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Position Changesand Updates [top]

Business officers and personnel administrators will use PA40 to handle various position
situations for employees. Thection taken on PA40 will depend upon whether the situation
involves aposition changeor position update

Position changesncludetran s f er s and ot her changes wherein the
changes, i.e., the employee is moving from one position to another. All position changes are
handled with théMain Campus Create Assignmenbr Hospital Create Assignment.

Position updatesinvolve changes in the values or attributes of positions. When an employee
occupies a position that is changed, Blosition UpdateAction must be executed on PA40. The
employee remains in the same position, but the affected attributes are updated amghe oy e e 0 s
record.

Tips and Reminders

e Always check with th€ompensatio®ffice when an employee transfer involves Payroll
area change.

¢ When employees are changing positions within the same Payroll ar&athdateshould
be recorded as thigst day on the new position (any time within the pay period.)

¢ If employees are transferring and changing Payroll areas, reméardmartact the
Compensation Office to ensure that the Actions are timed corrdtig change is from
Biweekly to Monthly theStartdate is the first day of the next biweekly pay periidhe
change is from Monthly to Biweeklythe Startdate is the first day of the next monthly pay
period. When an employee is changing positions/transferring, the position number edchang
while the personnel numberERNR) remains the same.

e In cases of position updatéee Compensatioi®ffice or the authorized Budget Officer must
update the actual position (PPO1).

e The position number do@®t change when a position is updated.

e Intranskr sitwuations, the employeeds new depart mer
required processing in IRIS. Sending and receiving departments must communicate carefully
in transfer situations.

e The receiving department must updatetal Code (org unit) field to ensure that the pay
statement arrives in the correct locale.

e FTE changes affect vacation and TDL accruals, as well as holiday pay calculation.

e The Cost Distribution must be delimited as part ofRbsition ChangeAction (Infotype
0027)for staff employees and pdiine faculty members.

e FES will update the Cost Distribution for falme faculty members.
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Instructions for Employee Transfer/Position Change (PA40) [top]

When employees opt to transfer from one position to another one at UK, the business officer or
personnel administratan the receiving departmentwill usePA40t o cr eat e t he empl oy
new assignment.

When an employee is transferring to another positin, the business officer or personnel
administrator in the receiving department should follow these steps:

1. Enter PA40 in the Command field of the SAP Easy Access sdviad® sure the Person ID
field is clear when PA40 appears.

2. Select Main Campus Createsgignment or Hospital Create Assignment in the Actions list
and enter the Start Date. Click the exec@iaicon.

3. Enter the employeebs information Yn the Empl oy

Employee Recagnition
Personnel Data
Form of Addr gl
Last Marme Witherspoon
First Marme Clen
Date of Birth 92/03/1954  Gender COFemale O Male ®TED |
S5h 555-01-9678
o |3
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4. The following popup box will appear:

Emplifapplhame |Personnel assignment Fosition Qrg. Linit
Cleo Witherspoon| 50128575 00000250 ( Active ) | Counsel General Associate |Office Of Legal Cou

| |Gﬁs Details | | | Mew Ernployes |

5. Click on the employee name and then cone

6. The system will then prompt for the typeAttion you are trying to accomplish. Select the
Change of Organizational Assignmenbption.

Employee is active

) Mewy Personnel Assignment far Employee

|'!3 Change of Organizational Assigniment

v %

7. Copy Actions (0000)will then be called and appear as folk
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Gl 22000 = aH Q@e LHNE D000 PR @B
Copy Actions (0000)
| |(Bv Execute info group ||f Change info group |

10025719 00024785 50129828 00024799 .5 E‘]
Brent Change of Position Process -1 oo . 0o
n -1BEI|3
m -BBD1
_BE."DHEBDE 12743149889

Personnel action

Action Type ZF Position Change

Reasan for Action

Status

Customer-gpecific Bl
Employment 3 Active T
Special payment Bl

Crganizational assignment

Position BE129828  IRIS Project Directar
Fersonnel area 10600 Main Campus

Emploves group & Staff

Emploves subgroup 03 Exermpt Manthly

Additional actions
Start Date  |Act. |Action type ACtR Reason for acti
[ —

EIDI/— iy

Notice that theéAction Typeis Position Change.

