a), Wis. Stats.; WHRH Chapters 248, 314, 334, 370 and 772; contrast
with “nondelegated.”

Delegation for Staffing: BMRS has delegated authority for staffing activities to the agency. Delegation agreements include all classifications unless
specifically excluded in the agreements. Multiple choice exams, HR management level positions, attorney and chaplain positions generally are not
delegated. See WHRH Chapter 248.

Demotion: “The permanent appointment of an employee with permanent status in one classification to a position in a classification lower than the highest
position currently held in which the employee has permanent status in class, unless excluded under s. ER-MRS 17.02, Wis. Adm. Code. A ‘demotion’ can be



voluntary or involuntary.” (See also “involuntary demotion” and “voluntary demotion.”) See ss. 230.28(1)(d) and 230.34, Wis. Stats; s. ER 1.02(8), Wis. Adm.
Code; similar to “downgrade;” related to “layoff.”

Depth: One of the traditional measures of scope which focuses on intellectual understanding or competence necessary to perform the work (i.e., type and
amount of specialized knowledge, skills, and abilities, which might range from superficial to comprehensive). Related to “accountability,” “breadth,”
“complexity,” “discretion, point factor system,” *“scope,” and “survey.”

impact of work,” “Knowledge, Skills, and Abilities,

Deputy: A position serving in a line capacity with authority to administer all of the program areas within an organizational unit and to which all other program
employees are subordinate. The deputy “shares” responsibility and accountability for the program with the program head. By definition, there can be only
one deputy per program (i.e., for each director of a program there can be only one deputy director for that same program). Depending on the size,
complexity and diversity of the program, there may be one or more “assistant” directors. Contrast with “assistant administrator.”

Description (item): A textual description of an assessment item.

Description (part): A textual description of the assessment part.

Detail Item Number: The number of the item in the assessment, i.e., where it falls within the sequence of items.

Detail Part Number: The number of the part in the assessment; i.e., where it falls within the sequence of parts.

Developmental level: An intermediate progression level between the entry and objective levels within in a classification series. At a developmental level,
the employee is given progressively more complex assignments and/or receives decreasing levels of supervision compared to that at the entry level. This
process enables the employee to develop the competence necessary to independently perform the full range of job duties at the objective level. Contrast

with “advanced level,” “entry level” and “objective level.”

Diary/log: A method for gathering detailed information about a job by asking an employee to maintain a diary or log of his or her activities for a specified
period of time.

Dictionary of Occupational Titles (DOT): A comprehensive body of standardized occupational information that groups jobs into “occupations” based on their
similarities. The DOT defines the structure and content of all listed occupations utilizing uniform occupational language to compare and match the
specifications of employer job openings and the qualifications of applicants who are seeking jobs.



Different Capacity: A different general occupational category than the regular employment. The duties and other factors contained in the definitions of the
3-digit categories of occupations in the Dictionary of Occupational Titles are used as a guide in determining whether the occasional or sporadic employment is
in a “different general occupational category” than the regular employment.

Differential pay: A type of supplemental pay, typically paid when working certain days or certain time periods. Similar to “add-on pay,” “night differential,”
“on-call pay,” “premium rate,” “pyramiding,” “responsibility pay,” “shift differential,” “supplemental pay” and “weekend differential.”

Direct observation: A job analysis technique that involves the direct observation of employee(s) actually performing work in order to understand job
content. The method is typically used for highly repetitive production jobs.

Directly Related to Management Policies or General Business Operations: Describes those administrative operations of significant importance to a business,
as distinguished from production, including the work performed by employees engaged in, for example, advising the management, planning, negotiating,
representing the organization, purchasing, promoting sales and business research and control.

Director: “The principal subunit of the division is the “bureau’. Each bureau shall be headed by a “‘director’.” See s. 15.02(3)(c)(2), Wis. Stats.; same as
“bureau director.” ALSO: The director of the Bureau of Merit Recruitment and Selection. See s. 230.03(9e), Wis. Stats.

Disability: Under the Americans with Disabilities Act of 1990 (ADA), a physical or mental impairment that substantially limits one or more of the major life
activities of an individual. A disability is said to exist when record is made of such an impairment or the employer regards the employee as having such an
impairment. Related to “Americans with Disabilities Act of 1990,” and “Vocational Rehabilitation Act of 1973.”

Disabled: An individual who, under s. 111.32(8), Wis. Stats.,: (@) has a physical or mental impairment which makes achievement unusually difficult or limits
the capacity to work, (b) has a record of such an impairment, or (c) is perceived as having such an impairment.

Disabled Eligibility (DEL): Waiver of an assessment for certain individuals with disabilities. In general, a determination is made that the assessment process,
even with special accommodations, would not be an accurate assessment of the person’s abilities. All DEL are certified. Must be approved by BMRS.

Disabled Expanded Certification (DEC): A special Affirmative Action program that allows for certification of additional registrants based on their inclusion in
the Disabled Expanded Certification program, giving them an increased opportunity to be interviewed for jobs in state government. To be eligible for the
program, a person shall have a permanent physical or mental impairment which substantially limits the major life activity of working.

This has a limit of three.

Disabled veteran: “A veteran who has a service-connected disability.” See s. 230.03(9m), Wis. Stats.



Discharge: “An employee with permanent status in class or an employee who has served with the state as an assistant district attorney or an assistant state
public defender for a continuous period of 12 months or more may be removed, suspended without pay, discharged, reduced in base pay or demoted only for
just cause.” See s. 230.34(1)(a), Wis. Stats.

Disclaimer statement: A provision in a job description that states that job descriptions typically do not specify every duty or responsibility that an employee
may be asked to perform; such as “May perform other duties as required.” Related to “job description” and “position description.”

Discrete: A type of performance cycle in which the performance of the incumbent is limited to a defined performance period without any connection to past
or future performance periods.

Discretion: Identifies the application of available regulations, guidelines, established policies, procedures and methods and the degree to which these
standards must be incorporated into the activities being carried out by the position. The freedom or authority to make decisions and choices. Related to
“accountability,” “breadth,” “depth,” “complexity,” “impact of work,” “Knowledge Skills and Abilities,” “point factor system”, “scope,” and “survey.”

Discretion and Independent Judgment (i.e., Duty and Discretion Test): Involves the comparison and evaluation of possible courses of conduct and acting or
making a decision after the various possibilities have been considered. The term implies that the person has the authority or power to make an independent
choice, free from immediate direction or supervision and with respect to matters of significance. This should not be confused with the use of skill in applying
techniques, procedures, or specific standards and does not apply decisions relating to matters of little consequence.

Discretionary Compensation Adjustment (DCA): The discretion the appointing authority has to provide economic recognition for significant and permanent
changes in job duties, increased competencies, or to address pay equity or retention needs. (This is a historical term that is no longer used.)

Discretionary Compensation Performance Recognition Awards (DCPRA) and payments: Rewarding employees for meritorious performance with base pay
increases (DCPRA) and/or lump sum payments (Discretionary Compensation Performance Recognition Payments) throughout the fiscal year. (This is a historical
term that is no longer used.)

Discrimination: “Unlawful actions or practices which constitute unequal or different treatment of, or create an unequal or different effect on an individual or
group of people, on the basis of age, race, creed or religion, color, handicap, sex, marital status, national origin or ancestry, political affiliation, arrest or
conviction record, sexual orientation, or other bases specified under subch. Il of ch. 111, Stats. Disparate treatment of employees is based on factors not
related to qualifications, skills, or performance.” See s. ER 1(9), Wis. Adm. Code; Related to “AA,” “ADA,” “ADEA,” “adverse impact,” “disparate treatment,
“EEOC.”



Disparate impact: The result of an employer’s action or policy which appears neutral and is not unlawful on its face, but affects more harshly one or more
classes of employees.

Disparate treatment: Discrimination within the meaning of Title VII of the Civil Rights Act of 1964 can take many forms. It can occur when an employer or
other person subject to the Act intentionally excludes individuals from an employment opportunity on the basis of race, color, religion, sex, or national

origin. Evidence of exclusion need not be embodied in respondent’s employment policies or practices however. Whenever similarly situated individuals of a
different race, sex, religion, or national origin group are accorded disparate treatment in the context of a similar employment situation, it is reasonable to
infer, absent other evidence, that discrimination has occurred. The presence of a discriminatory motive can be inferred from the fact that there were
differences in treatment. Related to “adverse impact,” “Affirmative Action,” “Age Discrimination in Employment Act of 1967,” “Americans with Disabilities
Act of 1990,” “Civil Rights Act,” “discrimination,” and EEOC. See the Wisconsin Fair Employment Ac, which includes “sexual orientation” in its definition of
“disparate treatment.”

Displacement: A process whereby an employee with permanent status in one classification and who is faced with no other alternatives to layoff (i.e., transfer
or demotion to a vacant position) is allowed to replace an employee in a filled position in a lower level classification or a lateral, comparable
position. Displacement is commonly referred to as “bumping.” Displacement was removed as an alternative to layoff with 2015 Wisconsin Act 150.

Division administrator: The principal subunit of the department is the “division.” Each division shall be headed by an “administrator.”. See ss. 15.01 and
15.02(3), Wis. Stats.; same as “administrator.”

Docking: Deducting from the pay of an employee an amount of money equal to a penalty imposed. Employees may be docked for violating rules regarding
absenteeism, tardiness, and other employee actions. Docking pay for nonexempt employees must be done in accordance to the Fair Labor Standards Act
regulations. Related to “exempt,” “Fair Labor Standards Act,” “garnishment,” “hours of work,” “nonexempt,” “overtime,” and “salaried employee.”

Donor: Any person meeting the eligibility requirements under s. ER 18.15(3), Wis. Adm. Code, unless defined differently under the applicable collective
bargaining agreement. To be an eligible donor, an employee will (a) be an eligible donor under a catastrophic leave program under a collective bargaining
agreement under subch. V of ch. 111, Wis.Stats., or (b) 1. Complete the first six months of service as a permanent classified, project or unclassified employee
and 2. Have at least one year of continuous service. See s. ER 18.15(1)(b), Wis. Adm. Code, WHRH Ch. 660, section 060.

Downgrade: A systematic process of demotion, often caused by a reduction of operations, usually performed without prejudice on the part of the employees;
or on a reclassification or reallocation downward. Similar to “demotion.”

Downsizing: Reducing the size of the work force. Related to *“attrition,”, “bumping,” and “layoff.”



Earnings: As used in the context of collective bargaining, any wages or lump sum payments made to an employee that fall under the definition of “earnings”
for the Wisconsin Retirement System (WRS). Depending on individual circumstances, WRS earnings are not necessarily the same as “income” for tax or benefit
purposes. Designation of a lump sum amount as “earnings for purposes of benefits” may result in the recomputation of any benefits that are based on a rate
of pay, e.g., retirement annuity, income continuation insurance, etc., for the period used to compute the lump sum payment. See s. 40.02(22), Wis. Stats.;
related to “lump sum.”

Economically disadvantaged individual: An individual whose circumstances are such that the individual meets specific criteria for participation in federal,
state, or local governmental programs available to the unemployed, underemployed, or whose family income is at or below the poverty level as determined by
federal or state standards.

Effective date: (1) The beginning of the pay period following the date on which an official request for reclassification is effectively received within an
agency; (2) the date on which increases in wages go into effect; or (3) for contracts, the first pay day of the first pay period following the effective date of the
contract.

Effective date of termination: The date of the employee’s resignation as determined under Chapter ER 21, Wis. Adm. Code, or the date specified by the
appointing authority for involuntary termination. In either case, the effective date of termination should be, but need not always be, the day the employee
was last physically present for work or the last day of an employee’s approved paid or unpaid leave of absence. Temporary layoff is treated as a leave of
absence.

Effective receipt: “The date a recommendation is received by the office within the agency that has been delegated, in writing, effective receipt authority by
the appointing authority.” See Comp. Plan, Sec. | 3.00(2) and WHRH Ch. 370.

Eligibles: Those applicants for employment who have achieved a passing grade and are therefore eligible for further consideration at the next step of the
hiring process.

Emergency Response Activity: Rescue work and ambulance services, and the dispatching of emergency vehicles and personnel.



Employee: Any person who receives remuneration for services rendered to the state under an employer-employee relationship. See ss. 111.81(7) and
230.08(3), Wis. Stats.; ss. ER-MRS 1.02(6) and ER 1.02(10), Wis. Adm. Code; Comp. Pan, Sec. A 1.00(a); same as “incumbent” and “subordinate.”

Employee assistance programs (EAP): Programs that provide counseling or referral services to employees. Services vary by agency, but include assistance
with referrals for chemical dependency and psychological, financial, legal, family, and career problems and protect employee confidentiality. Generally,
participation is voluntary unless a mandatory management referral is made.

Employee benefits: A collection of non-cash compensation elements, including but not limited to income protection, health coverage, retirement savings,
vacation, and income supplements for employees, provided in whole or in part by employer payments. Related to “holidays,” “i pay for

inside payroll costs,
time not worked,” “sick leave,” “statutory benefits,” and “Travel Schedule Amounts;” similar to “fringe benefits” and “time off with pay.”

Employee contributions: Payments made by an employee to fund a specific benefit, thereby defraying part or all of the employer’s cost.

Employee development and training plan: *“The aggregate policies, procedures and activities that are designed and established to meet the training and
development needs of employees.” See s. ER 44.02(2,) Wis. Adm. Code.

Employee participation: Actual voluntary participation in an employee benefits plan.

Employee Retirement Income Security Act of 1974 (ERISA): A broad federal statute designed to provide uniform standards for employee benefit plans,
particularly welfare and pension plans. In designing or administering any employee benefit program, it is critical to know whether the program is an
“employee benefit plan” subject to regulation by ERISA.

Employing unit: “[A]n agency or a functional, organizational or geographic unit within the agency which has been approved under s. 230.30, Wis. Stats., for
the agency to use for any one or combination of the following: promotion, demotion, transfer, reinstatement, restoration, layoff and other related personnel
transactions.” s. ER-MRS 1.02(7), Wis. Adm. Code.

Employment-at-will: A common law rule that the employer is free to fire an employee for any reason—or for no reason at all, and that the employee has
equal right of quitting at any time with or without cause, with or without notice. In the past, there have been exceptions to “at-will”” terminations: (1)
employees covered by the union agreement; (2) employees with individual employment contracts; (3) members of a “protected class” under anti-
discrimination laws; (4) public sector employees, generally considered to have constitutionally protected “property” interest in their jobs and due process
rights; (5) limitations on discharge if it is a violation of public policy; (6) limitations on discharge if breaching an implied contract; and (7) limitations on
discharge if breaching an implied duty of good faith and fair dealing.



Employment Register: A list of candidates who are eligible for certification. For traditional recruitments, register contains civil service score and rank; for
pass/fail assessments the civil service score will normally default to 70. Also see “open competitive register”, “promotional register,” and “related
employment register.”

Employment status: (Unless defined differently under an applicable collective bargaining agreement) The status of a person in the civil service under s.
230.08, Wis. Stats., while in pay status or on: (a) Approved leave of absence without pay; (b) military leave; (c) leave to serve in the unclassified service; (d)
leave of absence due to injury or illness arising out of state employment and covered by worker’s compensation under ch. 102, Wis. Stats., or s. 230.36, Wis.
Stats.; (e) temporary layoff; or (f) layoff prior to July 1, 2016 and subsequent restoration from layoff under s. ER-MRS 22.10 within three years.

Entry level: The first level in a progression classification series. Entry level positions function under close supervision and perform the least complex duties
assigned to that position type for a majority of the time. Employees at the entry level may perform only parts of a process, procedure, or project; perform
the less complex processes, procedures, or projects assigned to that position type; and may function under the direction or mentoring of a more experienced
employee in that occupational area. The level of performance in a position at which the employee applies and develops basic skills in procedures, techniques,
tools, materials, and/or equipment appropriate to the area of specialization. Duties and tasks are standardized. Performs some advanced functions as part of
training development. Resolves routine questions and problems, and refers more complex issues to higher levels. Contrast with “advanced level,”
“developmental level,” and “objective level.”

Entry professional: “The administrator may establish by rule an entry professional class program for use in a wide range of entry professional positions.” See
s. 230.22, Wis. Stats.; Ch. ER 8, Wis. Adm. Code; WHRH Ch. 148.

Entry Professional Program: Program designed to facilitate hiring of entry-level professional employees. Program includes a specific set of classifications for
which candidates generally have academic preparation and little or no work experience. Includes flexible certification rules where the supervisor of the
vacancy identifies the number of people he/she would like to interview.

Equal consideration: All candidates are treated the same from point of certification through the initial hiring process, commonly an employment
interview. What is done for one candidate initially is done for the other.

Equal Employment Opportunity Commission (EEOC): A commission of the federal government charged with enforcing the provisions of the Civil Rights Act of
1964, the Age Discrimination in Employment Act of 1967, the Equal Pay Act of 1963, the Americans with Disabilities Act and other fair employment practices
legislation. Related to “adverse impact,” “Affirmative Action,” “Age Discrimination in Employment Act of 1967,” “Americans with Disabilities Act of 1990,”
“Civil Rights Act,” “discrimination,” and *“disparate treatment.”



Equal Employment Opportunity (EEO)/Affirmative Action (AA) Hiring Action Report: Formerly known as Missed Opportunities Report, it identifies
demographic make-up of the certification list. Flags list where a minority or woman was certified and not hired.

Equal employment opportunity category (EEO CAT): A job category code designating the kind of work performed for affirmative action reporting
purposes. See Alphabetical Listing Of Classifications.

Equal Pay Act of 1963: An amendment to the U.S. Fair Labor Standards Act of 1938 (FLSA) that prohibits sex-related pay differentials on jobs that are
substantially equal in terms of skill, effort, responsibility and working conditions, and that are performed in the same location, except when such differentials
are the result of bona fide seniority, merit- or production-based pay systems, or any other job-related factor other than sex.

Equal pay for comparable work: This doctrine is much broader than the U.S. Equal Pay Act of 1963. In effect, this doctrine moves beyond the four
compensable factors embodied in the Equal Pay Act and specifies that so long as the work performed by women and men in question is comparable, charges of
sex discrimination in pay can be brought under Title VII of the 1964 Civil Rights Act. In Gunther vs. County of Washington, the U.S. Supreme Court allowed
plaintiffs to bring suit on sex discrimination in pay outside the narrow confines of equal work and under the broader confines of *“equal pay for comparable
work”. NOTE: See Equal Pay Act.

Equal pay for equal work: This doctrine, embodied in the U.S. Equal Pay Act of 1963, is intended to protect women from sex discrimination in pay. It reads
that women may not be paid less than men on jobs that are substantially equal in terms of four compensable factors: effort, skill, responsibility, and working
conditions. The intent of the doctrine is that neither women nor men suffer from sex discrimination in pay. Similar to “comparable worth.”

Equivalent position: A position that is virtually identical to the employe’s former position in terms of pay, benefits, and working conditions, including
privileges, perquisites, and status. It involves the same or substantially similar duties and responsibilities, which entail substantially equivalent skill, effort,
responsibility, and authority; a position having equivalent compensation, benefits, working shift, hours of employment, and other terms and conditions of
employment. See WHRH Ch. 724 for the federal Family and Medical Leave Act (FMLA) and Wisconsin Family and Medical Leave Act (WFMLA) definitions.

ER-MRS 27: Administrative rules which authorize the director of BMRS to provide for exceptional methods and kinds of employment, enables the state, as an
employer, to carry out its social, economic and community responsibilities through employment of individuals who are economically disadvantaged or
handicapped, or to meet the needs of the service during periods of disaster or national emergency or to comply with special funding requirement for specific
positions.

Ergonomics: A field of study that evaluates and designs work environments, jobs, tasks, equipment, and processes in relation to human capabilities and
interactions. As a management tool, the effective use of ergonomics can lower medical and workers’ compensation costs, reduce accidents and errors, and
decrease absenteeism and turnover.



Error type: Defaults to standard error of measurement. Users calculating other types of error may enter the results directly into the estimated error field and
identify the applicable type in this field.

Escalator clause: A contract clause that ties wage rates to the cost of living during the period of the agreement. Related to “collective bargaining
agreements,” “cost of living adjustment,” “sweetheart contract,” and “zipper clause.”

Essay examination: Highly structured written examination that uses open-ended and structured rating criteria (benchmarks) to grade responses. Applicants
may be asked to evaluate and respond to hypothetical situations. Essay exams are administered in a controlled environment (exam center or special center)
and are scored by a rating panel of job experts.

Establishment: A distinct physical place of business. Activities conducted at different and separate locations, even though similar or related, generally are
not parts of a single establishment.

Estimated Error: Indicates a value associated with the amount of error in measuring applicants’ knowledge, skills and abilities in the assessment process. The
Standard Error or Standard Error of the Mean is an estimate of the standard deviation of the sampling distribution of means, based on the data from one or
more random samples. Numerically, it is equal to the square root of the quantity obtained when s squared is divided by the size of the sample.

Estimated Test Duration: The estimated amount of time to complete the assessment part. This is typically used for centered assessments.

Exam: See “Examination.”

Exam (Assessment) Item: The lowest level of the assessment structure for which score or response data will be received. Items are contained within
assessment parts.

Exam (Assessment) Item Score: An evaluation for an Item when Scoring Criteria are applied.

Exam (Assessment) Master: Contains information about the assessment, i.e., exam number, assessment title, organization, reuse and retest waiting periods,
the exam versions associated with that exam master, etc.



Exam (Assessment) Master Structure: The structure of the assessment items and parts with the “criteria detail”” identified for each item and part. The
Criteria Detail is inclusive of Detail Item Number, Answer Type, Number of Choices, Correct Answer, Qualification, UWTE Reference.

Exam (Assessment) Number: An identification number for the assessment, which is the classification code plus a three-digit extender. The class code is
assigned when the classification is attached to the exam master. The class code is assigned automatically (the next available number for the classification) by
the system. The user can enter his/her own extender if needed.

Exam (Assessment) Part: A part within the assessment structure that contains either sub-parts or assessment items. (A logical grouping of one or more
items.) See “Examination Component.”

Exam Plan: Combines critical tasks, skills, and knowledge areas identified in the job analysis into several distinct, measurable groupings referred to as

dimensions. Subject matter experts, generally senior incumbents or immediate supervisors, assist with developing the exam plan because they have direct,
recent, and firsthand contact with the job. (Exam plans are no longer required)

Exam (Assessment) Response: Information provided by the Applicant related to an Exam (Assessment) Item.

Exam (Assessment) Root: The top part of the exam; normally the title of the exam and/or classification title.

Exam (Assessment) Status: Identifies the status of the exam part. An exam must be in “approved” status before it can be used for scoring and/or creating a
register.

Exam (Assessment)Template Structure: The *“base” hierarchy structure of the exam items and parts.

Exam (Assessment) Type: The type of assessment being used for that part of the exam.

Examination (Exam): Questions or items presented to an applicant that relate directly to the specific behaviors or knowledge, skills, and abilities the
employee will need to perform job tasks after a general orientation to the position. Criteria established to evaluate applicant qualifications. Criteria is based
on job analysis information, position analysis, or other information documenting actual job tasks to be performed or skills and knowledge required to perform
job tasks. Types of examinations include multiple-choice, essay, etc.

Examination Component: A separate and distinct part of an examination or examination process used as an assessment device. Examinations may be made
up of a single component (for example, essay) or multiple components (for example, multiple choice and essay). See “Exam Part.”



Examination (Assessment) waiver: A disabled applicant is not tested by standard means of assessment because testing would result in measurement of the
individual’s disability and not his or her ability to perform a job.

Exceptional employment situations: Employment opportunities in agencies where: (1) vacancies have been set aside, as part of an approved affirmative
action plan, to provide training and permanent employment to disabled individuals; (2) special statutory or funding requirements for specific positions require
applicants who meet established eligibility requirements; or (3) the employment situations occurs as a result of disaster or national emergency. (Also see
“periods of disaster or national emergency.”)

Exclusive representative: The employee organization which has won the right, usually through a secret ballot election, to be the sole representative of all
employees in a bargaining unit.

Exclusion: Any state employee, limited term employees, sessional employees, project employees, supervisors, management employees and individuals who
are privy to confidential matters affecting the employer-employee relationship, as well as all employees of the [Wisconsin Employment Relations] Commission
and which are excluded from union representation and collective bargaining. See s. 111.81(7)(13) and (19), Wis. Stats. and WHRH Ch. 324; similar to
“confidential” and “nonrepresented.”

