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Date:	October 4, 2016
To:	Agency Payroll, HR, and Accounting Staff
From:	Mary Muellner, Director, Statewide Payroll Services
Subject:	New Employee HR Data Link Available in Time Entry

Beginning today, you will see a new employee HR Data link on the following time entry pages:
· In SEMA4 – Mass Time Entry
· In Self Service – Manager Time Entry Approval
The HR Data link provides limited HR employee information in effect for the selected pay period. The information includes payroll status, position number, FLSA status, and FLSA schedule.
Please notify your Self Service approvers of this change. A notification to Self Service approvers, Self Service Approvers – New HR Data Link in Time Entry, is posted on the SEMA4 Payroll Bulletins page along with this memo. 
SEMA4 – Mass Time Entry page
The HR Data page for the Mass Time Entry page displays HR data for all employment record numbers attached to the employee ID. (For example, if the employee has 2 employment records numbers in Mass Time Entry, the HR data will display for both record numbers.)
Note: The HR Data link is not active (no underline) when all fields on the Mass Time Entry page are grayed out.
To access the HR Data page:
1. On the Mass Time Entry page, select an employee then click the HR Data link.
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2. The HR Data page displays a view-only selection of HR information about the employee. Information includes employee record number and FLSA information.
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Click the Return button to close the window.
Self Service – Self Service Manager Time Entry Approval
The HR Data page for Manager Time Entry Approval only displays HR data for the employment record number attached to the timesheet. 
Note: This link is only for approvers; it will not display on employees’ timesheets.
To access the HR Data page:
1. On the Manager Time Entry Approval page, select an employee then click the HR Data link.
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2. The HR Data page displays a view-only selection of HR information, including FLSA information, about the employee.
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· Use the scroll bars to review all the information.
· Click the Return button to close the window.
Questions?
Agency Payroll and Human Resources staff should contact Lynda Hanly in Statewide Payroll Services at 651.201.8074 or lynda.hanly@state.mn.us if there are questions.
PLEASE SHARE THIS INFORMATION WITH APPROPRIATE STAFF IN YOUR AGENCY.
658 Cedar Street  400 Centennial Office Building
Saint Paul, Minnesota  55155
An Equal Opportunity Employer
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