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Section C
Promotion, Demotion, Transfer, Movement

Introduction

In this topic, you will practice processing promotion, demotion, transfer, and movement
transactions in SEMA4.

THINGS TO CONSIDER BEFORE YOU ENTER DATA

PROMOTION, DEMOTION, TRANSFER, MOVEMENT

To save time and improve accuracy, consider these items before entering a promotion,
demotion, transfer, or movement in SEMAA4.

>

Refer to the bargaining unit contract or plan regarding language on promotion,
demotion, or transfer eligibility, as they may vary.

Verify the salary information.

Compare the compensation of the current job with the new job. Identify
whether the transaction is a promotion, demotion, transfer, or movement. If
you need help, review Administrative Procedure 15.6,
Transfers/Demotions/Promotions. Also, check the Glossary in SEMA4 Help.

For a promotion, verify that the amount of the increase does not exceed the
maximum of the range or salary limits in contracts and plans.

For a movement, for the purpose of determining salary, apply the same
formula as promotion, demotion or transfer.

Check the position record to make sure the information is accurate, especially:
Job Code, Status, Department, Location, Business Unit, Title, Seniority Unit,
Reg/Temp, Full/Part Time, Standard Hours, Classified Indicator, FTE, and Not
To Exceed Date. Check the Position Funding.

Choose the appropriate Action and Reason. Refer to the check lists in SEMA4
Help.

If compensation is off step, be sure the Rate Code is correct.

Add notes if it is an unusual transaction, or if the employee is given more than
three steps on promotion.

Figure out the Eligible For Next Increase date.

If you do not have security clearance to the employee’s record, process a
department ID change before entering the transaction.
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Promotion

Use the Promotion action to appoint an employee with permanent or probationary status to
a position with permanent or probationary status in a higher job class. The higher job class
has a salary range maximum which meets one of the following criteria:
e [stwo or more salary steps higher than the maximum of the current job class; or
e Requires an increase of two or more steps to pay the employee at the minimum of the
new range.

Some examples of promotions are:
e Competitive Open Appointment
e Agency Competitive Placement

Compare Promotion to Movement

Select Promotion if the employee is moving from a status (permanent or probationary)
appointment to another status appointment.

Select the Movement action if the employee is moving from or to a non-status (examples:
emergency, temporary, limited) appointment.
Access SEMA4 HeLp

First, refer to SEMA4 Help to find out how to process a promotion.

ACTION RESULT \
1. Access SEMA4 Help. SEMAA4 Help Contents
displays
2. Click Check Lists. HR & Payroll Check Lists
appear
3. Click Promotion. Promotion — Reason Codes

page displays

4. Click next to Agency Competitive Placement (ACP). A pop up box with a hint

appears
e Read the hint.

5. Click again. The hint disappears

6. Click Agency Competitive Placement (ACP). Promotion - Agency

Competitive Placement —

e Read the check list. Check List displays
e Notice the reason code, ACP.

7. Click Hires: Unlimited Classified Positions Operating Operating Policy and
Policy and Procedures. Procedure page displays

8. Click the Back button on the browser. Check list appears again
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ACTION
9. Scroll down. Click WHOA! Better Check Those Critical
Fields Before Saving This Transaction.
Notice the fields that have required values:
e Regular/Temporary
e (Classified Indc
e Empl Class

REsuLT

A pop-up box displays, listing
fields with required values

10. Click the Back button.

Promotion — Reason Codes
page displays

11. Agency Competitive Placement is not the only reason
code for the Promotion action. Look at some other
lightning-quick hints, for descriptions of other reason
codes.

Hints display

12. Exit SEMA4 Help.
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PROCESS A PROMOTION

In this walk-through, you will process a promotion.

Dana Cooper, a Management Analyst 2, is being promoted to Management Analyst 3. You
have security clearance to the job and position records. You have viewed the position record
of Dana's new position, and it does not require any changes.

The action is Promotion because the employee is in permanent or
probationary status, and is being appointed to a higher job class, in
permanent or probationary status. The higher job class has a salary range
maximum which meets one of the following criteria:
e [stwo or more salary steps higher than the maximum of the current
job class; or
e Requires an increase of two or more steps to pay the employee at
the minimum of the new range.

ACTION RESULT

1. Sign in to the User Training database, using your training Main menu appears
user ID and password.

2. Select Workforce Administration > Job Information > Job | The Job Data search page

Data displays
3. Inthe EmplID field, enter 000667 __ (substituting your Work Location page displays
information for Dana J.
two-digit code for the blanks) and click | S&arch Cooper
4. Be sure that the current or future row you want to copy For this example, the current
displays. row is displayed
5. Toinsert a row of information, click SEMAA4 copies the row you

are viewing and inserts
today's date in the Effective
Date field

The steps for processing a promotion are similar to some of the steps for processing a hire.
Abbreviated steps will be shown here. See the Hire topic in Section A of the learning guide, or
SEMAA4 Help, if you need more detail or field definitions.
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Begin with the Work Location page.

_ Home w
State Of Minnesota All = | Search s | Advanced Search |5 Last Search Results
Work Location Job Information Job Labor Payroll Salary Plan Compensation Leave WOC
Cooper,Dana J Empl ID 00068701
Employes Empl Record 0
Vork Location Find  Fist' 1of3'? Last
*Effective Date 04/02/2015 5 Go To Row +|[=]
Effective Sequence o *Action Promotion -
HR Status Active Reason|ACF Agency Competitive Placement
Payroll Status Active *Job Indicator Primary Job -
Calculate Status and Dates
Current i}
Position Number 00020002 Management Analyst 3
‘Ovemide Position Data
Position Entry Date |04/02/2015 "
Position Management Record
Regulatory Region USA United States
Company SMN State of Minnesota
Business Unit HESMP Human Srves-MAPE
Department HS55M200 Financisl Management
Department Entry Date |02/07/1995 "
Location HEE1S Department of Human Services
Establishment ID [H5542 Department of Human Services Date Created 08/14/2012
Expected Job End Date £
Job Data Employment Data Benefits Program Participation

e Enter the first day of the promotion.

e |If a warning message displays, verify the effective date.

Action

e Select Promotion.

Promotion

Reason

e Select the appropriate reason.

ACP, Agency Competitive
Placement

e Use the Look Up page to select a value.

4. Position Number 00030002
e Enter or look up the new position number. Press Tab.
5. Position Entry Date 04/02/2015
e This is the date the position number was assigned to the
employee.
6. Establishment ID H5542
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Select the Job Information page.

State Of Minnesota

All = | Search

Job Labor Payr

Effective Date 04/02/2015
Effective Sequence 0

HR Status Actiw

Active

Payrell Status

Job Code 000592

Entry Date 04/02/20158

Supervisor ID
Reports To 00000001
Unlimited

RegularTemporary

Empl Class Probatnry

Regular Shift Day
Classified Ind

Classified

Standard Hours
FTE

40.00
1.000000

Contract Number

Contract Type

== USA

ob Data

Employment Data

Management Analyst 2

Dir Agricultural Lab
FulliPart Full-Time
*Officer Code Mon-Manager
Shift Rate

Shift Factor

Work Pericd SMHM

Mext Contract Number

Benefits Program Participation

Home
Advanced Search 3l Last Search Results
alary Plan Compensation Leave /WOC
Empl ID 00085701
Empl Record 0
Find First 10of3 Last
Go To Row
Action Promoticn
Reason Agency Competitive Flacement
Job Indicator Primary Job -
Cumrent j

Workli:

FIELD NAME DATA

be Unlimited or Seasonal.

This field affects employee

View for accuracy. Data came from the position record.
For Promotion — Agency Competitive Placement, it must

1. Entry Date 04/02/2015
e Change the job code entry date, if necessary. This is the
date the job code was assigned to the employee record.
e This date affects the employee's class seniority, as
defined in collective bargaining unit agreements or
compensation plans. Be sure this date is accurate.
2. Regular/Temporary Unlimited

insurance eligibility.
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FIELD NAME DATA

3. Full/Part Full-Time

e View for accuracy. Data came from the position record.

e This field affects employee insurance eligibility.

4. Empl Class Probatnry

e For a promotion, you must select Probatnry or
Permanent.

5. Officer Code Non-Manager

e Review the employee’s benefit eligibility and select the
appropriate value.

e This field indicates the employee’s eligibility for
Manager’s Income Protection Plan (IPP) and any other
insurance benefits associated with being a manager.

6. Classified Indc Classified

e Check for accuracy. This data came from the position
record. For Promotion — Agency Competitive Placement,
it must be Classified

7. Standard Hours 40.00
e Check for accuracy. This data came from the position
record.

e A change in standard hours can affect insurance
eligibility and will change the FTE.
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Select the Job Labor page.

State Of Minnesota

Work Location || Job Information

Labor Information

Effective Date

Effective Sequence

All = | Search

Empl |

# | Advanced Search

Job Labor || Payroll || Salary Plan || Compensaticn

D 00088701

Empl Record 0

04/02/2015

i}

Active

Payroll Status Active

Bargaining Unit

Labor Agreement

Labor Agreement Entry Dt 10
Employee Category

Employee Subcategory

Employee Subcategory 2

Union Seniority Date

Works Council ID
Labor Facility ID

Assigned Seniority Dates

Seniority Date

Recalculate Seniority Dates

Job Data

19/2002 &l

Position Management Record

MAP MM Aszsoc of Profe:

5
Stop Wage Progression
Pay Union Fee
Exempt from Layoff

*Labor Seniority Date

Employment Data

ssicnal Emplo

3l Last Search Results

Action Fromaticn

Reason Agency Competitive Placement

Job Indicator Primary Job

Reason

Personalize | Find | View Al | &

Override Owerride Reason

Benefits Program Participation

Add to Favorites F

New Window | Hel

Home Wiorklist
Fin First of 2
Go To Row
Current _)l
of Last

FIELD NAME DATA

1. Bargaining Unit

e View for accuracy. Data came from the position record.

e This field affects employee insurance eligibility.