Exclusion statement: Used in classification specifications to indicate which types of job duties, or locations, are not included in a specific classification
(series) title. Related to “classification specification,” “definition statement,” “inclusion statement,” and “job specification.”

Executive Employee: An employee who meets the requirements of the executive exemption.

Executive Order 11246: Prohibits discrimination by federal government contractors and subcontractors with fifty or more employees and contracts of
$50,000 or more. The Order requires these contractors to take affirmative action to ensure equal opportunity, including adopting an Affirmative Action Plan
for each contracting location. The Department of Labor’s Office of Federal Contract Compliance Programs (OFCCP) oversees compliance with Executive Order
11246. Noncompliance can result in cancellation, termination, or suspension of a contract and/or debarment (ineligibility for future government contracts).

Executive retirement category: An employment category within the WRS, for an employee who worked in the WRS in a qualifying executive position (i.e.,
Agency Head).

Executive salary group (ESG): Identified unclassified positions specified in s. 20.923(4)(c)3m, Wis. Stats., and some division administrators specified in the
Compensation Plan which are compensated by statutory authority based upon their specific grouping. See s. 20.923(4), (4m), (8), (9), and (12), Wis. Stats.;
and Comp. Plan, Sec. B;3.03, contrast with “unclassified—non-executive salary group.”



Exempt: A term categorizing an employee as not subject to the overtime provisions of the Fair Labor Standards Act (FLSA). See Comp. Plan, Sect, A 4.01(3);
WHRH Ch. 520; Title 29, Part 541 of the Code of Federal Regulations; Alphabetical Listing of Classifications for classification status; contrast with
“nonexempt;” related to “docking,” “Fair Labor Standards Act,” and ““salaried employee.”

Expanded certification: Certification of registrants in addition to names, certified under basic (BAS) certification provisions, based on their inclusion in the
following categories: veterans expanded certification (VET), disabled expanded certification (DEC), minority expanded certification (MEC), women expanded
certification (WEC), and disabled eligible (DEL), in that order. Also see “veterans expanded certification,” “disabled expanded certification,” “minority
expanded certification,” and “women expanded certification.” See WHRH Chapter 212.

Extend register: Before a register expires, the expiration date may be extended in order to lengthen the availability of the register for certification purposes.

Extended probationary period: The extension of the time period during which an employee’s performance is evaluated upon appointment to a position. The
extended period provides the employee with additional time to show that he/she is capable of performing the duties satisfactorily.

External equity: A measure of a classification’s pay level or band or “going market rate”” compared to that of its competitors. As a fairness criterion,
external equity implies that the employer pays wages that correspond to prevailing, external market rates, as determined by market pricing. Contrast with
“internal equity;” related to “market adjustment,” “market pricing,” “market rates,” “market-based salary increase budget,” “pay survey,” and “wage
survey.”

External wage structure: The distribution of wage rates across external labor markets. The external wage structure defines the variety of different wage
rates an employer faces across different occupations and different labor markets.

Extrinsic rewards: Work-related rewards received for performance that have value measurable in monetary or financial terms. The opposite is intrinsic
rewards, which relates to personal satisfaction derived from performing a job well. Contrast with “intrinsic reward;” related to “Discretionary Compensation
Adjustment,” “feedback,” “incentive,” “incentive compensation,” “incentive eligible,” “incentives,” “merit increase,” “merit progression,” “merit rating,”

“non-cash incentive,” and “Discretionary Compensation Performance Recognition Awards and payments.”
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Facilitator: Controls the process, not the content. From Wisconsin Employment Relations Commission consensus training.



Fact finding: A method of impasse resolution that involves investigation of a labor-management dispute by a neutral third party. A fact finder holds hearings
regarding the positions of both sides and issues a report which recommends a settlement. The report is advisory and is either accepted or rejected by the
parties. Related to *“conciliation,” “impasse,” “labor dispute” and “mediation.”

Factor: One of the component parts or elements considered in producing a result; such as a job factor, factor analysis, etc.

Factor evaluation system (FES): A system in which positions are classified on the basis of the composite value of compensable job factors. Related to
“criteria.”

Factor comparison system: A job evaluation method in which a series of rankings are performed to assess which jobs contain more of each specific
compensable factor than other jobs being evaluated. The factor rankings for the compensable factors of each job are assigned numerical values, weighted and
then added together to determine the total job score. Related to "criteria;” similar to “job content evaluation method(s).”

Factor weight: In job evaluation, a weight assigned to each compensable factor to indicate relative importance. Related to “criteria.”

Failed to Respond (FR): A report of action on a certification when the individual did not respond to an agency’s request for response (to demonstrate interest
in an existing vacancy) on or before the deadline indicated or fails to respond.

Failed to Show (FS): A report of action on a certification when the individual failed to appear for a mutually agreed interview and failed to give a valid reason
within five working days of the appointment.

Fair Credit Reporting Act (FCRA): A federal law (codified at 15 U.S.C. § 1681 et seq.) that regulates the collection, dissemination, and use of consumer credit
information. Along with the Fair Debt Collection Practices Act, it forms the base of consumer credit rights in the United States.

Fair Labor Standards Act (FLSA): As it relates to state employees, a federal law governing the minimum wage, compensation for hours worked over 40 in a
workweek, child labor, and recordkeeping requirements. Although state law and/or collective bargaining agreements may establish higher standards, they
cannot establish lower standards or waiver from federal provisions. See WHRH Ch. 520 for a glossary of terms related to administration of the FLSA; Title 29,
Part 541 of the Code of Federal Regulations; Alphabetical Listing of Classification for classification status; related to “docking,” “exempt,” “hours of work,”
“nonexempt, “overtime,” and “salaried employee.”

FLSA Overtime-Fire Protection: All time worked in excess of 212 hours in a work period of 28 consecutive days for an agency, or agencies in a joint
employment situation.
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FLSA Overtime-General: All time that a nonexempt employee works in excess of 40 hours per workweek for an agency, or agencies in a joint employment
situation. This excludes paid leave time and compensatory time off. (Note: Collective bargaining agreements may contain language that provides for
premium pay [i.e., “overtime’] for all time in pay status, including vacation, sick leave, etc., and must be consulted when calculating the “overtime” that
may be due to represented employees.)

FLSA Overtime - Hospital & Residential Care Establishments: Upon prior agreement of the employer and employee (or employer and the employee’s
representative for represented employees), all hours worked in excess of 8 in a day or 80 in a 14 day work period whichever is the greater number of overtime
hours. If no agreement has been reached, then “FLSA Overtime-General” applies.

FLSA Overtime-Law Enforcement: All time worked in excess of 171 hours in a work period of 28 consecutive days.

Fair share agreement: “An agreement between the employer and a labor organization representing employees or supervisors under which all of the
employees or supervisors in a collective bargaining unit are required to pay their proportionate share of the cost of the collective bargaining process and
contract administration measured by the amount of dues uniformly required of all members.” See s. 111.81(9), Wis. Stats.; similar to “maintenance of
membership agreement;” contrast with “free rider.”

Family and Medical Leave Act (FMLA): Federal and state laws establishing certain minimum benefits relating to an employee’s right to unpaid leave of
absence for personal or family serious medical conditions, and/or for maternity, paternity or adoption of a child. See WHRH Ch. 724; related to “Family
Leave” and “Leave of Absence.”

Family leave: Time off, either paid or unpaid, provided for an employee to care for their own serious medical condition or a seriously ill family member, a
new baby, or an adopted child. Family leave policies usually are broader than parental leave policies. Related to “Family Medical Leave Act” and “Leave of
Absence.” See WHRH Ch. 724 for the federal Family and Medical Leave Act (FMLA) and Wisconsin Family and Medical Leave Act (WFMLA) definitions.

Family member: (Unless defined differently under the applicable collective bargaining agreement) A member of the employee’s immediate family as defined
under s. ER 18.01(4), Wis. Adm. Code. For FMLA purposes: a spouse, parent, or child. (Note that the definition of “family member” is more restrictive than
that of “immediate family” found in collective bargaining agreements and in s ER 18.01(4), Wis. Adm. Code.) See “immediate family;” see WHRH Ch. 724 for
the federal Family and Medical Leave Act (FMLA) and Wisconsin Family and Medical Leave Act (WFMLA) definitions.

Federal Unemployment Insurance Tax Act (FUTA): There is a federal-state unemployment insurance system that imposes compulsory unemployment
insurance at the expense of employers or employers and employee jointly.



Federal Wage Garnishment Law: A section of the Consumer Credit Protection Act of 1968 (CCPA), which limits the amounts of an employee’s salary which
may be garnished by a creditor and prohibits an employer from dismissing an employee because of garnishment for any one indebtedness.

Feedback: Information about the state or outcome of a system that can be used to modify or correct a system’s operation. As the term usually is used with
respect to compensation, it relates to the process in which information about the status of performance is given to employees by supervisors. Monetary
rewards constitute powerful feedback to employees about their performance; nonmonetary feedback, such as praise from the supervisor, also can provide
strong motivation. Performance appraisals are an example of a feedback mechanism. Related to “Discretionary Compensation Adjustment,” “extrinsic
rewards,” “i merit increase” and “Discretionary Compensation Performance Recognition Awards and payments.”

incentive,

intrinsic rewards,
Feeder groups: Job groups or classifications in which the most qualified applicants for the vacancy are likely to be found.
Fiduciary Responsibility: Positions where, under the Fiduciary Responsibility Law (s. 230.17(3), Wis. Stats.), the duties involve the following:

a. Handle, receipt for, or have custody of money, checks or securities, or account for supplies or other property; authorize (or make appropriations
for) expenditures; approve, certify, sign or countersign checks, drafts, warrants, vouchers, orders or other documents providing for the paying over
or delivery of money, securities, supplies or other property, or serve process; or

b. Maintain or audit accounts of money, checks, securities, time records, supplies or other property, or take physical inventories of money, checks,
securities, supplies or other property.

This definition is also used in the State Procurement Operational Questionnaire for blanket employee bonds, also known as employee dishonesty bonds, issued
by the Department of Administration.

Filled Position Transfer: Form of competition where an employee stays in the same position number and the position is assigned duties that result in the
position remaining in the same classification or moving to a different classification assigned to the same or counterpart pay range. The incumbent is selected
to remain in the same position, provided due consideration was given to other individuals and the incumbent’s qualifications for the position were assessed in
relation to the job requirements.

Final column: The final scoring criteria/statistics for the assessment. These values equal the calculated values unless the override box is checked.

Final grade rank: The position an eligible applicant holds on a register, based on his or her final numerical grade in comparison to other applicants. No rank
will exist for non-numerical results (i.e., eligible/ineligible).

Fire: Removing an employee from their position and state service. A firing can result if an employee commits a crime/felony; violates a serious work rule; or
as the result of progressive discipline for work rules violations or inability to perform the job duties.



First year in second year cost: The projected cost to be incurred and charged against the Compensation Reserve during the second year of a biennium for
economic adjustments effective during the first year of the biennium. Same as “cost of the first year in the second year.”

Fiscal estimate: The estimated total cost of economic adjustments (wages and benefits) over a biennium. The cost may be expressed as general purpose
revenue (GPR) costs or “all funds.” The fiscal estimate is required by state law for any statutory proposals and tells how much a proposal is estimated to cost
or save the state in dollar terms. As it relates to state employee collective bargaining agreements and to compensation plan recommendations, the fiscal
estimate reports the fiscal effect of economic adjustments that are supplemented from the compensation reserve. Related to “all funds cost,” “all funds with
fringe cost,” *“costing,” and “variable fringe rate;” same as *““contract cost.”

Fiscal year lump sum payment: An amount paid in lieu of a base pay adjustment, typically based on the number of projected work hours for an employee
from the date of the corresponding base pay adjustment to the end of the fiscal year. Same as “annualized lump sum payment.”

Flextime: A policy that allows employees to choose convenient starting and quitting times, and under some plans, extended lunchtime, while still requiring
the standard number of hours each day or week. Contrast with “nonstandard work period” and *““standard work period;” related to “alternative work
schedule” and “job sharing.”

Floor: Opposite of “cap.” The lowest number of points equal to or higher than the “minimum” that will be awarded to an applicant for that item or

part. Example: Floor = 3. On an Objective Inventory Questionnaire (OIQ), the question may ask candidates to identify the total number of credits they have
in a particular area. The response scale may allow from zero to ten credits, but you may not want to award any points for fewer than three credits. If they
have fewer than three credits, their score will be a zero.

Free rider: An employee who is working in a bargaining unit and is eligible for union membership, but does not join the union. Unions argue that free riders
receive all the benefits of the union contract, yet do not financially support the organization that makes those benefits possible. Contrast with “fair share
agreement.”

Frequency: The number of times (absolute frequency) or percentage of times (relative frequency) a value appears in a data set or in a category.

Frequent exposure: Foreseeable exposure of a recurrent nature, happening at short, but not necessarily predictable, intervals. See WHRH Ch. 680,
Protective Occupation Status for State Employees.

Fringe benefits: A term first used about 1943 by the War Labor Board to describe benefits such as vacation, holidays and pensions, which were thought to be
“on the fringe of wages.” Given that employee benefits now increase direct wage costs by more than 40 percent, the term is widely considered to be



obsolete. Related to “holidays,” “pay for time not worked,” “sick leave,” “time off with pay,” and “Travel Schedule Amounts;” similar to “employee
benefits,” “inside payroll costs,” and “noncontributory benefit plan.”

Front-end bonus: A specific bonus given at the beginning of a service period, usually for accepting an employment offer. It could also be used at the
beginning of a new reward program. Also called a signing bonus, it typically is used to offset forfeited benefits left behind.

Frozen payroll: The base payroll upon which economic calculations will be based for the forthcoming biennium. The payroll base is from a pay period that
best represents the employee base, usually from the January of the last fiscal year before bargaining. Employee ranges and base hourly rates will be adjusted
as needed to reflect pay range reassignments, anniversary adjustments, and other wage provisions scheduled to become effective between that date of the
payroll snapshot and the end of the fiscal year.

Frozen payroll data: The payroll file for a specific pay period for a specific group used to develop internal and external estimates of the cost of economic
adjustments over a biennium. Related to *“costing.”

Full performance level: The level at which the employee demonstrates the expected degree of skill or competence in the satisfactory completion of the
duties and responsibilities assigned to the position. Related to “advanced level” and “objective level.”

Full time equivalence (FTE): The amount of hours budgeted for a position. A position budgeted for 80 hours in a bi-weekly pay period would be 1 FTE; a
position budgeted for 40 hours in a bi-weekly pay period would be .5 FTE.

Funeral leave: Authorized use of sick leave for travel to and attendance at the funeral of immediate family members. Same as “bereavement leave.”

Functional supervision: The authority exercised by an employee over staff in an organization engaged in carrying out work over which the employee has
functional responsibility (accountability).
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Garnishment: Deducting from the pay of an employee an amount of money order by the court. An employee’s pay may be garnished non-payment of support,
back taxes owed, etc. Similar to “docking.”



Gender group: When used in connection with affirmative action, does not include groups discriminated against because of sexual orientation, as defined in s.
111.32(13m), Wis. Stats.

General Purpose Revenue (GPR): General taxes, miscellaneous receipts and revenues collected by state agencies which are paid into a specific fund, lose
their identity, and are then available for appropriation by the Legislature. See s. 20.001(2)(a), Wis. Stats.; contrast with “program revenue” and “segregated
fund;” related to “compensation reserve.”

General retirement category: A retirement employment category within the WRS for employment that is not considered an executive or protective or
teacher category position (i.e., majority of state employees are considered “General”).

General Supervision: Implies that the work is performed independently. The incumbent seldom refers matters to the supervisor except for clarification of
policy.

Generate (Register): Button used to add registrants (for the first time) to the register.

Get More Names: After initial certification certified registrants are assigned Reports of Action; thereafter, application of the same certification rules are
made to the register in order to get additional names (may be generated from changes in applicants’ status, eligibility or integration of additional names onto
the register).

GPR cost: The estimated dollar cost of the economic component of a collective bargaining agreement or compensation plan provision that would be funded
from general purpose revenue (compensation reserve), as opposed to that funded from other sources, such as program revenue or segregated fund fees.

GPR split: A statewide percent developed by the Department of Administration which is applied to compensation reserve expenditures that will be funded
from GPR funds. The GPR split percentage is used by DPM in fiscal estimates of economic adjustments that will be funded from the compensation reserve, and
will be submitted to the Joint Committee on Employment Relations. In association with collective bargaining agreements and compensation plan
recommendations, the GPR split percent is applied uniformly to all economic adjustments regardless of the funding sources of the employee group or
employing unit agency.

GPR with variable fringe cost: The estimated GPR cost increased by the percentage of variable fringe rate costs.

General supervision: Implies that the work is performed independently. The incumbent seldom refers matters to supervisor except for clarification of
policy. Contrast with “close supervision” and “limited supervision.”



General wage adjustment: The wage increase granted to eligible employees in a particular group, typically on or near the beginning of a fiscal

year. Additional pay adjustments of a different type, e.g., market or stratification adjustments, might also be paid to all or some employees in a group on the
same date or on other date(s) during the fiscal year. See Comp. Plan, Sec. A 2.00; similar to “across the board increase,” “back-end loading,” “base pay
rate,” “pay adjustment,” and “wage rate.”

Generally accepted accounting principles (GAAP): The principles and rules of accounting applicable to U.S. companies, as prescribed by the Financial
Accounting Standards Board (FASB) and its predecessors, and as deemed required to apply to all public companies by rules established and enforced by the
Securities and Exchange Commission (SEC).

Geographic differentials: Pay differences established for the same job based on variations in costs of living or costs of labor among two or more geographical
areas.

Goalsharing: A group incentive plan that is designed to measure performance against future-oriented business objectives or performance targets (i.e., not
against history). Also known as “performance sharing.”

Goal statements on a position description: The expected results of each employee’s work. They are the expected accomplishments, product or output that
results from the work activities of the employee. Related to “job description,” “job duties,” “worker activity;” same as “job duty.”

Going rate: Refers to the employer’s best estimate of the wage rate that is prevailing in a labor market for a specific job.

Golden handcuffs: Employee benefits and/or payments or incentives linked to an individual’s continued employment with an agency or the state. Leaving the
agency or the state results in forfeiting the value.

Good faith and fair dealing: A concept that basically means acting on the basis of honest intentions and beliefs. The court would look to see that the
employer did not act out of malice toward the employee and that there was no attempt to defraud or seek an unconscionable advantage over the employee.

Grade Notice: Communication of assessment results that is distributed via email to applicants who have competed in an assessment process. Notice includes
civil service score, rank (if applicable), and other assessment results (e.g. eligible, band, etc.). Also identifies employment areas and special qualifications
that the applicant may have indicated in the application process.

Gradual: If the duties which constitute the reason for the class level change were previously at least 26 percent of the position, the expansion of such duties
to 51 percent of the total position is considered to be a gradual change. Changes are not gradual if they constitute a significant portion of the position (more
than 25 percent) and occur abruptly (over a period of less than six months); or result from a reorganization, changes in the equipment used to perform the



work, or a reassignment of duties from a vacant or abolished position; or result from the removal of a supervisory level. See WHRH Ch. 370; related to
“audit,” “logical,” “reclassification,” “regrade,” and “upgrading.”

Grid: A matrix of specified hourly amounts (grid rates) within each range.

Grid endpoint: The last rate of pay indicated on a grid structure; the last designated progression rate within a range.

Grid point: A location within a pay range associated with a particular grid seniority or pay level. Related to “progression” and “seniority-based grid.”
Grid rate: The rate of pay associated with a grid point in a pay range. Related to “seniority-based grid.”

Grid seniority: An employee’s or former employee’s full years of seniority on the date used to determine seniority level for purposes of implementing the
most current grid for the applicable bargaining unit or nonrepresented employee group. This term applies only to seniority-based grids. Related to “seniority-
based grid.”

Grid step: Generally, the value of the difference between grid points within the same pay range in a grid. In some grids, the value of the grid step is not
constant within a pay range. Unless specified, the grid step is not used for ongoing pay administration purposes. Related to “within range pay step” and
“seniority-based grid.”

Grievance: A written complaint by an employee requesting relief in a matter which is of concern or dissatisfaction relating to conditions of employment or
adverse employment decisions and which is subject to the control of the employer and within the limitations of Wisconsin Statutes and the Wisconsin
Administrative Code. For represented employees, it is usually concerning the interpretation or application of the contract. See s. 230.445, Wis. Stats; s. ER
46.02(4), Wis. Adm. Code and collective bargaining agreements; related to “past practice.”

Group Grievance: “A grievance filed by more than one grievant which involves like circumstances and facts for the grievants involved.” See s. ER 46.02(6),
Wis. Adm. Code and collective bargaining agreements.

Group Referral: A methodology used to generate additional names (minimum of 6, maximum of 200) for multiple vacancies, polling for interest or polling for
special qualifications. Based on those who respond, certification is generated based on the selected certification rule.

Guideline: Information communicated in written or oral form which provides the context in which the work is to be accomplished or imposes constraints on
what work is done and in what manner. Guidelines may include manuals, established procedures, precedents, policies and regulations, judicial decisions,
traditional and professional practices, and references materials.
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Halo effect: A rater’s failure to differentiate among various aspects of an individual’s performance because one outstanding factor has undue influence over
all the other factors. The undesirable effect that an overall impression (or the impression from the first few questions) may have upon raters’ judgments of
answers to different questions. This occurs when forming a general impression of an applicant by letting one area of their attribute influence and bias the
rater’s impression of other areas. Contrast with “reliability;” related to “rating bias.”

Handicapped individual: Under federal law, any individual who (1) has a physical or mental impairment that substantially limits one more of his or her major
life activities; (2) has a record of impairment; or (3) is regarded as having such an impairment. A handicap is substantially limiting if it is likely to cause
difficulty in securing, retaining, or advancing in employment. The term *“Qualified Handicapped Individual refers to a person with a disability who is capable
of performing the essential functions of a particular job with reasonable accommodation to his or her handicap.

Hardship allowance/premium: An amount of compensation that bears no relation to the work to be done or to living costs, but is paid in recognition of
extraordinarily difficult living conditions, harsh environment, isolation, political unrest, or special health problems.

Harassment: Any occurrence of unwanted or unwelcome verbalism or behavior of a sexist-, racist-, or age-related nature or with overtones related to a
protected characteristic.

Hazardous employment: Hazardous employment is established under s. 230.36, Wis. Stats. It provides full pay without loss of any benefits or requirement to
use any paid leave credits, to certain employees as defined by the law or contract who are injured in the line of work and while the employee is unable to
return to work as the result of the injury or until the termination of his or her employment upon recommendation of the appointing authority. See Ch. ER 28,
Wis. Adm. Code; WHRH Ch. 708; contrast with “protective occupation participant status” and “worker’s compensation.”

Headquarters city: The facility or location to which an employee is normally assigned by the employer as a headquarters and from which he or she performs
his or her assigned duties. Same as “assigned headquarters;” related to "work site.”

Health care provider(s): See WHRH Ch. 724 for the federal Family and Medical Leave Act (FMLA) and Wisconsin Family and Medical Leave Act (WFMLA)
definitions.

Health Insurance Portability and Accountability Act of 1996 (HIPAA): Limits the circumstances under which coverage may be excluded for medical
conditions present before an employee enrolls in a group plan. Under the law, a pre-existing condition exclusion generally may not be imposed for more than



12 months (18 months for a late enrollee). The 12-month (or 18-month) exclusion period is reduced by the employee’s prior health coverage. The employee is
entitled to a certificate that will show evidence of prior health coverage. If the employee buys health insurance other than through an employer group health
plan, a certificate of previous coverage may help the employee obtain coverage without a pre-existing condition exclusion. For employer group health plans,
these changes generally take effect at the beginning of the first plan year starting after June 30, 1997.

Hierarchy of needs: According to this theory, a person’s needs must be satisfied in a hierarchical order. Higher-level needs such as esteem and status cannot
be satisfied until lower-level needs such as food and shelter are met. This theory was developed by A.H. Maslow.

