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Course Objectives

By the end of this course participants will be able to:

 Discuss integration of Organizational Management and Personnel
Administration (PA)

* Define PA key terms

» Define infotypes and subtypes

* |[dentify and review PA forms

« Perform personnel actions based on receipt of forms

* Execute PA reports
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Lesson 1: Personnel Administration Overview

Kﬁ_@a Page 9



Lesson 1 Objectives

By the end of this lesson participants will be able to:

Define the Enterprise Structure

|dentify the integration of Organizational Management and Personnel
Administration

Define the Personnel Structure

ldentify and define basic KHRIS Personnel Administration terms
Explain the importance of dates

|dentify reasons associated with actions
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The following key terms will be discussed in this lesson:

» Personnel Administration « Master Data

« Organizational Management » Actions

* Enterprise Structure * Infotypes
 Employee Groups » Subtypes
 Employee Subgroups e Dates in KHRIS
» Payroll Area « Validity Periods
« Organizational Plan e Delimit
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Concept of KHRIS Personnel Administration

There are two core modules used to maintain employee data:

 Personnel Administration (PA)
— Stores employee master data in infotypes

— Integrates with Organizational Management module
linking business structures to employees

« Organizational Management (OM)

— Maintains organizational structure such as Cabinets
and Departments

— Integrates with Personnel Administration module to
complete HR Master Data

This course focuses on Personnel Administration

KL"@ Page 12
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OM Components

KHRIS contains three distinct areas of information:
* Organizational Structure
* Enterprise Structure
* Personnel Structure

These pieces of information create integration between
Organizational Management and Personnel Administration when a
holder is placed in a position.
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How KHRIS Organizes Information

Display 0001 Organizational Assignment

[ | Personnel Mo 165307 Matme Carol McFarland
F || EE group A 1A Personnel area | OO1 Executive Status  Active
" '| EE subgroup  |02| ASC Salary 37.5 Pers. subarea 10861 FT M-Exermpt

Start O5f02/2010 to 1243174994949 Chng [BE/A2 2010 COMYADH

Enterprise structure

CoCode COMK Commomwealth of Kentucky
:|] FPers.area BEE Executive Subarea 1861 FT M-Exermpt
|| CostCir 5372900000 Cept for Mh, Dev Dis Bus. Area 10080 Commonwesalth of Kentuck

Func. Area

= Enterprise structure

Fersonnel structure

EE aroup A 184 Payr.area SH

Semi-monthly

= Personnel structure

EE subgroup (02| ASC Salary 37.5 Contract =l
Qrganizational plan Administrator =
Percentage | 10000 Time
Pasition 30031917 G2110%000101
ALCOHOL & DRUG REI
Jab key 20081077 62110%000101
Alcohol & Drug Rehahili H H
4 r— Organizational structure
Exernpt E
Crg. Unit 1ORE3748 a3ryag
Support Services Linit
Crg.key DRA5372900000
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The Enterprise Structure

The enterprise structure represents an enterprise’s hierarchy.

*The client is an independent legal and organizational unit of the
system

| § *The company code is an independent company with its own
Company Code accounting unit; a single company code was created in KHRIS

called COMK — Commonwealth of Kentucky

*A personnel area is a unit in Personnel Administration. It

represents a subdivision of the company code Example:

Personnel Area Executive or Judicial branches

*A personnel subarea is a subdivision of a personnel area. In
KHRIS, personnel subarea is based on work time. For
example: Full time, Part time, Interim, Benefits Only &
Exempt/Non Exempt status

Personnel
Subarea
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Personnel Structure

Employee Groups separate

or divide employees.

Employee Subgroups
subdivide employee groups
according to an employees
status.

Payroll Area describes the
pay frequency and payroll
cycle for each employee.

Employee
Group 18A

Salary Hourly
40 hour Salary Hourly 37.5 hour
37.5 hour 40 hour

Employee
Subgroups

Fersonnel structure/

EE group A 184
EE subgroup |02 ASC Salary 37.5

Fayr.area
Contract

5M Semi-maonthly
El
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Organizational Structure

Organizational Plan defines the hierarchical relationship between
organizational management objects including org units, positions

and jobs.

Crganizational plan
Percentage 100,00

Fosition 20031917 GZ110%000101
ALCOHOL & DRUG RE
Joh key 20001077 G2110%000101
Alcohol & Drug Rehahili
Exempt E
iorg. Linit TA0E3T 48 53729
Support Services Unit
org. key HADTE37290HAMEA

Administratar

Time
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Master Data

HR Master Data

* Centrally stored employee information that is shared across modules
within KHRIS

* Information that remains the same over a long period of time

Employee/Position Address
Social Security Basic Pay
Number

KL"@ Page 18
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Separation )

N

Return from
\Leave w/o Pay

Life
Cycle

—

Return from
\ Leave w/Pay

Leave w/o Pay

N

Leave w/Pay |
N

Appointment

“Position #
Change

\ External

)

)

Position # )
\Change Internal

Change in Pay

S\

—

Miscellaneous

\ Actions

Return from

\ Suspension

The life cycle of an
employee comprises
many different
events.

An action combines
logically related
information into one

group.
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Infotypes

Infotypes are used to group related data to form units of information.

KHRIS Personnel Records Manual Personnel Records

n
n
L}
n
Display HR Master Data . —
[ ] =
. =
:
: 82 e
Personnel na. fi55307 . e
Mame Carol McFarland Status Artive . Fﬂl&inp{f
EE group B 18A Personnel area 00O Executive - ﬁlﬁ'ﬁ' iﬂ"‘ﬂﬂg
EE subgraup B2/ ASC Salary 37.5 Pers. subarea 1061 FT M-Exernpt . "'L'E' ||:|-":"
. A
n ‘,n 3 -
Basic personal data Payrall i Benefits i Time i Taxes i Planning Data ||| m : ﬁ.ﬁl,"-l:;_"l
| |
. il
Infotype text |E | | Period . ';:FI‘ l:‘g.
— n
0000 Actions v [ ||| @Perio . ﬂqiu.bll
|| - . |
0001 drganizational Assignment o Frarm To : E_l':."
| /0002 Personal Data v O Today O Currweek . F"'F'flp‘:l. ‘
| |ooos Addresses 7| |l ocu O Current month . ﬁ.;.,,ﬁﬁ ;
_DEIIJ? Planned Working Time o ) Frarm curr.date O Lastweek - |'I|1i
| |0008 Basic Pay v OToCurrentDate O Last month . P.:E-‘igﬂ! v
. n
| |D003 Bank Details 4 (O Current Period O Current Year u ﬁuT'l:a]'
0018 Monitoring of Tasks N . yzat
| g. E |E Choose | . ﬂ:gﬂ-ﬂ' nuﬂ,ﬂ'ﬁ
0023 OthenPrevious Employers - 5 -pE
. L"ﬁin % |
Direct selection -
Infotwpe 5Ty a
.
n
n
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Subtypes

. _ Display HR Master Data
Subtypes are an expansion
of an infotype. personnelno. |5
Marme Haley Berry
For example: EE group L| Esxternal- BM Person
EE subgroup 41|24 Non-Paid| Pers. s
e Communication is the T ————
] asic personal data Fayroll . Benefits | T
Infotype

| lntetype tex € infatype: 0105
H 0035 Company Instructions
[ ) - .|
E mall IS the SUbtype _IZIIZIdIII Ohjects on Loan

| |0041 Date Specifications o

_DD?T Addiltinnal Fersonal Data DE”:H S'}."E’[Em USEr name {SY‘UNAME)

_IZIIZIEM Residence Status

| |0102 Grievances NA 0010 E-mail
01045 Communication .

| lo210 withhoiding nfo waws U £001 Business Farner Nurmber
0697 Drug Screening Z003 Document Code

Qirect selection Z004 Deparment Code

Infotype 0108 Comrmunication

Z005  Document D

Z006  Document Yendor Line #
Z007  User Security Agreement
Z008  Check Distribution Code
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Infotype Definitions

* 0000 Actions indicates the events that occurred on the employee’s
personnel record. For example:
— Appointment
— Position Number Change - Internal
— Return from Leave w/out Pay

* 0001 Organizational Assignment information defaults from the
position assigned to the employee. Time, payroll, and benefits pull
Information from this infotype.

* 0002 Personal Data contains information such as the social security
number and date of birth. This information is important for tax
reporting, payroll, and benefits.

* 0006 Addresses houses the employee’s home and work addresses.
The employee’s residence county and telephone numbers are also
stored on the permanent residence subtype. The county code on the
work address subtype is inherited from the position.
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Infotype Definitions (cont.)

* 0008 Basic Pay denotes salary or hourly wages. Adjustments
iInvolving an employee’s pay would result from an action. This
Infotype may be changed only by users with authorized access.

