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Questions?

Field time advisors should direct any questions related to this alert to their Central Agency
Time Advisor. Central Agency Time Advisors may submit questions via an HR help desk
ticket in the time category or call the HR Service Center, Time Services team at
877.242.6007, Option 2.
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Section 1: Reporting Requirements

Seniority reports are required to be produced and posted in April and October of each year
in accordance with applicable bargaining unit agreements. HR offices have been provided
an IRIS Seniority Database to run seniority reports and appropriate agency HR personnel
have been given security access (Oracle username and password) to run the reports along
with a run schedule. If you already have IRIS access, you will still need to download the
seniority database to run the report.

The seniority report run schedule is available in section 2. The schedule provides updates
as a result of the change to the reporting period for BU seniority data (i.e., as of the PPE
date). As a reminder, when there is a holiday, seniority will not update in SAP until the day
after payroll runs. For example, if payroll runs on Wednesday due to a Monday holiday, SAP
seniority will not update until Thursday night.

Required Seniority Reporting
First, download an updated copy of the IRIS Seniority Database prior to running the reports
to ensure new promotion/furlough units are included.

Then determine which bargaining units currently apply to your department to determine
which reports need to be created. If a bargaining unit is not listed below or if the report
indicates “none,” a seniority report is not required to be posted.

Promotion Seniority

Bargaining Unit Furlough Seniority Reports

Reports
AFSCME A1, A4, B1, B4,
G1, G4, J1, N1, W1, Promotion BU Group Days Furlough BU Group Days
w4, W6, W7, W8, W9, Promotion Job Days Furlough Job Days

61, 64

AFSCME A2, B2, G2,
G5, J2, N2, W2, W5, 65

Furlough BU Group Days

Promotion Job Days Furlough Job Days

Furlough BU Group Date

CIVEA E4 None Furlough Job Days

FOP (Fish) K1, K2 Promotion BU Group Days Furlough BU Group Days

Promotion Job Days Furlough Job Days

Promotion BU Group Days Furlough BU Group Days
FOP (Game) K8 Promotion Job Days Furlough Job Days
FOPCAP L4 Promotion Job Days Furlough BU Group Days
FOPLCB K4 None Furlough BU Group Days
FOSCEP C4 None Furlough BU Group Days

Furlough Job Days

Furlough BU Group Days
FOSCEP C5 None Furlough Job Days

ISSU M2 None Furlough BU Group Days



http://www.hrm.oa.pa.gov/employee-relations/Pages/default.aspx
http://www.hrm.oa.pa.gov/employee-relations/Pages/default.aspx
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Bargaining Unit ::;'::;ts'on e Furlough Seniority Reports
OPEIU P5 Promot?on BU Group Days Furlough BU Group Days
Promotion Job Days Furlough Job Days
PDA T4 None Furlough BU Group Days
PDA T5 None Furlough BU Group Days
PLCBEO3 K5 None Furlough BU Group Days
PPUCBA Z4 None Furlough BU Group Days
PSCOA H1 Promotion Job Days Furlough BU Group Days
PSEA D4 None Furlough BU Group Date
PSEA S4 None Furlough BU Group Days
PSPOA R4 Promotion BU Group Days Furlough BU Group Days
Promotion BU Group Days Furlough BU Group Days
PSSUF1, F4 Promotion Job Daysp Y Furlough Job Daysp Y
PSSU F5 Promot?on BU Group Days Furlough BU Group Days
Promotion Job Days Furlough Job Days
PSSU 15 None Furlough Job Days
SEIU P4. P7 Promot!on BU Group Days Furlough BU Group Days
! Promotion Job Days Furlough Job Days
UFCW M1 Promotion BU Group Days Furlough BU Group Days
UGSOA R1 Promotion BU Group Days Furlough BU Group Days
UGSOA R2 Promotion BU Group Days Furlough BU Group Days

You can use the IRIS seniority database instructions for more information on creating your

required reports.

Requirements Questions

For assistance on data corrections and calculations, contact your agency labor relations staff

or your agency seniority coordinator. If your agency labor relations staff needs assistance
on contract interpretations, they should contact the OA, Bureau of Labor Relations at

717.787.5514.
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Section 2: Seniority Report Run Schedule

Seniority data updates at different times in SAP. IRIS reflects data based on the
information updated in SAP as of the close of business Friday. Keep this in mind when
running your seniority reports. For example:

Furlough Listing - Bargaining Unit Group Date - This report reflects the
agreement seniority date captured from IT0O041 and military days from IT0552, Time
Specification/ Employ. Period, Subtype MIL. The agreement seniority date and the
military days are updated real time. Therefore, when you run this report, the data
will reflect information as of close of business the Friday before your run
date since IRIS updates close of business Friday.