High degree of danger or peril: An incident of an adverse nature involving an actual or perceived threat of bodily harm to the public or the employee
responsible for assuring the public’s safety. See WHRH Ch. 680, Protective Occupation Status for State Employees.

High degree of physical conditioning: Demonstrated ability to complete standardized physical fitness and/or agility requirements on a regular basis, as
determined by the employing agency, in order to effectively carry out the responsibilities of the position. See WHRH Ch. 680, Protective Occupation Status
for State Employees.

High importance job content (HIJC): The identification of the tasks and knowledge which are important to successful job performance.

Higher pay range: The pay range which has the greater pay range dollar value maximum when comparing pay ranges not designated as
counterparts. Contrast with “counterpart pay ranges” and “lower pay range.”

Highly: Used to describe the relative degree of work in comparison between two or more levels. This term should only be used to describe work going far
beyond the scope of the objective level. Normally, in a series of several classes, the adverb “very,” such as very responsible or very technical, would be used
in the preceding (objective level) class specification and an advance level would be highly responsible or technical. Contrast with “very,” related to
“responsibility.”

Highly structured questionnaires: Also known as close ended questionnaires. A job analysis technique that provides a written set of questions regarding job
content that limits responses to a predetermined set of answers. Questionnaires are either behavior-based or task-based, require validation, and are usually
analyzed using a computer program designed for that purpose. Contrast with “open ended questionnaire,” related to “job analysis” and “job
documentation.”

Hiring above the minimum (HAM) rate: A rate of pay upon original appointment to a classified position that is above the pay range minimum for that
classification. See Comp. Plan, Sec. E 1.03; WHRH Ch. 508; individual collective bargaining agreements for any reporting requirements or restrictions on the



use of HAM for represented classifications; contrast with “hiring rate,” “knowledge-based pay,” “Raised Minimum Rate,” and *“temporary appointment
maximum;” related to “person-based pay.”

Hiring rate: As a matter of wage policy, the beginning rate at which people typically are hired into a job. Contrast with “Hiring Above the Minimum,”
“Raised Minimum Rate,” and “temporary appointment maximum.”

Hits: The number of FTE or percentage receiving specific wage provision, such as across the board, market adjustment, lump sum payment, etc.

Holidays: Specific days when most employees do not work but are paid as if they did. Employees who do work on such days typically receive premium pay or
compensatory time off. See s. 230.35(4), Wis. Stats.; s. ER 18.05, Wis. Adm. Code; Comp. Plan, Sec. A 4.11; WHRH Ch. 716; related to “employee benefits,”

“fringe benefits,” “inside payroll costs,” “noncontributory benefit plan,” “pay for time not worked,” “sick leave,” “time off with pay,” and “Travel Schedule
Amounts.”

Hostile environment: Conduct which has the purpose or effect of unreasonably interfering with a person’s job performance or creates an intimidating or
offensive work environment.

Hours in a year: 2080 hours, unless otherwise specified.

Hours of work: Under the Fair Labor Standards Act (FLSA), all time that the employee actually works, as opposed to hours charged to some form of
leave. Related to “Fair Labor Standards Act” and “overtime.”

Hours worked: All time during which an employee is required or permitted to work or to wait for work when the employee is unable to use the working or
waiting time effectively for his or her own purpose.

Household Effects: Personal effects of the employee and immediate family of the employee, such as furniture, clothing, musical instruments, household
appliances, food and other items which are usual and necessary for the maintenance of a household and which may be transported legally in interstate and
intrastate commerce. It does not include property which is for resale or disposal rather than for the use by the employee or employee’s immediate family; nor
does it include such items as automobiles; motorcycles and similar motor vehicles; boats; pets; farm tractors and farm equipment; livestock; trailers with or
without other property (except a house trailer or mobile home used as the appointee’s residence); building materials; fuels and belongings related to
commercial enterprises engaged in by the employee or employee’s family.

Human Resources (HR) Consultant: Working title for Executive Human Resources Specialists in BMRS responsible for classification and staffing.



Immediate annuity: An annuity, not including an annuity from additional contributions, which begins to accrue not later than 30 days after termination of
employment. See s. 40.02(38), Wis. Stats.

Immediate family: An employee’s spouse and an employee’s relatives by marriage, consanguinity or adoption, and any other person who directly or indirectly
receives more than one-half of their support from the employee, or from whom the employee directly or indirectly receives more than one-half of his or her
support. Individuals specified in a collective bargaining agreement, administrative rules, or statutes, who have a legal, blood, or other specified type of
relationship to an employee. “Immediate family” means: (a) parents, step-parents, grandparents, foster parents, children, step-children, grandchildren,
foster children, brothers and their spouses, sisters and their spouses, of the employee or spouse; (b) the spouse; (c) aunts and uncles, sons-in-law or daughters-
in-law of the employee or spouse; and (d) other relatives of the employee or spouse providing they reside in the same household of the employee. See ss. ER
18.01(4) and ER-MRS 24.03(5), Wis. Adm. Code. Consult the relevant collective bargaining agreement, rules or statutes for the definition of “immediate
family” for a specific purpose.

Immigrant: See “Permanent resident alien.”

Immigration Reform and Control Act of 1986 (IRCA): Requires all employers to verify the employment authorization and identity of all employees hired after
November 6, 1986. Employment authorization and identity must be verified and an INS Form I-9 completed within three days of the time that an individual
accepts an offer of employment, or within three days of the time that employment actually commences.

Impact of work: The extent of the effect of the properly performed work on other functions both internal and external to the work unit. Related to
“accountability,” “breadth,” “complexity,” “depth,” “discretion,” “knowledge, skills and abilities,” “point factor system,” *““scope;” and “survey.”

Impasse: That point in labor-management negotiations at which either party determines that no further progress can be made toward reaching an
agreement. In public sector labor relations, impasses are often resolved by the intervention of a neutral third party, such as a mediator, fact-finder, or
arbitrator. Related to “arbitration,” “conciliation,” “fact finding,” and “mediation.”

In loco parentis: Persons with day-to-day responsibilities to care for and financially support a child, or in the case of an employe, who had such responsibility
for the employe when the employe was a child. A biological or legal relationship is not necessary. See WHRH Ch. 724 for the federal Family and Medical
Leave Act (FMLA) and Wisconsin Family and Medical Leave Act (WFMLA) definitions.



Incapable of self-care: For FMLA purposes: The individual requires active assistance or supervision to provide daily self-care in three or more of the activities
of daily living (ADLs) or instrumental activities of daily living (IADLs). Activities of daily living include adaptive activities such as caring appropriately for one’s
grooming and hygiene, bathing, dressing and eating. Instrumental activities of daily living include cooking, cleaning, shopping, taking public transportation,
paying bills, maintaining a residence, using telephones and directories, using a post office, etc.

Incentive (pay plans): Pay plans designed to reward the accomplishment of specific results. Awards are usually tied to expected results identified at the
beginning of the performance cycle. The plans can be individual, group, agency wide or a combination of any. Related to “Discretionary Compensation
Adjustment,” “extrinsic rewards,” “feedback,” “merit increase,” and “Discretionary Compensation Performance Recognition Awards and payments.”

Incentive compensation: Variable rewards for performance or achievement of short-term or long-term goals. Designed to stimulate employee
performance. Related to “Discretionary Compensation Adjustment,” “extrinsic rewards,” “feedback,” “merit increase,” and “Discretionary Compensation
Performance Recognition Awards and payments.”

Incentive eligible: A term referring to groups or classes of employees who are eligible to participate in an incentive plan. Related to “Discretionary
Compensation Adjustment,” “extrinsic rewards,” “feedback,” “merit increase,” and *“Discretionary Compensation Performance Recognition Awards and
payments.”

Incentive payments: Within the context of international compensation, any one of a variety of payments in excess of base pay made as an inducement either
to accept, remain on, or complete a foreign assignment.

Incentive progressivity: A concept whereby the percentage target potential of an incentive award is higher at higher income levels. May be applicable to
either or both short term and long term incentives.

Incentives: Formula-driven, non-discretionary pay plans that are designed to reward the accomplishment of specific results. Awards usually are tied to
expected results identified at the beginning of the performance cycle. Incentive plans are forward-looking, in contrast to bonuses. Related to “extrinsic
rewards.”

Incidental duties: Permanently assigned duties which occur occasionally. The frequency or trigger incident should be included in the position description,
such as “once a month,” “in the absence of,” “in emergencies,” etc. Contrast with *“acting assignments” and “temporary assignment.”

Inclusion statement: A brief summary of the type(s) of position(s), the responsibilities, and any required organizational structure of the position(s) included in
a classification specification. Related to “classification specification,” “definition statement,” “exclusion statement,” and “job specifications.”



Incumbent: A person occupying and performing a job. Same as “employee.”

Individual pay rate: The wage or salary level assigned to a given individual. Individual pay rates may vary for the same job or as a function of time and grade,
performance, or other basis for establishing variation in the employee’s value to the agency.

Injunction: A court order that stops individuals or groups from committing acts determined by the court to cause irreparable harm. Injunctions are issued
frequently in public sector labor relations to stop illegal strike activity.

Inside payroll costs: Employee benefits costs that are not segregated as such, paid rest periods, and pay for time not worked for vacation, holidays, sick
leave, etc. Related to “employee benefits,” “fringe benefits,” “holidays,” “noncontribution benefit plan,” “pay for time not worked,” “sick leave,” “time
off with pay,” and “Travel Schedule Amounts.”

Integrate: Button used to add new registrants to an existing register.

Intermittent leave: Leave taken in separate blocks of time due to a single qualifying reason or on a reduced leave schedule (FMLA); partial absence from
employment; leave taken in non-continuous increments (WFMLA).

Internal equity: A fairness criterion that directs an employer to establish wage rates that correspond to each job’s relative value to the agency. Contrast
with “external equity,” related to “compression” and “parity.”

Interrange differential: The difference between pay ranges at the same point of comparison, expressed as a percent, such as comparison from one pay range
minimum to the minimum of the next higher pay range. Contrast with “pay range spread,” “pay range width,” “range,” and “range spread,” similar to “pay
range overlap.”

Interview: A formal meeting to asses the qualifications of a candidate for a position, with the objective of making a job offer. After a supervisor receives a
certification list, he/she further assesses certified applicants’ qualifications to select the best person for the job. An interview is comprised of the candidate
and, typically, more than one person representing the agency. This process is managed by individual agencies. (See “Interview panel.”)

Interview panel: A group of interviewers, typically comprised of two or more job experts.

Intrinsic motivation: Employee satisfaction contingent upon job content or job context, as opposed to job consequences. It is a result of factors such as the
opportunity to perform meaningful work, experience complete cycles of work or finished products, experience variety, and receive feedback on successful
work results. Contrast with “Discretionary Compensation Adjustment,” “extrinsic rewards, 7

incentive,

incentive compensation,

incentive eligible,”



“incentive payment,” “incentives,” “merit increase,” and “Discretionary Compensation Performance Recognition Awards and payments;” similar to “intrinsic
rewards,” “job satisfaction,” and “nonfinancial reward.”

Intrinsic rewards: Rewards that are associated with the job itself, such as the opportunity to perform meaningful work, complete cycles of work, see finished
products, experience variety, receive professional development training, enjoy good relations with co-workers and supervisors and receive feedback on work

results. Contrast with “Discretionary Compensation Adjustment,” “extrinsic rewards,” “incentive rewards,” “incentive compensation,” “incentive eligible,”
“incentive payment,” “i

incentives,” “merit increases,” and “Discretionary Compensation Performance Recognition Awards and payments;” similar to
“feedback,” “job satisfaction,” and “nonfinancial reward.”

Invalid appointment: *“Any person employed or appointed contrary to this subchapter, or to the rules established there under, shall be paid by the appointing
authority so employing or appointing, or attempting to employ or appoint that person, the compensation agreed upon for any service performed under such
appointment or employment, or attempted appointment or employment, or in case no compensation is agreed upon, the actual value of such services and any
experiences incurred in connection therewith, and shall have a cause of action against such appointing authority, for such sum and for the costs of the

action. No appointing authority shall be reimbursed by the state for any sums so paid or recovered in any such action.” See s. 230.41, Wis. Stats.

J J J

Job action: Any concerted effort by employees to exert pressure on management during negotiations by using tactics which affect the quality and/or quantity
of their work performance. Related to “blue flu,” “boycott,” “collective bargaining,” “concerted activity,” “picketing,” “red flu,” “sitdown strike,”
“slowdown,” “strike,” “sympathy strike,” “unfair labor practice,” and “white flu.”

Job analysis: Also known as position analysis, the systematic, formal study of the duties and responsibilities that comprise job content; an in-depth review of
a position to ensure the goals and tasks are adequately described. The process seeks to obtain important and relevant information about the nature and level
of the work performed and the specifications required for an incumbent to perform the job at a competent level. Related to “highly structured
guestionnaires” and “job documentation.”

Job analysis interview: A method for gathering information about a job by conducting a question-and-answer session with a person who is knowledgeable
about that job. Similar to “audit.”



Job announcement: Written notification of job opportunities in Wisconsin civil service appearing on WiscJobs. Job announcements will be open. “Open” job
announcements allow for both state and non-state employees to apply. “Promotional” job announcements are restricted to current classified state
employees, including seasonal and probationary employees who are not serving on a limited term or project employment basis. See WHRH Chapter 136—Job
Announcements.

Job announcement code: A number or combination of numbers and letters used to identify an announcement for a vacancy.
Job class code: See “Classification code.”

Job cluster: A series of jobs, clustered for job evaluation and wage-and-salary administration purposes on the basis of common skills, occupational
gualifications, technology, licensing, working conditions, union jurisdictions, workplace, career paths, and organizational tradition. Related to “slotting;”
similar to “benchmark job,” “job worth hierarchy,” and *“scattergram.”

Job component: A quantitative form of job content evaluation that uses multiple regression of market pay levels versus two or more independent variables to
establish a job worth hierarchy. Similar to “quantitative job evaluation.”

Job content evaluation method(s): Methods that use job content as the primary determinant in developing a job worth hierarchy. With these methods,
market pay levels are typically a secondary influence on the job worth hierarchy. Point factor is the most commonly used method. Contrast with
“nonquantitative job evaluation;” related to “job evaluation” and “* job worth hierarchy;” similar to “factor comparison system” and “quantitative job
evaluation.”

Job description: A summary of the most important features of a job, including the general nature of the work performed (duties and responsibilities) and
level (i.e., skill, effort, responsibility and working conditions) of the work performed. It typically includes job specifications that include employee
characteristics required for competent performance of the job. A job description should describe and focus on the job itself and not on any specific individual
who might fill the job. Related to “Bona Fide Occupational Qualification,” “disclaimer statement,” *“goal statements on a position description,
“job specifications,” “knowledge, skills and abilities,” “task;” similar to “position description.”

job duties,”

Job documentation: Written information about job content typically resulting from job analysis efforts. Documentation includes, but is not limited to, job
descriptions, completed questionnaires, interview notes, diaries or logs, and efficiency study reports. Related to “highly structured questionnaires” and “job
analysis.”

Job duties: The specific tasks the employee performs to accomplish the goals. “Worker activity” statements describe what a worker actually does. Related
to “goal statements on a position description,” “job description,” “position description,” and “task;” same as “worker activities.”



Job enlargement: The practice of adding more tasks of a similar nature or a similar level of difficulty to a specific job (i.e., horizontal expansion of duties
and/or responsibilities).

Job enrichment: The practice of adding more responsibility and/or diversity to a specific job to make it more challenging for the incumbent (i.e., vertical
expansion of duties and/or responsibilities).

Job evaluation: A formal process used to create a job worth hierarchy within an organization. Related to “job content evaluation method” and *“job worth
hierarchy.”

Job family: A group of jobs having the same nature of work (e.g., accounting) but requiring different levels of skill, effort, responsibility or working
conditions (e.g., Accountant Entry vs. Accountant Senior).

Job grade: One of the classes, levels, or groups into which jobs of the same or similar value are grouped for compensation purposes. Usually, all jobs in a
grade have the same pay range: minimum, midpoint and maximum. However, sometimes different jobs in the same pay grade have different pay ranges, due
to market conditions for some of the jobs. Similar to “classification;” related to “allocation pattern.”

Job groups: Sets of classifications combined by the Division of Personnel Management on the basis of similarity in the nature of the work, required education,
training and skills, responsibility and pay range. A data processing code indicating the grouping to which a classification is assigned for affirmative action
planning purposes. See Alphabetical Listing of Classifications.

Job order: A form submitted by a supervisor in order to obtain a certification for certain class titles. Specifies the scoring process that should be applied to
the assessment, including mandatory and desirable items, groups of items, etc. that are tailored to the vacancy at hand.

Job responsibility: One or a group of duties that identifies and describes the major purpose or reason for the existence of the job.
Job satisfaction: An indication of how well a person “likes” his or her work, usually determined by a number of factors, including pay, promotional
opportunities, supervision, co-workers and the work itself. When there is a discrepancy between an individual’s values and preferences and what the job

provides, job satisfaction is reduced. Related to “intrinsic rewards” and “nonfinancial reward.”

Job sharing: An arrangement that allows two or more employees, each working part-time, to share responsibility for a single job and arrange their vacations
and days off so one is always at work during the normal work week. Related to “alternative work schedule” and “flextime.”



Job specifications: A description of the worker characteristics (i.e., knowledge, skills, abilities and competencies) required to competently perform a given
job. These characteristics must be bona fide occupational qualifications (BFOQs), as opposed to a requirements that are artificially inflated and not actually
required for competent job performance (e.g., requiring a college degree for all exempt jobs). Specifications, which are commonly referred to as “hiring” or
“background’ requirements, should be written before advertising or interviewing candidates for an open position. They should support the essential functions
identified during job analysis to reduce potential liabilities under the Americans with Disabilities Act. Related to “Bona Fide Occupational Qualification,”
“definition statement,” “exclusion statement, knowledge, skills and abilities,” “position description” and
“representative position.”

inclusion statement,

job description,

Job title: The descriptive name for the total collection of tasks, duties, and responsibilities assigned to one or more individuals whose positions have the same
nature of work performed at the same level. Job titles should describe the nature and level of work performed. Titles often include the organizational
function or geographic responsibility. See s. 230.09(1)(b), Wis. Stats.; s. ER 2.03(1) Wis. Adm. Code; Alphabetical Listing of Classifications; same as
“classification /class title.”

Job worth hierarchy: The perceived internal value of jobs in relationship to each other within an organization. The job worth hierarchy forms the basis for
grouping similar jobs together and establishing salary ranges. Related to “slotting;” similar to “benchmark job,” “job cluster,” “job content evaluation
method,” ““ job evaluation”, and “ranking method of job evaluation.”

Joint Employment: Employment by two or more agencies when the employment by one agency is not completely disassociated from employment by the other
agency or agencies. See WHRH Chap. 520, Administration of the Fair Labor Standards Act.

Just cause: Labor arbitrators have long applied a definition of “just cause”. A definition that is useful today in employment law is: “Good and sufficient
reason, related to the needs of business operations, and supported by demonstrable fact.”

K K K

Knowledge: The depth of detailed understanding and the proficiency needed to complete the work at the objective level usually consists of information or
facts such as work practices, rules and regulations, policies, theories and concepts, principles, and processes which an employee must know and understand to
be able to do the work. The degrees of knowledge include: (1) some knowledge which implies familiarity only with the elementary principles and terminology
of the subject or subjects indicated; (2) knowledge implies sufficient knowledge of the subject to enable the employee to work effectively in a limited range
of work situations; (3) considerable knowledge implies enough knowledge of the subject to enable the employee to work effectively in normal work situations




of the class and with little direct supervision; this is the journeyman level; (4) extensive knowledge implies an advanced knowledge of the subject matter so as
to permit solution of unusual as well as commonplace work problems, advising on technical questions and planning methods for difficult work situations; and
(5) thorough knowledge implies an unusually broad and specialized knowledge and means that work calls for an almost complete mastery of the subject; it is
used rarely and only for especially advanced positions.

Knowledge, skills and abilities (KSAs): Common job specifications. Knowledge refers to acquired mental information necessary to do the job (e.g., principles
of nuclear physics), skills refers to acquired manual measurable behaviors (e.g., lathe operation), and abilities, to natural talents or acquired dexterity (e.g.,
capacity to lift 50 pounds). Related to “accountability,” “best-fit,” “breadth,” “Bona Fide Occupational Qualification,” “complexity,” “depth,” “discretion,”
“impact of work, ” “scope,” and “survey.”

job description,” “point factor system,

Knowledge-based pay: A system of salary differentiation based on the formal education, related experience, or specialized training a professional employee
has that qualifies the individual to deal with specific subject matter, or work effectively in a specific field. Salary level may not be dependent on whether the
incumbent utilizes the knowledge. Related to “appointment maximum,” “hiring above the minimum,” and *“temporary appointment maximum.”

L L L

Labor dispute: Any controversy between an employer and the majority of the employer’s employees in a collective bargaining unit concerning the right or
process or details of collective bargaining or the designation of representatives. Any organization with which either the employer or such majority is affiliated
may be considered a party to the labor dispute. See s. 111.81(11), Wis. Stats. Related to “fact finding.”

Labor market: A place where labor is exchanged for wages. These places are identified and defined by a combination of the following factors: (1) geography
(i.e., local, regional, national, international); (2) industrial area; (3) education, experience, and licensing or certification required; and (4) function or
occupation.

Large department: A department with between 500 and 1,500 positions. Related to “major department,” “medium department,” “small department,” and
“very small department.”

Law Enforcement Officer: Any person employed by the federal or state government, or any political subdivision of the state, including counties, cities,
villages and towns, for the purpose of detecting and preventing crime and enforcing laws or ordinances and who is authorized to make arrests for violations of
the laws or ordinances that the person is employed to enforce.



Layoff (permanent): “The termination of the services of an employee with permanent status in class from a position in a layoff group approved under s. ER-
MRS 22.05, in which a reduction in force is to be accomplished.” Approval is by the BMRS director, or agency head if delegated, in which a reduction in force
is to be accomplished. See s. 230.34, Wis. Stats.; ss. ER 2.01(15), 18.02(2)(b)7, and s. ER-MRS 22, Wis. Adm. Code; related to “attrition,” “bumping,”
“demotion,” and “downsizing.”

Layoff group: An aggregation of related positions which is the group of employees from which the layoff will
be made. See Chapter 232—Permanent Layoff of Nonrepresented Employees of the Wisconsin Human Resources Handbook.

Lead auditor: Human Resources Consultant in BMRS responsible for overseeing the delegation auditing process. This person will act as a resource to others in
the division and in other agencies.

Lead structure policy: A salary practice in which the structure is set at the beginning of a year to match the level it anticipates the competitive pay to reach
at the end of the year. Throughout the year, the competition catches up with the plan structure.

Lead worker: An employee whose permanently assigned duties include training, assisting, guiding, instructing, assigning and reviewing the work of two or
more permanent full-time equivalent classified employees in the Lead worker’s work unit as assigned and documented on the work unit’s organization
chart. Lead workers do not have supervisory authority as defined under s. 111.81(19), Wis. Stats.

Usually, lead workers will be required to lead the work of two or more employees in order to be credited with lead worker duties. Lead workers cannot
“share’ the responsibility of leading the work of employees. For example, if two positions lead the work of one employee each and together jointly lead the
work of one more employee, neither position will meet the definition of lead worker. In certain circumstances, leading the work of one other employee may
justify lead worker status, if the employees are located in a geographically remote office or are in the field. See WHRH Ch. 370, section 030.

Lead-lag structure policy: A salary policy that leads the market during the first six months, matches the competitive pay at the middle of the year and lags
the market during the past six months. A variation of this process is the lag-lead structure, which is the opposite of the lead-lag policy.

Leave credits: (Unless defined differently under an applicable collective bargaining agreement) Except for those credits received as catastrophic leave under
s. ER 18.15, Wis. Adm. Code, earned but unused termination leave, sabbatical leave, personal and legal holiday time, and anticipated or earned but unused
annual leave, subject to s. 230.35(1)(b), Wis. Stats. Leave credits do not include sick leave credits or compensatory time off credits. See ss. ER 18.01(5) and
ER 18.15(1)(d), Wis. Adm. Code.