2. Union Code

e View for accuracy. Data came from the position record.

e This field affects employee insurance eligibility.

MAP

Employee Maintenance
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Select the Payroll page.

B Home Wi
State Of Minnesota All = | Search 7 | Advanced Search  |Jf Last Search Results
Work Location Job Information Job Labor Payroll Salary Plan Compensation Leave /WCC
Empl I 000868701
Empl Record 0
Payroll Information Find  First'Y 10f 2" Y Last
Effective Date 04/02/2015 EDUCEED
Effective Sequence 0 Action Fromotion
HR 5tatus Active Reason Agency Competitive Placement
Payroll Status Active Job Indicator Primary Job B
Cument J
Payroll for North America
Pay Group P18 Human Services
Employee Type H . Hourly Holiday Schedule HOL , Std. Hol
Tax Location Code |MN . Minnescta
GL Pay Type FICA Status Subject -

Combination Code

Edit ChartFields

Job Data Employment Data Benefits Frogram Farticipation

FIELD NAME DATA

1. Pay Group Accept default
e This field is view-only and cannot be changed after the
record was created. You can ignore the value displayed.
2. Holiday Schedule HOL
e Select the appropriate value. If the employee is not
eligible for holidays, select NONE — No Holiday
Schedule.
3. Employee Type H
e Select hourly or salaried.
4. Tax Location Code MN
e Accept the default MN; if the work location is outside of
Minnesota, select the correct state.
5. FICA Status Subject
e Accept the default or select a value.
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Select the Salary Plan page.

B Home Woi
State Of Minnesota All = | Search Advanced Search 3| Last Search Results
Work Location Job Informaticn ob Labor Payroll Salary Plan Compensation Leave /WOGC
Cooper,Dana J Empl ID 00086701
Emgloyee Empl Record 0
Salary Plan Find|viewall  Fist 3 10f3' " Last
Effective Date 04/02/2015 SojloRow
Effective Sequence 0O Action Promotion
HR Status Activ Reason Agency Competitive Placement
Payroll Status Job Indicator Primary Job -
Current (J
L)
Salary Admin Plan 143
Grade 10 ] Grade Entry Date |04/02/2015 |[5j
Step |2 Step Entry Date |04/02/2015 |31
Includes Wage Progression Rule
ob Data Employment Data Benefits Program Participation

FIELD NAME DATA

1. Grade Entry Date

e Accept the displayed value.

Accept default

e Enter the date the employee entered this step.

2. Step 2
e |If the compensation is on step, select the appropriate
step for the promotion.
3. If a step value was entered, click 3| (refresh) in the
toolbar.
4. Step Entry Date 04/02/2015
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Select the Compensation page.

Home
State Of Minnesota All = | Search # | Advanced Search 3| Last Search Results
Work Location Job Information Job Labor Payroll Salary Plan Compensation Lesve /WOC
Cooper,Dana J Empl ID 0D0ES701
Employee Empl Record O
Find First of 3 Last
Effective Date 04/02/2015 £ VT
Effective Sequence 0 Action Promotion
HR Status Active Reason Agency Competitive Placement
Payroll Status Job Indicator Primary Job N
cument O
Compensation Rate 9.280000a2 Frequency H Heourly Annual Rate 40,488,220
Pay Components Personalize | Find | & | 52 First 1of1 Last
Amounts Controls Changes Conversion =h»
*Rate Code Seq Comp Rate Currency Frequency Percent
1 |[ONSTEF 0 19.380000 5 (UsD H +| -

‘Calculate Compensation

Job Dats Employment Data Benefits Program Participation

FIELD NAME DATA

1. Rate Code ONSTEP

e If you entered a step on the Salary Plan page, you will
see rate code ONSTEP.

e If you did not enter a step on the Salary Plan page,
select the appropriate rate code. Off step rate codes are
defined in the Off Step Rate Codes — Reference.

e Commissioners Plan and Managers Plan employees are
always off-step; their promotional increases are based
on a percent, not steps.

2. Comp Rate 19.39
e Verify the amount is correct. Rate code and comp rate
filled in based on the step on the Salary Plan page.
. Calculate Compensation The employee's total
3. Click ' )
compensation rate displays
4. Compensation Rate (displayed below the Action field) 19.39

e Verify the employee’s total compensation rate.
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Select the Leave/WOC page.

Home Wi
State Of Minnesota All = | Search Z | Advanced Search 1| Last Search Results
Work Location Job Information Job Labor Payroll Salary Plan Compensation Leave WOC
Cooper,Dana J Employes Empl ID 00086701 Empl Record 0
ob Option / Leave / WOC Find First 1of3 Last
Effective Date 04/02/2015 £3 T T
Effective Sequence 0 Action Promotion
HR 5tatus Active Reason Code Agency Competitive Placement
Payroll Status Active Job Indicator Primary Job
Cument j
Option Code: Salary Authority: | MAF MAPE
Special Program: Hone M Leave Authority: PES MAPE - FT/FT Leave Eligible
Work Out of Class — Requires WOC Rate Code on Compensation
WOC Job Code SetiD: Salary Admin Plan:
Jobcode: Grade:
Appointment End Date: Step:
Job Data Employment Data Benefits Program Participation
FIELD NAME DATA
1. Special Program None
e Leave it blank or select a value.
e |f the employee is appointed as a workers’
compensation-related placement, select Workers’
Compensation. If the employee is filling an essential
position, select Essential. Do not select Not Available;
this is for historical rows only.
2. Salary Authority MAP
e Select the appropriate value.
e Data does not fill in from the position record. You have
to review this field whenever you enter a position
number, and change it if necessary.
3. Leave Authority PES
e Use the Lookup page to select the appropriate value.
e This is the set of rules governing an employee’s
eligibility for leave calculation, accrual, and usage.
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Select the Employment Data component link.

The Employment Information page displays.

B Home
State Of Minnesota All  =| Search 7 | Advanced Search  |J/ Last Search Results
Employment Information Additional Employment Info
Cooper,Dana .J Empl ID 00088701
Employee Empl Record 0
Organizational Instance
Organizational Instance Red 0 Crriginal Start Date 02/07/1995 Owerride
Last Start Date 02/07/1938 First Start Date 02/07/1998
Termination Date
Organizational Assignment Data
Instance Record
Home/Host Classification Home Years Months Days
Company Seniority Date 02/07/1388 |[i Y| override 19 1 26
Service Date |02/07/1998 |[i ¥| Dverride 19 1 26

Probation Date 02/22/2008 |3
Anniversary/Progression Date (040272015 |[A Last Verification Date 2

Business Title NManagement Analyst 2 Position Phone
usa

Cwns 5% (or More) of Company

Appointment End Date gl Contract Length Mot Applicable -
[ 4
Accrue Tenure Services FTE for Tenure Accrual o
L
Service Calculation Group . FTE for Flex Service Accrual «
Job Data Employment Data Benefits Program Participation

FIELD NAME DATA

1. Probation Date 09/23/2008

e |If the Empl Class is Probationary, enter the date the
probation ends.

2. Anniversary/Progression Date 04/02/2015

e [f this is a hire, rehire, or promotion for salary purposes,
enter the effective date of this transaction.

e The anniversary or progression date is a specific date
from which the Eligible for Next Increase date is
calculated for all progression (also known as “step”)
increases.
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FIELD NAME DATA

4. Appointment End Date

e [f applicable, enter the date that corresponds to the last
day the employee will be on the job. The appointment
end date, which pertains to the employee’s job, must be
the same as, or prior to, the Not To Exceed Date on the
position record.

3. Last Verification Date Blank
e Complete this field if your agency tracks this data. This is
the most recent date the employee verified personal
data.
Blank

Select the Additional Employment Info page.

State Of Minnesota

All = | Search Advanced Search

Employment Informaticon

Additional Employment Info

Home

3| Last Search Results

Cooper,Dana J Employee Empl ID 00088701 Empl Record 0
Agency Use Date: 23 Barg Unit Senicrity Date: 23 Seniority Tie Breaker: a
iori . 020071998 |31 W -
Agency Seniority Date: Layoff Expiration Date: 31 Employee Works at Home?:
. - . a
Eligible for Next Increase: 04022018 |3V | ayoff Notice Date: 3 Security Clearance Type:
Email Address: dana.cooper@state. mn.us
Wark Phones Find | View All First f Last
+| =

Phone Type: Main Business -
Telephone: 651/555-9901 Extension: 0
Job Data Employment Data

Benefits Program Participation

Wor

FIELD NAME DATA

1. Agency Use Date Blank
e Enter a date if it applies to the specific purpose set forth
by your agency's policy.
Blank

2. Barg Unit Seniority Date

e Enter the date the employee enters the bargaining unit.
If the employee's contract has no provision for
bargaining unit seniority, leave it blank.

Employee Maintenance Promotion, Demotion, Transfer, Movement
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FIELD NAME DATA

3. Agency Seniority Date Accept displayed date

e Enter the date the employee started continuous
employment with the current agency (example:
Department of Human Services).

e Use this field to track agency length of service as
defined in collective bargaining agreements and salary
plans. This field appears on the Seniority Roster Report
(HP6370).

4. Eligible for Next Increase 04/02/2016

e Enter the date the employee is eligible for an increase.
e Check the contract or plan.

e |If you leave this field blank, the employee may not
appear on the Salary Increase/Probation End Date
Report (HP6150).

5. Security Clearance Type 0

e For most employee’s, select 0 (Not Required).

e Select 2 (Secret) only if there is a legal or business
reason to exclude the employee’s public data from
view. Use this value when the employee’s employment
with the state must be excluded from public knowledge.

6. Email Address dana.cooper@state.mn.us

e Enter or verify the employee’s email address at work.
The insurance unit uses email to contact employees.