Furlough Listing - Bargaining Unit Group Days or Promotion Listing -
Bargaining Unit Group Days - These reports reflect the bargaining unit group days
maintained in the BU Time Type bucket and military days from IT0552, Time
Specification/Employ. Period, Subtype MIL. The military days are updated real time.
The bargaining unit group days are updated overnight based on time evaluation and
the latest pay period ending date. Time evaluation is run before the IRIS update is
sent from SAP. Therefore, when you run this report, the military days will reflect
information as of close of business the Friday before your run date and the
bargaining unit group days reflect data as of the employee’s latest pay
period ending date.

Furlough Listing - Job Days or Promotion Listing - Job Days - These reports
reflect the job days maintained on IT0552, Time Specification/Employ. Period,
Subtype JOB. The job days reflect seniority as of the latest pay period ending date
and are updated by close of business Wednesday after pay day. Therefore, if you
want to run these reports for a PPE date, you must run the report starting 10
calendar days after the PPE date. For example, if the PPE date is 10/04/2019,
ITO552 JOB will update on Wednesday COB (10/16/2019) after the PPE date, the
data will then be transported to IRIS the following Friday evening (10/18/2019) and
will then be available starting the following week (10/21/2019 to 10/25/2019) in
IRIS for reporting purposes. Therefore, when you run this report as scheduled
below, the military days will reflect information as of close of business the
Friday before your run date and the job days reflect data as of the
employee’s latest pay period ending date.
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With the above information in mind, listed below is a suggested schedule for running the

seniority reports. Two reporting dates have been provided.

Seniority Report Run Schedule, October 2019

Payroll Run Report Data
UL L E L Area Between as of
Furlough Listing - Bargaining Unit Group Z1, T2 or 10/07/19-
Days or Z1, T2 10/21/19
Promotion Listing - Bargaining Unit Group , 12 0or B
Dave g g g 23 10/25/19 10/18/19
Furlough Listing - Bargaining Unit Group T3 or 23 10/14/19- 10/11/19
Date or or 10/18/19 or
Days or
Promotion Listing - Bargaining Unit Group | T3 or Z3 10/28/19- 10/25/19
Days 11/01/19
Z1, T2 or 10/14/19-
! 10/04/19
Furlough Listing - Job Days or Z2 10/18/19
Promotion Listing - Job Days Z1, T2 or 10/28/19-
2 11/01/19 10/18/19
10/21/19- 10/11/19
Furlough Listing - Job Days or T3orZ3 10/25/19 or
Promotion Listing - Job Days 11/04/19-
T3 or Z3 11/08/19 10/25/19

Seniority Report Questions

Agency seniority coordinators with questions on the report run schedule should submit an
HR help desk ticket in the time category. You may also call the HR Service Center, Time

Services team at 877.242.6007, Option 2.



http://oaiss.state.pa.us/HR-Pay_Help_Desk/
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Section 3: Instructions

To run your seniority reports, complete the following steps:

1.

Determine which seniority reports are needed based on the o
bargaining units represented in your department. Seniority Reports

Download the IRIS Seniority Database and open it in PmmothUGmupDaysl

Promation Job Days |

Microsoft Access.

Click on the appropriate report icon name.
a. To run an agency wide report, just complete the
personnel area field.
b. To run a report by furlough or promotion unit,

complete the personnel area and furlough or Furloush B Group Dats |
promotion unit.

c. To run a report by furlough unit and job, complete all gt o B |
3 fields.