Leave of absence: “Absence from employment with the approval of the appointing authority with or without loss of pay in accordance with the appropriate
statutory provision or rule.” A leave of absence may be paid or unpaid, and may also be authorized under a collective bargaining agreement. See ss. ER
1.02(16), 18.02, and 18.14, Wis. Adm. Code; related to “family leave and “Family Medical Leave Act.”

Lengthened probationary period: A longer, approved probationary period for administrative, technical, and professional positions when the normal (12-
month) probationary period will not provide the employee with adequate exposure to the responsibilities of the position. The request for a lengthened
probationary period must be submitted prior to certification.

Level of work: Critical data about job content that reflects the job’s skill, effort, responsibility and working conditions.

Lift: (1) the percent the total base payroll will increase as a result of a base-building adjustment; (2) percent the total base payroll will increase over a fiscal
year or biennium from all base building wage provisions; (3) the average percent base pay increase an employee will receive from a specific wage provision or
during a fiscal year or biennium. Related to *“costing.”

Limited supervision: Implies that the incumbent proceeds on his or her own initiative while complying with policies, practices and procedures prescribed by
the supervisor. The supervisor generally answers questions only on the more important phases of the work. Contrast with “close supervision” and “general
supervision.”

Limited term appointment: The appointment of a person to perform a grouping of duties and responsibilities on a non-project basis under conditions of
employment that do not provide for attainment of permanent status in class under s. 230.26(1), Wis. Stats. See s. ER-MRS 1.02(13), Wis. Adm. Code.

Limited term employee (LTE): An individual in a position in which the nature and conditions do not permit attainment of permanent status in class and for
which the use of normal procedures for recruitment and assessment are not practicable or comparable employment in the unclassified service. (Normally
employment that does not meet the coverage requirement would be considered comparable.) An LTE cannot work more than 1039 hours in a year in the same
position. See s. 230.26, Wis. Stats.; ss. ER 1.02(17) and ER 10, Wis. Adm. Code and Comp. Plan, Sec. D; WHRH Ch. 224.

Limited term employment: Employment in which the nature and conditions do not permit attainment of permanent status in class and for which the use of
normal procedures for recruitment and assessment are not practicable or comparable employment in the unclassified service. (Normally employment that
does not meet the coverage requirement would be considered comparable.) See s. 230.26, Wis. Stats.; ss. ER 1.02(17) and ER 10, Wis. Adm. Code and Comp.
Plan, Sec. D; WHRH Ch. 224, and s. ER-MRS 1.02(14), Wis. Adm. Code.

Line: Generally refers to the functions for which an organization was created. For example, in an engineering bureau, designing structures would be “line”
functions. Contrast with “staff.”



Living wage: In union contract negotiations, a term that refers to a wage rate that allows an employee to maintain an acceptable standard of living.

Lockout: The shutting down of an operation or plant by an employer in order to withhold work and wages from a group of workers. The intent of the
employer is to pressure the workers into accepting the employer’s terms during negotiations. This is management’s version of a strike.

Logical: “Changes which are reasonably related to the previous duties or responsibilities of the position. Generally, if the changes are reasonably related to
the previous duties, satisfactory performance of the original duties or responsibilities of the position should provide any incumbent with a reasonable
expectation that the changed duties or responsibilities will be satisfactorily performed. If more than 50% of the duties or responsibilities of a position have
changed since written notice was last given to the administrator and the employee of changes in assigned duties and responsibilities which may affect the
classification of the position, the changes are not a logical change to a position but are the creation of a new position.” It is not logical to assign job duties
identified in a different bargaining unit or occupational area, such as assigning professional level duties to a technical or paraprofessional employee. Related
to “audit,” “gradual,” “reallocation,” “reclassification,” “regrade,” and “upgrading.”

Longevity pay: Usually, the payment of an hourly or monthly amount based on an employee’s length of service with an employer. At present, the state does
not have a longevity pay program of this type. Related to “seniority-based grid.”

Look-up table: A table that is referenced in a formula.
Lower classification: A class assigned to a lower pay range. See s. ER-MRS 1.02(15).

Lower pay range: A pay range which has a lesser dollar value maximum when comparing pay ranges not designated as counterparts. Contrast with
“counterpart pay ranges” and “higher pay range.”

Lump sum: In the context of wage adjustments, an amount of money paid to an employee for one or more of the following reasons: (1) a payment in lieu of
retroactivity of a contractual or compensation plan pay adjustment, calculated by multiplying an employee’s hours in pay status (hours worked or on paid
leave) during a defined period by a specified amount; (2) an amount in lieu of a base pay increase, annualized from the effective date of the corresponding
base pay adjustment to the end of the fiscal year; (3) a specified “bonus” that typically is pro-rated on the basis of an employee’s FTE status. The use of (1) is
very common and is often mistakenly referred to as a “retroactive wage payment.” Where applicable, the lump sum payment also reflects an increase in the
premium rate portion of any overtime wages earned during the defined period. Related to “earnings.”

Lump sum merit: Merit pay delivered in the form of a single cash payment separate from base pay (i.e., not folded in). It must be *“re-earned”
annually. Related to “Discretionary Compensation Adjustment” and “Discretionary Compensation Performance Recognition Awards and payments.”
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Maintenance of Membership (MOM) agreement: “An agreement between the employer and a labor organization representing public safety employees which
requires that all of the public safety employees whose dues are being deducted from earnings under s. 20.921(1) or 111.84(1)(f) [Wis. Stats.,] at the time the
agreement takes effect shall continue to have dues deducted for the duration of the agreement, and that dues shall be deducted from the earnings of all
public safety employees who are hired on or after the effective date of the agreement.” See ss. 20.921(1), 111.81(12m), 111.84(1)(f), and 111.825(5), Wis.
Stats.; related to “union security clauses;” similar to “fair share agreement.”

Major Department: A department with more than 1,500 positions. Related to “large department,” “medium department,” “small department,” and “very
small department.”

Majority of time: Classification decisions are based upon the level of work performed for the “majority of time,” 51 percent or more. Occasionally the level
can only be determined by identifying the classification level of each worker activity statement to determine the majority, such as for a program assistant
position. There may be very rare instances where a classification is appropriate when it does not represent the “majority of time;” however this would involve
professional occupational areas requiring a license, such as a physician. Contrast with “significant job duties;” related to “allocation pattern,” “best fit” and
“classification method of job evaluation.”

Make whole: The redress of an individual who has been discriminated against by the employer or the resolution of a grievance if it is shown that management
has violated the contract. It gives to the employee the same status enjoyed had there been no discrimination or contract violation.

Management: Includes those personnel engaged predominately in executive and managerial functions, including such officials as division administrators,
bureau directors, institutional heads, and employees exercising similar functions and responsibilities as determined by the WERC. Management personnel is
excluded from the definition of employee for collective bargaining purposes. See s. 111.81(7)(a), Wis. Stats.; s. 111.81 (13),Wis. Stats; WHRH Ch. 324.

Management by objective (MBO): An employee development technique that consists of a process in which a superior and a subordinate, or group of
subordinates, jointly identify and establish common performance goals as a basis for directing behavior and assessing performance. The unique feature of
“management by objective” is that the process requires involvement of subordinates in the setting of performance goals.

Management negotiating team (management team): The group of individuals from DPM and select representative operating agencies who are designated as
the official representatives of management for purposes of negotiating an agreement with a specified bargaining unit. Typically, the chief spokesperson is an
Executive Employment Relations Officer or Executive Human Resources Officer from DPM, who along with the other representatives from DPM, are considered



the primary bargaining team. Agency representatives on the bargaining team are expected to represent the interests of their agency, as well as other agencies
with similar employees or concerns, and, when authorized by the chief spokesperson, to communicate information to select management in their agencies
during negotiations or once agreement has been reached.

Manager: “*Management’ includes those personnel engaged predominately in executive and managerial functions, including such officials as division
administrator, bureau directors, institutional heads and employees exercising similar functions and responsibilities.” See s. 111.81(13), Wis. Stats.; WHRH Ch.
324; Similar to “nonrepresented.”

Mandatory: Indicates that applicants must obtain a passing score on that item or part in order to pass the assessment.

Mandatory Restoration: Under state civil service law and code, restoration is the mandatory reappointment without competition, of an employee or former
employee to a position that is in the same class in which the person was previously employed, or to another classification to which the person would have been
eligible to transfer to if there hadn’t been a break in their employment, or to a class having a lower pay rate or pay range maximum for which the person is
qualified to perform the work after receiving customary orientation that is provided to newly hired workers in the position.

Mandatory transfer: The lateral movement of an employee from one position to another in accordance with transfer provisions established in the applicable
collective bargaining agreement. Contrast with “administrative transfer;” related to “transfer;” same as “contractual transfer” and “union transfer.”

Market adjustment: A base pay adjustment provided to some or all employees in a particular classification that is intended to bring individual employees’ pay
up to or closer to a market rate. Related to “external equity,” “market pricing,” “pay survey,” and “wage survey.”

Market-based salary increase budget: A salary increase budget based on what the state’s salary goals are with respect to the competition and availability of
funding. Related to “external equity,” “market adjustment,” “pay survey,” and “wage survey.”
Market index: An index computed by dividing the pay received by an individual by the market pay for that job. This figure can be computed for groups,
departments, or an entire organization. It is designed to provide a measure of how state pay compares to the market.

Market pricing: The technique of creating a job-worth hierarchy based on the “going rate” for benchmark jobs in the labor market(s) relevant to the
organization. Under this method, job content is considered secondarily to ensure internal equity after a preliminary hierarchy is established based on market
pay levels for benchmark jobs. All other jobs are “slotted” into the hierarchy based on whole job comparison. Related to “external equity,” “market
adjustment,” “pay survey,” and “wage survey.”



Market rates: The employer’s best estimate of the wage rates that are prevailing in the external labor market for a given job or occupation. Related to
“external equity,” “market adjustment,” “pay survey,” and “wage survey.”

Market reserve: General purpose revenue funds set aside in the budgeted compensation reserve to provide market adjustments to classifications experiencing
severe recruitment and retention problems. The amount of the market reserve funds is established and maintained by the Division of Personnel Management.

Maximum: The highest available score value possible for the item or part of an assessment.

Mean: A simple arithmetic average obtained by adding a set of numbers and then dividing the sum by the number of items in the set. Contrast with “median”
and “mode.”

Median: The middle item in a set of ranked data points containing an odd number of items. When an even number of items are ranked, the average of the
two middle items is the median. Applied to labor market information: Median: This value is the base pay amount that represents the fiftieth percentile (50
percent) of responses. More specifically, it illustrates a base pay value with an equal number of values that were higher and lower in the sample. Contrast
with “mean” and “mode.”

Mediation: An attempt by an impartial third party, called a mediator, to bring together the parties in a labor dispute. The mediator, however, has no power
to force a settlement. Related to “arbitration,” *“conciliation,” “fact finding,” “impasse,” and “labor dispute.”

Medical leave: Absence from employment due to a serious personal health condition which makes the employe unable to perform his or her employment
duties. See WHRH Ch. 724 for the federal Family and Medical Leave Act (FMLA) and Wisconsin Family and Medical Leave Act (WFMLA) definitions.

Medium department: A department with between 100 and 499 positions. Related to “large department,” “major department,” “small department” and
“very small department.”

Merit increase: An adjustment to an individual’s base pay rate based on performance or some other individual equity basis. Related to “Discretionary
Compensation Adjustment,” “extrinsic rewards,” “feedback,
Performance Recognition Awards and payments.”

incentive,

incentive eligible,” “intrinsic rewards,” and “Discretionary Compensation

Merit pool: Total performance increase dollars available, expressed as a percentage of the payroll at the end of the preceding period.



Merit progression: A formula for progressing an employee through a wage structure according to performance, or some other individual equity basis. Related
to “Discretionary Compensation Adjustment,” “extrinsic rewards,” “feedback,” “incentive,” “merit increase,” “merit rating” and “Discretionary
Compensation Performance Recognition Awards and payments.”

Merit rating: A method for appraising the performance of an employee with respect to his or her job. It frequently serves as a basis for making pay
adjustments, promotion decisions, or work reassignments. Similar to “Discretionary Compensation Adjustments,” “performance evaluation,” and
“Discretionary Compensation Performance Recognition Awards and payments.”

Midpoint: The salary that represents the middle of a given salary range or pay grade. Related to “control point.”
Military leave: Employees who have permanent status and who are members of the national guard, the state defense force, or any other reserve component
of the military forces of the United States are entitled to leaves of absence without loss of time in the service of the state. See s. 230.35(3), Wis. Stats.; ss.

ER 18.01(3), 18.08, and 18.13, Wis. Adm. Code.

Milwaukee Graduate Assistants Association (MGAA): The Bargaining Unit for teaching assistants at Milwaukee Graduate school under Bargaining Unit
designation T2.

Minimum: The lowest available score value for this item or part. Most assessments will have a minimum of 0.

Minimum Salary Test: Exempt Executive, Administrative and Professional employees must be paid a weekly salary at least equivalent to the federal minimum
wage in effect regardless of the number of hours worked in the workweek.

Minority Expanded Certification (MEC): Allows for certification of additional registrants based on minority status (only applies if position is included in a job
group that is underutilized for minorities).

Mismanagement: “A pattern of incompetent management actions which are wrongful, negligent, or arbitrary and capricious and which adversely affect the
efficient accomplishment of an agency function. ‘Mismanagement’ does not mean the mere failure to act in accordance with a particular opinion regarding
management techniques.” See s. 230.80(7), Wis. Stats.

Mix of pay: The profile of various components of direct pay expressed as a percentage of the total (e.g., 50 percent base salary, 35 percent short-term
incentives, 15 percent long-term incentives).



Mixed: Subject to the overtime provisions of the law unless an exception has been granted. See WHRH Chap. 520, Administration of the Fair Labor Standards
Act.

Mode: The category or value that occurs most frequently in a set of observations. In a frequency distribution, it is the category with the highest
frequency. Sometimes there is more than one mode. Related to “mean,” “median’” and “regression-based modeling method.”

Model: A representation of reality that describes variables, the relationships among variables and the action of the system if changes are made in the
variables or in the relationships. Models are major methods for examining alternative strategies and policies. They are used to solve problems and to
understand relationships between data sets. Related to “regression-based modeling method.”

Moderate difficulty: The employee is confronted with a variety of breadth of duties susceptible to different methods of solution which in turn places a
correspondingly higher demand on resourcefulness. Supervisors of employees engaged in routine assignments, journey level personnel, and paraprofessional
employees usually perform work of moderate difficulty. Related to “paraprofessional.”

Month: A calendar month or the period from a given date in one month through the date preceding the given date in the following month, whichever the
context requires.

Multiple Choice Examination: A written exam used to assess basic skills or proficiency. Multiple choice (MC) exams may also be job knowledge exams used for
promotional purposes. MC exams can be administered to large numbers of applicants in a controlled environment (e.g. exam center or special center).
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National Labor Relations Act of 1935 (Wagner Act): A federal law that gives employees the right to organize unions, bargain collectively and engage in
concerted actions for mutual protection. It also required employers to recognize unions selected by employees and to bargain in good faith, and it prevented
employers from certain unfair labor practices. See Ch. 111, Wis. Stats. Related to “collective bargaining.”

Nature of work: The intrinsic characteristics and essence of work; kind or type; belonging to type or category. The nature of the work determines the
occupational category and various subcategories. For example, the nature of the work of a position might be defined as: engineering (broad occupational
area), non-professional (the sub-occupational area), clerical support (a further subdivision of non-professional), and supervisory (a specific category of clerical
support). Analyzing the scope and complexity of the worker activities of a position often aids in determining the nature of the work.



New appointing authority or agency: The appointing authority or agency after the movement occurs within state service. The new appointing authority or
agency may be the same as the former appointing authority or agency.

New Hire: Any prospective employee that is not currently a state employee, including former employees with reinstatement eligibility. Former employees
with restoration rights are not considered a new hire upon restoration.

Night differential: Supplemental for hours worked between specified hours as set forth in the compensation plan or negotiated contract. Similar to “add-on
pay,” “differential pay,” “on-call pay,” “premium rate,” “pyramiding,” “responsibility pay,” “standby pay,” “supplemental pay,” and “weekend
differential.”

Night hours: “Work hours between the hours of 6:00 p.m. and 6:00 a.m.” See Comp. Plan, Sec. A 4.01(4); see contract agreements.

Node: An item or part that has been created at the Exam (Assessment) Template Structure.

Noncash incentive: Incentive payments that are not readily convertible to cash (e.g., extra time off, meal or merchandise awards, a reserved parking
space) Similar to “extrinsic rewards.”

Non-cognitive assessment: An assessment that is generally experience- and training-related and allows applicants to apply and test from home, e.g.,
Objective Inventory Questionnaire, Resume Screen, Training and Experience Assessment, etc. The assessment is not administered in a secure environment.

Noncontributory benefit plan: A program in which the employer pays the entire premium or the full cost of funding specific benefits. Related to “employee
benefits,” “fringe benefits,” “holidays,” “inside payroll costs,” “pay for time not worked,” “sick leave,” and “Travel Schedule Amounts.”

Nondelegated: Personnel transactions and classifications which require review and approval by DPM. See ss. 230.04(1m) and 230.08(2), Wis. Stats.; contrast
with “delegation.”

Nonexempt: A term categorizing an employee as subject to the overtime provisions of the Fair Labor Standards Act (FLSA). See Comp. Plan, Sec. A 4.01(5);
See WHRH Chap. 520, Administration of the Fair Labor Standards Act; Title 29, Part 541 of the Code of Federal Regulations; contrast with “exempt;” related
to “docking” and “Fair Labor Standards Act..”

Nonfinancial reward: Any form of recognition provided to employees other than cash. Similar to “intrinsic rewards* and *“job satisfaction.”



Nonimmigrant: An alien who seeks temporary entry to the United States for a specific purpose. The alien must have a permanent residence abroad (for most
classes of admission) and qualify for the nonimmigrant classification sought. Nonimmigrant classifications include: foreign government officials, visitors for
business and for pleasure, aliens in transit through the United States, treaty traders and investors, students, international representatives, temporary workers
and trainees, representatives of foreign information media, exchange visitors, fiancé(e)s of U.S. citizens, intracompany transferees, NATO officials, religious
workers, and some others. Most nonimmigrants can be accompanied or joined by spouses and unmarried minor (or dependent) children.

Nonprofessional: All classification specifications that do not indicate professional or paraprofessional.

Nonprofessional supervisor: A supervisory position whose predominate job duties would not be defined as professional. Contrast with “administrative
supervision” and “professional supervisor.”

Nonquantitative job evaluation: A method that creates a job worth hierarchy based on the perceived value of the “whole job(s)” but does not employ
guantitative methods (i.e., assigning evaluation “points”). Examples of nonquantitative methods are classification and ranking. Contrast with “job content
evaluation method” and “quantitative job evaluation;” similar to “paired comparison.”

Nonrepresented: Employees who are not represented for purposes of collective bargaining (they are excluded), because the classification(s) are not included
in a certified bargaining unit, or because the classification(s) are included in a certified bargaining unit but no collective bargaining representative has been
certified by the WERC. See s. 111.81(7), Wis. Stats. Contrast with “represented position;” similar to “confidential,” “exclusion,” “manager,” and
“supervisor.”

Nonstandard work period: “A regularly recurring period of 336 hours in the form of 14 consecutive 24-hour periods which begins on a day of the week and
time established by the appointing authority. Employees assigned a nonstandard work period are those employees who work a fixed schedule of more than 40
hours one week and less than 40 hours the next week.” See Comp. Plan, Sec. A 4.01(6). Contrast with *“alternative work schedule,” “flextime,” and
“standard workweek.”

Normal retirement date for protective occupation participant: The date on which a participant attains the age of 54 years if the participant has less than 25
years of service, or 53 years if the participant has 25 years of service or more. See WHRH Ch. 680, Protective Occupation Status for State Employees.

Not available (NA): A report of action on a certification when a candidate is not available to interview within a reasonable timeframe, e.g. they are out of
town for an extended period of time. This report of action is used infrequently.

Not contacted (NC): A report of action on a certification when a candidate was not contacted with an invitation to interview. It should only be used if the
person hired was a transfer, reinstatement, or demotion and no one on the certification list was contacted or interviewed.



Not eligible (NE): A report of action on a certification when a candidate does not possess the qualifications for a job (i.e. the individual claimed to speak
Spanish, but couldn’t demonstrate the skill in the interview; or failed to produce a copy of a required certification). Additional justification is required for this
report of action; may also require a removal of the applicant from the register or certification. The agency must document the basis of this decision.

Not interested (NI): A report of action on a certification when the individual stated that he/she is not interested in this position. Also used when an individual
expresses an interest in a position and then cancels out of the interview.

Not selected (NS): A report of action on a certification; individual was interviewed for the position, but not selected.

Number of choices: lIdentifies the number of choices the applicant will have for responding to the assessment item (e.g., a true/false item would have two
choices; multiple choice items commonly have four or five choices).
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Objective level: That classification level, within a classification progression series, that any employee could reasonably be expected to achieve with
satisfactory performance of increasingly complex duties and/or the attainment of specified training, education, or experience. Objective level employees
must satisfactorily perform the full range of job duties assigned to that position type under general supervision. Contrast with “advanced level,”
“developmental level,” and “entry level;” related to “full performance level.”

Objective Inventory Questionnaire (OIQ): A type of assessment which evaluates applicants on the basis of their experience with specific job tasks, tools,
technologies, or equipment. The typical OIQ presents the applicant with a checklist of specific job statements about skills, tasks, tools, equipment, etc., and
asks the applicant to identify their level of training and/or experience for numerous job-related tasks, tools, technologies, or equipment. Administered in an
uncontrolled environment and may be scored by hand or by computer (using scannable response sheets). Also known as task-based or checklist inventories.

Occasional or sporadic: Work that is infrequent, irregular, or occurring in scattered instances, even when it recurs seasonally. However, work that recurs
every other week is not occasional or sporadic.

Occupation: A generalized job or family of jobs common to multiple organizations or industries.

Occupational Category: The first three digits of the occupational codes found in the Dictionary of Occupational Titles are used as a guide to determine the
occupational category.



Occupational differentials: Relatively stable differences in wage rates between or among occupations.

Occupational Outlook Handbook: A companion volume to the U.S. Dictionary of Occupational Titles, which provides general narrative information on jobs,
job families, occupations, employment locations, etc. While of primary interest to vocational counselors, the Occupational Outlook Handbook does provide
labor-market projections, which are useful for long-range human resource planning.

Official hourly rate rounding: The method of rounding used for all official computations of pay rates for state employees. The hourly rate will be increased
to the next higher .01 if any digit is greater than zero in either the third, fourth or fifth position right of the decimal point. Lump sum hourly rates will be
increased to the next higher .01 if any digit is greater than zero in either the third through the fifth position right of the decimal point. In costing, the
“roundup’ component is to be used with across the board (ATB) calculations. See WHRH Ch. 504.

On-call pay: An amount of compensation provided in return for an employee being available to report to work at employer’s discretion. Because the
employee is expected to be easily reachable and able to report to the work site on short notice, he or she is compensated for having restricted personal
time. Similar to “differential pay,” “night differential,” “premium rate,” “pyramiding,” “responsibility pay,” “standby pay,” “supplemental pay,” and
“weekend differential.”

One-Day Assignment: Assignment and travel are completed within a 24-hour period, midnight to midnight.

Open competition: All applicants, including current state employees and all other individuals eligible to work in the United States, may compete for the
position.

Open-ended question: A type of interview question which does not require a yes or no answer but, instead, requires that the candidate talk about specific
examples of past job experience(s) which are similar to the activities required of the position.

Open-ended questionnaire: A job analysis technique that provides a written set of questions regarding job content, requiring a narrative response. Contrast
with “highly structured questionnaires.”

Open pay system: A compensation program in which information about salary ranges and individual employee wages are public information. This information
is public information under Wisconsin open record laws. See ss. 19.21(1), 19.35, and 19.36, Wis. Stats.



Oral evaluation: An evaluation using a set of standard questions that an applicant answers in the presence of a rating panel consisting of subject matter
experts. The questions measure important abilities and knowledge identified in the job analysis. The oral evaluation must be recorded as indicated in s.
230.16(3), Wis. Stats.

Organizational level: The place in the organizational hierarchy, starting from the agency head, at which the position is found. The hierarchy goes from the
appointing authority (agency head), division administrator, bureau director, section chief, unit supervisor, to subunit supervisor.