8. Select the appropriaiReason for Action:

Promotion

Demotion

Lateral

Reduce Hours
Temp/Student to Regular
Regular to Temp
Student to Temp
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9. Besure tochangethe positiontothe u mber of t he empl oyeeobs
Personnel Number doest change.

10. Save and continyas withall otherActions.The followingInfotypes will be called during
the Action:

e Organizational Assignment
e 0008 Basic Pay
e 0014 Recurring Payments/Deductions

11. For staff and pastime faculty position changes, remember to delimit the Cost Distribution
(0027).Click on the Delimit =2 icon.

Highlight the appropriate record to be ended.

Enter the end date in the Delimit Datddie This date should be the day after the true
end date. For example, if the end date is 06/3@&20¢e 07/01/20®as the delimit date.

Delimit Cost Distribution (0027)

6]

Ferson D 10001766 PersAsson | 50128809 00000245 (Active) &I
Mame Jonsey T. Smith Empl. % 100.00

EE group & Staff Pers.area 10800 [hMain Campus

EE subgroup 05 MNon-Exempt 40.. Pers. subarea 6801 |Reg FT

Chooge  OG/01/2006 Ta 06/ 30/ 2006 5Ty, 01 DelimitDate 07 /01706 @
| |Dist [Name Walid From |End Date  [Co.. [Bu... [Cost Genter [Cotr text Prent L |

| 01  Wageisalary  0G/01/2006 1203179999 |LIK000O101 1012000860 GEMN FUND - A. 100.00 E|
| [+]

F@ Records delimited

12.Click the Delimit & icon.

13.Hospital Position Changes will also have the followimigptypes:

e 9002 Hospital Salary
e 0024 Skills
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Other Position Changes

Endusers can follow this sanfection process for these change situations

When an employee is moving from an-adl position to a regular one, carry out tAistion,
choosingOn-Call to Regular as theReason for Action.

Execute thifAction when an employee is moving from a regular position to arabbione,
choosingRegular to On-Call as theReason foAction.
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Instructions for Position Updates(PA40) [top]

When the attributes of a position are changed, and the position is filled, a PA40 Action is required

to ensure that the employeeds assignment is alic
a position undergoes evaluation that results irvagrade or a Payroll area chang®asition
UpdateActi on is required on PA40. When a position

Personnel Subarea change, this Action is also required.

To carry out the PositionUpdate Action:

1. EnterPA40in the Command field of the SAP Easy Access screen.

2. Make sure the Person ID field is clear when PA40 appears.

3. SelectPosition Updateor Hospital Position Update in theActionslist and enter th&tart
Date Click the executw.@ icon.

D

. Enter the PersolD or search for employee and then press Enter.

(621

. Copy Actions (0000)will then be called.

o

Record th&keason for Action

¢ Reclassification
e Title Change
e Change in weekly hours

\‘

. OnCopy Actions (0000) be sure to delete the position from tlsigion field, hit enter, then
re-enter the positionThis allows the new attributes of the position to default correctly to the
employee.

[ ]
8. Save and continue, as with all othActions.

Note: The position must be updated through PP01 beforéttien can be executed on the
employee assignment.
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Instructions for Position Update Action for Summer Hours (PA40)

When a regular fultime employee is approved foiSammer Hourswork week(reduced
schedule)aPosition UpdateAction is requied on PA40.

To carry out the Position Update Actionfor Summer Hours:

1. EnterPA40in the Command field of the SAP Easy Access screen.

2. Make sure the Person ID field is clear when PA40 appears.

3. Enter the

10655215
Michelle SummerHours

_DE;‘D‘] f2ens

Fersonnel Actions

e mp hnd gneeetldSsart Page ofshe Sumindd Hours schedule
SelectPosition Updatein the Actiondist andexecut.

