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This Alert Includes:

· Manually creating IT0041,  ZW date type and/or IT 378, adjustment reason MHRS
· These steps should be followed for new hires who are ineligible for benefits but are being enrolled into retirement when hired because they are expected to reach the minimum hours needed for participation in SERS.

Effective immediately, the following procedures apply for second program groupings 3, 9, 24, 25, and 26 when enrolling employees in retirement from date of hire.  
Second Program Grouping 09 -- Non-Permanent (N) and enrolled in retirement from the date of hire 
After the hire action is complete, need to do the following:

· Review -- PA20, IT0378, review that adjustment reason RETR was automatically created.  

· Maintain PA30  --  IT0041, enter a ZW with the date of hire 
· Enroll  --   HRBEN0001 and enroll the employee in the appropriate retirement effective the date of hire

· Enrolling into retirement and entering a ZW with the date of hire will prevent the employee from appearing on the HRBEN0047

Second Program Groupings 03, 24, 25, 26 -- Non-Permanent (N) and enrolled in retirement from the date of hire
   After the hire action is complete, need to do the following:  
· Maintain  --  PA30, IT0378, adjustment reason MHRS effective the date of hire

· Maintain  --  PA30, IT0041,  enter ZW with the date of hire

· Enroll  --  HRBEN0001 and enroll the employee in the appropriate retirement   effective the date of hire

Permanent (P) goes to a Non-Permanent (N) position (Second Program Groupings 9, 3, 24, 25, 26) 

Since the employee is already enrolled in retirement, biweekly retirement deductions are to continue.  After the action is complete, need to do the following:

· Maintain  --  PA30, IT0041, enter ZW with the date the employee was enrolled in retirement

Non-Permanent (N) goes to Permanent (P) and then to a Non-Permanent (N) Position (Second Program Groupings 9, 3, 24, 25, 26) 

Since the employee is already enrolled in retirement, biweekly retirement deductions are to continue.  After the action is complete, need to do the following:

· Maintain --  PA30, IT0041, enter a ZW with the date the employee was enrolled in retirement

Please review your non-permanent employees who are eligible for retirement to determine if they have a ZW date on IT0041.  If you have any questions regarding this alert, please submit a Help Desk Ticket in the Benefits category.