Organization chart: A graphic representation of the relationships and inter-relationships within an organization depicting the lines of authority,
accountability, responsibility, and control provisions which are established for coordination. It may or may not include a listing of major duties or activities
delegated to each office or position. An organization chart should be included with every personnel transaction.

Order of multiple transactions: The order in which multiple pay adjustments with the same effective date are to be applied. Unless otherwise specified in
the collective bargaining agreement, the order of multiple transaction will be that specified in theCompensation Plan.

Original appointment: “The appointment of a person who has not attained permanent status in class or permanent status, or the appointment of a former
employee on other than reinstatement or restoration basis to a classified position in which permanent status can be attained.” See s. ER-MRS 1.02(18) and s.
ER 1.02(22), Wis. Adm. Code.

Original appointment probation: The probationary period an employee is required to serve upon original appointment to a classified state position. See s.
230.28, Wis. Stats.; s. ER-MRS 13.03(1), Wis. Adm. Code.

Override (O/R): When this box is checked, the user should enter the new values into the planned column and they will carry over into the final column on the
assessment part. This means that the system will ignore the scoring criteria and/or statistics that it calculated. The newly entered values will take
precedence. This field would be used for adjusting the passing point.

Overtime: The Fair Labor Standards Act (FLSA) definition of overtime is hours over 40 worked in a workweek, or hours over 171 worked in a 28-day period for
law enforcement personnel, or hours over 212 worked in a 28-day period for fire protection personnel. Individual collective bargaining agreements and the
compensation plan have different provisions defining what is considered overtime and what compensation or scheduling requirements apply, many of which are
more generous than the overtime provisions provided under the FLSA. See Compensation Plan, Section A 4.01(6); related to “hours of work.”




Paired comparison: A ranking technique that compares each job being evaluated individually to every other job in a pair-wise fashion to determine which job
has a higher value. The final score for a job is the number of times it is considered the most valuable in the pair comparisons. Ranks then are created from
these scores. Similar to “nonquantitative job evaluation.”

Parameter: Compensation reserve funds allocated to the bargaining unit for all wage adjustments and lump sum payments for subsequent contract
period. Related to “compensation reserve.”

Paraprofessional: Work that is similar to or closely relating to and resembling “professional” level work, with a more limited scope of functions, decision
making, and overall accountability; it does not have the breadth and depth of true professional work. A paraprofessional employee may perform duties that
are a narrow, specialized subset of the professional employee’s duties. A paraprofessional employee does not perform the full range of duties assigned to
professional employees, or performs duties of lesser scope, impact, and complexity than duties assigned to professional employees. Paraprofessional duties
tend to support the work of professional employees. A paraprofessional employee may carry out or implement plans or projects that are developed, planned,
and managed by professional employees. The paraprofessional employee carries out or implements plans or projects based on extensive experience and
supplemental on-the-job training rather than on formal academic education in the discipline itself. Paraprofessional work is performed in a narrow or highly
specialized area of the overall occupation and requires a high degree of practical knowledge and skill. The experienced paraprofessional employee often
works with considerable independence for significant periods of time. This independence, however, does not alter the nature and character of the work,
which is to support a professional discipline. A paraprofessional position may have responsibility for segments of professional level functions but is not
responsible for the full range and scope of functions expected of a professional position. Contrast with “professional;” related to “moderate difficulty.”

Parent: Biological parent or an individual who stands or stood in loco parentis to an employe when the employe was a child. This term does not include
parents “in-law” (FMLA). A natural parent, foster parent, adoptive parent, stepparent, or legal guardian of an employe or of an employe’s spouse (WFMLA).

Parity: Pay provisions for nonrepresented employees to provide an average level of pay adjustments for the biennium that is comparable to the average level
for the related group of represented employees. Typically, the authorization for parity adjustments is acquired through amendments or modifications to the
compensation plan established at the beginning of the biennium. Related to “compression” and “internal equity.”

Parolee: A parolee is an alien, appearing to be inadmissible to the inspecting officer [of the INS], allowed into the United States for urgent humanitarian
reasons or when that alien’s entry is determined to be for significant public benefit. Parole does not constitute a formal admission to the United States and
confers temporary status only, requiring parolees to leave when the conditions supporting their parole cease to exist. See WHRH Ch 220.

Participant: Any person included within the provisions of the Wisconsin Retirement System by virtue of being or having been a participating employee whose
account has not been closed under ss. 40.25(1) or (2), Wis. Stats. See WHRH Ch. 680, Protective Occupation Status for State Employees.



Participating Employee: An employee who is currently in the service of, or an employee who is on leave of absence from, a participating employer under the
Wisconsin Retirement System and who has met the requirements for inclusion within the provisions of the Wisconsin Retirement System under s. 40.22, Wis.
Stats. See WHRH Ch. 680, Protective Occupation Status for State Employees.

Participating Employer: Any State of Wisconsin employer subject to the provisions of each of the respective benefit plans covered under Chapter 40, Wis.
Stats. See WHRH Ch. 680, Protective Occupation Status for State Employees.

Passing Point: The minimally acceptable score for an item or part. If the item or part is not identified as mandatory, the value will only be used to calculate
the system generated passing point at a higher level. If the item or part is identified as mandatory, an applicant must attain that score or higher on that
portion to pass the assessment. A minimum acceptable standard, which may be a numerical score, a letter grade, or a determination of eligibility (e.g., a
license requirement), determined to be the point at which an applicant has passed an assessment.

Past practice: A way of dealing with a grievance by considering the manner in which a similar issue was resolved before the present grievance was filed. Past
practice is often used to resolve a grievance when contract language is ambiguous or contradictory, or when the contract doesn’t address the matter in
dispute. Related to “grievance.”

Pay adjustment: A general revision of pay rates. The adjustment may be either across-the-board or spot adjustments for increases in prevailing wage
rates. Related to “across the board increase,” “general wage adjustment” and “prevailing wage rate.”

Pay band: A broad pay range that combines two or more pay ranges. Pay bands are designed to provide pay-setting flexibility and to improve recruitment and
retention of critical employees. See Comp. Plan, Sec. I; related to “appointment maximum” and “temporary appointment maximum;” similar to “band” and
“broad banding.”

Pay-based grid: A grid structure that establishes an employee’s position on the grid, and thus pay rate, based on the employee’s hourly rate just prior to grid
implementation. Contrast with “seniority-based grid.”

Pay for time not worked: Refers to time off work with pay. Typically, it includes the following: holidays, vacations, personal days, jury duty, approved paid
leaves, military duty, etc. Also known as time off with pay. Related to “employee benefits,” “fringe benefits,” “holidays,
“noncontributory benefit plan,” “sick leave,” “time off with pay” and “travel schedule amounts.”

inside payroll costs,”

Pay plan: A schedule of pay rates or ranges for each job in the classification plan. May include rules of administration and the benefit package. See ss.
230.09(1) and (2)(b), and 230.12 Wis. Stats.; similar to “salary structure.”



Pay policy: The desired position of an organization’s pay with respect to competitive pay at a certain point in time. Similar to “competitive pay policy” and
“pay policy line.”

Pay policy line: The level at which the organization decides to set its pay against the external market; usually the midpoint of the salary structure is set as an
estimate of the market going rate. Similar to “competitive pay policy” and “pay policy.”

Pay range: A pay range typically consists of a minimum and maximum amount and a within-range pay step or transaction step and in some pay ranges, a PSICM
amount; all of these are expressed in hourly amounts based on official hourly rate rounding. Each classification is assigned to a pay range by the Administrator
of the Division of Personnel Management; for classifications included in a public safety represented bargaining unit, the assignment of classifications to pay
ranges is subject to collective bargaining. See ss. 230.09(1) and (2)(b); 230.12, and 111.825, 111.825(5), and 111.91, Wis. Stats.; related to “pay schedule”
and “pay steps.”

Pay range overlap: The degree to which the pay ranges assigned to adjacent grades in a structure overlap. Numerically, the percentage of overlap between
two adjacent pay ranges. Contrast with “interrange differential,” “pay range spread,” “range,” and “range spread.”

Pay range spread: The percentage by which the pay range maximum is greater than the pay range minimum. Contrast with “interrange differential” and
“pay range overlap;” same as “pay range width,” “range,” and “range spread.”

Pay range width: The width or spread of a pay range, measured by the ratio: Width = (maximum pay--minimum pay)/minimum pay. Contrast with
“interrange differential” and *“pay range overlap;” same as “pay range spread,” “range,” and “range spread.”

Pay schedule: A set of pay ranges to which a set of classifications are assigned. Typically, separate pay schedules are negotiated under s. 111.91, Wis. Stats.
for each eligible bargaining unit and established in the compensation plan for specified groups of nonrepresented classifications or bargaining units not covered
by s. 111.91, Wis. Stats. Related to “pay range.”

Pay status: The status of an employee when receiving payment for hours worked or paid leave. Pay status does not mean the status of an employee while on
a leave of absence without pay, on layoff, serving a suspension without pay, or receiving income continuation or worker’s compensation benefits. See ER
1.02(24), Wis. Adm. Code; related to “work hours.”

Pay steps: Specified levels within a pay range. Employees may progress from step to step on the basis of time-in-grade, performance, or the acquisition of
new job skills. Related to “pay range.”



Pay survey: The gathering of data on wages and salaries paid by other employers for selected key classes of jobs or benchmark jobs. Related to “external
equity,” “market adjustment,” “market pricing,” “market rates,” “market-based salary increase budget;” same as “wage survey.”

Pay trend line: A line fitted to a scatter plot that treats pay as a function of job values. The most common technique for fitting a pay-trend line is regression
analysis. Related to “regression-based modeling method” and *““scattergram.”

Peer comparison: A concept used in some incentive plans where a company’s results in specified financial measures are compared with those of a group of
other companies determined to be peer companies. The comparative results can be used in incentive formulas.

Percentage of time: The proportion of the employee’s total work time spent on a goal or worker activity. Time percentages are estimates based upon a year
and indicate how much time the employee is expected to spend on each goal. “Percentage of time” should be determined for worker activities if they are not
equal in time to the other worker activities within a goal and equal more than 10 percent of that goal. Related to “position description.”

Performance dimensions: Aspects of performance, critical to a job, on which the incumbent will be rated. Dimensions can be related to outcomes or
behavioral criteria pertinent to the job assignment. Similar to “performance evaluation.”

Performance evaluation: A continual process of identifying, measuring and developing job-related employee performance. See ss. 230.28(2) and 230.37, Wis.
Stats.; s. ER 45.02, Wis. Adm. Code; similar to “performance dimensions” and “performance log.”

Performance log: Written records used by a manager to recall examples of effective and ineffective behavior with respect to selected performance criteria
during an appraisal period. Related to “performance evaluation.”

Performance management: A managerial process that consists of planning performance, managing performance (through observation and feedback),
improving performance through development, appraising performance, and rewarding performance.

Performance measurement: Any technique employed to gather data that provides a basis for exercising performance appraisal judgment.
Performance period: The predetermined span of time during which individual (or group) performance is measured.
Performance targets: Tasks or behavioral goals established for an employee that provide the comparative basis for performance appraisal.

Permanent appointment: *“ ... [T]he appointment of a person to a classified position in which permanent status can be attained.” s. ER-MRS 1.02(20), Wis.
Adm. Code.



Permanent employee: A person who is an employee as a result of a permanent appointment, whether or not the employee has attained permanent status.

Permanent Resident Alien: “[A]n alien admitted to the United States as a lawful permanent resident. Permanent residents are also commonly referred to as
immigrants; however, the Immigration and Nationality Act (INA) broadly defines an immigrant as any alien in the United States, except one legally admitted
under specific nonimmigrant categories (INA section 101(a)(15)). An illegal alien who entered the United States without inspection, for example, would be
strictly defined as an immigrant under the INA but is not a permanent resident alien. Lawful permanent residents are legally accorded the privilege of residing
permanently in the United States. They may be issued immigrant visas by the Department of State overseas or adjusted to permanent resident status by the
Immigration and Naturalization Service in the United States.”

Permanent status: The rights and privileges attained upon successful completion of a probationary period or career executive trial period required upon
appointment to a permanent, seasonal, or session position. See s. ER 1.02(28) and s. ER-MRS 1.02(22), Wis. Adm. Code; contrast with “probationary period.”

Permanent status in class: The rights and privileges attained upon successful completion of a probationary period required upon an appointment to a
permanent, seasonal, or sessional position. See s. ER 1.02(29) and s. ER-MRS 1.02(23), Wis. Adm. Code; contrast with “probationary period.”

Permanent status in class minimum (PSICM): The minimum rate to be paid to an employee who is not serving the first six months of either a probationary
period or a career executive trial period. (This term is applicable only to classifications assigned to traditional pay ranges, as opposed to those assigned to
broadband pay ranges.)

Permissive Transfer: Non-contractual transfer (not mandatory) into the same or counterpart pay range. Each agency manages its own process for internal
permissive transfers.

Person-based pay: Compensation programs that base an employee’s salary on that individual’s skills or knowledge rather than on the nature of a rigidly
defined job. Types include skill-, knowledge-, and competency-based pay. Related to “HAM.”

Philosophy: A means of translating the present state of an agency into concrete policy action to achieve the long-range goals of that agency.
Picketing: A person or persons stationed outside a place of employment, usually during a strike, to express a grievance or protest and discourage entry by

nonstriking employs or customers. Similar to “blue flu,” “boycott,” *“collective bargaining,” “concerted activity,” “job action,” “red flu,” “sitdown strike,
”slowdown,” “strike,” “sympathy strike,” and “white flu.”

Piecemeal Move: The moving of household goods or property in two or more trips.



Planned Column: This column is used to identify the initial scoring criteria that are planned for an assessment.

Point factor system: A quantitative job evaluation method that uses defined factors and degree levels within each factor (usually five to seven levels, which
are also defined). Each factor is weighted according to its importance. Job content descriptions are compared to definitions of the degree levels and the
corresponding points assigned to the appropriate level are then awarded to the job and added for all factors to determine the total job score. The total scores
are used to create a job worth hierarchy. Related to “accountability,” “breadth,” “complexity,” “depth,” “discretion,” “impact of work,” “knowledge, skills
and abilities,” *“scope,” and ““survey.”

Policy: A broad guideline or framework within which decisions are made regarding the distribution of program resources or benefits. Policy controls the
nature of program outputs by defining what will be done, for whom it will be done, and the priorities to be applied to specific program objectives. Contrast
with “procedure.”

Policy analysis: The systematic study of an issue, problem, or decision situation requiring policy action designed to provide decision-makers with the
information on the costs, benefits, or consequences of alternative courses of action or decisions needed in order to formulate policy. Typically, policy analysis
involves defining the decision-maker’s objectives, developing or clarifying alternative means to those objectives, assessing the impacts of alternatives by
developing a model that projects their consequences, the establishment of criteria to rank the alternatives in order of desirability or priority, and the
recommendation of the appropriate alternative to the policy-maker.

Polling: From a certification list generated via a group referral, registrants may be polled (via communictions & responses) to find out (1) if they have special
gualifications that were not measured by the application or assessment process or (2) if they are interested in a particular position or geographic area.

Position: “A group of duties and responsibilities in either the classified or unclassified divisions of the civil service, which require the services of an employee
on a part-time or full-time basis.” See s. 230.03(11), Wis. Stats. For bargaining, a position is a unilateral solution to an issue. From WERC consensus training.

Position description (PD): “An appointing authority shall: Provide the administrator with current information relative to the assignment of duties to
permanent classified positions in his or her agency.” “After an appointing authority has received budgetary approval for a new position and desires to fill the
position, a written description of the position’s duties and responsibilities and any other pertinent information as required shall be submitted to the
administrator.” A structured statement describing the components of a position at the full performance level. A complete PD clearly specifies the goals or
results which the employee is expected to achieve and significant worker activity or job task the employee must competently perform. See ss. 230.06(1)(c)
and 230.09(1), Wis. Stats.; s. ER 3.02(1);see WHRH Ch. 310; related to “Bona Fide Occupational Qualification,” *“disclaimer statement,” “job description,”

“job specification,”, “knowledge, skills and abilities,” and “percentage of time.”



Pregnancy Discrimination Act of 1978 (PDA): Amends Title VIl and states that women affected by pregnancy, childbirth, or related medical conditions must
be treated the same for all employment related purposes as other employees not pregnant but similar in their ability or inability to work.

Premium rate: An amount added onto the base wage to pay extra for something such as weekend work, the graveyard shift, or being away from home. Also
called differential. “The straight rate plus .5 times the regular rate paid the employee.” See Comp. Plan, Sec. A 4.01(7); similar to “add-on pay,”
“differential pay,” “on-call pay,” “pyramiding,” “night differential,” “responsibility pay,” “shift differential,” “supplemental pay,” and “weekend
differential.”

Prevailing wage rate: The amount paid by other employers in the labor market for similar work. The Davis Bacon Act of 1931 requires most federal
contractors (in construction and related areas) to pay the wage rates and fringe benefits prevailing in the area. The McNamara-Ohara Service Contract Act of
1965 requires certain federal contractors who provide services to the federal government to pay area prevailing wage rates. Related to “Wisconsin State
Building Trades Negotiating Committee-WSBTC and Appropriate Affiliated Buildings Trades Councils.”

Primary Duty: A duty that encompasses over 50% of the employee’s time. The 50% standard is a guide and determination of whether a duty is primary is not
based on the percent time performing a duty in any single workweek.

Principal Duties: Those duties which are performed by an employee for at least 51 percent of the time. See WHRH Ch. 680, Protective Occupation Status for
State Employees.
Priority: The relative importance of a goal or objective in relation to others, which controls the timing and amount of resources, such as staff time, to be

expended to achieve the goal or objective.

Probationary period: The time period during which an employee’s performance is evaluated upon appointment to a position prior to attaining permanent
status. See s. 230.28, Wis. Stats. and s. ER 1.02(31) and s. ER-MRS 1.02(24), Wis. Adm. Code; WHRH Ch. 576; contrast with “permanent status.”

Procedure: The specific steps, rules, or methods followed in order to accomplish program objectives or implement policies. Contrast with “policy.”

Proctor: An individual person designated to administer an examination (e.g., multiple choice, essay, on-line, etc.) to an applicant and who is responsible for
ensuring that the examination materials remain secure in a controlled setting.

Professional: This word has different technical meanings based on the context of its usage. Unless otherwise defined in a document, the definition in the
state compensation plan isused. [A.] *“(a) Any employee in the classified service who is engaged in work: 1. Predominantly intellectual and varied in



character as opposed to routine mental, manual, mechanical or physical work; 2. Involving the consistent exercise of discretion and judgment in its
performance; 3. Of such a character that the output produced or the result accomplished cannot be standardized in relation to a given period of time; 4.
Requiring knowledge of an advanced type in a field of science or learning customarily acquired by a prolonged course of specialized intellectual instruction and
study in an institution of higher learning or a hospital, as distinguished from a general academic education or from an apprenticeship or from training in the
performance of routine mental, manual or physical processes; (b) Any employee in the classified service who: 1. Has completed the courses of specialized
intellectual instruction and study described in par. (a)4.; and 2. Is performing related work under the supervision of a professional person to qualify to become
a professional employee as defined in par. (a).” [B.] A similar definition of “professional’ exists in the Fair Labor Standards Act. [C.] In less formal usage, it
typically refers to classifications that are considered to be functioning at a level that clearly distinguishes them from paraprofessional or technical
classifications. State labor relations law establishes nine professional bargaining units for classified positions: Education; Engineering and Related; Fiscal and
Staff Services; Legal; Patient Care; Patient Treatment; Research, Statistics and Analysis; Science and Related; and Social Services. See ss. 111.81(15) and
111.825(1), Wis. Stats.; Comp. Plan. Section G - 12.00; Title 29, Part 541 of the Code of Federal Regulations; WHRH Ch. 370; contrast with
“paraprofessional.”

Professional Employees in Research, Statistics and Analysis - PERSA: The bargaining unit name of employees included in the “research analyst” bargaining
unit, under bargaining unit designation 8.

Professional supervisor: A combination of supervisory and professional duties. The duties of the supervisor, not the staff supervised, should be the principal
determinate as to whether a supervisory position is appropriately categorized as a “professional supervisor”. A “professional supervisor” would be expected to
provide technical supervision to subordinate staff. See s. 111.81(19), Wis. Stats.; contrast with “administrative supervisor” and “nonprofessional supervisor.”

Program: An ongoing set of coordinated activities or functions carried out by a number of people, aimed at providing a specific service or benefit to a specific
group, organization or group of organizations. A program typically has a unique set of policies, regulations, or procedures and a unique set of activities to be
performed in providing service or achieving the program’s goals, and a unique set of persons specializing in carrying these out. A program involves a variety of
specific projects or functions coordinated to achieve program objectives.

Program evaluation: The systematic examination of an existing program or policy for the purpose of determining its effectiveness or efficiency in achieving
its goal, by developing and applying quantitative measures of costs and/or benefits, to provide decision-makers with recommendations for the continuation,
modification, or discontinuation of the program or underlying policy.

Program planning: The process of developing a specification of what a particular program will accomplish in the future and the courses of action that will be
pursued to achieve those goals. To be complete in scope, program planning must involve defining program goals, developing and prioritizing specific
objectives, developing alternative program designs or courses of action to achieve these objectives, and recommending appropriate priorities and alternatives
to program administrators. Program planning which focuses on developing the specific processes, procedures, or operations necessary to implement overall



program plans is called implementation planning. Implementation planning typically takes the overall design of the program as given, covers a shorter period
of time, and is concerned with detailing specific parts of the overall design.

Program revenue (PR): Revenues which are paid into the general fund and are credited by law to an appropriation to finance a specified program or state
agency. See s. 20.001(2)(b), Wis. Stats.; contrast with “general purpose revenue” and “segregated fund.”

Progression: The act of moving towards a specified goal or outcome. [1] Pay progression: The movement or system of moving an employee’s pay from the
minimum towards the maximum or specified grid endpoint of a pay range. [2] Classification progression series: A classification grouping whereby the class
specifications or position standards specifically identify entry, developmental and objective levels within the series. A common misunderstanding is thinking
that all classification series with multiple levels are a progression series. The classification specification must be consulted to determine whether a particular
level or series is considered a progression series. See s. ER 1.02(32), Wis. Adm. Code; related to “career ladder” and *“grid point.”

Progression series: A multiple-level classification series where employees are expected to progress via reclassification to the objective level as long as they
can satisfactorily perform the full range of duties assigned to the objective level classification. The class specifications or position standards specifically
identify the entry and “full-performance objective level.” The full performance objective level within a progression series means the classification level which
any employee could reasonably be expected to achieve with satisfactory performance of increasingly complex duties or the attainment of specified training,
education, or experience. Refer to definitions of entry level, developmental level, and objective level.

Project: A coordinated set of analytic activities aimed at reaching a conclusion, recommendation or decision on a specific question, problem, or
issue. Projects do not continue indefinitely, but are expected to end in the foreseeable future when the conclusion, etc., is reached. A project differs from a
program in that it has narrower scope, is situational in focus, and is temporary in duration.

Project appointment: “The appointment of a person to a project position under conditions of employment which do not provide for attainment of permanent
status.” See s. 230.27, Wis. Stats.; ER 1.02(25), Wis. Adm. Code.

Project employee: “Employment as a result of a project appointment in a project position.” See s. ER 1.02(26), Wis. Adm. Code.
Project employment: Employment as a result of a project appointment to a project position. s. ER-MRS 1.02(26), Wis. Adm. Code.
Project position: “A position which is normally funded for 6 or more consecutive months and which requires employment for 600 hours or more per 26

consecutive bi-weekly pay periods, either for a temporary workload increase or for a planned undertaking which is not a regular function of the employing
agency and which has an established probable date of termination. No project position may exist for more than 4 years.” See s. 230.27(1), Wis. Stats.



Promotion: “Except as provided in ER-MRS 14.02, Wis. Adm. Code, ‘promotion” means any of the following: (a) The permanent appointment of an employee
to a different position in a higher class than the highest position currently held in which the employee has permanent status in class; (b) The permanent
appointment of an employee or former employee in layoff status to a different position in a higher class than the highest position in which permanent status in
class was held at the time the employee or former employee became subject to layoff; or (c) the permanent appointment of an employee on an approved
leave of absence, either statutorily mandated or granted by an appointing authority, to a different position in a higher class than the highest position in which
permanent status in class was held at the time the employee began the leave of absence.” See s. 230.19, Wis. Stats.; s. ER 1.02(36) and s. ER-MRS 1.02(27),
Wis. Adm. Code; related to “competition.”

