PS0101 - Process a Hire from JobAps

(Action = Hire + Reason = New Hire ) Atthis point...

-> The candidate has been selected

-> The Salary and Start Date has been determined
-> Any required salary budget approval has been completed

-> An Offer Letter has been sent to the Candidate with the approved salary
-> The candidate has accepted
1 -> The Recruiter has determined the candidate is a New Hire.
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At this point...

-> The candidate has been selected

o i -> The Salary and Start Date has been determined
PSO 102 P rocess a H I re N Ot From J ObApS -> Any required salary budget approval has been completed
(ACtion = Hire + Reason = New Hire) -> An Offer Letter has been sent to the Candidate with the approved salary

-> The candidate has accepted

->The HR Agency Coordinator has determined candidate is a New Hire.
-> All required approvals obtained outside of the system.
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PS0103 - Process a Rehire from JobAps

(Action = Rehire + Reason = 1) Reinstatement 2) Non-Reinstatement)

At this point...

-> The candidate has been selected

-> The Salary and Start Date has been determined

-> Any required salary budget approval has been completed

-> An Offer Letter has been sent to the Candidate with the approved salary
-> The candidate has accepted

-> The Recruiter has determined the candidate is a Rehire
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At this point...

-> The candidate has been selected

-> The Salary and Start Date has been determined

-> Any required salary budget approval has been completed

-> An Offer Letter has been sent to the Candidate with the approved salary

PS0104 - Process a Rehire Not From JobAps

(Action = Rehire + Reason = 1) Reinstatement 2) Non-Reinstatement)

-> The candidate has accepted
-> The Agency HR Coordinator has determined the candidate is a Rehire
-> All required approvals obtained outside of the system.
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PS0105 — Complete the Hire or Rehire

(This step will be completed on the employees first day as an outcome of Orientation & Onboarding)

At this point...
-> The employee has been entered into the system

-> The employee has shown up for their first day of work
-> The employee has attended Orientation and is completing new hire

3 paperwork, some of which needs to be entered into either SPS or CPB
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PS0201 - Process a Promotion Not From JobAps

(Action = Promotion)

At this point...

-> Conversations have occurred at a minimum between the Supervisor/
Mgr and the 2" Level Manager that a Promotion action is appropriate.
-> Required Approval obtained outside of the system. This process is
the formality of entering the agreed upon action into the system.
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PS0301 - Process a Demotion Not From JobAps

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

At this point...

-> Conversations have occurred at a minimum between the Supervisor/
Mgr and the 2" Level Manager that a Promotion action is appropriate.
-> Required Approval obtained outside of the system. This process is

the formality of entering the agreed upon action into the system.
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PS0401 — Transfer — Reassignment in Same Agency
(Action = Transfer + Reason = Reassignment in Same Agency) At this point...

-> Required Approval obtained outside of the system. This process is
the formality of entering the agreed upon action into the system.
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PS0402 — Transfer — Intra-Agency or Other Agency Not From JobAps

(Action = Transfer + Reason = Intra-Agency or Other Agency)

Assumptions:
-> Both of the agencies involved in this transaction use the SPS system for
personnel transactions.
At this point...

-> Required Approval obtained outside of the system. This process is the
formality of entering the agreed upon action into the system.
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At this point...

PSOSO 1 = P roceSS a Salary AdJ ustm ent -> Conversations have occurred at a minimum between the Supervisor/Mgr and the
. . . . 2" Level Manager that a Salary Adjustment action is appropriate.
(Actlon = Salary Adjustment + Reason = 1) Advanced Step 2) Misc. Ad]ustment) -> Required Approval obtained outside of the system. This process is the formality of

entering the agreed upon action into the system. This process is the formality of
entering the agreed upon action into the system.
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PS0601 - Process a Data Change — Change % Employed
(Action = Data Change + Reason = Change % Employed)

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

At this point...

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

-> Required Approval obtained outside of the system. This process is the formality of
entering the agreed upon action into the system. This process is the formality of
entering the agreed upon action into the system.
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PS0602 - Process a Data Change — Administrative Change

(Action = Data Change + Reason = Administrative Change)

At this point...

-> If the employee status is changing in regards to FT/PT, the employee has been counseled on the impact this
change may have on their salary, health benefits and leave accruals.

-> If the employee change involves the number of deduction periods, the employee has been counseled on the
impact this change may have on their pay check.

