

5 April 2005




Separation Process

Table of Contents:

Separation Process
· Insert a Row
· Action Codes
· Reason Codes
· What Happens Next?
· Common Problems
Separation Report
· Report Start and End Dates
· Effective Date
· Running a Report
Online HRIS Form (MS Access 2002)



Action/Reason Code List



FTE/Standard Hours Conversion Chart
Job Codes by Salary Plan

SEPARATION PROCESS

All separations, defined as an employee’s termination or retirement, are input directly in the PeopleSoft HR system by departmental end users. 

There are two methods for accessing the page which allows separation processing.  Both methods accomplish the same end result and are strictly a matter of the end user’s personal preference.  The first method is to access the page directly by using the following path on the menu bar:

Home
Administer Workforce

Administer Workforce (GBL)
Use

Job Data

Work Location

The second method utilizes the PeopleSoft Navigator functionality commonly used for Payroll’s Time and Leave process.  To access the Navigator, use the following path: 

Home

PeopleTools

Navigator

Admin Information

Separation Information
Employee Separation Process
Once the Job Data dialogue box opens, select the employee you wish to separate.  You may enter them by employee ID
, or their name
. Click the Search button or press the Enter key.
Insert a Row:

The Work Location panel will appear with the employee’s job data record. Insert a data row into the Effective Date field by clicking + (plus) box to the right of the page.
  The current date is always the default date – once the date appears you may change it to the separation date.  Remember, the separation date is the first date the employee is to be totally OFF the state’s payroll.  

Action Code:

Once the date is entered, tab to or click on the Action Field located directly beneath the Effective Date field.  Using the drop down arrow to the right of the field, select either the Retirement code or the Termination code (note: it is not Term w/Pay or Term w/Ben) depending on the type of separation needed.
Reason Code:

Once the Retirement or Termination code has been selected, tab or click on the Reason field directly to the right of the Action field.  Use the spy glass icon to trigger the search for the list of values. If you know that the termination code you need begins with an R, you can type the letter R into the Reason Code field and press the Lookup box.  The list of values will be all of the reason codes beginning with R: RS5 (resign-other position), RS7 (resign, return to school) etc.  If you are not sure what value you need, leave the Reason Code field blank and click the Lookup box to view the entire list of codes.  For a listing of the values and what they mean, please see the Action/Reason Code listing.  
There are some key points to remember in selecting the appropriate Termination Reason code: 

· Employees who leave one state agency for a position in another state agency take their state benefits and accruals with them.  The Reason code SEP designates to the Payroll and Benefits offices that they must transfer the employee’s benefits and accruals, not end them or pay-out accrual balances.
· Employees who terminate from the state’s payroll but accept a position with another entity located within the Medical Center complex (for example, KUPI, Hospital Authority) want their privileges to remain.  There are Reason codes to reflect each Medical Center entity. Those codes alert various departments that while an employee is leaving the state payroll, they are still working on campus. By using the correct code, an employee accepting a position with another campus entity does not have their parking sticker removed or their Kirmayer membership cancelled. Networking and University Police are notified that an employee’s computer privileges or security badge must be transferred instead of terminated. 

· Employees who are to be termed for disciplinary reasons must have their Civil Service or Board of Regents rights upheld.  In the event there is a disciplinary problem with an employee, contact the Human Resources department immediately. Human Resources will handle the matter and, if a termination is warranted, Human Resources will enter the termination into the PeopleSoft HR database.
Once the appropriate Action/Reason codes are entered, you must click the Refresh icon at the bottom center of the page. This allows the Separation Comments box to appear, click to open it. This is a text box for departments to enter commentary about the separation. It is very helpful for departments to explain what they are trying to do since that allows Human Resources to make sure the appropriate dates and reason codes are being used.  Please remember that all dialogue boxes on the HR system are legally discoverable in the event of litigation so keep comments professional and to the point. To finish and close the comments box, click the OK button.
You may now save the panel by clicking on the Save Disk icon in the bottom left corner of the page. As an end user, you have now completed your portion of the separation. However, it is important to understand what happens next in the process.
WHAT HAPPENS NEXT?
Once the end user saves the panel, the separation is transferred as a worklist item to Human Resources.  An H.R. representative will open the worklist and review the information. The separation is checked for the correct effective date and Action/Reason code.  Here is where the Separation Comments provide a vital tool for H.R. to ascertain the true intentions of the department.  Many problems have been avoided by correcting the system prior to H.R. approval based on departmental Separation Comments. 

Once H.R. has reviewed and approved the separation, it will be transferred as a worklist to the Payroll Office and the Benefits Office (where applicable). Payroll will then act to either pay-out or transfer vacation and sick leave accruals.  Benefits will notify insurance carriers of the terminated benefits or of their transfer to another state agency.  Once Payroll and Benefits have finished their work, the separation is completed.  Several other campus departments also receive notification of the separation, including Networking, KU Police, Employee Health, and others. 
COMMON PROBLEMS