* 0019 Monitoring of Tasks is where task types are stored. This
Infotype houses information on when an employee is expected to
return from leave, be off initial probation or promotional probation,
etc.

* 0041 Date Specifications holds the original hire date, current hire
date, annual increment dates, status, and benefit dates are stored on
this infotype. ACE and ERA payment dates will also be stored here.
The Employee Status is stored on this infotype - example A Initial
Probation.

K_R@D Page 23



Every action and IT in KHRIS must
have a beginning (effective) and
ending date.

* When we create or revise a record, we
are required to enter an effective date

* KHRIS automatically assigns an end
date of 12/31/9999, or “infinity”

* When we revise a record, the end date
of the previous record will populate
automatically based on the effective
date of the new record

K_R@D Slide 24



Validity Periods

Validity Periods are the start and end dates that define the life

span of an infotype.

Display 0002 Personal Data

(| E

Personnel ko F3526 Mame Judy Smith
Fosition 989999899  Integration: default position
Status Active
Start B2/24/13982 To 12/31/9999| Changed on  (B8/81/2010 CONYADM
Start Date End Date Display 0006 Addresses
Fersannel ko F3526 Mame Jdudy Smith
Position 99999999  |ntegration: default position
Status Active
Start BS/A2/2010 to 12431/9999| Changed on [B8/01/2010|| CONYEDR

P
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Delimit means to put an end date on a previous record. When
the new record is created, KHRIS automatically delimits the

previous record to one day prior to the new record’s effective date.

* Preserves history

* End date becomes the date before the effective date of the newly

created record

Overview 0007 Planned Working Time

&

Fersonnel Mo 138491 Marme Gladys Berry

Connecting the Commonwealth

EE aroup L| External-BM  Personnel area |0004 Benefits Only Status  Active
EE subgroup (41| 24 Kon-Paid Fers. subarea 2601 Board of Ed.
[ choose  [pi/o1/1800(s) 12131/9999
“[statDate |EndDate  [WSrule |T|Empl. |MoPks [Wihrs [HrsiDa [wkD JFILI Al |
< 09122010 12031/9999 2473748 0] 10000 16290, 37.40 7.a0 500 |E|
05022010 099172010 2407 1 100,000 174733 4000 g.00 500 IE‘
=
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Finding an Employee

Before you can display employee data, you must identify the
employee that you want to view.

Use one of the following methods:
1. Personnel number
2. =N.XXXX
3. =C..HHHHHHHHHHHHH 3. =C..HH#HIHHHHH
4. Possible Entries

Display HR Master Data
EIEIEETETa] | rasmon = 4. Possible Entries
FFFFFF ]
= @ Person
{H} collective search help
(Hl se m
[l Free search
Payrall Taxes . Planni
et E | [Periog
tions @ Period
nnnnnnnnnnnnnnnn From ]
ata ) Tadaw. ) Currweek
- e O 2l #H _ lilI?F'ersnnnel Murmber (13 ]
nnnnnn [l
DDDDDDDDDDDDDDD Lazt name - First narne Perzanmel 1D Humber i Organizational aszignment I | | |I|
uuuuuuuuuuuuuuuuuuuuu .
uuuuuuuuuuuuuuuuuuuuuuu L ¥ Lastnarme - First name
ast hame
| FPersonnel ID Mumber
Firgt name Organizational assignment

Emplayee 1D
Free search

|
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Display Master Data

Display Master Data (Transaction PA20), provides several
options for viewing the infotypes.

& A HS@@ DEE BN BEE @ b
Display HR Master Data

=
F HR rmaster data  Edit Gotn Estras  Utiliies Settings  System  Help

[=lsfE]Eli[=]al | rers
Find by |
= @ Person
(Bl collective search help
(&l =earch Term |
(5l Free search <
Basic persunai uaw - = Elownodid - ==
Infotype text [ ] || Feriod
""" 0000 Actions [] Feriod
_EIDEI1 organizational Assignment From To
_0002 Fersonal Data Taday CUFEwWeek
| |0006 Addresses Al Current rmaonth
0007 Planned Working Time From curr.date Last week
Area to ente | |0008 Basic Pay To Current Date Last month
O Ne ana _DDDQ Bank Details L Current Period Current Year
| |00149 Monitaring of Tasks [=] [7= = ]
PLYPE 0023 OtherPravious Employers =] !
perl dIlre Direct selection
Infotype STy

K_R@D Page 28
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Exercise 1.1: Display Master Data

Observe as the instructor demonstrates the steps. You will
then have the opportunity to complete the exercise on your
own.

Purpose:

View an employee’s personnel file.

P
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Knowledge Check

1. True or False? The two core modules used to maintain
employee data are Organizational Management and
Personnel Administration.

2. True or False? ITO001-Organizational Assignment is the only
location in PA in which you can find an employee’s org unit.

3. True or False? The only way to find an employee in KHRIS is
by using the personnel number.

4. Which infotype identifies the life cycle of an employee?
a. ITO0O00 — Actions
b. ITO002 — Personnel Data
c. ITO041 — Date Specifications
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Lesson 1 Review

In this lesson you learned to:

» Define the Enterprise Structure

 Identify the integration of Organizational Management and Personnel

Administration
e Define the Personnel Structure
 Identify and define basic KHRIS Personnel Administration terms
» Explain the importance of dates
 Identify reasons associated with actions

P
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Lesson 2: Forms and Personnel Actions
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Lesson 2 Objectives

By the end of this lesson participants will be able to:

* Explain actions and how they are used

|dentify the Personnel Administration forms to complete actions

* Review the various personnel action forms

Complete the steps to submit various personnel action forms

Attach documents to personnel action forms

P

Connecting the Commonwealth

Page 34



IT 0000 Actions

Personnel Action

* Action Type groups personnel actions according to business aspects

* Selection of an Action Type triggers the Reason for Action

Display 0000 Actions
H B L
I 31
Pers.Mo. 999999
L =1
Mame Doe , Jane
EE group Al 18A Personnel ar
EE subgroup 02 ASC Salary 37.5
Start 07/01/2011 to 12/31/9999

Personnel action
Action Type AnDointrment
Reason for Action 01|  Appointment

Qo011 Executive

Chng |07,/01,/2011 IMM9999

Action Type
Reaszon for Action

Status
Customer-specific
Employment
Special payment

| Qrganizational assign

Z1
£
23
Z4
£5

Z7
Z8
9

B4 BM - End Leave ¥ F Out Payi Zl

Appointment

Re-Hira

Reclassification
Reallocation

Grade Change

Range Change

Fasition Mumber Chande-E
Position Mumber Change-1nt
Change in Pay

Suspensian

Action Type: £1
Mame of action type: Appointment

Ac_“ Name of reason for action

rlle j Appointment

I_IZIE Appointment up to Midpoint
03 Interim
04 Interim up to midpoint
05 Prev Uncl w/no Prior Class-Min
ne Prev Uncl w/no Prior Class-Mid
a8 Void - Appointment

o9 Correct - Appointment
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Personnel Actions

Personnel Actions are the steps you complete to manage and
maintain employee records.

* Change in Pay * Return from Leave W/Pay
* Leave Without Pay * Return from Leave W/O Pay
* Leave With Pay e Separation
* Miscellaneous Actions * Suspension
e Position Number Change — * Void or Correction
External e Appointment

* Position Number Change —

e Dual Appointment
Internal

_ * Rehire
e Retirement

* Return from Suspension

K_ﬁ@b Page 36
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KHRIS Self-Service Center

The HCMPF forms are accessed through the KHRIS Self-
Service Center.

* Web-based portal (khris.ky.gov)
* Access based on security role

e QOuruser ID is our
alphanumeric employee
ID (ABC1234)

 An ESS elearning course
Is available for additional
guidance

KRGS e 7
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User Security Agreement

Employees will be required to read and sign a User Security
Agreement annually so that an updated form is on record.

User Security Agreement

|_+# | AGREE | [ Rsject |

User Security Agreement
for
Access to Confidential Data
Maintained by the Personnel Cabinet

| understand security measures have been established to provide access to the Kentucky Human Resource Information System (KHRIS). | understand these security measures may also provide inquiry and/or
update capabilities to all systems maintained by the Personnel Cabinet, to include, but not limited to, KHRIS, KHRIS® Employee Self Service (ESS) and/or KHRIS' Manager Self Service (MSS), the Career
Opportunities System (COS), Image Connect, and/or CICS.

| acknowledge and agree to the following:

| understand in order to obtain access to Personnel Cabinet systems, | have been given a User ID and password. | am solely responsible for all information obtained through this computer system access
using only my 1D and password. | am obligated to keep all Access Codes, including my User ID, password, security questions, etc., confidential to prevent unauthonzed access to my accounts and to
prevent unauthorized use of these systems.

| will not allow any person to use my ID and password to logon to any network or system of the Personnel Cabinet. | am responsible for any use or abuse of KHRIS information and any other system
information with these accounts, since no other person will have authorized access through my account.

| further understand that the Personnel Cabinet may cancel my access at any time without notice if security has been or may be compromised.

| understand that KHRIS and any other Personnel Cabinet system data (processed or stored under local directories) shall not be used for any purpose other than official Commonwealth agency
business. | shall not disclose in any manner to any entity or individual who does not have a legitimate need to know without the prior, written consent of the Secretary of the Personnel Cabinet.

| understand that some information that | access as an Authorized Agency User may be considered not only confidential but also Protected Health Information (PHI) subject to the Health Insurance
Portability and Accountability Act (HIPAA) of 1996. Additionally, | understand some levels of access to KHRIS require Personnel Cabinet sponsored HIPAA training before access is granted. This training
shall be renewed periodically.