7/
-'l 00, Qo
-’I poo
-BEIEH

Action Type Personn...

EE group

[

EE subgr...

hain Campus Create Assignment

Hospital Create Assignment

4. Record the Reason for Actiamd savg.

B
g
-

Ac...

Personnel action

Name of reason for action |

01
0z
a3
as

Action Type X5 Position Update

Reason for Action

Reclassification/Re-evaluation
Title Change

Change in weekly hours
Change in Title Series or Rank

|IESummer Hours |

5. WhenOrganizational Assignment (0001)s displayed, change the Personnel Subarea to

00037 Reg PT >.74 andaveg.

Enterprise structure

CoCode UKED  University of Kentucky

Pers.area 1000 Main Campus Subarea

Cost Ctr 1012062480  HR Benefits Bus. Area 0101
Fund

Grant

Func. Area

(E]6]cy] REQ FT

PSubar...“|P.subarea text|
RegFT
Reg PT-Facul

0ao1

= .
UKo eo b FEQ P T 50-. 74
(n]u]u}s] Reg PT .20- .49
0o0& TEMp FT
ooov? Temp PT =.20
0011 Unpaid
o012 MNon-Service

6. On Planned Working Time (0007),change the FTE to the appropriate level (must be between

75% and 99.99%) and szg.
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@u“u‘nrking time
Employment percent [1Dyn. daily work schedule
Daily waorking hours Min. Max .
Weeklhy working hours o, oo Min. Max .
honthly warking hirs 0.0o0 Min. Max .
Annual working hours o.oo Min. Max .
Weekhy warkdays

7. OnBasic Pay (0008)verify (and change, if necessary) the period amount to be paid.

For salaried employees prorate the full salary by the new FTE. For example, if this employee
was previously earning $6,000 per month and is reducing her schedule to 80% FTE for the
summer, enter $4,800 as the new monthly amount ($6,000 X .80 = $4,800).

Wia... [Wage Type Long Text 0. |Armount |Curr... I |A Numberfunit  |Unit
1010 Monthly Salary 4,800.00 lIISD
5D O H
=Tt =

For hourly employeesthe hourly rate wouldemain the same Hourly employees will reduce
their work schedule and thus, the number of hours worked. Their rate of pay will remain
unchanged.

|
8. Remember to sa' .

9.UseZHR_PAR to create the PAR, obtain signatures, and forward to Compensation.
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To return the employee tothe regular schedule(at end of Summer Hours), carry out the
Position Update Action:

1. EnteiPA40in the Command field of the SAP Easy Access screen.

2. Make sure the Person ID field is clear when PA40 appears.

3. Enter the empl oStatdéatsof tReectus drom tHeBummerd ent er t F
Hours scheduleSelectPosition Updatein the Actiondist and execu.

10655215

Michelle SummerHours

11029798 50128863 11029798.. T %

_DEHD’I /2008

Personnel Actions

m
s
.

Action Type Fersonn... |EE group  |EE subgr...
hain Carmpus Create Assighnment
Hospital Create Assignment

4. Record the Reason féction ancg.

Marme aof action £ Position Update
Personnel action Ty 4]

Action Type *G Position Update Ac... |Name of reason for action |
Reason for Action 01 Reclassification/Re-evaluation
02 Title Change

Flua Change in weekly hours
Status 05  Change in Title Series or Rank

Customer-specific M Mormal 06 Summer Hours

Employment 3 Active EReturn from Summer Hours | I

5. The Personnel Subarea should default back to Regular Full Ti@egamizational
Assignment (0001).Verify that it came in correctland savg.

6. The FTE should default back to 100%Rianned Working Time (0007) Verify thatit came
in correctly and aveg.
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