pennsylvania

HR SERVICE CENTER

Seniority
In this quide:
Rehires/Return from Furlough 2
Promotions 10
Demotions 18
Reassignments 27

Updated October 3, 2018



Locking Seniority Records—Rehires

If an employee is rehired into a job class in which they previously held, there may still be a
job seniority balance on those job records. You will need to zero out the balances for
those previous employment periods, transfer them to the new employment period, then
lock the old seniority records so the employee’s seniority balance is not doubled.

Remember: this does not apply to management positions. Seniority is calculated in days.

Things to review before completing this process:

1. First check Employee’s history via ITO000 and ITO001
On ITO000 you are checking to make sure there are NO breaks in service more
than a year. If the break in service between the rehire effective date and the most
recent separation is 1 year or more, the employee is not entitled to the seniority
accrued prior to their separation, and will essentially need to start over upon rehire.

If the employee separated for longer than a year and is not en-
titled to seniority accrued in previous employment periods. You
will need to lock ALL previous employment periods on IT0552
that the employee is not entitled to.

On IT0001 you are checking the job class to ensure that the employee previously
held the job class. You are also checking the employee’s bargaining unit to
ensure that the employee is entitled to seniority earned in previous employment
periods. Employees who were in the H1 bargaining unit at the time of separation,
and are rehired into a different bargaining unit, they are not entitled to the
seniority accrued while in H1.

For H1 bargaining unit—Per PSCOA contract page 57 Seniority:
If an employee accepts a transfer out of or is promoted out of this Unit, the employee
shall lose whatever Bargaining Unit and Classification seniority the employee has ac-
cumulated up to the time of transfer or promotion. If an employee returns to this
bargaining unit at any time after such transfer or promotion, the employee’s seniority
in this bargaining unit shall begin anew.

2. On IT0552 you will check the seniority record dates to see if any are prior to the
Earliest RA Date. For the earliest RA dates you are looking at the end dates on
ITO552. If the start date is prior to the Earliest RA date but the end date is after the
Earliest RA date you would process this line like all the rest.

The following Employee’s should not have IT0552 records in SAP:
e CIVEA (E4) (Department of Corrections)
e PSTA (L1) (Pennsylvania State Police)
o PSEA/NEA (E7) (Labor and Industry)

Return From Furlough

Return from furlough employees are treated slightly different from regular rehires.
Furloughed employees can be returned at any time within the standard 36-month recall
period (could be longer per their collective bargaining agreement). They are therefore
treated as permanent employees regardless of if the position is non-perm or temporary,
and they are entitled to retain seniority up to the expiration date of their recall
period, rather than 12 months,. Although the typical recall period for furloughees is

36 months, you should review the collective bargaining agreement for that union’s specific
recall period.
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Your next step will be to compare the PT_BALOO with all the employment periods that
are on IT0552 with the same job class. Enter the dates, Personnel # and Day Balances
Code based on the job. If there are multiple jobs, you will need to run the report multiple
times. Please note you are using Job Code 6018 for PT_BALOO.

Cumulated Time Evaluation Results: Time Balance

Click Execute. This will give you the day
balances for every period to
Cumulated Time Evaluation Results: Time Balances/Wage Typ ensure that the numbers on IT0552 are

(V] v« Q@ & =g

»®0n correct.
Further selections N Sewch heDs - Sort order - Org. struc . i
Period Any adjustments made prior to
Today Current month Current yeour

Earliest RA date will not update on the
PT_BALOO.

Up to today From today

o) Other perod

Payrol perod

Selection Day balances
Personnel Number @ N Data select. period 11/03/2008 - 03/27/2009
Time recordng adminstrator Py <
Pers.No. Name Period Current Date  TmType Time type descript. =Number
661545 John A Kopko 200903 03/03/2009 6018  Daily Days for Job Snrty 1.00
661545 John A Kopko 200903 03/04/2009 6018 Daily Days for Job Snrty 1.00
661545 John A Kopko 200903 03/05/2009 6018 Daily Days for Job Snrty 1.00
Sehction Coadtions 661545 John A Kopko 200903 03/06/2009 6018 L% Daily Days for Job Snrty  1.00
* Day batances 018 to 661545 John A Kopko 200903 03/09/2009 6018  Daily Days for Job Snrty 1.00
e at ~— » 661545 John A Kopko 200903 03/10/2009 6018 Daily Days for Job Snrty 1.00
Qumuhted Sehnces o 661545 John A Kopko 200903 03/11/2009 6018  Daily Days for Job Snrty  1.00
Tme wage types to 661545 John A Kopko 200903 03/12/2009 6018  Daiy Days for Job Snrty  1.00
661545 John A Kopko 200903 03/13/2009 6018  Daily Days for Job Snrty 1.00
661545 John A Kopko 200903 03/16/2009 6018 Daily Days for Job Snrty 1.00
L 661545 John A Kopko 200903 03/17/2009 6018  Daiy Days for Job Snrty  1.00
11/03/2008 03/27/2009 1OB Job Seniority 0 0 0 98 661545 John A Kopko 200903 03/18/2009 6018  Daiy Days for Job Snrty  1.00
661545 John A Kopko 200903 03/19/2009 6018  Daily Days for Job Snrty 1.00
10/05/2009  03/26/2010 JOB  Job Seniority 0 0 0 117] " | 661545 0hn A Kopko 200903 03/20/2009 6018  Daiy Days for Job Snrty 1.0
. . 661545 John A Kopko 200903 03/23/2009 6018 Daily Days for Job Snrty 1.00
09/20/2010 03/25/2011 JOB Job Seniority 0 0 0 127 661545 John A Kopko 200903 03/24/2009 6018  Daily Days for Job Snrty  1.00
. 661545 John A Kopko 200903 03/25/2009 6018  Daily Days for Job Snrty 1.00
10!{11;2011 031‘[30!{2012 JDB JOh Senlorlty O O O 459 661545 John A Kopko 200903 03/26/2009 6018 Daily Days for Job Snrty 1.00
— 661545 John A Kopko 200903 03/27/2009 6018  Daiy Days for Job Sn 1.00
10/22/2012 03/29/2013 JOB Job Seniority 0 0 0 567 2 22 By Iy |mmt:00
10/28/2013 12/31/9999 JOB Job Seniority 0 0 0 14

If the 6019/QSIC records are save on IT2012 due to employee being separated
for more than a year you will need to use the day after the action effective date
in order to get the accurate results.

For adjustments to | Period

go-live records you | ("Today " )Current month " Current year
will need to use the

day after go-live for
the start date on (=) Other period

the PT BALOO Period (s To 12/17/2004
| Payroll period

112844 Jill A Lehman 200411 11/19/2004 6020 AFSCME A 10.00
112844 Jill A Lehman 200412 12/03/2004 6020 AFSCME A 10.00

112844 Jill A Lehman 200412 12/17/2004 6020 AFSCME A 0.00
= 240.00

Overview Time Transfer Specifications (2012)

" JUp to today " )From today

You will add the total from the re-

hoose sults of the PT BALOO to the go live
personnel No 112844 Tl & Delmem withdrawn payr. F€cord on IT2012 STY 6018
EE group P Permanent 18 | Revenue RV Fscl Mgmt Prc
EE subgrp F7 Full-time 75 BRZ4 | AFSCME A2 OT Prchg Agt 2
- [UlmlflauajTo 12/31/9999 sty
Time Transfer Specifications (2012)
Start Date End Date Time Time transfer type text Number
01/17/2004 01/17/2004 6010Reset Leave Service Credt 559.00
05/27/2014  05/27/2014 6018 Adj Job Seniority 1924.00
Il__lo1/17/2004  01/17/2004 6018 Adj Job Seniority 1684.00
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Standardized text:

For IT2012 records created and IT0O552 records that you are locking due to seniority. (For
the ITO552 you will also include the language that is currently in the guide in regards to

this record has been locked...) Please note that due to various situations the first sentence
might not pertain to you if you have no records prior to the Earliest RA Date and also
please note that the dates and employment periods will need to be updated for each situa-

tion.

Will not be reducing from 1st employment period because record is prior to Earli-

est RA Date.

Creating record to reduce 98 days from 1st employment period (11/07/2011 to
03/30/2012) and adding it to the 2nd employment period.

Adding 98 days for the 1st employment period

Keep repeating this as many times necessary for the amount of employment periods you

are adjusting.

Instructions for any records that are after the Earliest RA Date

You can find the Earliest RA date on IT0003. This date gets adjusted each year in March.

EE group P Permanent 7803 Transportation Pyrl Area3 TR Westmor
INFOTYPE 0552 ; ;
You already determined which EE subgrp F7 Full-time 75  AJ11 AFSCME J1 QT Trnspt Equip
records the seniority should be  |f Choose  01/01/1800 To  12/31/9999 STy,
combined. You now need to en-
sure that all previous records
were updated correctly by re- .
viewing IT0552 and IT2012 to | |/MeDaaEnt /EmplPer
make sure that all employment | lstatDate  EndDate  Tim Name lock  Re Do ears WMonthe Daye
iod p ,
Correctly. o 11/02/2009 04/30/2010 0B JobSe | O 0 0 I8
5O NOT includ it \_ 10/12/2010 04,28/2011 JOB Job Se. 0 0 0 136
palances. oy MERANY /11 /2011 04/27/2012 008 JobSe. O 0 0 101
4: 03/18/2013 12/31/9999 JOB oh Se. 0 0 0 11
\_03/18/2013 12/31/9999 MIL Militar. 0 0 0 2%

In this example, the employee held the same job class during all of their employment
periods, so adjustments will need to be made to all seniority balances by zeroing out the
balance from the previous employment period and transferring (or adding) it to the next

employment period.
adjustment records on IT2012.

For these three employment periods, there should be a total of six




INFOTYPE 2012, Subtype 6018

To zero out the seniority balance, create
5 subtype 6018 using the last day of the

previous employment period as both the

start and end dates.

Enter the number of seniority days from
ITO552 with a minus sign; this will zero
out the balance.

Click Enter & Save

EE group P Permanent 7803 Transportation
EE subgrp F -time 75  AJ11 _AESCME J1 OT
Start 04,/30/2010 ) To 04,/30,/2010 ) Ck

Time fransfer specification
Time transfer type
Number of hours

6018 Adj Job Seniority
123.00- Hours

You must then transfer (or add) this
amount to the next employment period.
Repeat this step using the first day of the
previous

employment period as both the start and
end dates.

\ 4

Enter the number of seniority days without
a minus or plus sign; this will transfer the
balance.

Note: if there are any applicable balances
prior to the earliest retro date, total those

EE group P Permanent 7803 Transportation
EE subgrp dl-time 75  AJ11 _AESCME J1 OT

Time transfer specification
Time transfer type 6018 Adj Job Seniority

Number of hours 123.00 Hours

balances and add them to the balance that you transferred in this step.

Click Enter & Save

You must now zero out the cumulative
balance from the first and second
employment periods and transfer it to the
third.

In this example, the employee accrued 123

days in the first period and 136 days in the
second; for a total of 259 days.

Click Enter & Save

EE group P Permanent 7303 Transportation
EE subgrp al<time 75  AJ1L-ARSGME J1 OT
Start 04/28,/2011 ) To 04,/28/2011 ) C

Time transfer specification
Time transfer type 6018 Adj Job Seniority

Number of hours 259.00- Hours

Enter the total number of seniority days
with a minus sign.

Enter the total number of seniority days
without a minus or plus sign to transfer
the balance.