Any User that improperly discloses, intentionally misuses or inappropriately transfers any confidential information, may be subject to disciplinary action up to and including dismissal, pursuant to KRS
184, 101 KAR 1:345, 101 KAR 3:050, or other applicable state and federal law. Any User who viclates the terms of this Agreement may also be exposed to additional civil and/or criminal charges.

| understand | shall notify my Agency Security Contact of any actual or suspected data security breach as soon as possible. The Agency Security Contact is responsible for immediately notifying the Personnel
Cabinet. | further understand and agree nothing contained in this Agreement shall be construed as granting any property rights, by license or otherwise, to any confidential Information.

By clicking “l AGREE" below, | acki ledge it is my responsibility to comply with the terms of this Agreement, which | have read and accepted these conditions as stated herein and within KHRIS d tati | further
indicating | agree to maintain the fidentiality of all information cbiained at all times, including if and when | am no longer an ployee of the C Ith.

ige this action serves as my signature

Slide 38
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Accessing Forms in Self-Service Center

The tabs you see in the Self-Service Center will depend on
your security access.

. . _ B / h) o
+« ) Personnel Cabinet — WelcomeBrroass, KHRIS

iy ittt
1-:5 / Serving the People Who Serve the People Self-Service Center
Tl

My Benefitz Manager Seli-Service Insurance Coerdinator NCP2 Inzurance Coordinater NCP1 HR Generalist

Role specific

tabs
(h;;(\;g‘?‘“\ Welcome to the KHRIS Employee Self-Service Center

Kentu

SPRT,

I Detailed Navigation Use the Employee Self-Service Center to perform various tasks such as update personal information. view benefits and payment

information, request leave, etc. Simply select a link from the left side of your screen and you'll be on your way!

» m Benefits Information

» m Payment Information Some of the options™ available to you are:

» m Personal Information

» mWorking Time + Benefits Information: View your current benefits selections. identify external organizations (such as charities) that you can then

= Who's Who designate as your beneficiaries. complete annual enroliment during allowed periods.

+ Payment Information: Review various salary/compensation statements, estimate your net pay using different withholdings and
deductions, Change your W-4 tax withhaldings.

+ Personal Information: Maintain your address, family member and dependent information. 8
information.

argency contacts and bank

+ Working Time: Check your leave balances. request leave and overtime, review your time statement.

Links to actioh

* Certain KHRIS services and/or information contained in the Employes Self-Serice Center are only applicable to
areas employees. Please check with your Human Resource Office for specific details.

Display area
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HR Generalist Tab

My Benefis Manager SeifServig H R G == ral iSt

Training Liaison sdminisirators instruciors Employes Sell-Service

Vislcome Higlory, Back

Welcome to KHRIS Online Benefits Administration System

Retucky™
KHRIS Processes
.. Pleaseuse theme
I Detailed Navigation = N eeee— I Worklist

Dl elcome

= KHRIS Processes

m Watting for update

AT i

Show: |||y Qpen Tasks ||

Sent

= Welcon

kRIS A esses

I KHRIS ProdBsses
Benefits/Employee Processes

The HR Generalist
tab allows you to

select the KHRIS | iy
Processes link. e

* Open Benefits/Employee Processes

Subject From

Organizational Processes
* Start Organizational Process

* Search Organizational Processes

* Open Organizational Processes

Kﬁ@o Page 40
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Selecting Process to Complete

There are two links used by PA to start the forms.

» Start Benefits/Employee Process — used to maintain information for
existing employees

e Start Hiring Process — used for new employee set-up

Start Benefits/Employee Process

Start Processes

Employee: Haley Berry
1 2 =

’ o L2l = —

Select Employees

View| [Standard View] [+]

Process Name

Select Process Fill Qut Form

Process Description

Change In Pay Select this process for any) Start Hiring Processes

Leave With No Pay Select thiz process to plac

Leave With Pay Select thiz process to plac

Start Processes
Select thiz process to perf
change, or 35N change. N |T| 2
| |

Position Number Change - External | Select thiz procezs for any

Mizcellaneous Actions

Select Process Fill Qut Form

View| [Standard View] B3

Pozition Number Change - Internal | Select thiz process for any

Qualifying Events
Retirement
Return From Suspension

Return from Leave With Pay

Submit Qualifying Event No
Select thiz process to retin
Select thiz process to retu

Select thiz process to retu

Dual Appointment

Procezs Dezcription

Select thiz process to appeint a new pergen to state government. The perzon will not exist in KHRIS with a PERNR.

Select thiz procezs to appeint a perzon that already holds another position ether Commonweatth Paid or Commonwealth NonPaid.

Rehire

The perzon will already exigt in KHRIS with ancther PERNR.
Select thiz process to rehire a perzon. Examples include returning retirees, reinstatements, or re-employments. This perzon will
already exist in KHRIS with a PERNR.

Connecting the Commonwealth
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Select this process
for any employee
change in pay, not
related to a position
number change.

Change in Pay

Reference Number:

Personnel Cabinet
Change In Pay

First Name: Haley
SSN: 758-96-0755
Org Unit: 10006088

Position: 99999999

Personnel Number: 00000005
Middle Name: Regina Last Name: Berry

Pay Grade: NON-PAID Work County:

Action Reason:

B Effective Date: Nov 3, 2010

Basic Pay Change:
FROM: Pay Amount: 800.00

TO: Pay Amount: 0.00

Additional Payment:

Pay Amount:

ACE Percentage:

ERA Percentage:

Remarks:

Connecting the Commonwealth
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Exercise 2.1. Execute Change in Pay

Observe as the instructor demonstrates the steps. You will
then have the opportunity to complete the exercise on your
own.

Purpose:

An employee has completed their GED and is now eligible for a 5% increase in
pay.

Kﬁ Page 43
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Leave With Pay

Select this process
to place an
employee on leave
with pay.

e The employee
status will remain
active.

Reference Number:

Personnel Cabinet
Leave With Pay

First Name: Haley
8SN: 758-96-0755
Org Unit: 10006088

Position; 99999999

Personnel Number: 00000005
Middle Name: Regina Last Name: Berry

Pay Grade: NON-PAID Waork County:

Action Reason: ‘

| Effective Date: [Nov4, 2010

Expected Return Date: |

Remarks: |

Connecting the Commonwealth
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Return from Leave With Pay

Select this process to
return an employee from
leave with pay back to
work.

Personnel Cabinet
Return From Leave With Pay

Personnel Number: 00000005
First Mame: Haley Middle Mame: Regina Last Mame: Bemry
S5N: 758-88-0755 Pay|Grade: NOMN-PAID Work County:
Org Unit: 10006088

Pesifion: 20900000

Action Reasen: |  Efiective Date: [Nov 4. 2010

If the employee is retuming to a new posifion, please enter the position number below.

Return to Posifion: 82098209

Current Value Proposed Value
Work Schedule: 40HR24/7F Work Schedule: E[
Pay Amount:  50.000 Pay Amount: 300.00
Shift Premium Ind: Shift Prermiwm Ind:
Cwertime Status: Overiime Status:

Remarks:

_KL"@I’ Page 45
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Leave Without Pay

Select this process
to place an
employee on leave
without pay.

The employee
status will change
from active to
Inactive.

Reference Number:

Personnel Cabinet
Leave Without Pay

First Name: Haley
SSN: 758-96-0755
Org Unit: 10006088

Position: 99999999

Personnel Number: 00000005
Middle Name: Regina Last Name: Berry

Pay Grade: NON-PAID Work County:

Action Reason’ \

] Efective Date: Nov3,2010

Expected Retum Date: |

Remarks: |

e ———
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Return from Leave Without Pay

Select this process to return
an employee from leave
without pay back to work.

The employee status will
change from inactive to
active.

Note: When returning an employee
from sick leave without pay, the
remarks should include the dates
of leave without pay and the date
that the increment should be
moved to (if applicable). If the
remarks do not include this
information, the HRG will be
required to submit a subsequent
action to ensure the employee is
properly notified of any changes to
the annual increment date.

