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Welcome

Within this guide you will find:
e NOLA PAY Employee Service Center Support Information
e Whatis and isn’'t changing with ADP

e Instructions on how to perform daily tasks using Manager Self Service
(MSS)

e Instructions on how to perform Position Control tasks

MSS and Position Control Guide Version 1.20 5
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Support

Support Type Contact Information

NOLA Pay ESC: 855-665-2729

Employee Hours: 9:00 am - 7:00 pm CST
Service Center
(ESC) You should always contact the service center for payroll, MSS or eTIME
questions and issues. If the City payroll or HR departments need to be
pulled in, the service center will do that.

HR and Payroll staff may call the service center when in need of assistance
in Enterprise, eTIME or for ADP portal related reasons.

What Will Not Change

e Short-term disability and FMLA procedures

e Departmental procedures for requesting time off
o Pay cycles and pay days

e Civil Service rules and requirements

e Transaction approval paths

What Will Change
e Actions and reasons
e ADP’s Managed Payroll Services team will be responsible for setup information
maintenance
e Required forms will change

Employees will be making the following changes themselves in ESS (Employee Self
Service:

Address change — HR Manager must approve.

Direct deposit — HR Manager receives notification.

Federal tax withholding

State tax withholding — Employee downloads a form and submits it to ADP.

MSS and Position Control Guide Version 1.20 6
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Manager Self Service (MSS)
Overview

Manager Self Service (MSS) is a tool specifically designed to allow you the ability to
perform several necessary job actions for your direct/indirect reports and submit for
approval. Examples include: job and salary changes and employment status changes.
You can also view transaction and approval history. This information will be defined in
detail on the following pages.

If you are a new user, see Appendix A: New Hire - ADP Portal Registration for
instructions on registering for the ADP Portal.

1. Access MSS from the Portal using the https://portal.adp.com web link.

\/hat’s the difference between using User Login vs. Administrator Login?

User Login Button Administrator Login Button
Employee Self Service (ESS) Employee Self Service (ESS)
Manager Self Service (MSS) Manager Self Service (MSS)
eTIME eTIME
Enterprise (system of employees record)
ADP Reporting (ad hoc reporting tool)

2. Click the Administrator Login button.

—

Uszer Login Adminizgtrator Login

= First Time Users Register Here
= Need Help Getting Started?

= Update My Secunty Profile

= Change your Password

= Make This Site Your Home Page

= Forgot your Password

= privacy B LEGaL

Note: if you have forgotten your Password, click on Forgot your password link.

MSS and Position Control Guide Version 1.20 7
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3. Depending on if you click the User Login or Administrator Login button, you will
need to enter your User name and Password, and click Submit. Portal
passwords expire after 180 days. You'll be prompted to change it.

Enter Your User ID

committed to protecting your privacy and ensuring that only you can access your
ormation.

Enter your user ID. First time users, enter the user ID you received in email.

Privacy Legal Copyright @ 2000-2013 ADP, Inc.

Password

Enter vne

is information to protect your account from unauthorized access. If you use
computer(s) to access ADP service log on you will be prompted to complete
additional steps 1o verify that you are the individual you claim to be.

© Trusted Computer - Yes, remember this computer.

Select this option i u are the only user of this computer. By selecting to re
this computer, you will be required to enter your user ID and password each time you
log on.

@ Public Computer - No, do not remember this computer.
Select this option if you are using a shared computer such as a kiosk. shared office
computer, library computer, or workstation that is shared by multiple users. By

selecting not to remember required to enter your user ID,
password, and ad i e you log on.

Privacy Legal Copyright © 2000-2013 ADP, Inc:

Note: If you receive a login error, call 855-nolapay (855-665-2729).

MSS and Position Control Guide

Version 1.20 8
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Navigation

Upon entering the portal, you'll be taken to the Welcome
employee.

1. Select Manager to access MSS.

m Welcome, Sally Yates
. * D Edit page content More Informati

W Organization & Stafing ~ | Reports

[oloye g

page within the Home tab as an

The three manager tabs are:

— + Home
* Organization & Staffing
+ FHeporis

Fra oner ‘P Self Service Portal! J—

Home Tab

Within the Home tab you can access the following:

¢ Welcome — Return to the Portal welcome screen.
Message Center — View Approvals, Notifications and

your recent Employee Activities.

e Approval History — View the status of approvals or review previously submitted

approval activities.

e Forms — ALL MANAGER FORMS ARE LOCATED HERE IN THE FORMS LIBRARY

*If a change (new/additional action reason) needs to be made to a form, send an email to

the foundation team and they will work with ADP to make
Organization & Staffing Tab

Within the Organization & Staffing tab you can access t

Direct Reports — View any employees you are autho

the change.

he following:

rized to see.

e Managing Work Events — Execute employee work events such as, New Hires and

Transfers.

o Proxy Assignment — Delegate manager approval for HR transactions (only when

you’re going to be out of the office).

MSS and Position Control Guide Version 1.

20 9
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Reports Tab

Within the Reports tab you can access the following:

e Manager Reports
o Policy Acknowledgement Status

Note: You may see additional (or fewer) menus within the tabs based on your security
access.

View Direct Reports

= NOTE: WHILE IN MSS, DO NOT CLICK THE BACK BUTTON on your Internet
Browser to return to a previous screen, simply click the Tab that you are trying to access.

1. Select Organization & Staffing > Direct Reports.

Organization & Staffing -
Direct Reports
Managing Work Events

Proxy Assignment

A list of employees you are authorized to see appears. Use the organization icon & to
drill down to see additional employees.

2. Click once on an employee’s name to view employee events that you can execute.

Home ~ | Organization & Stafiing ~ | Reports ~

Direct ReEQrts

Filter your results by entering fullor partial data. Click the Organization icon next to a manager's name, if available, to display their direct reports

Manager Name Sarah Garrett

Job: Enler/Select ftem - Job Status: [ Full Time 1 Part Time @ AepiyFitter | 2
Ay ety Ay pay ety Ay ety
= Name = Job Department Job Status Full Time/Part Time =/ Hire Date =
Ewell Eagan ATTORMEY I LAW FINANCE Active Full Time: 0742372013
&l Monica Mangela ATTORNEY 3 LAW LAW ADMINISTRATION Active Ful Time 061102013

MSS and Position Control Guide Version 1.20 10
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Employee Profiles

View detailed employee information by accessing the employee’s profile. Some of
the information displayed includes:

Employee ID Empl nts 0
Department (Employee Profile

Position Change Job & Salary Information
Hire Date J v

Rehire Date Change Job Status

Service Date Change Employment Status

Employee Classification
Civil Service Status
Compensation Rate
Standard Hours
Grade/Step

1. Within Direct Reports.

Organization & Staffing ~ | Reports + ‘

Direct Reports

Filer your results by entering fullor partial data. Cick the Organization icon next to a manager's name, if available, to display their direct reports

Manager Name Employes Events O
Employee Profile

Last Name: FirstName: [ | Department: Enter/Select tem |-
@un
Job: Enterdect | Change Job Status |- Job Status: ] Full Time [ part Time @ 2epiy Fiiter | W clear |

P Py P - Py o Py

~ MName 7 Job &7 Department "~ Job Status ~7 Full Time/Part Time ™" Hire Date =~
Ewell Eagan ATTORNEY I LAW FINANCE Active Full Time 07/23/2013
Monica Manzella ATTORNEY 3 LAW LAW ADMINISTRATION Active Full Time 06/10/2013

2. Click on an employee’s name to view the pop up menu and select Employee Profile.

3. Click Cancel to return to the previous screen or click Print to print the profile.

—| Job information | | Pay informaton |
Employes 10i E— Fay Group: A0
Departmant: FIOZITI - CAD CAD-PERSONNELIOFFICE MGHT Compensation Rate: $45 189.87 Per vear
L SE9GE  Defaut Standard Hours: 35.00
Pos ition.bob: Saiary Crade: [E)
FullPart Tirna: Full-Tima Salary Stept 25
Status: Active
LOA Start Date:
Expected LOA Return Dats:
Hire Date: TODEZ008
Rehire Dats:
Service Date: 10/EZ008
Civil Sarvice Status : & - Paimanant
Job Code: CO263
Aegular | Temp: Ragular
Employee Type: 5 - Salaned ]
—| Job Histery
[ den 1 Start Date
MANAGEMENT DEV SPECIALIST | VIHERIZ
B erint B cancel

MSS and Position Control Guide Version 1.20 11
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Updating Employee Records

There are two different ways to access an employee’s record to change job and
salary information, position and employment status.

Method 1: Click Organization & Staffing > Direct Reports.

Click on an employee’s name and select an action from the employee events menu (as
you learned earlier). You may only update one employee at a time using this method.

Employee Events )

Employee Profile
Change Job & Salary Information
Change Job Status

Change Employment Status

Method 2: Click Organization & Staffing > Managing Work Events.

Select the transaction and employee(s) records that you need to change. The following
pages will illustrate how to use this method. Note: Use Method 1 to access indirect
reports.

Organization & Stafiing -
Direct Reports

Manaqging YWork Events

Proxy Assignment

MSS and Position Control Guide Version 1.20 12
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Managing Employees and Work Events

This system is not intended to replace business discussions and upfront
communications. It is a tool to facilitate the timely processing, tracking, and storage of
these changes.

Functions Performed in MSS

e New Hires & Rehires
e Change Job & Salary Information
This function allows you the ability to perform the following actions:
- Promotion/Step Increase/Lateral/Transfer
- Demotion/Step Decrease

e Change Employment Status
This function allows you to put an active employee in one of the following statuses:

- Leave of Absence (Paid)
- Leave of Absence (Unpaid)
- Return from Leave
- Suspension
- Return from Suspension
- Terminate

e Change Job Status
- Update various NOLA specific fields for employees, such as:
- Civil Service status
- Updating Probation dates
- On and off Light Duty
- SRP Police

Functions Performed Using a Form

- Change of Agency — Use this form to change the HR Manager from one
department to another.

MSS and Position Control Guide Version 1.20 13
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New Hires and Rehires

The following are reason codes associated with Hire/Rehire actions:

ACTION CODE DESCRIPTION

INSTRUCTIONS

HIR

HIR

HIR

HIR

HIR

HIR

HIR

REH

REH
REH

REH
REH

REH
REH
REH
REH

* The first character of the Action Reason denotes the approval path the action must take.

HO4

HO8

HO9

H10

H11

H12

HAM

EO05

EO7
EO09

HO1
HO2

HO3
HO5
HO6
HO7

New Hire

Promotion to City from S&WB

Demotion to City from S&WB

Transfer to City from S&WB

Layoff to City from S&WB

Lateral Class Change to City
from S&WB

Hire Above Minimum

Rehire from Layoff -
Unclassified
Unclassified Other

Rehire from Retire -
Unclassified
Reinstatement

Reinstate From Retire Class

Reinstate From Layoff Class
Rehire from SWB

Rehire - Classified
Re-Employment

General reason for a new hire.
Most hires will fall into this reason
Used for a new hire into Ev5 from
the S&WB; EE is getting a
promotion / new position with grade
increase

Used for a new hire into Ev5 from
the S&WB; EE is getting a
demotion / new position with grade
decrease

Used for a new hire into Ev5 from
the S&WB; EE no change in grade
or step or job code

S&WB EE laid off and hired by the
City

Used for a new hire into Ev5 from
the S&WB; EE has lateral change
in job code / position

EE is hired above the minimum in
the classified or unclassified pay
plan

Unclassified: EE is rehired from
layoff

Unclassified EE is rehired

Unclassified: EE is rehired after
retirement
EE is rehired after reinstatement

Classified: EE is rehired from
retirement
Classified: EE is rehired from layoff

EE is rehired from S&WB
Classified: EE is rehired
EE is rehired as re-employment

Additional information is in Appendix H: Approval Paths. Reason codes will be added
periodically and this guide will be updated.

MSS and Position Control Guide

Version 1.20 14
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Overview of Position Control

The City of New Orleans is using positions to define its employee’s jobs. Positions
include basic position information, such as the position name, department, location, job
code, pay rate and so forth. All the data within a position is inherited by an employee(s)
who are hired or transferred into that position. Multiple employees can be in the same

position.

Before a Personnel Requisition and Appointment Form (P1) can be approved and
processed, a vacancy must exist into which the requisitioned person can be appointed.
To determine if a vacancy exists, perform the inquiry of position by title (as shown below).

1. Whether a job study is required for the new position. To determine whether or not
a job study is required, the agency should contact the Classification and Compensation
division of the Civil Service Department. If the new position does require a job study, the
agency should follow the instructions provided by Civil Service to request a job study.

2. Determine whether there is funding available for the new position. To determine
whether or not funding is available, the agency should review their budget to assess that
enough funds are available for the new position and then contact their budget analyst for
confirmation.

If funding is available and the new position is approved by the Classification and
Compensation division (or it is determined that a job study is not required), the following
steps then need to occur to create the new position, or change the number of incumbents.

3. Complete a Personnel Requisition and Appointment Form (P1) and obtain all
approvals.

MSS and Position Control Guide Version 1.20 15
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Verifying Open Headcount

Prior to placing an employee into a position, ensure that there is open headcount, the

position is active and approved.

1. Click Planning & Analysis.

FPeople

Staffing

Compensation

Benefits

17 PLANNING & ANALYSIS © o @ [E

Ferformance & Development Fie Edt Deskop Wiew ﬁ IZT

Staff Relations PLANNING & ANALYSIS
G = &)
Payraoll
Salary Planning
Campliance Planning and Analysis Reports

Flanning & Analysis

2. Expand Position Management.

3. Open Review Position Information > Position Status

PLANNING & ANALYSIS

% = @
= Positicn Management
Create Positions
El- Review Positien Infor
Positien Status by Job Code
Positien Status by Department
Incumbent History (POS004)
Position Status Report (POS001)
Positien Audit Report (POS002)
Positien Earnings Distribution Audit
Yacant Positions (POS003)
Update Positions
Position Statistics

MSS and Position Control Guide Version 1.20
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If, for example, you are searching to verify if a “secretary” position has been created

already, click in the description field, enter secretary and click OK. If the position is in a
Proposed Status, the position will need to be approved.

PLANNING 8 ANALYSIS

% = @

B Position Management
] Create Positions
[idl Define Position Information
ldentify Position Qualifications
Create New Fiscal vear Data (POS0
= Review Position Information

Position Status by Job Code
Position Status by Department
Incumbent History (POS004)
Position Status Report (POS001)
Position Audit Report (POS002)
Positicn Earnings Distribution Audit (P
“acant Positions (POS003)

B Update Positions
Position Information
Qualifications
Update Fizcal Year Data
NOLA Approval Panel
NOLA Approval History

Position Statistice

Calendar Year Statistics

Fiscal ear Statistics
Salary Planning
Planning and Analysis Reports

Search for...

Description: |secretary

Position Status: Dg

Department ID:

Job Code:

SECRETARY

Off Of The Superintendent

30010524 |Approved | 3003001  |San Sanitation Director Off con43
SECRETARY 405123594 [Approved |4004051  |Fin Purchasing Administration coo43
SECRETARY 45111033 | Approved 4504511 |Prm Director'S Office Co043
SECRETARY 58111252 | Approved|5805811  |Rec Director'S Office Co043
SECRETARY |62El1 1372 |Approved |6206201 Pap Superintendent'S Office Ccoo43
SECRETARY |76921 519 | Approved |750?692 Hud Financial & Fiscal Affair Co043
SECRETARY |S3021 654 (Approved |S 0330 Jwec Administrative Services uo245
SECRETARY |83I]31 562 |Approved |B3I]S3I]3 Jwve Clerk’S Services unz4s
SECRETARY |S31 21675 | Approved |33US312 Jwe Restitution unz4s
SECRETARY |3€3U1757 Approved |EGUEE3U Ccd Clerk In-Court unz4s
SECRETARY 86431771 [Approved |SGUSG43 Ccd Clerk Polling Sites unz4s
SECRETARY 91201725 |Approved |B3691 20 |Tre Tfc Court Rew Fund unz4s
SECRETARY 1601705 |Approved |B3591 60 |Muc Judicial E P Rewv Fund unz4s
SECRETARY 961120599 |Approved |GBB'961 1 |Moa Administration Co043
SECRETARY 96401008 |Approved |4009640 Fin Mo Mus Art P/R co043

36 matches

MSS and Position Control Guide

Version 1.20
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I 20100001 ADMINISTRATIVE SUPPORT SPECIAL |

[ Position Status |

Head Count: 1]

Maximum Head Count; 1

Vacant Head Count: 1

Position As Of Date: |10/01/2!

FTE:

Waximum FTE:

012 |lill] = Refresh |

~Incumbents T.
Employee ID Name Empl Status 1
MSS and Position Control Guide Version 1.20 18



P

7R

CITY OF NEW ORLEANS

Inactive Position Information

If you see open headcount and FTE but no vacancies and no one in the position, it
means the position is “Inactive”. Follow the instructions below to “Activate” the
position. Once the position becomes active, it will need to go through the position
approval process before it can be used.

1. If the position displays “Inactive” Insert a Row =% and enter an effective date.
2. Click “Active.” Ensure all four tabs have the accurate information prior to
saving.

3. Click the Save & icon. Click ok to the pop up message about incumbents. If
you changed the standard hours you will receive a message. Click OK to both
messages.

4. The position will go through the position approval workflow. See “Approving
Positions” portion of this guide to review the approval process.

Position Information |~ Demographics |~ Compensation and Accounting |~ Position Budget Status |

Position Mumber: 0020

Effective Date: |06/16/2014

Effective Date Sequence # [0 |  Effective Statu: (3 A

Department: [8928922 | &y FMC FMC MARKETS ] Update Incumbents
Job Code: [co020 | ] OFFICE ASSISTANT, TRAINEE Workers' Comp Code: [8810 | Q3
Position Status: | Proposed
Action Reason: || G Action Date: D6/16/2014
Title: [OFFICE ASSISTANT, TRAINEE Short Title: [OFF ASST |
Reports To Position: HF‘.Mﬂnﬂg&r:Wg
Dotted-Line Position: Manager Name: Beavers Yolanda

Position (QFFICE ASSISTANT, TRAINEE
Description:

{ Position Information |~ Demographics |~ Compensation and Accounting |~ Position Budget Status |

Position Number: 0020

' Effective Date: |06/16/2014

Effective Date Sequence #: @ ' Effective Status: (@) Ac@o Inactive E

MSS and Position Control Guide Version 1.20 19
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Updating a Position’s Headcount (Increase or Decrease)

Click Position Management > Update Positions > Position Information

1. Click the Insert a Row -

icon. You will know that the row inserted because

today’s date will appear in the effective date field. Also, the scroll bar will appear dark

gray/light gray.

NOTE: If you are making a change that is on the same effective date as the
previous row, enter the same effective date, and then change the Effective Date

Sequence # to “1”.

Position Information

As OF:| 02118/2015 | g

Position Budget Status r NOLA Approval Summary NOLA Approval History |
Position Information I Demngrapw I

Compensation and Accounting

Position Number: 20200020
Effediv*. 02/19/2015
Department: (2002020 g CCO CLERK OF COUNCIL

Job Code: |CO020 g OFFICE ASSISTANT, TRAINEE

Position Status:
Action Reason: g

Title: |DFFICE ASSISTANT, TRAINEE

Reports To Position:

Dotted-Line Position:

‘ Effective Date Sequence # E ’ Effective Status: (@ Activel ) Inactive

[] update Incumbents

Workers' Comp Code: g

Action Date: 02182015

Short Title: |Clk 1
HR Manager: g

WManager Name:

Position
Description:

[

2. Enter the effective date. Note: Ensure all other position information is accurate and

update as needed.
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3. Click on the Position Budget Status tab.
4. Update by either increasing or decreasing the Max Headcount and FTE fields.

If you are hiring a part time employee and temporarlily need FTE, you can use this
step to increase the FTE. You’ll need to return to this step to decrease FTE after the
position has been filled.

For example, if you are hiring a part-time employee who will be working as a .25 FTE, you
still need to place them into a position that has 1.0 FTE available. If needed, first increase
the FTE to 1.0, hire the employee, then go back and decrease the FTE.

‘ Position Information As of | 021112015 |E 5y ‘
Compenzatien and Accounting r Position Budget Status r NOLA Approval Summary r NOLA Approval History
Position Information |/ Demographics |
Position Humber: 20200020 OFFICE ASSISTANT, TRAINEE Status: Approved
Effective Date: 12/01/2013 Effective Date Sequence #: 0 Effective Status;
E Confidential Position Max Head Count n
Job Sharing Permitted
Budgeted Position WMax FTE 1.0000
Budgeted Dollars Override FTE []

Wan Tues Wed Thurs Fri Sat 3un

( StandardHuurs:@) StandﬂrdDﬂys:’E ,E IE IE ,E ,: ,:

B

5. Click on the Save icon when finished.

Click ok to the pop up message about incumbents. If you changed the standard hours you
will receive a message. Click OK to both messages.
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Updating a Position’s Worker’s Comp Code or Funding

Click Position Management > Update Positions > Position Information

E
1. Click the Insert a Row 3 icon. You will know that the row inserted because
today’s date will appear in the effective date field. Also, the scroll bar will appear dark

gray/light gray.

NOTE: If you are making a change that is on the same effective date as the
previous row, enter the same effective date, and then change the Effective Date
Sequence # to “1”

2. Enter the effective dat

3. Select the correct Workers\Comp Code.

Position Information As OF:| 02118/2015 B
Position Budget Status r NOLA Approval Summary r be-\ Approval History |
Position Information I Demngraphicé\ I Compensation and Accounting |

ition Number: 20200020
T 02419/2015

Department: (2002020 g CCO CLERK OF COUNCIL [J update Incumbent |
Job Code: [CO020 g OFFICE ASSISTANT, TRAINEE Workers' Comp Code:

Effective Effective Date Sequence Effective Status: (@ Active ) Inactive

& Workers' Comp Co... Il
Action Reason: g Wirkrs Comp T
Title: |DFFICE ASSISTANT, TRAINEE
Tro4 Firefighter
Reports To Position: 7705 EMT. I
Dotted-Line Position: 7720 POLICE
» 3810 Office & clerical employees
PD‘.‘“!D"_ 3863 Laborer
Description:
9101 FOOD OPERATIONS
29403 Refuse Cellection and Drivers |
9410 INSPECTORS o
9412 EQUPMENT OPERATOR
10 matches
OK | Cancel Find... |

|

4. Click on the Compensation and Accounting tab.
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As OF:| 02118/2015

Position Information

=]

Position Budget Status r NOLA Approval Summary r NOLA Approval History |

[

Variable Pay Plan: “Variable Splits:

Account/Fund:

GL Pay Type: Shift Rate Code: Regular Shift:
Distribution "
v| Distribute by Percent
{ Percent:| 50.000 Department: [2002020 oy Earn Cd: [XV g

2

Job Code: [C0020

|
‘ Accnuntl'Fund:|1ED1

GL F‘ayType

Regular Shlﬂ_g

-

Position: || Q

Position Information I Demographics I Compensation and Accounting |
Position Number: 20200020 OFFICE ASSISTANT, TRAINEE

Effective Date: 02/19/2015 Effective Date Sequence # 1 Effective Status: Active

Sal Admin Plan: CN1 Grade: 023 Step: Mgr Level: Non-Mgr Job Function:

[4

5. Check” the “Distribute by percent” check box. The percent must equal 100.

If the position is funded by multiple accounts, for example, enter 50 or another amount,

ensure you click on the inner scroll bar and insert a row to add another row
complete the 100% (as shown below).

of data fo

Earn Cd: @g
GL PayType: Ii
degular Shiﬂjg

AccountFund: (001 2002012,

-

*If you see Account/Fund = 1601, it needs to be changed (it is a placeholde

r) to the

correct Account/Fund code by clicking on the ]g'.*

Enter key / partial key / alternate key

AccountFund: |

Deseription:

6. Account/Fund — Click on the prompt IS to select the correct code. oc | _cons
If you don’t see your account fund listed, click the Find button and search by
description. Note: If you need an account/fund code created in AFN, contact Budget to
have the code created.

7.

MSS and Position Control Guide Version 1.20
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8. Update the Max Headcount and FTE fields, if necessary.

B

9. Click on the Save icon when finished.

Click ok to the pop up message about incumbents. If you changed the standard hours,
you will receive a message. Click OK to both messages.
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Creating a New Position
Click Planning & Analysis > Position Management > Create Positions > Define

Position Information

PLANNING & ANALYSIS
= h ':"
= Position Management
B Create Positions

N, Define Position Information

Create New Fizcal Year Data (POS0
Review Postion Information
Update Positions
Position Statistics
Calendar Year Statistics
Fiscal Year Statistics
Salary Planning
Planning and Analysis Reports

HEHHE

1. Once “Add” has been selected, enter the position number._The position Number is
made up of 8 characters:

The first four position numbers are the last 4 numbers of the department id (org code).
And the last four position numbers are the last 4 numbers of the job code.