Click Enter & Save

EE group P Permanent 7803 Transportation
EE subgrp E stime 7o AJ11 _AESCME J1 OT
Start @ To @ i

Time ransfer spacification
Time transfer type 6018 Adj Job Seniority

Number of hours 259.00 Hours




Repeat these steps until all seniority balances have been adjusted.

In the end, the

IT2012, subtype 6018 screen should look like this:
FE group P Permanent 71803 Transportation Pyrl Area 3 TR Westmorela
FE subgrp F7 Full-time 75  AJ11 AFSCME J1 OT Trnspt Equip Of
1 Choose 01/01/1800 To 12/31,/9999 STy. 6018
Time Transfer Specifications (2012)
\_ Start Date End Date Time Time fransfer type text MNumber |
\ 03/18/2013 03/18/2013 6018Adj Job Seniority  Beg of 4th period ~ 360.00
\ 04/27/2012 04/27/2012 6018Adj Job Seniority  End of 3rd period 360,00~
\ 10/11/2011 [10/11/2011 6018Adj Job Seniority ~ Beg of 3rd period 250,00
\ 04/28/2011 04/28/2011 6018Adj Job Seniority ~ End of 2nd period  259,00-
\ 10/12,/2010 [10/12/2010 6018Adj Job Seniority =~ Beg of 2nd period 173,00
_04/30/2010 04/30/2010 | 6018Adj Job Seniority  End of Ist period 193 Q-

You will then need to have a specialist run Time Eval to ensure that all 2012 updates have
occurred before moving forward. IT0552 and the seniority report in SAP are not updated
until the seniority program runs on the Wednesday after pay processing.

Send an email to RA-OATimeEval@pa.gov with this request. Specialists will run Time Eval
daily at 10am and 2pm. For any rehires processed after 2pm, Time Eval will run overnight
and the specialist monitoring the resource account will notify you the next day whether it
was successful.

You will receive an email confirming that Time Eval was either successful or unsuccessful.
If it was successful, you can continue on to step 7. If it was unsuccessful, submit a Help
Desk Ticket with the following criteria. If unsuccessful, do not continue.

Category: Time
Type: Other
Item: Other

INFOTYPE 0552
Select. ALL.>.Overview.

You can now lock the 552 records. Select

the record(s) that need(s) locked. EE group P Permanent 7803 Transportation Pyrl Area3 TR Westmor
EE subgrp F7 Full-time 75 AJ11 AFSCME J1 OT Trnspt Equip
Maintain the following Choose  01/01/1800 To  12/31/9999 STy.
text, then save:
Click Change o _TimeData Ent./Empl Per .
|_ StatDale  EndDate  [Tim MName Lok  Re Do Yeas Months Days
THEN | 111/02/2009 04/30/2010 JOB JobSe. @& 0 0 0 123
|_ 10/12/2010 04/28/2011 JOB JobSe. @& O 0 0 136
 |10/11/2011 04/27/2012 J0B JobSe. & 0 0 0 1o
Click Lock & |:03/18/2013 12/31,/9999 JOB Dob Se. 0 0 0 116

NOTE: This record has been locked. EE worked in
this classification from XX/XX/XX to XX/XX/XX

(XXX days).

i ||
Click Enter @& Save period. PLEASE DO NO UNLOCK THIS RECORD!

Effective XX/XX/XX, a record has
been created to give EE seniority credit for this
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Instructions for any records that are before the Earliest RA Date
You can find the Earliest RA date on IT0003. This date gets adjusted each year in March.

The only difference between processing before the earliest RA date and after the
earliest RA date is how you adjust 2012 for the 1st record after the last record affected
by the earliest RA date.

INFOTYPE 0552

You already determined which records Personnel No EELSE John 2 Xopko hodim PRITE
the Seniority ShOU'd be Combined_ YOU EE group N Non Permanent 7803 Transportation Pyrl Area 3 TR Luzerne Co
now need to ensure that all previous =~ Fswboe 7 Fulltime7s —[RILLAFSCHE )1 OT Trspt Equip Opr A
records were updated correctly by Choose [p1/01/1800 FTo  [12/31/8999 STY-

reviewing IT0O552 and IT2012 to

k h ” | TimeData Ent./Empl.Per
ma. e sure that a emp Oyment Start Date End Date Ti... Name R... D... Years Months Days
perIOdS were processed Correctly. [ 11/03/2008 03/27/2009 JOB Job Seniority 0 0 0 98]
DO NOT include any mllltary 10/05/2009 03/26/2010 JOB Job Seniority 0 0 0 117
balances 09/20/2010 03/25/2011 JOB Job Seniority 0 0 0 127
' 10/11/2011 03/30/2012 JOB Job Seniority 0 0 0 459
In thls example, the employee held 10/22/2012 O3/29/2013 JOB Job Seniority 0 0 0 567
the same _]Ob class during all Of their 10/28/2013 12/31/9999 1JOB IJob Seniority 0 0 0 14

employment

periods, so adjustments will need to be made to all seniority balances by zeroing out the
balance from the previous employment period and transferring (or adding) it to the next
employment period. Please note that the first record 11/03/2008 to 03/27/2009
is prior to the Earliest RA date.

-FINFOTYPE-2012; Subtype 6018
In this case since the 1st

employment period is prior to the EE group N Non Permanent 7803 Transportatio
Earliest RA date (11/03/2008 to .
03/27/2009) you will not do any EE Suhgrp E7 | Full-time 75 AJ11 AFSCME J1 O

adjus;clments on the 2012 for this it 03/26/2010 To 03/26/2010
record.

You will start by making the . . :
adjustments on 03/26/2010 by Time transfer specification

btracting 117 h f thi : M= . . A
Z‘;tefac 'ng ours from this Time transfer type |n[]18 Adj Job Seniority

To zero out the seniority balance, Number of hours Gurs

create subtype 6018 using the last
day of the previous employment period as both the start and end dates.

Enter the number of seniority days from IT0552 with a minus sign; this will zero out the
balance.

: 7 Please note: If the start date of the first employment period af-
Click Enter & Save ter all the Earliest RA date records is prior to the Earliest RA
date you would process the action as indicated in step 2.

If the start date of the first employment period after all the Earliest RA date records is
after the Earliest RA date you would need to add all the previous employment periods and
add them to that start date and then minus them from the end date of the same employ-
ment period. Example: An employee had earned 79 days from 01/26/2009 to
06/05/2009. The next employment period is 01/25/2010 to 05/26/2010 (they earned 85
days in this employment period) since the start date is also after the Earliest RA date you
would add 79 days to 01/25/2010 and then subtract 164 days from 05/26/2010.



You must then transfer (or add)  EE group N Non Permanent 7803 Transportatio
this amount to the next .
employment period. Repeat this EE subgrp F7_Full-time 75 AJ11/AFSCME J1 C

step using the first day of the  Stant 02/20/201D) To  (Q/20/2010
both the start and end dates.

In this case since the 1st record Time transfer specification

was prior to the earliest RA date \ = T . .
you vF\)/iII need to add the 1st two Time transfer type 6018 Adj Job Seniority
employment periods to carry over @,

the correct amount of seniority Number of hours LS

days (add 98 days and 117 days)
and add them to the 3rd employment period

Enter the number of seniority days without a minus or plus sign; this will transfer the
balance.

Click Enter § Save

Note: if there are any applicable balances prior to the earliest retro date, total those
balances and add them to the balance that you transferred in this step.

You must now zero out the

cumulative balance from the 1st EE group N Non Permanent 7803 Transportation
three employment periods and .
transfer it to the fourth. EE subgrp 7 Full-time 75 AJ11 AFSCME J1 OT

In this example, the employee Start To -

accrued 98 days in the first period,
117 days in the second period and . S b
127 days in the third period; for a Time transfer specification

I Tt
total of 342 days. Time transfer type 6018 Adj Job Seniority

Enter the total number of seniority Number of hours urs

days with a minus sign.

Click Enter & Save

Enter the total number of seniorit .
days without a minus or plus sig% EE group N Non Permanent 7803 Transportatio

to transfer the balance. EE subgrp F7 Full-time 75 AJ11 AFSCMEI1 O

Sart To

Time transfer specification
I =t
Time transfer type 6018 Adj Job Seniority

Number of hours Durs

Click Enter & Save



Repeat these steps until all seniority balances have been adjusted. In the end, the
IT2012, subtype 6018 screen should look like this: The reason there is no line for the last
day in the first employment period and the first day in the second employment period is
because it is prior to the Earliest RA date.

EE group N Non Permanent 7803 Transportation Pyrl Area 3 TR Luzerne Co

EE subgrp E7 Full-time 75 AJ11| AFSCME 11 OT Trnspt Equip Opr A

Choose [UlfﬂlleGGjTG 12/31/9999 sty. (6018

Time Transl%r Specifications (2012)

Start Date End Date Time Time transfer type text Number LI
10/28/2013 10/28/2013 6018 Adj Job Seniority : Beg of 6th period 567.00
03/29/2013  03/29/2013 6018 Adj Job Seniority | End of 5th period 567.00-
10/22/2012  10/22/2012 6018 Adj Job Seniority | Beg of Sth period 459.00
03/30/2012  03/30/2012 6018 Adj Job Seniority  End of 4th period 459.00-
10/11/2011  10/11/2011 6018 Adj Job Seniority : Beg of 4th period 342.00
03/25/2011  03/25/2011 6018 Adj Job Seniority ; End of 3rd period 342.00-
09/20/2010 09/20/2010 6018 Adj Job Seniority gBeg of 3rd period 5215.00
03/26/2010 03/26/2010 6018 Adj Job Seniority End of 2nd period §11?.OD-

You will then need to have a specialist run Time Eval to ensure that all 2012 updates have
occurred before moving forward. IT0552 and the seniority report in SAP are not updated
until the seniority program runs on the Wednesday after pay processing.

Send an email to RA-OATimeEval@pa.gov with this request. Specialists will run Time Eval
daily at 10am and 2pm. For any rehires processed after 2pm, Time Eval will run overnight
and the specialist monitoring the resource account will notify you the next day whether it
was successful.

You will receive an email confirming that Time Eval was either successful or unsuccessful.
If it was successful, you can continue on to step 7. If it was unsuccessful, submit a Help
Desk Ticket with the following criteria. If unsuccessful, do not continue.

Category: Time, Type: Other, Item: Other

INFOTYPE 0552

Select ALL > Overview. EE group P Permanent 7803 Transportation Pyrl Area3 TR Westmor
You can now lock the 552 records. Select EE subgrp F7 Full-time 75 AJ11 AFSCME J1 OT Trnspt Equip
the record(s) that need(s) locked. Choose  01/01/1800 To  12/31/9999 STy.
Click Change o _TimeData Ent./Empl Per

| |StartDate  EndDate  Tim MName Lok Re Do Years |Months Davs

| 111/02/2009 04/30/2010 JOB JobSe. & O 0 0 12
Maintain the following |: 10/12/2010 04,/28/2011 JOB DJobSe. & 0 0 0 136
text, then save: | [10/11/2011 04/27/2012 J0B JobSe. & 0 0 0 101
Click Lock & |_03/18/2013 12/31/9999 J0B Job Se. 0 0 0 116

NOTE: This record has been locked. EE worked in

THEN this classification from XX/XX/XX to XX/XX/XX

(XXX days). Effective XX/XX/XX, a record has
been created to give EE seniority credit for this

i ||
Click Enter @& Save period. PLEASE DO NO UNLOCK THIS RECORD!


mailto:RA-OATimeEval@pa.gov?subject=Request%20to%20Run%20Time%20Eval

Locking Seniority Records—
Promotions

If an employee is Promoted into a job class in which they previously held, there may still
be a job seniority balance on those job records. You will need to zero out the balances for
those previous periods, transfer them to the new period, then lock the old seniority
records so the employee’s seniority balance is not doubled. Remember: this does not
apply to management positions. Seniority is calculated in days.