Personnel Cabinet

Return From Leave Without Pay

First Mame: Haley
S8N: 758-0840755
Org Unit: 10006088

Posifion: 00200000

Personnel Mumber: 00000005
Middle Mame: Regina Last Mame: Bemy

Pay Grade: NOM-PAID Work County:

Acfion Reason:

| Efectve Date: [Nova, 2010

If the employee is retuming to a new position, please enter the position number below.

Return fo Position: 82828860

Current Value Proposed Value

Work Schedule: 40HR24/7F
Pay Amount:  80.000
Shift Premium Ind:

Cwertime Status:

Work Tax Area:

Work Schedule: |
Pay Amount: 200.00
Shift Premium Ind:

Overtime Status:

Remarks:

AR
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Miscellaneous Actions

Select this process
to perform
miscellaneous
actions on an
employee such as
adjusting promotion
date, increment date
change, adjusting
Initial probation or
social security
number change.

Reference Number:

Personnel Cabinet
Miscellaneous Actions

First Name: Haley
SSN: 758-96-0755

Org Unit: 10006088

Position: 99999999

Personnel Number: 00000005
Middle Name: Regina Last Name: Berry

Pay Grade: NON-PAID Work County:

Action Reason:

| Effective Date: [Nov4, 2010

Remarks:

P
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Exercise 2.2. Execute Return from Leave w/o Pay and

Adjust Increment Date

Observe as the instructor demonstrates the steps. You will
then have the opportunity to complete the exercise on your
own.

Purpose:

An employee who has been on leave without pay for 2 months. We need to
return them from Leave w/o Pay and adjust their increment date to reflect the
time they were off without pay.

Kﬁ Page 49
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Position Number Change - External

Select this process for
any position number
change from one
agency to another
(different Appointing
Authorities).

Personnel Cabinet
Position Number Change - External

mmmmmmmmm ber:
First Name M Nama: Last Nam
55N Pay Grade: ‘Work County:
Org Uit
Pasition:
Action Reason: Effective Data:
Receiving Agency HR Generalis
New Positon | [ nitaize ] ™ Ovedap COS Requisition #:
Work Address:
Address L [ | AddressLine2 | |
o | | s [ Jarow [

—
[ ] vmecesneawes| ] ommasunn [

S e 7 e R S —

| Actusi Pay Amount [ |

Chack Distribution Code | |

| current Hire Dawe [ |

Connecting the Commonwealth
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Position Number Change - Internal

Select this process for
any position number
change within the same
agency.

Personnel Cabinet

Position Number Change - Internal

Poermionaepdl W umniba
First Mam: ko haeeray . Lt Mo
S5H Pay Grade: Work Couny:
Oy Lz
Poaition:
Aetien Fhoason Effectise Dala:

CO R bsdihon &

| Addeemsiimz |

|
| ciwe [ zircads 1

I Arhua Work Sohed ue
I Tons Cord Flaguresd | | Ovmrirras Shits

e ] wwm [ mewe [

| Sty Py Ammeun| ]

Check Distsbufion Code | |

| Corunt biew Daw | |

e ———
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Exercise 2.3: Position Number Change - Internal

Observe as the instructor demonstrates the steps. You will
then have the opportunity to complete the exercise on your
own.

Purpose:

An employee is transferring to another department within their agency.

Kﬁ Page 52
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Suspension

Select this process to place
an employee on suspension.

« Employee status will
remain active

Personnel Cahinet
Suspension

Personnel Number: 00000005

First Name: Haley Middle Mame: Regina Last Name: Bemy
55N 758-86-0755 Pay Grade: NOM-PAID Waork County:
Cirg Unit: 10008088

Posifion: 98982000

Action Reason: |

o] Efiective Date: |Nov4,2010

Return from Suspension Date: |

Remarks:
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Select this process to
return a previously
suspended employee
back to work.

Return From Suspension

Personnel Cabinet
Return From Suspension

First Name: Haley
55N: 758-98-0755
Oirg Unit: 10008088

Pasifion: 98000000

Personnel Number: 00000005
Middle Name: Regina Last Name: Bemy

Pay Grade: ‘Waork County:

Action Ftaasun:_

*|  Efiective Date: [Nov4,2010

Remarks:

Connecting the Commonwealth
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Retirement

Select this process to
retire an employee from

Personnel Cabinet

Retirement

State governlllent- Personnel Number: 00000005
First Mame: Haley Middle Mame: Regina Last Mame: Berry
Th e e m I O ee S t at u S SSN: 758-06-0755 Pay Grade: NON-PAID Work County:
p y Org Unit: 10008088
will change from active R
Action Reasan: H Effective Date: Mow4, 2010
ithd
to withdrawn.
Address Line 1 hD1IIII MAIN STREET Address Line 2
City Wilmare State Kt [ppCode |40300
County hﬁ" |_
Payroll Data:
Pay Type ag Pay Area o Pay Grade NOM-PAID Pay Amount 800.00
Objects on Loan: Diedimit Ohjects
Date Specifications:
Original Hire Date |J\ug 15, 1877 Current Hire Date:  [Aug 15, 1877
Remarks:

Kﬁ Page 55
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Select this process to
separate an employee from
state government for any
reason other than retirement.

The employee status will

Personnel Cabinet

Separation

Org Unit: 10008082

Position: G0098209

Personnel Number: 00000005
Middle Name: Regina Last Mame: Bemy

Pay Grade: NOM-PAID Work County:

h - h d Action Reason: H Effective Date: Nov 4. 2010
change to withdrawn.
Address Line 1 (001001 MAIN STREET Address Line 2
City Wilmere State Kt |mpCode |an300
County 057 |_
Payroll Data:
Pay Type ag Pay Area o Pay Grade MNOM-PAID Pay Amount 800.00
Objects on Loan: Delimit Objects
Diate Specifications:
Original Hire Date lﬂug 15, 1877 Current Hire Date:  [Aug 15, 1977
Remarks:
i}
Kﬂ_ﬁa Page 56
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Void or Correction

The Void or Correction
form is used when a
correction needs to be
performed on employee
data or to correct/remove

Reference Number:

Personnel Cabinet
Void or Correction

a previously approved personnl Number: 00005
aC'“O n First Name: Haley Middle Name: Regina Last Name: Berry
| SSN: 758-96-0755 Pay Grade: NON-PAID Work County:
You cannot enter a Void orgUnit. 00060
or Correction on an o
App0|nted Em ployee Action: H Action Reason: (" Void Effective Date: |Nov 6, 2010
. . (" Cormection
until after the Effective
Date of the Appointment — |
action because the
emp|0yee isn’t active Note: Timely processing is imperative.

Allowing a payroll to run prior to corrective
action may alter or eliminate the ability to
repair the record.

the Commornwealth
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Void or Correction

Agencies initiate a void or correction form on the Self Service
Portal.
« Upon approval, the action does not make the necessary

changes; instead, the form actually directs the consultants
In the Personnel Administration Branch to make the

changes.
* Since the form is simply directions for what changes need to be

made, the remarks field on this form is required. Explain the
reason for action and be clear in providing directions.

K_R@D Page 58
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Void Versus Correction

ACTION TYPE

REASONS FOR CORRECTION

REASONS FOR VOID

Appointment

=Wrong action reason
=Wrong effective date

= Wrong position number
=Wrong salary

= Employee is a no show
= Employee later declines offer of employment

Re-Hire

=Wrong action reason
=Wrong position number
=Wrong salary

= Employee is a no show
= Employee later declines offer of employment
= Wrong effective date

Reclassification

=Wrong effective date
=Wrong salary

= Action processed in error
= Action processed in the incorrect order for calculating salary

Reallocation

=Wrong effective date
=Wrong salary

= Action processed in error
= Action processed in the incorrect order for calculating salary

Position Number Change (Ext/Int)

=Wrong effective date
= Wrong position number
=Wrong salary

= Action processed in error
= Action processed in the incorrect order for calculating salary

Change in Pay

= Wrong effective date

= Action processed in the incorrect order for calculating salary

=Wrong salary = Agency intended to mark the employee off of the mass update listing

= Mass update posted after separation, or other preceding action
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Void Versus Correction

ACTION TYPE

REASONS FOR CORRECTION

REASONS FOR VOID

Suspension/Return from Suspension

= Incorrect remarks
=Wrong effective date

= Action was overturned or adjusted by Board/Court order
= Appointing Authority decided to rescind the disciplinary action

Leave without P aw’ﬁ eturn

=To correct remarks
=Wrong effective date

= Action was overturned or adjusted by Board/Court order
* Timesheet and leave/return action(s) disagree

Leave with Pay/Return

=To correct remarks
=Wrong effective date

= Action was overturned or adjusted by Board/Court order
= Appointing Authority decided to rescind the placement on leave

Separation =To correct remarks = Action was overturned or adjusted by Board/Court order
=Wrong action reason = Appointing Authority decided to rescind an involuntary separation
= Wrong effective date or acceptance with prejudice
= Employee decided to rescind a voluntary resignation.
= Timesheet and separation action disagrees
Retirement = To correct remarks = Action was overturned or adjusted by Board/Court order

=Wrong action reason
=Wrong effective date

= Appointing Authority decided to rescind acceptance with prejudice
= Employee decided to rescind a voluntary resignation.
= Timesheet and retirement action disagrees
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Select this process to
appoint a new person to
KHRIS. The person will not
exist in KHRIS with a
PERNR.