2. Enter the Position Number and click OK.

Add...
Position Mumber: (20100009

oK | Cancel I
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The Position Information tab appears first.

Define Position Information
|/ Position Information |/ Demographics |/ Compensation and Accounting |/ Position Budget Status |
Position Number: 20100009
ﬁ Effective Date: |[10/01/2013 b Effective Date Sequence #: @ Effective Status: (@) Active () Inactive —
# Department: | 2002010 g Ceo Councilmembers’ Office [[J update Incumbents
Job Code: [co023 | Qi cLERK 4 Workers' Comp Code: [s810 | G
- gDSi‘tiDn Status:
Action Reason: |NEW g New Position Action Date: 10/01/2013
Title:lC.LEF‘.K4 Short Title: [Clk 4
Reports To Position: g Reports To Manager: g
Dotted-Line Position: g Manager Name:
Position CLEF‘.K‘I{
Description:
Enter any information necessary for the new position.
Required fields are in red:
o Effective Date — Enter the Effective Date for this position.
o Department — Select the appropriate Department.
e Job Code — Select the appropriate Job Code.
o Position Status — Defaults to Proposed until this position is approved (see
Approving Positions section of this guide).
e Workers Comp Code — Confirm the pre-populated Workers Comp Code is
correct. Your choices are:
HEs Workers' Comp Code
Wrkrs Comp Descr
7704 Firefighter
7705 EMT.
7720 POLICE
23310 Office & clerical employees
||3363 Laborer
9101 FOOD OPERATIONS
||9403 Refuse Collection and Drivers
|9410 INSPECTORS
ls412 EQUPMENT OPERATOR
Do not complete any other fields on this tab.
MSS and Position Control Guide Version 1.20 26
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2. Click on the Demographics tab.

Define Position Information

r Position Information |/ Demographics |/ Compensation and Accounting |/ Position Budget Status |

Position Number: 20100009 CLERK 4

Effective Date: 10/01/2013 Effective Date Sequence # 0 Effective Status. Active

Department: 2002010 Cco Councimembers’ Office [w] Eligible for Overtime

Job Code: COO0Z3 CLERK 4 [w] Leave Plan Eligible

Company: m Cityeadblew Orleans
(_ Pay Group: IEQ Fire
Employee Type: Eg Hourly
Location Code: I@g Default
Reporting Location: I@ g Default
\-Geng Differential: Ijg )

Curriculum Codes

Y

[[] Alow Pay Group Override

Holiday Schedule: (HOL g Holidays
Union Code: g
Bargaining Unit: g

Work Phone #: || |

|

[«

Required fields are in red:

MSS and Position Control Guide

o Pay Group — Select the Pay Group.
Employee Type — Defaults based on the Job Code.

Do not complete any other fields on this tab. All other fields default and
are INFORMATIONAL ONLY.

Click on the Compensation and Accounting tab.
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I Position Information

As OF: | 12/01/2013

o=

r Position Information |/ Demographics |/ Compensation and Accounting |/ Position Budget Status |

Position Mumber: 20300023

Effective Date: 12/01/2013

Sal Admin Plan: CN1

‘Variable Pay Plan:

Account/Fund:

GL Pay Type:

Grade: 040

CLERK 4

Effective Date Sequence #: 0

Step: Mgr Level: Mon-Mgr

Shift Rate Code:

of psition Earnings Distribution
[w] Distribute by Percent
Percent:| 100.000|

partment: Ii g
Position: Ii g

AccountFund: |1EIII1

— 4

Effective Status: Inactive

Job Function:

Variable Splits:

Regular Shift:

Earn Cd:@g
GL PayType:
Regular Shiﬂjg

[«

4.

“Check” the “Distribute by percent” check box. The percent must to equal 100.

NOTE: If the position is funded by multiple accounts, for example, enter 50 or another
amount, ensure you click on the inner scroll bar and insert a row to add another row of
data to complete the 100% (as shown below).

Position Earnj

Percent: Department: g Earn Cd: |X¥Z g
| - Position: |g GL PayType:
AccountFund: [001 2002012, | gular shif| |Gy

[1]

5. Account/Fund — Click on the prompt Jg' to select the correct code. If you do not see

your Account/fund in the list, click Find to enter a description.
Note: If you need an account/fund code created in AFN, contact

Enter key / partial key / alternate key

AccountFung: |

Budget to have the code created.

oK Cancel

Description
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6. Click on the Position Budget Status tab.

Position Information As O | 06/16/2014
[ Position Information | Demographics | Compensation and Accounting | Posttion Budget Status |
Position Mumber: 0020 OFFICE ASSISTANT, TRAINEE Status: Proposed
Effective Date: 03/26/2014 Effective Date Sequence #. 0 Effective Status: Active sl
S Confidential Position Max Head Count g
Job Sharing Permitted
Budgeted Position Max FTE|  &.0000
Budgeted Dollars Override FTE []
Mon Tues Wed Thurs Fri Sat sun
Standard Hours: | 35.00 StandardDays: | 7.0/ | 70| | 70| | 70[ | 70| | || |
|

e Max Head Count — Enter the Max Head Count.
Max FTE — Enter the Max FTE for this position.

e Standard Hours — Auto-populates based on the job code, but can be changed.
NOTE: If you change the standard hours, you will get a warning message upon
saving. You would click OK to the message (see below).

e Standard Days — Auto-populates based on the Standard Hours.

7. Click on the Save B

icon. And click OK to both messages (as shown on the following
page)

E ADP Enterprise HR

Update Incumbents is turned off. The incumbent Job records will not be updated.
The Update Incumbents check box is the link between a position definition and the associated job
Q incumbents. If the Update Incumbents check box is turned off, the link is broken—no position
changes will be reflected on incumbent Job records. The Position Audit report reflects such
out-of-sync conditions. (1000,160)

0K Cancel

i

ADP Enterprise HR “

This full-time employee's Standard Hours are not equal to Standard Hours defined for the job.
Review the Standard Hours for both the employee and the job and adjust as appropriate.

A (1000,148)

0K | Cancel |

Whenever HR Managers insert a row for position they get one and maybe two warning
pop ups. One advises that update incumbents is turned off and the second which
appears occasionally says that the position standard hours do not match the job code
standard hours. You should click through both of these.
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Approving Positions

There are three levels of approvers:
e Department
e Civil Service
e Budget Department

If you are unsure whether or not you’re an approver, within the NOLA Approval
Panel (on the following page), the DEPT Approval screen will NOT be grayed out
and your name will display.

As previously mentioned, positions will remain in a “proposed” state, until all 3
approvers have approved the position.

First, review the position information by clicking on Approve Positions > Approve
Positions.

1. Enter the position number or description and click OK. If you don’t remember the
position number, simply click OK and search for your position, ensuring you're looking
at the column called Status. Highlight the position and click OK.

17 Enterprise - City of New Orleans - KLZ5Q01 “ “— ' v . ——_— . |- - e S

File Edit Desktop Tools Windows Help @ [E Bl B &
S 12 PLANNING & ANALYSIS | o &' IZIM: Lo

File Edit Desktop View A [ ]

PLANNING & ANALYSIS

B Position Management
cr ions

Approve Positions
Planning and Analysis Reports

LR
Enterprise HR
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The position information tab appears.
2. Click on the NOLA Approval Summary tab.

Note: If you open this tab and notice that it’s grayed out, close out of the position
and re-openit.

3. Look to see where your name is located. You need to enter the requisition number in
the Comments section along with any comments. This is to facilitate budget approval.

4. Click the “Yes’ button to approve. Note: ‘No’ is the default approval status.

5. Click the Save icon.

| Position Information As OF:| 02/19/2015 |
NOL& Approval Summary r NOL& Approval Histony |
Position Information I Demographics I Compensation and Accounting |
Position Number: 20200020 OFFICE ASSISTANT, TRAINEE
Effective Date: 02M92015 Sequence: 0 Effective Status: Inactive Position Status: Propozed

Approval Status: CEudoet roval Pendin

Approved
"es| @ Mo ) Pending ()

Dept Approver. TEST1
02192015 12:38. 40PN

Comment: | spproved  Enter the Requisition Number

\

Budget Approver:

Comment:

Final Approver:

Comment:

[«]

There is no automated notification once you approve. To expedite the approval
process, call or email the next approver.

Once all three approvers have approved, the status of the position will
automatically change to Approved.

Confirm all position approvals have been applied before placing an employee into the
approved position. Otherwise, the MSS transaction will fail and need to be re-entered.
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Rejecting and Resubmitting a Position

If the HR Manager realizes there is a mistake to an already submitted position (waiting for
approval) and needs to retract the submitted position, the Department approver should
select “No” on the NOLA Approval Summary tab.

If Civil Service or Budget identifies an error with the proposed position, they will need to
“reject” the position by:

1. Open the position.
2. Add a Comment.
3. Save the position. (‘No’ is the default approval status)

In turn, this position is now considered rejected.

The HR Manager should resubmit the position.

Position Status

To look up a position and its status, click Position Management > Review Position
Information > Position Status

PLANNING & ANALYSIS

3 ©

El Position Management

B Create Positions
[fidd Define Position Infarmation
[fdd]\clentify Position Qualifications
Create Mew Fiscal Year Data (POS00

El- Review Position Infarmation

‘osition Status

Position Status by Job Code
Position Status by Department
Incumbent Histary (POS004)
Position Status Report (POS001)
Position Audit Report (POS002)
Position Earnings Distribution Sudit (P
“acant Positions (POS003)

1. Enter the Position Number and click OK.
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Search for...

Pasition Mumber (00002001 ‘

Description |

Position Status D g
Department 1D g
Job Code g

Wiew History Infarmation

OK Cancel

Position information such as Head Count, FTE and incumbents are viewed on this tab.

20100003 COUNCIL MEMBER

[ Position Status

Position As Of Date: 10/01/2013 | Refrash
Status: Proposed
Head Count: T FTE: 7.0000

Maximum Head Count: 10 Maximum FTE: 7.0000

acant Head Count: 3 Vacant FTE: 0.0000
Incumbents Group Box
Employee ID Name Empl Status Entry Date FTE
oooo1048 Gray I, James A Active 050852013 1.0000
00014454 Clarkson,Jacguelyn B Active 05/08/2013 1.0000
00017583 Hedge-Morrell, Cynthia M Active 05/06/2013 1.0000
ooo1e207 Head, Stacy S Active 05/06/2013 1.0000
00020579 Guidry, Susan G Active 05/06/2013 1.0000
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Delivered Position Management Reports

Position Status by Job Code

1. Click Position Management > Review Position Information > Position Status >

Position Status by Job Code.

The Positions by Job Code tab displays the following information:

e Annual Midpoint
e Average Annual Salary
e Incumbents Information

e Headcounts Vacancies and FTE Vacancies

Position Status by Job Code

r Positions by Job Code |

Job Code: Z0045 COUNCIL MEMBER

Head Count: T Tetal Annual Salary:

Position As Of Date: m

Annual Midpoint:

Average Annual Salary:

Refresh |

Incumbents "
Position Empl I Name Status Department ID Annual Rate FTE E
20100003 00001048 Gray Il James A A 2002010 1.0000
20100003 00014454 Clarkgon Jacquehyn B A 2002010 1.0000
20100003 00017553 Hedge-Morrell, Cynthia M A 2002010 1.0000 =
Headcount Vacancies and FTE Variances T
Effective Budgeted ]
Position Status Status Department 1D Department Name Head Count FTE
20100003 Active Proposed 2002010 Cco Councimembers’ Office 3 0.oooo
-
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Position Status by Department

1. Click Position Status by Department.

2. Enter the Department ID you wish to search.

The Positions by Department tab displays the following information:
e Headcount
e FTE

e Total Annual Salary
e Incumbents in the Position by Department

Position Status by Department
r Positions by Department |
Department. 2002017 Cco Councilmember District E Position As Of Date: |[[IPEIFNE | Refresh |
Manager:
Head Count: g FTE: Total Annual Salary:
Incumbents
Position Job Code Empl ID MName FTE Annual Rate
20170020 uoso3 nooZ2111 Oliver,Brandon M 1.0000
20170021 uoso4 00011540 Tio,Maria M 1.0000
20170021 Uoso4 0oo15162 Baird Maurice 1.0000
20170021 Uoso4 0002108 Spears Erin C 1.0000 =
Headcount Vacancies and FTE Variances ;
Effective Budgeted Head Annual ]
Position Status Status Job Code Description Count FTE Midpoint
20171926 Active  Approved Coo2o OFFICE ASSISTANT, TRAINEE 1 1.0000
201723456 Active  Approved uosoz2 COUMNCILMANIC SECRETARY 2 1 1.0000
-
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Additional Position Management Reports
¢ Incumbent History (POS004) Report

e Position Status Report (POS001)

e Position Earnings Distribution Audit (POS006) Report

e Position Audit (POS002) Report

e Vacant Positions (POS003) Report

More delivered Planning and Analysis Reports (Position Management)

To run these reports, follow the same steps as above. The same reports listed in the prior

steps are duplicated in the delivered reports list below.

lanning and Analysis Reports *__
Bl Reports

Above-Maximum Analysis (CMPOOS)
Below-Minimum Analysis (CMPO04)
Compa Ratio Report (CMPO03)
Employee Profile (PERO2E)
Incumbent History (POS004)

Mass Change (UTLOO3)

Position Audit (POS002)

Position Earnings Distribution Audit (POS00E)
Position Status (POS001)

Salary Grades (PERTOE)

Salary Structure (CMPOO1)

“acant Posttions (POS003)

MSS and Position Control Guide
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Hiring an Employee in MSS

Confirm all position approvals have been applied before placing an employee into a
position in MSS. Otherwise, the transaction will FAIL when it is sent to Enterprise and will
need to be re-entered.

Be sure to use proper case. DO NOT USE ALL CAPITAL LETTERS. Use upper and
lower case always, and no punctuation in any name field.

1. Select Organization & Staffing > Managing Work Events.
2. Click Hire New Employee.

3. Click Submit.

ging Work Evonts >
naging Your Employees
approprate sctonds) below . Select e erpoyesn) you want io work wilh Snder full or partil seerch criters %o e your smpleyee Bel Cick Scbedd fo porform e sctionia ) o0 B seecied enpleyeels
RONS 9O you Wt 19 perieem
@ Hreten fepicyee @ Selct one or more 31 T DmEOyTet Changes Seow
Rarae [ wpoyee Updete Addtony Lrocyes Dets Crange Job § Salary normaton
Ihasge fege et ety
Salect the empioyee(a) you want §o work with:
Lant Name: rourg Trat Sama: Cwgartmens ErdarSelect ben
ot LrteeSaiect hew v Job Shun:  Sewct - 1ol Tame Part Tame B Avety ter B O
Name o0 7 Deparsnent ~ Jou St Full TimaPart Tame wore Dute
Sgeduns Eowardy FIE APPLRATYS OPERATOR FILCEY SuMRESSON amve Ful T
Salaahe frp0er OFFCE ASSETANT 19 PR ADMMSTRATON Loome ol Tow NV
R COTY SUMRLSsoN Acve Fal Towm L202008
FROTY LU9eRrSsOs Ave Tl Tem 0L24350e
FR OTY SUPSRE S5ON Ave Pt Tow ST
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4. On the next screen, enter information into the following required fields:

Social Security Number

First Name

Last Name

Start Date — Enter the date the employee begins work at The City. The format
is MM/DD/YYYY with the slashes (/).

£U IUWRIUD - LMICT W 3 1A
20110902 - COUNCILMANIC SECRETARY 2
20110903 - SECRETARY 1

20110904 - LEGISLATIVE AIDE

Managing Work Events

Enter information shown below. 20120903 - SECRETARY 1
20120904 - LEGISLATIVE AIDE
Social Security Number: » 20130902 - COUNCILMANIC SECRETARY 2
20130903 - SECRETARY 1
20130904 - LEGISLATIVE AIDE
Prefix: l:l 20140020 - OFFICE ASSISTANT, TRAINEE
20140902 - COUNCILMANIC SECRETARY 2
First Name: b [watter | 20140903 - SECRETARY 1
20140904 - LEGISLATIVE AIDE
Middle Name: | | 20150902 - COUNCILMANIC SECRETARY 2
Last Name: 3 |Pay‘ton | SO IR AR

20150904 - LEGISLATIVE AIDE
20160903 - SECRETARY 1
20160904 - LEGISLATIVE AIDE
20170903 - SECRETARY 1
20170904 - LEGISLATIVE AIDE
20200029 - Admin Support Specialist |
20200032 - OFFICE ASSISTANTI

20200050 - CLERK OF COUNCIL ASSISTANT
20200051 - CLERK OF COUNCIL

Suffix:

Start Date: b 050102014

Wonce ) @)

5. DO NOT ENTER ANY INFORMATION ON THE DEPARTMENT TAB. Those fields
will default based on the position. Click on the Position Number tab. In the
Position Number field — Select the position using the drop down arrow or
enter the first 3-4 characters of your Org number and then select the position
from the list.

6. Click Next.
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Step 1: Personal Data Part A
Enter data in required fields indicated by a red ¥ arrow.

Manaﬂinﬂ Work Events

Enter information shown below.

Step1of & Candidate Name: Walter Payton

| 1.Personal Data Part A Street: b [122 Canal Street |

2. Personal Data Part B AptSuite: | |
3. Job Data Part A
Parigh : » |Clrlear|s |
4 Job Data Part B
5. Pay Info City/Town: b |New Orleans |
6. Citizenship State/Province: » | Louisiana V|
7. Additional Hire Info PostaliZIP: b
8. Ready To Submit Country: USA

Home Phone: b |504-303-3837 x

- Hext :I - Cancel :I i Reset :I

e Home Phone — you do not have to use hyphens.

7. Click Next.
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Step 2: Personal Data Part B

Enter data in required fields indicated by a red ¥ arrow.

Step2of 8 Candidate Mame: Drew Brees
1. Personal Data Part A Race/Ethnicity v
| 2. Personal Data Part B Ethnic Group: b | Black V|
3. Job Data Part A Gender: b [wale v
4. Job Data Part B 3
Marital Status: b | single v|
5. Pay Info
6. Citizenship Highest Education Level: | Not Indicated v|
7. Additional Hire Info Birth Date: > [oor7rne7 | I
8. Ready To Submit Dizabled: ]
Vetz100:
Military Status: ¥ | o Miitary Service v|
Disabled Veteran: ]
Military Discharge Date: | | =
% . Next | . Previous | . Cancel | . Reset |
Note:

e Race/Ethnicity — This field is not used by government agencies, so no entry is
required.

e Birth Date — The format is XX/XX/XXXX; with the slashes (/)
¢ Military Status (“Not Indicated” is a valid value)

8. Click Next.
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Step 3: Job Data Part A

ALL of these fields default based on the employee’s position. Part time hours entry will be
addressed in a later screen. No data entry is required.

Step 3of @ Candidate Hame: Water Payton
1. Personal Data Parl A Regular/Temporary: Requiar b
2. Personal Data Parl B FulliPart Tirme: Fill-Tarme W

3. Job Data Part A
4. Job Data Part B

5. Pay Info

6. Cilizenship

7. Additional Hire Info
2. Ready To Submit

Rate Code: t Rai W

% B wenr B Previous @ cencet | (@l Reset

9. Click Next:
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Step 4: Job Data Part B
Select values for the following two fields:

e Reason for Action — Select the reason for the new hire.

e Civil Service Status — Select the correct status.

If it's a S-Class or Z-Class employee, select one of these Civil Service Status
options: Emergency, Transient, or Provisional.

Managing Work Events

Enter information shown below.

Step4of 8 Candidate Name: Walter Payton

1. Personal Data Part A Reason For Action: I | New Hire V|
2. Personal Data Part B Civil Service Status : ¢
3.Job Data Part A Prov-Hot Eleg Longevity
Emergency
4. Job Data Part B Emer With Otr Curr Perm Stat

Emer With Otr Curr Prob Stat

5. Pay Info
On Leave From Class to Unclass
G. Citizenship Mo Civil Service Status
- : Permanent
7. Additional Hire Info Probationary
8. Ready To Submit Prob With Otr Cur Perm Stat
Provisional

Prow With Otr Cur Perm Stat
Prow With Otr Curr Prob Stat
Transient

Trans With Otr Curr Perm Stat
Tran With Otr Curr Prob Stat
Unclassified

Civil Srve, Classified

—A O Mext | @ Previous | @ cancet | @ Reset |

10. Click Next.
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Step 5: Pay Info

11. Enter the Salary Step.

If this is an S-Class or Z-Class employee or others who are hired at a rate which varies
from the pay plan; leave the Salary Step field blank and enter the annual compensation
rate and set the Compensation Frequency to “Year”.

Step 5 of & Candidate Name: Drew Brees
1. Perscnal Data Part A Selected Job Code: Ugsdd, SECRETARY 1
2. Personal Dats Part B Salary Plan: CN1, City of New Orieans
Salary Grade: 040, GRADE 40

3. Job Dats Part A
Compensation Frequency: Annal

4. Job Data Part B

=AY Salary Step: Sslect Salary Step W
3. Citizenship
Compensaticn: PeT : Select Frequency ‘

7. Additional Hire Info

P: :
8. Resdy To Submit =ygroup:

Employment Type:

. Next 'I Previous 'I . Cancel ’| Reset ’|

12. Click Next.
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Step 6: Citizenship

The required information may be obtained from the completed 19 form that is available
in the new hire packet (see Error! Reference source not found.).

13. Enter as much data as possible in the fields.

Step 6ol &

Candidate Hame: Walter Payton

1. Personal Data Part A
2 Personal Data Part B
3 Job Data Par &

4 Job Data Pan B

5. Pay Infop

. Citirenship

7. Additional Hire Info
& Ready To Submi

—

14. Click Next.

MSS and Position Control Guide

Citizenship Status:

Authorization and Identity (List A) Document:

Authorization and ldentity Decument Expiration Date: )|

ldentity (List B) Documant:
ldentity Expiration Date:
Avuthorization [List C) Document:
Authorization Expiration Date:
Ron US Country of CRirenship 1:

Ron US Country of Chizenship 2=

Visa Type:
Wisa Number:

Vign Expiration Date:

Passport Bumbser:
Fassport Expiration Date: |
Country lssuing Passport: Usa o
B Previous B cancet B Reset
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Step 7: Additional Hire Info

15. Enter data in required fields indicated by a red * arrow.

Pay Location — Select the correct pay location.

Leave Eligible - Needs to be populated with Y if they are eligible to accrue
leave and an N if they are not. If they are S-Class or Z-Class employees,
select N.

Civil Service Status — Select the Civil Service Status.

Supervisor ID — A numeric Supervisor ID is required for the employee to be in
eTIME. If you do not know who will be approving the employee’s timecard,
enter your own employee ID. You can change the supervisor ID after the
employee is entered and approved. Once hired, this update/change will be
made in an HR custom panel in Enterprise.

Manager ID — Enter the Empl ID of the manager who should see this
employee in MSS. If you don’t enter anything, it will default to your own Empl
ID.

Probation Start/End Date — Enter the accurate dates.

Service Date — Enter the start date for a new hire. If this is a rehire, enter the
rehire date so longevity won’t be calculated.

Police/Fire service dates are optional. Enter if fire service date is different
from hire date. For police, this date is used to calculate longevity.

Weekly Hours — Populate for all new hires/rehires. Note: If you are changing
hours that requires a decimal, such as 22.5, enter 22.50 and the system wiill
accept those hours.
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Step 7 of 8

1. Personal Data Part A
2. Personal Data Part B
3. Job Data Part A

4. Job Data Part B

5. Pay Info

6. Citizenship

7. Additional Hire Info

& Ready To Submit

ﬁ e )

16. Click Next.

MSS and Position Control Guide

Candidate Name: Walter Payton

Pay Location:

Leave Eligible :

Civil Service Status :
Police Education Pay :
Police Special Pay Code 1:
Police Special Pay Code 2:

Shift Differential :

Supervizor D :
HR Manager ID:
Police Service Date :

Fire Service Date :

Service Date
For New Hires, same as hire date.
For Rehires, same as rehire date.:

Probation Start Date :
Probation End Date :
Weekly Hours

(Always enter the employee's
scheduled weekly hours in this field) :

Previous |

P 400105 - Directors Office | ~

P M- Mot Eligitle for Leave | *

F |7 - Probationary |~
Enter/Select tem |~
Enter/Select tem |~
Enter/Select tem |~
Enter/Select item |~

b |o28272 |
(28272

[ E wmoayym
[ E moayym

| )
= )

'
. Cancel :|

Reset :|

Version 1.20
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Step 8: Ready to Submit
17. Enter comments and click Submit.

Approving managers can see these comments. Please be mindful the text you enter
should be professional and related to the new hire.

It is helpful for subsequent approvers to read these comments and understand the
transaction that you are submitting.

Step8ofd Candidate Name: Drew Brees
Start Date: 02/25/2014
Position Number: 23114612, SR OFFICE ASSISTANT
Department |D: 2302311, LAW FINANCE
Job Code: U0g7y7, SR OFFICE ASSISTANT
Comments:

i Submit :I i Previous :I i Cancel :I

New hires that do not start on the first day of the pay period (Sunday)
will have a partial approval in eTIME for the first pay period.