Promotional competition: Only applicants in the classified civil service who occupy a permanent classified, seasonal or sessional position in which permanent
status may be obtained; who are on an approved leave of absence; who are former employees with restoration rights resulting from layoff; or who have
previously gained permanent status and are temporarily serving in a project position under a project appointment may compete. Promotional competition may
be open to all eligible employees within the classified civil service (servicewide), or, if certain conditions are met, to eligible employees within the UW System
(systemwide), an agency (agency), or recognized employing unit (unit). (Promotional competition was eliminated as a recruitment option with 2015 Wisconsin
Act 150.)

Promotional increase: An increase in a salary or wage rate that accrues to a person because of a promotion to a higher-level job.

Promotional opportunity: A competitive opportunity announced only to current classified employees in Wisconsin state civil service (including seasonal
employees, employees on layoff, employees in approved leaves of absence and employees on probation) who are not serving on a limited term or project
employment basis. (Promotional opportunities were eliminated as a recruitment option with 2015 Wisconsin Act 150.)

Protected group or class: Any group or member of that group or class specified in and protected by federal or state anti-discrimination laws (Title VII, other
civil Rights Act and state FEBS).

Protective occupations: Those occupations whose principal duties involve assuring the public’s safety and which subject the individual filling the position to
periods of great mental and physical stress, require the individual to be present under very dangerous situations, and require the individual to carry out
his/her duties regardless of the risk involved. See WHRH Ch. 680, Protective Occupation Status for State Employees.

Protective Occupation Participant: (a) Any participant included within the provisions of the Wisconsin Retirement System who occupies a job title specifically
identified in s. 40.02(48)(am), Wis. Stats., as being a protective occupation (or is allocated to a classification title determined by DPM to be equivalent) and
whose name is certified to the Public Employee Trust Fund as a protective occupation participant; or, (b) Any participant included within the provisions of the
Wisconsin Retirement System whose principal duties are determined by DPM to involve active law enforcement or active fire suppression or prevention,
provided the duties require frequent exposure to a high degree of danger or peril and require a high degree of physical conditioning, and whose name is



certified to the Public Employee Trust Fund as a protective occupation participant. See ss. 40.02(48)(a) and (am), Wis. Stats. and WHRH Ch. 680, Protective
Occupation Status for State Employees.

Protective occupation participant status (POPS): A category of retirement participation under the Wisconsin retirement system that covers individuals whose
principal duties are to involve active law enforcement or active fire suppression or prevention, provided the duties require frequent exposure to a high degree
of danger or peril and also require a high degree of physical conditioning, or who are specifically included in this category in the statutes. See s. 40.02(48),
Wis. Stats.; contrast with “hazardous employment” and “worker’s compensation.”

Protective retirement category: An employment category within the WRS for employees who have served in a qualifying protective occupation position (i.e.,
Correctional Officer).

Public Agency: The government of the United States; the government of a State or political subdivision thereof; any agency of the United States, a State, or a
political subdivision of a State, or any interstate governmental agency. The public agency definition does not extend to private companies that are engaged in
work activities normally performed by public employees.

Public Safety: Protection from danger, risk, or injury, as well as the responsibility to enforce public good. See WHRH Ch. 680, Protective Occupation Status
for State Employees.

Public Safety Employees: Any individual under s. 40.02(48) (am) 7. or 8., Wis. Stats. See s. 111.81(15r), Wis. Stats.; Related to “Wisconsin Law Enforcement
Association - WLEA”

Pyramiding: The payment of multiple supplemental pay amounts for the same hours worked, e.g., payment of both night differential and responsibility pay to
an employee who meets the eligibility requirements for both. Similar to “add-on pay,” “differential pay,” “night differential,” “on-call pay,” “premium
rate,” “shift differential,” “standby pay,” “supplemental pay”, and “weekend differential.”

Q Q Q

Quantitative job evaluation: A method that creates a job worth hierarchy by analyzing jobs in terms of specific factors and numerical indices. Examples of
guantitative methods are job component and point factor. Contrast with “nonquantitative job evaluation”; similar to “job component” and “job content
evaluation method.”



Quid Pro Quo sexual harassment: (1) making submission to sexual demands an implicit or explicit term or condition of employment; (2) making decisions
affecting someone’s employment or compensation on the basis of whether the person submits to or rejects sexual demands.

R R R

Random Rank: A program that, for certain classifications, there is no assessment administered. Interested persons submit applications and are assigned a
random rank. The register may periodically be re-ranked.

Raised Minimum Rate (RMR): A dollar amount greater than the established pay range minimum that becomes the minimum rate payable to any employee
whose position is assigned to the class or class and subtitle and, if applicable, in the specified geographic area where the raised hiring minimum is in

effect. This concept is different from a Hiring Above the Minimum rate in that the raising of the minimum rate is required to attract employees who meet the
typical, not advanced or exceptional, requirements of the position. It is class and/or geographically based and not related to attributes or qualifications of an
individual applicant. RMRs are applicable to current state employees and new hires. See Comp. Plan, Sec. E 1.02; WHRH Ch. 528; contrast with *“Hiring Above
the Minimum” and ““hiring rate.”

Range: (1) For a set of data, the difference between the maximum value and the minimum value. (2) For a pay grade, the percentage by which the maximum
pay exceeds the minimum. Sometimes referred to as the range spread. Contrast with “interrange differential,” “pay range overlap,” and “standard
deviation;” same as “pay range spread,” “pay range width” and *“range spread.”

Range penetration: The level of an individual’s pay compared to the total pay range (rather than compared with midpoint, as in compa-ratio). Range
penetration is calculated as: RP=(pay—Range Minimum)/(Range Maximum—Range Minimum).

Range spread: The width or spread of a pay range, measured by the ratio: Width=(maximum pay—minimum pay)/minimum pay. Contrast with “interrange
differential” and “pay range overlap”; same as “pay range width.”

Rank: An indicator of a person’s standing on a register according to their civil service score and tie breaker, if necessary.

Ranking method of job evaluation: The simplest form of job evaluation. A whole-job, job-to-job comparison, resulting in an ordering of jobs into a job worth
hierarchy from highest to lowest. Similar to “job worth hierarchy.”

Ratification: Formal approval of a newly negotiated agreement by vote of the organization members who are affected.



Rating bias: Any of a number of common nonperformance-related errors made by raters due to poor information-processing capabilities rather than ethnic or
sexual prejudice. The use of explicit performance standards and the training of raters has been shown to reduce rating bias. Contrast with “reliability;”
related to “halo effect.”

Raw Score: The total number of points achieved by the applicant on a civil service assessment. For assessments with rating panels, may be an average or
total of raw scores assigned by individual raters. The unadjusted score on a test, often determined by counting the number of correct answers, but more
generally a sum or other combination of item or question scores. This score is translated into a civil service score.

Reactivate Register: After a register has expired (past expiration date), it may be reactivated to make it available for additional certifications.

Reallocation: The assignment of a position to a different class, based on a change in the concept of the class or series; the creation of new classes; the
abolishment of existing classes; a change in the pay range of the class; the correction of an error in the previous assignment of a position; a logical change in
the duties and responsibilities of a position; or a permanent change in the level of accountability of a position such as that resulting from a

reorganization. Reallocation is the transaction used to implement classification survey activities. See s. 230.09(2), Wis. Stats.; ss. ER 1.02(38) and 3.01(2),

Wis. Adm. Code; WHRH Ch. 370; contrast with “allocation”; related to “logical,” “reclassification”, “regrade;” and “upgrading.”

Reasonable accommodation: Alternatives, adjustments, or changes in the job, the workplace, assessment or examination, and/or term or condition of
employment which will enable an otherwise qualified handicapped individual to perform a particular job successfully, as determined on a case-by-case basis,
depending on the individual’s circumstances.

Reasonable offer: An offer of appointment that “meets the following 5 conditions as of the date of the offer:

(a) The position is one which the employee would be qualified to perform after customary orientation provided to new workers in the position; (b) the position
is the highest level position available within the agency to which the employee could either transfer or demote; (c) the number of work hours required does
not vary substantially from the number of work hours previously worked; and (d) the position is located at a work site that is within reasonable proximity of
the original work site; (e) the pay range of the position offered is no more than 3 pay ranges or counterpart pay ranges lower than the pay range of the
position from which the employee was laid off.”

s. ER-MRS 22.09(2), Wis. Adm. Code

Recipient: (Unless defined differently under the applicable collective bargaining agreement) Any person meeting the eligibility requirements under s. ER
18.15(2), Wis. Adm. Code or as defined in the applicable collective bargaining agreement. To be an eligible recipient, an employee must satisfy several
conditions, unless defined differently under the applicable collective bargaining agreement. See s. ER 18.15(1)(e), Wis. Adm. Code, and WHRH Ch. 660,
section 050.



Reciprocal conversion: A formula which converts raw scores on one scale to a civil service scale score of 70 or more, using a 30-point-passing spread (i.e., 70
- 100).

Reclassification: The assignment of a filled position to a different class based upon logical and gradual change to the duties or responsibilities of a position or
the attainment of specified education or experience by the incumbent such that the duties performed are better described by a new classification

title. Reclassification can result in upward and lateral, as well as downward movement for the position. See s. 230.09(2), Wis. Stats.; ss. ER 1.02(39) and
3.01(3), Wis. Adm. Code; WHRH Chs. 370 and 380; contrast with “allocation;” related to “gradual,” “logical,” “reallocation,” “regrade,” and “upgrading.”

Recorder (or Note-taker): Takes minutes of the meeting. From WERC consensus training.

Recruitment Activity Plan (RAP): A form used to communicate and document the recruitment activities used by an agency for a specific title. (Following
implementation of 2015 Wisconsin Act 150, the RAP is no longer required.)

Recruitment option: A grouping of job duties and responsibilities common to one or more positions assigned to a classification or classifications, used by the
administrator to establish layoff groups, selectively certify eligible applicants or establish registers. See WHRH Ch. 232, section 070.

Red circle pay rate: “A base pay rate received by an employee which is above the pay range maximum for the classification of the employee’s position.” The
employee is usually not eligible for further base pay increases until the range maximum surpasses the individual’s pay rate. See ss. ER 29.01(3) and ER 29.025,
Wis. Adm. Code.

Red flu: A method used by fire fighters instead of a strike, in which fire fighters call in sick en masse. The same tactic is used by other employees such as
police officers (blue flu) and nurses (white flu). Similar to “blue flu,” “boycott,” “collective bargaining,” “concerted activity,” “job action,” “picketing,”
“sitdown strike,” ”’slowdown,” “strike,” “sympathy strike,” and “white flu.”

Reduced leave schedule: A leave schedule that reduces an employe’s usual number of working hours per workweek, or hours per workday. A reduced leave
schedule is a change in the employes’ schedule for a period of time, normally from full-time to part-time. See WHRH Ch. 724 for the federal Family and
Medical Leave Act (FMLA) and Wisconsin Family and Medical Leave Act (WFMLA) definitions.

Refugee: “Any person who is outside of his or her country of nationality who is unable or unwilling to return to that country because of persecution or a well-
founded fear of persecution. Persecution or the fear thereof must be based on the alien’s race, religion, nationality, membership in a particular social group,
or political opinion. People with no nationality must generally be outside their country of last habitual residence to qualify as a refugee. Refugees . . . are
eligible to adjust to lawful permanent resident status after one year of continuous presence in the United States.”



Register: A list of names and scores of those individuals who have taken an assessment and received a passing score or met the minimum eligibility
requirements and are eligible for certification. For traditional recruitments, a register contains civil service score and rank; for pass/fail assessments the civil
service score will normally default to 70.

Registrant: A person who is on an employment register. A person must have passed the assessment to be a registrant.

Regrade: The determination that the incumbent of a filled position which has been reallocated or reclassified should remain in the position without opening
the position to competition. See s. 230.09(2)(d), Wis. Stats.; ss. ER 1.02(40) and 3.015, Wis. Adm. Code; Comp. Plan, Sec. A 3.00; WHRH Ch. 370; contrast
with “allocation;” related to “gradual,” “logical,” “reallocation,” “reclassification,” and *“upgrading.”

Regression-based modeling method: A method of job evaluation that statistically develops a model using multiple regression analysis to identify factors and
factor weights for job content that best explain the relative market pay level of benchmark jobs. Jobs for which no market data is available are then
evaluated using the model. When a model is built using internal pay rates to test evaluation consistency, it is known as “policy capturing.” Also known as job
component method. Related to “mode,” “model,” and “pay trend line.”

Regular rate: The average hourly rate actually paid the employee as straight time pay for all hours worked in the workweek or work period, including all
remuneration for employment paid to, or on behalf of, the employee, except any payments specifically excluded from the calculation of the regular rate
under the Fair Labor Standards Act and related federal regulations. See Comp. Plan, Sec. A 4.01(9);WHRH Chap. 520; related to “Across the board increase,”
“base pay rate,” and “wage rate.”

Rehabilitation Act of 1973: A federal act which mandates that federal fund recipients not exclude or discriminate against any “otherwise qualified
handicapped individual” in “any program or activity receiving federal financial assistance.” The Act defines a handicap as a physical or mental impairment
which substantially limits one or more of a person’s major life functions, including work.

Rehired annuitant: A WRS annuitant who is hired by the State of Wisconsin at some point after becoming an annuitant.

Reinstatement: Under state civil service law and code, reinstatement is the permissive reappointment without competition of an employee or former
employee to a position that is in the same class in which the person was previously employed, or to another classification to which the person would have been
eligible to transfer if there hadn’t been a break in their employment, or to a class having a lower pay rate or pay range maximum for which the person is
qualified to perform the work after receiving customary orientation that is provided to newly hired workers in the position. There must have been no
misbehavior or misconduct in the former position from which reinstatement eligibility is derived.See s. 230.31, Wis. Stats.; s. ER 1.02(41) and s. ER-MRS
1.02(29); contrast with “restoration;” related to “competition.”




Related Register: Use of an existing register that was created for the same or related classification which requires the same or significantly similar
knowledge, skills and abilities as the vacancy being filled. Inter-agency related-register requests must be approved by BMRS.

Reliability: The extent to which the assessment device or instrument produces a consistent, trustworthy, dependable result. May be operationalized in a
variety of ways including correlating measures from two or more separate observations using the same measures on the same subjects. In assessment
development: Statistical reliability refers to measurements that can be repeated with time. For example, an assessment is said to be reliable if applicants’
scores would be the same in repeated administrations under the same conditions. Reliability is necessary, but not sufficient, to produce validity and may be
calculated in a variety of ways including rater reliability or agreement coefficients or coefficient Alpha. Inter-rater reliability or question reliability can be
obtained through WiscJobs, depending on how the assessment structure is set up.

Contrast with “halo effect” and “rating bias;” similar to “validity.”

Reliability Type: Defaults to coefficient alpha. Users calculating other types of reliability may enter the results directly into the reliability field and identify
the applicable type in this field.

Removing a Registrant: Chapters ER-MRS 6.10 and ER-MRS 11.04 both identify reasons for which an applicant must/can be removed from a register,
dependent on the situation.

Repeated violation: Where the employer has previously violated the minimum wage or overtime requirements of the FLSA, provided the employer has
previously received authoritative notice that the employer allegedly was in violation of the provisions of the FLSA.

Reports of Action (ROA): Identification of the results of certification of individual registrants that are entered at the Cert Summary Edit page, i.e., the
response from a certified candidate regarding his/her interest in the position for which they were certified or the action taken by the appointing authority.
Examples of ROAs are: not interested (NI), failed to respond (FR); unable to locate (UL); not available (NA); not eligible (NE); not selected (NS); declined
offer (DO); selected (SE); failed to show (FS); not contacted (NC). If additional names are needed, replacement names can be provided for all but SE, NC, and
NS.

Representative position: Positions identified at the time the classification specification is written to use as an example of the definition in the specification
for different classification levels, for example, to provide examples of the size of a small, medium, or large program; simple, complex, very complex program;
etc. A “representative position” may logically and gradually change over time to be more appropriately classified in a different classification or level. Related
to “allocation pattern,” “classification specification” and *“job specifications.”

Represented position: A position in a classification which is identified in a certified bargaining unit. Some bargaining units have “fair share” while others do
not; an employee is represented regardless if they are specifically a dues paying member of a bargaining unit. The contract explains the rights of the



individual represented employee. Limited Term and Project 05 employees are not represented even if they are in a classification which is identified in a
certified bargaining unit. See s. 111.825, Wis. Stats. and collective bargaining agreements; contrast with “confidential”” and “nonrepresented.”

Rescinding a Certification: Cancelled for administrative reasons (e.g. not in budget, duties changed due to reorganization, etc.).

Research: The process of defining a set of measurable variables, establishing their level, and specifying their interrelationships, for the purpose of
understanding or explaining a particular phenomenon or predicting future states of affairs.

Resignation: *“(a) The date the employee designates in his or her letter of resignation; (b) The date the resignation letter is filed with the appointing authority
if no date is supplied in the resignation letter; (c) The date established by mutual written agreement between the employee and the appointing authority if
different from pr. (a) or (b); or (d) The end of the last date in work status in the case of an abandonment which is treated as a resignation.” See s. ER 21, Wis.
Adm. Code.

Respondent: The agency attorney and assisting staff responsible for defending the personnel transaction appealed to the Wisconsin Employment Relations
Commission. See ss. 230.44 and 230.45, Wis. Stats.

Responsibility: (1) Denoting the type of work, such as “responsible work™. (2) The employee’s relation to the work, such as “Employee is responsible for . . .
.” Both denote the employee’s accountability or liability to the program. When responsible is used as in (1), without adverbs, it denotes work at the full
operating level. The next level of accountability is very responsible; the final level, highly responsible. Complete Responsibility-individual has complete
authority to take whatever action he or she deems advisable or necessary, subject only to the policies or general rules laid down by his or her immediate
supervisor. Delegated Responsibility-individual has the authority to take whatever action he or she deems advisable or necessary; he or she may initiate and
carry out the action but is required to advise his or her superiors of the action taken when deemed necessary. Must inform superiors of non-routine
situations. Related to “highly” and “very.”

Responsibility pay: Supplemental pay paid to employees for work performed between specified hours where direct supervision is reduced. Similar to “add-on
pay,” “differential pay,” “night differential,” “on-call pay,” “premium rate,” “shift differential,” “supplemental pay,” and “weekend differential.”
Restoration: Under state civil service law and code, restoration is the mandatory reappointment without competition, of an employee or former employee to
a position that is in the same class in which the person was previously employed, or to another classification to which the person would have been eligible to
transfer to if there hadn’t been a break in their employment, or to a class having a lower pay rate or pay range maximum for which the person is qualified to
perform the work after receiving customary orientation that is provided to newly hired workers in the position.If the classification upon which restoration
rights are based is no longer in existence, restoration rights are to the classification to which the position from which the employee derives restoration rights is
presently allocated. See ss. 230.31 and 230.32, Wis. Stats, s. ER 1.02(42) and s. ER-MRS 1.02(30).; contrast with “reinstatement.”




Retaliation: (1) Any action taken by an employer in order to adversely affect the employee’s conditions of employment, when such action is taken because of
the employee’s exercise of rights under the Wisconsin Administrative Code or collective bargaining agreement, or (2) Title VII prohibits discrimination against
individuals because they have filed a Title VII charge, have participated in a Title VII investigation, or have other wise opposed Title VIl discrimination. See ss.
230.80(8) and 230.83, Wis. Stats.; s. ER 46.02(8), Wis. Adm. Code.

Retest Waiting Period: The amount of time that an applicant must wait before he/she can re-take an assessment. The timeframe will be three months to
three years for cognitive exams and zero days to three years for non-cognitive assessments. The default is six months.

Retired employee: For the purposes of ASLCC and SHICC, a “retired employee” is defined as a former insured employee who is not a participating WRS
employee; and who (a) retired on an immediate or disability (including duty disability) annuity; (b) received a lump sum payment, which would have been an

immediate annuity if paid as an annuity; or (c) is an eligible employee under s. 40.02 (25)(b)(6), (6e), or (6g), Wis. Stats. (This statute covers an employee
who terminates state employment with 20 years or more of WRS creditable service and remains an inactive participant in the WRS.)

Reuse of Score: If an assessment is re-administered within the defined reuse time period, an applicant who is on the register may request that their score be
reused when the register is integrated. Registrant subsequently receives a new grade notice with their new rank on the register.

Reuse Time Period: The period of time within which an applicant may reuse their score. The time period can be set anywhere from three months to three
years. The default is six months.

Right-to-work laws: State laws which forbid collective bargaining agreements to contain union security clauses which call for compulsory union membership.

Ripple effect: The impact of a negotiated wage increase or other economic benefit upon the expectations of other employees, non-represented and
represented, who are not covered by the negotiated collective bargaining agreement but who work for the same employer.

Rollup Method Type: Determines how the calculated values are determined. Normally, higher level scoring criteria are determined by summing (totaling) the
scoring criteria at the lower level(s).

Routine: Work of repetitive nature, a customary procedure without deviation from the established norm. This does not necessarily denote simple work.



Sabbatical leave: Annual leave which was deferred during the year earned to be used in a subsequent year to extend the annual leave, unless used for
termination leave. See WHRH Ch. 704

Salaried employee: Refers to compensation paid by the week, month, or year rather than by the hour. Generally applies to higher-level jobs that are exempt
from the provisions of the Fair Labor Standards Act of 1938 (FLSA). See Comp. Plan, Sec. A 4.02(3); similar to “exempt;” contrast with “nonexempt;” related
to “Fair Labor Standards Act.”

Salary Basis Test: An employee must regularly receive each pay period a predetermined amount constituting all or part of the employee’s
compensation. Such amount may not be subject to reduction due to variations in the quality or quantity of the work, or because of the actual number of days
or hours worked, as long as the employee is ready, willing and able to perform work.

Salary budget: An amount or pool of money allocated for payment of salaries during a specified period. Salary budgets must be taken into account when
planning structure adjustments or individual employee adjustments.

Salary increase cost: (1) The cost of the increase in the current (i.e., first) year is determined by multiplying the eligible payroll by the average increase
percent and the participant rate, adjusted for the percent of the year the increase is in effect. (2) The annualized cost of the increase (future year cost) is
determined by multiplying the eligible payroll by the average increase percent and the participant rate.

Salary structure: The hierarchy of job grades and pay ranges established within an organization. The salary structure may be expressed in terms of job
grades, job-evaluation points, or policy lines. Similar to “pay plan.”

Sample: In statistics, a subset of the elementary units of the (subject) population. “Random” samples are drawn from a population in which every possible
sample of that size has an equal chance of being selected. *“Convenience” samples are drawn from a population based on convenience. Even though the goal
is the same as in random sampling (i.e., to represent a population) most salary surveys are convenience samples.

Scab: A worker who refuses to go out on strike with his or her co-workers or a worker who is hired to replace a striking worker.

Scattergram: A mathematical technique of displaying a “picture” of a relationship between two variables by plotting (x,y) points. Also called a
scatterplot. Related to “pay trend line;” similar to “job cluster.”

Scope: A quantifiable job characteristic that ascribes value to a job. The range (number and variety) of job responsibilities. Scope is most often measured by
depth and breadth. Scope is frequently influenced by or interacts with complexity. Related to “accountability,” “breadth,” “complexity,” “depth,”
“discretion, “impact of work,” “Knowledge, Skills, and Abilities,” “point factor system,” and “survey.”



Score range: A rough measure of spread or dispersion in scores, generally obtained by subtracting the lowest observed score from the highest observed score.

Scoring Criteria: The numerical values associated with assessment items and parts. These criteria will be applied to applicants’ responses or scores to
determine their assessment results. Examples of scoring criteria include weight, maximum, cap, passing point, etc.

Seasonal Activity: Work during periods of significantly increased demand, which are of a regular and recurring nature. In order for the activity to be
considered seasonal, the projected compensatory time due to overtime hours worked by the affected employee during the period of significantly increased
demand must be likely to result in the accumulation of more than 240 hours of compensatory time off credits.