Appointment

Personnel Cabinet
Appointment - New Employee

‘ cton Reasan Erfecie Date: Now Positon: [ ]
Personnel Number:
First Name Middle Mame: Last Name sue [ ]
s PayGrade Wark County:
Org Unit:
Pasition:
Gender[ | Dateotm Overiap: ] COS Requisition
Home Address Work Address
Addrass Addrass
Address Address
City: City:
County: | | Courty:
ste: [ ] swe [ ]
Fip Code: Zip Code:
Ot ek Scbc Y o —
‘Shift Premium Indica’ tor: Overtime Status:

Connecting the Commonwealth




Exercise 2.4: Execute Appointment — New Employee

Observe as the instructor demonstrates the steps. You will
then have the opportunity to complete the exercise on your
own.

Purpose:

An 18A agency appoints a new hire up to the midpoint of the grade of the
position.

Kﬁ Page 62
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Dual Appointment

Select this process to
appoint a person who
already holds another
position, either
Commonwealth paid or
Non-Commonwealth paid.
The person will already
exist in KHRIS, with
another PERNR, and you
will need to refer to this
number to complete the
Dual Appointment form.
The form will then create a
second PERNR for this
position.

Personnel Cabinet

Appointment - Dual Employee

Acilon Reasonc 3 Effeciive Date: Jan 2, 2013

Mew Posiian: | Inlbiaizs |

Peraonnel Humber: 00000000

sumc [

Rafarenca Personnal Number:

First Name: Midgie Name: Last Name:

SEN: Pay Grage: Wark County:

Org Unit:

Pasltion:

Gender: | Datearaitn: Overap: []  COS Requisiion #:

Home Address

Address Line 12

Defaull Work Schedule;

Y —

Shitt Premlum Indicator 10 ‘Qvertime Status:

g T ——
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Select this process to
rehire a person who was
employed in KHRIS.
Examples include returning
retirees, reinstatements or
reemployments. This
person will already exist in
KHRIS with a PERNR.

.
Personnel Cabinet
Rehire
Action Reasan Effective Date: NewPostion:[ |
Personnel Number:
First Name: Middle Narne: Last Name: sufic[ |
55 Pay Grade: Wark County:
Org Unit:
Position:
Gender[ | Datect Overdap: 7 GOS Requisition #:
Home Address Work Address
Address Address
Address Address
City: City:
o — -
N — Y —
Fip Code: Zip Codea:
Defaut Work Schedule : Work SchedulsRute: [ |
Shift Premium Indicator: Overime Stats LS

P
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Exceptions to Rehire

If you plan to rehire an employee who retired or separated
prior to December 1, 2010, KHRIS will not recognize the

person as a previous employee.
These actions will need to be processed as follows:
* |f the former employee is receiving benefits (health insurance)

through our retirement systems, the Action will be processed on the

Dual Appointment form
— The HRG will need to contact the Personnel Administration Branch for the

reference Personnel Number
— A second Personnel Number will be issued to the employee

* |f the applicant is not receiving benefits (health insurance) through
our retirement systems, the Action will be processed on the

Appointment form
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Attaching Documents to Forms

User should see attachment option at the top of the screen.

Start Hiring Processes

Start Processes

Procesz: Appointment
P | 1 2 3
| | L |
Select Process Fill Qut Form Check and Send

[

Attachments

[ Supporting Documents & Attachments

| Add Attachment | | Delete Attachments

K_ﬁﬁ Page 66
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Attaching Documents to Forms

Click the “Add Attachment” button and the “ Attachment
Type” appears.

Start Hiring Processes

Start Processes

Process: Appointment

Jr 1 2 3 4 m
Select Process Fill Out Form Check and Send
Attachments
[0 Supporting Documents & Attachments
Attachment Type: |E—upp-:|rting Documents & Attachmentz |'r| File Name:
| | Browss..

| Upload || Eann::el|
| Add Attachment || Delete Attachments |

K_ﬁﬁ Page 67
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Attaching Documents to Forms

Click on “Browse” to search for the document on your
computer.

Start Hiring Processes

Start Processes

Process: Appointment

Jr 1 2 3 4 m
Select Process Fill Out Form Check and Send
Attachments
[0 Supporting Documents & Attachments
Aftachment Type: |E—upp-:|rting Documents & Attachmentz |'r| File Name:
| | Browss..

| Upload || Eann::el|
| Add Attachment || Delete Attachments |

K_ﬁﬁ Page 68
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Attaching Documents to Forms

User will select the File to upload and click Open.

Document path will display on the screen and the user can
select Upload.

Chooze File to Upload

EEZC | < ) > =

E ) Sample Conversion Document
J ) Zip Code Files
|Conv_BusinessCalendar_Pé_080210
S KHRIS - Dy Fun 1 Migration CutOver Checklist - DRAFT 2
[@- =1 List_PreConwDraft_08052010
4] Probational Employess 1518 8-2-10
S TEAM TASKS
|ZPAT_Demation load emrar
' S\ ZPAT_SIGNATURES14
S ZPAT_SIGNATURE _Mo_Socials-14

by Documents

.

My Computer

I

Places

=
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Attaching Documents to Forms

User can continue same process to add additional
documentation.

Start Hiring Processes

Start Processes

Process: Appeointment

b I 2] I 14 —=
Select Process Fill Out Form Check and Send Completec
Attachments
[ supporting Documents & Attachments
Attachment Type: |5upp|:|rting Documents & Attachments |v| File Name:
[KAKHRISWKHRIS SAP HR I [ ERWEE
Upload

[ Add Attachment | | Delete Attachments |

_',(ﬁ_@ﬁ Page 70
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Attaching Documents to Forms

User can view attached documents by clicking on the
Supporting Documents & Attachments link.

Start Hiring Processes

Start Processes

Procesz: Appointment

P 1 2 3 4 u

Select Process Fill Qut Form Check and Send

Attachments

[ 1 Supporting Documents & Attachments

| Add Attachment || Delete Afttachments

Kﬁ Page 71
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Knowledge Check

1. Which infotype is accessed on every form?

a. 0002 Personal Data
b. 0000 Actions
c. 0001 Organizational Assignment

2. Which of the following determines what you are able to see in the Self-Service
Center?

a. Transaction codes
b. PERNR
c. Security role

3. The following link requires a PERNR before the form may be accessed.

a. Start Benefits/Employee Process
b. Start Hiring Process
c. KHRIS Processes

4. True or False? Remarks are required on all voids and corrections.

g T ————
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Lesson 2 Review

In this lesson you learned to:

» Explain actions and how they are used

 Identify the Personnel Administration forms to complete actions
* Review the various personnel action forms

» Complete the steps to submit various personnel action forms

» Attach documents to personnel action forms

P

Connecting the Commonwealth

Page 73



ﬁ

Workflow

Lesson 3




Course Map

Lesson 3: Workflow

&
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Lesson 3 Objectives

By the end of this lesson participants will be able to:

* Explain the purpose of the workflow

* Access worklists to monitor forms

* Understand the workflow steps

* Track and/or withdraw an action in workflow

View KHRIS screens to review updated infotypes

P
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Personnel Administration Forms Approval Process

« HRG completes form and initiates workflow

 KHRIS routes form through agency workflow

e Final Agency Approver completes agency workflow

 KHRIS routes form through Personnel Cabinet workflow

* Personnel Cabinet approves or rejects form

 |f approved, infotypes are added and/or changed
* |If rejected, infotypes are not updated




Workflow

* Workflow will appear in the Level Approvers worklist

— Approvers are identified in a pre-determined order. For example, there
may be 2 Level 1 approvers, and one Level 2 approver

* |f more than one person sits at an approval level, once the action is
“picked” up by one person, it will be removed from the other user’s
worklist

— If not approved within 3 business days it will automatically go to the next
Agency approver

* Workflow must be approved by Final Agency Approver prior to
submission to Personnel Cabinet

— The form will not leave the Agency until it has been approved by Final
Agency Approver

* The originator of the form will be notified by email
— An email will be sent upon decision by the Agency Final Approver
— An email will be sent upon decision by the Personnel Cabinet
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KHRIS Approval

* Configured to automatically route workflow items to the appropriate
approver or approvers.

