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. X i g Assumption
(Action = Promotion + Reason = Promotion)
-> Conversations have occurred at a minimum between the
Supervisor/Mgr and the 2" Level Manager that a Promotion
action is appropriate. This process is the formality of entering
the agreed upon action into the system.
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MSS0102 - Demotion Not From Recruiting

(Action = Demotion + Reason = 1) Voluntary 2) Career Change
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Assumption

-> Conversations have occurred at a minimum between the
Supervisor/Mgr and the 2™ Level Manager that a Demotion
action is appropriate. This process is the formality of entering
the agreed upon action into the system.
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MSS0103 - Salary Adjustment Assumpiion

(Action = Salary Adjustment + Reason = 1) Advanced Step 2) Misc. Adjustment) -> Conversations have occurred at a minimum between the

Supervisor/Mgr and the 2" Level Manager that a Salary

Adjustment action is appropriate. This process is the formality of
entering the agreed upon action into the system.
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Manager Self-Service - Future State Process Flows v4.0

MSS0104 - Process a Data Change — Change % Employed

(Action = Miscellaneous Adjustment + Reason = Change % Employed)

When the Supervisor/Mgr enters the
transaction, they should be alerted that
this change will not only impact the
employees pay check but it also could
impact their health benefits eligibility

Assumptions

-> Conversations have occurred at a minimum between the Supervisor/Mgr and the
2" Level Manager that a Change % Employed is appropriate.

-> The employee has been counseled on the impact this change may have on their
salary, health benefits and leave accruals.
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MSS0105 - Termination — Deceased

(Action = Termination + Reason = Deceased)
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MSS0106 - Termination — New Hire — No Show or Declined Offer After Acceptance

(Action = Termination + Reason = 1) New Hire — No Show 2) New Hire — Declined Offer After Acceptance)

(] 1 This event could either be:
q>’.. 1) the employee called before their start date and notified they had
3 An Employee A
= Start P crhediled ta otart | © 5 0t 0t changed their mind or
(3 Scheduled to Start X .
= Does Not 2) the employee does not show up on their scheduled first day of
w work.
5a :
0 8., Initiate 3 4 11 10
,GE) g Termingtion - » Select | Enter Termination Notification: Notification:
o © New Hire No Employee Online Term Denied Term Approved
(?) = Show/Decline
|
N
e
5 v
=
< 8
o= 9 9 7 Got 9
5 . . oto
c Worklist: Review .
o) ‘5 EmMerm Termination Approve YesPp PS0703 Enter Denial
S:" 8 S Online Term? No Show or Online
o q Declined
I
) 4

SPS
O

12
Notification:
Employee Deleted

Agency
PR Coordinator

12
Notification:
Employee Deleted

DBM EBD




MSS - Manager Self-Service - Future State Process Flows v4.0

MSS0107 - Termination — Resigned for Military Service Assumptions
(ACtiOﬂ = Termination + Reason = Resigned for Mllltary Service) -> Conversations have occurred to discuss the employee situation and a

determination has been made that the employee is unable to return from their leave

of absence and must terminate their state employment.
-> This process is the formality of entering the agreed upon action into the system.
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MSS0108 - Termination — Resigned State Service

(Action = Termination + Reason = Resigned State Service)

1

@ EE Submits The Emplqyee is Asked to
q>)‘ Written Vacate Include their “Last Day

3 Start — NEitEs i Worked" on the Notice

g— Supervisor/Mgr

]

= 2

2o Initiate 3 4 For\;r\)/ard The Agency HR 15 -

s 2 Termination — Select || Enter Termination —(2)-J» Sl Nl Coordinator will file the Notification: Notification:
© = Resigned for Employee Online P 12), e notice in the employees Term Denied Term Approved
% s Military Service personnel file.

n

= No Yes
g v v
©
a‘ = 5 7 13 v
% g Worklist: Review g 9 ol e (= o End
> 8 Emmerm T S Approve Yegp| Enter Approval Enter Denial Object to Nopp» TLXXXX
<O PRey —— Online Term? Online Online eave Ban Leave Bank
0 d Depatig? Deposit
T
Y
10 .
n SPs: * . | The Employees Unused Sick
o Term Recorded in Balance Will be Deposited in
n System the Leave Bank Unless EE
Objects
x s 17
0T 16. Go to
> C Worklist:
29 Employee Term PEOrE
S5 Final Check
D O
<O

18
Go to
BA0802
Benefits
Termination

DBM EBD




MSS - Manager Self-Service - Future State Process Flows v4.0

MSSO0109 - Termination — Laid Off From Allocated Position
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MSS0110 - Termination — Retired
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MSSO0111 - Termination — PIN Abolished
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MSS0112 - Termination — End of Temporary Employment

(Action = Termination + Reason = End of Temporary Employment)
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MSS0113 — Termination — Leave Without Pay
(Action = Termination + Reason = 1) Leave Without Pay — Medical 2) Leave Without Pay — Military 3) Leave Without Pay - Personal)

Assumptions
The Employee is Asked to
Include their “Last Day -> Conversations have occurred to discuss the employee situation and a

Worked” on the Notice determination has been made that the employee is unable to return from their leave
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MSSO0501 - Initiate Contractual Job Requisition and Position Number
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MSSO0502 — Initiate Contractual Job Requisition (Existing Position Numb'er)
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MSS0503 — Initiate Contractual Conversion
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MSS0504 — Initiate Contractual Renewal

~ v
= p
25 1 c
S © Initiate 2 o 9 Notification:
= c Notification: ’
() Start Contractual Enter Request Modify & Re- No End Contractual
< . Job & PIN Req . ;
o 2 Renewal online Denied Submit? Conversion
>S5 On-line
0]
g ¢
T Notification:
Contractual
10 14 )
g>)‘ Notification a 12 e Enter Denial Conversion
Review Yesp{ Enter Approval R .
C Contractual Request Approve? Online Online w/Reason
(D) Conversion a for Denial
(@]
=
T N
o)) = No-
T =
5’ o 15 19
() Notification X 17 & | Enter Denial Worification.
> O Review Yes® Enter Approval ; Contractual
Contractual Approve? - Online w/Reason ;
O C ) Request Online ) Conversion
C © Conversion for Denial
L C
O T
< L
(@) *
>
>C o 20 24 i
O = 'C Notification 2 22 23 Enter Denial Notification:
c S O Review » Yesp{ Enter Approval " Contractual
— Contractual Approve? ; Online w/Reason A
() o L. c R Request Online for Denial Conversion
D8 onversio or Denial )
>
<aog
=
(@) 30
= Contract Manager 31 Notification:
® Go to CE0403 T
CPB Contractual
= Contractual |
b= Renewal Renewal
—
o
Z




MSS - Manager Self-Service - Future State Process Flows v4.0

MSS0505 — Initiate Contract Termination
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