Seasonal employment: Employment which normally permits attainment of permanent status in class through successive reinstatements and requires the
services of an employee on an intermittent and recurring basis for at least 600 hours each year, during no more than 24 biweekly payroll periods of any 26
consecutive full biweekly payroll periods. See s. ER 1.02(44) and s. ER-MRS 1.02(31), Wis. Adm. Code.

Secondary source of job information: In job analysis, any source of job information other than an audit of the job, incumbent, or immediate supervisor.

Section chief: Bureaus may be divided into subunits which shall be known as “sections” and which shall be headed by “chiefs”. See s. 15.02(3)(c)(3), Wis.
Stats.; same as “chief.”

Segregated fund (SEG): Revenues which, by law, are deposited into funds other than the general fund and are available for the purposes for which such funds
are created. See s. 20.001(2)(d), Wis. Stats.; contrast with “general purpose revenue” and “program revenue.”

Selected (SE): A report of action on a certification when the individual was offered the position and accepted.

Selective Service Registration: The process of providing the Selective Service System with personal information, such as name, address, date of birth, Social
Security Account Number and other related information. Men are required to register with Selective Service as soon as they reach age 18.

Selective Service System: An independent agency within the Executive Branch of the Federal Government. The Director of Selective Service is appointed by
the President and confirmed by the Senate. Selective Service is not a part of the Department of Defense. The Federal law under which the agency operates is
the Military Selective Service Act. Under this law, the mission of the Selective Service System is to provide the numbers of men needed by the Armed Forces,
within the time required, should Congress and the President decide to return to a draft, in the event of a national emergency.



Semi-automatic wage progression: Systematic wage increase after specified periods of service with satisfactory performance, until the employee reaches a
specified structure maximum.

Senior manager pay system: All classifications in Pay Band, 81-01 are included in the “senior manager pay system.” The term should be used in reference
to a pay system, schedule 81-01. Related to “career executive classification,” “career executive position” and “career executive program.”

Seniority: The term used in most collective bargaining agreements to refer to an employee’s tenure with the state in a permanent position. It generally has
the same meaning as ““continuous service,” but must be determined in accordance with the provisions of an applicable collective bargaining agreement, rather
than the administrative rules.

Seniority based grid: A grid structure that establishes an employee’s position on the grid by adjusting the employee’s base hourly rate using the grid point
that equates with the employee’s full years of seniority, as of a specified date. Contrast with “pay-based grid;” related to “grid point,” “grid rate,” “grid
seniority,” and “longevity pay.”

Series: A group of related classes where work assignments involve a common field of activity but there exists a difference in the complexity of duties and
levels of responsibility. Most frequently, classes in a series will use the same title, but with ascending suffix numbers or names, such as entry, journey, etc.

Serious health condition: See WHRH Ch. 724 for the federal Family and Medical Leave Act (FMLA) and Wisconsin Family and Medical Leave Act (WFMLA)
definitions.

Servicewide: An area of recruitment or certification including only current permanent classified employees in Wisconsin state civil service (including seasonal,
sessional employees and employees on probation) who are not serving a limited term or project appointment basis. (With the implementation of 2015
Wisconsin Act 150, servicewide recruitments and certification were eliminated.)

Sessional employment: “Employment in positions of legislative agencies that require the services of an employee more than 600 hours in any 26 consecutive
full biweekly payroll periods and which normally permits attainment of permanent status in class through successive reinstatements, but the duration of which
is closely related to the legislative session.” See s. ER 21.02(45) and s. ER-MRS 1.02(32), Wis. Adm. Code.

Shift differential: Supplemental pay provided to employees who work during specified hours that are considered non-standard, i.e., nights or
weekends. Similar to “add-on pay,” “differential pay,” “night differential,” “on-call pay,” “premium rate,” “pyramiding,” “supplemental pay,” and
“weekend differential.”



Sick leave: Paid time off earned by employees to cover absences due to illness or nonoccupational injury. Related to “employee benefits,” “fringe benefits”
and “inside payroll costs;” similar to “holidays,” “noncontributory benefit plan,” “pay for time not worked,” “time off with pay” and “Travel Schedule
Amounts.”

Significant job duties: Job duties which constitute more than 25 percent of the position description. See WHRH Ch. 370; contrast with “majority of time.”
Simulation: Applicants perform actual job tasks under standardized conditions (controlled environment, special center).

Sit-down strike: An illegal work stoppage during which employees remain at their place of work and refuse to leave the employer’s premises. Related to
“blue flu,” “boycott,” “collective bargaining,” “concerted activity, ” “strike,” “sympathy strike,” and “white flu.”

job action,” “red flu,” “slowdown,

Skill-based pay: A person-based compensation system based on the repertoire of skills an employee can perform rather than the specific skill that the
employee may be doing at a particular time. Pay increases generally are associated with the addition and/or improvement of the skills of an individual
employee, as opposed to better performance or seniority within the system. Pay level generally is not dependent on whether any of the skills are utilized.

Slotting: The act of placing a job into a job worth hierarchy established by some other job evaluation method. The method involves comparing the job to one
or more jobs in an already established hierarchy; consequently, it cannot be used as a stand-alone method. Related to “job cluster” and “job worth
hierarchy.”

Slowdown: A deliberate reduction of output by employees in order to bring economic pressure upon the employer without incurring the cost of a strike.
Similar to “blue flu,” “boycott,” “collective bargaining,” “concerted activity,” “job action,” “picketing,” “red flu,” “strike,” and “white flu.”

Small Department: A department with between 51 and 99 positions. Related to “large department,” “major department,” “medium department, and “very
small department.”

Special Accommodation: Adjustments to the selection process to accommodate persons with disabilities (e.g., provide a reader for a blind applicant; extra
time for an applicant with learning disabilities, etc.).

Specialist: For the purposes of DPM’s Wisconsin Human Resources Handbook, “specialist” refers to a human resources professional who is knowledgeable in
the area of recruitment and selection. This does not specifically relate to an individual’s classification.

Speed-up: The attempt by an employer to increase productivity without a corresponding increase in wages.



Spouse: A husband or wife as defined or recognized under Wisconsin law for purposes of marriage.

Staff: Generally (1) referring to the functions which exist as a result of creating an organization, considered advisory or service functions; such as in an
engineering bureau, providing pay for employees is a staff function, or (2) the subordinates within an organizational group. Contrast with “line.”

Standard basis of employment: Generally 40 hours each 7 consecutive calendar day-period, except that when the needs of an employing unit cannot be
fulfilled by adhering to the standard basis of employment, additional hours of work may be required by the appointing authority. (b) The standard basis of
employment is generally divided into 5 work days of 8 hours each. See s. 230.35(5)(a) & (b), Wis. Stats.

Standard deviation: The square root of the average squared difference between data points and the mean. Standard deviation is a measure of variability
which indicates an average relative distance between each data point and the mean. The larger the standard deviation, the more the data is spread out from
the mean. Mathematically it is the square root of the variance. In assessment development: The standard deviation is a measurement used to characterize
the dispersion of scores within the applicant pool. Numerically, the standard deviation is the square root of the variance. Unlike the variance, which is a
somewhat abstract measure of variability, the standard deviation can be readily conceptualized as a distance along the scale of measurement. Contrast with
“interrange differential,” “pay range overlap”, and “range.”

Standard error of measurement (SEM): An indicator of the amount of error in a particular individual’s obtained score; the difference between an obtained
score on an assessment and the “true score;” used to raise or lower passing points and set score bands.

Standard workweek: A regularly recurring period of 168 hours in the form of seven consecutive 24-hour periods. For most employees, the workweek begins
on Sunday and ends at midnight of the following Saturday. See s. 230.35, Wis. Stats.; Comp. Plan, Sec. A 4.01(11); contrast with *“alternative work schedule,”
“flextime,” and “nonstandard work period.”

Standardize: Indicates that raw scores for this part will be standardized. The standardized scores is an indicator of how far and in what direction the score
deviates from the mean, expressed in units of the standard deviation. If means and standard deviations are entered into the “planned” column (e.g., derived
from a previous administration of the assessment), the system will use those values to generate standardized scores. If nothing is entered into the planned
column, the system will use the means and standard deviations calculated through the assessment scoring procedures for that assessment.

Standards: Means for evaluating Options. From WERC consensus training.
Standby pay: Supplemental pay to compensate for a specified period of time during which the appointing authority requires that an employee be available for

work and be able to report to work in less than one hour. See Comp. Plan, Sec. A 4.09; similar to “add-on pay,” “differential pay,” “on-call pay,” “night
differential,” “premium rate,” “pyramiding,” “supplemental pay” and “weekend pay.”



State Employee: A person who currently holds a classified civil service position in Wisconsin State Government.
State Engineering Association - SEA: The bargaining unit name for architect, engineer and related employees in Bargaining Unit designation 14.
State Public Defender Association - SPDA: The bargaining unit name for Assistant State Public Defenders under Bargaining Unit designation 21.

Statewide: Denotes that the scope and impact of a particular function or program area transcends district and/or agency boundaries. An employee who
performs duties and provides services for clients on a “statewide basis,” then provides the same services for all of the program’s clients regardless of their
geographic location. Related to “complexity,” “impact of work™ and *“scope.”

Statutory benefits: Government required/legally mandated benefits, most notably social security, are included in this category. Social security typically
includes provisions for retirement, spousal coverage, disability, workers and medical benefits. Related to “employee benefits” and “fringe benefits.”

Step: (1) A specific amount, called a within range pay adjustment (step), which is indicated on a pay schedule for each pay range; or (2) the distance between
two levels on a pay grid; or 3) “A level of management authority where a grievance may be pursued.” See s. ER 46(9), Wis. Adm. Code; different pay
schedules; similar to “within range pay step.”

Step rates: Standard progression pay rates that are established within a pay range. Step rates usually are a function of time in grade and are often referred
to as automatic. However, they also can be variable or can be used in conjunction with merit programs.

Steward: The union representative of a group of fellow employees who carries out duties of the union within the operation.
Stipend: A fixed amount intended to be used for those incidental expenses that are not reimbursable as direct expenses of moving household goods.

Stratification adjustment: A one-time wage adjustment that is provided to move an employee’s pay through the pay range. The adjustment may take many
forms, e.g., a specified cents per hour, a portion of a Within-Range Pay Step or grid step.

Strike: Stopping work for the purpose of gaining concessions from the employer. Similar to “blue flu,” “boycott, concerted

activity,” “ job action,” “picketing,” “red flu,” ”’sitdown strike,” ”’slowdown,” ’sympathy strike” and “white flu.”

collective bargaining,

Structure adjustment: A pay increase required to bring an employee’s pay up to the respective minimum amount. A structure adjustment may be required
for certain employees when the pay range minimum and/or PSICM amounts are increased by an amount greater than any pay increase provided to the



employee on that same date, or if those same employees do not receive an increase because of ineligibility. The collective bargaining agreement or the
Compensation Plan will indicate the sequence of pay adjustments with the same effective date. See s. 230.12, Wis. Stats.; s. ER 29.04, Wis. Adm. Code

Subcontracting: A procedure to sublet certain parts of an employer’s operation to subcontractors rather than have the company’s employees perform the
work; frequently on the grounds that the work can be performed more efficiently and with less expense.

Subdivision: A recognized work unit that has a continuing function. A fixed location and continuity of personnel are both helpful but not absolutely essential
in establishing the existence of a subdivision.

Subject matter expert (SME): An individual who knows the critical aspects of the job. This is often the supervisor of the position to be filled, faculty or
technical school instructors, or people with similar positions in other organizations or organizational units. Person qualified to identify the job content that
should serve as a basis for assessment development. SMEs have first-hand knowledge of the requirements for successful job performance.

Subordinate: Any person holding a subordinate position subject to appointment, removal, promotion or reduction by an appointing officer. See ss. 111.81(7)
and 230.08(3), Wis. Stats.; same as “employee” and “incumbent.”

Substantial Relationship: Information having a considerable connection to or association with the duties and responsibilities of the position.
Subtest: One of several test parts or components or assessment instruments used in combination.

Subtitle: A secondary explanatory title which is used to identify positions whose duties distinguish them from other positions in the same class in terms of the
qualifications required for successful performance in the position. An “unofficial subtitle” has no effect on personnel transactions, but is used by agencies to
easily identify positions that may be different from most positions in the classification. Designation of an *“official” subtitle is subject to the approval of the
administrator of DPM and does impact personnel transactions. Personnel processes such as layoff may be based on both the class title and subtitle. See WHRH
Ch. 232, section 070; see s. ER 2.03(1) & (2) Wis. Adm. Code; similar to “classification/official class subtitle.”

Successive hurdles: A method of assessment whereby an applicant must pass or meet some predetermined standard on a given component of a multiple-
component assessment before he or she may compete in the next component of the assessment.

Supervisor/Supervisory: “Any individual whose principal work is different from that of the individual’s subordinates and who has authority, in the interest of
the employer, to hire, transfer, suspend, layoff, recall, promote, discharge, assign, reward or discipline employees, or to adjust their grievances, or to
authoritatively recommend such action, if the individual’s exercise of such authority is not of a merely routine or clerical nature, but requires the use of
independent judgment.” Usually, supervisors will be required to supervise the work of three or more permanent, full-time equivalent, classified employees in



order to be credited with supervisory duties because the amount of time required for supervisory duties can usually justified by the supervision of at least
three employees. Supervising fewer than three employees may not meet the Wisconsin Employment Relations Commission’s de minimus test for supervisory
duties. Past WERC decisions and the DOL regulations state that supervisors cannot “share” supervision of employees. See s. 111.81(19), Wis. Stats.; WHRH
Chs. 324 and 370; similar to “nonrepresented” and “unit supervisor.”

Supplemental health insurance premium credits (SHICC): Credits that are granted to an employee for the sole purpose of payment of health insurance
premiums after ASLCC are exhausted. See Wisconsin Human Resources Handbook Chapter 758.

Supplemental pay: An hourly amount paid in addition to the base pay in recognition of factors or conditions not reflected in the basic pay range or pay rate of
a position. See Comp. Plan, Sec. A 4.01(12); similar to “add-on pay,” “differential pay,” ”night differential,” “on-call pay,” ”premium rate,” “pyramiding,”
“shift differential,” “standby pay” and “weekend differential.”

Supplementing a Certification: After initial certification & refreshing of certification, may certify additional names by expanding or changing certification
criteria (e.g., dropping special qualification) or adding names from another register. Used when the number of interested and available candidates is less than
the number originally requested. Replacement names may be certified upon entering the appropriate reports of action or when certifying from a related
register

Support work: Support work involves proficiency in one or more functional areas in certain limited phases of a specified program. The work usually does not
require knowledge of the interrelationships among functional areas or organizations. Employees who perform support work follow established methods and
procedures. They may occasionally develop work plans or recommend new procedures related to the employee’s individual assignments or immediate work
unit. Support work is work that can be performed based on a practical knowledge of the purpose, operation, procedures, techniques, and guidelines of the
specific program area or functional assignment. Support employees learn to do the work on the job, sometimes requiring many years of experience. They also
may attend specific training courses related to their work.

Survey: The gathering of information about a situation. Often, surveys consist of sampling data from a population. Examples include a benchmark salary
survey that collects pay data from benchmark jobs from a defined labor market, a maturity salary survey that collects both pay and experience data from a
defined labor market for benchmark jobs or jobs in a given discipline at a given degree level, and a benefits survey that collects benefits data from a defined
labor market. Related to “accountability,” “area wage survey,” “breadth,” “complexity,” “depth,” *“discretion,
abilities,” “point factor system” and ““scope.”

impact of work”, *“ knowledge, skills and

Suspension: “An employee with permanent status in class or an employee who has served with the state as an assistant district attorney or an assistant state
public defender for a continuous period of 12 months or more may be removed, suspended without pay, discharged, reduced in base pay or demoted only for
just cause.” See s. 230.34(1)(a), Wis. Stats.



Sweetheart contract: A collective bargaining agreement that is not the result of hard bargaining between the parties, but rather is signed by the parties in
order to benefit each of them personally while avoiding true collective bargaining. Related to “collective bargaining agreements,” “escalator clause” and
“zipper clause.”

Sympathy strike: A strike by workers not directly involved in a labor dispute to show support for those who are involved. . Similar to “blue flu,” “boycott,”
“collective bargaining,” “concerted activity,” ““ job action,” “picketing,” “red flu,” “sitdown strike,” *“slowdown,” “ strike” and “white flu.”

Systemwide: An area of recruitment or certification including only current permanent classified employees within the UW System (including seasonal
employees and employees on probation) who are not serving a limited term or project appointment basis. (Systemwide recruitments and certification were
eliminated effective July 1, 2015 with 2013 Wisconsin Act 20.)

T T T
Take-home pay: An employee’s earnings less taxes, Social Security and other deductions (both voluntary and involuntary) made by the employer.

Task: One or more task elements making up a distinct activity that constitute logical and necessary steps in the performance of work by an
employee. Related to “goal statements on a position description,” “job description”, and “worker activities.”
Task element: The smallest step which it is practical to subdivide any work activity without analyzing separate motions, movements, or mental processes.

Teaching Assistants’ Association - TAA: The bargaining unit name for program, project, and teaching assistants for the UW-Madison and Extension in
Bargaining Unit designation T1.

Technical or Technician: Generally refers to a job requiring specialized knowledge involving a mechanical or scientific subject area; or a practical knowledge
involving a skill. Similar to “paraprofessional,” this is work that is similar to professional work but does not have the breadth and depth of true professional
work. A technical employee usually works in a scientific or technical field such as electronics, computers, etc. The technical employee carries out or
implements plans or projects based on extensive experience and supplemental on-the-job training rather than on formal academic education in the discipline
itself. Technical employees carry out tasks, methods, procedures, and/or computations that are laid out either in published or oral instructions and covered
by established precedents or guidelines. Technical work is performed in a narrow or highly specialized area of the overall occupation and requires a high
degree of practical knowledge and skill, care and precision. A technical employee does not perform the full range of duties assigned to professional



employees, but does perform duties that are a narrow, specialized subset of the professional employees’ duties or performs duties of lesser scope, impact, and
complexity than duties assigned to professional employees. Technical duties tend to support the work of professional employees. A technical employee may
carry out or implement plans or projects that are developed, planned, and managed by professional employees. Some technical work may appear similar to
that performed by employees doing beginning-level professional work in the same general occupational field. The experienced technical employee often
works with considerable independence for significant periods of time. This independence, however, does not alter the nature and character of the work,
which is to support a professional discipline.

Temporary appointment maximum (TAM): An appointment maximum that must be pre-approved by the Division of Personnel Management and is established
temporarily for the recruitment of a specific position due to special market needs. See Comp. Plan, Sec. I, 3.00(5); related to “appointment maximum,”
“band,” “broadbanding,” “knowledge-based pay,” and “pay band;” contrast with *“hiring above the minimum rate”” and “hiring rate.”

Temporary assignment: When the workload is such that the needs of the service require the performance of those duties by permanent employees
temporarily assigned to perform those duties. Contrast with “acting assignments” and “incidental duties.”

Temporary interchange: A formal interchange of an employee(s) on a temporary basis between and among governmental agencies at the same or different
levels of government and with institutions of higher education. Any interchange agreements negotiated must be approved by the administrator of the
DPM. See s. 230.047, Wis. Stats.; ss. ER 3.05 and 47, Wis. Adm. Code; WHRH Ch. 400.

Temporary Worker: “An alien coming to the United States to work for a temporary period of time. The Immigration Reform and Control Act of 1986 and the
Immigration Act of 1990, as well as other legislation, revised existing classes and created new classes of nonimmigrant admission. See WHRH Ch. 220.

Termination: Cessation of employment.
Termination/sabbatical leave: Annual leave that was deferred during the year earned to be used in a subsequent year to extend the annual leave, unless
used for termination leave. As such, termination/sabbatical leave is subject to the same usage and scheduling policies as annual leave. Annual leave can be

used to extend an employee’s termination date or used for a lump sum payment upon termination. See WHRH Chs. 704 and 716.

Test date: The date when an assessment is administered. In situations where the applicant completes the assessment at home, the assessment date is the
applicants’ deadline for submission of application materials.

Threshold: The minimal level of performance that must be achieved before an incentive can be paid.



Tie breaker: A method used to rank applicants with tied scores (for example, comparing scores on the most important parts of the assessment until a
distinction is made).

Tie Breaker Sequence: These values are used to break ties in cases where applicants have equal scores at the highest level. Ties will be broken in sequential
order according to total scores on parts or items. The most important part or item should be given a sequence number of 1, next most important is 2,
etc. Applicants with higher scores on the most important parts will be given the higher rank. Determined by the job expert.

Tiered pay plan: A compensation system that differentiates salary based on time of hire (i.e., new employees are paid less than current employees for
performing the same or similar jobs) as well as on nature of work performed.

Time off with pay: An employee benefit category that includes vacation, holidays, sick leave, meal periods, and other miscellaneous leave for which the

employee is compensated. Also known as pay for time not worked. Related to “holidays,” “inside payroll costs,” “pay for time not worked” and “sick leave;”
similar to “employee benefits” and “fringe benefits.”

Top Part: The highest level part within the assessment structure.

Total compensation: The complete reward/recognition package for employees, including all forms of money, benefits, perquisites, services and in-kind
payments.

Total pay: Base Pay plus any supplemental pay provided pursuant to the Compensation Plan or any labor agreement plus lump sum payments in a workweek or
work period.

Trainee: An employee appointed to a permanent position for which a structured program of job related training and on the job experience is required, and
the position is not being filled at the objective level. Special probationary period and pay provisions apply to employees appointed as trainees. See s. ER
44.09 and s. ER-MRS 13.02(1), Wis. Adm. Code; Comp. Plan, Sec. E 1.04.

Training directly related to the employee’s job: Training designed to make an employee perform the present job more effectively, as distinguished from
training designed to prepare an employee for another job, or to acquire a new or additional skill.

Transfer: “The permanent appointment of an employee to a different position assigned to a class having the same or counterpart pay rate or pay range as a
class to which any of the employee’s current positions is assigned.” See s.230.29, Wis. Stats.; s. ER 1.02(46), Wis. Adm. Code; related to “administrative
transfer,” “contractual transfer,” “mandatory transfer’” and *“union transfer.”



Transfer opportunity: An opportunity open to current classified employees in Wisconsin state civil service who meet the position qualifications and whose
current classification has the same or counterpart pay rate or pay range of the listed classification. May also be sought by classified employees seeking a lower
level position as a demotion or by those individuals who have reinstatement eligibility.

Travel schedule amounts (TSA): This term typically includes any type of expense reimbursement relating to travel or moving expenses. This may also be
referred to as “Uniform Travel Schedule Amounts” (UTSA). See Comp. Plan, Sec. F; WHRH 764; BCER/TSA bulletins; collective bargaining agreements;
related to “employee benefits,” “fringe benefits,” “holidays, pay for time not worked,” *“sick leave” and “statutory benefits.”

inside pay roll costs,

Trial period: The time period during which an employee’s performance is evaluated upon appointment to a Career Executive position prior to attaining
permanent status. See s. ER-MRS 30.06, Wis. Adm. Code.

Two-tier pay plan: A dual pay structure that attempts to control labor costs by grandfathering the current structure for existing employees, but starting new
employees under a second, lower-level pay structure.

U u u

Unable to Locate: A report of action on a certification when the individual could not be reached by phone, email or by letter, and the letter is returned to
the human resources office with no forwarding address. If an individual cannot be reached by phone or email, a letter should be sent to them giving them five
working days following the mailing of an inquiry.

Unauthorized Work: Hours worked by an employee without the employer’s permission or contrary to the employer’s instructions.

Unclassified: All state officers elected by the people, officers and employees appointed by the governor, the faculty and academic staff in the University of
Wisconsin System, most division administrator positions, and justices of the Wisconsin supreme court. See ss. 230.08(2) and (4), 230.148, 230.33, and 230.35,
Wis. Stats.; Comp. Plan, Sec. B and C.