* Records waiting for approval are accessed through the portal in the
approver’s Universal Worklist (UWL)

Personnel C abinet Welcome Train-2,
Serving the People Who Serve the People e

Home Employee Self-Service

I Universal Worklist
_ﬁ-\fﬂ'«\
Kentuky™ | e e g s q
DNGRIDLED SEIRIT
Show: [New and In Progress Tasks (3/8) [« ][4l [=] Create Task | Show Fitters Hide Previg
I Detailed Navigation [
Subject 2 | From 2 Sent S Priority 5 { Due % Status
- el sl - ) for COOK lin Org# 11000325 =, Workflow System Oct 30, 2008 Normal 1 New
» m Employee Search

-} for KVE MAJOR in Org# 11000325 = Workflow System Oct 30, 2008 Normal 1 New

- |} for ADMINISTRATIVE SECRETARY in Org# 110003235 = Workflow System Oct 28, 2008 Hormal 1 New

- |} for ADMINISTRATIVE SPECIALIST Il in Org# 11000325 = Workflow System Oct 27, 2008 Normal 1 New

- } for ATTORNEY in Org# 11000325 =, Workflow System Oct 27, 2008 Normal 1 Newr

-} for ATTORNEY in Qrg# 11000325 =, Workflow System Oct 27, 2008 Normal 1 New

-} for ATTORNEY in Qrg# 11000325 =, Workflow System Oct 27, 2008 Normal 1 New

- ) for FINGERPRINT SPECIALIST lin Org# 11000325 5 Viorkflow System Oct 27, 2008 Hormal 1 New

T
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Workflow

Log on to Employee Self-Service (ESS)

Welcome

UseriD * TESTWF03
Password® wesssssss |

==
Logen Problems? New User/Reget Passwaord

=y
Kmt“deyh Ktnhuck_y Human_Rtsour:t Information System

Connecting the Commonweaith
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Page 80

e~ -
Connecting the Commonwealth



Workflow

Click the Worklist tab.

Search: Q- Having trouble viewing, click here Log off
i o L I |5 L
Employee Self-Service HR Generalist Image Connect Worklist Employee Suggestion System
Full Screen
~
o) 0 Open Enrollment s Employee Search —
ENR LL N W_* Enroliment will be open October 01 - 31, _EQ Search for employees by name and find basic information about
2013. The enroliment process takes 20 — colleagues.
minutes or less to complete. Who's Who

= START MY BENEFIT ENROLLMENT

.

Welcome Personal Information

. - Maintain your addresses, emergency contacts, bank information and
Open Enroliment g Benefits Information i personal data.

Here you can view your current benefit selections, family member /
dependent / beneficiary records and identify external organizations
(such as charities) to designate as your beneficiaries.

Enroliment Overview

Addresses
Home and Email addresses

Bank Information for Direct Deposit

Emergency Contacts
Personal Data

Benefits Information

Payment Information

Employee Search External Organizations as Beneficiaries
Family Members/ Dependents/ Beneficiary Records

Personal Information Life Insurance Beneficiary Change

Working Time

Check your leave balances, request overtime, review your time
statement.

Workina Time

.j)@@ Payment Information

68& Review your salary statements, change your tax withholdings or
request a W2 reprint.

Salary Statement
Tax Withholding
W2 Reprint Request o

Leave Balance Overview
Leave Balance Value
Time Statement

Important Information
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Workflow

Your worklist will be displayed.

Employee Self-Service Inzurance Coordinater NCP2 Inzurance Coordinator NCP1 HR Generalizt

Worklist | History, Ba

o

[

Show: [New and In Progress Tasks (22 /24) ¥ |[Sekecta Subview... [+ [l [=] Show Fitters Hide Pr
Subject | From Sent Priority = I Due Status
Rirn from leave WO pay - Other ) for Mary Washington in agency 53721 5 Sopp, Gaye Jan 12, 2011 Normal 1 New
Leave W / Pay - Educational } for Cindy J Brady in agency 55790 =, Pereira, Linkin Dec 7, 2010 Normal 1 New
Leave W / Pay - Educational } for Cindy J Brady in agency 55790 =, TEST 03, Workflow Dec 7, 2010 Normal 1 New
Leave W / Pay - Educational } for Cindy J Brady in agency 557580 = Pereira, Linkin Dec 7, 2010 Normal 1 New
Position Mumber Change-Interna - Prometion } for Happy Gilmere in agency 54527 =, Banks, Derrick Jan 25, 2011 Normal 1 In Progr
Separation - O - Deceased ) for Nina Bostic in agency 55790 = Shetton, Lisa War 15, 2011 Normal 1 In Progr
Leave W / Pay - Educational ) for Larry Test in agency 53721 =, Sopp, Gaye Dec 8, 2010 Normal 1 New
Misc. Actions - Adj. Prome Date } for David Chan in agency 10010 = Banks, Derrick Mar 15, 2011 Normal 1 | Dec 30,9999 New
PAYROLL ONLY: Work County Change - Approval 5, Pereira, Linkin Mar 14, 2011 Normal 1 | Dec 30,9999 New
Appointment - Appointment } for Test R Tester in agency 10010 5, Taulbee, Angie Mar 8, 2011 Normal 1 | Dec 30,9999 New
|- o] tJof2t~]~] ]
( Rtrn from leave WIO pay - Other ) for Mary Washington in agency 53721 You can also:
Sent:  Jan 12, 2011 12:52 PM by Sopp, Gaye Priority:  Normal View Higtory
Status:  New

| Forward || Aszsign To Me || Iaunchl\.-‘iew|

Page 82
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Workflow

Any column can be sorted in ascending order or descending
order by clicking on the header. (ex. Clicking on the Sent
Date header will sort by the date the form was sent.)

Tasks (74/75) Alerts Notifications SAPoffice Mails Tracking
Show: [New and In Progress Tasks (74/75) | =|[Selecta Subview. |~ |[All [*] v FXE
E. Subject | From Sent Date 2 Priority ] Due Date Status

(Appointment - Appointment ) for New Hire1 in agency 55793 Lakshmanaperumalraja, Aruna Jan 13, 2014 Medium c@ Dec 30, 9999 New

( Appointment - Appointment ) for New Hire2 in agency 31095 Lakshmanaperumalraja, Aruna Jan 13, 2014 Medium ﬁ Dec 30, 9999 New

{(Appointment - Appointment ) for New Hire4 in agency 31095 Lakshmanaperumailraja, Aruna Jan 13, 2014 Medium c@ Dec 30, 9999 New

{ Appointment - Appointment } for New Hire5 in agency 31095 Lakshmanaperumalraja, Aruna Jan 13, 2014 Medium :@ Dec 30, 9999 New

{Appointment - Appointment ) for New Hire6 in agency 31095 Lakshmanaperumalraja, Aruna Jan 13, 2014 Medium ﬁ' Dec 30, 9999 New

( Appointment - Appointment ) for New Hire6 in agency 31095 Lakshmanaperumalraja, Aruna Jan 13, 2014 Medium c@ Dec 30, 9999 New

{ Appointment - Appointment )} for New Hire8 in agency 31095 Lakshmanaperumalraja, Aruna Jan 13, 2014 Medium ﬁ Dec 30, 9999 New

{ Appointment - Appointment )} for New Hired in agency 31095 Lakshmanaperumalraja, Aruna Jan 13, 2014 Medium :@ Dec 30, 9999 New

{( Appointment - Appointment )} for New1 Hire in agency 31095 Lakshmanaperumalraja, Aruna Jan 13, 2014 Medium ﬁ Dec 30, 9999 New

(Appointment - Appointment ) for New2 Hire in agency 31095 Lakshmanaperumalraja, Aruna Jan 13, 2014 Medium c@ Dec 30, 9999 New
Page 83
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Filtering Your Worklist - Workflow

There are several ways to filter your worklist.

The first drop down list shows the following options.

Tasks (74/75) Alerts Notifications SAPO iis Tracking
Show: [New and In Progress Tasks (74/75) lect a Subview... [+ |[Al [=]
New and In Progress Tasks (74 / 75) Select a Subview..
Bl Subjg Tasks Forwarded to Someone Tasks (74/73) From
(App Tasks for Resubmission ncy 55793 Lakshmanap:
( App Completed Tasks ncy 31095 Lakshmanap:
{ ﬁoﬂmlﬁ%mmmﬁtv 31095 Lakshmanap:
(Appointment - Appointment ) for New Hire5 in agency 31095 Lakshmanap
| : I ——
) The second drop down list only has one available option; it allows you to select the tasks.

_ Here are the available options on the third drop down list.

E. Subject

Show: |New and In Progress Tasks (74/75) || Selecta Subview... || Al |w]|
All
I New
( Appointment - Appointment ) for New6 Hire in agency 31095 In Progress
( Appointment - Appointment ) for New5 _Hire in agency 31095 Due Today
Overdue

i Annnintmant Annnintmant b far Mawd  Hire in ananewr 240085
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Additional Filtering Information - Workflow

Display additional options for
advanced filtering by clicking on the

filter icon on the right of th%A
@@

Key word filters become available across the
column headers. For example, you may
search for a specific employee’s name (Smith)
In the subject or a specific type of action
(Appointment).