-> Required Approval obtained outside of the system. This process is the formality of entering the agreed upon

o . action into the system. This process is the formality of entering the agreed upon action into the system.
The types of changes that may occur in this transaction are:
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%’., -> Change employee Supervisor
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PS0603 — Complete Transaction

(This step will be completed after the Promotion, Demotion, Salary Adjustment, Data Change and Transfer transactions)

At thi int...

-> A Promotion, Demotion, Transfer, Data Change or Salary

Adjustment has been approved by all required levels.
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PS0701 - Process a Termination — Deceased
(Action = Termination + Reason = Deceased)
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PS0702 - Process a Termination — End of Temporary Employment

(Action = Termination + Reason = End of Temporary Employment)
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PS0703 - Process a Termination — New Hire — No Show or New Hire — Declined Offer After Acceptance

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

Assumptions:
-> This event could either be:

-> The employee called before their start date and notified Supervisor/Manager they

had changed their mind or
-> The employee does not show up on their scheduled first day of work.
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PS0704 - Process a Termination — Laid Off From Allocated Position
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PS0705 - Process a Termination — Retired —

This includes a
notice of retirement

letter including their
Last Day of Work
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PS0706 — Process a Termination — Leave Without Pay (railure to Return from Leave)
(Action = Termination + Reason = 1) Leave Without Pay — Medical 2) Leave Without Pay — Military 3) Leave Without Pay - Personal)

At this point...
-> 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.
) 1 -> This process is the formality of entering the agreed upon action into the system.
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PS0707 - Process a Termination — Resigned for Military Service
(Action = Termination + Reason = Resigned for Military Service)

At this point...

-> Conversations have occurred to discuss the employee situation and a

determination has been made that the employee is resigning for Military Service and
must terminate their state employment.
-> This process is the formality of entering the agreed upon action into the system.
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PS0708 - Process a Termination — Resigned State Service
(Action = Termination + Reason = Resigned State Service)

At this point...

state employment.

-> Conversations have occurred to discuss the employee situation and a
determination has been made that the employee is resigning and must terminate their

-> This process is the formality of entering the agreed upon action into the system.
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PS0709 - Process a Termination — PIN Abolished

Start
3 6 7
P Identify Affected Final EE’s P Notifies
2 EE’s Identified Termination
‘cé
3 g v 4 |
> 3 .
8 < ~ Budget Decision to
o= é Reduce Staff
[S =N 4
<< 2 Meet w/Afffected No
© ¢ EE
Q
Q
< 2
Adhoc Report:
Seniority Points
A
=
o 8
IS Review c:omll|e1e9 13 14 15
= Termination pletez Off-Board Adhoc Report: Adhoc Report:
e ’ the Audit Terminations Terminations
S Employee
O 12
hd A Go To
I 9 PS0801
? Enter/Modify e PO A \ 4
O Termination ¢ A
g Online End
) Y
N
o 5
g. EE Informed of |—
] Separation
A
10
SPS:
Termination linked fepiRecidedn
wn System
o to employee ID.
& 17
16
> Go to > Go To
BA0802 P(;,’:l):\loo
Ben Term Maint.
) Recruiting v The Employee Receives
S _ DBM OPSB .| Priority on Eligibility List
= o X .t Due to Separation 14 15
= 18 20 . p
Q g . Beneflts_ Goto & Goto . Adhoc Report: Adhoc Report:
’,CE) Timekeeping PS0711 Lt Leg‘ée(ii"k RE0303 Audit Terminations Terminations
b4 Agency Payroll Coordinator Final Check P Eligibility List
CPB




PS0710 — Process Final Check

“termination” event must be held in SPS until after the |. *

employees final check is generated or can we send it as

soon as the event is entered into SPS.

Need to determine the appropriate time to
“terminate” the employee in Timekeeping

to ensure their final timecard can be
completed.
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PS0801 — SPS Audit — Personnel Transactions (PS)

At this point...

-> The required personnel transactions already completed in the SPS System.
-> This process is the formality of conducting audit of data entry for all personnel
transactions in the SPS system.
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PS0900 — Track Telework

There are numerous forms that must be completed by both the
employee and the supervisor for a teleworking request. All of
the paperwork associated with a telework request will be
completed, reviewed and approved/denied outside of the
system. The system shall track approved telework requests.
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PS0901 — Track Compressed Workweek

There are numerous forms that must be completed by both the
employee and the supervisor for a compressed workweek

request. All of the paperwork associated with a compressed

workweek request will be completed, reviewed and approved/
denied outside of the system. The system shall track approved
compressed workweek requests.
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