7. Phone Type Main Business

e Select the phone type.

8. Telephone 651/555-9901

e Check the telephone number and change it if necessary.
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Select the Benefits Program Participation link.

The Benefit Program Participation page appears.

Home We
State Of Minnesota All = | Search Advanced Sesrch 3| Last Sesrch Results
Benefit Program Participation
Cooper,Dana J Empl ID 00068701
Employes Empl Record 0
Benefit Status Find First of 3 Last
Benefit Record Number 0 Go To Row
Effective Date 04022015
Effective Sequence 0 Action Promotion
HR Status Active Reason Agency Competitive Placement
Payroll Status Active Job Indicator Primary Job
curent
Benefits System Benefits Administration Benefits Employee Status Active
Annual Benefits Base Rate 45000.000 22 usD
Benefits Administration Eligibility
EAS Group 1D Spec Elig | MF12 State 12/12-Full ER Contrbtn
Salary Authority |MAF MN Assoc of Professional Empl Barg Unit 214 Elig
Fid 8
Retirement Code a8 MSRS SEGIP
Benefits |STATE STATE Suppl Ret
Benefit Program Participation Find | View All First 1of1 Last
Effective Date 02/07/1295 Currency Code USD
Benefit Program MM1 Mn Benefit Program 1
Job Data Employment Data Benefits Program Participation
FIELD NAME DATA
e Annual Benefits Base Rate Leave unchanged
e Accept the default. SEMA4 automatically updates this
field for all agencies except MnSCU. MnSCU users
should review the field, and change the value in SCUPPS
if it is incorrect.
e This field affects employee insurance eligibility.
e Salary Authority Leave unchanged
e Check for accuracy.
e This field affects employee insurance eligibility.
e Retirement Code AA
e Select the appropriate retirement plan code.
e This field affects employee insurance eligibility.
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FIELD NAME DATA

e Benefits STATE

e Accept STATE, or most employees. COUNTY applies to
certain employees participating in their county benefits
program.

e This field affects employee insurance eligibility.

e Special Elig MF12

e Select the appropriate code. Refer to the Special
Eligibility Codes — Reference in SEMA4 Help.

e This field affects employee insurance eligibility.

e Effective Date and Benefit Program in the Benefits Program | Leave unchanged
Participation group box

e The information in these fields is maintained by central
benefits staff and is updated nightly by a batch job.

ACTION REesuLT

. 5] Save Saved displays briefly in the
1. Click upper-right corner

e |If a warning appears, read the message and click OK.

2. ] Leave blank

e Use the Job Data Notepad to enter any special notes
regarding job data information when entering an
unusual transaction, or when the reason code Other is
used.

e Create or modify a work schedule for the new
appointment. For this walk-through, do not create or
modify a work schedule.
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SEMAA4 Tips

PROMOTION, DEMOTION, TRANSFER, MOVEMENT

When processing a promotion, demotion, transfer, or movement, use the
following tips to check your work.

v

v

Be sure the Reason is correct.

Make sure the row you added has a Position Number different from the
previous row.

Make sure the Empl Class is probationary or permanent.

Commissioners Plan and Managers Plan employees must be off-step; their
promotional increases are based on a percent, not steps.

Be sure the salary information is entered correctly.

After you save, enter notes if it is an unusual transaction, or if the employee
is given more than three steps on promotion.

Be sure the proper Probation Date is entered.

If the transaction is a promotion for salary purposes, enter the effective date
in the Anniversary/Progression Date field. This is where you record the date
of the last hire, rehire, or promotion for salary purposes.

Check that the Eligible for Next Increase date is accurate.
Be sure the work Email Address and Telephone are up-to-date.
If necessary, check the Leave Accrual Date.

Check the Special Elig code.
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PROCESS A PROMOTION

EXERCISE

In this exercise, you will process a promotion, using Reason code COM.

Resources

You may use these resources in completing this exercise:
e The step-by-step instructions in the walk-through
e SEMA4 Help

Directions

You are filling an Information Technology Spec 1 position by promoting Mary Gardner, an
Accounting Technician in permanent status. You have security clearance to the job record and
position record.

In the User Training database, use the following information to process the promotion.

Hint: Select Workforce Administration > Job Information > Job Data

FIELD NAME DATA

Employee ID 006311 _ (substituting your
two-digit code for the blanks)

Click button to add a row

Effective Date 04/03/2015

Action Promotion

Reason COM, Competitive Open Appt

Position Number 00000333

Position Entry Date 04/03/2015

Establishment ID G24SP

Regular/Temporary (view-only) Unlimited

Full/Part (view-only) Full-Time

Empl Class Probatnry

Officer Code Non-Manager

Employee Maintenance Promotion, Demotion, Transfer, Movement C-20



FIELD NAME DATA

Classified Indc (view only) Classified
Standard Hours (view-only) 40.00
Bargaining Unit (view only) 214
Union Code (view only) MAP

Pay Group (view-only)

(ignore displayed data)

Holiday Schedule HOL
Employee Type H

Tax Location Code MN
FICA Status Subject

Grade Entry Date

Accept default

Step 6
@ (refresh) Click button
Step Entry Date 04/03/2015
Rate Code ONSTEP
Comp Rate 17.52
Calculate Compensation Click button
Compensation Rate (view-only) 17.52
Special Program None
Salary Authority MAP
Leave Authority PE1
Probation Date 10/03/2015
Anniversary/Progression Date 04/03/2015

Last Verification Date

Leave unchanged

Employee Maintenance
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FIELD NAME DATA

Appointment End Date

Blank

Barg Unit Seniority Date

Blank

Agency Seniority Date

Accept displayed date

Eligible for Next Increase

4/3/2016

Security Clearance Type

Email Address

mary.gardner@state.mn.us

Work Phone Type

Main Business

Telephone

651/555-9876

Salary Authority

Leave unchanged

Retirement Code AA
Benefits STATE
Special Elig MF12

Refer to the Special Eligibility
Codes — Reference

Employee Maintenance
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EXERCISE ANSWERS

Your pages should resemble the following pages.

Job Data component:

Home

Last

HE

State Of Minnesota All = | Search % | Advanced Search [ Last Search Results
Waork Location Jeb Information Job Labor Eayroll Salary Flan Compensation Lesve WDC
Empl ID 00831102
Employes Empl Record O
Work Location (% Find First ‘& 4 of 2 '@
*Effective Date 04/03/2015 JEX] Go To Row
Effective Sequence 0 *Action Frometion -
HR Status Active Reason | COM [, competitive Open Appt
Payroll Status Active *Jlob Indicator Primary Job -
Current
Position Number 00000222 '-JJ Information Technology Spec 1
‘Overnride Position Data
Position Entry Date (04/03/2015 =
Puosition Management Record
Regulatory Region USA United States
Company SMN State of Minnescta
Business Unit G24MP DOER-MAFE

Department G241000 H/R Administration

Department Entry Date 04/02/2015 [
Location GS245F Emgployee Relaticns
. - -
Establishment 1D |G243F s Employee Relations 04/03/2015

Expected Job End Date o]

Job Data Employment Data

Benefits Program Participation

Work

Employee Maintenance
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B Home W
State Of Minnesota All = | Search % | Advanced Search  [g] Last Search Results
Work Location Job Information Job Labor || Payroll Salary Flan Compensation Leave /WOC
Gardner,Mary Empl ID 00621102
Employee Empl Record 0
Job Information (2 Find First'4/ 1 of 2% Last
Efective Date 041032015
Effective Sequence O Action Fromotion
HR Status Active Reason Compstitive Open Appt
Payroll Status Active Job Indicator Frimary Job
Cument
Job Code 002582 Information Technology Spec 1
Entry Date 04/02/2015 &
Supervisor ID
Reports To
RegularTemporary Unlimited FulliPart Full-Time
Empl Class  Probatnry - *Officer Code Mon-Manager -
Regular Shift Day Shift Rate
Classified Ind Classified Shift Factor
Standard Hours (¥
Standard Hours 40.00 Work Period SMN MN Weekly
FTE 1.000000
Contract Number (%
Contract Number @, Mext Contract Mumber
Contract Type
S usa
Job Data Employment Data Benefits Frogram Farticipation
. Home
State Of Minnesota
All = | Search 2 | Advanced Search I] Last Search Results
Work Location Job Informaticn Job Labor Payroll Salary Plan Compensation Leave WOC
Gardner,Mary Empl ID 00821102
Employes Empl Record 0O
Payroll Information (% Find First '@ 1 of 2 ‘& Lact

Effective Date 04/03/2015
Effective Sequence 0
HR Status Active

Payroll S5tatus Active

Action Frometicn
Reason Competitive Open Appt

Job Indicator Frimary Job

Cument
Payroll for North America (%
Pay Group P25 Minnesota Manasgement & Budget
Employee Type H @, Hourly Holiday Schedule HOL @, Std. Hol
Tax Location Code MM O} Minnescta
GL Pay Type FICA Status gybject hd

Combination Code

Job Deta Employment Data

Edit ChartFields

Benefits Program Farticipation
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Home Workli