I From Sent Date Prioty *= @  DueDate Status

b d k4 b 4 b 4

E. Subject
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Forwarding a Worklist Item - Workflow

‘8| |Right click the item hyperlink from the worklist.
(Subject Column)

2) Select Forward from the menu.
—|

(Appointment - Appointment ) for New6 Hire in agency 31005 Lakehmanaperumalraja, Aruna Jan 13, 2014 Medium @ Dec 30, 9999 New
{Appointment - Appointment ) for NewS Hire in age Forward hmanaperumailraja, Aruna Jan 13, 2014 Medium @ Dec 30, 9999 New
(Appointment - Appointment ) for New4 Hire in age Assign To Me hmanaperumalraja, Aruna Jan 13, 2014 Medium ﬁ Dec 30, 9999 New
(Appointment - Appointment ) for New3 Hire in age Open Form hmanaperumailraja, Aruna Jan 13, 2014 Medium ﬁ Dec 30, 9999 New
{ Appointment - Appoiniment ) for New? Hire in age  Add Noie hmanaperumalraja, Aruna Jan 13, 2014 Medium #’ Dec 30, 9999 New
{Appointment - Appointment ) for New1 Hire in age View History hmanaperumalraja, Aruna Jan 13, 2014 Medium & Dec 30, 9999 New
(Appointment - Appointment ) for New Hire9 in agency 31095 Lakshmanaperumalraja, Aruna Jan 13, 2014 Medium ﬁ Dec 30, 9999 New
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Forwarding a Worklist Item - Workflow

#9) |Click the Select button to check
‘H) [names and find people.

Universal Worklist: Forward Items [ Position Number Change-Inte
“ou can forward the item to one or more uzers. Select the new assigneei:

“Submit.”
| || Select... |<—
| Type in last name then click
J Search.
Search For People Search For People
Search For Names:  |kennedy || Search | Search For Names:  |kennedy || search |
EI Kennedy, Mark

=) |When the name populates click

::J Apply.
|

— [ (el
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Forwarding a Worklist Item - Workflow

A |Name will populate. Click

J Submit.

Universal Worklist: Foreward ltems | Position Humber Change-Interna - Promotion | for Happ
You can forward the item to one or more ugers. Select the new azsignee(z) from the lizt of possible rec

"Submit.”
|Kennedy, Mark || select... |

—P [ s

Success message will
display.

@ tem was forwarded su coesefulty
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Assigning a Worklist Item - Workflow

If you click or open the task it gets assigned to you. No one else can see it.
You can explicitly assign it to you by right clicking on the item hyperlink
and selecting the Assign To Me option from the menu, in case you want to
hold it without opening it. P

{Appointment - Appointment ) for Newg Hire in agenew 21005 anaperumalraja, Aruna Jan 13, 2014 Medium ﬁ Dec 30, 9998 New
(Appointment - Appointment ) for News Hire in age Forward hmanaperumalraja, Aruna Jan 13, 2014 Medium ﬁ Dec 30, 9999 New
{Appointment - Appointment ) for New4 Hire in age Assign To Me hmanaperumailraja, Aruna Jan 13, 2014 Medium (@ Dec 30, 9999 New
{Appointment - Appointment ) for New3 Hire in age Open Form hmanaperumailraja, Aruna Jan 13, 2014 Medium ﬁ Dec 30, 9999 New
( Appointment - Appointment ) for New2 Hire in age  Add Note hmanaperumalraja, Aruna Jan 13, 2014 Medium &’ Dec 30,9999 New
(Appointment - Appointment ) for New1 Hire in age View History hmanaperumalraja, Aruna Jan 13, 2014 Medium @ Dec 30, 9999 New
(Appointment - Appointment ) for New Hire9 in agency 31095 Lakshmanaperumailraja, Aruna Jan 13, 2014 Medium (@ Dec 30, 9999 New

9/8) |Once it is assigned to you, the option changes to Cancel Assignment.

/

{ Appointment - Appointment ) for Newé Hire in agency 31005 Lakehmanzg@rumalraja, Aruna Jan 13, 2014 Medium @ Dec 30, 9999 In Progress
Forward
(Appointment - Appointment ) for NewS Hire in agency 310 serumalraja, Aruna Jan 13, 2014 Medium @ Dec 30, 9999 New
(Appointment - Appointment ) for Newd Hire in agency 310 Cancel Assignment serumalraja, Aruna Jan 13, 2014 Medium @ Dec 30, 9999 New
(Appointment - Appointment ) for New3 Hire in agency 310  Open Form perumalraja, Aruna Jan 13, 2014 Medium @ Dec 30, 99938 New
( Appointment - Appointment ) for New2 Hire in agency 310 Add Note »erumalraja, Aruna Jan 13, 2014 Medium ﬁ Dec 30, 9999 New
(Appointment - Appointment ) for New1 Hire in agency 310 View History Jerumalraja, Aruna Jan 13, 2014 Medium @ Dec 30, 8999 New
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Approving or Rejecting a Worklist item - Workflow

9| [Double Click on the Worklist
item.

Reject.

2) After the form appears, review it and click Approve or

Return from Leave Without Pay - Approve

Employee: Mary Washington

Personnel Cabinet
Return From Leave Without Pay

Personnel Number: 00000299
First Name: Mary Middle Name: Last Name: Washington
SSN: 329-01-8876 Pay Grade: 00 Work County: Franklin
Org Unit: 10003578  Office of the Secretary

Position: 30027170 09650v000101

i eason: |O1her Effective Date: |Jan 12, 2011
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To See Where Action was Initiated - Workflow

CI I C k F People Invalved in Process

Once expanded, it will provide details on the action
processing:

* People Involved in Process

Processar Description Ztart Date End Date Statuz |:|
Wiorkflowe TEST 02 | [ Separation - O - Deceaszed ) for Mina Bostic in agency 25790 | 023452011 18:54:31 SELECTED
Wiorkflowy TEST 03 | [ Separation - O - Deceazed ) for Mina Bostic in agency 55790 | 0341202011 17:44:41 | 031572011 | Completed
Liza Shelton Mira Bostic: Separation - Initiste 03152011 174415 | 0352011 | Completed |:|

View History:

(Appointment - Appointment )} for New6 Hire in agencw 21005 Lakehmanaperumalraja, Aruna Jan 13, 2014 Medium ﬁ Dec 30, 9999 New
{(Appointment - Appointment )} for NewS Hire in age Forvard hmanaperumalraja, Aruna Jan 13, 2014 Medium ﬁ Dec 30, 9999 New
{( Appointment - Appointment ) for New4 Hire in age Assign To Me hmanaperumalraja, Aruna Jan 13, 2014 Medium c@ Dec 30, 9999 New
{ Appointment - Appointment )} for New3 Hire in age Open Form hmanaperumalraja, Aruna Jan 13, 2014 Medium ﬁ Dec 30, 9999 New
( Appointment - Appointment ) for New2 Hire in age  Add Note hmanaperumalraja, Aruna Jan 13, 2014 Medium &’ Dec 30,9999 New
{( Appointment - Appointment ) for New1 Hire i View History hmanaperumalraja, Aruna Jan 13, 2014 Medium ﬁ Dec 30, 9999 New
@W Lakshmanaperumalraja, Aruna Jan 13, 2014 Medium 47 Dec 30,9989 New

This will display the workflow tasks content without actually
“assigning” the task to you.
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Tracking Tab - Workflow

The Tracking Tab shows your items and the status with the
process reference number.