MSS and Position Control Guide Version 1.20 47



P

Ly

e

CITY OF NEW ORLEANS

Once A New Hire is Approved in MSS

e Once the new hire is approved in MSS, the employee’s information will be sent to
EV5. Depending on the timing of the approval, the employee may not be saved to
EV5 for 48 hours.

e When the employee is saved into EV5, he/she will not appear in eTIME until the
following day. The HR Manager or Supervisor will need to input the employee’s
schedule in eTIME.

e HR Managers need to review employee information in EV5 to confirm that all
information is accurate and notify the employee of his/her EMPLID.

e Go to Page 113 of this manual for instructions on how to view personal information
and job information that was brought over from MSS.

e Once the new hire is saved in EV5, the HR Manager should reach out to the new
hire asking him/her to do the following:
o Access the Day One Guide with instructions on how to perform important
new hire tasks such as:
= Register for the portal (portal.adp.com)
= Enter direct deposit information
= Enter tax information
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Hiring an S or Z-Class Employee

When hiring in an employee within one of these classes, the following needs to be
entered on the new hire panels:

¢ On the Job Data Part B screen, select the correct Civil Service Status:
o Emergency, Transient, or Provisional).

¢ On the Pay Info screen, do not select a salary step. Simply enter annual rate at
which the employee will be hired/paid at.

¢ On the Additional Hire Info screen, select “No — Not Eligible for Leave” and select
the correct Civil Service Status: Emergency, Transient, or Provisional).

This will hire the employee at the entered comp rate and ensure that the employee does
not accrue any annual/sick leave. Also, since there will not be a step entered for the
employee, the longevity program will not run for this employee.
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Change Job & Salary Information

Below are the reason codes associated with changing job and salary actions. The first
character of the Action Reason denotes the approval path the action must take.

Additional information is in Appendix I: Approval Paths.

ACTION CODE DESCRIPTION INSTRUCTIONS
DEM C29 Demotion Grade Change Voluntary position change to
Volun lower grade
DEM C30 Reinstate to Former Class If promotion is rescinded for any
reason, use this action to reinstate
to prior position
DEM MO02 Demotion Grade Change Involuntary position change to
Invol lower grade
DEM P47 Remove SRP Pol Current acting Commander is
Commander Pay moved to a new position or is no
longer acting as Commander
DEM P49 Remove SRP CS Trainer 5%  EE is Terminated or no longer
acting as a Civil Service Trainer
DEM P50 Remove SRP Fire NOAB 5%  Fire EE is Terminated or no
longer working at the New
Orleans Aviation Board
DEM P51 Remove SRP Fire NOAB Fire EE is Terminated or no
EMT 10% longer working at the New
Orleans Aviation Board as EMT
and their prior special rate of pay
was 10%
DEM P52 Remove SRP Fire NOAB Fire EE is Terminated or no
EMT 5% longer working at the New
Orleans Aviation Board as EMT
and their prior special rate of pay
was 5%
DEM P53 Remove SRP Fire DPIU 20%  Fire EE is Terminated or no
longer working at the Dept of
Public Integrity
DEM P54 Remove SRP Fire EMT Cert Fire EE is Terminated or no
5% longer working as a certified EMT
DEM P55 Remove SRP Fire Hazard 5% Fire EE is Terminated or no
longer working in hazardous duty
DEM P56 Remove SRP Fire Training Fire EE is Terminated or no
10% longer working as a Trainer and
their prior special rate of pay was
10%
DEM P57 Remove SRP Fire Training Fire EE is Terminated or no

MSS and Position Control Guide

20%

longer working as a Trainer and
their prior special rate of pay was
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ACTION CODE

DESCRIPTION

INSTRUCTIONS

DEM

DEM

DEM

DEM

DEM

DEM

DEM

DEM

DEM

DEM

PAY

PAY

PAY

PAY

POS

POS

MSS and Position Control Guide

P58

P59

P60

P61

P62

P63

P65

S01

S03

S04

NO2

NO3

NO4

S06

C34

C35

Remove SRP Lead Laborer
10%
Remove SRP NOAB 5%

Remove SRP Pol DNA
Analyst 15%

Remove SRP Pol PID 10%
Remove SRP Fire Flying Sq
5%

Remove SRP Fire Rescue Sq
5%

Remove Temp Pay

Remove SRP Unclass: Step
Decr

Unclass: Invol Salary Rate
Dec

Unclass: Vol Salary Rate Dec

City Longevity

Fire Longevity

Update Longevity

Unclass: Pay Rate Change

Transfer within Agency

Transfer Between Agencies

20%

EE is Terminated or no longer
working as a Lead Laborer

EE is Terminated or no longer
working with the New orleans
Aviation Board

Police EE is Terminated or no
longer working as a DNA Analyst

Police EE is Terminated or no
longer working in the Public
Integrity Division

Fire EE is Terminated or no
longer working with the Flying
squad

Fire EE is Terminated or no
longer working with the Rescue
Squad

Generic action to remove any
other special rates of pay not
identified above

Unclassified only: Remove any %
based special rate of pay
Unclassified only: Involuntary
Salary Rate Decrease
Unclassified only: Voluntary
Salary Rate Decrease

Used by the ADP program to
indicate a pay increase due to the
City Longevity Calc

Used by the ADP program to
indicate a pay increase due to the
Fire Longevity Calc

Used by the ADP program to
indicate a pay increase due to the
City Longevity Calc if EE's step
has changed

Unclassified: Miscellaneous pay
rate change

EE moves to a new position in the
same agency/same HR manager
EE moves to a new position in the
different agency/same HR
manager
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ACTION CODE

DESCRIPTION

INSTRUCTIONS

POS

PRO

PRO

PRO

PRO

PRO

PRO

PRO

PRO

PRO

PRO

PRO
PRO

PRO

PRO

PRO

PRO

PRO
PRO

PRO

MSS and Position Control Guide

P25

P26

P27

P28

P29

P30

P31

P32

P33

P34

P35

P36
P37

P38

P39

P40

P41

P43
P46

P48

Lateral Class Change
SRP Fire DPIU 20%

SRP Fire Training School
20%

SRP Fire Training School
10%

SRP Fire NOAB EMT 10%

SRP Fire NOAB EMT
Intermed 5%

SRP Fire NOAB 5%

SRP Fire EMT Certification
5%

SRP Fire Hazard 5%

SRP CS Trainer 5%

Pos: Grade Increase Unclass

SRP Lead Laborer 10%
SRP Pol PID 10%

SRP Pol DNA Analyst 15%
Classified Step Increase
Other

SRP NOAB 5%

SRP Police Commander

Salary Rate Unclass
SRP Fire Flying Squad 5%

SRP Fire Rescue Squad 5%

EE moves to a lateral position
with the same HR manager

Fire: EE is working at the Dept of
Public Integrity

Fire EE is working as a Trainer
and their prior special rate of pay
was 20%

Fire EE is working as a Trainer
and their prior special rate of pay
was 10%

Fire EE is working at the New
Orleans Aviation Board as EMT
and their prior special rate of pay
was 10%

Fire EE is working at the New
Orleans Aviation Board as EMT
and their prior special rate of pay
was 5%

Fire EE is working at the New
Orleans Aviation Board

Fire EE is working as a certified
EMT

Fire EE is working in hazardous
duty

EE is Terminated or no longer
acting as a Civil Service Trainer
Unclassified: EE is moved to a
new position with a higher grade
EE is working as a Lead Laborer

Police EE is working in the Public
Integrity Division

Police EE is working as a DNA
Analyst

Classified: Miscellaneous step
increase

EE is working with the New
Orleans Aviation Board

Police: Current Lieutenant,
Caption, Major is acting as
Commander

Unclassified reate increase

Fire EE is working with the Flying
squad

Fire EE is working with the
Rescue Squad
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ACTION CODE DESCRIPTION INSTRUCTIONS
P66 Temp Pay Higher Class EE is moved to a higher class with
PRO a pay increase on a temporary
basis
PRO P67 Temp Pay Spec Assign EE is moved to a new assignment
with a pay increase on a
temporary basis
PRO S05 Unclass: Step Increase Other = Undefined step increase
PRO C32 Promotion Grade Increase EE moves to a higher graded
position

Additional action reasons will be added from time to time and this document will be
updated to reflect those changes.

MSS and Position Control Guide
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Promotion/Step Increase/Lateral/Transfer and Civil
Service Status Update

To enter a promotion/step increase/lateral/transfer, the position needs to be open
and have open headcount. This transaction type should be used for position
changes accompanying a salary change.

An example of a promotion/step increase/lateral/transfer is when an employee changes to
a higher level position, while remaining one of your direct reports or if the employee
receives a step based on a special rate of pay. The Lateral is used if an employee is
moving to another position within the same grade and step.

Confirm all position approvals have been applied before placing an employee into a
position in MSS. Otherwise, the transaction will FAIL when it is sent to Enterprise and will
need to be re-entered.

You will be updating the employee’s position, step and Civil Service status
in one step.

NOTE: If you do not see the employee in your list, you may need to go back to
Organization & Staffing > Direct Reports and drill down, click on the employee’s

name and select from the pop-up list of transactions.
Home - | Organization & Stafing ~ | Reports ~

] P —— I5)
Direct Reports Employee Profile

Change Job & Salary Information

Fiter your results by entering full or partial da manager’s name, if available, to display their direct reports
Change Job Status

"2 1| change Employment Status

FirstName: [ | Department: [Enter/Select tem -

Job Status: Select v ] Full Time 1 part Time - Apply Filter | - Clear
= N P N

Department -~ Job Status Full Time/Part Time =~ Hire Date ~

LAW FINANCE Active Full Time 0712372013
LAW LAW ADMINISTRATION Active Full Time 06/10/2013
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1. Select Change Job & Salary Information.
2. Select the employee who requires a change in position and/or salary.

Managing Work Events ?

Managing Your Employees

Select the appropriate action{s) below, Select the smployse(s) you want to work with, Entar full o partial search critara to filter your employse fist, Click Submit to perform the action{s) on the ssiscted emplayes(s).
What actions do you want to perform?

) Hire New Empioyse (®) Selzst one or mare of the Employment Ghanges balow
() Rehire Employes [ Updste Additonal Employ=e Dnangz Job & Salary Information
[] Change Employment Status.
Select the employee(s} you want to work with
Last Name: | First Name: [ ] Depanmem Entensaiect ltzm -
Job: Entar/Seisct hem ~ | Job Status: [ Full Time [ Part Time W #eply Filter & cear
| Home & b & ey - Job Status. & Full TimefPart Time. = HireDate. &7
Kevin Carton CLERK4 AL Actve Ful Time 1070172013
O Jesemy Stockwel CLERK4 AL Active Full Time 1070172013

-
3. Click Submit.

4. On the first screen, you will enter a description/comments of what you're going to be
doing during this transaction. Civil Service asks that you provide these comments so that
it is easier for all approvers to understand what they are approving.

Start Work Events

Faor the work event(s) you started, enter comments regarding the employment changes. All approving managers can view these comments.

Comments:

* Next | - Cancel

5. Click Next.
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6. Select Promotion/Step Increase/Lateral/Transfer.

Kevin Carlton

p Change Job and Salary Info

Employee Name: Kevin Carlton
Employee ID: 9999497

Hire Date: 1060142013
Service Date: 1040172013
Employee Type: H

Compensation Rate: $25000.00 Per: Year
Salary Grade: 040
Salary Step: ]

Change Job & Salary Info:

Submit i Cancel |

MSS and Position Control Guide

b

Select ...
Promaticn/Step Increase/LateralTransfer
Demotion/Step Decrease

Version 1.20

Status: Active

Job: C0023 - CLERK 4
Department: ALL - ALL

Pay Group: NON

Position: 99991111 - CLERK 4
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7. Enter data the following fields:

e [Effective Date — Enter the effective date.
[ ]

Reason — Select the reason for the promotion.
e Position — Select the new position that reflects the promotion. If the position is the

same, type the current position number into the Position field.
Salary Step — Select the step. You will then see the new salary displayed along with

the change amount. For those exceeding step 99 a in the pay plan, check with Civil
Service to determine the grade/step to use.

IMPORTANT: If an employee is eligible for longevity, the amount you see reflects
the base compensation rate for the grade and step because the longevity process
has not run yet. Once this transaction has been approved, the longevity process

will run (overnight) and update the salary information.

Change Job & Salary Info:

= Promotion

b | Promotion/Step Increase/Lateral W

Enter the required information and click Submit to complete the action.

Effective Date: b | o4rz002014 Tl ey
Reason » |c32 - Promotion Grade Incraase v
Position: 20200051 - CLERK OF GOUNGIL
Jab:
Salary Step: 42 v
Percent ® Amount
New Salary: STITO.11
Job Salary i Click here for additional details.
B submit B Reset W caneel

MSS and Position Control Guide

Per Year : Year

Version 1.20

Salary Data for C0051 - CLERK OF COUNCIL

Salary Grade: oTE
Salary Step: [
Salary Amount $00.00

Percentage Change:
200.88
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8. Click “Click Here for Additional Details” to update:

o Civil Service Status — Ensure the correct Civil Service Status is correct.
o Probation Start and End Dates - Required when performing a promotion.
o Weekly Hours — Update as necessary.

Managing Work Events

Additional Job Salary Change Information

Update, edit, or add employee Job Salary Change information.

Select a value

Civil Service Status

Probation Start Date :
Probation End Date :

Weekly Hours
{Change only if different
from previous position) :

>- Save - Reset

9. Click Save.

10. Click Submit.

Value

Description

Prov-Not Eleg Longevity

Emergency

Emer With Ofr Curr Perm Stat

Emer With Oir Curr Prob Stat

On Leave From Class to Unclass

No Civil Service Statug

Permanent

Probationary

Prob With Otr Cur Perm Stat

Provisional

Prov With Otr Cur Perm Stat

Prov With Otr Curr Prob Stat

Transient

Trans With Otr Curr Perm Stat

Tran With Otr Curr Prob Siat

Unclassified

=lalmlolo|o|=|e e |~ v |w e ]= =

Civil Srvc, Classified

K - Civil Srve Classified

-

[ 5 omoayyyy)
[ 1) wmdayyy)

|3 |

- Cancel

11. Once the transaction is approved in MSS, the updated information will be sent to EV5.

12. Confirm that all information is accurate in EV5.

13. Go to Page 113 of this manual for instructions on how to view personal information
and job information that was brought over from MSS.

MSS and Position Control Guide
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Changing Weekly Hours

1. Navigate to “Update Additional Employee Data” to change an employee’s weekly

hours.

2. Select the employee who requires a weekly hours change.

Manaﬂlna Work Evﬂs

Managing Your Employees

Selectthe appropriate action(s) fglow. Select the employes(s) you want to waork with. Enter full or parfial search criteria to fiter your employee list. Click Submit to perform the actionis) on the selected employes(s)

What actions do you want to pelgrm?

() Hire New Employee

() Rehire Employee
[] change Emplayment Status

Select the employee(s) you want to work with:

Job: Enter/Select iem ~ | Job status:
Ay Ay
O Neme = Job T
Kevin Carflon CLERK 4
O Jeremy Stockwel CLERK 4
@ suomit |

3. Click Submit.

4. As you learned earlier, you have the option of entering text to correspond with the

| Select one or more of the Employment Changes below

Updale Addilional Employee Data | Change Job & Salary Information

[ Full Time [] Part Time @ AroiyFitter |
ety Ay ey
Department =7 Job Status =7 Full Time/Part Time =7
ALL Active Full Time
ALL Active Full Time

position change. Approving managers can view these comments.

Managing Work Events

@l cear |

Pay
Hire Date ™
10/01/2013

10/01/2013

Start Work Events

Faor the work event(s) you started, enter comments regarding the employment changes. A1 approving managers can view these comments.

Comments:

- Next - Cancel

5. Click Next.

MSS and Position Control Guide
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Managing Work Events

Kevin Carlton

p Change Job Status

Employee Name: Kewin Carltcn Status:
Employee I1D: 999997 Job:

Hire Date: 10/01/2013 Department:
Service Date: 10/01/2013 Location:
Employee Type: H Pay Group:

= Change Additional Employment Data

C0023 - CLERK 4
ALL-ALL
99999 - Default Location

Enter the required informaticn and click Submit to complete

s

: s J—

P | P64 - Change Scheduled Hours v|

Effective Date:

Reazon:

Additional Employment Data :

- Submit | - Reset | - Cancel

Enter values in applicable fields. Any field with a red arrow is required.
Important fields are:

e Effective Date — Enter the effective date.

¢ Reason - Select the reason code P64 Change Scheduled Hours.

6. Click Details.

MSS and Position Control Guide Version 1.20

60



P

7R

CITY OF NEW ORLEANS

7. Enter the weekly hours.

NOTE: If you are changing hours that requires a decimal, such as 22.5, enter 22.50
and the system will accept those hours.

Additional Employment Data

Update, edit, or add additional employment data.

Select a value
Leave Eligible : M - Mot Eligible for Leave w7
Civil Service Status : K - Civil Srve, Classified w7
Police Education Pay : Enter/Select kem w7
Police Special Pay Code 1: Enter/Select kem w7
Police Special Pay Code 2 : Enter/Select kem w7
Shift Differential : Enter/Select kem A

Fire Service Date : I:I ﬁ] (mmiddiyyyy)
Probation Start Date : I:I g] (mmiddyyyy)
Probation End Date : I:I Q] (mmiddfyyy)
DROP Entry Date : I:I g] (mmSddyyyy)
DROP Exit Date : I:l g] (mm/ddiyyyy)

Weekly Hours
(Enter the employee's |35 |
scheduled weekly hours in this field) :

N\

- Save | - Reset | - Cancel

8. Click Save.
9. Click Submit.

10. Once the transaction is approved in MSS, the updated information will be sent to EV5.
11. Confirm that all information is accurate in EV5.

12. Go to Page 113 of this manual for instructions on how to view personal information
and job information that was brought over from MSS.
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Updating Civil Service Status

1. Navigate to “Update Additional Employee Data” to change an employee’s weekly
hours.

2. Select the employee who requires a civil service status change.

Managing Work Events

Managing Your Employees

Select the appropriate action(s) fglow. Select the employee(s) you want to waork with. Enter full or parfial search crileria to fitter your employee fist. Click Submil to perform the action(s) on the selected employee(s).
What actions do you want to pelgrm?

() Hire New Employee. ! Select one or more of the Employment Changes below
() Reire Employee: Update Additional Employee Data || Change Job & Salary Information

["] change Employment Status

Select the employes(s) you want to work with:

Enter/Select tem -
Job: Enter/Select ftem ~ | Job Status: [ Full Time ] Part Time W AepiyFitter | W cear |
ay A A ay 5 -
LJ Name Job 7 Department Job Status = Full Time/Part Time = Hire Date =~
Kevin Cartton CLERK 4 ALL Active Full Tme 1000172013
O Jeremy Stockwel CLERK 4 ALL Active Full Tme 1000172013
& submit |

3. Click Submit.

4. As you learned earlier, you have the option of entering text to correspond with the civil
service change. Approving managers can view these comments.

Managing Work Events

Start Work Events

Far the work event(s) you started, enter comments regarding the employment changes. &I approving managers can view these comments.
Comments:

- Next . - Cancel

5. Click Next.
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Enter values in applicable fields. Any field with a red arrow is required.

Important fields are:

e [Effective Date — Enter the effective date.

o Reason - Select the reason code U12 Change Civil Service Status to P.

* Change Additional Employment Data
Enter the required information and click Submit to ¢

Effective Date:

Reason:

Additional Employment Data :

i Submit i Reset

©2015ADP, LLC

6. Click Details.

MSS and Position Control Guide

| 08302014 [5]| (mmiddyyyy)

!

C31- Update Consecutive Svc Date
€33 - Change Civil Senvce Status Ot
E03 - Update Police Service Date
E04 - Enter Drop Entry Date
EO6 - Enter Drop Exit Date
= E08 - Update Fire Service Date
@ 12 s Dif ndicator
NO7 - Change Badge Number
NO8 - Change Pay Location
P20 - Add SRP Police Education Pay
P21 . Remove SRP Pol Special Pay
P22 - Add SRP Police Special Pay
P23 - Remove SRP Pol Education Pay
PB4 - Change Scheduled Hours
U10 - Update Probation Begin Date
U11 - Update Probation End Date

_——9u12 - Change Civil Service Stat to P
U13 . Extend Probation

Privacy | Legal

Version 1.20
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7. Change the Civil Service Status.

NOTE: If you are changing hours that requires a decimal, such as 22.5, enter 22.50
and the system will accept those hours.

Additional Employment Data
Update, edit, or add additional employment data.

Select a value
Leave Eligible : N - Not Elgible for Leave bt
Civil Service Status : __> K - Civil Srve,Classified -
Police Education Pay : Enter/Select tem v
Police Special Pay Code 1: Enter/Select tem hd
Police Special Pay Code 2: Enter/Select item bd
Shift Differential : Enter/Select ltem -

Fire Service Date : I:I _E. (mmiddiyyyy)
Probation Start Date : I:I _E. (mmiddiyyyy)
Probation End Date : I:l _E. (mmiddiyyyy)
DROP Entry Date : L E) middsyyy)
DROP Exit Date : .-élll (mmiddhyyyy)

Weekly Hours

(Enter the employee's

scheduled weekly hours in this field) :

N

- Save | - Reset | - Cancel

8. Click Save.
9. Click Submit.

10. Once the transaction is approved in MSS, the updated information will be sent to EV5.

11. Confirm that all information is accurate in EV5.

Go to Page 113 of this manual for instructions on how to view personal information and
job information that was brought over from MSS.
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Salary Only Change

A salary change occurs when it’s necessary to change an employee’s pay, but not
an employee’s position. An example of a salary only change is when S and Z Class
employees require an increase, but remain in the same position.

1. Select the employee(s) who require a salary change.

2. Click Submit.

Masaging Work Evonts

Managing Your Employees

Select e appropriste sctons) below. Select Ihe erpioyess) you wast i work wilh nder ful or partisl seerch criteris %o far your smpleyee el Chck Scbed fo portorm B sctona) o9 Bhe seecied enployeels

WAL SEB0NS 0 you Wt 19 perisem T

Hre e Sepioree S Selct one or more 3 TOOTTC! (Rar e Ca
Rerae [ngoyee ¥ Crange Jon & Salary rormaton
Crarge Erger

Salect the mmpioyec(a) you want 1o work with:

Lant Rame: yourg Pt Samec Cepartmens Erdac/Select ben .

Sote %t St e v Job Sus:  Sewct - fel Tane Part Time W Aoety e - O
Name o0 7 Deparsnent Jon Sutes ol TimaPart Tume wore Dute
Ggedutn bomardy FOE APPARATYS OMERATOR IOy SuMRESTON amve Ful T
Satarne oace OPFCE ASSETANT 9 PRE ACUMSTRATON acove ol T
Soar WoXam FRE APPARATLS DPIRATOR R COTY SUeaLssoN Acve ol Tow
Sbr Osatant TRE APCARATLS OPIRATOR PR OTY SUPeRESSOn Ave Tl Tew

v Daowa ok FRE APPARATYS OPERATOR FR CTY SUPPRESSON Acave Fa Tee QRN
- v )

You have the option of entering text to correspond with the salary change. Enter the
details about the salary change so the approving manager can view your comments.

Managing Work Events

Start Work Events

For the work event(s} you started, enter comments regarding the employment changes. All approving managei

Comments:

-

- Next ] - Cancel

3. Click Next.
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4. Select Promotion/Step Increase/Lateral/Transfer (unless it’s a negative pay

change).

Kevin Carlton

p Change Job and Salary Info

Employee Name: Kevin Cartton
Employee ID: 9999497

Hire Date: 1040142013
Service Date: 1000172013
Employee Type: H

Compensation Rate: 525 000.00 Per: Year

Salary Grade: 040
Salary Step: 0
Change Job & Salary Info: 4

Status: Active

Job: CO0023 - CLERK 4
Department: ALL - ALL

Pay Group: HON

— Position: 99991111 - CLERK 4

Promotion/Step Increase/LateralTransfer

Demetion/Step Decrease

- Cancel |

5. Enter values in applicable fields. Any field with a red arrow is required.

= Promotion

Enter the required information and click Submit to complete the action

Effective Date: b [osmazors | [TE] gmeniddtyyyy
Reason: ] | P38 - Classified Step Increase Other v‘
Position: eesetiri-cLERK 4 @ ~ Salary Data for CO0023 - CLERK 4
Salary Grade: 040
Salary Step: o
Jab Salary Amount: $00.00
lary Step: Seleclastep.. v
- _ Percentage Change:
() Percant (@ Amount 100.00 Per Year : Year 0.40
jew Salary: $25100.00
Job Salary i Click here for additional details.
W submit Rt W cance

Important fields are:

Effective Date — Enter the effective date.

e Reason - Enter the reason code for the salary/rate change.