When the ‘Enter 2-Digit Business Area Code’
prompt box appears, insert the 2-digit business

area and click OK. Seniority Reports

For agencies with multiple payroll areas (i.e., Z2 & pe—— ®
Z3), entering the 2-digit business area will ensure Promotion Job Days i
that an agency-wide report is generated. el
a. For an agency-wide report, leave the next oo S s
prompt blank and click the OK button.
b. For a report reflecting a particular furlough Furlough 8l Groun Date
unit, enter the furlough unit and click the OK oot 300 Do
button. L

c. For a promotion seniority report, enter the
promotion unit code as required and click

the OK button. Seniority Reports

To run an agency-wide report, leave the job code promotion 11 roup Doy | [Enter Parameter valt |

field blank and just click the OK icon. romation Job Days Enter Furlough Uit or Select OK for Al
|

Use this prompt box when you want to run a cancel_|

furlough or promotion seniority report for a

particular job. You can also further define the report

by running for a particular unit and job. _Furush e e ko |

Furlough Job Days

After you have completed all 3 prompt boxes, you
will receive the Oracle ODBC Driver Connect prompt
box.
a. The Service Name should default to CMIC.
b. Complete the User Name which is your 8 digit personnel number.
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c. Then complete the password field. A password will be provided by OA when
you request your security.
d. Then click on the OK button to generate your report.

9. Click on the print icon to print the total report or use “File” > “Print” to change the
print page option or number of copies to be printed.

10.To run another report, just close (x) the report window and you will be returned to
the first prompt box.

Microsoft Access - [Promotion Listing - Bargaining Unit Group Days]

B Al Edt View Tools ‘Window Help Type a guesti

[= 2] 55% ~ Cose Setup | - B g - @,

DATE 372472004 COMMONWEALTH OF FEMNE YLV ANLA

Page 1 of 5

AGING
FURLOUGH LISTING - BARG AINING UNIT GROUP DAY S
AZOF 3242004

10 AGING BARGAINING UNIT GROUP 11 GENERAL MOMSTFY
FURLOUGH UNIT 001 HEADQUARTERS BARGAINING UNIT 41 CLER, ADM, FSCLIHS, HP
0B 00130 CLE3

SEWIORITY CEEDIT EMPLOYEE INFO

BGUN MILITY TOTBEU EBGUHNT SERVICE EMPSUE EMP TYP PAY

HAME IERS WO [ PO HO  ORGH DAYE DAY DAYE CRDATE YRE PFD: GEP GEP IWC T
Gudalefsky, Temy L 00042521 00020854 3112 7204 D.‘ T84 192004 230 A2 F? P C - Proh 1
OB 00220 CLETYPST2

SENIORITY CREDIT, EMPLOYEEINFO

BGUN MILITY TOTEU EBGUNT SERVICE EMPZUE EMP TYP PAY
DAYE  DAYS DAYE: CRDATE YRI PFDE GEP GEP vc iT

HAME FERS NO f POSNO QRGN
M ckenrey, Lynne b 00532777 00274732 2m1 290 1} 290 3192004 1 40 F? P C-Reg 1
Bendizo, Brttany D 00513855 00225420 a1 a57 1} 257 3M1%2004 3 a7 F7? P C-Rez 1
0B 00230 CLETYPET3

SENIORITY CREDIT EMPLOTEEINFO

BGUN MILITY TOTEU EBGUNT SERVICE EMFIUE EMFP TYF FAT

HAME PERS HO / POSHO  ORGH DAYS DAYS DAYS CRDATE YRS PFDS GEP GRP SWC 3T
Zchell, Tmdv L 00333819 00091342 2101 360 i 380 3152004 11 S F? P - Pach 1
Lonb ardo, Rosarme 00516025 00087477 31 200 1} 200 3182004 3 20 F7 P C-Feg 1
Solence, Kathenre C 00504748 0025273 2m1 11me 1} 11 31%2004 4 111 F? P C-Rez 1
Mulhollan, Linda 4 00477040 00204247 4101 1740 1} 1740 3%2004 & 174 F7? P C-Rez 1
Eell Jennifix L 00472003 0025£828 1201 1843 i 1249 3192004 7 185 F? P C-Feg 1
Schott, Patricia & 00065278 00113956 3501 5255 1} 5235 192004 1% 505 F? P C-Rez 1
JOBE 0M30 CLESTENO 3

SENIORITY CREDIT, EMPLOYEEINFO

EGUN MILITY TOTEU EBGUNT ZERVICE EMPEUE EMP TYF PAY

HAME PERS HO / FOS HO  ORGH DATE DAY DAYE: CRDATE TRI FFDE GFF GEP vC iT

Kastelic, Joanre R 00024577 00144086 3001 12042 1} 12043 /192004 36 851 F7 P C-Rez 1

Technical Questions
If you trouble running the reports or issues with accessing the reports, you may submit a
HR help desk ticket in the HR Applications Support category.