State Of Minnesota | Al w|search | » | Advanced Sesrch (g Last Search Results
| wer Locstion || Job information || Job Labor | Payroil || salary Plan || Compensstion | Lesve woc |
Gardner,Mary Empl ID 00821101
Employes Empl Record 0
Salary Plan (% Find | viewal  First ¥ 1of2' ' Last
Effective Date 041032015
Effective Sequence 0 Action Promoticn
HR 5tatus Inactive Reason Competitive Open Appt
Payroll Status Retired Job Indicator Primary Job
Cument
o
Salary Admin Plan 7 -
Grade 64 v Grade Entry Date |07/14/1370 |5
steple |3, Step Entry Date |04/03/2015 |5
Includes Wage Progression Rule
Job Data Employment Data Benefits Program Participation
State Of Minnesota | Al '| cearch | % | Advanced Search [0 Last Search Results
| Wiork Location ” Job Information || Job Labor ” Eayroll ” Salary Flan || Compensation || Leave /WOC |
Gardner,Mary Empl ID 00821101
Employes Empl Record 0
Compensation (§ Find First' 4/ 1072 ¥ Last
Effective Date 0410312015 FERE T
Effective Sequence 0 Action Prometicn
HR Status Inactive Reason Competitive Open Appt
Payroll Status Retired Job Indicator Primary Job
Cumrent
Compensation Rate 17. 520000@ Frequency H Heourly Annual Rate 38,581.780
Pay Components (7 Pessonalize | Find | 22 | First ‘&' 1 0f 12/ Last
| Amounts || Controls " Changes ” Conversicn |
*Rate Code Seq Comp Rate Currency Frequency Percent
1 ousree | 5 ey = N T Y ERE
| ‘Calculate Compensation |
Job Data Emgployment Data Benefits Program Participstion
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State Of Minnesota P P—

Work Location Job Information Job Labor Payroll

_____________ Employee

Job Option / Leave / WOC

Effective Date 04/02/2015
Effective Sequence 0
HR Status Inactive

Payroll Status Retired

Crption Code:

Special Program: Nane e
Work Out of Class — Requires WOC Rate Code on Compensation
WOC Job Code SetiD:

Jobcode:

Appointment End Date:

Job Data Employment Data

Salary Plan

Home
% | Advanced Search  [o] Last Search Results
Compensation Leawve MOC
Empl I 00521101 Empl Record 0
Find  First &' 10f2 '} Last
Go To Row
Action Frometion
Reason Code Competitive Open Appt

Job Indicator Primary Job
Cumrent

Salary Authority:  |MAP & pape

Leave Authority:  |PE1 | % LAPE Emp Eligible For Leave

Salary Admin Plan:
Grade:

Step:

Benefits Program Participation

Workli

Employee Maintenance
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Employment Data component:

B Home: Wy
State Of Minnesota All | Search % | Advanced Search [g] Last Search Results
Employment Information Additional Employment Info
Gardner,Mary Empl ID 00821101
Emgloyee Empl Record 0
Organizational Instance (7
Organizational Instance Red 0 Original Start Date 07/14/1970 [T override
Last Start Date 07/14/1370 First Start Date 07/14/1970
Termination Date 07/12/2008
Organizational Assignment Data (¥
Instance Record
Home/Host Classification Home Years Months Days
Company Senicrity Date |07/14/1870 E a8 o 1]
Service Date |07/14/1870 B a8 o 1]
Probation Date [10/02/2015 |[#H
Anniversary/Progression Date 04/02/2015 |§| Last Verification Date E]
Business Title |nformation Technolagy Spec Positicn Phone
UsA
DOwns 5% {or More} of Company
Appointment End Date & Contract Length Not Applicable -
Dﬁc‘.crue Tenure Services FTE for Tenure Accrual ""
G "
Service Calculation Group '-l, FTE for Flex Service Accrual +
Job Data Employment Data Benefits Frogram Farticipation
: Home Wor
State Of Minnesota All = Search 5 | Advanced Search  [g] Last Search Results
Employment [nformation Additional Employment Info
Gardner,Mary Employes Empl ID 00631101 Empl Recerd 0
Agency Use Date: 5‘ Barg Unit Seniority Date: 5‘ Seniority Tie Breaker: a
P . 07141970 [ 7.
Agency Seniority Date: 3‘ Layoff Expiration Date: E Employee Works at Home?: D
g ; . ] Q@
Eligible for Next Increase: 041032016 |5 Layoff Motice Date: B Security Clearance Type: N
Email Address: mary.gardnen@state.mn.us
Work Phones Find|ViewAll  First' % 1 0f 1 '} Last
+|[=
Phone Type: Main Business - _I_I
Telephone: 612/665-9876 Extension: 0
Job Data Emgployment Data Benefits Program Participation
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Benefits Program Participation component:

State Of Minnesota

Benefit Program Participation

Employes

[=:]

enefit Status
Benefit Record Number
Effective Date
Effective Sequence
HR Status

Payrell Status

Benefits System

Annual Benefits Base Rate

m

enefits Administration Eligibility
BAS Group 1D
Salary Authority MAP

Retirement Code | A&

Benefits | STATE

Benefit Program Participation

Effective Date 07/14/1970

Al

* | Search

]
04/03/2015
a

Inactive

Retired

Benefits Administration

+0000.0005F |

MN Assoc of Professional Empl
MSRS

STATE

Benefit Program RMN1 Mn B

Job Data Employment Data

ACTION RESULT

1. Click ol Save

again.

e Several warning messages may appear. Click OK on the
warning messages.

e [f a system-required field has been left empty or
entered incorrectly, complete or fix the field and save

Home Workl

Advanced Search |G Last Search Results

Empl ID 00821101
Empl Record 0O

Action Promotion
Reason Competitive Open Appt

Job Indicator Frimary Job

Cum

Benefits Employee Status R

Spec Elig|MF12 State 12/12-Full ER Gontrbtn
Barg Unit 214 Elig
Fid 8
SEGIP
Suppl Ret
Find | View All First 1of1 Last

Currency Code USD

enefit Program 1

Benefits Program Participation

Saved displays briefly in the
upper-right corner

schedule.

2. For this exercise, you will not create or modify a work

Employee Maintenance
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Demotion

Select the Demotion action when an employee with permanent or probationary status is
appointed to a lower job class, with permanent or probationary status. The new job class has
a maximum salary that is two or more salary steps below the maximum of the current job
class.

Compare Demotion to Movement

Select Demotion if the employee is moving from a status (permanent or probationary)
appointment to another status appointment.

Select the Movement action if the employee is moving from or to a non-status (examples:
emergency, temporary, limited) appointment.

Access SEMA4 HeLp

First, refer to SEMA4 Help to find out how to process a demotion.

ACTION RESULT \
1. Access SEMA4 Help. SEMA4 Help Contents
displays
2. Click Check Lists. HR & Payroll Check Lists
appear
3. Click Demotion. Demotion — Reason Codes

page displays

4. Scroll down. Click next to Voluntary Demotion (VOL). A pop up box with a hint

appears
e Read the hint.
5. Click again. The hint disappears
6. Click Voluntary Demotion (VOL). Demotion — Voluntary
e Read the check list Demotion — Check List
’ displays

e Notice the reason code, VOL.

7. Scroll down to the bottom.

8. Click WHOA! Better Check Those Critical Fields Before A pop-up box displays, listing
This Transaction. fields with required values
Notice the fields that have required values:

e Regular/Temporary
e (lassified Indc
e Empl Class

9. Exit SEMA4 Help.
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PROCESS A DEMOTION

EXERCISE

In this exercise, you will process a demotion.

Resources

You may use these resources in completing this exercise:
e The step-by-step instructions in the Promotion walk-through
e SEMA4 Help

Andrea Jones, hired as a Management Analyst 2 on 2/7/1996, is being voluntarily demoted to
Management Analyst 1 at another location. The position is classified and unlimited. You have
security clearance to the job and position records. You have viewed the position record of the
new position, and it does not require any changes.

The action is Demotion because an employee with permanent or
probationary status is being appointed to a lower job class, in permanent
or probationary status. The new job class has a maximum salary that is two
or more salary steps below the maximum of the current job class.

In the User Training database, use the following information to process the demotion.

FIELD NAME DATA

Employee ID 000666_ _ (substituting your
two-digit code for the blanks)

Click button to add a row

Effective Date 04/03/2015

Action Demotion

Reason VOL, Voluntary Demotion

Position Number 00030004

Position Entry Date 04/03/2015
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FIELD NAME DATA

Establishment ID H5542
Regular/Temporary (view-only) Unlimited
Full/Part (view-only) Full-Time

Empl Class Probationary
Officer Code Non-Manager
Classified Indc (view-only Classified
Standard Hours (view-only) 40.00
Bargaining Unit (view-only) 214

Union Code (view-only) MAP

Pay Group (view-only)

(ignore displayed data)

Holiday Schedule HOL
Employee Type H

Tax Location Code MN
FICA Status Subject

Grade Entry Date

Accept default

Step 3
%l (refresh) Click button
Step Entry Date 04/03/2015
Rate Code ONSTEP
Comp Rate 17.01
Calculate Compensation Click button
Compensation Rate (view-only) 17.01
Special Program None
Salary Authority MAP

Employee Maintenance
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FIELD NAME DATA

Leave Authority

PE5

Probation Date

10/03/2015

Last Verification Date

Leave unchanged

Appointment End Date

Blank

Barg Unit Seniority Date

Blank

Agency Seniority Date

Leave unchanged

Eligible for Next Increase

04/03/2016

Security Clearance Type

Email Address

andrea.jones@state.mn.us

Work Phone Type

Main Business

Telephone

507/444-1111

Salary Authority

Leave unchanged

Retirement Code AA
Benefits STATE
Special Elig MF12

Refer to the Special Eligibility
Codes — Reference

Employee Maintenance
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EXERCISE ANSWERS

Your pages should resemble the following pages.