Things to review before completing this process:

1. First check Employee’s history via ITO0O00 and ITO001
On IT0O00O0 you are checking to make sure there are NO breaks in service more than
a year. If there is a break in service of 1 year or more, the employee is not entitled
to the seniority accrued prior to their separation.

If the employee separated for longer than a year and is not en-
titled to seniority accrued in previous employment periods. You
will need to lock ALL previous employment periods on IT0552
that the employee is not entitled to.

On IT0001 you are checking the job class to ensure that the employee previously held
the job class. You are also checking the employee’s bargaining unit to ensure that
the employee is entitled to seniority earned in previous periods. Employees who were
in the H1 bargaining unit and move to a different bargaining unit will not be entitled
to previous seniority accrued in the H1 bargaining unit.

For H1 bargaining unit—Per PSCOA contract page 57 Seniority:
If an employee accepts a transfer out of or is promoted out of this Unit, the employee
shall lose whatever Bargaining Unit and Classification seniority the employee has accu-
mulated up to the time of transfer or promotion. If an employee returns to this bar-
gaining unit at any time after such transfer or promotion, the employee’s seniority in
this bargaining unit shall begin anew.

Please note: If the employee transfers on a date other than the beginning of a pay pe-
riod for the pay area assigned, the value on PT_BALOO can be incorrect, since we use
the bargaining unit seniority verses the job classification seniority.

2. On IT0552 you will check the seniority record dates to see if any are prior to the
Earliest RA Date. For the earliest RA dates you are looking at the end dates on
ITO552. If the start date is prior to the Earliest RA date but the end date is after the
Earliest RA date you would process this line like all the rest.

The following Employee’s should not have IT0552 records in SAP:
e CIVEA (E4) (Department of Corrections)
e PSTA (L1) (Pennsylvania State Police)
o PSEA/NEA (E7) (Labor and Industry)

10
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Your next step will be to compare the PT_BALOO with all the employment periods that
are on IT0552 with the same job class. Enter the dates, Personnel # and Day Balances
Code based on the job. If there are multiple jobs, you will need to run the report multiple
times. Please note you are using Job Code 6018 for PT_BALOO.

Cumulated Time Evalustion Results: Time Balances/wage 7v. CliCk Execute. This will give you the day
© CeH Qe & - balances for every period to
ensure that the numbers on IT0552 are

Cumulated Time Evaluation Results: Time Balances/Wage Typ correct.

DRL-RIIN

Perod

Today
Up to today

* Other perod

Current month

From today

Current yeur

Further selections < Search hebs < Sort order < Org. Sruc Any adJustments made prlor to

Earliest RA date will not update on the
PT_BALOO.

— —
Perod Q 2 ) To Q '_> Day balances
Payrol period e Data select. period 11/03/2008 - 03/27/2009

Selection Pers.No. Name Period | Current Date | TmType Time type descript. =Numbel

SRR @ < 661545 John A Kopko 200903 03/03/2009 6018  Daily Days for Job Snrty 1.00

— =8 661545 John A Kopko 200903 03/04/2009 6018  Daily Days for Job Snrty 1.00

Time recordng admnstrator n < 661545 John A Kopko 200903 03/05/2009 6018 _ Daily Days for Job Snrty 1.00

661545 John A Kopko 200903 03/06/2009 6018 L\ Daily Days for Job Snrty 1.00

661545 John A Kopko 200903 03/09/2009 6018  Daily Days for Job Snrty 1.00

661545 John A Kopko 200903 03/10/2009 6018 Daily Days for Job Snrty 1.00

Selecton Condtons 661545 John A Kopko 200903 03/11/2009 6018  Daily Days for Job Snrty 1.00

D bak co1e . 661545 John A Kopko 200903 03/12/2009 6018 Daily Days for Job Snrty 1.00

= A i o 661545 John A Kopko 200903 03/13/2009 6018  Daily Days for Job Snrty  1.00

Cumulited Dalances to 661545 John A Kopko 200903 03/16/2009 6018 Daily Days for Job Snrty 1.00

Time wage types o 661545 John A Kopko 200903 03/17/2009 6018  Daily Days for Job Snrty 1.00

> 661545 John A Kopko 200903 03/18/2009 6018  Daily Days for Job Snrty 1.00

661545 John A Kopko 200903 03/19/2009 6018  Daily Days for Job Snrty 1.00

661545 John A Kopko 200903 03/20/2009 6018 Daily Days for Job Snrty 1.00

[1 1/03/2008 03/27/2009 JOB Job Seniority 0 0 0 08 ] 661545 John A Kopko 200903 03/23/2009 6018  Daily Days for Job Snrty 1.00

661545 John A Kopko 200903 03/24/2009 6018 Daily Days for Job Snrty 1.00

10f05f2009 03!26}’20 10 JOB Job SEI’IiOI’itY 0 0 0 117 661545 John A Kopko 200903 03/25/2009 6018  Daily Days for Job Snrty 1.00

661545 John A Kopko 200903 03/26/2009 6018  Daily Days for Job Snrty 1.00

Fr 661545 John A Kopko 200903 03/27/2009 6018  Daily Days for Job Snrty 1.00

00/20/2010 03/25/2011 JOB Job Seniority 0 0 0 127 100
10/11/2011 03/30/2012 JOB Job Seniority 0 0 0 459
10/22/2012 03/29/2013 1OB 1Job Seniority 0 0 0 567
10/28/2013 12/31/9999 1OB Job Seniority 0 0 0 14

If the 6019/QSIC records are save on IT2012 due to employee being separated
for more than a year you will need to use the day after the action effective date
in order to get the accurate results.

For adjustments to | Period : :
go-live records you ' Today _)Current month ~ICurrent year
will need to use the Up to today “'From today

day after go-live for

the start date on = Other period - _
the PT BALOO Period 01/18/2004| 7 [sTo 12/17/2004

| Payroll period

112844 Jill A Lehman 200411 11/19/2004 6020 AFSCME A 10.00
112844 Jill A Lehman 200412 12/03/2004 6020 AFSCME A 10.00

112844 Jill A Lehman 200412 12/17/2004 6020 AFSCME A 6-60
= 240.00

Overview Time Transfer Specifications (2012)

choose You will add the total from the re-
Personnel No 112844 Jill 2 Lehman Withdrawn Payr, SU|tS Of the PT BALOO tO the gO ||Ve
EE group B Permanent 18 Revenue RV Fscl Mgmt Prc record on IT2012 STY 6018
EE subgrp F7 Full-time 75 BRZ4 | AFSCME A2 OT Prchg Agt 2
- [UlmlflauajTo 12/31/9999 sty
Time Transfer Specifications (2012)
Start Date End Date Time Time transfer type text Number
01/17/2004 01/17/2004 6010Reset Leave Service Credt 559.00
05/27/2014  05/27/2014 6018 Adj Job Seniority 1924.00
Il__lo1/17/2004  01/17/2004 6018 Adj Job Seniority 1684.00

r
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Standardized text:

For IT2012 records created and IT0O552 records that you are locking due to seniority. (For
the ITO552 you will also include the language that is currently in the guide in regards to
this record has been locked...) Please note that due to various situations the first sentence
might not pertain to you if you have no records prior to the Earliest RA Date and also
please note that the dates and employment periods will need to be updated for each situa-
tion.

Will not be reducing from 1st employment period because record is prior to Earli-
est RA Date.

Creating record to reduce 98 days from 1st employment period (11/07/2011 to
03/30/2012) and adding it to the 2nd employment period.

Adding 98 days for the 1st employment period

Keep repeating this as many times necessary for the amount of employment periods you
are adjusting.

Instructions for any records that are after the Earliest RA Date

You can find the Earliest RA date on IT0003. This date gets adjusted each year in March.

INFOTYPE 0552 EE group P Permanent 7803 Transportation Pyrl Area3 TR Westmon

You aére?r?y det_err_m;ineﬁl Wlféicgl EEsubgrp  F7 Full-time75  AJ11 AFSCME 1 OT Trnspt Equip

records the seniority should be

combined. You nowyneed to en- |® Choose  01/01/1800 To  12/31/9999 STy.

sure that all previous records

were

graied couset o ey | T

sure thataall employme(r)mt p:rﬁ |_Qfarf|")aha EndDate  Tim MName lock  Be [ JYparq Months Days

ods were processed correctly. 1 y1/02/2009 04/30/2010 J0B Job Se. 0 0 0 12‘i|

DO NOT include any military \_ 10/12/2010 04,/28/2011 JOB Job Se. 0 0 0 136||

balances. \_ 10/11/2011 04/27/2012 J0B Job Se. 0 0 0 101||

03/18/2013 [12/31/9999 J0B Job Se. 0 0 0 1if

\_03/18/2013 12/31/9999 MIL Militar . 0 0 0 29

In this example, the employee previously held the same job class, so adjustments will
need to be made to all seniority balances by zeroing out the balance from the previous
periods they held the same job classification and transferring (or adding) it to the new
For these three periods, there should be a total of six

period impacted by the promotion.
adjustment records on IT2012.
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INFOTYPE 2012, Subtype 6018

To zero out the seniority balance, create
5 subtype 6018 using the last day of the

previous period as both the start and end

dates.

Enter the number of seniority days from
ITO552 with a minus sign; this will zero
out the balance.

EE group P Permanent 7803 Transportation
EE subgrp F -time 75  AJ11 _AESCME J1 OT
Start 04,/30/2010 ) To 04,/30,/2010 ) Ck

Time fransfer specification

Time transfer type 6018 Adj Job Seniority

Number of hours 123.00- Hours
Click Enter & Save
You.must.then

transfer (or add) this amount to the next -
period. Repeat this step using the first day |EE group P Permanent 7303 Transportation
of the previous period as both the start and |gg subgrp Jl-time 75  AJ11 _AESCME 11 OT
end dates.

Start To Cl
Enter the number of seniority days without

a minus or plus sign; this will transfer the
balance.

Note: if there are any applicable balances
prior to the earliest retro date, total those
balances and add them to the balance that
you transferred in this step.

Click Enter & Save

Time transfer specification
Time transfer type 6018 Adj Job Seniority

Number of hours 123.00 Hours

You must now zero out the cumulative
balance from the first and second periods
and transfer it to the third.

In this example, the employee accrued 123
days in the first period and 136 days in the
second; for a total of 259 days.

Enter the total number of seniority days with
a minus sign.

Click Enter & Save

EE group P Permanent 7303 Transportation
EE subgrp al<time 75  AJ1L-ARSGME J1 OT
Start 04/28,/2011 ) To 04,/28/2011 ) C

Time transfer specification
Time transfer type 6018 Adj Job Seniority

Number of hours 259.00- Hours

Enter the total number of seniority days
without a minus or plus sign to transfer
the balance.