Position — Select the same position that the employee currently holds, this will

open the Salary Step fields.

e Salary Step — Select a salary step. The new salary will populate.

MSS and Position Control Guide Version 1.20

66



P

Ly

e

CITY OF NEW ORLEANS

6. Ifthisis an S or Z class employee, select either Percent or Amount button and enter
the appropriate percentage or amount to be added or subtracted from the rate.

Note: If this is a demotion, enter a minus sign in front of the amount or percentage, for
example -2.00.

7. Click the “Click Here for Additional Details” link. Make sure to change any necessary
fields.

Managing Work Events

Additional Job 5alary Change Information
Update, edit, or add employee Job Salary Change information.

Select a value
Civil Service Status : K - Civil Srve, Classified hd
Probation Start Date : I:I EJ (mm/ddfryyy)
Probation End Date : Lﬁ] (mm/ddfyryyy)
Weekly Hours
(Change only if different
from previous position) :
- Save | - Reset | - Cancel
8. Click Save.
9. Click Submit.

10. Once the transaction is approved in MSS, the updated information will be sent to EV5.
11. Confirm that all information is accurate in EV5.

12. Go to Page 113 of this manual for instructions on how to view personal information
and job information that was brought over from MSS.
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Transfers
Overview

The process below describes how to move an employee to a different department.

ﬂ. The receiving manager completes the various sections within the Change of Agency

k completed.

Form and prints the form.

2. Next, the receiving manager sends the form to additional approvers for wet
signature(s).

3. Send to Civil Service or CAO for approval.

4. Civil Service or CAO enters the employee’s new HR Manager using EV5 Custom HR
Data panel.

5. Civil Service or CAO communicates with receiving manager when these steps are

All forms are found within the Manager > Welcome Page in MSS

Change of Agency Form

mistrschians: Complets this fomm to initiste sn emplcyee transfer. To snsurs scourate

processing, provide all required information and erail ko il S=rvice Tor dassitied employees

ar CAD Cifice for undassitied employsss,

For emse of wse and for s=curity purpases, HR Mensgers will only ses the employses in their

dEpmrtiEnt within Manager Saif Servios (MS5)

Crwarview of Transfer Process

'™

DUt wITttEn documentation must sallow.

. Civil Service or CA0 will change the smployes's =3 Marager by sccessing the
employe='s Custom HR. User Date tab in VI to maks the updste.

b

w

Thez 3 Manager acoezzas MSS, cpeEns thie smployes’s job racord snd perfanms 5
pramotion,/step increase, |staral change to the employsss new pasition.

Today's Date:

[Effactive cate of Transter:

Manager Initiating Reguess:

. By completing this farm, the initisting HA Managsr is requesting thak Civil S=rdice or
CAD change the employss’s <= Manager. Motification can be over the phane, or amsi,

. Civil Service or CAD will notity the HR IManager when the change has been completed.

‘Four Mame

Four EMFLID

Transterring Empioyee information:

Empiloy== Name

EMPLID

Department D

Wew Postion Mumber snd Trie
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Civil Service or CAO enters the new HR manager using the steps below:

1. Click Personnel Actions > Change Job/Position Information > Custom HR User
Data Panel > Search for the employee.

File Edit Desktop Toole Windows Help

=]

File Edit Desktop Wiew =4 - | =

<l
1= PEOPLE

PEOPLE

B = ©
E Perzonnel Actions
Review Prior Work Experience
= Change Job/Position Information
Change Job/Position
Status Flags/Dates/Other
HR User Defined Information
-ustom HR User Data Panel
“erify Employee Information
“Werify Compensation
Personal Information

2. Click the Insert a Row icon 3*= and enter the effective date of the HR Manager
change.

3. Enter the EMPL ID of the HR Manager in the HR Manager ID field.
afax ® R A5

Custom HR User Data Panel As OF | 08/22/2011 By

Custom HR User Dvata Panel |

Cardone,Clifford E ID: 000055 Empl Ricds#: o

Pay Loc: W g

HR Manager ID: 011471
Badge MNbr:

Pol Srv Dt

[»]

Effective Date: |08/22/2011

Supervisor ID: [021087

eTime Meal: Ii g

[4]

4. Click Save.
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Receiving HR Manager updates the employee’s job record in
MSS after the Transfer

The Receiving HR Manager now has the ability to see the employee in MSS and will
complete the job change.

1. Select Change Job & Salary Information.
2. Select the employee who has been transferred to you.

3. Click Submit.

Masaging Work Evonts

Managing Your Employees

Select e appropriste scton(s) beiow. Select Ihe Erpioyens) you wast io work wilh Znler ful or partisl seerch criteris %o Sar your smpleyee el Chck Scbed fo portorm B sctona) o9 Bhe seecied enployeels

VT SEB0NS 40 yiu W 19 gerioem T

Hre New Seployee [. Talct o0 or more 3 1 CNar e D w
Perre [ngores ¢ Crasge Jon & Salary niormaton
Crange Enge

Salect the mmpioyec(a) you want §o work with:

Lant Bame: rourg Frat Same: Cepartmens [réerSelect ben .

Lot Lrte St hew v Job Stun:  Sewct - fef Time Part Tame B Aeety Tter B O
Name o 77 Deparsnent ~ Jon Staten ol TPt Tame. wore Dute
Cprgmgn bowardy FOE APPLRATYS OPERATOR FICEY Sy sson atmve Ful T ermaeet
Nataate foase OFFCE ASSETANT IV 19 PR ACUMNSTRATON e Pl Trrw
fows WoXam FEE APPARATYS DPIRATOR FRCEY SUMELSSON Az ol Tow
be Cuntant TRE APPARATLS OPIRATOR FROTY USSR SsoN Ave el Tew

v Qa0na Xoves FRE APPARATYS DPERATOR FRCTY SUPPRESSON hcave Pl T 0TI
- m e ervgirpee v sebeted aclx )

Enter text to correspond with the transfer. Approving managers will view these comments.

Manaﬂinﬂ Work Events

Start Work Events

Far the work event(s) yvou started, enter comments regarding the employment changes. All approving manage!

Comments:

i Next 'I i Cancel 'I

4. Click Next.
5. Click Promotion/Step Increase/Lateral/Transfer or Demotion Step/Decrease.
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Kevin Carlton

p Change Job and Salary Info

Employee Name: Kevin Cartton
Employee ID: 9999497

Hire Date: 1060142013
Service Date: 1000142013
Employee Type: H

Compensation Rate: $25000.00 Per: Year

Status: Active

Job: CO0023 - CLERK 4
Department: ALL - ALL

Pay Group: NON

Position: 99991111 - CLERK 4

Salary Grade: 040
Salary Step: 0
Change Job & Salary Info: L coiect
ﬁ Promotion/Step Increase/LateralTransfer
Demaotion/Step Decrease
- Cancel _.:
= Prao

Enter the required information and click Submit to complete the action.

Effective Date: b | owozzore | T fmeviddivyny)
Reason b [ P28 - Classified Step Increase Other W]
Position: (02001111 - CLERK 4 -
Job: -

lary Step: Selzct 3 step... W

O Percent ® Amount 100.00 Per Year : Year
jew Salary: 325100.00
Job Salary i Click here for additional details.
W submit W Resst W cancel

Enter data in the following fields:
Effective Date — Enter the effective date.

Position — Select the correct position.

Reason — Enter the reason code for the salary/rate change.

Salary Data for C0023 - CLERK 4

Salary Grade: 040
Salary Step: 0
Salary Amount: $00.00
Percentage Change:
040

Salary Step — Select a salary step. The new salary will populate.

6. Click the “Click Here for Additional Details” link. Make sure to change any
necessary fields such as: Probation Start and End Dates or Weekly Hours fields.

MSS and Position Control Guide Version 1.20
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Managing Work Events

Additional Job Salary Change Information
Update, edit, or add employee Job Salary Change information.
Select a value

Civil Service Status K - Civil Srvc, Classified b

Probation Start Date : |:| g] (mmdddyryryy )
Probation End Date : | L-ZDU (mmiddyryryy )

Weekly Hours
{Change only if different |35 |
from previous position)

- Save | - Reset | - Cancel

7. Click Save.

8. Click Submit.

9. Once the transaction is approved in MSS, the updated information will be sent to EV5.
10. Confirm that all information is accurate in EV5.

Go to Page 113 of this manual for instructions on how to view personal information
and job information that was brought over from MSS.
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Data Changes

The following are reasons to make Data Changes:

ACTION ACTION

REASON*

DESCRIPTION

INSTRUCTIONS

DTA

DTA

DTA

DTA

DTA

DTA

DTA

DTA
DTA

DTA
DTA

MSS and Position Control Guide

C31

C33

EO3

EO4

EO6

EO8

E10

E1ll
NO7

NO8
NO9

Update Consecutive Svc Date

Change Civil Service Status Oth

Update Police Service Date

Enter Drop Entry Date

Exit Drop Date

Update Fire Service Date

Change Supervisor

Change HR Manager
Change Badge Number

Change Pay Location
Change Meal/Shift Diff Indicator

Used to update the longevity
service date for an EE who is
rehired or otherwise had an
adjustment in their service
date

Used to update the value
when an EE goes on to
probation, or has any other
civil service status change.
(see attached for coding)
Excludes completed probation
becoming Permanent (see
action U12)

Used to update the date an
EE starts with police,
especially in a transfer from
another city department.

Enter the date the EE
requests DROP to begin. This
triggers the pension deduction
to be ended.

Enter the date the EE
requests DROP to end. This
triggers the pension deduction
to begin again.

Used to update the date an
EE starts with fire, especially
in a transfer from another city
department. This date will be
used for the fire longevity
calculation,

Used to change an EE's
timecard approver. Enter the
new supervisor's EE ID.

Stored for police, fire and
EMS. Required for Court
Notify and various reporting.
Change pay location.
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ACTION ACTION

REASON*

DESCRIPTION

INSTRUCTIONS

DTA

DTA

DTA

DTA

DTA

DTA

DTA

DTA

DTA

P20

P21

P22

P23

P64

u10

ull

U1z

ui13

Add SRP Police Education Pay

Remove SRP Pol Special Pay

Add SRP Police Special Pay

Remove SRP Pol Education Pay

Change Scheduled Hours

Update Probation Begin Date

Update Probation End Date

Change Civil Service Stat to
Perm

Extend Probation

Police Only: Used to add
advanced degree special pay
for police (see attached for
coding)

Police Only: Used to remove
special rate of pay for police if
and EE is terminated or no
longer working in Police.
Police Only: Used to add
percentage special pay for
police (see attached for
coding)

Police Only: Used to remove
advanced degree special rate
of pay for police if and EE is
terminated or no longer
working in Police.

If an EE is going part time in a
position, use this action to
enter the scheduled hours.
The FTE % will be updated
and sent to eTime.

Used on new hire and rehire
to add probation begin date;
also used to update probation
date for a position change
Used on new hire and rehire
to add probation end date
Used to change civil service
status when EE has
completed probation.

Used to extend probation end
date if required

* The first character of the Action Reason denotes the approval path the action must take.
Additional information is in Appendix I: Approval Paths. Additional reason codes will be
added periodically, this guide will be updated to reflect the additions.

MSS and Position Control Guide
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Data Changes

Data changes occur when it's necessary to update fields such as Civil Service Status,
Weekly Standard Hours, Drop Entry/Exit dates, Probation Start and End dates or On and
Off Light Duty.

1. Select “Select one or more of the Employment Changes below”.

2. Next select “Update Additional Employee Data”.

Managing Work Events

Managing Your Employees

‘Select the appropriate action{s) below. Select the employee(s) you want to work with. Enter full or partial search criteria to filter your employee list. Click Submit to perform the action(s) on the selecied employee{s)
What actions do you want to perform?
() Hire New Empioyes (®) Select one or mare of the Employment Changes below

) Rehir= Employes pme Additionsl Empioyes Data|_ | Ghangs Job & Salary Information

[ Gnange Empioyment Status.

Select the employee(s} you want to work with

Lot E— T — =T .
Job: Enter/Seiect llem ~  Job Status: Selact ~ [ Full Time [ Part Time @ feply Filter @ clear
O = = = = =
Name =7 Job Department =~ Job Status Full TimefPart Time Hire Date ™
Kewin Cariton CLERK4 AL Active Ful Time 100172013
O Jesamy Stockwal CLERK4 AL Actve Full Time 1070112013

@ s e

3. Select the employee who requires a data change.
4. Click Submit.

5. Enter optional corresponding text to explain the data change that you are performing.

Managing Work Events

Start Work Events

For the work event(s) you started, enter comments regarding the employment changes. All approving managers can view these comments.

Comments:

- Next | - Cancel
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Enter information in the following fields:

anager - [P o repyerom [oemere

WManaging Work Events.

Sally Yates
} Change Job Status

Employee Name: Sall Yales

Employee |D: 999008

Hire Date: 100112013

Service Date: 100112013

Employee Type: H

» Change Additional Employment Data

Enter the required information and click Submil fo compiete the action
Effective Date:

¥ [1namoia [T mmvaaryyyy)

Reason:

Additional Employment Data :

@ submit & Reset @ cancel

©2014 ADP. LLC

e Enter the Effective Date.
e Enter the Reason Code.

6. Click the Details link.

Update any necessary fields.

MSS and Position Control Guide

status: Active

Job: €0023 - CLERK 4
Department: ALL - ALL

Location: 99999 - Defaull Location
Pay Group:  NON

Privacy | Legal
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Managing Work Events

Additional Employment Data
Update, edit, or add additicnal employment data.

Select a value
Leave Eligible : M - Not Eligible for Leave ~7
Civil Service Status : K - Civil Srvc, Classified ~7
Police Education Pay : Enter/Select kem 7
Police Special Pay Code 1: Enter/Select kem 7
Police Special Pay Code 2: Enter/Select kem 7
Shift Differential : Enter/Select hem ~
Fire Service Date : 1 daryyyy
Probation Start Date : I | = T
Probation End Date : I:l E] (mmiddiyryyy)
DROP Entry Date : I = )

DROP Exit Date : l:l E] (mmiddiyyyy)
Weekly Hours

(Enter the employee's

scheduled weekly hours in this field) :

>- Save | - Reset | - Cancel

NOTE: If an employee enters or exit the drop program, contact payroll.

7. Click Save.

8. Click Submit.

9. Once the transaction is approved in MSS, the updated information will be sent to EV5.

10. Confirm that all information is accurate in EV5.

Go to Page 113 of this manual for instructions on how to view personal information and
job information that was brought over from MSS.
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Terminations

You will process terminations using MSS.

The following are Termination Reasons:

ACTION ACTION  DESCRIPTION

INSTRUCTIONS

REASON
*
TER C36 Transfer City to S&WB
TER C37 Layoff City to S&WB
TER C38 Promo City to S&WB
TER C39 Demo City to S&WB
TER C40 Lateral Class Change to S&WB
TER DO1 Dismissal - Absenteeism
TER D02 Dismissal - Accident - At Fault
TER D03 Dismissal - Accident - Left the
Scene
TER D04 Dismissal - Accident - Preventable
TER D08 Dismissal - CDL - Invalid
TER D10 Dismissal - Dept Policy Violation
TER D11 Dismissal - Dishonesty
TER D12 Dismissal - Equipment -
Damaged/Abused
TER D14 Dismissal - Equipment -
Unauthorized Use
TER D16 Dismissal - Fighting
TER D18 Dismissal - Insubordination
TER D22 Dismissal - Misconduct

Disciplinary: Termination
due to absenteeism
Disciplinary: Termination
due to an accident with the
employee at fault
Disciplinary: Termination
due to an accident where
the employee left the scene
Disciplinary: Termination
due to an accident deemed
preventable

Disciplinary: Termination
due to an invalid
Commercial Driver’s License
Disciplinary: Termination
due to a violation of
department policy
Disciplinary: Termination
due to dishonesty
Disciplinary: Termination
due to unauthorized use of
equipment

Disciplinary: Termination
due to damage or abuse of
equipment

Disciplinary: Termination
due to fighting

Disciplinary: Termination
due to insubordination
Disciplinary: Termination
due to misconduct
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ACTION ACTION DESCRIPTION INSTRUCTIONS
REASON
*
TER D23 Dismissal - Neglect of Duty Disciplinary: Termination
due to neglect of duty
TER D24 Dismissal - Obscene Remarks Disciplinary: Termination
due to obscene remarks
TER D25 Dismissal - Payroll Fraud Unclassified: Disciplinary:
Termination due to other
TER D31 Dismissal - Sick Leave - Left Disciplinary: Termination
Residence due to having left residence
while on sick leave
TER D32 Dismissal - Sleeping on the Job Disciplinary: Termination
due to sleeping on the job
TER D33 Dismissal - Substance Abuse Test  Disciplinary: Termination
Failure due to failing a substance
abuse test
TER D34 Dismissal - Substance Abuse Test | Disciplinary: Termination
Refusal due to refusing a substance
abuse test
TER D35 Dismissal - Tardiness Disciplinary: Termination
due to tardiness
TER D36 Dismissal - Theft Disciplinary: Termination
due to theft
TER D37 Dismissal - Threats to Others Disciplinary: Termination
due to threats to others
TER D38 Dismissal - Unable to Perform Disciplinary: Termination
Duties due to inability to perform
duties
TER D39 Dismissal - Unauthorized LWOP Disciplinary: Termination
due to unauthorized leave
without pay
TER D41 Dismissal - Unauthorized Work Disciplinary: Termination
Site Absence due to unauthorized work
site absence
TER D42 Dismissal - Under the Influence- Disciplinary: Termination
Alcohol due to being under the
influence of alcohol
TER D43 Dismissal - Under the Influence- Disciplinary: Termination
Substance due to being under the
influence of drugs
TER D44 Dismissal - Verbal Abuse Disciplinary: Termination
due to verbal abuse
TER D50 Dismissal - Other Disciplinary: Termination
due to other
TER D63 Dismissal - Incompetence Disciplinary: Termination

MSS and Position Control Guide
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ACTION ACTION DESCRIPTION INSTRUCTIONS
REASON
*
TER D64 Dismissal - Failed to Report to Disciplinary: Termination
Duty due to failure to report to
duty
TER D65 Dismissal - Abandonment Of Job Disciplinary: Termination
due to abandonment of job
TER D66 Dismissal - Absent without Leave Disciplinary: Termination
due to being absent without
leave
TER D68 Dismissal - Unsatisfactory Job Disciplinary: Termination
Performance due to unsatisfactory job
performance.
TER D69 Retired - Involuntary Terminated due to
Involuntary retirement
TER D70 Dismissal - Probationary Period Termination due to
Failure Probation Period Failure
TER V01 Deceased - line of duty Deceased in the line of duty
TER V02 Deceased - on the job Deceased on the job
TER V03 Deceased - off the job Deceased off the job
TER V04 End of Temp Appointment Terminated due to the
temporary assignment
ending
TER V05 Retired Terminated due to voluntary
retirement
TER V06 Resign - Attend School Resignation to attend school
TER Vo7 Resign - Better Job Resignation to take a better
job
TER V08 Resign - Child Care Resignation to take care of
children
TER V09 Resign - Retired - Pension Eligible = Retired as a pension eligible
employee
TER V10 Resign - Il Health Resignation due to ill health
TER V11 Resign - Moved from City Resignation due to move
from the city
TER V12 Resign - Self Employed Resignation to become self
employed
TER V13 Retired - Disability Resignation due to disability
TER V15 Resign - Unknown Resignation Other
TER V16 Resign - Home Obligation Resignation due to a home
obligation
TER V17 Resign: Pending Investigation Resignation pending an
investigation
TER V18 Retire: Pending Investigation Retired pending an

MSS and Position Control Guide
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ACTION ACTION DESCRIPTION INSTRUCTIONS
REASON
*
TER V19 Layoff Terminated due to a layoff

* The first character of the Action Reason denotes the approval path the action must take.
Additional information is in Appendix |: Approval Paths. Additional reason codes will be
added periodically at which time this guide will be updated to reflect those additions.
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Terminations WITHOUT a Special Rate of Pay

1. Select Change Employment Status.

2. Select the employee who requires a termination.

Managing Work Events.

?
Managing Your Employees
Select the appropriate action(s) below. Select the employee(s) you want to work with. Enter full or partial search criteria to fiter your employee ist. Ciick Submit to perform the action(s} on the selected employee(s).
What actions do you want to perform?
() Hiire New Employee (®) Select one or more of the Employment Changes below
() Rehire Employee [ Update Additional Employee Data [ | Change Job & Salary Information
Change Employment Status
Select the employee(s) you want to work with:
Last Name: [ rusthame: Enler/Selec ltem -
Job: Enter/Select fiem ~  Job Status: [ Fuli Time [ Part Time W AppyFitter | o cear |
Al A ral ral = ral
ame lol partmen ol us ull Time/ ime lire: e
| Name Job 7 Department Job Status Full Time/Part Time = Hire Date
Kevin Carlton CLERK 4 ALL Active Full Time 10/01/2013
[]  Jeremy Stockwel CLERK 4 ALL Active Full Time 10012013
& submit |

3. Click Submit.
4. Enter corresponding text.

Managing Work Events

Start Work Events

For the work event(s) you started, enter comments regarding the employment changes. All approving managers can view these comments.
Comments:

- Next - Cancel

5. Click Next.
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6. Select Terminate. Your screen will automatically advance.

Kevin Carlton

p Change Employment Status

Employee Name: Kevin Cariton Status: Active

Employee I1D: 00001004 Job: 1510 - Laborer

Hire Date: 06/20/2013 Department: WOL - Volunteer Employees
Service Date: 06/20/2013 Location: 99999 - Default
Employee Type: Hourly Pay Group: WOL

Change Employment Status: Select.

Leave of Absence (Paid)
Leave of Absence (Unpaid)
Suspensicn

Terminate

- Cancel

7. Complete the following fields:

e Termination Date — Enter one day after the pre-final date.

e Reason for Termination — Enter the reason for Termination.

e Pre-Final Date — Enter one day after the employee’s last day worked.

o Date of Death — Enter the date that the employee died (when necessary).
Employee Name: 0000 200000 Status:
Employee ID: 000000 Job:
Hire Date: 04/22/2014 Department:
Service Date: 04/22/2014 Location:
Employee Type: 2000000¢ Pay Group:
Change Employment Status: b Terminate -

= Terminate

Enter the required information and click Submit to complete the action.

Termination Date: > |ﬂ] (mm/ddiyyyy)

Reason for Termination: P 0000000 0000000

Pre-Final Date : P oamamo1a [T mmidyyy)

Date of Death : oar22i2014 |8l (mmiddryyyy)
B submit @ Reset @ cancel

8. Click Submit.

9. Once the transaction is approved in MSS, the updated information will be sent to EV5.
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REMINDER: The employee and the manager should approve the time
card after the last days’ time is recorded on the timecard.

10. Confirm that all information is accurate in EV5.

Go to Page 113 of this manual for instructions on how to view personal information and
job information that was brought over from MSS.
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Terminations WITH a Special Rate of Pay

You will need to remove the special rate of pay (SRP) from the longevity calculation for

those with any additional step based special rate of pay such as:

Police

Bomb Squad
Airport workers
Training Pay

1. Select Change Job & Salary Information.

2. Select the employee and click Submit.

Managing Your Employees

beiow. Szizct you want to work with. Enter full or partial Search oritera to filter your employes st. Glick Subait to perform the action(s) on the ssiected employesis).

do you want to perform?
(® Sakect one or more of the Employment Changes below
[ Update Additional Employe= Daf ighge Job & Salary Information

[ change Empioyment Status

Select the employes(s] you want to work with

- — T — s .
Job: Enter/Sel=ct ltem ~ | Job Status: ‘Select ~ [ Full Time [ Part Time @ Apply Filter W Clear
A = = A = =
jm= Name = Job = Department =~ Job Status Full TimefPart Time = Hire Date =
Kevin Cariton CLERK 4 AL Active Full Time 001/2013
0 Jeremy Stockwell CLERK4 AL Active Full Time 0112013
W suomit | e
Employee Name: Kewvin Carlton Status: Active
Employee 1D: 999997 Job: CO0023 - CLERK 4
Hire Date: 1040172013 Department: ALL - ALL
Service Date: 104012013 Pay Group: MNOMN

Employee Type: H

Compensation Rate: 525 000.00 Per: YWear

Salary Grade: 040
Salary Step: 0
Change Job & Salary Info: » Select

Promotion/Step Increase/LateralTransfer
% Demotion/Step Decrease

- Cancel

Position:

o Enter the Effective Date (same as the Pre-final Date) - One day after the

employee’s last day worked.
e Enter a Reason Code.
o Enter the same position that the employee currently holds.

e Change the pay. You will need to remove the special rate of pay by either

changing the step or by subtracting a percentage.

MSS and Position Control Guide Version 1.20

99991111 - CLERK 4

85



P

Ly

e

CITY OF NEW ORLEANS

4. Click Submit.

Enter the required information and click Submit to complete the action.