Sometimes the separating employee either changes his/her mind about leaving or needs to revise the effective date.  If you have already entered and saved the information, you will have to contact Human Resources (specifically Tina VanRaden, ext. 8-5075) to change it.  When a change is necessary, Human Resources will contact Payroll and Benefits about the change in date or status and will also correct the State of Kansas master PeopleSoft database. 
Sometimes an employee will be separated after another event has already taken place in the system. For example, an employee is to be separated today but you have anticipated a change in funding one month in the future and already have the funding change on the system.  This is possible since PeopleSoft works on a timeline but the system will not allow the end user to insert or correct data within the timeline. You may add a fresh event, but you cannot insert a change within the existing timeline. To do so will give you an error message and the page will not save. In that event, contact Human Resources who will remove the future dated row from the job data timeline in order for you to complete the separation. 
This same problem occurs if you forget to insert a row.  If you attempt to change the existing effective date you will receive an error message explaining that you must be in correction mode in order to change the timeline.  When that happens, you must get out of the job data record.  Click on the breadcrumb trail at the top of the page to move back one step. You will receive an error message alerting you that you have unsaved data on the page.  Click the Cancel button and the page will close.  You will then have to begin again by opening the job data suite of pages and finding your employee. 
Occasionally during the save process the end user will see a pop-up message about a Final Check Request.  Click OK, the system will not actually create a final check request in Payroll until the separation has been approved by Human Resources.  You may also experience warning messages about an employee’s VISA status or Pay Rate changes; again, click OK since the separation is not completed until approved by Human Resources and worked by Payroll and Benefits. 

SEPARATION REPORT

The beauty of the separation process is that end users need not prepare HRIS forms for separations unless the term is for disciplinary reasons. However, departments still want a way to track the separations of former employees.  There is a report that departments can run which will show them the separations within their own department.  You can access the report by using the direct page method or the Navigator icons.  To utilize the direct page method, use the following path on the menu bar:
Home
Administer Workforce

Administer Workforce (GBL)

Report

Employee Separation

To utilize the Navigator icons, use the following path: 

Home

PeopleTools

Navigator

Admin Information
Separation Information

Separation Report

Run Control:
The Separation Report operates exactly the same way as a Payroll Time & Leave report.  The very first time you run it you must add a Run Control. At the Run Control ID field, click the Add a New Value link and then type your run control.  A Run Control is a one-word description which can be any word of any length, and which then lives on the system. Enter the Run Control you wish to use and click Add. From then on, you can either type in the run control or you can click the Search button to select a run control.  The system will take you directly into the report page if you only have one Run Control.
Report Start and End Dates:

The Separation Report features parameters for Start and End dates and for Action versus Effective dates.  The start and end dates are just that, the time period you wish to view. However, the Action and Effective date choice will determine the records you will access.
Effective Date:

In PeopleSoft, the Effective Date is the date an action actually occurs on the system. For a separation, the Effective Date is the first day the employee is OFF the payroll system.  An Action Date, however, is the date the action (in this case a termination or retirement) is physically typed in to the system. 

The difference can be dramatic. For example, if you wish to see employees who separated in the month of July, you can enter 7/1/05 and 7/31/05 as start and end dates and choose the Effective Date option.  The report will show you anyone in your department that separated in the month of July, regardless of what date their separation was actually input into the system.  However, if you choose the same start and end dates but select the Action Date option, the report will show you any employee in your department whose separation was typed in during the month of July, regardless of whether the separation was effective in June or May or August. 
Running a Report:

Because of the date options, you can run the report any time you need to gather the data.  Some departments run it monthly, some daily, some several times a day depending on the needs of the end user.  Departmental separation history can also be run by using dates from January 1996 forward.
Once you enter the start and end dates and select the date choice option, you must enter the five-digit department number you wish to view.  End users may only view departments for which they have security access.  Once the department number is entered, click the Save Disk icon in the left bottom corner of the page.  To kick off processing, click the Run button. 
The Process Scheduler Request page will appear.  All field values are pre-set and should not be touched.  The page will show you the name of the report (Employee Separation Report), the process name (JPAY331), the process type (SQR Report), the type (Web) and the format (PDF).  Click the OK button in the bottom left corner.
The original Separation Report page reappears.  To track the progress of processing, click the Process Monitor link next to the Run button. A Process List page appears to show the name of the process, the date/time it was initiated and the run status.  There are five stages to processing (queued, initiated, processing, posting, and success): when the status shows Success, the report is ready.

Click the details link to begin accessing the report. The link takes you to the Process Details page, click the View Log/Trace link at the very bottom. This opens a new page, the Report/Log Viewer.  Your report, always in PDF format will show at the bottom, the jpay331.  Click that link and the actual PDF report will show in the new window. 

You may save the report to another location (such as a G:/ drive), print it, or review it and close. Data fields in the report did not change, values include the employee’s Name, Emplid, Department, Pay Group, Job Title, etc.  The Transfer Status and Comments sections show if an employee has moved to a non-state campus entity. The report also shows the actual term date as well as the action date. 

When finished, you can close this window by clicking the red X at the top right corner of your screen and still remain within PeopleSoft.  You can use the breadcrumb trail to return to other page suites in the HR database.  When finished with the PeopleSoft application, it is important to always sign out (the link at the top right side of any page).  Failure to do so means your session will continue to run on the PeopleSoft computer server until it times out in 60 minutes.  This lessens the available resources the computer server has for other users and slows down processing for everyone.  
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� An alpha-numeric 11 digit number, commonly beginning with the letter ‘M’ or ‘J’.


� PeopleSoft naming convention is Last Name,First Name with a comma but no space between. Ex: Doe,Jane


� The F7 and F8 keys do not work in PeopleSoft version 8.0. 


� The processing speed is dependent upon the length and difficulty of the requested report and the resources currently in demand upon the server.  Processing can therefore take a few seconds or several minutes.  The run status is sometimes slow to update when the computer has moved from one stage of processing to the next.  You can click the Refresh button to update the run status BUT IT WILL NOT AFFECT PROCESSING SPEED.  Recommended guidance is to click the Refresh button no more than every 30 seconds to check the status update. 
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