Click Enter & Save

EE group P Permanent 7803 Transportation
EE subgrp E stime 7o AJ11 _AESCME J1 OT
Start @ To @ i

Time ransfer spacification
Time transfer type 6018 Adj Job Seniority

Number of hours 259.00 Hours

13



Repeat these steps until all seniority balances have been adjusted.
IT2012, subtype 6018 screen should look like this:

In the end, the

FE group P Permanent 71803 Transportation Pyrl Area 3 TR Westmorela
FE subgrp F7 Full-time 75  AJ11 AFSCME J1 OT Trnspt Equip Of
1 Choose 01/01/1800 To 12/31,/9999 STy. 6018

Time Transfer Specifications (2012)

\_ Start Date End Date Time Time fransfer type text MNumber |
\ 03/18/2013 03/18/2013 | 6018Adj Job Seniority  Beg of 4th period 360,00

\ 04/27/2012 04/27/2012 | 6018Adj Job Seniority  End of 3rd period 360,00~

\ 10/11/2011 [10/11/2011 6018Adj Job Seniority ~ Beg of 3rd period 250,00

\ 04/28/2011 04/28/2011 6018Adj Job Seniority ~ End of 2nd period  259,00-

\ 10/12/2010 10/12/2010 | 6018Adj Job Seniority = Beg of 2nd period 173,00
_04/30/2010 04/30/2010 | 6018Adj Job Seniority  End of Ist period 193 Q-

You will then need to have a specialist run Time Eval to ensure that all 2012 updates have
occurred before moving forward. IT0552 and the seniority report in SAP are not updated
until the seniority program runs on the Wednesday after pay processing.

Send an email to RA-OATimeEval@pa.gov with this request. Specialists will run Time Eval
daily at 10am and 2pm. For any rehires processed after 2pm, Time Eval will run overnight
and the specialist monitoring the resource account will notify you the next day whether it
was successful.

You will receive an email confirming that Time Eval was either successful or unsuccessful.
If it was successful, you can continue on to step 7. If it was unsuccessful, submit a Help
Desk Ticket with the following criteria. If unsuccessful, do not continue.

Category: Time
Type: Other
Item: Other

gle‘lle:gcT,é\YleE>ogaezrvi ew. EE group P Permanent 7803 Transportation Pyrl Area3 TR Westmor
You can now lock the 552 records. Select EE subgrp F7 Full-time 75 AJ11 AFSCME J1 OT Trnspt Equip
the record(s) that need(s) locked. Choose  01/01/1800 To  12/31/9999 STy.
Click Change o _TimeData Ent./Empl Per

| |StartDate  EndDate  Tim MName Lok Re Do Years |Months Davs

| 111/02/2009 04/30/2010 JOB JobSe. & O 0 0 12
Maintain the following |: 10/12/2010 04,/28/2011 JOB DJobSe. & 0 0 0 136
text, then save: | [10/11/2011 04/27/2012 J0B JobSe. & 0 0 0 101
Click Lock & |_03/18/2013 12/31/9999 J0B Job Se. 0 0 0 116

NOTE: This record has been locked. EE worked in

THEN this classification from XX/XX/XX to XX/XX/XX

(XXX days).

i ||
Click Enter @& Save period. PLEASE DO NO UNLOCK THIS RECORD!

Effective XX/XX/XX, a record has
been created to give EE seniority credit for this
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Instructions for any records that are before the Earliest RA Date
You can find the Earliest RA date on IT0003. This date gets adjusted each year in March.

The only difference between processing before the earliest RA date and after the
earliest RA date is how you adjust 2012 for the 1st record after the last record affected
by the earliest RA date.

INFOTYPE 0552

A A Personnel Mo 661545 John 2 Kopko Active Payr.area
You alre_ad_y determined Wth!'\ records EE group N| Non Permanent 7803 Transportation Pyrl Area 3 TR Luzerne Co
the seniority should be combined. You g gpgr F7|Full-time 75 |AJ11) AFSCME J1 OT Trnspt Equip Opr A
now need to ensure that all previous Choose  [p1/01/1800]FTo  [12/31/5999 sTy.

records were updated correctly by

reviewing ITO552 and IT2012 to TimeData Ent./Empl.Per
make sure that all periods were Start Date End Date Ti... Name R... D... Years Months Days
processed correctly. (Ll11/03/2008 03/27/2009 JOB Job Seniority 0 0 0 o8
10/05/2009 03/26/2010 JOB Job Seniority 0 0 0 117
. - 09/20/2010 03/25/2011 JOB Job Seniori 0 0 0 127
DO NOT include any military 10,111;2011 03;3[1;2012 JOB Job Seniorig 0 0 0 459
balances. 10/22/2012  03/29/2013 JOB Job Seniority 0 0 0 567
In this examp|e, the employee previ- 10/28/2013  12/31/9999 JOB Job Seniority 0 0 0 14

ously held the same job class so ad-

justments will need to be made to all seniority balances by zeroing out the balance from
the previous period and transferring (or adding) it to the next period. Please note that
the first record 11/03/2008 to 03/27/2009 is prior to the Earliest RA date.

INFOTYPE 2012, Subtype 6018 EE group N Non Permanent (7803 Transportatio

In this case since the 1st period is .
prior to the Earliest RA date EE subgrp E7 Full-time 75 BJ11 AFSCMEJ1 O

(11/03/2008 to 03/27/2009) you  siart 03/26/2010) To 03/26/2010
will not do any adjustments on the
2012 for this record.

You will start by making the

Time transfer specification
adjustments on 03/26/2010 by : Mena ! . i
subtracting 117 hours from this Time transfer type JUDIB Adj Job Seniority

date. Number of hours Gurs

To zero out the seniority balance,
create subtype 6018 using the last day of the previous period as both the start and end
dates.

Enter the number of seniority days from IT0552 with a minus sign; this will zero out the
balance.

Click Enter @ Save

Please note: If the start date of the first employment period af-
ter all the Earliest RA date records is prior to the Earliest RA date you would process the
action as indicated in step 2.

If the start date of the first employment period after all the Earliest RA date records is
after the Earliest RA date you would need to add all the previous employment periods and
add them to that start date and then minus them from the end date of the same employ-
ment period. Example: An employee had earned 79 days from 01/26/2009 to
06/05/2009. The next employment period is 01/25/2010 to 05/26/2010 (they earned 85
days in this employment period) since the start date is also after the Earliest RA date you
would add 79 days to 01/25/2010 and then subtract 164 days from 05/26/2010.
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You must then transfer (or add)  EE group N Non Permanent 7803 Transportatio
this amount to the next period. .
Repeat this step using the first EE subgrp F7_Full-time 75 AJ11 AFSCME J1C

E'TaeY S"’tgtr?%rﬁ’gee"r:%“jaﬁgg_"d as both 4 09/20/2010 To 19/20/2010

In this case since the 1st record . -
was prior to the earliest RA date Time transfer specification

you will need to add the 1st two . M- T . . .
periods to carry over the correct | Time transfer type 6018 Adj Job Seniority
amount of seniority days (add 98 @,

days and 117 days) and add them Number of hours ours

to the 3rd period

Enter the number of seniority days without a minus or plus sign; this will transfer the
balance.

Click Enter & Save

Note: if there are any applicable balances prior to the earliest retro date, total those
balances and add them to the balance that you transferred in this step.

You must now zero out the EE group N Non Permanent 7803 Transportation
cumulative balance from the 1st ,
three periods and transfer it to the ~ EE subgrp F7 Full-time 75 RJ11 AFSCME J1 OT

In this example, the employee

accrued 98 days in the first period, . — b

117 days in the second period and Time transfer specification

127 d in the third iod; fi . [ . o
total :fy3s>4|2 dails. e periodi fora Time transfer type 6018 Adj Job Seniority

Enter the total number of seniority Number of hours urs

days with a minus sign.

Click Enter & Save

Enter the total number of seniority EE group N Non Permanent 7803 Transportatio
days without a minus or plus sign g gpgrp 7 Fulltime 75 ~ AJ11 AFSCMEJ1 O

to transfer the balance.
tat To

Time transfer specification
I =t
Time transfer type 6018 Adj Job Seniority

Number of hours Durs

Click Enter & Save
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Repeat these steps until all seniority balances have been adjusted.

In the end, the

IT2012, subtype 6018 screen should look like this: The reason there is no line for the last
day in the first period and the first day in the second period is because it is prior to the

Earliest RA date.

EE group N Non Permanent 7803 Transportation Pyrl Area 3 TR Luzerne Co

EE subgrp E7 Full-time 75 AJ11| AFSCME 11 OT Trnspt Equip Opr A

Choose [UlfﬂlleGGjTG 12/31/9999 sty. (6018

Time Transl%r Specifications (2012)

Start Date End Date Time Time transfer type text Number LI
10/28/2013 10/28/2013 6018 Adj Job Seniority : Beg of 6th period 567.00
03/29/2013  03/29/2013 6018 Adj Job Seniority | End of 5th period 567.00-
10/22/2012  10/22/2012 6018 Adj Job Seniority | Beg of Sth period 459.00
03/30/2012  03/30/2012 6018 Adj Job Seniority  End of 4th period 459.00-
10/11/2011  10/11/2011 6018 Adj Job Seniority : Beg of 4th period 342.00
03/25/2011  03/25/2011 6018 Adj Job Seniority ; End of 3rd period 342.00-
09/20/2010 09/20/2010 6018 Adj Job Seniority gBeg of 3rd period 5215.00
03/26/2010 03/26/2010 6018 Adj Job Seniority End of 2nd period §11?.OD-

You will then need to have a specialist run Time Eval to ensure that all 2012 updates have

occurred before moving forward.

ITO552 and the seniority report in SAP are not updated

until the seniority program runs on the Wednesday after pay processing.

Send an email to RA-OATimeEval@pa.gov with this request. Specialists will run Time Eval

daily at 10am and 2pm. For any rehires processed after 2pm, Time Eval will run overnight
and the specialist monitoring the resource account will notify you the next day whether it

was successful.

You will receive an email confirming that Time Eval was either successful or unsuccessful.

If it was successful, you can continue on to step 7.

If it was unsuccessful, submit a Help

Desk Ticket with the following criteria. If unsuccessful, do not continue.

Category: Time, Type: Other, Item: Other

INFOTYPE 0552
Select ALL > Overview.

You can now lock the 552 records. Select
the record(s) that need(s) locked.

Click Change &

Maintain the following
text, then save:

Click Lock &
THEN
Click Enter & Save

EE group P Permanent 7803 Transportation Pyrl Area3 TR Westmor
EE subgrp F7 Full-time 75 AJ11 AFSCME J1 OT Trnspt Equip
Choose  01/01/1800 To  12/31/9999 STy,
TimeData Ent.,/Empl Per

|: StatDale  EndDate  [Tim MName Lok  Re Do Yeas Months Days

| |11/02/2009 04/30/2010 J0B JobSe. & 0 0 0 123
|_ 10/12/2010 04/28/2011 JOB JobSe. @& O 0 0 136
|_ 10/11/2011 04/27/2012 JOB DobSe. & 0 0 0 101
|:03/18/2013 12/31/9999 JOB ob Se. 0 0 0 116

NOTE: This record has been locked. EE worked in
this classification from XX/XX/XX to XX/XX/XX
(XXX days). Effective XX/XX/XX, a record has
been created to give EE seniority credit for this
period. PLEASE DO NO UNLOCK THIS RECORD!

17


mailto:RA-OATimeEval@pa.gov?subject=Request%20to%20Run%20Time%20Eval

Locking Seniority Records—
Demotions

If an employee is Demoted into a job class in which they previously held, there may still be
a job seniority balance on those job records. You will need to zero out the balances for
those previous periods, transfer them to the new period, then lock the old seniority

records so the employee’s seniority balance is not doubled. Remember: this does not
apply to management positions. Seniority is calculated in days.