Job Data component:

State Of Minnesota All | Search 3 | Advanced Search  [g] Last Search Results
Work Location Job Information Job Labor Payroll Salary Plan Compensaticn Leave WOC
Empl I 00088601
Employes Empl Record 0
Work Location (% Find First '@ 1 of 4
*Effective Date |04/03/2015 JEX Go To Row
Effective Sequence 0 *Action Demotion -
HR Status Active Reason VCL |4 yojuntary Demetion
Payroll Status Active *Job Indicator Frimary Job -
Calculate Status and Dates
Cument ﬁ
Position Number 00020004 - Management Analyst 1
Override Position Data
Position Entry Date |04/03/2015 E
Position Management Record
Regulatory Region USA United States
Company SMN State of Minnesota
Business Unit HSSMP Human Srvos-MAPE
Department HS554201 Support Services
Department Entry Date |04/02/2015 @
Location HESTC 8th Ave Owstonna
. - -
Establishment ID |H5542 o Department of Human Services Date Created 08/14/2012
Expected Job End Date E
Job Data Emgloyment Data Benefits Frogram Farticipation

Home

Last

HE

Employee Maintenance

Promotion, Demotion, Transfer, Movement

C-33

Wa



Home

State Of Minnesota

| All v| Search I # | Advanced Search  [o] Last Search Results
| Work Location || Job information || Job Lsbor | Payronl || Ssisry Plan || compensation | Lesve mioc |
Jones,Andrea C Empl D 00082201
Emgloyes Empl Record 0
Job Information (2 Find First'‘&' 1 of 4 ‘&) Last
Effective Date 040372015
Effective Sequence 0 Action Demoticn
HR Status Achive Reason Veluntary Demaotion
Payroll Status Active Job Indicator Primary Job
Cumrent m
Job Code 000008 Management Analyst 1
Entry Date |04/02/2015 B
Supervisor ID
Reports To 00000017 Administrative Mgt Director 1 00500001 Rowe \Vera C
RegularTemporary Unlimited Full/iPart Full-Time
Empl Class Probatnry - *Officer Code MNon-Manager -
Regular Shift Day Shift Rate | |
Classified Ind Classified shift Factor | |
Standard Hours (%
Standard Hours 40.00 Weork Pericd SN TN Weekly
FTE 1.000000
Contract Number (7
ContractMumber| &, Next Contract Number
Contract Type
FEEysa
Job Data Employment Data Benefits Program Participation
B Home
State Of Minnesota | A+ s | % | Advanced Search  [g] Last Search Results
| wors Lecation || tob informstion || Job Laber | Payront || Ssisry Pian || compensstion | Leave woc |
Jones,Andrea C Empl ID 0008601
Employee Empl Record 0
Payrol Information (¥ Find First' 4 1 0f 4 2 Last
Effective Date 0410312015
Effective Sequence 0 Action Demoticn
HR Status Active Reason Voluntary Demation
Payroll Status Active Job Indicator Primary Job
Curmrent D
Payroll for North America (%
Fay Group P18 Human Services

Empioyes Type i[O, Houy oty Sehedus [roL 1@, st vl
Tax LD::atiDnCm:lelEl% Minnesots
GL Pay Type FICA Status Subject -

Combination Code Edit ChartFields

Job Data Employment Data Benefits Program Participation
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State Of Minnesota

| Al -|5amm

I | Advanced Search  [J] Last Search Results

| Work Location ” Jdob Information ” Job Labor " Payroll || Salary Plan ” Compensation " Leave WCCT |

Jones,Andrea C

Empl ID} 00086801

Home

Employes Empl Record O
Salary Plan (% Find | View All
Effective Date 04/02/2015
Effective Sequence 0 Action Democticn
HR Status Active Reason Voluntary Demotion
Payroll Status Active Job Indicator Primary Job
w
Salary Admin Plan 14G .
Grade 05 o Grade Entry Date |04/02/2015 Eq]
stepa | Step Entry Date |02/02/2015 |5
Includes Wage Progression Rule
Job Data Employment Data Benefits Program Participation

State Of Minnesota

| Al vlSean:h

| 3 | Advanced Search  [J] Last Search Results

| Work Location ” Job Information ” Job Labor " Eayrall ” Salary Plan ” Compensation " Leave /MWGC |

Jones,Andrea C

Compensation (7

Effective Date 04/02/2015
Effective Sequence 0
HR Status Active
Payroll Status Active

Empl ID 00086801

Empl Record O

Cument D

Workli:

First ‘4 1 of 42/ Last

Find First'4' 1 0f 4 ¥ Last

Action Demotion
Reasen Voluntary Demotion

Job Indicator Primary Job

Compensation Rate
Pay Components 1%

| Amounts || Controls || Changes || Conversion |

*Rate Code Seq Comp Rate
1 fonsrer o, 4
| Galoulate Compensation |
Job Data Emgployment Data

17.010000 5

Frequancy

170100005

H Hourly Annual Rate
Fersonalize | Find | EJ | e
Currency Frequency Percent

& e

Benefits Program Participation

Cument m

[

35,516.880

First ‘&' 1 of 1'%/ Last

=
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State Of Minnesota T —

Work Location

Job Informaticn Job Labor Fayrall Salary Flan

Employes

Effective Date 04/02/2015

Effective Sequence 0
HR Status Active

Payroll Status Active

Option Code:

Special Program: Nane h

Work Out of Class — Requires WOC Rate Code on Compensation
WO Job Code SetiD:
Jobcode:

Appointment End Date:

Job Data Employment Data

Employment Data component:

State Of Minnesota Y —

Employment Information Additional Employment Info

Employes

Organizational Instance (¢

Orrganizational Instance Red 0
Last Start Date 02/07/1996

Termination Date

Organizational Assignment Data (%

Instance Record

Home/Host Classification Home
Company Senicrity Date |02/07/1995 B

Service Date |02/07/1908 B

Probation Date |10/02/2015 |[H]
Anniversary/Progression Date |§|

Business Title Management Analyst 1

UsA

DOwns 5% [or More) of Company
Appeintment End Date E]
D}lcarue Tenure Services
Service Calculation Group 'Q,

Job Data Employment Data

Empl I 00088601

3 | Advanced Search  [J] Last Search Results

Compensaticn Leawe WOC

Empl Record 0

Find  Fist' Y 10f4 ! Last

Go To Row
Action Demcticn
Reason Code Voluntary Demoticn
Job Indicater Primary Job
Cument D
Salary Authority: Mar (@

PES |@,

MAPE

Leawe Authority: MAPE - FT/PT Leave Eligible

Salary Admin Plan:
Grade:

Step:

Benefits Program Participation

s» | Advanced Search E Last Search Results

Empl ID' 00088801

Empl Record 0

Original Start Date 02/07/1998 [ override
First Start Date 02/07/1995
Years Months Days
19 1 7
19 1 27
Last Verification Date e
Position Phone
Contract Length Mot Applicable -
FTE for Tenure Accrual r‘“
”
FTE for Flex Service Accrual ¢

Benefits Frogram Farticipation

Work
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) Home | Work
State Of Minnesota Al ~|Search % | Advanced Search  [] Last Search Results
Employment Informaticn Additional Employment Info
Jones,Andrea C Employes Empl ID 00088801 Empl Record O
Agency Use Date: EJ Barg Unit Senicrity Date: 5‘ Seniority Tie Breaker: o
Agency Seniority Date: 02/07/1996 | Layoff Expiration Date: [[§ Employee Works at Home?: E
03z : . 0 |@
Eligible for Next Increase: 041022018 |57 Layoff Notice Date: B Security Clearance Type: N
Email Address: andrea.jones@state. mn.us
\Work Phones Find| ViewAll  Fist' &' 10 1'% Last
=+ [=
Phone Type: Main Business hd J J
Telephone: 5074441111 Extension:
Job Data Employment Data Benefits Program Participation
Benefits Program Participation component:
. Home v
State Of Minnesota Al = | Search % | Advanced Search || Last Search Results
Benefit Program Participation
Jon Empl ID 00088601
Employes Empl Record 0
Benefit Status (2 Find  Firt' ' 1ofs ! Last
Benefit Record Number O Go To Row
Effective Date 04/03/2015
Effective Sequence 0 Action Demoticn
HR Status Active Reason Veoluntary Demaotion
Payroll Status Active Job Indicater Primary Job
Cument D
Benefits Systemn Benefits Administration Benefits Employee Status Active
Annual Benefits Base Rate 40000.000 ﬂ usoD
Benefits Administration Eligibility (%
BAS Group 1D Spec Elig[MF12 @, State 12/12-Full ER Contrbtn
Salary Authority | MAF Q, MN Assoc of Professional Empl Barg Unit 214 Elig
Fid 8
Retirement Code |44 @, MsRS SEGIP @,
Benefits |STATE @, STATE Suppl Ret @,
Benefit Program Participation (7 Find|View Al First ¥ 10f 1Y Last
Effective Date 02/07/1325 Currency Code USD
Benefit Program MM1 Mn Benefit Program 1
Job Data Employment Data Benefits Program Farticipaticn
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ACTION RESULT

. 5] Save Saved displays briefly in the
1. Click upper-right corner

e Several warning messages may appear. Click OK on the
warning messages.

e [f a system-required field has been left empty or
entered incorrectly, complete or fix the field and save
again.

2. For this exercise, you will not create or modify a work
schedule.

Employee Maintenance Promotion, Demotion, Transfer, Movement C-38



Transfer

Use the Transfer action when an employee in permanent or probationary status is laterally
appointed, in permanent or probationary status, to another position in one of the following
circumstances:

e The same job class in a different agency or organizational unit; or

e Adifferent job class assigned to the same salary range; or

e Adifferent job class assigned to a salary range which differs by less than two steps at
the minimum and maximum; or

e Adifferent job class with a salary range which differs by less than two steps at the
maximum but differs by more than two steps at the minimum, if less than a two-step
increase is required to pay the employee at the minimum of the new range

A transfer may occur within an agency or organizational unit or between two agencies or
organizational units. Reassignment of an employee does not constitute a transfer.

Some examples of reasons for the Transfer action are:
e Agency Transfer — Transferring an employee to a different agency, in the same job class
e Class Transfer — Transferring an employee to a different job class, in the same agency
or a different department or agency

When an employee is transferred from one agency to another, the receiving agency processes
the transfer.

Compare Transfer to Data Change
If the appointment has the same job code and the same agency, process a Data Change rather
than a Transfer. Use one of the following Data Change reason codes:

e Position Number Change (PSN)

e Position Number Change - Bid (BID)

e Position Number Change - Reassignment (RAS)

e Position Number Change - Expression of Interest (EOI)

Compare Transfer to Movement

Select the Transfer action if the employee is moving from a status (permanent or
probationary) appointment to another status appointment.

