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Please distribute this alert to any users within your agency who are responsible for Personnel Administration.


New Fields for Supplementary Employment Requests
· Information regarding new fields for Supplementary Employment Requests


Effective immediately, employees in agencies supported by the HR Service Center are required to download and complete a new version of the Supplementary Employment Request Form when submitting any new request. The new version of the form can be accessed and downloaded from the Employee Resource Center at http: www.employeeresourcecenter.oa.pa.gov.

The revised form includes a new section with additional questions to ensure greater accuracy in the completion of the form and to gather additional information on the type of employment and any potential work conflicts. The updates to the form will require the requester to respond “Yes” or “No” to the following questions related to the type of supplementary employment they are requesting: 

1) Company/organization employment
2) Self employment
3) Volunteer Activity
4) Political Activity

If the response to the “Political Activity” question is “Yes”, the form will require the requester to answer two additional questions related to their commonwealth employment:

5) Are you in a civil service covered position?
6) Are you employed in a position that is funded, in full, by the federal government?

If the response to either question #5 or #6 is “Yes”, the form will automatically populate “Yes” to the potential conflict question (letter C) on the form. Otherwise, the requestor must respond “Yes” or “No” to whether they believe there is a conflict with their commonwealth job duties in question C.

An example of the new section of the form is below:
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Infotype 0329 (Supplementary Employment) 
All new fields on the Supplementary Employment Request Form will have a corresponding field on Infotype 0329 (Supplementary Employment) to record the employee’s “Yes” or “No” response to each question when processed by the HR Service Center:
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Supplementary Employment Report
The new fields will also be available on the selection screen and in the output results of the Supplementary Employment Standard Report, Transaction Code ‘Y_DC6_14000618’. 

Selection screen:
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This will enable users to run reports on employee requests that meet certain conditions. For example, users can generate a report to identify employees who responded “Yes” to Self Employment. To identify employees who responded “Yes” to any of the new questions, place an “X” in the corresponding field on the selection screen. This will filter the report to include only those employees who answered “Yes” to that question.
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The new fields will not be in the default layout of the output results. Users must manually add the new fields to the results screen and create and save a new layout for future use. After executing the report, users can add the new fields by changing the layout as follows:

1) Select the change layout button above the report results:
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2) A pop-up box (Change Layout) will appear. Choose fields in the “Column Set” list and then select the left directional arrow to add the field into the “Displayed Columns” list. Once all fields are added, select the enter button (checkmark) at the bottom of the screen:
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3) Once returned to the report results the newly selected fields will be present. To save this layout for future use, select the save layout button above the report results:
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4) A pop-up box (Save Layout) will appear.  Provide the layout with a name in the “Save Layout” and “Name” fields which will allow the layout to be identified again in the future. Check the “User-specific” checkbox to limit access of the layout to only the user creating the report.  Or leave both the “User-specific” and “Default Setting” checkboxes empty to create a global layout available for all users. Users should NOT select the “Default Setting” checkbox since it will change the default layout for all users who access this report. Click the green checkmark to save the layout:
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Questions? 
If you have any questions regarding the New Fields for Supplementary Employment Requests, please submit a HR help desk ticket in the personnel administration category.
1

2

image1.png
Answer (A), (B) and (C), as applicable to your proposed supplementary employment:

. 1 your supplementary employment:
1.With a company/organization (e you recelved a form W2)2 OYes O No
2! Self employment (ie. you receive a form 1095)2 Oves O No
3.Volunteer activity?
4. olitica activity (e appointment/election to state or local office; 1 7> & N©
volunteering fora politcal campaign)? OYes 0MNo
B. 1fyou answered yes to question A4, are you:
1.1n a civlservice covered position?  [IYes [JNo
2. Employed ina positon that is funded, n ful, by the federal government?  [IYes CINo

C. To the best of your knowledge and belief, could
Your supplementary employment relate to your
Commonwealth job duties or otherwise create or
present an actual or apparent confiict with your
commonwealth job duties? If yes, please explain

below.
€% Oves  ONo





image2.png
Sidetne JobiSecond JobHonarary Post

Seqercatomber 01

Aoorout o1 preved Ul hesteoue orfovaoms
hoproveson _ar/0r/2018

Ttaphone Niter

Adiionat s
oo feson 5]

[
Typnof Busess. o) eERTANENT

Ty o postion 02 AwusemeNT paRk EMPLOVEE
Compits tame. nersrom

Suset 1FmDe

o S SO
el Enplomen Conict v Ono
Potein Potict Conic v Ok





image3.png
Supplementary Employment Information
Approval
Approved On
Revocaton Indicator
Disapproval Reason
Type of Business
Type of Posiion
CompiBus Name

Company Employment

Self Employment.

Poliical Actviy
Voluntser Actiity
Compary Contict
Selt Employment Conflict
Potental Political Confict

Civl Service Position

Federally Funded Positon

Volunteer Conflct





image4.png
Comp/Bus Name.

Company Employment

Self Employment
Political Activity

Volunteer Activity
Company Conflict

Self Employment Conflict
Potential Political Conflict

Civil Service Position

= Supplementary employment - Self Emp...

(=]

Seif Employment
E Tves

Bl

Short Descript.

Federally Funded Position

Volunteer Conflict





image5.png
Supplen

voa VEEONE® N 8B @ Cancel More

(Change layout... (CuisFe)
Business Area Name OrgID Org Name  Job Code Job Nar Personnel Number Position Number E
Execuiive Offices 812052 IES Bur Bus Op 18905 les Sr EUs Ops Spest L

Executive Offices 812052 IESBurBus Op 18905 les Sr Bus Ops Spest L




image6.png
Column Selection

Displayed Columns
QR ER
o
=
ks o e
pos

i
scoe
sntane
Pasenetmber
ot unber
erpFis ame
Emp Middle Name
enotasame

Change Layout x

View  Display

Column Set
aQ

Cotumn tame

‘Company Employment
Self Empioyment

Poitical Actvy

Volunteer Actty
‘Company Confict

Self Employment Confict
Potental Poitcal Confict
G Servie Postion
Fegeraly Funded Positon
Volunteer Confict
Baraainina Unt <




image7.png
v ST YEEGRER WEBB L% [ Cancel Morev
1 ave layout... (CrlIFIC)

Business Area iame OrglD Orgame  Job Code Job Name sonnelHumer Posiion Humber E
Executve Offces 612052 IES BurBus Op 16905 fes S BUs Ops Spest fi
Exccutive Offces 812052 1E5 BurBus Op 18905 s S Bus Ops Spest I

Suppler





image8.png
Save Layout
Savehs..  Savewith
Layout * Layoutdescripton Detaut set

/BUSSUPEMP RS Suppiemental Enpioyment

et M

Save Layout

Name:

Defautt Seting