Things to review before completing this process:

1. First check Employee’s history via ITO0O00 and ITO001
On IT0O00O0 you are checking to make sure there are NO breaks in service more than
a year. If there is a break in service of 1 year or more, the employee is not entitled
to the seniority accrued prior to their separation.

If the employee separated for longer than a year and is not en-
titled to seniority accrued in previous employment periods. You
will need to lock ALL previous employment periods on IT0552
that the employee is not entitled to.

On IT0001 you are checking the job class to ensure that the employee previously held
the job class. You are also checking the employee’s bargaining unit to ensure that
the employee is entitled to seniority earned in previous periods. Employees who were
in the H1 bargaining unit and move to a different bargaining unit will not be entitled
to previous seniority accrued in the H1 bargaining unit.

For H1 bargaining unit—Per PSCOA contract page 57 Seniority:
If an employee accepts a transfer out of or is promoted out of this Unit, the employee
shall lose whatever Bargaining Unit and Classification seniority the employee has ac-
cumulated up to the time of transfer or promotion. If an employee returns to this
bargaining unit at any time after such transfer or promotion, the employee’s seniority
in this bargaining unit shall begin anew.

Please note: If the employee transfers on a date other than the beginning of a pay pe-
riod for the pay area assigned, the value on PT_BALOO can be incorrect, since we use
the bargaining unit seniority verses the job classification seniority.

2. On IT0552 you will check the seniority record dates to see if any are prior to the
Earliest RA Date. For the earliest RA dates you are looking at the end dates on
ITO552. If the start date is prior to the Earliest RA date but the end date is after the
Earliest RA date you would process this line like all the rest.

The following Employee’s should not have IT0552 records in SAP:
e CIVEA (E4) (Department of Corrections)
e PSTA (L1) (Pennsylvania State Police)
o PSEA/NEA (E7) (Labor and Industry)
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Your next step will be to compare the PT_BALOO with all the employment periods that
are on IT0552 with the same job class. Enter the dates, Personnel # and Day Balances
Code based on the job. If there are multiple jobs, you will need to run the report multiple
times. Please note you are using Job Code 6018 for PT_BALOO.

Cumulated Time Evaluation Results: Time Balances/W

Click Execute. This will give you the day
balances for every period to

Cumulated Time Evaluation Results: Time Balances/Wage Typ ensure that the numbers on ITO552 are

© eH @@ & '
ORCRIIN
Further selections < Search hebs < Sort order <
Pernd
Today Current month Current year

Up to today From today
*) Other perod

Perod

- —

correct.

Org. struc

Any adjustments made prior to
Earliest RA date will not update on the
PT_BALOO.

11/03/2 .> Yo Q 2 ,.>
Payrol penod m— m— Day balances
Data select. period 11/03/2008 - 03/27/2009
Selecton
Personnel Number ® < Pers.No. Name Period Current Date TmType Time type descript. =Number
e — 661545 John A Kopko 200903 03/03/2009 6018 Daily Days for Job Snrty 1.00
Time recordng admnstrator S 661545 John A Kopko 200903 03/04/2009 6018  Daily Days for Job Snrty 1.00
661545 John A Kopko 200903 03/05/2009 6018 Daily Days for Job Snrty 1.00
661545 John A Kopko 200903 03/06/2009 6018 L% Daily Days for Job Snrty 1.00
661545 John A Kopko 200903 03/09/2009 6018  Daily Days for Job Snrty 1.00
Selecton Condtons 661545 John A Kopko 200903 03/10/2009 6018  Daily Days for Job Snrty 1.00
SO Dalacas O = 661545 John A Kopko 200903 03/11/2009 6018  Daily Days for Job Snrty 1.00
= - 661545 John A Kopko 200903 03/12/2009 6018 Daily Days for Job Snrty 1.00
Cumulited balances to 661545 John A Kopko 200903 03/13/2009 6018  Daily Days for Job Snrty 1.00
Tme wage types to 661545 John A Kopko 200903 03/16/2009 6018  Daily Days for Job Snrty 1.00
661545 John A Kopko 200903 03/17/2009 6018  Daily Days for Job Snrty 1.00
661545 John A Kopko 200903 03/18/2009 6018 Daily Days for Job Snrty 1.00
- 661545 John A Kopko 200903 03/19/2009 6018  Daily Days for Job Snrty 1.00
[111|f031|f2008 03;27;2009 JOB JOb Semont‘]" O O O 98 ] 661545 John A Kopko 200903 03/20/2009 6018 Daily Days for Job Snrty 1.00
. 661545 John A Kopko 200903 03/23/2009 6018  Daily Days for Job Snrty 1.00
10}"05,"2009 03;‘r25;‘r2010 JOB Job Seniority 0 0 0 117 | 661545 John A Kopko 200903 03/24/2009 6018  Daily Days for Job Snrty 1.00
L. 661545 John A Kopko 200903 03/25/2009 6018  Daily Days for Job Snrty 1.00
091203’20 10 03{?5!2011 JOB Job SEI’IIOI’IW 0 0 0 127 661545 John A Kopko 200903 03/26/2009 6018  Daily Days for Job Snrty 1.00
. 661545 John A Kopko 200903 03/27/2009 6018  Daily Days for Job Snrty 1.00
10/11/2011 03/30/2012 JOB Job Seniority 0 0 0 459 - 98.00
10/22/2012 03/29/2013 JOB Job Seniority 0 0 0 567
10/28/2013 12/31/9999 JOB IJob Seniority 0 0 0 14

If the 6019/QSIC records are save on IT2012 due to employee being separated
for more than a year you will need to use the day after the action effective date

in order to get the accurate results.

For adjustments to | Period
go-live records you “IToday
will need to use the

Up to today

day after go-live for
the start date on
the PT BALOO

=) Other period
Period

“Current month “ICurrent year

| Payroll period

112844 Jill A Lehman 200411 11/19/2004 6020
112844 Jill A Lehman 200412 12/03/2004 6020
112844 Jill A Lehman 200412 12/17/2004 6020

Overview Time Transfer Specifications (2012)

Choose

" 'From today
NTo  [12/17/2004
AFSCMEA  10.00
AFSCMEA  10.00

AFSCME A 0.00
= 240.00

You will add the total from the re-
sults of the PT BALOO to the go live
record on IT2012 STY 6018

Personnel No 1126844 Jill & Lehman Withdrawn Payr.
EE group P Permanent 18 | Revenue RV Fscl Mgmt Prc
EE subgrp F7 Full-time 75 BRZ4 | AFSCME A2 OT Prchg Agt 2
- [UlmlflauajTo 12/31/9999 sty
Time Transfer Specifications (2012)
Start Date End Date Time Time transfer type text Number
01/17/2004 01/17/2004 6010Reset Leave Service Credt 559.00
05/27/2014  05/27/2014 6018 Adj Job Seniority 1924.00
Il__lo1/17/2004  01/17/2004 6018 Adj Job Seniority 1684.00
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How to get seniority days from IPPS

Scenario—We received an EPAR to demote an employee from a Corrections Officer 2 to a
Corrections Officer 1. He converted into SAP as a Corrections Officer 2. His job (C0O2) and
BU seniority were carried over from IPPS. Since he had previous job seniority as a Correc-
tions Officer 1, we need to adjust his seniority in SAP to account for his previous seniority
in this class. You would create an adjustment effective the date of the action with the

amount of seniority days from the old system.

You can find the Corrections Officer 1 job days on the PTA015 of the old system. Click on
the following link: http://ctctech04.ctc.state.pa.us/hr/Login.asp. You would use your oracle

sign in and the following screen will appear.

Click on the PTA015 link

Time and Attendance Leave Balance and Seniority Data Menu
Office of Administration - Human Resources Operations Division

--PLEASE SELECTAN OPTION --

PTAOS5 - Attendance Balance Data
PTAO56 - Attendance Usage Summary Data

Logout
Clear Employee Search Criteria

Input the Employee Num- ber and hit enter.

T&A History Menu

give you the employee’s information.

This will

I

pulled the information in the red box above and made it bigger but as you can see the em-
ployee had 1,132 days as a Corrections Officer 1 that needs carried over to SAP via an

IT2012, STY 6018 adjustment effective the date of the action.

CLASS CLASS
CLASS SEN SEN CLASS
CODE DAYS BEG DT CR DT
47220 [01510 [ [1/17/2004
[47200 00348 [0/23/1993 [0/11/1994
147210 01132 19/11/1994 |4/5/1998
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Standardized text:

For IT2012 records created and IT0O552 records that you are locking due to seniority. (For
the ITO552 you will also include the language that is currently in the guide in regards to
this record has been locked...) Please note that due to various situations the first sentence
might not pertain to you if you have no records prior to the Earliest RA Date and also
please note that the dates and employment periods will need to be updated for each situa-
tion.

Will not be reducing from 1st employment period because record is prior to Earli-
est RA Date.

Creating record to reduce 98 days from 1st employment period (11/07/2011 to
03/30/2012) and adding it to the 2nd employment period.

Adding 98 days for the 1st employment period

Keep repeating this as many times necessary for the amount of employment periods you
are adjusting.

Instructions for any records that are after the Earliest RA Date

You can find the Earliest RA date on IT0003. This date gets adjusted each year in March.

EE group P Permanent 7803 Transportation Pyrl Area3 TR Westmor
INFOTYPE 0552 EE subgrp F7 Full-time 75  AJ11 AFSCME J1 QT Trnspt Equip
You already determined which
records theyseniority should be B Choose  01/01/1800 To  12/31/9999 STy.
combined. You now need to en-
sure that all previous records
were o TimeData Ent. /Erpl Per
%_?gz:_’tse g g%rgelc_i_l%/obly zri\)/ '%VQES GgtDate  EndDate  Tim MName Lo Re Do Yegs Months Davs
svuerr(ae thfgczgsigré'gryr?;ll’lt periods r11/02/2009 04/30/2010 J0OB Job Se.. 0 0 0 123
P v 10/12/2010 04,28,2011 JOB Job Se.. 0 0 0 136
bD(I) NOT include any military 10/11/2011 04,27/2012 JOB Job Se. 0 0 0 10
nces.
ae ob Se..
03/18/2013 12/31/9999 J0B Job S 0 0 0 116
03/18/2013 12/31/9999 MIL Militar. 0 0 0 29

In this example, the employee previously held the same job class, so adjustments will
need to be made to all seniority balances by zeroing out the balance from the previous
periods they held the same job classification and transferring (or adding) it to the new

period impacted by the demotion.
adjustment records on IT2012.

For these three periods, there should be a total of six



INFOTYPE 2012, Subtype 6018

£ To zero out the seniority balance, create
subtype 6018 using the last day of the
previous period as both the start and end
dates.

Enter the number of seniority days from
ITO552 with a minus sign; this will zero
out the balance.

Click Enter & Save

EE group P Permanent 7803 Transportation
EE subgrp F -time 75  AJ11 _AESCME J1 OT
Start 04,/30/2010 ) To 04,/30,/2010 ) Ck

Time fransfer specification
Time transfer type
Number of hours

6018 Adj Job Seniority
123.00- Hours

You must then transfer (or add) this amount
to the next period. Repeat this step using
the first day of the previous period as both
the start and end dates.

\ 4

Enter the number of seniority days without
a minus or plus sign; this will transfer the
balance.

Note: if there are any applicable balances
prior to the earliest retro date, total those
balances and add them to the balance that
you transferred in this step.