Select the Movement action if the employee is moving from or to a non-status (examples:
emergency, temporary, limited) appointment.
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Access SEMA4 HeLp

First, refer to SEMA4 Help to find out how to process a transfer.

ACTION RESULT \
1. Access SEMA4 Help. SEMAA4 Help Contents
displays

Click Check Lists.

HR & Payroll Check Lists
appear

Click Transfer.

Transfer — Reason Codes
page displays

Scroll down. Click next to Agency Transfer (ATF).
e Read the hint.

A pop up box with a hint
appears

Click again.

The hint disappears

Click Agency Transfer (ATF).
e Read the check list.

e Notice the reason code, ATF.

Transfer — Agency Transfer —
Check List displays

Scroll down to the bottom.

Click WHOA! Better Check Those Critical Fields Before
This Transaction.
Notice the fields that have required values:

e Regular/Temporary
e C(lassified Indc

e Empl Class

A pop-up box displays, listing
fields with required values

Exit SEMA4 Help.

Employee Maintenance
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PROCESS A TRANSFER

EXERCISE

In this exercise, you will process a transfer.

Resources

You may use these resources in completing this exercise:
e The step-by-step instructions in the Promotion walk-through
e SEMA4 Help

Directions

Keith Forest was hired as a Registered Nurse, and has permanent status. He has accepted
another Registered Nurse position at a different agency. You have security clearance to the
job and position records. You have viewed the position record for the new position, and it
does not require any changes.

The action is Transfer because the employee has permanent or
probationary status, and is being laterally appointed, in permanent or
probationary status, to a position which is in the same job class, in a
different agency or organizational unit.

In the User Training database, use the following information to process the transfer.

FIELD NAME DATA

Employee ID 000871 _ (substituting your
two digit code for the blanks)

Click button to add a row

Effective Date 04/03/2015

Action Transfer

Reason ATF, Agency Transfer

Position Number 00000704

Position Entry Date 04/03/2015

Establishment ID H5542

Regular/Temporary (view-only) Unlimited
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FIELD NAME DATA

Full/Part (view-only) Full-Time
Empl Class Probatnry
Officer Code Non Manager
Classified Indc (view-only) Classified
Standard Hours (view only) 40.00
Bargaining Unit (view-only) 205

Union Code MNA

Pay Group (view-only)

(ignore displayed data)

Holiday Schedule HoL
Employee Type H

Tax Location Code MN
FICA Status Subject

Grade Entry Date

Accept default

Step 6
% (refresh) Click button
Step Entry Date 04/03/2015
Rate Code ONSTEP
Comp Rate 22.23
Calculate Compensation Click button
Compensation Rate (view-only) 22.23
Special Program None
Salary Authority MNA
Leave Authority NA1

Employee Maintenance
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FIELD NAME DATA

Probation Date 10/03/2015
Last Verification Date Leave unchanged
Appointment End Date Blank
Barg Unit Seniority Date Leave unchanged
Agency Seniority Date Leave unchanged
Eligible for Next Increase 04/03/2016
Security Clearance Type 0
Email Address keith.forest@state.mn.us
Work Phone Type Main Business
Telephone 763/555-2222
Salary Authority Leave unchanged
Retirement Code AA
Benefits STATE
Special Elig MF12
Refer to the Special Eligibility
Codes — Reference
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EXERCISE ANSWERS

Your pages should resemble the following pages.

Job Data component:

. Home Workl
State Of Minnesota All = 5earch 3 | Advanced Search  [g] Last Search Results
Work Location Job Informatiocn Job Labor Payroll Salary Plan Compensation Leave WOC
Forest,Keith Empl ID 00027101
Employes Empl Record 0
Work Location (2 Find  First'Y 10f3' " Last
*Effective Date 04/02/2015 ez Go To Row [#][=]
Effective Sequence o *Action Transfer -
HR Status Active Reason|ATF %, apency Transfer
Payroll Status Active *Job Indicator Primary Job -
Calculate Status and Dates
Current ﬁ
Position Number 00000704 - Registered Murse
Override Position Data
Position Entry Date |04/03/2015 E
Position Management Record
Regulatery Region USA United States
Company SMN State of Minnescta
Business Unit HESNA Human Srvcs-Nurses
Department H554120 Health Source Clinic
Department Entry Date 04/03/2015 E
Location HE5C1 Cambridge Regionsl Center
N o (e
Establishment ID |H554; b ! Department of Human Sernvices Date Created 08/14/2012
Expected Job End Date [
Job Data Employment Data Benefits Program Participation
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State Of Minnesota | Al =|searcn | Advanced Sesrch (3] Last Sesrch Results
| work Lecation || Job Information || Job Leber || Payrell || SsiayPian || compensstion || Lesve mioc |

Forest,Keith Empl ID 00087101

Employes Empl Record 0

Job Information (7

Effective Date 04/02/2015

Effective Sequence 0

Find

Action Transfer

Reason Agency Transfer

First'4 10f 3" Last

HR Status Active
Payroll Status Active Job Indicator Primary Job
Cument m
Job Code 001878 Registered Murse
Entry Date [01/07/1938 o]
Supervisor 1D
Reports To
RegularTemporary Unlimited FulliPart Full-Time
Empl Class Probatnny *Officer Code Mon-Manager -
Regular Shift Day Shift Rate | |
Classified Ind Classified Shift Factor | |
Standard Hours (¥
Standard Hours 40.00 Work Period SN MN Weekly
FTE 1.000000
Contract Number (2
ContractMumber[  |@, Next Gontract Number
Contract Type
FE=usa
Job Data Employment Data Benefits Frogram Farticipstion
i Home | Won
State Of Minnesota | Al ] Searcn | % | Advanced Search  [5 Last Search Results
| Work Location || Job Information || Job Labor " Payroll || Salary Plan || Compensation || Leave /WOC |
Forest,Keith Empl ID 00087101
Employes Empl Record 0
Payroll Information (% Find First' 4 10f3' " Last
Effective Date 04032015
Effective Sequence 0 Action Transfer
HR Status Active Reason Agency Transfer
Payroll Status Active Job Indicator Primary Job
Cument D
Payroll for Morth America (%
Pay Group P18 Veterans Affairs
Employes Tpes 10, Houy Moty Schecuie oL @, i o
Tax Location Code @‘Qﬁ Minnesota
GL Pay Type FICA Status Subject -
Combination Code Edit ChartFields
Job Data Employment Data Benefits Program Participation
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State Of Minnes | All v| Search | 3 | Advanced Search [0 Last Search Results
| Work Location || Job Information ” Job Labor ” Eayroll || Salary Flan ” Compensation ” Leave WOC |
Forest,Keith Empl ID 00087101
Employee Empl Record 0
Compensation (2 Find  First'd 10f 3% Last
Effective Date 040372015
Effective Sequence 0 Action Transfer
HR Status Active Reason Agency Transfer
Payroll Status Active Job Indicator Frimary Job
Cument D
Compensation Rate 22.230000@ Frequency H Hourly Annual Rate 48,416,240
Pay Components (7 Persenalize | Find | 23 | E First'‘ 4 1 of 1 '} Last

Amounts ” Controls " Changes ” Conversicn |

*Rate Code Seq Comp Rate Frequency Percent
[ 22 2300005 CEECS = | =
| Calculate Compensation |
Job Data Emgployment Data Benefits Program Participation
. Home
State Of Minnes: | Al v| Search | | Advanced Search [0 Last Search Results
| Work Location || Job Informaticn || Job Labor || Bayrcll || Salary Plan || Compensation " Leawe MWOC |
EQ[_Q.'_:‘[_,_K_{_}I_I_"! Employes Empl ID 00087101 Empl Record 0
Job Option / Leave / WOC Find  First'Y 10f2'Y Last
Eflective Date 041032015 | GoToRow |
Effective Sequence 0 Action Transfer
HR Status Active Reason Code Agency Transfer
Payroll S5tatus Active Job Indicator Primary Job
Cument m
Option Code: Salary Authority: G‘ Murses-MNA
Special Program: Mone M Leave Authority: Qﬁ Murses Eligible For Leave

Work Out of Class — Requires WOC Rate Code on Compensation

WOC Job Code SetlD: Salary Admin Plan:

Jobeode: Grade:

Appointment End Date: Step:

Job Data Employment Data Benefits Program Farticipation
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Employment Data component:

. Home: Word
State Of Minnesota Al w|search 3 | Advanced Search [l Last Search Results
Employment Information Additional Employment Info
Empl ID 000E7101
Employees Empl Record 0O
Organizational Instance (7
Orrganizational Instance Red Crriginal Start Date 01/07/1998 ] averride
Last Start Date 01/07/1938 First Start Date 01/07/1998
Termination Date
Organizational Assignment Data (¢
Instance Record
Home/Host Classification Home Years Months Days
Company Seniority Date |01/07/15998 B Crverride T 2
Service Date |01/07/1228 |[H] Cwverride 17 2
Probation Date 10/02/2015 |[3)
Anniversary/Progression Date = Last Verification Date e
Business Title Registered Nurse Position Phone
USA
DOwns 5% {or More} of Company
Appointment End Date E] Contract Length Mot Applicable -
Dﬁccrue Tenure Services FTE for Tenure Accrual r:,
C [t
Service Calculation Group 'Q, FTE for Flex Service Accrual +
Job Data Employment Data Benefits Frogram Participation
B Home Wi
State Of Minnesota All | Search 5 | Advanced Search  [g] Last Search Results
Employment Informaticn Additional Employment Info
Forest,Keith Employee Empl ID 00087101 Empl Record 0
Agency Use Date: 5‘ Barg Unit Seniority Date: 01/07/1998 @ Seniority Tie Breaker: a
- . 01/07/1998 7
Agency Seniority Date: Layoff Expiration Date: [} Employee Works at Home?: (]
A ; . 0 |@
Eligible for Next Increase: 04/02/2018 | Layoff Motice Date: ] Security Clearance Type: :
Email Address:
\Work Phones Find | View All 10f1 ' Last
+|[=
Phone Type: Main Business - _I_I
Telephone: Extension: [0
Job Data Employment Data Benefits Program Farticipation
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Benefits Program Participation component:

) Home Workl
State Of Minnesota All = Search Advanced Search g Last Search Results
Benefit Program Participation
Forest,Keith Empl ID 00027101
Employes Empl Record O
Benefit Status Find First of 3 Last
Go To Row

Benefit Record Number 0

Effective Date 04/02/2015
Effective Sequence 0 Action Transfer

Reason Agency Transfer

HR Status A
Payroll Status Active Job Indicator Primary Job
Current J
Benefits System Benefits Administration Benefits Employee Status Adlive
Annual Benefits Base Rate 50000.000 |22 UsD
Benefitz Administration Eligibility
BAS Group 1D Spec Elig|MF12 State 12/12-Full ER Contrbtn
Salary Authority | MKA M Murses Assoc Barg Unit 205 Elig
Fid 8
Retirement Code |A8 MSRS SEGIP
Benefits STATE STATE Suppl Ret
Benefit Program Participation Find | View All First 1of1 Last
Effective Date 01/07/1988 Currency Code USD
Benefit Program MM1 Mn Benefit Program 1
Job Data Employment Data Benefits Program Participation

ACTION RESULT

1. Click [5] Save Saved d_isplays briefly in the
: upper-right corner

e Several warning messages may appear. Click OK on the
warning messages.

e [f a system-required field has been left empty or
entered incorrectly, complete or fix the field and save

again.

2. For this exercise, you will not create or modify a work
schedule.
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Movement
Use the Movement action in SEMA4, when an employee is moving:
e From a non-status (examples: emergency, temporary, limited) appointment to a status
(permanent or probationary) appointment; or
e From a status appointment to a non-status appointment; or

e From a non-status appointment to another non-status appointment.

If the employee is moving from a status appointment to another status appointment, it is not
a movement.

Sometimes a transaction has the SEMA4 action Movement, even though it is a promotion for
salary purposes. If the Movement is a promotion for salary purposes, then you update the
Anniversary/Progression Date, which is the field that holds the date of the last hire, rehire, or
promotion for salary purposes.

Compare Movement to Transfer, Promotion, and Demotion

Select action Movement if the employee is moving from or to a non-status (examples:
emergency, temporary, limited) appointment.

Select action Transfer, Promotion, or Demotion if the employee is moving from a status
(permanent or probationary) appointment to another status appointment.

Access SEMA4 HeLp

First, refer to SEMA4 Help to find out how to process a movement.

ACTION REsULT \
1. Access SEMA4 Help. SEMA4 Help Contents
displays
2. Click Check Lists. HR & Payroll Check Lists
appear
3. Click Movement. Movement — Reason Codes

page displays

4. Scroll down. Click Edl next to Temporary Unclassified A pop up box with a hint

Appointment (TUN). appears
e Read the hint.
5. Click again. The hint disappears
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ACTION REsULT \
6. Click Temporary Unclassified Appointment (TUN). Movement — Temporary

e Read the check list. Unclass?fied.Appointment—
Check List displays

e Notice the reason code, TUN.

7. Scroll down, and notice the additional steps to follow
(add a row with action Data Change, reason BJC) if the
employee was hired or rehired to an insurance-ineligible
appointment within the 35 days preceding this action,
and the insurance eligibility is changing.

8. Scroll down to the bottom.

9. Click WHOA! Better Check Those Critical Fields Before A pop-up box displays, listing
This Transaction. fields with required values
Notice the fields that have required values:

e Regular/Temporary
e (Classified Indc
e Empl Class

e Appointment End Date

10. Exit SEMA4 Help.
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PROCESS A MOVEMENT

EXERCISE

In this exercise, you will process a movement.

Resources

You may use these resources in completing this exercise:
e The step-by-step instructions in the Promotion walk-through
e SEMA4 Help

Directions

Gary Ellis, a temporary unclassified Management Analyst 2, is being appointed to a temporary
unclassified Management Analyst 3 position in the Commissioner’s Plan, at a different agency.
The compensation is off-step. You have reviewed the new position record, and it does not
require any changes.

The action is Movement because the employee is moving from a
non-status appointment to another non-status appointment.

The employee currently works for a department to which you do not have security clearance,
so you must process an employee department ID change before you enter the movement.

In the User Training database, complete the following steps to process the employee
department ID change.

ACTION ResuLT

1. Sign in to the User Training database, using your Main menu appears
training user ID and password.

2. Select Workforce Administration > Job Information | The Department ID Change
> Department ID Change. search page appears

3. In the EmplID field, enter the employee's ID. For this | Department ID Change page
example, enter 000411_ _ (substituting your two- displays

digit code for the blanks) and click | Search

4. Select the Employee Dept ID change check box.

Work Location page displays,
and you now have access to
the record

5. Click & Save

e |f a warning message appears, click OK.
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In the User Training database, use the following information to process the movement.

FIELD NAME DATA

Click button to add a row
Effective Date 04/03/2015

Action Movement

Reason TUN, Temporary Unclassified

Appt

Position Number 01080003
Position Entry Date 04/03/2015
Establishment ID E7700
Regular/Temporary (view-only) Limited
Full/Part (view-only) Full-Time
Empl Class Not Applic
Officer Code Non-Manager
Classified Indc (view-only) Unclassified
Standard Hours (view-only) 40.00
Bargaining Unit (view-only) 217

Union Code (view-only) UNR

Pay Group (view-only)

(ignore displayed data)

Holiday Schedule HOL
Employee Type H

Tax Location Code MN
FICA Status Subject

Grade Entry Date

Accept default

Step

Blank because compensation is
off-step

Employee Maintenance
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FIELD NAME DATA

Step Entry Date Blank

Rate Code OFFRNG
Refer to Off Step Rate Codes —
Reference

Comp Rate 20.56

Calculate Compensation Click button

Compensation Rate (view-only) 20.56

Special Program None

Salary Authority NUE

Leave Authority NM1

Probation Date Blank

Last Verification Date

Leave unchanged

Appointment End Date 12/31/2015
Barg Unit Seniority Date Blank
Agency Seniority Date 5/19/2008
Eligible for Next Increase 04/03/2016
Security Clearance Type 0

Email Address

gary.ellis@state.mn.us

Work Phone Type

Main Business

Telephone

651/555-1313

Salary Authority

Leave unchanged

Retirement Code

AA

Benefits

STATE

Employee Maintenance
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FIELD NAME
Special Elig MF12

Refer to the Special Eligibility
Codes — Reference
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EXERCISE ANSWERS

Your pages should resemble the following pages.

Job Data component:

. Home We
State Of Minnesota All = | Search % | Advenced Search [ Lest Search Results
Work Location Job Information Job Labor EBayroll Salary Plan Compensaticn Leave WOC
Ellis,Gary Empl ID 00041101
Employes Empl Record 0
Work Location (2 Find  First ¥ 1of2 b Lest
*Effective Date 04/03/2015 E Go To Row [#][=]
Effective Sequence 0 *Action Movement -
HR Status Active Reason | TUN % Temporary Unelsssified Appt
Payroll Status Active *Job Indicator Frimary Job -
Calculate Status and Dates
Cument ﬁ
Positicn Number 010280002 @, Management Anslyst 2
‘Override Position Data
Position Entry Date 04/03/2015 E
Position Management Record
Regulatory Region USA United States
Company SMN State of Minnesota
Business Unit ETTHLU Mn Zoo-Mon-Mgr Unrep
Department E771100 Human Rescurces
Department Entry Date 04/02/2015 @
Location E7700 Minnesota Zoo
Establishment I0) |E7700 A Minnescts Zoo Date Created 02/14/2012
Expected Job End Date E|
Job Data Employment Data Benefits Frogram Farticipation
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State Of Minnesota | Al -| Search

| % | Advanced Search [0 Last Search Results

| ok Location || Job Information | Job Leber | Payrell || Sslery Plan || compensstion | Leave woc |

Employes
Job Information (%
Effective Date 04/03/2015
Effective Sequence 0
HR 5tatus Active

Payroll Status Active

Empl ID 00041101
Empl Record O

Action Movement

Find  First' 4 1 0f 3"} Last

Reason Temporary Unclassified Appt

Job Indicator Primary Job

Job Code 000222

Entry Date |04/03/2015 )

Supervisor D
Reports To

RegularTemporary Limited

Empl Class Mot Applic

Regular 5hift Day

Classified Ind Unclassified
Standard Hours (%

Management Analyst 2

FulliPart Full-Time

*Officer Code MNon-Manager -

Shift Rate | |

Shift Factor | |

Curmrent m

Standard Hours 40.00 Work Pericd SN MM Weekly
FTE 1.000000
Contract Number |7
ContractNumber|  |@, Mext Contract Number
Contract Type
B ysa
Job Data Employment Data Benefits Program Participation
i Home | Workis
State Of Minnesota | Al v ssarch | 3 | Advanced Search  [5] Last Search Results
| workLocation || tob Information || Job Labor | Payroit || SsisryPian || compensation | Leave woc |
Ellis,Gary Empl ID 00041101
Employee Empl Record 0

Payroll Information (%

Effective Date 04/02/2015
Effective Sequence 0
HR Status Active

Payroll Status  Active

Find  First' 3 1 of 3" Last

Action Movement
Reason Temporary Unclassified Appt

Job Indicator Primary Job

Payroll for Morth America (¥

Pay Group P24
Employee Type [0, Houry
Tax Location Code |MN @A, i

Small Agency

GL Pay Type

Combination Code

Job Data Employment Data

Cument D

Holiday Schedule [HOL |, Std Hal

FICA Status Subject
Edit ChartFields

Benefits Program Participation
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Home Worklist