Effective Date: b | owozzors | T gmeviddivyyy
Reason: ] | P34 - Classified Step Increase Other v‘
Position (99991111 - GLERK 4 = Salary Data for C0023 - CLERK 4
Salary Grade: 040
Salary Step: 0
Job Salary Amount: $00.00
oy s
- _ Percentage Change:
) Percent ® Amount 100.00 Per Year : Year 040
jew Salary: $25100.00
Job Salary i Click here for additional details
[ ET B Reset W cancel

After that transaction is approved, terminate this employee with an
effective date of ONE day after the pre-final date.

REMINDER: The employee and the manager should approve the time
card after the last days’ time is recorded on the timecard.

5. Once the transaction is approved in MSS, the updated information will be sent to EV5.

6. Confirm that all information is accurate in EV5.

Go to Page 113 of this manual for instructions on how to view personal information and
job information that was brought over from MSS.
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Suspension

Use MSS to process a suspension. You will also needs to use MSS to return an
employee from suspension to make them “active” again. Also, the employee will not
appear in eTIME until a “Return from Suspension” action occurs (see next activity).

1. Select Change Employment Status.
2. Select the employee and click Submit.

Manaﬂing Work Events

Managing Your Employees

Select the appropriate action(s) belovy. Select the employee(s) you want to work with. Enter fullor partil search eriteria to fiter your emplayee list. Cick Subnit to perform the action(s) on the selected employee(s).
What actions do you want to perform?

() Hire New Employee (®) Salact one or mare of the Employment Changes below
) Retiire Employee [] Update Additional Employee Data [ ] Change Job & Salary Information
Change Employment Status

Select the employee(s) you want to work with:

Last Name: [ ] rirsthame: Enter/Select tam -
Job: Enfer/Select fem v | Job Status: [ Full Time [ Part Time W AepiyFiter | I
ray . at at ray at
| Name Job 7 Department < Job Status Full Time/Part Time = Hire Date =
Kevin Cariton CLERK 4 ALL Active Ful Time 100172013
D Jeremy Stockwell CLERK 4 ALL Active Full Time 10/01/2013
@ soomit |

3. Enter comments surrounding the suspension and click Next.

Managing Work Events

Start Work Events

For the work event(s) you started, enter comments regarding the employment changes. All approving managers can view these comments.
Comments:

Suspending an employee ]

- Next | - Cancel

4. Select Suspension. The screen will automatically advance.
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p Change Employment Status

Employese Name: Kevin Carlton Status: Active
Employee 1D: 9999497 Jobe C0023 - CLERK 4
Hire Date: 10012013

Department: ALL - ALL

Service Date: 10/01/2013 pcation; 99999 - Defgulf Location
o Select..
Employee Type: H Leave of Absence (Paid)
Leave of Absence (Unpaid)
Change Employment Status: Suspension
Terminate

- Cancel
Enter data in the following fields:

e Suspension Date — Enter the date of the suspension.
Expected Return Date — Enter the date that the employee is expected to
return to work (optional). NOTE: This does not change the employee’s status
to “active”. Only a Return from Suspension action changes the employee
status.

e Suspension Reason — Select the appropriate reason code.

p Change Employment Status

Employee Name: Kevin Carton Status: Active

Employee ID: 9999497 Job: C0023 - CLERK 4

Hire Date: 1000172013 Department: ALL - ALL

Service Date: 1080172013 Location: 99939 - Default Location
Employee Type: H Pay Group: MOMN

Change Employment Status: 3 | Suspension L

= Suspension

Enter the required information and click Submit to complete the action.

Suspension Date: ‘ F | 03012014 E krnrnfddfym)

Expected Return Date: | osmozo1a ([Tl pmevadnsyy
Suspension Reason: G| D10 - Dept Policy Viclation L | ’
B submit | @ Reset | @ Cancel

5. Click Submit.
6. Once the transaction is approved in MSS, the updated information will be sent to EV5.

7. Confirm that all information is accurate in EV5. The employee will not appear in eTIME
until a “Return from Suspension” action occurs (see next activity).

Go to Page 113 of this manual for instructions on how to view personal information
and job information that was brought over from MSS.
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Returning an Employee from Suspension
To return an employee from suspension, follow the steps below:

1. Select Change Employment Status.

N

Select the employee and click Submit.

3. Enter the appropriate Comments, click Next.

H

Select Return from Suspension.

5. Complete the fields on the screen and click Submit.

Recalling a Submitted Transaction

If you notice a mistake on one of the transactions that you previously submitted, but that
has not yet been approved by anyone, you'll need to recall the transaction and re-enter a
new one. You'll need to recreate the work event from the beginning and resubmit.

If it has already been approved at any level, contact the next approver and ask them to
reject the transaction so that you can edit and re-submit with the updates.

1. Click Home > Approval History.

2. Locate the row(s) you need to recall. Click the ) icon to recall the event.

Home ~ | Organization & Staffing vl Reports "

Approval History ?

Enter search criteria and click Find fo refine Activity ist. Click the Activity hyperiink to view the details of the event. Use the Action icons to view approval history, remove a row from the list or to recall a submitted event. Click the More Information
link o view additional columns.

-

s o E—

Originator Name: |:| Last Action Date: From: | \g] o | \g]

Worksheet ID: ] Effective Date: From: | = 1o = @ | @ crear

More Information

Found 7 Rows per Page
- - - ry
o TS R pry—

Work Event - Job and Salary Change - Promofion/Step Increase/L ateral Eagan, Ewel Garrett, Sarah 03/12/2014 145655 03/12/2014 14:58:43

Work Event - Change Job Status Eagan, Ewel Garrett, Sarah 03/12/2014 14:47.07 0312/2014 14:47.07 In Progress Ryt »
Work Event - Job and Salary Change - Promotion/Step increase/L ateral Abbott, David Garrett, Sarah 03/12/2014 10:55:33 0311272014 11:10:12 Recalled 'j;‘ X
Work Event - Change Job Status Abbott, David Garrett, Sarah 0371272014 10:51:22 0311272014 10:51:22 In Progress O
Work Event - Job and Salary Change - Promotion/Step Increase Eagan, Ewel Garrett, Sarah 03/10/2014 15:20:44 03/10/2014 15:21:52 ‘Completed ".E:' X
Work Event - New Hire ZClass, Joe Garrett, Sarah 03/07/2014 131437 03/10/2014 13:41:37 Rejected ".E:' &
Work Event - Job and Salary Change - Promotion/Step Increase Abbett, David Garrett, Sarah 03/10/2014 13:39:13 03/10/2014 13:40:59 Completed "E;' X

3. Click OK to the message.
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Recalled transactions cannot be edited. You’d need to start over and submit a new
transaction.

Resubmitting a Rejected Transaction

When a transaction has been rejected, you need update the transaction based on the
feedback received and resubmit for approval.

1. Click Home > Message Center > Notifications.

Human Resources leayroIl v[Repons v |

Message Center

Approvals Notifications | ) Employee Activities

Enter search criteria and click Find to refine Activity ist. Click an Activity link to view details. Use the Action icons to view approval history or remove a row from the kist. Click the Mor(

RSN — —— N
Originator Name: l:] Date Submitted: From: 1 I'EJ To: I E}

Worksheet ID: ] Effective Date: From: | | 7o: | =

More Informatio

Found 10 ows per Page

| Empioyechame® | orginator Name +

Work Event - New Hire Webb, Sehara Yates, Sally

Work Event - New Hire Webb, Sehara Yates, Sally

2. Click on the Underlined event.

3. Edit and update the transaction as requested and resubmit.
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Changing a Pay Location

Changing a pay location occurs when an employee transfers.

1. Click Personnel Actions > Change Job/Position Information > Custom HR User
Data Panel > Search for the employee.

[ Personnel Actions

Hire Employee

Quick Hire

Quick Update

Rehire/Recall Employee

Review Prior Work Experience

Change Pay Rate

Perform Mass Compensation Changes

& Change Job/Position Information
Change Job/Position
Status Flags/Dates/Other
HR User Defined Information

Custom HR User Data Panel

2. Click the Insert a Row icon e and enter the effective date of the Pay Location
change.

3. Select the correct Pay Location.

I Custom HR User Data Panel As OF:| 04282014 | I

Custom HR User Data Panel ]

Rodriguez Erika A ID: 000001 Empl Rcd#

Pay Loc: [237001 g

HR Manager ID: (001234

Badge Nbr: | ‘

Pol Srv Dt: | =4
Supervisor ID: |022082 [

eTime Meal: | Q

4. Click the Save icon B at the top of the screen or press enter to save.
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Changing the Employee’s Approver in eTIME (in EV5)

Before you begin, determine the supervisor's employee ID in EV5.
This can be done by accessing EV5 (Personal Information > Change Employee
Demographics > Search by supervisor’s last name) OR in eTIME under QuickFind.

1. Click Personnel Actions > Change Job/Position Information > Custom HR User
Data Panel > Search for the employee.

B Personnel Actions
Hire Employee
Quick Hire
Quick Update
Rehire/Recall Employee
Review Prior Work Experience

Change Pay Rate
Perform Mass Compensation Changes
B Change Job/Position Information
Change Job/Postion
Status Flags/Dates/Other
HR User Defined Information

Custom HR User Data Panel

Click the Insert a Row icon . and enter the effective date of the eTIME approver

change.

Enter the Supervisor ID (EMPLID) of the eTIME Approver (must be 6 digits) and
always include leading zeroes when necessary.

Click the Save icon B at the top of the screen or press enter to save.

| Custom HR User Data Panel

As OF | Dazerzo14 |

=1

rCustumHF‘. U=ser Data Panel |

Rodriguez Erika A

Effective Date: [04/28/2014 |&

Pay Loc: [237001 &l

ID: 000001

HR. Manager ID: [D01234

Badge Mbr: |

Superviser I; [D22082

eTime Meal: Ii g

Empl Rcd#
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Changing the MSS HR Manager (who should see this

employee in MSS)

Before you begin, determine the HR Manager’s employee ID in ADP. This can be done by
accessing Enterprise (Personal Information > Change Employee Demographics > Search
by supervisor’s last name) OR in eTIME under QuickFind.

1. Click Personnel Actions > Change Job/Position Information > Custom HR User
Data Panel > Search for the employee.

B Personnel Actions
Hire Employee
Quick Hire
CQuick Update
Rehire/Recall Employee
Review Prior Work Experience

Change Pay Rate
Perform Mass Compensation Changes
[El- Change Job/Position Information
Change Job/Postion
Status Flags/Dates/Other
HR User Defined Information

Custom HR User Data Panel

2. Click the Insert a Row icon 3#= and enter the effective date of the MSS Manager

change.

3. Enter the HR Manager ID (EMPLID) of the person who should see this employee in
MSS (must be 6 digits) and always include leading zeroes when necessary.

4. Click the Save icon B at the top of the screen or press enter to save.

| Custom HR User Data Panel

As OF | odrzarzo14 | B

=1

rt‘.ustum HR User Dvata Panel |

Rodriguez Erika A

Effective Date: [04/23/2014 |G

Pay Loc: [227001 =y

I0: 0000 Empl Rod#

HR Manager ID: [001234

Badge Mbr: |

Supervisor ID: (022082

eTime Meal: Ii g
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Changing the Employee’s Meal Deduction for eTIME (in

EV5)

A supervisor can change the employee’s eTIME meal deduction temporarily in eTIME,
however, if the change needs to be permanent, the supervisor contacts the HR Manager
to make the permanent change in EV5.

1. Click Personnel Actions > Change Job/Position Information > Custom HR User

Data Panel > Search for the

employee.

a

2. Click the Insert a Row icon 3=

change.

Personnel Actions

Hire Employee

Quick Hire

Quick Update
Rehire/Recall Employee

Review Prior Work Experience

Change Pay Rate

Change Job/Position

Perform Mass Compensation Changes
- Change Job/Position Information
Status Flags/Dates/Other
HR User Defined Information

Custom HR User Data Panel

3. Click in the eTIME Meal prompt and select the correct meal deduction.

4. Click the Save icon B at the top of the screen or press enter to save.

and enter the effective date of the eTIME approver

999998 - Yates,3ally - NON/NON

As OF:| 06/09/2014 | g

|

( Custom HR User Data Panel |

Yates, Sally ID: 995958 Empl Red#: 0
Effective Date: [0422/2014 |58
Pay Loc:[202001 | QY
HR Manager ID: [021705
Badge Nbr: |
Pol Srv Dt:
Supervisor ID: (999999 |
eTime Meal: -
Q grE eTime Meal: &J
€Time Meal Descr
1HOUR 1 Hour Meal Break
SO0MIN 30 Minute Meal Break :
[NOMEAL  |No Meal Break | —
3 matches
0K | Cancel |
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Retro Pay

Retro Pay is entered using Rapid Paydata Entry, an ADP tool. It will be entered by
Payroll.
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Reports

MSS is delivered with several relevant manager reports. The following reports are

available to run:

Work Profiles

Job and Pay Profiles
Performance Profiles
Anniversary List
Birthday List

Address & Phone List

Team Emergency Contacts

1. To access reports, select Reports > Manager Reports.

| Reports =

Manages Reports

2. To run the Work Profiles report, select the radio button next to Work Profiles and

select the “sort” option.

WManager Reports
——

Tellin Reports
tthe report you want to

Work Profiles.

Job and Pay Profiles
Performance Profiles
Anniversary List

Select a Manager:

Employee History Reparts.
The following repors include hislorical information for the employee selected

® Compensation History

& suomn @ Reset

3. Sort options are:

e Employee ID
Department ID
Department Name
Location Code
Location Name

4. Click Submit.

fow you want the report sorted. The report includes all of your direct reports. Select a manager who is a direct report 1o include one level of indirect reparts

Birthday List ™
Address & Phone List -

Team Emergency Contacts v

<€ £ [£

5. An informational message indicating the report will be submitted for processing will

appear, click OK.
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Microsoft Internet Explorer, E'

\:‘.’/I Report will be submitted For processing

[ Ok l Cancel

The report is processing...

We are Gathering Information for Your Report.
One Moment Please.
Leaving This Page Will Cancel This Report.

Cancel :I

6. Click the View Report button.

Your Report |s Ready For You To View.

. View Report :I . Cancel :I

The report opens in Microsoft Excel. It can be viewed and manipulated in an Excel
spreadsheet. Note: Internet Explorer Download File dialog box may appear asking you to
either Open or Save the report.

)
'y 0 (= ] L ¥ G [ 1 ] K L X [ a B [+1

1  Employes Empd Rcd s EMective Dot Emy Primany J¢ Ernplopes Dinect Ma Py Group wation CLocation b Departme Departmae Position 8 Po
-, LiEay 0 10772009 Livi ¥ Active 2881 Las 630 Aricona 0 300510 Cowporate -

3 BETE0 o 1047/ 2009 Tell¥ Active 281 LA% 650 Aripona D 500510 Cosporate

4 B o 107/ 3009 Lak ¥ Adtive 2881 Las 33} Legal 500510 Corporate -

5 Bi%6E o 10T/ 3009 Par Y At 2881 Las 300y Assat Mar 500510 Coeporate -

& Fo 0 1T AlnY Astivie 2881 LA& B3 Anirona O SO0510 Corporati-

T T 0 10N LeaY At 2841 Lk B10 Coloradas  SO0N10 Corporiti-

= s n T MR Rl ¥ Ardhes MR 1iha AN Arirons W0 Chenancale -

You may save your report in Microsoft Excel if you would like to review the report in the
future by clicking File, Save As and save to your computer.
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Approvals

[ ADP recommends that approvals/rejections are addressed within 1 day. ]

1. To view work events that are awaiting your approval, select Home > Message
Center.

Home « |

Welcome

Company Directory

Message Center

Approval History

The Approvals tab displays work events that require your approval.

The search boxes allow you to search for work events using specific criteria.

Message Centey'
Approvals | Notifications

‘ Click the View History "~ icon to view historical information regarding the work
event.

2. Click on the corresponding work event hyperlink to approve and view the details
about an approval.

Message Center ?

Approvals | Nofifications Employee Activiies

Enter search criteria and click Find to refine Activity ist. Click an Activity link to view, approve or reject. Click the view history icon in the Actions column to view approval history. Click the More Information link to view additional columns.

Originator Name: l:l Date Submitted: From: | @ To: | @
Worksheet I [ ] Effective Date: From: = 7e:| = & o | Clear |
More Information
Found 2 Rows per Page
A Y o A [}
Activity ¥ Employee Name ¥ Originator Name ¥ Date Submitted
Work Event - Job and Salary Change - Salary Change Pursel, Renald Garrett, Sarah 08/23/2013 13:51:28 ‘;E)

@ erint |
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Work Event - Job and Salary Change - Salary Change (Pursell, Ronald)

Instructions to Approvers

The changes made by a manager are shown below. If any of the infermatien is incorrect, reject the changes and the manager will be nofified so that they can make corrections.
“ou can also add comments, which wil display in the approval history.

Comments:

Employee Name: Ronald Pursel Status: Active

Employee ID: 00005655 Job: U0985 - Associate City Attorney
Hire Date: 09/25/1989 Department: 2302310 - Law Law Administration
Service Date: 09/25/1989 Pay Group: ADM

Employee Type: Salaried

Compensation Rate: $77,239.63 Per: Year Position: 23104141 - Deputy City Attorney

Salary Grade: 105
Salary Step: 40

Change Job & Salary Info: »  Salary Change

= Salary Change Only
Effective Date:

B/2212013

Reason: T27 - Temp Sal Incr-
Percentage Change:
Change Rate: Amount 1000 Per: Year 120
New Salary: §78239.63
Additional Job, Information: Details
- Approv“e I - Reject | - Cancel |

3. Enter comments at the top of the screen regarding your action.
4. Review the details of the work event and click Approve or Reject.
5. A summary screen appears indicating the next approval route.

If you Reject a work event, notification goes to the requestor, any approvers who already
approved the work event, and the work event is canceled.
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View Approval History

Once the activity has been approved, it will be removed from your list of activities but can
be searched for using the view history icon as shown below.

1. Click Home > Approval History.
IR+ -] oranzaton s sty - | epors |

mmval History

Enter search criteria and click Find 10 refine ACtvity list. Click the Activity hyperlink 10 view the details of the event. Use the Action icons 1o view approval Nistory, remove a row from the list of 1o recall a submilted event. Click the More Information lnk 10 view additional ¢

status: In Progress v*—_
Employee Name: Activity:

Originator Name: ] Last Action Date: From: |

Worksheet ID: Effective Date: From:

& Fre | @ clear

More Information

Found 1 Rows per Page 30 /|
ry & o ~
Activity ¥ Originator Name + Last Action Date Status ¥
Employee Event - Address 11/03/2014 10:18:20 11/05/2014 11:47.43 In Progress

& pont

T
2. Click the Clock "+ icon.
’ . e — - — - e 50 S
G(E |2 Wttps//portatadp.comiwps/myportal/s O v @ Automatic Data.. & | (2 Portal Integration ] Y G

File Edit View Favorites Tools Help

i [ Suggested Sites > ] Web Slice Gallery » ] Soccer

=

v B v mp v pagev Satetyv Toolsv @~

* Welcome, Michael Brenes Log Off
] Edit page content More Information.

IR ] oo st - s

Welcome

ind o refine Activity ist. Click the Activity hyperiink to view the details of the event. Us the Action icons to view approval history. remove a row from the st or to recall a submitted event. Ciick the More information link to view addtional coumns.

L b
Employee Name: | Activity: [
Originator Name: | Last Action Date: From: |78 To: =
Worksheet ID: | Effective Date: Fom| W = @l Fina @ clear

More Information -
Found 166 [1-30|31-60)51-00, | P JPM Rows per Page 30 V'

Activity Employee Name + Originator Name + Date Submitted | Lastactionpate @ | suws® | actons |

11122014 08:48:32 11/12/2014 06:48:33 Completed D%
11/12/2014 08:40:33 1111272014 08:40:34 Completed (e
Employee £ 11/11/2014 21.54.38 1111172014 21.54:39 Completed 2%
Employee Event - Direct Deposit 11/11/2014 215255 11/11/2014 21 5256 Completed DX
Employee Event - Direct Deposit 111112014 12.39.36 11/11/2014 12.39.37 Completed P
Employee Event - 11/10/2014 18:14.03 11102014 18.14.04 Complets 9%
Employee Event - Direct Deposit 11/07/2014 19:34:30 11/07/2014 19:34:32 Completed 2%
Employee Event - Address 11/03/2014 10:18:20 11/05/2014 11:47:43 In Progress )
Work Event - New Hire 11/03/2014 12:50:46 11052014 11:03:32 Rejected CP)
Work Event - New Hire 10/30/2014 16:54:20 11/05/2014 11:00:32 Rejected DX
Employee Event - Direct Deposit 11102/2014 12.26:21 11/02/2014 122622 Completed DX
Employee Event - Direct Deposit 1012412014 13:31:08 1012412014 133110 Completed DX
Employee Event - Direct Deposit 10/24/2014 13.27.20 1072412014 13.27.20 Completed DX
Employee Event - Direct Deposit 10/24/2014 13.26.56 101242014 13.26.57 Completed ) X v
Fmniowee. Evant _ Direct Nenaeit 1024014 132470 10242014 132422, Comoieted T X

3. The screen displays the historical details of the event.
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EEZER < -] orgenizaton & stafing = | Reports «|
Approval History

This page displays the historical detais of the selected woridiow event

History

Activity Empioyee Event - Direct Deposit
Employee Name v

Worksheet ID

Originator Name -

Date Submitted 111202014 08:48:32

Effective Date

‘Completion Date 11/12/2014 06:48°33

Workflow Path Name

Business Rule

( Assigned to |
completed
Deraur Approver Nottied
System Skippea

Submitied

MSS and Position Control Guide

Action Taken

| Date
11/12/2014 08:48:33
11/12/2014 08:48:33
11/12/2014 08'48:33

111122014 08:48:32

Version 1.20

AUo-SKipped - emply Work aroup

Comments
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Proxy Assignment

Proxy assignment allows you the ability to assign another manager’s approval on work
events when you will be away and unable to approve. The time period can be determined
by a date range or by number of days.

For example, you will be on vacation for one week. You can assign another manager
(proxy) the authority to approve any work events for your direct/indirect reports during that
time period. Once you’re back from vacation, according to the proxy schedule, approvals
will automatically be directed back to you.

*If you do not assign a proxy, the default proxy will take effect. The default proxy flows up
one level if you don’t approve work events after one day of submittal. This includes
weekends.

1. Select Organization & Staffing > Proxy Assignment

Organization & Staffing « |
Direct Reports
Managing Work Events

Proxy Assignment

2. Click the Add New button.

[enager - [ g e

Proxy Assignment ?

This page displays the proxies established for workflow. To change a proxy click the apprapi d event. To add a new event proxy click Add New.

e ] AddNew
T — e

When the proxy screen appears, Default Proxy Assignment is the default selection. It
allows you the ability to enter the number of days to assign to the proxy.
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[ anagor - (L [y g

Proxy Assignment

This page establishes a proxy assignee for workflow events. A defautt proky can be assigned after a certain number of days o a proxy assignment can be set for a specific date range. Click Save to save your changes

Event Name Select an option ~

@ Default Proxy Assignment
After days assign proxy for this event to | None v
Specific Date Proxy Assignment

- sae @ cancel B Reset

If the proxy should be created using a range of dates, select Specific Date Proxy
Assignment.

Home » | Organization & Staffing « | Reports +

Proxy Assignment

Thifjpage establishes a proxy assignee for workflow events. A default proxy can be assigned after a certain number of days or a proxy assignment can be set for a specific date range. Click Save to save your changes

Efent Name ‘Work Event - Job and Salary Change v

Default Proxy Assignment

From [10/30/2014 || to [10/31/2014 | ] assign proxy for this event to Taylor, Shirley - 019568 [

® Specific Date Proxy Assignment

- Save - Cancel - Reset

3. To assign a proxy, select the Work Event Name category such as Work Event —
Employment Status Change.

4. On the left side of the screen, select “Specific Date Proxy Assignment.”
5. Enter the “from and to” dates to proxy.
6. Select One Level Up, HR Work Group or Specific Manager as the proxy.

Note: If you select One Level Up, the approval will route up one level.

7. Once the proxy is created, click the Save button. The screen will automatically
advance to a summary page displaying the established proxy workflow.
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Forms

Manager Forms are located on the MSS Home Page

Organization & Staffing ~ | Reports +

What's New
——

Welcome to the ADP Self Service Portal!

Self Service is your one-stop shop for managing your person,

ormation, gaining knowledge of City policies and procedures and staying in touch with
what's new

Recommended Links

Message Center at a Glance

Forms Library
——

Ciick the fellowing link(s) fo access messages and information pertinent to you.

Access the Knowledge Base to view payrol poiicies, obtain payrol forms of to submit a service request

ﬂ Clck here to access forms

Employee Forms are located on the ESS Home Page

Time & Attendance ~ | Pay & Taxes - | Personal Information ~

What's New
—

Welcome to the ADP Self Service Portal!