Click Enter & Save

EE group P Permanent 7803 Transportation
EE subgrp dl-time 75  AJ11 _AESCME J1 OT

Time transfer specification
Time transfer type 6018 Adj Job Seniority

Number of hours 123.00 Hours

You must now zero out the cumulative
balance from the first and second periods
and transfer it to the third.

In this example, the employee accrued 123
days in the first period and 136 days in the
second; for a total of 259 days.

Enter the total number of seniority days with
a minus sign.

Click Enter & Save

EE group P Permanent 7303 Transportation
EE subgrp al<time 75  AJ1L-ARSGME J1 OT
Start 04/28,/2011 ) To 04,/28/2011 ) C

Time transfer specification
Time transfer type 6018 Adj Job Seniority

Number of hours 259.00- Hours

Enter the total number of seniority days
without a minus or plus sign to transfer the
balance.

Click Enter & Save

EE group P Permanent 7803 Transportation
EE subgrp E stime 7o AJ11 _AESCME J1 OT
Start @ To @ i

Time ransfer spacification
Time transfer type 6018 Adj Job Seniority

Number of hours 259.00 Hours
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Repeat these steps until all seniority balances have been adjusted.

In the end, the

IT2012, subtype 6018 screen should look like this:
FE group P Permanent 71803 Transportation Pyrl Area 3 TR Westmorela
FE subgrp F7 Full-time 75  AJ11 AFSCME J1 OT Trnspt Equip Of
1 Choose 01/01/1800 To 12/31,/9999 STy. 6018
Time Transfer Specifications (2012)
\_ Start Date End Date Time Time fransfer type text MNumber |
\ 03/18/2013 03/18/2013 6018Adj Job Seniority  Beg of 4th period ~ 360.00
\ 04/27/2012 04/27/2012 6018Adj Job Seniority  End of 3rd period 360,00~
\ 10/11/2011 [10/11/2011 6018Adj Job Seniority ~ Beg of 3rd period 250,00
\ 04/28/2011 04/28/2011 6018Adj Job Seniority ~ End of 2nd period  259,00-
\ 10/12,/2010 [10/12/2010 6018Adj Job Seniority =~ Beg of 2nd period 173,00
_04/30/2010 04/30/2010 | 6018Adj Job Seniority  End of Ist period 193 Q-

O You will then need to have a specialist run Time Eval to ensure that all 2012 updates have
occurred before moving forward. IT0552 and the seniority report in SAP are not updated
until the seniority program runs on the Wednesday after pay processing.

Send an email to RA-OATimeEval@pa.gov with this request. Specialists will run Time Eval
daily at 10am and 2pm. For any rehires processed after 2pm, Time Eval will run overnight
and the specialist monitoring the resource account will notify you the next day whether it
was successful.

You will receive an email confirming that Time Eval was either successful or unsuccessful.
If it was successful, you can continue on to step 7. If it was unsuccessful, submit a Help
Desk Ticket with the following criteria. If unsuccessful, do not continue.

Category: Time
Type: Other
Item: Other

[ INFOTYPE 0552 EE group P Permanent 7803 Transportation Pyrl Area3 TR Westmor
Select ALL > Overview. EE subgrp F7 Full-time 75 AJ11 AFSCME J1 OT Trnspt Equip
You can now lock the 552 records. Select Choose  01/01/1800  To  12/31/9999 STy.
the record(s) that need(s) locked.

. Timelata Ent,Empl P
Click Change & e S ,
|_ StatDale  EndDate  [Tim MName Lok  Re Do Yeas Months Days
| [11/02/2009 04/30/2010 J0B JobSe. & O 0 0 12
Maintain the following |_ 10/12/2010 04/28/2011 JOB JobSe. @& O 0 0 136
text, then save: | [10/11/2011 04/27/2012 J0B JobSe. & 0 0 0 101
03/18/2013 12/31/9999 JOB ob Se. 0 0 0 116
Click Lock & |— 18 BY
NOTE: This record has been locked. EE worked in
THEN this classification from XX/XX/XX to XX/XX/XX

(XXX days). Effective XX/XX/XX, a record has
been created to give EE seniority credit for this

i ||
Click Enter @& Save period. PLEASE DO NO UNLOCK THIS RECORD!
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Instructions for any records that are before the Earliest RA Date
You can find the Earliest RA date on IT0003. This date gets adjusted each year in March.

The only difference between processing before the earliest RA date and after the
earliest RA date is how you adjust 2012 for the 1st record after the last record affected
by the earliest RA date.

INFOTYPE 0552

You already determined which records
the seniority should be combined. You
now need to ensure that all previous
records were updated correctly by

EE group N| Non Permanent |7803| Transportation Pyrl Area 3 TR Luzerne Co
EE subgrp F7 Full-time 75 AJ11| AFSCME J1 OT Trnspt Equip Opr A
Choose  [p1/01/1800[FTo  [12/31/5999 sTy.

Personnel No 661545 John 2 Kopko Active Payr.area

reviewing ITO552 and IT2012 to TimeData Ent,/Empl.Per

10/22/2012  03/29/2013 JOB Job Seniority

567

make sure that all perlods were Start Date End Date Ti... Name R... D... Years |Months Days
processed correctly. [ [11/03/2008 03/27/2009 10B Job Seniority 0 0 0 o8
10/05/2009 03/26/2010 JOB Job Seniority 0 0 0 117
DO NOT include any military 09/20/2010 03/25/2011 JOB Job Seniority 0 0 0 127
balances. 10/11/2011 03/30/2012 JOB Job Seniority 0 0 0 459
0 0 0
0 0 0

In this example, the employee previ- | 10282013 12/31/9999 108 Job Seniority
ously held the same job class so ad-

justments will need to be made to all seniority balances by zeroing out the balance from
the previous period and transferring (or adding) it to the next period. Please note that
the first record 11/03/2008 to 03/27/2009 is prior to the Earliest RA date.

14

INFOTYPE 2012, Subtype 6018

EE group N Non Permanent 7803 Transportatio

In this case since the 1st period is EE subgrp E7 | Full-time 75 BJ11| AFSCME J1 O

prior to the Earliest RA date
(11/03/2008 to 03/27/2009) you Start To @

will not do any adjustments on
the 2012 for this record.

. , Time transfer specification
You will start by making the

Iy .
adjustments on 03/26/2010 by Time transfer type 6018 Adj Job Seniority

subtracting 117 hours from this
date. Number of hours Aours

To zero out the seniority balance, create subtype 6018 using the last day of the previous
period as both the start and end dates.

Enter the number of seniority days from IT0552 with a minus sign; this will zero out the
balance.

Click Enter & Save

Please note: If the start date of the first employment period after all the Earliest RA date
records is prior to the Earliest RA date you would process the action as indicated in step 2.

If the start date of the first employment period after all the Earliest RA date records is
after the Earliest RA date you would need to add all the previous employment periods and
add them to that start date and then minus them from the end date of the same employ-
ment period. Example: An employee had earned 79 days from 01/26/2009 to
06/05/2009. The next employment period is 01/25/2010 to 05/26/2010 (they earned 85
days in this employment period) since the start date is also after the Earliest RA date you
would add 79 days to 01/25/2010 and then subtract 164 days from 05/26/2010.
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You must then transfer (or add)
this amount to the next period.
Repeat this step using the first
day of the previous period as both
the start and end dates.

In this case since the 1st record
was prior to the earliest RA date
you will need to add the 1st two
periods to carry over the correct
amount of seniority days (add 98
days and 117 days) and add them
to the 3rd period

EE group
EE subgrp
Start

Time transfer type
Number of hours

N Non Permanent
E7 | Full-time 75
09/20/2010

7803 Transportatio
BJ11 AFSCME 11 C

05/20/2010

To

Time transfer specification

601813 Adj Job Seniority

Enter the number of seniority days without a minus or plus sign; this will transfer the

balance.

Click Enter & Save

Note: if there are any applicable balances prior to the earliest retro date, total those
balances and add them to the balance that you transferred in this step.

You must now zero out the
cumulative balance from the 1st
three periods and transfer it to the
fourth.

In this example, the employee
accrued 98 days in the first period,
117 days in the second period and
127 days in the third period; for a
total of 342 days.

Enter the total number of seniority
days with a minus sign.

Click Enter & Save

EE group N Non Permanent 7803 Transportation
EE subgrp F7 Full-time 75 AJ11 AFSCME J1 OT

R

60183

Time transfer specification
Time transfer type Adj Job Seniority

Number of hours Lhurs

Enter the total number of seniority
days without a minus or plus sign
to transfer the balance.

Click Enter & Save

EE group N Non Permanent 7803 Transportatio
EE subgrp F7 Full-time 75 BJ11 AFSCMEIJ1 O
Sart To

Time transfer specification
I =t
6018 Adj Job Seniority

Time transfer type
Number of hours
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Repeat these steps until all seniority balances have been adjusted.

In the end, the

IT2012, subtype 6018 screen should look like this: The reason there is no line for the last
day in the first period and the first day in the second period is because it is prior to the

Earliest RA date.

EE group N Non Permanent 7803 Transportation Pyrl Area 3 TR Luzerne Co

EE subgrp E7 Full-time 75 AJ11| AFSCME 11 OT Trnspt Equip Opr A

Choose [UlfﬂlleGGjTG 12/31/9999 sty. (6018

Time Transl%r Specifications (2012)

Start Date End Date Time Time transfer type text Number LI
10/28/2013 10/28/2013 6018 Adj Job Seniority : Beg of 6th period 567.00
03/29/2013  03/29/2013 6018 Adj Job Seniority | End of 5th period 567.00-
10/22/2012  10/22/2012 6018 Adj Job Seniority | Beg of Sth period 459.00
03/30/2012  03/30/2012 6018 Adj Job Seniority  End of 4th period 459.00-
10/11/2011  10/11/2011 6018 Adj Job Seniority : Beg of 4th period 342.00
03/25/2011  03/25/2011 6018 Adj Job Seniority ; End of 3rd period 342.00-
09/20/2010 09/20/2010 6018 Adj Job Seniority gBeg of 3rd period 5215.00
03/26/2010 03/26/2010 6018 Adj Job Seniority End of 2nd period §11?.OD-

You will then need to have a specialist run Time Eval to ensure that all 2012 updates have

occurred before moving forward.

ITO552 and the seniority report in SAP are not updated

until the seniority program runs on the Wednesday after pay processing.

Send an email to RA-OATimeEval@pa.gov with this request. Specialists will run Time Eval

daily at 10am and 2pm. For any rehires processed after 2pm, Time Eval will run overnight
and the specialist monitoring the resource account will notify you the next day whether it

was successful.

You will receive an email confirming that Time Eval was either successful or unsuccessful.

If it was successful, you can continue on to step 7.

If it was unsuccessful, submit a Help

Desk Ticket with the following criteria. If unsuccessful, do not continue.

Category: Time, Type: Other, Item: Other

INFOTYPE 0552
Select ALL > Overview.

You can now lock the 552 records. Select
the record(s) that need(s) locked.