Unclassified - non-executive salary group (ESG): *“(1) ‘ESG’ employees in positions identified under s. 20.923(4), (8), (9), and (12), Wis. Stats., in the
executive or legislative branches; (2) “GSEG” employees in positions identified under s. 20.923(7), Wis. Stats; and (3) All other nonrepresented unclassified
civil service (“non-ESG”) employees in the executive branch, except: (a) Employees of the University of Wisconsin System. (b) Stenographers under

s. 230.08(2)(g), Wis. Stats. (c) Employees of the Investment Board under s. 230.08(2)(p), Wis. Stats. (d) Three sales representatives of prison industries and
one sales manager of prison industries identified under s. 303.01(10), Wis. Stats. (e) Employees who would be limited term employees if their employment



were in the classified service (See Section D) (f) Unclassified attorneys when provisions of Section C of this Plan apply.” See Comp. Plan, Section B 3.01;
contrast with “Executive Salary Group.”

Underutilized: Occurs when the percentage of racial/ethnic minorities or women in a job group is below the availability of those groups in the relevant labor
pool. In assessment development: Based on an evaluation of the labor market, BEI identifies the availability rate of women and minorities in each job group
statewide.. This is used to determine if the job group is underutilized for the enterprise or for a particular agency.(affects certification rules).

Unfair labor practice (ULP): A practice on the part of either union or management which violates the provisions set forth by state or federal labor relations
laws. Any unfair labor practice specified in s. 111.84, Wis. Stats.; related to “charge.”

Union security clauses: Provisions in collective bargaining agreements which are designed to protect the union as an organization by providing an
uninterrupted flow of funds to the union. Examples are fair share, check off, and maintenance of membership. Related to Maintenance of Membership
agreement.

Union transfer: The lateral movement of an employee from one position to another in accordance with transfer provisions established in the applicable
collective bargaining agreement. Contrast with “administrative transfer;” related to “transfer;” same as *“contractual transfer” and “mandatory transfer.”

Unit supervisor: Sections may be divided into subunits which shall be known as “units” which shall be headed by ““supervisors”. See s. 15.02(3)(c)(3), Wis.
Stats.

United Professionals for Quality Health Care, Service Employees International Unit AFL-CIO, 1199W -UPQHC: The bargaining unit for employees primarily
involved in health care, also known as the professional patient care or nurses bargaining unit, in Bargaining Unit designation 11.

Upgrading: The advancement of a job to a higher grade or salary range. Related to “gradual,” “logical,” “reallocation,” *“reclassification” and “regrade.”

Vacancy: “A classified position to which a permanent appointment may be made after the appointing authority has initiated an action to fill that
position.” See s. 1.02(22), s. ER-MRS 1.02(34), and s. ER 1.02(47) Wis. Adm. Code.



Vacating an award: The setting aside of an arbitration award by a court; rarely done.

Validity: The quality of a measuring device that refers to its accuracy (i.e., is the device actually measuring what it is intended to measure?), as distinguished
from reliability which is a measure of consistency. The ultimate purpose of any assessment is validity or accuracy of measurement. This quality is extremely
important for job analysis and job evaluation measures as well as for performance appraisal devices and employee selection.

Variable fringe rate: Percentage rate established by the Department of Administration and applied to wage adjustments to represent the cost of variable
fringe benefits. The variable fringe rate is comprised of the employer’s contribution (1) to the Wisconsin retirement system, (2) for life insurance benefits,
and (3) for Social Security and Medicare taxes. Related to “all funds cost,” *“all funds with fringe cost,” *“costing,” “fiscal estimate,” “pay for time not
worked,” “statutory benefits” and “time off with pay.”

Variance: The variance is a measurement used to characterize the dispersion of scores within the applicant pool. To calculate the variance of a given
population, it is necessary to first calculate the mean of the scores, then measure the amount that each score deviates from the mean and then square that
deviation (by multiplying it by itself). Numerically, the variance equals the average of the several squared deviations from the mean.

Verify (button): The button evaluates the assessment structure that has been built to see if it violates any business rules (e.g., must have items at the lowest
level of the assessment).

Very: Use to describe a degree of work such as “very” responsible or “very” technical. This term should be used only to describe work at the objective level
of a class specification. Contrast with “highly;” related to “responsibility.”

Very Small Department: A department with between 1 and 50 positions. Related to “large department,” “major department,” “medium department,” and
“small department.”

Veteran (for late application purposes): “ . .. [A] person who fulfills at least one of the following requirements:
1. Served on active duty in the U.S. armed forces for at least 180 days, not including training.
2. Was discharged from the U.S. armed forces because of a disability incurred during active duty or because of a disability that is later adjudicated by the
U.S. department of veterans affairs to have been incurred during active duty.
3. Was honorably discharged from the U.S. armed forces.
4. Is eligible to receive federal veterans benefits.” s. 230.16(7m)(a), Wis. Stats.



Veteran Expanded Certification (VET): Requires certification of additional registrants based on 6 categories of veteran status. See ss. 230.25 (1g) and (1m),
Wis. Stats.

Vocational Rehabilitation Act of 1973: Section 503 of this act is intended to promote job access for qualified individuals with disabilities. All employers with
contracts or grants from the federal government in excess of $10,000 must take affirmative action or positive measures to employ qualified individuals with
disabilities. Those employers with contracts of $50,000 or more who employ 50 or more people must take affirmative action as well. Any pay differentials
between disabled employees and other employees with similar jobs are subject to Office of Federal Contract Compliance Programs scrutiny, and they must be
justified on the basis of differential output or seniority. Related to “Americans with Disabilities Act of 1990 and “disability.”

Volunteer: The person receives no compensation; or the person is paid expenses, reasonable benefits, a nominal fee, or any combination thereof to perform
the services and such services are not the same type of services which the individual is employed to perform for the agency.

W W W

Wage differential: Differences in wage rates (for similar jobs) that can occur because of location of office, hours of work, working conditions, type of work
performed, or other circumstances.

Wage level: The average salary paid to workers in an occupation.
Wage movement: An increase or decrease in the wage level for a particular job or occupation in a wage market.

Wage rate: The money rate, expressed in dollars and cents, paid to an employee per hour. Similar to “across the board increase,” “general wage
adjustment” and “regular rate.”

Wage survey: A survey labor market used to determine the current rates for benchmark jobs. Related to “external equity,” “market adjustment,” “market
pricing,” “market rates,” “market-based salary increase budget;” same as “pay survey.”



Week: For FMLA purposes: The employe’s normally scheduled workweek. Five days of leave which would otherwise be workdays for the requesting

employe. For part-time employes, week normally means the employe’s budgeted percentage of full-time equivalency (FTE) times 40 hours. For seasonal,
sessional, and school year employes, week means the projected average number of hours the employe is scheduled to work each calendar week of the current
period of appointment. See WHRH Ch. 724 for the federal Family and Medical Leave Act (FMLA) and Wisconsin Family and Medical Leave Act (WFMLA)
definitions.

Weekend differential: Supplemental pay provided to certain classifications during specified hours that are considered to be part of the “weekend” rather
than part of the standard five work days. Similar to “add-on pay,” “differential pay,” “on-call pay,” ”premium rate,” “ pyramiding,” “responsibility pay,”
“shift differential,” “standby pay” and “supplemental pay.”

Weight: A factor by which an applicant score will be multiplied to create a raw score for that part or item. A weight of zero means that the applicant’s score
for that part or item will have no effect on his/her overall score. The higher the weight (relative to other weights), the higher the impact that item or part
will have on the overall assessment results. All weights default to 1.00.

Whipsawing: The union tactic of negotiating with one employer at a time using each negotiated gain as a pattern or base from which to negotiate equal or
better terms of settlement with the next employer.

White flu: A method used by nurses, in which nurses call in sick en masse instead of a strike. Other employees, such as police officer (blue flu) and fire
fighter (red flu), use the same tactic. Similar to “blue flu,” “boycott,” *“collective bargaining,” “concerted activity,” “job action,” “picketing,” “red flu,”
sitdown strike,” ”’slowdown,” “strike” and *“‘sympathy strike.”

Willful violation: Where the employer knew that its conduct was prohibited by the FLSA or showed reckless disregard for the requirements of the FLSA.

Wisc.Jobs: The State’s online human resource recruiting system, which is the official vacancy announcement medium for open competitive, promotional, and
transfer job opportunities in Wisconsin state civil service.

Wisconsin Education Association Council - WEAC: The bargaining unit name for employees in professional education, sometimes known as the teacher’s
contract, Bargaining Unit designation 13.

Wisconsin Employee Referral Service (WISCERS): A system through which vacancies are announced to candidates who have been laid off or are at risk to be
laid off.

Wisconsin Law Enforcement Association - WLEA:  The bargaining unit name for public safety employees in Bargaining Unit designation 63.



Wisconsin Personnel Partners: A unit within BMRS which promotes and manages testing and other human resources services for local jurisdictions in
Wisconsin. Interested persons typically need to pre-apply for these examinations.

Wisconsin Physician and Dentist Association - WPDA: The bargaining unit name for dentist, physician, and psychiatrist (patient treatment) employees in
Bargaining Unit designation 10.

Wisconsin Professional Employees Council - WPEC: The bargaining unit name for professional employees in Bargaining Unit designation 7.

Wisconsin Resident: By statute, a resident of this state means a person who, on the date he or she files an application (a) has established a residence, as
defined in s. 6.10(l), in this state not less than ten days earlier; (b) has resided in this state for not less than a total of one year out of the immediately
preceding five years; (c) is eligible to vote in this state; or (d) is the spouse or minor child of a person meeting the requirements of par. (a), (b) or (c).
Further, a residence of a person is the place where the person’s habitation is fixed, without any present intent to move, and to which, when absent, the
person intends to return. A person who is eligible to vote must be (a) at least 18 years of age as of the Election Day; (b) a United States citizen; (c) a
Wisconsin resident for ten days. Residency for voting is defined as a place where is person's habitation is fixed without any present intent to move. See ss.
230.03(12) and 6.10, Wis. Stats.

Wisconsin Retirement System (WRS) Separation Benefit: A lump sum WRS benefit payment taken by the employee prior to being eligible for a WRS
immediate annuity.

Wisconsin Science Professionals - WSP: The bargaining unit name for employees in science related classifications in Bargaining Unit designation 15.
Wisconsin State Attorney Association - WSAA: The bargaining unit name for attorneys in Bargaining Unit designation 9.

Wisconsin State Building Trades Negotiating Committee - WSBTC and Appropriate Affiliated Building Trades Councils: The bargaining unit including trade
employees under Bargaining Unit designation 4.

Wisconsin State Employees Union - WSEU, AFL-CIO, AFSCME: This union recognizes six separate bargaining units. These are Blue Collar and Non-Building
Trades, designation 3; Administrative Support unit, designation 2; Security and Public Safety, designation 5; Technical, designation 6; Professional Social
Services, designation 12; and Law Enforcement, designation 36.



Wisconsin Works (W-2) Program: An economic support program that makes economic support contingent on work. Chapter ER-MRS 27, Wis. Adm. Code,
provides for creation and approval of separate recruitment, assessment and certification techniques for welfare recipients. Current application of this rule
allows agencies to selectively certify only W-2 participants from registers and conduct separate recruitment using procedures similar to EPP for Clerical
Assistant 2 & Program Assistant 1 which are open only to W-2 participants (in pilot stage).

Within range pay step (WRPS): The value used to determine the amount of a pay adjustment when the applicable transaction pay provisions use a WRPS or
multiple of a WRPS when establishing the appropriate pay, and to set trainee pay rates. In most schedules, the WRPS is the difference between the PSICM and
minimum of a pay range. See Comp. Plan, Sec. |1 3.00(6); related to “grid step” and “step”

Women Expanded Certification (WEC): Allows for certification of additional women from the register (only applies if position is included in job group that is
underutilized for women).

Work hours: Work time as directed by the appointing authority during which an employee must be on duty and at a prescribed place of work. In determining
overtime hours for nonexempt employees, work hours means hours worked as defined in Chapter 520 of the Wisconsin Human Resources Handbook. See
Comp. Plan, Sec A - 4.01 (14); Related to “Pay status.”

Work period: Applies only to public safety employees and means any established and regularly recurring period of no less than 7 consecutive days and no
more than 28 consecutive days. A work period of more than seven consecutive days may only be established for fire protection and law enforcement
employees of hospitals and residential care establishments. The work period need not coincide with the pay period or with a particular day of the week or
hour of the day and it need not coincide with the time periods established for the purpose of determining overtime pay requirements pursuant to negotiated
agreements or the compensation plan.

Work site: Any location designated by the employer at which the employee performs his or her assigned duties. Related to “assigned headquarters” and
“headquarters city.”

Work week: A fixed and regularly recurring period of 168 hours in the form of consecutive 24-hour periods. The workweek need not coincide with the
calendar week (it may begin any day of the calendar week and any hour of the day) and it need not coincide with time periods established for the purpose of
determining overtime pay requirements pursuant to negotiated agreement or the Compensation Plan.

Worker activities: The specific tasks the employee performs to accomplish the goals. “Worker activity” statements on a Position Description describe what a
worker actually does. Same as “job duties”; related to *“task.”



Worker Adjustment and Retraining Notification Act of 1988 (WARN): Requires employers of 100 or more full-time employees, with limited exceptions, to
give employees 60 days notice of plant closing and mass layoffs.

Worker’s Compensation: “Subject to the provisions of Ch. 102, Stats., an employee suffering an injury while performing service growing out of and incidental
to his or her employment, is entitled to worker’s compensation.” See Ch. ER 28, Wis. Adm. Code; WHRH Ch. 756; contrast with “hazardous employment” and
“protective occupation participant status.”
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Zipper clause: A provision in a collective bargaining agreement that specifically states that the written agreement is the complete agreement of the parties
and that anything not contained therein is not agreed to unless put into writing and signed by both parties following the date of the agreement. The zipper
clause is intended to stop either party from demanding renewed negotiations during the life of the contract. Related to *“collective bargaining agreements,”
“escalator clause” and “sweetheart contract.”
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Glossary

A

Add-on Pay: An hourly amount paid in addition to the base pay in recognition of
factors or conditions not reflected in the basic pay range or pay rate of a
position. See Comp. Plan Sec. A; similar to “differential pay,” “night
differential,” “on-call pay,” “premium rate,” “pyramiding,” “responsibility
pay,” “shift differential,” “standby pay,” “supplemental pay,” and “weekend
differential.”

Adjusted Continuous Service Date (ACSD): The length of time in the most recent
period in continuous state employment in either the unclassified service under
s. 230.08(2), Wis. Stats., or as a permanent employee in the classified service
or both, revised for certain breaks in state service.See Ch. ER 18, Wis. Adm.
Code

B

Base Pay Rate: The official hourly pay rate excluding any overtime or supplemental
pay. Base pay rate is limited to the pay range maximum; base pay rate plus any
supplemental pay received is not limited to the pay range maximum. Base pay
is also the rate at which accumulated sick leave credits are converted to offset
health insurance upon retirement, and/or to pay out earned but unused annual
leave credits upon retirement or departure from state service. See s. ER
1.02(5), Wis. Adm. Code; similar to “across the board increase,” “general wage
adjustment,” “pay adjustment,” “regular rate,” and “wage rate.”

C

Career Executive: Highly qualified executive candidates who have demonstrated
knowledge and skills acquired through work experience and training, which, in
the judgment of the director, will provide reasonable prospects for success in
career executive positions. (See s. ER-MRS 30.03(1), Wis. Adm. Code.)

Class or Classification: A group of positions sufficiently alike in respect to their duties
and responsibilities to justify common treatment in the various employment
processes. See s. 230.09, Wis. Stats.; similar to “allocation pattern” and “job
grade.”

Classification Code: A unique set of digits assigned to each classification used in
personnel/payroll data processing to identify class title, pay schedule and pay
range. See Alphabetical Listing of Classifications.

Classified Employee: An employee included in the classified service comprised of all
positions not included in the unclassified service. See ss. 230.08(3) and
230.09(2)(a), Wis. Stats.



Continuous Service: All the time in continuous employment status, as defined in s.
ER 18.01(3) and computed under s. ER 18.02(2), in the unclassified service or
as a permanent employee in the classified service. Continuous service does not
include time served in limited term employment and in those positions under s.
230.08 (2)(j) and (k), Wis. Stats., regarding youth camps and students,
respectively. Frequently confused with *“adjusted continuous service” and
“credible service.” See s. ER 1.02(6), Wis. Adm. Code; WHRH Ch. 732; related
to “adjusted continuous service date.”

D

Demotion: “The permanent appointment of an employee with permanent status in
one classification to a position in a classification lower than the highest
position currently held in which the employee has permanent status in class,
unless excluded under s. ER-MRS 17.02, Wis. Adm. Code. A ‘demotion’ can be
voluntary or involuntary.” (See also “involuntary demotion” and “voluntary
demotion.”) See ss. 230.28(1)(d) and 230.34, Wis. Stats; s. ER 1.02(8), Wis.
Adm. Code; similar to “downgrade;” related to “layoff.”

Disability: Under the Americans with Disabilities Act of 1990 (ADA), a physical or
mental impairment that substantially limits one or more of the major life
activities of an individual. A disability is said to exist when record is made of
such an impairment or the employer regards the employee as having such an
impairment. Related to “Americans with Disabilities Act of 1990, and
“Vocational Rehabilitation Act of 1973.”

Disabled Veteran: “A veteran who has a service-connected disability.” See s.
230.03(9m), Wis. Stats.

E

Employing Unit: “[A]n agency or a functional, organizational or geographic unit
within the agency which has been approved under s. 230.30, Wis. Stats., for
the agency to use for any one or combination of the following: promotion,
demotion, transfer, reinstatement, restoration, layoff and other related
personnel transactions.” s. ER-MRS 1.02(7), Wis. Adm. Code.

Exempt: A term categorizing an employee as not subject to the overtime provisions of
the Fair Labor Standards Act (FLSA). See Comp. Plan, Sect, A 4.01(3); WHRH
Ch. 520; Title 29, Part 541 of the Code of Federal Regulations; Alphabetical
Listing of Classifications for classification status; contrast with “nonexempt;”
related to “docking,” “Fair Labor Standards Act,” and “salaried employee.”

F

Fair Labor Standards Act (FLSA): As it relates to state employees, a federal law
governing the minimum wage, compensation for hours worked over 40 in a
workweek, child labor, and recordkeeping requirements. Although state law



and/or collective bargaining agreements may establish higher standards, they
cannot establish lower standards or waiver from federal provisions. See WHRH
Ch. 520 for a glossary of terms related to administration of the FLSA; Title 29,
Part 541 of the Code of Federal Regulations; Alphabetical Listing of
Classification for classification status; related to “docking,” “exempt,” “hours
of work,” “nonexempt, “overtime,” and “salaried employee.”

Filled Position Transfer: Form of competition where an employee stays in the same
position number and the position is assigned duties that result in the position
remaining in the same classification or moving to a different classification
assigned to the same or counterpart pay range. The incumbent is selected to
remain in the same position, provided due consideration was given to other
individuals and the incumbent’s qualifications for the position were assessed in
relation to the job requirements.

Full Time Equivalence (FTE): The amount of hours budgeted for a position. A
position budgeted for 80 hours in a bi-weekly pay period would be 1 FTE; a
position budgeted for 40 hours in a bi-weekly pay period would be .5 FTE.

G

Grievance: A written complaint by an employee requesting relief in a matter which is
of concern or dissatisfaction relating to conditions of employment or adverse
employment decisions and which is subject to the control of the employer and
within the limitations of Wisconsin Statutes and the Wisconsin Administrative
Code. For represented employees, it is usually concerning the interpretation or
application of the contract. See s. 230.445, Wis. Stats; s. ER 46.02(4), Wis.
Adm. Code and collective bargaining agreements; related to “past practice.”

H
HCMUG: This guide: The STAR Human Capital Management User Guide.

Incumbent: A person occupying and performing a job. Same as “employee.”

J

Job Family: A group of jobs having the same nature of work (e.g., accounting) but
requiring different levels of skill, effort, responsibility or working conditions
(e.g., Accountant Entry vs. Accountant Senior).

L

Leave of Absence: “Absence from employment with the approval of the appointing
authority with or without loss of pay in accordance with the appropriate
statutory provision or rule.” A leave of absence may be paid or unpaid, and



may also be authorized under a collective bargaining agreement. See ss. ER
1.02(16), 18.02, and 18.14, Wis. Adm. Code; related to “family leave” and
“Family Medical Leave Act.”

LTE: Limited Term Employee

N

Nonexempt: A term categorizing an employee as subject to the overtime provisions
of the Fair Labor Standards Act (FLSA). See Comp. Plan, Sec. A 4.01(5); See
WHRH Chap. 520, Administration of the Fair Labor Standards Act; Title 29, Part
541 of the Code of Federal Regulations; contrast with “exempt;” related to
“docking” and “Fair Labor Standards Act..”

P

Pay Range: A pay range typically consists of a minimum and maximum amount and a
within-range pay step or transaction step and in some pay ranges, a PSICM
amount; all of these are expressed in hourly amounts based on official hourly
rate rounding. Each classification is assigned to a pay range by the
Administrator of the Division of Personnel Management; for classifications
included in a public safety represented bargaining unit, the assignment of
classifications to pay ranges is subject to collective bargaining. See ss.
230.09(1) and (2)(b); 230.12, and 111.825, 111.825(5), and 111.91, Wis. Stats.;
related to “pay schedule” and “pay steps.”

Pay Schedule: A set of pay ranges to which a set of classifications are assigned.
Typically, separate pay schedules are negotiated under s. 111.91, Wis. Stats.
for each eligible bargaining unit and established in the compensation plan for
specified groups of nonrepresented classifications or bargaining units not
covered by s. 111.91, Wis. Stats. Related to “pay range.”

Probationary Period: The time period during which an employee’s performance is
evaluated upon appointment to a position prior to attaining permanent status.
See s. 230.28, Wis. Stats. and s. ER 1.02(31) and s. ER-MRS 1.02(24), Wis. Adm.
Code; WHRH Ch. 576; contrast with “permanent status.”

Promotion: “Except as provided in ER-MRS 14.02, Wis. Adm. Code, ‘promotion’ means
any of the following: (a) The permanent appointment of an employee to a
different position in a higher class than the highest position currently held in
which the employee has permanent status in class; (b) The permanent
appointment of an employee or former employee in layoff status to a different
position in a higher class than the highest position in which permanent status in
class was held at the time the employee or former employee became subject
to layoff; or (c) the permanent appointment of an employee on an approved
leave of absence, either statutorily mandated or granted by an appointing
authority, to a different position in a higher class than the highest position in
which permanent status in class was held at the time the employee began the



leave of absence.” See s. 230.19, Wis. Stats.; s. ER 1.02(36) and s. ER-MRS
1.02(27), Wis. Adm. Code; related to “competition.”

R

Reallocation: The assignment of a position to a different class, based on a change in
the concept of the class or series; the creation of new classes; the abolishment
of existing classes; a change in the pay range of the class; the correction of an
error in the previous assignment of a position; a logical change in the duties
and responsibilities of a position; or a permanent change in the level of
accountability of a position such as that resulting from a reorganization.
Reallocation is the transaction used to implement classification survey
activities. See s. 230.09(2), Wis. Stats.; ss. ER 1.02(38) and 3.01(2), Wis. Adm.
Code; WHRH Ch. 370; contrast with “allocation’; related to “logical,”
“reclassification”, “regrade;” and *“upgrading.”

Reasonable Accommodation: Alternatives, adjustments, or changes in the job, the
workplace, assessment or examination, and/or term or condition of
employment which will enable an otherwise qualified handicapped individual to
perform a particular job successfully, as determined on a case-by-case basis,
depending on the individual’s circumstances.

Reclassification: The assignment of a filled position to a different class based upon
logical and gradual change to the duties or responsibilities of a position or the
attainment of specified education or experience by the incumbent such that
the duties performed are better described by a new classification title.
Reclassification can result in upward and lateral, as well as downward
movement for the position. See s. 230.09(2), Wis. Stats.; ss. ER 1.02(39) and
3.01(3), Wis. Adm. Code; WHRH Chs. 370 and 380; contrast with “allocation;”
related to “gradual,” “logical,” “reallocation,” “regrade,” and “upgrading.”

T

Transfer: “The permanent appointment of an employee to a different position
assigned to a class having the same or counterpart pay rate or pay range as a
class to which any of the employee’s current positions is assigned.” See
s.230.29, Wis. Stats.; s. ER 1.02(46), Wis. Adm. Code; related to
“administrative transfer,” “contractual transfer,” “mandatory transfer” and
“union transfer.”
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