Self Service is your one-stop shop for managing your personalinformation, gaining knowledge of Cty poficies and procedures and staying in touch with
what's new.

Recommended Links

Messaﬂe Center at a Glance

Forms Library
———

Click the following kink(s) to access messages and information pertinent to you.

Access the Knowledge Base lo view payrol policies, oblain payroll forms or to submit a service request.

ﬁ Cick here fo access forms
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Manager Forms:

Hire / Rehire Form

Use this form for Dual Assignments, for example, these employees are already in eTIME
and would only have one timecard. When they work out of class, they would simply
change the position on the timecard that they are working in to pay them at a different
rate. Or use this form if MSS is unavailable.

Complete and submit the form to:

CITY OF NEW ORLEANS
(Recommended method) Email: NOLA.payroll@adp.com

Fax: (925) 598-9494
Or mail it to; PO Box 17128
Augusta, GA 30903

Manager Forms:
Tips:

= The last spprover, typicaily Ciuil Service, will then send the form to ADP for processing (the fax andior emsil sddress are on the fop of the form)
= Any fieid with a red armow i required.

Job Pay Change Form - E_PRO32.7

= Use this form fo insert a row below the top of stack (most current row) for an employee. If you want fo make a change to an employee with a certain effeciive date, check EV5 o see if there is a later effective dated row present. If so, then this form is required
to update history.

Data Correction Form
= Use this form fo initiate the correction to a previcusly submitted HR transaction. Input only the values that need updating in the "Old Value” and "New Value™ fields. The form needs to be signed by whoever would normally approve the transaction if this was
performed using MSS.
Change of Agency Form

= Use this form fo request a change of HR Manager from one Agency to another. This must be done before you can view the employee in MSS and complete the transfer. This form s a City only form and should be completed and submitted to CAO or Civil
Service,

Hire Rehire Form - E_ PRO32.6

= Most Hew Hires and Rehires should be processed using MSS.

= Use this form for Dual Assignments, for example, these employees are already in TIME and would only have one timecard. When they work out of ciass, they would smply do a lanor level transfer 10 the other the position on the tmecard that they are working
in to pay them at a different rate.

= Also, use this form when hiring a part-time employee wha is taking on a position that has a vacancy thatis less than 1.0 headcount,

Mass Change Request - (ONLY COMPLETE THE SECOND SECTION OF PAGE 2, TITLED DEPARTMENT CHANGE] "Disregard the sections that do not apply to your Mass Change Request.
Use this form when a group of employees within the same department need to move under a different HR Manager or Supervisor.
Follow the steps below to complete the form, then Save and submit to the email isted on the top of the form:

. Complete the Requestor Information Section on Page 1.
Go to Page 2, and complete the following fiekds in the Department Change Section

[

Effective Date

Action: Type: Manager Change:

Action Reason, type either: DTA-E10 Change Supervisor or type DTA E14 Change HR Manager

Description of Change: Enter a statement indicating what needs to be done.

Make Change on Fulure Transactions: Check Yes

New Depariment: Type the Department ID (may be the same as today)

Fiek: Type either HR Manager or Supervisor then enter the Employee ID of the HR Manager or Supervisor in the “From" and “To" fiekds

Coneurrent Job Form - Use this form to manage an employee’s concurrent job. A concurrent job is a secondary job thal an active employee works aside from hisier primary job.

= The top of the form provides you with details surrounding which seclions need to be completed depending on if you are hiring an employee into a concurrent job, changing an employee's concurrent job or terminaling an employee from a concurrent job.
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Job Pay Change Form

Use this form to insert a row for an effective date below top of stack in the employee’s job
record.

If you want to make a change to an employee with a certain effective date, check EV5 to
see if there is a later effective-dated row present. If so, then this form is required to update
history. You need to complete a form for every row that needs to be changed, in other
words, each row that is effected by the change.

For example, an employee has a Pay Rate Change that should be effective April 15" but
there’s already a May 15™ row (a later dated row) in the employee’s record. Using MSS,
you cannot enter a row prior to the current row in EV5.

Complete and submit the form to:

CITY OF NEW ORLEANS
(Recommended method) Email: NOLA.payroll@adp.com

Fax: (925) 598-9494
Or mail it to; PO Box 17128
Augusta, GA 30903

Manager Forms:
Tips:

= The last spprover, typicsily Civil Service, will then send the form to ADP for processing (the fax andfor email sddress are on the top of the form)
= _Any field with a red required.

ob Pay Change Form - E PR32
= Use this form fo insert a row belew the top of stack (most current row} fer an employee. if you want to make a change to an employee with a certain effective date, check EVS o see i there is a later effective daled row present. If so, then this ferm is required
fo update history.

Data Correction Form

= Use this form to inifiate the correction o a previously submitted HR transaction. Input anty the values that need updating in the "0kl Value™ and "New Value™ fields. The form neds to be signed by whoever would normally approve the transaction if this was
performed using MSS.

Change of Agency Form

rm o request a change of HR Manager from one Agency fo another. This must be done before you can view the employee in MSS and complete the transfer. This form is a City only form and should be completed and submitted to CAO or Civil

Hire Rehire Form - E_PR032.6

= Most Hew Hires and Rehires should be processed using MSS.

= Use this form for Dual Assignments, for example, these employees are already in €TIME and would only have one fimecard. When they work out of class, they would simply do a labor level transfer o the other the position on the tmecard that they are working
in o pay them at a different rate.
Also, use this form when hiring a part-time employee who is taking on  position that has a wacancy that is less than 1.0 headcount

Mass Change Request - (ONLY COMPLETE THE SECOND SECTION OF PAGE 2, TITLED DEPARTMENT CHANGE) *Disregard the sections that do not apply to your Mass Change Request.
Use this form when a greup of employees within the same department need to move under a different HR Manager or Supervisor.
Follow the steps below to complete the form, then Save and submit to the email listed on the top of the form.

1. Gomplets the Requestor Information Section on Page 1
2. GotoPage 2, and complets the following fislds in the Department Change Section

= Effective Date
= Action: Type: Manager Change
= Action Reason, type either: DTA-E10 Change Supervisor or type DTA E11 Change HR Manager
iption of Change: Enter a stalement indicating what needs to be done.
= Make Change on Future Transactions: Check Yes
= Hew Department: Type the DepartmentID (may be the same as today)
= Field: Type either HR Manager or Supervisor then enter the Employee ID of the HR Manager or Supervisor in the “From” and “To" fields.

Coneurrent Job Form - Use this form o manage an employee’s concurrent job. A concurrent job is a secondary job that an active employee works aside from his/her primary job.

= The top of the form provides you with details surrounding which sections need to be completed depending on if you are hiring an employee into a concurrent job, changing an employee's concurrent job or erminating an employee from a concurrent job.

MSS and Position Control Guide Version 1.20 106


mailto:NOLA.payroll@adp.com

iy

e

CITY OF NEW ORLEANS

Change of Agency Form

Use this form to initiate an employee transfer from one department to another.

Complete and submit the form to Civil Service or CAO.

Manager Forms:
Tips:

= The last approver, typicaily Givil Service, will then send the form to ADP for processing (the fax andfor email sddress are on the top of the form)
= Any fisid with  red arow is required.

Job Pay Change Form - E_PRO32:7

= Use this form fo insert a row belew the top of stack (most current row} for an empioyee. If you want to make a change to an employee with a certain effective date, check EVS le see if ther,
to update history.

alater effective dated row present. If so, then this ferm is required

Data Correction Form

= Use this form to inifiate the correction to a previously submitted HR transaction. Input enly the values that need updating in the "Okd Value” and "New Value™ fields. The form needs to be signed by whoever would normally approve the transaction if this was
performed using MSS.

‘Change of Agency Form

= Use this form fo request a change of HR Manager from one Agency 1o ancther. This must be dene before you can view the empieyee in MSS and complete the transfer. This form s a City enly form and should be completed and submitted to CAQ er Cvil )
Service.

re Rehire Form - E_PRO32.6

= Most Hew Hires and Rehires should be processed usin

= Use this form for Dual Assignments, for example, these empioyees are already in €TIME and would only have one fimecard. When they work out of class, they would
in to pay them at a different rate.

= Also, use this form when hiring a part-time employse who is taking on a position that has a vacancy that s less than 1.0 headcount

ply do a labor level transfer to the ofher the position on the timecard that they are working

Mass Change Request - (ONLY COMPLETE THE SECOND SECTION OF PAGE 2, TITLED DEPARTMENT CHANGE) “Disregard the sections that de not apply to your Mass Change Request.
Use this form when a group of employees within the same department need to move under a different HR Manager or Supervisor.
Follow the steps below to complets the form, then Save and submit to the emai isted on the top of the form:

Complete the Requestor information Sectien on Page 1.
Go to Page 2, and completz the following fislds in the Department Change Section

N2

Effective Date

Action: Type: Manager Change:

Action Reasen, type either: DTA-E10 Change Supervisor or type DTA E11 Change HR Manager

Description of Change: Enter a stalement indicating what needs to be done.

Make Change on Future Transactions; Check Yes

New Department: Type the Departmant ID (may be the same as today)

Field: Type either HR Manager or Supervisor then enter the Employee ID of the HR Manager or Supervisor in the “From” and “To" fields

Concurrent Job Form - Use this form o manage an employee’s concurren

b. A concurrent job is a sacondary job that an active employee works aside from hisier primary job.

= The top of the form provides you with details surrounding which sections need to be completed depending on if you are hiring an employee into a concurrent job, changing an employee's concurrent job or erminating an employee from a concurrent job.
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Data Correction Form

Use this form to initiate the correction to a previously submitted HR transaction. Input only
the fields that need updating in the "Old Value" and "New Value" columns.

The form needs to be sighed by whoever would normally approve the transaction if this
was performed in MSS and sent to ADP.

Complete and submit the form to:

CITY OF NEW ORLEANS
(Recommended method) Email: NOLA.payroll@adp.com

Fax: (925) 598-9494
Or mail it to; PO Box 17128
Augusta, GA 30903

Manager Forms:
Tips:

= The last spprover, typicaily Civil Sarvice, will then send the form to ADP for processing (the fax andior emsil sddress are on the fop of the form).
= Any fiedd with a red armow is required.

Job Pay Change Form - E PRO32.7

= Use this form fo insert a row below the top of stack (most current row) for an employee. If you want to make a change to an employee with a certain effective date, check EV5 o see if there is a later effective daled row present. If so, then this form is required
to update history.

Data Correction Form

= Use this form fo infiate the correction to a previcusly submitted HR transaction. Input enly the values that need updating in the "Od Value” and "New Value™ fields. The form needs to be signed by whoever would normally approve the transaction if this was
performed using MSS.

Change of Agency Form
= Use this form fo request a change of HR Manager from one Agency to another. This must be done before you can view the employee in MSS and complete the transfer. This form is a City anly form and should be completed and submitted to CA or Civil
Service,
tire Rehire Form - £ PRO32.-6
= Most Hew Hires and Rehires should be processed using MSS.
= Use this form for Dual Assignments, for example, these employees are already in TIME and would only have one imecard. When they work out of class, they would simply do a labor level transfer to the other the position on the tmecard that they are working

in to pay them at a different rate.
= Also, use this form when hiring a part-time employee who is aking on a posiiion that has a vacancy that is less than 1.0 headcount,

Mass Change Request - (ONLY COMPLETE THE SECOND SECTION OF PAGE 2, TITLED DEPARTMENT CHANGE) “Disregard the sections that do not apply o your Mass Change Request.
Use this form when a group of employees wilhin the same department need to move under a different HR Manager or Supervisor
Folow the steps below to complete the form, then Save and submit to the email listed on the top of the form.

Complete the Requestor Information Section on Page 1
. Go to Page 2, and complete the following fiekds in the Department Change Section

[N

Effective Dale

Action: Type: Manager Change:

Action Reason, type either: DTA-E10 Change Supervisor or type DTA E11 Change HR Manager

Description of Change: Enter a stalement indicating what needs to be done.

Make Change on Future Transactions: Check Yes

Hew Depariment: Type the Department ID (may be the same as today)

Fiekd: Type either HR Manager or Supervisor then enter the Employee ID of the HR Manager or Supervisor in the “From” and “To" fields.

Concurrent Job Form - Use this form to manage an employee's concurrent job. A concurrent job is a secondary job thal an active employee works aside from hisier primary job.

= The top of the form provides you with detais surrounding which seclions need to be completed depending on if you are hiring an employee into a cencurrent job, changing an employee's concurrent job or terminaling an employee from a concurrent job.
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Forms to use if MSS/EV5 are unavailable

Job Status Change Form

Use this form to complete an employee job status change, such as a weekly hours
change.

Termination Form

Use this form to initiate a termination.

Reports to Change Form

Use this form to add or delete an employee from a manager/supervisor list in MSS or
eTIME. This transaction should normally be performed by using the Custom HR Panel in
EVS5.
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Employee Forms

Employees can perform the following transactions using ESS. Employees may not need
to use forms. But, if so, the forms are available.

1. Click the hyperlink to access employee forms.

| Employee ~ [Z0INEY ‘T\me&mlendance - | Pay & Taxes ~ | Personal Information ~ |

What's New Message Center at a Glance

Welcome to the ADP Self Service Portall Click the folowing lnk(s) to access messages and information pertinent to you.

Self Service is your one-stop shop for managing your personal information, gaining knowledge of City policies and procedures and staying in touch with

what's new. :
Forms Library
——

Recommended Links
——

Access the Knowledge Base fo view payroll poiicies, oblain payrollforms or to submit 2 service request. LR

% Ciick here to access forms

Employee Forms are listed as shown below:

Employee Forms:
Direct Deposit Authorization - E_PROZ24-A
= This form is used to update your Direct Deposit
Personal Data Change - EPR032-4.2
SSN or Name Change - E-PRO32-1
Deduction Update Form - E_PRO32-3A

W-2 request Form E-YEQOS
W-4 Form

Employee Withholding Exemption Cerificate (L-4)

Exemption from Withholding Louisiana Income Tax (L-4E)

Direct Deposit Authorization Form

Employees will be updating this information in ESS. Newly hired employees can complete
this form for initial direct deposit setup but it's recommended that new hires complete
direct deposit setup in ESS.

Personal Data Change Form

Employees will update personal information using this form and submit it to his/her HR
Manager for processing.

SSN or Name Change

Employees can use this form to update their social security number or name and submit it
to his/her HR Manager for processing.
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Deduction Update Form
Employees can use this form to update their voluntary deductions and submit it to his/her
HR Manager for processing.

W-2 Request Form

Employees can use this form to request W-2s, beginning with 2014. Previous year W-2s
need to be requested through their HR Manager. Employees can get this information
themselves in Employee Self Service by selecting Pay & Taxes > Annual Statements.

W-4 Form

Employees use this form to update W-4 information submit for processing.

Employee Withholding Exemption Certificate (L4)

Employees can use this form to update their state tax information. It needs to be printed,
signed and submitted to their HR Managers who will provide it to ADP by faxing it to:

Exemption from Withholding Louisiana Income Tax (L-4E)
Employees can use this form to claim exemption from their Louisiana Income Tax. It
needs to be printed, signed and submitted to their HR Managers who will provide it to
ADP by faxing it to:
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Viewing Employee Information

Enterprise (EV5) is where all permanent employee information is stored.

To view personal information:

Click People to navigate to an employee’s personal or job related record. You will then
be presented with a list of options.

Fio [t Desitop Toots Vdndows Hep

Shortcuds | Org Chart Gunty Qng Securty Workkst Lirks
e aibeds,

| @ Personal information

| B Mantan Beneft Cavernges (Peopie)
;e Record Benart Events (Pecgle)

| @ Burirwess Experits nformeton

| @) Fisk Manogemect

| Lewve of Absence Admenestration (Peop
jm Employee Development (People)

}@ Employee Discipline (Pecple)

| @ Terminations

| @ ntematioral

i@ Reponts

| B3 Home Pages

B Self Service Actions

Compensation
Benefis
Perforrmante & Development
St Reladons
Payroll
Compliance

Planning & Analysis

L2
Enterprise HR
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Viewing Personal Information

Click PEOPLE > Personal Information > Change Employee Demographics > Personal
Information > Access the employee’s record

You’re taken to the Name/SSN tab.

II 100000 - Jenkins,Roy D - DSSIET1 - 100000

Name/SSN | Address Detail | Telephone Numbers | Regulstory Information | Citizenshipid |

Mame: Jenkine Roy D o 100000
Fersonnel Status. Employee [ Employes OID
Social Securlty # FOOLI001001]  Originel Hire Date: [0D4m4/2004 | [ Lacal Mational
First Mame: [Roy | Aler Derived Name |
Miclclle Mame: ID |

Last Name: [Jenkins

Marme Prefix:
Mame Suffix

Predferred Name: | |

Former MNarme: I I

Formal Title: |

Key fields in the five Personal Information tabs:

Social Security Number — May be masked due to security.

Original Hire Date — Displays the employee’s original hire date.

EMPLID - Unique and auto-assigned during the new hire (and conversion)

process as an identifier for an employee for HR purposes. The EMPLID is what you will use
to search for an employee when viewing employee data.

o First, Middle, Last Name — Employee name.
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1. Click on the Address Detail tab.

100000 - Jenkins,Roy D - DSSIET1 - 100000

(Name/SSN | Address Detail | Telephone Numbers | Regulatory Information | Citizenshipi9 |

Jenkins Roy D O 100000

Home Address
Address 1: [5921 Little Richmond Road |

Address 2 | |
Address 3: | | courty: | |
City: |Daytun StProv: l@g PostaliZip: W Country: @@
Mailing Address
Address 1: [P, 0. Box |
Address 2 | |
Address 3 | |
City: [atianta stProv: [oa | Q) Postezip[30105 | country: usa |G
E-Mail Address: || |

E-Mail Address 2 | |

o Home Address — Address Lines 1 and 2 will appear on an employee’s pay check. Address
Line 3 is informational only.
¢ Mailing Address — Informational only.
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2. Click on the Telephone Numbers tab.

| 100000 - Jenkins,Roy D - DSS/ET1 - 100000

( MarmeiS5h r Addreszs Detail r Telephone Mumbers r Fregulatary Infarmstion r Citizenshipa3

Jenking Roy D 10 00000

[] International Direct Dial (ID0) Update

oD oD
Phone Type Description Courtry City Phare Mummber ExteriFit
WORK Cﬁ Work Telephone - Primary TO3-857-8555 | |

OK To
Publizh

Ay

[

KN

e Phone Type/Description/Number — Examples include: HOME, WORK or FAX

3. Click on the Regulatory Information tab.
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L
|/ Name/S5N rAddress Detail rTelephune Numbers rReguIaturylnfurmﬂtiun |/ Citizenship/9 |

Jenkinz,Roy D D 12379

Race/Ethnicity: | Black or African American - |

Ethnic Group: | Black - Gender: | Male -
Marital Status: | Single - Date: i

Birthdate: [12/25/1991 Age: 22 Date of Death: i
Highest Educ Lewvel: | Mot Indic - Disability
Retiree Biling Method: | Direct v [ Disabled

Medicare Date: Ii Ype: o}
Wiltary Status
Vets 1004 Vets 100
Status: | Not Indicated v | Status: | Not Indicated w | | Discharge Dt [ ]
[[] Disabled [] Disabled

Race/Ethnicity — Displays the employee’s race/ethnicity for EEO purposes.
Ethnic Group

Marital Status

Gender

Birthdate

4. Click on the Citizenship/I9 tab.
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| 100000 - Jenkins,Roy D - DSSIET1 - 100000

( MamesS5M r Address Detail rTeIephone Mumbers rReguIator'f Infortnation r Citizenshipa9g

Jenking Foy D
1-8 Yerification

Proof 1: |DRIY LIC
Proof 2 |55 CARD

Paszport
Pazsport # | |

lssued By: [usa | QY usa,
Expiration Date:

Citizenzhip

IC: 100000

“iza

Wiza ¥ |

“iza Type: IE g Moke
Expiration Date: E

Status: | LS. Mative

- Canadian S

Country 1 %g United States
Country 2 J g
Courtry 3 J g

Mational ID: |

Caurtry: I: g

¢ |-9 Verification — Displays the verification documentation provided.
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Review Personal History

Click PEOPLE > Personal Information > Review Personal History > Personal History

Access the Review Personal Information tab to view previous address changes and telephone
number changes that have been made in Employee Self Service.

| 100000 - Jenkins,Roy D - DSSIET1 - 100000
( Personal Fistory |
Change Date: 044572006 Change Seguence ¥ 0
Mame: Jenkins Roy D Personnel Status: Employes
Marital Status: Single Marital Status Date:
Military Status: Mot Indicated Medicare Date: Retiree Bil: D
Haome AddressPhone hailing Address
Address 1 3921 Little Richmond Road Address 1 P. Q. Box
Address & Address &
Address 3 Address 3
City: Dayton City: Atlarta
StiProy: OH PostallZip: 45426 StiProv: GA PostalfZip: 30105
Country: USA Phone: ¥FF05293-7928 Country: USA .
-
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Job Information

Click PEOPLE > Personnel Actions > Change Job/Position Information > Change
Job/Position > Access the employee’s record

You will be taken to the Job Status tab.

This area within Enterprise HR contains employee job related data. These tabs store
permanent information about an employee. Historical records can be viewed simply by clicking
downward on the scroll bar.

(" Earnings Distribution | Benefit Program | Employment information |* Union Information |

é Job Status [ Job Information [ Job/Pay/Location 1§ Compensation Details
} % D: Empl Red#:
Effective Date: 1072072012 | Current > Effective Date Sequence #: 9] | | =
Employee Status: Active [] Override Position Data Primary Job
Action: [ Data Chg - Daly 013172014 [] Updated by Position [ ] Contract Job
Reason Code: Entry Dates
Position: [23304167 | Q| TRAFFIC/MUNICIPAL ATTORNEY 102072012 |
Department: [2302330 |E LAW MUNICIPAL AND TRAFFIC 102072012 | i
Job.Code:[U0820 |Gl TRAFFICAMUNICIPAL ATTORNE Y 1012072012 |
HR Manager: (019568 g
TimeinJob: 1 Yyears 4 months el
b4

o Effective Date — Everything in Enterprise HR is based on the effective date field. The
effective date field displays the date of the Action (i.e. Hire, Pay Rate Change, etc.) that
was entered in MSS or using a form.

Reason Code — Displays the Reason for the above Action.

Position — This field displays the position that the employee currently holds.

Department — Defaults based on the position.

Job Code - Defaults based on the position.

Reports To — Displays the manager the employee who should have access to viewing this
employee in MSS (Manager Self Service).
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5. Click on the Job Information tab.

Earnings Distribution |* Benefit Program |” Employment Information | Union Information |

JobStatus | Job Information [ Job/Pay/Location [ Compensation Details
ID: EmplRed#®: 0
Effective Date: 10/29/2012  Current Effective Date Sequence # 9 =
Reason: CONVERSION [C] Eligible for Overtime
Standard Hours: 35.00' FTE: 1.0000 Eligible for Leave Plan

. - |
EEO Exclusion:| None of the Above w |
FLSA Statu5:| Exempt v
Officer Cnde:| None A |
FuliPart Time |Fu|I-T|me - ‘
Regkliﬁr-"ernp:ra"_.f'| Regular v ‘

Workers' Comp Cd: [8810 . Office & clerical ployees —

ers’ Comy Q ice & clerical employees =

Code.

Unclassified, Permanent, and Transient.

Exempt / Nonexempt Status.
Officer Code — Defaults to “None”.
Full/Part Time: Defaults based on the Job Code.

Job Code table.

6. Click on the Job/Pay/Location tab.

MSS and Position Control Guide Version 1.20

Standard Hours — Displays the employee’s standard hours based on the employee’s Job
CS Status — Displays the employee’s civil service classification. Examples include:

FLSA Status — Data defaults based on the Job Status tab entries. Examples include:

Regular/Temporary — Defaults based on the Job Code to either Regular or Temporary.
Workers’ Comp Cd: - Displays the assigned workers compensation code derived from the
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Earnings Distribution |~ Benefit Program | Employment Information | Union Information |

Geog Differential: Q
Pay Plans

Salary Plan: (N1 | @ City of New Orleans Entry Dates
Salary Grade: [063 | QJ GRADE 63 10292012_| ]
Salary Step: J g 10/28/2012 ﬂ Next Step Date: E

Variable Plan: Q, I:I. Splits Q.’ ] Allow Draw

d Job Status I Job Information [ Job/Pay/Location I Compensation Details
ID: EmplRcd#: 0
Effective Date: 10/29/2012  Current Effective Date Sequence # 9 1=
Action: Data Chg Reason: CONVERSION
company:[cno [El cno Holiday Schedule:[HOL |G Holiday Schedule
Pay Group: |[ADM Q, ADMIN Work Location: |99959 Q Default
Employee Type: EQ Salaried Reporting Location: |99999 Q Default

Pay Group — Displays: Admin, Police, Fire, or Weekly.
Employee Type — Displays either Hourly or Salaried.
Work/Reporting Location — Defaults to 99999.