Click Change &

Maintain the following
text, then save:

Click Lock &
THEN
Click Enter & Save

EE group P Permanent 7803 Transportation Pyrl Area3 TR Westmor
EE subgrp F7 Full-time 75 AJ11 AFSCME J1 OT Trnspt Equip
Choose  01/01/1800 To  12/31/9999 STy,
TimeData Ent.,/Empl Per

|: StatDale  EndDate  [Tim MName Lok  Re Do Yeas Months Days

| |11/02/2009 04/30/2010 J0B JobSe. & 0 0 0 123
|_ 10/12/2010 04/28/2011 JOB JobSe. @& O 0 0 136
|_ 10/11/2011 04/27/2012 JOB DobSe. & 0 0 0 101
|:03/18/2013 12/31/9999 JOB ob Se. 0 0 0 116

NOTE: This record has been locked. EE worked in
this classification from XX/XX/XX to XX/XX/XX
(XXX days). Effective XX/XX/XX, a record has
been created to give EE seniority credit for this
period. PLEASE DO NO UNLOCK THIS RECORD!
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Locking Seniority Records—
Reassignments

If an employee is reassigned into a job class in which they previously held, there may still
be a job seniority balance on those job records. You will need to zero out the balances for
those previous periods, transfer them to the new period, then lock the old seniority
records so the employee’s seniority balance is not doubled. Remember: this does not
apply to management positions. Seniority is calculated in days.

Things to review before completing this process:

1. First check Employee’s history via ITO0O00 and ITO001
On IT0O00O0 you are checking to make sure there are NO breaks in service more than
a year. If there is a break in service of 1 year or more, the employee is not entitled
to the seniority accrued prior to their separation.

If the employee separated for longer than a year and is not en-
titled to seniority accrued in previous employment periods. You
will need to lock ALL previous employment periods on IT0552
that the employee is not entitled to.

On IT0001 you are checking the job class to ensure that the employee previously held
the job class. You are also checking the employee’s bargaining unit to ensure that
the employee is entitled to seniority earned in previous periods. Employees who were
in the H1 bargaining unit and move to a different bargaining unit will not be entitled
to previous seniority accrued in the H1 bargaining unit.

For H1 bargaining unit—Per PSCOA contract page 57 Seniority:
If an employee accepts a transfer out of or is promoted out of this Unit, the employee
shall lose whatever Bargaining Unit and Classification seniority the employee has ac-
cumulated up to the time of transfer or promotion. If an employee returns to this
bargaining unit at any time after such transfer or promotion, the employee’s seniority
in this bargaining unit shall begin anew.

Please note: If the employee transfers on a date other than the beginning of a pay pe-
riod for the pay area assigned, the value on PT_BALOO can be incorrect, since we use
the bargaining unit seniority verses the job classification seniority.

2. On IT0552 you will check the seniority record dates to see if any are prior to the
Earliest RA Date. For the earliest RA dates you are looking at the end dates on
ITO552. If the start date is prior to the Earliest RA date but the end date is after the
Earliest RA date you would process this line like all the rest.

The following Employee’s should not have IT0O552 records in SAP:
e CIVEA (E4) (Department of Corrections)
e PSTA (L1) (Pennsylvania State Police)
o PSEA/NEA (E7) (Labor and Industry)
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Your next step will be to compare the PT_BALOO with all the employment periods that
are on IT0552 with the same job class. Enter the dates, Personnel # and Day Balances
Code based on the job. If there are multiple jobs, you will need to run the report multiple
times. Please note you are using Job Code 6018 for PT_BALOO.

Cumulated Time Evaluation Results: Time Balances/ Wage 7

Click Execute. This will give you the day
balances for every period to

Cumulated Time Evaluation Results: Time Balances/Wage Typ ensure that the numbers on ITO552 are

© eH @@ & '
ORCRIIN
Further selections < Search hebs < Sort order <
Pernd
Today Current month Current year

Up to today From today
*) Other perod

Perod

correct.

Org. struc

Any adjustments made prior to
Earliest RA date will not update on the
PT_BALOO.

- — T
CEIEDD) T CnETR D
Payrol penod m— m— Day balances
Data select. period 11/03/2008 - 03/27/2009
Selecton
Personnel Number ® < Pers.No. Name Period Current Date TmType Time type descript. =Number
e — 661545 John A Kopko 200903 03/03/2009 6018 Daily Days for Job Snrty 1.00
Time recording adminstrator S 661545 John A Kopko 200903 03/04/2009 6018  Daily Days for Job Snrty 1.00
661545 John A Kopko 200903 03/05/2009 6018 Daily Days for Job Snrty 1.00
661545 John A Kopko 200903 03/06/2009 6018 L% Daily Days for Job Snrty 1.00
661545 John A Kopko 200903 03/09/2009 6018  Daily Days for Job Snrty 1.00
Selecton Condtons 661545 John A Kopko 200903 03/10/2009 6018  Daily Days for Job Snrty 1.00
©) Doy batinces @ to 661545 John A Kopko 200903 03/11/2009 6018  Daily Days for Job Snrty 1.00
= 661545 John A Kopko 200903 03/12/2009 6018 Daily Days for Job Snrty 1.00
Cumulited balances to 661545 John A Kopko 200903 03/13/2009 6018  Daily Days for Job Snrty 1.00
Tme wage types to 661545 John A Kopko 200903 03/16/2009 6018  Daily Days for Job Snrty 1.00
4] 661545 John A Kopko 200903 03/17/2009 6018  Daily Days for Job Snrty 1.00
ﬁ;; Rind edadd it el Rl aeLs s LruaEIuE L T el 4 D 98 661545 John A Kopko 200903 03/18/2009 6018 Daily Days for Job Snrty 1.00
. 661545 John A Kopko 200903 03/19/2009 6018  Daily Days for Job Snrty 1.00
10;"05;"2009 03)«{26{[2010 JOB Job SEI'IIOI'ItY 0 0 0 117 661545 John A Kopko 200903 03/20/2009 6018  Daily Days for Job Snrty 1.00
661545 John A Kopko 200903 03/23/2009 6018  Daily Days for Job Snrty 1.00
09/20/2010 03/25/2011 JOB Job Seniority 0 0 0 127 | 661545 John A Kopko 200903 03/24/2009 6018  Daily Days for Job Snrty 1.00
661545 John A Kopko 200903 03/25/2009 6018  Daily Days for Job Snrty 1.00
101,{1 1],!2011 031;"301,{2012 JOB Job Seniority 0 0 0 459 661545 John A Kopko 200903 03/26/2009 6018  Daily Days for Job Snrty 1.00
661545 John A Kopko 200903 03/27/2009 6018  Daily Days for Job Snrty 1.00
10/22/2012  03/29/2013 JOB Job Seniority 0 0 0 567 =000
10/28/2013 12/31/9999 JOB Job Seniority 0 0 0 14

If the 6019/QSIC records are save on IT2012 due to employee being separated
for more than a year you will need to use the day after the action effective date

in order to get the accurate results.

For adjustments to | Period
go-live records you “IToday
will need to use the

Up to today

day after go-live for
the start date on
the PT BALOO

=) Other period
Period

“Current month “ICurrent year

| Payroll period

112844 Jill A Lehman 200411 11/19/2004 6020
112844 Jill A Lehman 200412 12/03/2004 6020
112844 Jill A Lehman 200412 12/17/2004 6020

Overview Time Transfer Specifications (2012)

Choose

" 'From today
NTo  [12/17/2004
AFSCMEA  10.00
AFSCMEA  10.00

AFSCME A 0.00
= 240.00

You will add the total from the re-
sults of the PT BALOO to the go live
record on IT2012 STY 6018

Personnel No 1126844 Jill & Lehman Withdrawn Payr.
EE group P Permanent 18 | Revenue RV Fscl Mgmt Prc
EE subgrp F7 Full-time 75 BRZ4 | AFSCME A2 OT Prchg Agt 2
- [UlmlflauajTo 12/31/9999 sty
Time Transfer Specifications (2012)
Start Date End Date Time Time transfer type text Number
01/17/2004 01/17/2004 6010Reset Leave Service Credt 559.00
05/27/2014  05/27/2014 6018 Adj Job Seniority 1924.00
Il__lo1/17/2004  01/17/2004 6018 Adj Job Seniority 1684.00
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Standardized text:

For IT2012 records created and IT0O552 records that you are locking due to seniority. (For
the ITO552 you will also include the language that is currently in the guide in regards to
this record has been locked...) Please note that due to various situations the first sentence
might not pertain to you if you have no records prior to the Earliest RA Date and also
please note that the dates and employment periods will need to be updated for each situa-
tion.

Will not be reducing from 1st employment period because record is prior to Earli-
est RA Date.

Creating record to reduce 98 days from 1st employment period (11/07/2011 to
03/30/2012) and adding it to the 2nd employment period.

Adding 98 days for the 1st employment period

Keep repeating this as many times necessary for the amount of employment periods you
are adjusting.

Instructions for any records that are after the Earliest RA Date

You can find the Earliest RA date on IT0003. This date gets adjusted each year in March.

EE group P Permanent 7803 Transportation Pyrl Area3 TR Westmor

INFOTYPE 0552 EE subgrp F7 Full-time 75  AJ11 AFSCME J1 QT Trnspt Equip
You already determined which

records the seniority should be @ Choose  01/01/1800 To  12/31/9999 STy.
combined. You now need to ensure
that all previous records were

updated correctly by reviewing TimeData Ent,/Empl Per

IT 2 IT2012 k —

th;tsasn e%npclloyme%t pé‘r’ic',?ﬁ Vsesrlére - [StatDate  EndDate  Tim Name [Lock  Re [Do Years Months Days

processed correctly.  [11/02/2009 04/30/2010 J0B Job Se. 0 0 0 123

DO NOT include any military \_ 10/12/2010 04/28/2011 JOB Joh Se. 0 0 0 136

balances.  [10/11/2011 04/27/2012 J0B Job Se. 0 0 0 101
03/18/2013 12/31/9999 J0B Job Se. 0 0 0 116

12/31/9999 Militar. 0 0 0

In this example, the employee previously held the same job class, so adjustments will
need to be made to all seniority balances by zeroing out the balance from the previous
periods they held the same job classification and transferring (or adding) it to the new
period impacted by the reassignment. For these three periods, there should be a total of
six adjustment records on IT2012.
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INFOTYPE 2012, Subtype 6018

To zero out the seniority balance, create
5 subtype 6018 using the last day of the

previous period as both the start and end

dates.

Enter the number of seniority days from
ITO552 with a minus sign; this will zero
out the balance.

Click Enter & Save

EE group P Permanent 7803 Transportation
EE subgrp F -time 75  AJ11 _AESCME J1 OT
Start 04,/30/2010 ) To 04,/30,/2010 ) Ck

Time fransfer specification
Time transfer type
Number of hours

6018 Adj Job Seniority
123.00- Hours

You must then transfer (or add) this
amount to the next period. Repeat this step
using the first day of the previous period as
both the start and end dates.

\ 7/

Enter the number of seniority days without
a minus or plus sign; this will transfer the
balance.

Note: if there are any applicable balances
prior to the earliest retro date, total those
balances and add them to the balance that
you transferred in this step.

Click Enter & Save

EE group P Permanent 7803 Transportation
EE subgrp dl-time 75  AJ11 _AESCME J1 OT

Time transfer specification
Time transfer type 6018 Adj Job Seniority

Number of hours 123.00 Hours

You must now zero out the cumulative
balance from the first and second periods
and transfer it to the third.

In this example, the employee accrued 123
days in the first period and 136 days in the
second; for a total of 259 days.

Enter the total number of seniority days with
a minus sign.

Click Enter & Save

EE group P Permanent 7303 Transportation
EE subgrp al<time 75  AJ1L-ARSGME J1 OT
Start 04/28,/2011 ) To 04,/28/2011 ) C

Time transfer specification
Time transfer type 6018 Adj Job Seniority

Number of hours 259.00- Hours

Enter the total number of seniority days
without a minus or plus sign to transfer
the balance.