Worklst |

Show; Show Fiters =
Subject From Sent Priorty = Due Status
(00000000413 Pracess Posttion Mumber Change - Internal Camphell Wendy Yesterday Marmal 1 Campleted
(00000000380: Process Change In Pay Camphell, Wendy Mar 2, 2014 Marmal 1 Completed
(00000000374; Pracess Pasttion Number Chande - Exernal Camphell Wendy Feh 25, 2011 Marmal 1 In Progress
(00000000371; Pracess Appoirtment Camphell Wendy Feh 25, 2011 Marmal 1 Completed
(00000000370: Process Appointmert Camphell, Wendy Feb 24, 2011 Marmal 1 Completed
(0000000036%; Pracess Separation Camphell Wendy Feh 21, 2011 Marmal 1 Completed
(00000000368; Process Appoirtment Camphel, Wendy Feh 21, 2011 Marmal 1 Completed
(0000000036T: Pracess Sustiension Canphell Wendy Fek 18, 2011 Matmal 1 Comnpleted
(0000000031 8; Pracess Appoirtment Camphell Wendy Jan 20, 2011 Marmal 1 Completed
(000000003 7: Process Appointmert Camphell, Wendy Jan 20, 2014 Marmal 1 Completed

Row  1of15 ]/*)]
[ View Detal |
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Position Number Change External Workflow

Position Number Change External

 If you are the HR Generalist at the "losing" agency you will only
complete the action reason and effective date before selecting the
HR Generalist at the "receiving" agency to send the HCMPF form to
via workflow

* The form will then move through the workflow approval process at
the "losing" agency before being sent to the HR Generalist at the
"receiving"” agency for completion

* The "receiving" agency HR Generalist will then complete the form
and it will electronically workflow through that agency for approval

 The form will then be sent to the Personnel Cabinet for Final
Approval
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Knowledge Check

1. True or False? Workflow is set up the same way for every action.

2. True or False? Workflow must be approved by Final Agency
Approver prior to submission to the Personnel Cabinet.
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Lesson 3 Review

In this lesson you learned to:

« Explain the purpose of the workflow

» Access worklists to monitor forms

* Understand the workflow steps

« Track and/or withdraw an action in workflow

* View KHRIS screens to review updated infotypes
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Maintain Master Data

Lesson 4
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Course Map

Lesson 4: Maintain Master Data
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Lesson 4 Objectives

By the end of this lesson participants will be able to:

* |dentify the infotypes used to maintain employee master data

e Explain date specifications
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Maintain Master Data

Transaction PA30 Is Maintain HR Master Data
used to maintain master | B2l @D
data |n KHRIS Personnel na. 5

Marme Haley Berry Status Inactive

EE graup L| External- BN Personnel area  |0004 Benefits Only

EE subgroup 41| 24 Mon-Paid Pers. subarea 2001 Board of Ed.

Basic personal data Payroll i Benefits i Time { Taxes i Planning Data ||| m
Infatype text [e | || Period

| |0000 Actions v [ ||| @Periad

_IZIEIIZI1 Organizational Assignment W Fram Ta

| |0002 Personal Data ' O Today O Currweek

| |0006 Addresses U Ol O Current manth

| |0007 Planned Warking Time v O From curr.date O Lastweek

| |0008 Basic Pay v () Ta Gurrent Date () Last month

| LmoEEen D ||| ©Current Period O Current Year

| (00149 Monitaring of Tasks [«] |E| Choose |

0023 OtherPrevious Emplovers E|
Direct selection
Infotype BTy
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Helpful Hints for PA30

Gather Data

* |t is a good practice to gather all of the employee’s information before

Initiating an action
Monitoring of Dates — IT 0019:

[E—

Task Type ]
o o ] ] Date of Task Z1 Initial Frobation ]
* This infotype is like a tickler file and 72 Proma Probation
. . Z3 Detail
Is date driven Rerminder Z4 Man-Merit Probati
. Feminder Dat 75 Interim Expire Da
* Reminder dates should be two e Public Child (POWCP) |
£7 Pilot Project
weeks before the end date of Comments 78 Education Assistance |
the task 78 Expected Leave Rt [+]
& Owerlap 60 Days [+]
* HRG's are responsible for
generating the report of reminder
date notifications. The transaction code is ZPAQOO031.
T'SKR@D Page 100
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Helpful Hints (cont)

Comments

. . Edit Goto  Esxtras  Systern  Hel
e The Comments function is useful

as you are entering data

* Select Edit > Maintain text from
the menu | Locklunlock Shift+F12

Maintain text F4

* A window displays where you can
enter comments

Text

* |t is a good idea to preface your
comment with the date and 1
your name ;

e Available in IT’s 0000, 0001, 0007,
0008, 0019, 0041, 0077, 0094,
and 0105

Kﬂ@: Page 101
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Date Specifications

Infotype 0041

* Stores date types used by Benefits and other
HR functions for all permanent employees

£1  Original Hire Date

Z2  Current Hire Date

* Provides an overview of the employee’s state Z3  Increment Date
career Z4  Career Ladder Date

* Benefits basis benefits eligibility on date types <> Benefits Elig. Date

contained in IT 0041 Z6  HRefBenefits Elig
_ _ Z7 FSAQE Sign. Date

* Only Personnel Cabinet will have access to 78 Health GE Sign. Date
directly maintain Date Specifications 79 Life GE Sign. Date

* Employee Status is maintained on this infotype &% ACE Award
and will be updated by a nightly Batch Job ZH  ERA Award
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Exercise 4.1: PA30 Maintain Master Data

Observe as the instructor demonstrates the steps. You will
then have the opportunity to complete the exercise on your
own.

Purpose:

You will access master data to change an employee’s ethnic origin and home
address.
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Knowledge Check

1. Only the Personnel Cabinet can maintain this infotype.

a. 0002 Description
b. 0019 Monitor Dates
c. 0041 Date Specifications

2. True or False? Remarks are required on all voids and
corrections.
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Lesson 4 Review

In this lesson you learned to:

 Identify the infotypes used to maintain employee master data
« Explain date specifications

Kﬁ Page 105

Connecting the Commomweslth



ﬁ

Reports

Lesson 5
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Course Map

Lesson 5. Reports

| - t)
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Lesson 5 Objectives

By the end of this lesson participants will be able to:

* |dentify the reports used for Personnel Administration

* Navigate a report
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Reporting in KHRIS

The term reporting refers simply to the display of data on one
or more objects.

Reports are created by two types of transactions:
* Display transactions, which report data on one object

* List-display transactions, which report data on multiple related
objects
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Display Transactions

Display transactions call up individual master records and
documents so that they can be examined in all their detail.

The initial screens of KHRIS HR display transactions usually
require:

* Object type code

* Object identification code

* Reporting dates

* Selection of infotype to be displayed

P
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List-Display Transactions

List-display transactions offer the greatest versatility and
depth of reporting:

* Advanced methods of data entry enable you to define relationships
between multiple objects

¢ |nitial screens can be customized for fast entries

* Data is reported in an easy-to-read line-item table that can be
customized

* Reports can be “drilled down into” for displays of single master
records or documents

* Most reports can be exported to Excel
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Personnel Administration Reports

Date Monitoring

Transaction

ZPAQO0031

Description

This report enables you to create a list of tasks
that an employee has during a selected period.

Reference Personnel
Number

S _AHR_61016358

If an employee has more than one work
relationship, you can assign a reference personnel
number for each relationship. You can then record
this, for example, in the Actions infotype (0001)
when an employee is hired.

Flexible EE Data

S _AHR 61016362

This report displays employee data in a flexible
manner. In other words, the report only displays
data on employees who meet your own selection
criteria.

iy
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Personnel Administration Reports

Transaction Description
This report creates a list of personnel
Head Count Changes S L9C 940000095 actions that have been carried out for

employees for the selected time period.

This report creates a list of employees’

Statistics: Gender by Age S_PH9 46000218 )
age according to gender.

This report shows the Employee turnover
S_AHR_61016154 for a given time period for Affirmative
Action analysis.

APP: Turnover Analysis
Rpt

EEO-4 Report POO00_M10_EEO_PBS EEO Compliance Report
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Personnel Administration Reports

Title

New Hire Reporting

Transaction

S_AHR_ 61016150

Description

This is a flexible report that runs user-
specific requests.

Infotype Overview for

S _AHR 61015471

Infotype for Overview for Employee

Agency

Employee
Action/Title/Grade/Salary by This report can be used to list personnel
) ZPAQO0039 o :
Cabinet and organizational actions for employees.
Employee Reference ID with : , :
Title, Grade, Salary by ZPAQO038 Displays employees’ reference IDs with

their title, grade and salary by agency.
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Exercise 5.1: Navigate a Report

Follow along as your instructor leads you through the steps.

Purpose:

The instructor will guide you through the basic steps to complete the
navigation of a report.
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Knowledge Check

1.

True or False? List display transactions offer information on
multiple objects.

When should you run (or when is it recommended to run) the
report ZPAQO031?

Connecting
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Lesson 5 Review

In this lesson you learned to:

 Identify the reports used for Personnel Administration
« Navigate a report
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Course Review

Participants should now be able to:

 Discuss integration of Organizational Management and
Personnel Administration (PA)

» Define PA key terms

» Define infotypes and subtypes

* |[dentify and review PA forms

» Perform personnel actions based on receipt of forms
* Execute PA reports
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Organizes
employee
master data

These are
accessed in
the
Self-Service
Center

Manually enters the
infotypes for
Voids and
Corrections

Define the life
span of an
infotype

KHRIS Jeopardy

Best described
as a record
In an
employee file

Automatically
routes items to
the approver
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Questions and Answers
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Evaluation

Your feedback is invaluable to the success of KHRIS
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Review course materials
Access HR Administrators Web site
Access KHRIS Web site

Complete any necessary online training (for example,
ESS/MSS elLearning)

Watch for ongoing KHRIS communications and training
updates

Next Steps

Commaormwealth
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