Salary Grade — Displays the employee’s Salary Grade.
Salary Step — Displays the employee’s salary step.
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7. Click on the Compensation Details tab.

Earnings Distribution [~ Benefit Program | Employment Information |* Union Information |

" Job Status I Job Information [ Job/Pay/Location I Compensation Details
ID: EmplRcd%: 0
Effective Date: 10/28/2012 Current Effective Date Sequence & 9 =
Compensation
: CONVERSION Show Comp Stetsll

: 33,524 .95

Comp Frequencg,r:lAnnual -
. ﬁ Currency Code: |USD g

Comp Rate: |33,524.94TS

Employee Compensation )
Rate Change Hourly Rate: 18.4203
r Fa R C didate
Change Amt: | D PRETR Cymciines Monthly Rate: 279375
Change % Retro Start Date: “ Annual Rate: 33,524.95

J

Compensation Components =
Pay Change Reason Change Amount Change % Aggregate Amt Aggregate %

s | || -

4]

MSS and Position Control Guide

Compensation - You can view the breakdown of compensation rate by hourly, monthly and
annual rate.

Compensation Components — Optional. May see multiples values entered. These fields
are used to use multiple reasons for a rate increase. Two rows may be entered as 1% -
Merit, 2% - Cost-of-living reasons for a total of a 3% increase.
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8. Click on the Earnings Distribution tab. This tab displays how the position that the

employee holds is funded.

" Earnings Distribution

Benefit Program |* Employment Information | Union Information |

[ Job Status Job Information I

Job/Pay/Location I

Compensation Details

Effective Date: 10/29/2012  Current

Action: Data Chg Reazon: CONVERSION

Shift

ID:

Effective Date Sequence # 9

General Ledger

Tax File ID: 0

EmplRcd#: 0

D

Shift Rate Code: Q GL Pay Type:
Regular Shift: LQ —’-xcccunt«'Fur‘.d:| |Q
m-| | Fm—] | | s
[ Job Earnings Distribution — — - - jl
() None () By Amount () By Hours (& By Percent —
Percent  Regular Shift Earns Cd )epartment
A Rl | a
Job Code Position GL Pay Type Account/Fund
& (23304167 |&Y | | [001 230.2330. Q

L]

<

L

o The total percent will equal 100%. Note that multiple percentages can total to 100% if more

than one account funds this position.

9. Click on the Benefit Program tab.

MSS and Position Control Guide

Version 1.20
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Earnings Distribution |[* Benefit Program | Employment Information |~ Union Information |
Job Status Job Information I JobiPay/Location I Compensation Details

D: s Empi Rcd#: 0

-

EventDate: [10/20/2012 |8

Currency Code: USD

Admin

Fire

Monthly

Police

Volunteer Employees
Weekly

o Event Date — Similar to the effective date field as it represents the date an employee

entered a Benefit Program.
e Benefit Program — A Benefit Program contains all of the Benefit plans an employee is

eligible to be enrolled.

10. Click on the Employment Information tab.
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Earnings Distribution r Benefit Program r Employment Information r Unien Information |
Job Status I’ Job Information I’ Job/PayiLocation r Compensation Detaile
I0: Empl Rcd# O
Hire Date: 03/06/1993 Acquisition Date: Termination Date:
Rehire Date: 1072592012 Expected Return Date: Pre-Final Date:
Co Seniority Date: 1072872012 Probation Date: Retirement Date:
Hire Time: Service Date: 1002872012 Service: 2 wears 0 months
Civil Service Date: Benefit Eligible Date:
Referral Source: | Unknown Security Clearance:
Business Title: Credit Association ID:
Supervisors ID: 011382 United Way Area Code:
] owns 5% (or More) of Company [] Ful-Time Student Eligitle for Rehire
Comments:

Hire Date — Contains the employee’s original hire date.

Service Date — Displays the date that longevity is based off of.

Termination Date — Contains the termination date once an employee has been terminated.
Pre-Final Date — Contains the pre-final date.

11. SKIP the Union Information tab.
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Custom HR User Data Panel

Click on PEOPLE > Change Job/Position Information > Custom HR User Data Panel

| Custom HR User Data Panel Az Of: | o4za0i4 | B Y |

r Custom HR User Data Panel |

Rodriguez Erika A IDv: 000001 Empl Red#

Effective Date: [04/28/2014 | &

Pay Loc: 237001 al

HR Manager I [001234

Badge Nt:-r:l

Pol Srv Dt:

Supervisor ID: [p22082

eTime Meal: Ii g

e Pay Location -

e HR Manager ID - Displays the Manager who updates the employee’s record in MSS.
e Supervisor ID — Displays the eTIME approver.

e eTIME Meal — Use to override current eTIME meal deduction.
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Appendix A: New Hire - ADP Portal Registration

1. Access the Internet. Enter https://portal.adp.com in the URL at the top of the
internet page.

2. Click First Time Users Register Here.

| userLogin | | Administrator Login |

I = First Time Users Register Here I
] e Sl a ?

= Update My Security Profile
= Change your Password

= Make This Site Your Home Page
= Forgot your User Id
= Forgot your Password

= privacy B LEcAL

Step 1 of 7: Begin Registration:
Enter NOLAPAY-1234 in the Registration Code and click Next.

Register for ADP Services

Step 1

Step 1 of 7 Begin Registration

Begin Registration

Enter the registration code that you received from your employer or ADP. Registration code refers to your company registration code
(previously referred to as a "pass code”) or a personal registration code (previously referrad to as a personal ID code or PIC).If you do not
have this information, contact your company administrator. Registration code is not case sensitive.

Registration Code: ~
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Step 2 of 7: Verify ldentify:

Enter Identity Information
e Enter your First Name

e Enter your Last Name

o Enter the last 4-digits of your Social Security number

o Enter the last 4-digits of your Social Security number (again) to confirm

e Enter your Birth Month and Day

Register for ADP Services

Cet User ID &
Password

Step 4
Select Security
Questions

Step 5
Enter Contact
Information

Step g
Enter Activation Code

Step 7
Review and Submit

Step 2 of 7: Verify ldentity

ADP is committed to protecting your privacy and ensuring that only you can access your information. We ask for some personal information

s0 we can verify your identity.

Company Name:
Identity Type‘

First Name:

Last Name:

Last 4 digits of S5N ar EIN or ITIN: )
Confirm Last 4 digits:

Birth Month and Day:

e Click Next.

MSS and Position Control Guide

City of New Orleans Test (Not your company? Re-enter your registration code.)

| Partial 55N

v

» Next

‘ Previous

Version 1.20
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Step 3 of 7: Get your User ID & Password

(> Look at the top of the screen to view your User ID! This will be used in the near
erap future to log into the portal.
STOP ) P

e Create a Password and retype it in the Confirm Password field. Passwords
much be at least 8 characters long and contain at least 1 number. Passwords
are case sensitive. It is recommended that passwords be 12 characters and
contain a mix of upper and lower case letters, numbers, and special characters.

Write down your User ID

Write down your Password

Note: Important: once you create your password, you will need to keep it secure and remember it
for logging into Employee Self Service/ADP Portal in the future. Passwords must be 8 or
more characters and contain a mix of upper case and lower case letters, numbers and
characters.

Register for ADP Services

Step 3 of 7. Get User ID & Password

Welcome, Joe ] Smith
You will use this information to log in to your ADP service.

Your User ID: JSmith1 @NOLAT 4

Create Your Password
Passwords must be at least 8 characters long and contain at least 1 letter and 1 number. Passwords are case sensitive. It is recommended
that passwords be 12 or more characters and contain a mix of upper case and lower case letters, numbers, and special characters.

Password: | (7]
Password strength:

Confirm Password: |

e Click Next.
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Step 4 of 7: Select Security Questions and Answers

Select and type your answers to three (3) Security Questions. Choose questions that
will be easy for you to remember. Case does not matter for these fields.

Register for ADP Services
Sﬁte.p ]ﬁ . . o Step 4 of 7. Select Security Questions and Answers

To protect your account, the information you enter will be used to verify your identity if you forget your user |ID and /or password

Security Questions and Answers

Answers must be at least 2 alphanumeric characters long and are not case sensitive. Be sure to choose answers you can remember

Question 1: | | hd

Answer 1 |

Enter Contact Question 2-° | | e
Information

Answer 2: |
Step 6
Enter Activation Code
Step 7 Question 3: | | hd
Review and Submit Answer 3- |

[ previous Bl B> wexe [SRNNNNN & oon)

e Click Next.
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Step 5 of 7: Enter your Contact Information

e Enter either a NOLA work email address or a personal email address.
e Select the corresponding circle (Use for Notifications)

e Enter a phone number if you would like to receive a text message with your
temporary password

Optional: If you don’t have a NOLA work email address. You can create a free, personal email
address at any of the following.

See Setting Up a Personal Email section (page 14) of this guide for detailed instructions:
Gmail provided by Google — www.google.com

Outlook provided by Microsoft — outlook.com

Yahoo Mail provided by Yahoo — www.yahoo.com

Register for ADP Services

Sfep ;;_:.;___.?__.,__ Step 5 of 7: Enter Your Contact Information

Step 2 Enter your contact information to receive communication from your company and/or ADP. ADP will send you an activation code to confirm
= riiy el =rizi) that we can contact you.

»Lep ADP may send notifications when your pay statements are ready, benefit enrollment changes are processed, and /or workflow items need
Cet User ID & your attention. If you forget your login information, ADP can send you an email with your temporary password and/or user ID.

e Email Addresses’ Use for Notifications
Select Security Work: |

Questions .
Personal Email- |

Step 5
Enter Contact
Information

Phone Numbers

If you forget your login information, ADP can send you a text message with your temporary password and/or user |D. ADP does not charge
for this service, but standard text and data charges might apply from your mobile phone carrier. Terms and Conditions

Work Phone: | United States +1 | - | | Ext
. | authorize ADP to send my login information to this
Work Mobile: | United States +1 | D
or ool | M phone at my request.
| authorize ADP to send my login information to this
Personal Mobile: | United States +1 v | L
| phone at my request.
cxes  CEm O O

e Click Next.

With your Employee Self Service/ADP portal registration page open, go to your
NOLA email, or, if you have created a new email as explained above, open another
internet webpage and open the personal email account that you provided.

You will receive an email with your activation information. Please print or copy this
information to use in your registration process.
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Welcome, User DemoB818

Use the information in this email to activate your email address to receive notifications from your company/ADP.

Activation Code: 18584
Expires On: Sun Feb 26 2012 14:23:33 EST

Have questions or need assistance? Contact your company administrator for assistance.

This email has been sent from an automated system. DO NOT REPLY.

Step 6 of 7: Enter Activation Code

Go back to the Employee Self Service/ADP portal, and select Step 6 and enter the
Activation Code that you received in your email.

Register for ADP Services

Step
Bejinl iacjiserasion

- Step 6 of 7: Enter Activation Code

Step) 2
W ETITy A G ENTItY An activation code has been sent to you. Activate your communication channels now to ensure that they are in service and can be used to

reach you
Step 3

Cet User ID &

— If you want to activate later or you did not receive your activation code(s), you may skip this step. Follow the instructions in your registration

confirmation email to activate your communication channels at your earliest convenience
Step 4

Select Security

Questions ismith@yxz_com

Activation Code:

Step 5

Enter Contact
Infarmation
Step 6 Note: You may need to wait longer for an activation code to arrive by email. There can be a delay due to Internet traffic, your service provider,
Enter Activation Code firewalls, etc. If you request a new activation code, the activation code previously issued to you will expire and become invalid even if it has
not arrived

Didn't receive a code? 0 Send a new activation code

| S previous Ji B> et

e Click Next.

Step 7 of 7: Review and Submit:

Review the information you provided and click DONE.

IMPORTANT: If you do not click DONE, the registration will not be saved and you
will have to re-register.
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Register for ADP Services

Step |

Step 7 of 7: Review and Submit

User ID- JSmith1 @NOLAT

Review the information on this page; click Done to confirm and continue. To make changes, use the left navigation options or click Previous.

Security Questions and Answers

Question 1 In what city was your mother born? (Enter full name of city only)
Answer 1: bronx

Question 2 In what city was your father born? (Enter full name of city only)
Answer 2 new york

Question 3 What is the first and last name of your childhood best friend?
Answer 3: betty

Contact Information

work: ismith@yxz.com Use for Notifications

| < previous Jif b o)

v Done

Congratulations! You have completed your Employee Self Service/ADP Portal

registration process. You will receive an e-mail confirming your registration.

welcome, User DemodlB! You have megistered for ADP service(s).

Use the information im this email to log im to your atcount.

1 Go to the login page of your ADP service.

2. Dn the Login page, enter the user ID: UDemcdll

3. Enter the password you created during registration.
a €lick Log Inm to access your ADP services.

If you have pot activated your esall address andfor sobile phone nuabers, do the followlng:
1. Go wo this URL: fpublic/isifindex.htal

2. Go to Myself » Contact Information to request am activation code.

i. Follow the instructicas on the page to complete this task.

You must activate your email address to receive motifications from ADP. For example, depending on your company setwp, ADP may send notifications
When your pay statements are ready, bemefit enrollment changes are processed, and/or your user ID is retrieved or passwond is reset. Youw must

activate your sobile nembers to recelve yowr login inforsation wpon your request.

Contact your company administrator for assistance.

This email has been seat from an automated systes. DO WOT REPLY.

MSS and Position Control Guide Version 1.20
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Appendix B: AHRS / ADP Crosswalk

Note: The left column is the process described in the AHRS PERSONNEL ACTION

PROCEDURES Manual (6th. Rev.) The right column is how this process is now

accomplished using the new ADP System.

AHRS

Screen

ADP

Role Action

Create a New Position

Screen: PSMT

Change the Status of An Existing
Position

Screens: PSMT, PAMT, QPST,
QPAT, QPTL

View Incumbents in Existing Position
Screen: PMST, QPSR

Define or Change the Profile
Attributes of a Position

Screen: PSMT

Check the Status of a Position
Screen: PSMT

Check for the Number of Vacancies in
a Position

Screen: PSMT

Establishment and Maintenance of
Both the Number of Incumbents and
Full Time Equivalents (“FTE’s”)
Allowed for Each Position

Screen: PAMT

Increase Number of Incumbents in a
position

Screen: PAMT

New Employee

Screen: NEMP

Employment Status Maintenance
Screen: ESMT

Agency Specific & Accounting Data
Screen: AGYS

Employee Attributes

Screen: ATTR

Employee Licenses & Certifications
Screen: LCNS

MSS and Position Control Guide

Practitioner

Define Position Information

Practitioner Define Position Information
Practitioner Position Status
Practitioner Define Position Information

Practitioner Position Status

Practitioner Position Status

Practitioner Position Status

Practitioner Define Position Information
Manager Hire New Employee
Manager Change Employment Status
Manager Hire New Employee
Manager Hire New Employee
Not available
Version 1.20
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AHRS ADP
Screen Role Action
Address Screen: ADDR Manager Hire New Employee
Emergency Contact Employee Employee Role
Screen: EMER
Electronic Funds Transfer Employee Direct Deposit
Screen: EFT
Benefits Screens: ENRL, DPND HR Manager must see Benefits
Group
Requisition Personnel (New Hire Practitioner Position Status.
Process)
Enter Employee Status Info Manager Hire New Employee
Screen: ESMT
Enter Agency Data Manager Hire New Employee
Screen: AGYS
Enter Employee Attributes Manager Hire New Employee
Screen: ATTR
Enter Pension Data Manager Update Additional Employee Data
Screen: PENS
Enter Dependent Information Manager See Benefits
Screen: DPND
Enter EFT Employee Direct Deposit
Screen: EFT
Enter Tax Information from W-4 & L-4 Employee W-4 — complete in MSS
Screen: TAX L-4- print out and submit to HR
Manager
Record Educational Achievement Not available
Screen: PA
Correct Social Security Number Form sent to Managed Payroll
Screen: EIDC Services
Employee Name Change Form sent to Managed Payroll
Screen: ENCH Services
Voluntary Demotion - S&WB to City Manager Hire New Employee
Screens: NEMP, ESMT
SWB to City - Restored to Former Manager Hire New Employee
Class through Layoff Process
Screens: NEMP; ESMT
SWB to City - Transfer through Layoff = Manager Hire New Employee
Process
Screens: NEMP; ESMT
Promotion - Sewerage & Water Board Manager Hire New Employee
to City
Screens: NEMP; ESMT
Transfer From S&WB to City Manager Hire New Employee
Screens: NEMP; ESMT
MSS and Position Control Guide Version 1.20 136
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AHRS ADP

Screen Role Action
Death of an Active Employee Manager Change employment status to
Screen: ESM2 terminate
Voluntary Demotion - City to S&WB Manager Change Job & Salary Information
Screen: ESMT
Dismissal (Termination) Manager Change employment status to
Screen: ESM4 terminate
City to S&WB - Restored to Former Manager Change employment status to
Class through Layoff Process terminate
Screen: ESMT
City to S&WB - Transfer through Manager Change employment status to
Layoff Process terminate
Screen: ESMT
Promotion City to Sewerage & Water = Manager Change employment status to
Board terminate
Screen: ESMT
Resignation Manager Change employment status to
Screen: ESM2 terminate
Retirement — Voluntary Manager Change employment status to
Screen: ESM2 terminate
Retirement — Involuntary Manager Change employment status to
Screen: ESM2 terminate
Transfer From City to S&WB Manager Change employment status to
Screen: ESM2 terminate
Dismissal Rescinded Manager Complete MPS form and submit
Screen: ESM4
Layoff - Restored to previous position = Manager Rehire Employee
[transferred
Screen: ESMT
Return To Active Status / Re Manager Rehire Employee
employment
Screen: ESMT
Return to Active Status / Rehire Manager Rehire Employee
Screen: ESMT
Return to Active Status / Manager Complete form and submit
Reinstatement
Screen: ESMT
Return to Active Status / Re Manager Rehire Employee
employment after Layoff - Preferred
Re employment
Screen: ESMT
Return to Active Status / Return to Manager Change Job Status

Work from Retirement
Screen: ESMT

MSS and Position Control Guide
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AHRS ADP

Screen Role Action

Return to Active Status / Involuntary Manager Complete MPS form and submit

Retirement Rescinded

Screen: ESM2

Return to Active Status / Return to Manager Change employment status

Active Pay from Leave

Screen: ESM2

Return to Active Status / Return to Manager Change employment status

Active Pay from Suspension

Screen: ESM4

Return to Active Status / Suspension = Manager Change employment status or

Rescinded or Amended complete the Job/Pay Change form if

Screen: ESM4 below top of stack.

Return to Active Status / Off Worker's =~ Manager Change employment status

Compensation

Screen: ESM2

Goes on No Pay Status / Education Manager Change Employment Status, then

Leave Without Pay select status type, then select

Screen: ESM2 Reason.

Family Medical Leave Without Pay Manager Change Employment Status, then

Screen: ESM2 select status type, then select
Reason.

Leave Without Pay Manager Change Employment Status, then

Screen: ESM2 select status type, then select
Reason.

Maternity Leave Without Pay Manager Change Employment Status, then

Screen: ESM2 select status type, then select
Reason.

Military Leave Without Pay Manager Change Employment Status, then

Screen: ESM2 select status type, then select
Reason.

Rehabilitation Leave Without Pay Manager Change Employment Status, then

Screen: ESM2 select status type, then select
Reason.

Suspension / Goes on No Pay Status = Manager Change Employment Status, then

Screen: ESM4 select status type, then select
Reason.

Sick Leave Without Pay / Goes on No = Manager Change Employment Status, then

Pay Status select status type, then select

Screen: ESM2 Reason.

Goes on Extended Leave With Pay Manager Change Employment Status, then

Status / Education Leave With Pay select status type, then select

Screen: ESM2 Reason.
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AHRS ADP

Screen Role Action

Family Medical Leave With Pay Manager Change Employment Status, then

Screen: ESM2 select status type, then select
Reason.

Leave With Pay Manager Change Employment Status, then

Screen: ESM2 select status type, then select
Reason.

Maternity Leave With Pay Manager Change Employment Status, then

Screen: ESM2 select status type, then select
Reason.

Military Leave With Pay Manager Change Employment Status, then

Screen: ESM2 select status type, then select
Reason.

Rehabilitation Leave With Pay Manager Change Employment Status, then

Screen: ESM2 select status type, then select
Reason.

Other Change in Employment Status/ Manager Complete form and submit or Payroll

Adding or Reactivating a Dual Rate Function

Screen: ESM2

Other Change in Employment Status/ Manager Change Employment Status, then

Inactivate a Dual Rate select status type, then select

Screen: ESM2 Reason.

Correction to Employment Status Manager Complete the Job/Pay Change form

Screen: ESMT and submit

Other Change in Employee Status / Manager Navigate to “Change Employment

On Worker's Compensation Status”, the select either Leave of

Screen: ESM2 Absence (Unpaid or Paid), Then
select reason

Change in Civil Service Status / Manager Update Additional Employee Data

Certification After Probation

Screen: ESM3

Change in Civil Service Status / Manager Update Additional Employee Data

Extension of Probationary Period

Screen: ESM3

Change in Civil Service Status Manager Update Additional Employee Data

Screen: ESMT

Change in Civil Service Status / On Manager Complete P1 Form and Submit to

Leave to the Unclassified Service Civil Service

Screen: ESM2

Change in Title / Demotion — Manager Change Job and Salary Info

Involuntary

Screen: ESMT

Change in Title / Voluntary Demotion = Manager Change Job and Salary Info

Screen: ESMT
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AHRS ADP

Screen Role Action
Change in Title / Demotion Rescinded = Manager Complete form and submit
Screen: ESMT
Change in Title / Voluntary Demotion = Manager Change Job and Salary Info
- accepts Lower Class from Register
Screen: ESMT
Change in Title / Lateral Classification = Manager Change Job and Salary Info
Change
Screen: ESMT
Change in Title / Lateral Classification = Manager Change Job and Salary Info
Change - Police Recruit
Screen: ESM2
Change in Title / Promotion Manager Change Job and Salary Info
Screen: ESMT
Change in Title / Reinstatement - Manager Complete MPS form and submit /
Return to Previous Position Change Job and Salary Info
Screen: ESMT
Change in Pay / Add Allowance(s) Manager Accomplished via Payroll
Screen: ESM5
Change in Pay / Expire Allowance(s)  Manager Accomplished via Payroll
Screen: ESM5
Change in Pay / Reduction in Pay Manager Change Job and Salary Info
Screen: ESM2
Change in Pay / Reduction in Pay Manager Change Job and Salary Info
Rescinded or Amended
Screen: ESM2
Change in Pay / Salary Increase Manager Change Job and Salary Info
Screen: ESM2
Change in Pay / Salary Decrease Manager Change Job and Salary Info
Screen: ESM2
Change in Pay / Temporary Salary Manager Change Job and Salary Info
Increase
Screen: ESM2
Change in Pay / Add Special Rate of = Manager Change Job and Salary Info / Change
Pay Job Information
Screen: ESM2
Change in Pay / Remove Special Manager Change Job and Salary Info / Change
Rate of Pay Job Information
Screen: ESM2
Change in Pay / Police and Fire State = Manager Accomplished via Payroll
Supplemental Pay Withholding
Screen: ESM2
Change Effective Date / Demotion Manager Complete form and submit
Date Amended
Screen: ESMT
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AHRS

Screen

Role

ADP

Action

Change Effective Date / Dismissal
Date Amended

Screen: ESM4

Change Effective Date / Involuntary
Retirement Date Amended
Screen: ESM2

Change in Organization Code /
Transfer Within Department (Budget
Code Change)

Screen: ESM2; AGYS

Change in Organization Code /
Transfer Between Departments
Screen: ESMT; AGYS
Miscellaneous Correction

Screen: ESMX

Add an Employee to the DROP
Program

Screen: ESM2, PENS

Return from DROP

Screen: ESM2, PENS

Change a Dual Rate

Screen: ESM2

Adjust Hours of Work: FT/PT
Screen: ESM2

Adjust Hours of Work: 35/40
Screen: ESM2

Payout terminal leave

Screen: ESM2

Resign from Classified Service to
accept

appointment in the Unclassified
Service

Screen: ESM2

Change in Organization Pay Location
Code

Screen: AGYS

Change in Accounting Distribution
Screen: AGYS

MSS and Position Control Guide

Manager

Manager

Manager

Manager

Manager

Manager

Manager
Manager
Manager
Manager
Manager

Manager

Manager

Manager

Complete form and submit

Complete form and submit

Complete P1 form and submit to Civil
Service

Change Job and Salary Info

Complete form and submit

Update Additional Employee Data

Update Additional Employee Data
Complete form and submit
Update Additional Employee Data
Change Job and Salary Info
Payroll Function

Complete P1 form and submit to Civil
Service

Update Additional Employee Data

Update position management
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Appendix C: New Hire Checklist
Concentra Drug Screen Pension Profile
Personnel Requisition (P1) e Pension enroliment form
e Pension beneficiary designation
NEMP form (page 1 of 4) form