Click Enter & Save

EE group P Permanent 7803 Transportation
EE subgrp E stime 7o AJ11 _AESCME J1 OT
Start @ To @ i

Time ransfer spacification
Time transfer type 6018 Adj Job Seniority

Number of hours 259.00 Hours
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Repeat these steps until all seniority balances have been adjusted.
IT2012, subtype 6018 screen should look like this:

In the end, the

FE group P Permanent 71803 Transportation Pyrl Area 3 TR Westmorela
FE subgrp F7 Full-time 75  AJ11 AFSCME J1 OT Trnspt Equip Of
1 Choose 01/01/1800 To 12/31,/9999 STy. 6018

Time Transfer Specifications (2012)

\_ Start Date End Date Time Time fransfer type text MNumber |
\ 03/18/2013 03/18/2013 | 6018Adj Job Seniority  Beg of 4th period 360,00

\ 04/27/2012 04/27/2012 | 6018Adj Job Seniority  End of 3rd period 360,00~

\ 10/11/2011 [10/11/2011 6018Adj Job Seniority ~ Beg of 3rd period 250,00

\ 04/28/2011 04/28/2011 6018Adj Job Seniority ~ End of 2nd period  259,00-

\ 10/12/2010 10/12/2010 | 6018Adj Job Seniority = Beg of 2nd period 173,00
_04/30/2010 04/30/2010 | 6018Adj Job Seniority  End of Ist period 193 Q-

You will then need to have a specialist run Time Eval to ensure that all 2012 updates have
occurred before moving forward. IT0552 and the seniority report in SAP are not updated
until the seniority program runs on the Wednesday after pay processing.

Send an email to RA-OATimeEval@pa.gov with this request. Specialists will run Time Eval
daily at 10am and 2pm. For any rehires processed after 2pm, Time Eval will run overnight
and the specialist monitoring the resource account will notify you the next day whether it
was successful.

You will receive an email confirming that Time Eval was either successful or unsuccessful.
If it was successful, you can continue on to step 7. If it was unsuccessful, submit a Help
Desk Ticket with the following criteria. If unsuccessful, do not continue.

Category: Time
Type: Other
Item: Other

gle‘lle:gcT,é\YleE>ogaezrvi ew. EE group P Permanent 7803 Transportation Pyrl Area3 TR Westmor
You can now lock the 552 records. Select EE subgrp F7 Full-time 75 AJ11 AFSCME J1 OT Trnspt Equip
the record(s) that need(s) locked. Choose  01/01/1800 To  12/31/9999 STy.
Click Change o _TimeData Ent./Empl Per

| |StartDate  EndDate  Tim MName Lok Re Do Years |Months Davs

| 111/02/2009 04/30/2010 JOB JobSe. & O 0 0 12
Maintain the following |: 10/12/2010 04,/28/2011 JOB DJobSe. & 0 0 0 136
text, then save: | [10/11/2011 04/27/2012 J0B JobSe. & 0 0 0 101
Click Lock & |_03/18/2013 12/31/9999 J0B Job Se. 0 0 0 116

NOTE: This record has been locked. EE worked in

THEN this classification from XX/XX/XX to XX/XX/XX

(XXX days).

i ||
Click Enter @& Save period. PLEASE DO NO UNLOCK THIS RECORD!

Effective XX/XX/XX, a record has
been created to give EE seniority credit for this
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Instructions for any records that are before the Earliest RA Date
You can find the Earliest RA date on IT0003. This date gets adjusted each year in March.

The only difference between processing before the earliest RA date and after the
earliest RA date is how you adjust 2012 for the 1st record after the last record affected
by the earliest RA date.

INFOTYPE 0552
tYhOU alre.ad.%/ der::erTalrt])ed Whlgh r(e:lCOYrdS EE group N| Non Permanent 7803 Transportation Pyrl Area 3 TR Luzerne Co
€ seniorily shou € combine . ou EE subgrp E7 | Full-time 75 AJ11| AFSCME J1 OT Trnspt Equip Opr A
now need to ensure that all previous Choose  [p1/01/1800] a0 [12/3179999 .
records were updated correctly by

Personnel No 661545 John A Kopko Active Payr.area

reviewing ITO552 and IT2012 to TS ————
make sure that all periods were Start Date End Date Ti... Name R... D... Years Months Days
processed correctly. 11/03/2008 03/27/2009 JOB Job Seniority 0 0 0 od
10/05/2009  03/26/2010 JOB Job Seniority 0 0 0 117
DO NOT include any miIitary 09/20/2010 03/25/2011 JOB Job Senicrity 0 0 0 127
balances 10/11/2011 03/30/2012 JOB Job Seniority 0 0 0 459
' 10/22/2012  03/29/2013 JOB Job Seniority 0 0 0 567
In this example, the employee previ- | 10282012 12/21/9999 JOB Job Seniority 0 0 0 14

ously held the same job class so ad-

justments will need to be made to all seniority balances by zeroing out the balance from
the previous period and transferring (or adding) it to the next period. Please note that
the first record 11/03/2008 to 03/27/2009 is prior to the Earliest RA date.

EE group N Non Permanent 7803 Transportatio
INFOTYPE 2012, Subtype 6018

In this case since the 1st period is EE Subgrp 7| Full-ime 75 AJ11 AFSCMEJ1 O
prior to the Earliest RA date Start fm o m
(11/03/2008 to 03/27/2009) you

will not do any adjustments on the

2012 for thi . i i i
012 for this record Time transfer specification

You will start by making the . = T ) N
adjustments on 03/26/2010 by Time transfer type |c-l:]18 [} Adj Job Seniority
subtracting 117 hours from this Number of hours Laurs

date.

To zero out the seniority balance, create subtype 6018 using the last day of the previous
period as both the start and end dates.

Enter the number of seniority days from IT0552 with a minus sign; this will zero out the
balance.

Click Enter & Save

Please note: If the start date of the first employment period after all the Earliest RA date
records is prior to the Earliest RA date you would process the action as indicated in step 2.

If the start date of the first employment period after all the Earliest RA date records is
after the Earliest RA date you would need to add all the previous employment periods and
add them to that start date and then minus them from the end date of the same employ-
ment period. Example: An employee had earned 79 days from 01/26/2009 to
06/05/2009. The next employment period is 01/25/2010 to 05/26/2010 (they earned 85
days in this employment period) since the start date is also after the Earliest RA date you
would add 79 days to 01/25/2010 and then subtract 164 days from 05/26/2010.

32



You must then transfer (or add)  EE group N Non Permanent 7803 Transportatio
this amount to the next period. .
Repeat this step using the first EE subgrp F7_Full-time 75 AJ11 AFSCME J1C

E'TaeY S"’tgtr?%rﬁ’gee"r:%“jaﬁgg_"d as both 4 09/20/2010 To 19/20/2010

In this case since the 1st record . -
was prior to the earliest RA date Time transfer specification

you will need to add the 1st two . M- T . . .
periods to carry over the correct | Time transfer type 6018 Adj Job Seniority
amount of seniority days (add 98 @,

days and 117 days) and add them Number of hours ours

to the 3rd period
Enter the number of seniority days without a minus or plus sign; this will transfer the
balance.

Click Enter & Save

Note: if there are any applicable balances prior to the earliest retro date, total those
balances and add them to the balance that you transferred in this step.

You must now zero out the EE group N Non Permanent 7803 Transportation
cumulative balance from the 1st ,
three periods and transfer it to the ~ EE subgrp F7 Full-time 75 RJ11 AFSCME J1 OT

In this example, the employee

accrued 98 days in the first period, . — b

117 days in the second period and Time transfer specification

127 d in the third iod; fi . [ . o
total :fy3s>4|2 dails. e periodi fora Time transfer type 6018 Adj Job Seniority

Enter the total number of seniority Number of hours urs

days with a minus sign.

Click Enter & Save

Enter the total number of seniority EE group N Non Permanent 7803 Transportatio
days without a minus or plus sign g gpgrp 7 Fulltime 75 ~ AJ11 AFSCMEJ1 O

to transfer the balance.
tat To

Time transfer specification
I =t
Time transfer type 6018 Adj Job Seniority

Number of hours Durs

Click Enter & Save
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Repeat these steps until all seniority balances have been adjusted.

In the end, the

IT2012, subtype 6018 screen should look like this: The reason there is no line for the last
day in the first period and the first day in the second period is because it is prior to the

Earliest RA date.

EE group N Non Permanent 7803 Transportation Pyrl Area 3 TR Luzerne Co

EE subgrp E7 Full-time 75 AJ11| AFSCME 11 OT Trnspt Equip Opr A

Choose [UlfﬂlleGGjTG 12/31/9999 sty. (6018

Time Transl%r Specifications (2012)

Start Date End Date Time Time transfer type text Number LI
10/28/2013 10/28/2013 6018 Adj Job Seniority : Beg of 6th period 567.00
03/29/2013  03/29/2013 6018 Adj Job Seniority | End of 5th period 567.00-
10/22/2012  10/22/2012 6018 Adj Job Seniority | Beg of Sth period 459.00
03/30/2012  03/30/2012 6018 Adj Job Seniority  End of 4th period 459.00-
10/11/2011  10/11/2011 6018 Adj Job Seniority : Beg of 4th period 342.00
03/25/2011  03/25/2011 6018 Adj Job Seniority ; End of 3rd period 342.00-
09/20/2010 09/20/2010 6018 Adj Job Seniority gBeg of 3rd period 5215.00
03/26/2010 03/26/2010 6018 Adj Job Seniority End of 2nd period §11?.OD-

You will then need to have a specialist run Time Eval to ensure that all 2012 updates have

occurred before moving forward.

ITO552 and the seniority report in SAP are not updated

until the seniority program runs on the Wednesday after pay processing.

Send an email to RA-OATimeEval@pa.gov with this request. Specialists will run Time Eval

daily at 10am and 2pm. For any rehires processed after 2pm, Time Eval will run overnight
and the specialist monitoring the resource account will notify you the next day whether it

was successful.

You will receive an email confirming that Time Eval was either successful or unsuccessful.

If it was successful, you can continue on to step 7.

If it was unsuccessful, submit a Help

Desk Ticket with the following criteria. If unsuccessful, do not continue.

Category: Time, Type: Other, Item: Other

INFOTYPE 0552
Select ALL > Overview.

You can now lock the 552 records. Select
the record(s) that need(s) locked.

Click Change &

Maintain the following
text, then save:

Click Lock &
THEN
Click Enter & Save

EE group P Permanent 7803 Transportation Pyrl Area3 TR Westmor
EE subgrp F7 Full-time 75 AJ11 AFSCME J1 OT Trnspt Equip
Choose  01/01/1800 To  12/31/9999 STy,
TimeData Ent.,/Empl Per

|: StatDale  EndDate  [Tim MName Lok  Re Do Yeas Months Days

| |11/02/2009 04/30/2010 J0B JobSe. & 0 0 0 123
|_ 10/12/2010 04/28/2011 JOB JobSe. @& O 0 0 136
|_ 10/11/2011 04/27/2012 JOB DobSe. & 0 0 0 101
|:03/18/2013 12/31/9999 JOB ob Se. 0 0 0 116

NOTE: This record has been locked. EE worked in
this classification from XX/XX/XX to XX/XX/XX
(XXX days). Effective XX/XX/XX, a record has
been created to give EE seniority credit for this
period. PLEASE DO NO UNLOCK THIS RECORD!
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