State Of Minnesota | All -| Search | % | Advanced Search  [g] Last Search Results
| Work Location || Job Information || Job Labor | Payroll || Salary Plan || Compensation | Leave mioc |
Ellis,Gary Empl ID 00041101
Employes Empl Record 0
Salary Plan (% Find | viewall  Fist ¥ 10f2 " Last
Effective Date 0410312015
Effective Sequence 0 Action Movement
HR: Status Active Reason Temporary Unclassified Appt
Payroll Status Active Job Indicator Primary Job
Cument D
2,
Salary Admin Plan 143G -
Grade 07 b Grade Entry Date |01/21/1928 @
seol sepcyoee
Includes Wage Progression Rule
Job Data Employment Data Benefits Program Participation
) Home
State Of Minnes | All v| Search | 3 | Advanced Search [0 Last Search Results
| Work Locstion || Job Information || Job Laber | Payroll || Ssiany Plan || compensation | Lesve mioc |
Ellis,Gary Empl ID 00041101
Emgloyee Empl Record 0
Compensation (7 Find First' 4/ 10f23' " Last
Effective Date 04032015 T
Effective Sequence 0 Action Movement
HR Status Active Reasocn Temporary Unclassified Appt
Payroll Status Active Job Indicater Frimary Job

Cumrent D

Compensation Rate 20.580000 Frequency H Hourly Annual Rate 42,922,000
Pay Components (7 Personalize | Find | (2 | First' 4 1 0f 1"} Last
Amounts || Controls ” Changes ” Canversion |
*Rate Code Seq Comp Rate Currency Frequency Percent
[ 20 50000053 Qb #
| Caleulste Compensation |
Job Data Employment Data Benefits Program Participation
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State Of Minnesota T —

Work Location Job Informaticn Job Labor Bayrall
Ellis,Gary Employes

Job Option / Leave / WOC

Effective Date 04/02/2015

Effective Sequence 0
HR 5tatus Active
Payroll Status  Active
Option Code:
MNone hd

Special Program:
‘Work Out of Class — Reguires WOC Rate Code on Compensation
WOLC Job Code SetlD:

Jobcode:

Appointment End Date:

Job Data Employment Data

Employment Data component:

State Of Minnesota P p—

Employment Information Additional Employment Info

Employee

Organizational Instance (¢

Salary Flan

Home
3 | Advanced Search  [J] Last Search Results

Compensation Leawve MWOC

Empl ID 00041101 Empl Record a

i b

Find First 10of3 Last
Action Movement
Reason Code Temporary Unclassified Appt

Job Indicator Primary Job

Cumrent D

Salary Authority:  |WUE N e Uneep
Leawe Authority: i I:{- Mon-Mgr Unrep Emp Elig For Ly

Salary Admin Plan:

Grade:

Step:

Benefits Program Participation
Home

¥ | Advanced Search O] Last Search Results

Empl ID 00041101
Empl Record 0

Organizational Instance Red 0 Original Start Date 01/21/1998 [ owverride
Last Start Date 01/21/1998 First Start Date 01/21/1998
Termination Date
Organizational Assignment Data (7
Instance Record
Home/Host Classification Home Years Wonths Days
Company Seniority Date 01/21/1998 B Owerride 17 2 132
Service Date |01/21/1928 m Crverride 17 2 13
Probation Date =
Anniversary/Progression Date = Last Verification Date &
Business Title Management Analyst 3 Position Phone
usA
DOwns 5% [or More} of Company
Appointment End Date 12/31/2015 |5 Contract Length Mot Applicable -
DAccruE Tenure Services FTE for Tenure Accrual r:,
Service Calculation Group ':{, FTE for Flex Service Accrual ﬁr’

Job Data Employment Data

Benefits Frogram Participation

Workl

Wor
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_ Home | Work
State Of Minnesota All = search 5 | Advanced Search  [g] Last Search Results
Employment Information Additional Employment Info
Ellis,Gary Employss Empl ID 00041101 Empl Record 0
Agency Use Date: EJ Barg Unit Seniority Date: 5‘ Seniority Tie Breaker: a
Agency Senicrity Date: 05192008 |[5) Layoff Expiration Date: [§ Employee Works at Home?: ]
03z ; . 0 |
Eligible for Next Increase: 04/03:2018 |5 Layoff Notice Date: [ Security Clearance Type: N
Email Address: gary.ellis@state. mn.us
Work Phones Find | View Al First' &' 10f 1'% Last
+|[=
Phone Type: Msain Business - JJ
Telephone: 812/565-1313 Extension: 0
Job Data Employment Data Benefits Program Participation
Benefits Program Participation component:
B Home Wi
State Of Minnesota All = Sesrch % | Advanced Search  [o] Last Search Results
Benefit Program Participation
Ellis,Gary Empl ID 00041101
Employes Empl Record O
Benefit Status (7 Find  First'Y 1073} Last
Benefit Record Number O Go To Row
Effective Date 04/02/2015
Effective Sequence 0 Action Movement
HR 5Status Active Reason Temporary Unclassified Appt
Payroll 5tatus  Active Job Indicator Primary Job
Cument D
Benefits System Benefits Administration Benefits Employee Status Active
Annual Benefits Base Rate 45000.000 m uso
Benefits Administration Eligibility (%
BAS Group ID Spec EligMF12 |G, State 12/12-Full ER Contrbin
Salary Authority |HUE @, Mon-Managerial Unrep Empl Flan Barg Unit 217 Elig
Fid 8
Retirement Code |24 @, msrRs SEGIF
Benefits |STATE Q_ STATE Suppl Ret Q_
Benefit Program Participation (% Find|ViewAll  First ‘&' 1 0f 1 '} Last
Effective Date 01/21/1588 Currency Code USD
Benefit Program  MMM1 Mn Benefit Program 1
Job Data Employment Data Benefits Program Participation
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ACTION RESULT

. [ Save Saved displays briefly in the
1. Click upper-right corner
e Several warning messages may appear. Click OK on the
warning messages.

e [f a system-required field has been left empty or
entered incorrectly, complete or fix the field and save
again.

2. For this example, the employee was not hired or rehired to
an insurance-ineligible appointment within the 35 days
preceding this action, so you do not need to do any
additional steps.

3. If the Leave Accrual date needs to be updated, enter it on
the Biographical Details page in the Workforce
Administration > Personal Information > Modify a Person
component. For this exercise, there are no changes.

4. For this exercise, you will not create or modify a work
schedule.
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REVIEW QUESTIONS

To review what you have learned, answer the following questions. If you have difficulty
answering the questions, review the topic.

1. Movement is an appropriate action when:

a. An employee is moving from an appointment with permanent or probationary status,
to an appointment with permanent or probationary status.

b. An employee is moving from an appointment with permanent or probationary status,
to a non-status appointment.

c. An employee is moving from a non-status appointment, to an appointment with
permanent or probationary status.

d. An employee is moving from a non-status appointment, to a non-status appointment.

e. b,c,ord

2. If the employee was hired or rehired to an insurance-ineligible appointment within the 35
days preceding the action, and the insurance eligibility is changing, you need to add
another row with action Data Change, reason

a. BJC
b. OTH
c. NON
d. INS

3. On which page would you enter the date the employee’s probation ends?

a. Work Location

b. Employment Information
c. Salary Plan
Identity/Diversity

o

4. Only employees with
status are eligible for demotion.

a. permanent or probationary
b. permanent or classified

c. classified or unlimited

d. trainee or temporary
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5. When an employee is transferred from one agency to another, which agency processes
the transfer?

The current agency

Department of Administration

The receiving agency

Department of Management & Budget (MMB)

oo oo

6. When using the Transfer action, the employee must be moving from a
appointment to appointment.

a. status, a non-status

b. status, another status

c. non-status, another non-status
d. unclassified, a classified

7. On a promotion, which value must the Classified Indc field display?

a. Classified
b. Unclassified
c. Any valid value
d. Non-Status
8. Only employees in status can be promoted.

unlimited or limited
unclassified or classified
permanent or probationary
permanent or intern

o0 oo

9. If a Movement transaction is a promotion for salary purposes, then you update the
field, which contains the date of the last hire, rehire, or

promotion for salary purposes.

a. Appointment End Date

b. Anniversary/Progression Date
c. Probation Date

d. Expected Return Date

Check your answers on the next page.
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REVIEW ANSWERS

Check your answers to the review questions.

1. Movement is an appropriate action when:

e.b,c,ord

2. If the employee was hired or rehired to an insurance-ineligible appointment within the 35
days preceding the action, and the insurance eligibility is changing, you need to add a row
with action Data Change, reason

a. BJC

3. On which page would you enter the date the employee’s probation ends?

b. Employment Information

4. Only employees with
status are eligible for demotion.

a. permanent or probationary

5. When an employee is transferred from one agency to another, which agency processes
the transfer?

c. The receiving agency

6. When using the Transfer action, the employee must be moving from a
position to position.

b. status, another status

7. On a promotion, which value must the Classified Indc field display?

a. Classified

8. Only employees in status can be promoted.

c. permanent or probationary

9. If a Movement transaction is a promotion for salary purposes, then you update the
field, which contains the date of the last hire, rehire, or

promotion for salary purposes.

b. Anniversary/Progression Date
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Pull out these pieces from the Promotion, Demotion, Transfer, Movement topic:

e Things to Consider Before You Enter Data, at the beginning of this topic
e SEMA4 Tips, located before the Exercises in this topic

Whenever you need to process a promotion, demotion, transfer, or movement, refer to
Things to Consider Before You Enter Data. After entering the transaction, check your work
using SEMA4 Tips.

You have completed Section C of Employee Maintenance!

Continue on to additional section(s) of the learning guide.
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