Personnel Action form (page 2 of 4) Group Life insurance beneficiary

__ AGYS form (page 3 of 4) form
______ ATTRform (page 4 of 4) __1-9form
_______ ADDR/EMER form _______ Healthcare Enrollment form
_____ Personal History Record _____Non-Active Employee Medical form *
_____ Personal History form (RAMS) _____ Substance Abuse Policy
_____ Payroll Tax form ______ Time Card Acknowledgement
e W4 _______ Standards of Appearance
o L4

Confidentiality form
e Direct Deposit w/voided check

e Payroll Calendar
e Copy of Timesheet

Smoking Policy
Holiday Schedule

Annual/Sick Leave Civil Service

eTIME Schedule Populated
Rules

Voluntary Products information .
y LA Code of Ethics

City Code of Ethics

*A copy of the non-active medical should be stored in a medical file. All medical documentation
should be kept separate from the Personnel File.
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New Hire Checklist Continued

In addition, each department will likely require new employees to acknowledge receipt of
several additional documents. These should include the following:

CAO Policy Memos:

No. 4 — Grievance Procedure of the City of New Orleans

No. 19 (R) - Domicile Requirements for City Employees

No. 28 (R) - Employee Identification Cards

No. 33 (R) — Maternity Leave

No. 49 (R) — Leave Status and Employment Termination

No. 54 (R) — City’s Affirmative Action and Equal Employment Policies
No. 70 (R) — Application of the Fair Labor Standards Act (FLSA) to Governmental Entities
No. 71 - City & State Code of Ethics

No. 72 (R) — Correct Time Keeping

No. 73 (R) — Amended IRCA Employer Regulations I-9 Form

No. 75 (R) — Selective Service Registration

No. 76 (R) - Smoking Policy

No. 82 (R) — Standards of Appearance for City Employees

No. 83 — Standards of Behavior for City Employees

No. 89 (R) - Substance Abuse

No. 93 — Inspection of Personnel Records of Public Employees

No. 107 — Mandatory Direct Deposit Program

No. 108 — Family and Medical Leave Policy and Procedures

No. 109 - Regulations Pertaining to Assignment, Usage and Care, and Return of City
Property by Employees

No. 111 — Restrictions on Political Activities by City Employees

CAOQ Circular Memo No. 16-98 - Deferred Compensation Providers
Civil Service Rules on Leave (Rule VIII)
IRCA Verification of 1-9 Form (see CAO Policy Memo No. 73 (R))

These may also be included when applicable: Departmental/Agency Rules & Regulations, any
uniform requirements, a job description, a Personal History Form or resume, and the following
CAOQ Policy Memos:

No. 5(R) — Vehicle and Equipment Policy

No. 9 (R) — Travel by City Employees

No. 21 (R) — Auto Allowance and Mileage Reimbursement

No. 61 — Internet Use and Access Authorization

No. 97 — Health Care Coverage for Dependents of Employees Killed in the Line of Duty

No. 115 — Disability Retirement Healthcare Benefits for Public Safety Personnel Injured in the

Line of Duty with less than 10 years of Consecutive Service

No. 116 — Credit Card Issuance and Use

CAOQ Circular Memo No. 17-99 - Advanced Earned Income Credit
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Checklist of Additional (Non-AHRS) Forms Needed
For New Hires In Classified Service
Send to Civil Service
Personnel Requisition (P1) form
Civil Service Register
Non-active employee medical form
Send to Finance - Payroll

Tax Form (TAX), with Forms W-4 and L-4 (Federal and State Tax Withholding)
attached

Send to CAO - Insurance Section
Group Health Insurance Enrollment Forms*
Health Insurance Declination Form/ Pre-existing Conditions form*
Send to Risk Management, Law Dept.
Group Life Insurance Enrollment Forms*
Life Insurance Beneficiary Form*
Send to Retirement
Retirement's Enrollment Application/ Personal History form**

Pension Beneficiary Form**

*These forms are not required if the employee is part-time and works less than 30 hours.
**These forms are not required if the employee is part-time and works less than 17.5 hours.
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Appendix D: Termination/Resignation Checklist

Resignation/Termination letter
AHRS P2 (Personnel Action Form)
AGYS form

Exit Interview — Termination of Employment

1. Email/Fax to Third Party Administrator (TALX)
2. Pink copy to employee

3. Yellow copy to CAO (unclassified)

4. Gold copy (Department)

Separation Notice Alleging Disqualification;
1. Original to La. Dept. of Labor

2. Pink copy to employee

3. Yellow copy to CAO (unclassified)

Retirement System Termination of Service (RS-13);
Original forms to Retirement

RS-13 and RS-16 forms for withdrawal of contributions
If retiring, use RS-10 form — Application for Retirement
Copy of retirement forms to CAO (unclassified)

Hospitalization Termination Form

COBRA coverage election
Original to Hospitalization Division
Copy to CAO (unclassified)

Voluntary Products Information

MidAmerica form (Employees 55 years old)

NOTE: See the following CAO memos pertaining to the return of city property:

No. 5 (R) Vehicle and Equipment Policy

No. 28 (R) Employee Identification Cards

No. 60 (R) Wireless Telephones

No. 109 Regulations Pertaining to Assignment, Usage and Care, and Return of
City Property by Employees
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Appendix E: Conditions for Long-Term Leave*

Sick Leave without Pay (Rule VIII, Section 5.2)

+ Employee must be probationary or permanent.
* It can be used for up to 1 year.

+ If leave lasts for 90 days, a physician's statement to the Civil Service Commission is
required. Another statement is required in the seventh month of leave.

» Granted with the approval of the Director of Civil Service, subject to the approval of the
Commission.

+ Employees should contact the Insurance Section of the Chief Administrative Office to
arrange for premium payments while on leave without pay. They must pay health care plan
insurance premium to maintain coverage.

Educational Leave with Pay (Rule VIII, Section 7, CAO Policy Memo #13)

* It can be used for up to 1 year.

» Training must be for the "betterment of the service rendered by the department to the
public".

» Approval of the Chief Administrative Office is required, after which the request must be
approved by the Civil Service Commission.

Military Leave (Rule VIII, Section 8)

» Good while employees are in active military service and may extend beyond their relief from
duty under certain restrictions.

+ Employees should contact the Insurance Section of the Chief Administrative Office to
arrange for premium payments while on leave without pay. They must pay health care plan
insurance premium to maintain coverage.

* Generally, employees are entitled to return to the position which they vacated and with the
Civil Service status that they held before leaving. See this Section of the Rules for
restrictions.

» If their position is eliminated while on leave, covered employees have re employment rights.
Again, restrictions apply.
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Maternity Leave
(Rule VIII, Section 9, CAO Policy memo #33, Civil Service Memo #406)

+ Employee must be probationary or permanent.

» A physician's statement is required. It must contain these three pieces of information: (1)
date maternity leave is to begin; (2) expected delivery date; (3) estimated period of
incapacitation.

* It can be used up to 6 months, with an additional 6 months available at the discretion of the
appointing authority with an additional physician's statement.

* It can be any combination of sick leave, annual leave and leave without pay. The
breakdown of usage should be included on the request the employee makes to her
appointing authority.

* Employee must notify her appointing authority at least 10 working days before going on
leave, unless unusual medical circumstances are present.

* When the employee returns to work, she must provide a physician's statement that she is
able to resume her duties and must notify her appointing authority at least 10 days prior to
her return.

+ Employees should contact the Insurance Section of the Chief Administrative Office to
arrange for premium payments while on leave without pay. They must pay health care plan
insurance premium to maintain coverage.

NOTE: If the employee is place on LOA (unpaid), the employee becomes “Inactive” in eTIME.
Returning an employee from LOA triggers eTIME to re-activate the employee.

If the employee is going to be paid for a portion of his time off, he should be placed on LOA
(Paid) so he remains active in eTIME.

MSS and Position Control Guide Version 1.20 147



[y

(S

CITY OF NEW ORLEANS

Family Medical Leave (Rule VIII, Section 10)

Employees must be employed with the City for 12 months, and have worked 1,250 hours
within 12 month period. Family Medical Leave can be used for any of the following reasons:

(a) To care for an ill spouse, parent, or child.
(b) To deal with the employee's own iliness.

(c) To care for a child following birth, adoption, or the beginning of foster care. Leave for
this purpose must be used within the first twelve (12) months following birth or, in cases
of adoption and foster care, placement of the child with the employee.

Requests should be made in writing 30 days prior to effective date of leave, if possible. If
not possible, as soon as need is evident. A special form is required.

If leave is for the employee's iliness, or that of a family member, medical
documentation/certification is required.

If leave is for the employee's iliness, a combination of sick leave, annual leave and leave
without pay can be used. The appointing authority may require that the employee use
annual or sick leave. The breakdown of usage is to be included on the request the
employee makes to the appointing authority.

NOTE: If the employee uses both leave with pay and leave without pay, both a FAMO01 and
FAMO2 will need to be completed. These can be done at the same time and can be future
dated. You can perform this in MSS as a Paid LOA and then enter sick/annual time on the
timecard in eTIME if needed.

Employees should contact the Insurance Section of the Chief Administrative Office to
arrange for premium payments while on leave without pay. They must pay health care plan
insurance premium to maintain coverage.

Appointing authorities must review the request form and notify employees of their decision
ASAP. They must give their employee a copy of approved, or disapproved, form.

The department must send copy of the form (approved or disapproved) to Civil Service
Department (Class & Pay Division). If LWOP is involved, a copy should also be forwarded
to CAO (Insurance Section); original is kept on file in department.

If multiple requests are made intermittently, employees' leave usage should be monitored to
insure leave does not exceed 12 weeks.
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Family Medical Leave (Rule VIII, Section 10) - (continued)

» The appointing authority cannot ask for specific medical details on leave request form.

* The appointing authority cannot attach detailed medical documentation to the form when
routing, or keep such information in departmental files. After reviewing a documentation
letter or report, information can be returned to employee.

* This information is provided as a quick reference for the AHRS user. It is not intended to
substitute for the Rules and Policy Memos referenced.

* In either process, employee must complete and sign City Group Health Enrollment Card, the
health questionnaire, and the Life & Accident Insurance Group Enrollment Form, and send the
Group Health enrollment form to the Insurance section of the CAQO’s office, the Life and
Accident Insurance Group enrollment form to Risk Management in the Law Dept., and the
Beneficiary Designation form (completed for the Pension system) to the appropriate retirement
system.
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Appendix F: Earnings Codes to ADP Codes Mapping

ERNCD DESCRIPTION SHORT ADP ADP ADP SHORT

039 AUTO ALLOWANCE AUTO ALLOW ALA Auto Allowance AUTO ALLOW

040 UNIFORM ALLOWANCE UNIFRM ALLOW ALB Uniform Allowance UNIFRM ALLOW

041 TOOL ALLOWANCE TOOL ALLOW ALC Tool Allowance TOOL ALLOW

005 ADJUSTMENT REGULAR ADJ REGULAR CE2 Adj to REG ADJ REGULAR

021 ADJUSTMENT TO OVERTIME  ADJ OVERTIME CE3 Adj to OT ADJ OVERTIME

002 ONE-TIME PAYMENT 1 TIME PAYMT CE4 One-time payment 1 TIME PAYMT

042 PARKING AMBASSADOR PARK AMB. CES8 Parking PARK AMB.

025 HOLIDAY NOT WORKED HOLIDAY CE9 Holiday not worked HOLIDAY

25PAY HOLIDAY NOT WORKED HOLIDAY CE9 Holiday not worked HOLIDAY

030 ANNUAL LEAVE ANNUAL LEAVE CEA Annual Leve ANNUAL LEAVE

031 SICK LEAVE SICK LEAVE CEB Sick Pay SICK LEAVE

31PAY SICK LEAVE SICK LEAVE CEB Sick Pay SICK LEAVE

033 CIVIL LEAVE CIVIL LEAVE CEC Civil Leave CIVIL LEAVE

33PAY CIVIL LEAVE CIVIL LEAVE CEC Civil Leave CIVIL LEAVE

080 LEAVE WITHOUT PAY LWOP CED LWOP LWOP

80PAY LEAVE WITHOUT PAY LWOP CED LWOP LWOP

082 LEAVE WITHOUT PAY EXCESS LWOP EXC LV CEE LWOP Excess Use LWOP EXC LV
L USE

82PAY LEAVE WITHOUT PAY EXCESS LWOP EXC LV CEE LWOP Excess Use LWOP EXC LV
L USE

083 LEAVE WITHOUT PAY LWOP SUSP CEF LWOP Suspension LWOP SUSP
SUSPENSION
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ERNCD DESCRIPTION SHORT ADP ADP ADP SHORT

83PAY LEAVE WITHOUT PAY LWOP SUSP CEF LWOP Suspension LWOP SUSP
SUSPENSION

088 FURLOUGH LWOP FUR LWOP CEG Furlough FUR LWOP

88PAY FURLOUGH LEAVE FUR LEAVE CEG Furlough FUR LWOP

098 WORKER'S COMPENSATIONS WORKERS COMP CEH Workers Comp WORKERS COMP

98PAY WORKER'S COMPENSATIONS WORKERS COMP CEH Workers Comp WORKERS COMP

036 INJURED ON DUTY LEAVE - IOD LV FIRE CEl Injured on Duty Leave - Fire IOD LV FIRE
FIRE

36PAY INJURED ON DUTY PAY FIRE IOD PAY FIRE CEl Injured on Duty Leave - Fire IOD LV FIRE

36FIR INJURED ON DUTY PAY FIRE IOD PAY FIRE CEl Injured on Duty Leave - Fire IOD LV FIRE

037 INJURY ON DUTY LEAVE NO IOD LV NO OT CEJ Injured on duty leave no OT IOD LV NO OT
oT

37PAY INJURY ON DUTY LEAVE NO IOD LV NO OT CEJ Injured on duty leave no OT IOD LV NO OT
oT

37NOT INJURY ON DUTY LEAVE NO IOD LV NO OT CEJ Injured on duty leave no OT IOD LV NO OT
oT

44LFL MILLAGE LUMP SUM FIRE MIL LMF LONG CEK MILLAGE LUMP SUM FIRE MIL LMF LONG
LONG LONG

44LMF MILLAGE LUMP SUM PYMT MILL LMP FIR CEL MILLAGE LUMP SUM PYMT MILL LMP FIR
FIRE FIRE

44LML MILLAGE LUMP SUM PYMT MILL LMP FIR CEM MILLAGE LUMP SUM PYMT MILL LMP FIR
FIRE FIRE

44LMP MILLAGE LUMP SUM PYMT MILL LMP POL CEN MILLAGE LUMP SUM PYMT MILL LMP POL
POLICE POLICE

44PP MILLAGE PAY PERIOD MILL PAY PD CEO MILLAGE PAY PERIOD MILL PAY PD
AMOUNT AMOUNT

44PPL MILLAGE LEAVE NON FLSA MILL LEAVE CEP MILLAGE LEAVE NON FLSA MILL LEAVE

80EPY LEAVE WITHOUT PAY/EAP LWOP/EAP CEQ LEAVE WITHOUT PAY/EAP LWOP/EAP
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ERNCD DESCRIPTION SHORT ADP ADP ADP SHORT

82EPY LEAVE WITHOUT PAY EXCESS LWOP EXC LV CES LEAVE WITHOUT PAY EXCESS LWOP EXC LV
L USE L USE

83EPY LEAVE WITHOUT PAY LWOP SUSP CEU LEAVE WITHOUT PAY LWOP SUSP
SUSPENSION SUSPENSION

84DPY TERMINAL LV-DEATH SICK TL SK DEATH CEW TERMINAL LV-DEATH SICK TL SK DEATH
LEAVE LEAVE

84PAY TERMINAL LEAVE SICK TRM SICK CEX TERMINAL LEAVE SICK TRM SICK

88EPY FURLOUGH LWOP/EAP FUR LWOP/EAP CF1 FURLOUGH LWOP/EAP FUR LWOP/EAP

980FF WORKER'S COMP OFFSET W.C. OFFSET CF3 WORKER'S COMP OFFSET W.C. OFFSET

98PYF WORKER'S COMPENSATIONS WORKERS COMP CF5 WORKER'S COMPENSATIONS | WORKERS COMP

AACPY PENSION EMPLOYER SHARE PENSION EMPR CF6 Pension Fringe Pay PENSION EMPR

ADCPY POLICE PENSION EMPL POL PEN ER CF7 POLICE PENSION EMPL POL PEN ER
CONT. CONT.

AFCPY FIRE PENSION EMPL CONT. FIR PEN ER CF8 FIRE PENSION EMPL CONT. FIR PEN ER

AHCPY LA CLERK OF COURT RET AHC-EMPER CF9 LA CLERK OF COURT RET AHC-EMPER
(EMPER) (EMPER)

ARPAY ACTIVATED RESERVIST ACT RES MKUP CFA ACTIVATED RESERVIST ACT RES MKUP
MAKE-UP PY MAKE-UP PY

BCCPY HOSP EMPLOYER SHARE HOSP EMPR CFB HOSP EMPLOYER SHARE HOSP EMPR

BCEPY HOSP EMPR NOT ENRLD HOSP EMPR NO CFC HOSP EMPR NOT ENRLD HOSP EMPR NO
FRINGE PAY FRINGE PAY

CODIS CODIS BENEFIT PAYMENTS CODIS PAYMT CFD CODIS BENEFIT PAYMENTS CODIS PAYMT

csic2 SICK LEAVE - OVERFLOW SICK LV - OF CFE SICK LEAVE - OVERFLOW SICK LV - OF

EDPAD ASSOCIATE DEGREE PD ED AO DEGREE CFF ASSOCIATE DEGREE PD ED AO DEGREE
INC PAY INC PAY

EDPBD BACHELORS DEGREE PD ED BA DEGREE CFG BACHELORS DEGREE PD ED BA DEGREE
INC PAY INC PAY

EDPGD POST GRADUATE DEGREE PG DEGREE CFH POST GRADUATE DEGREE PG DEGREE
INC PAY INC PAY

MSS and Position Control Guide Version 1.18 152



[y

(S

CITY OF NEW ORLEANS

ERNCD DESCRIPTION SHORT ADP ADP ADP SHORT

EDUCP EDUCATION LEAVE PAY - EDUC LV PAY CFI/CFJ EDUCATION LEAVE PAY - EDUC LV PAY
FIRE FIRE

EEDUP EXTENDED EDUCATIONAL EX EDU LV PY CFK EXTENDED EDUCATIONAL EX EDU LV PY
LEAVE PAY LEAVE PAY

EMER OFFICIAL EMERGENCY LEAVE OFF EMER LV CFM OFFICIAL EMERGENCY LEAVE OFF EMER LV

OELPY EMERGENCY PAY NOT EMR PY NT WK CFM EMERGENCY PAY NOT EMR PY NT WK
WORKED WORKED

JDCPY FICA EMPLOYER SHARE JD-FICA EMPR CFO FICA EMPLOYER SHARE JD-FICA EMPR

JFCPY MEDICARE EMPL SHARE PAY  JF-MED EMPR CFP MEDICARE EMPL SHARE PAY  JF-MED EMPR

LICPY LIFE EMPLOYER SHARE LIF INS EMPR CFQ LIFE EMPLOYER SHARE LIF INS EMPR

OEPYW EMERGENCY WORKED PAY EMER WORK PY CFS EMERGENCY WORKED PAY EMER WORK PY

OFSET OFFSET REGULAR WAGES- OFFSET REGLR CFT OFFSET REGULAR WAGES- OFFSET REGLR
REINSTATE REINSTATE

PDCPY POLICE PAID UP PENSION POL P/U EMPR CFU POLICE PAID UP PENSION POL P/U EMPR

PECPY FIRE PAID UP PENSION(OLD  FIR P/U EMPR CFV FIRE PAID UP PENSION(OLD  FIR P/U EMPR
SYS) SYS)

PFCPY FIRE PAID UP PENSION(NEW FIR P/U EMPR CFW FIRE PAID UP PENSION(NEW FIR P/U EMPR
SYS) SYS)

SRPBS BOMB SQUAD SPECIAL RATE SPECIAL RATE CFY BOMB SQUAD SPECIAL RATE SPECIAL RATE

SRPFT FIELD TRAINING OFF SPC FTO SPC RATE CFz FIELD TRAINING OFF SPC FTO SPC RATE
RATE RATE

SRPKU K-9 UNIT SPECIAL RATE K-9 SPC RATE CG1 K-9 UNIT SPECIAL RATE K-9 SPC RATE

SRPMP MOUNTED PATROL SPECIAL  MTP SPC RATE CG2 MOUNTED PATROL SPECIAL  MTP SPC RATE
RATE RATE

SRPMU MARINE UNIT SPECIAL RATE M/U SPC RATE CG3 MARINE UNIT SPECIAL RATE M/U SPC RATE

SRPTM TRAFFIC/MOTORCYCLE SPC T/M SPC RATE CG4 TRAFFIC/MOTORCYCLE SPC T/M SPC RATE
RATE RATE

SRPTU TACTICAL UNIT SPECIAL T/U SPC RATE CG5 TACTICAL UNIT SPECIAL T/U SPC RATE
RATE RATE
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ERNCD DESCRIPTION SHORT ADP ADP ADP SHORT

STEP STRAIGHT TIME EMERGENCY | STEP EMER WK CG6 STRAIGHT TIME EMERGENCY | STEP EMER WK
PAY PAY

STOTC STATE SUPPLEMENTAL PAY ST SUPP OT CG7 STATE SUPPLEMENTAL PAY for OT
oT

STPYA STATE SUPPLEMENTAL PAY ST SUPP CG8 STATE SUPPLEMENTAL PAY ST SUPP

STPYB STATE SUPPLEMENTAL PAY- ST SUPP OFF CG9 STATE SUPPLEMENTAL PAY- ST SUPP OFF
OFFSET OFFSET

STPYL STATE SUPPLEMENTAL PAY  StSupplong CGA STATE SUPPLEMENTAL PAY  StSupplLong
LONGEVITY

SVCHP VENDOR XSACTION SERVICE  SERVICE CHRG CGB VENDOR XSACTION SERVICE @ SERVICE CHRG
CHARGE CHARGE

UCCPY UNEMPLOYMENT UNEMPLY COM CGC UNEMPLOYMENT UNEMPLY COM
COMPENSATION COMPENSATION

VUCPY VEHICLE USE PAY VEHICLE USE CGD VEHICLE USE PAY VEHICLE USE

VUDPY VEHICLE USE DEDUCTION VH US DED PY CGE VEHICLE USE DEDUCTION VH US DED PY
PAY PAY

WCCPY WORKER'S COMP FIRNIGE WK CMP PAY CGF WORKER'S COMP FIRNIGE WK CMP PAY
PAY PAY

A7FLN PILOT NOT SPRAYING MOSQ  PLT NSPT MSQ CGH PILOT NOT SPRAYING MOSQ  PLT NSPT MSQ
CTRL CTRL

ATFLS PILOT SPRAYING - MOSQUITO PLT SPY MOSQ CGl PILOT SPRAYING - MOSQUITO PLT SPY MOSQ
CTRL CTRL

47FTO FIELD TRAINING OFFICER FIELD TRN OF CGJ FIELD TRAINING OFFICER FIELD TRN OF

47TMCM AIR & PWR PLT MECH-MOSQ AIR & PW PLT CGK AIR & PWR PLT MECH-MOSQ AIR & PW PLT
CTRL CTRL

47MCO FLT OBS/AERIAL PHOTO FLT OBSERVER CGL FLT OBS/AERIAL PHOTO FLT OBSERVER
MOSQ CTRL MOSQ CTRL

47MCP PESTICIDE HNDL-MOSQUITO  PEST HAND CGM PESTICIDE HNDL-MOSQUITO  PEST HAND
CONTRL CONTRL

47SCT SCOOTER PAY - POLICE SCOOTER CGN SCOOTER PAY - POLICE SCOOTER
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ERNCD DESCRIPTION SHORT ADP ADP ADP SHORT

038 SUPP PAY - JUVENILE COURT SUPP PAY-JC CGP Supplemental Pay - Court SUPP PAY-JC

84020 TERMINAL LEAVE - SICKLV @ TERM SK 20% ClI2 TERMINAL LEAVE - SICK LV @ TERM SK 20%
20% 20%

84025 TERMINAL LEAVE - SICK LV @ TERM SK 25% CI3 TERMINAL LEAVE - SICK LV @ TERM SK 25%
25% 25%

84033 TERMINAL LEAVE - SICKLV @ TERM SK 33% Cl4 TERMINAL LEAVE - SICKLV @ TERM SK 33%
33% 33%

84050 TERMINAL LEAVE - SICK LV @ TERM SK 50% CI5 TERMINAL LEAVE - SICK LV @ TERM SK 50%
50% 50%

84100 TERMINAL LEAVE - SICKLV @ TERM SK 100% Cl6 TERMINAL LEAVE - SICKLV @ TERM SK 100%
100% 100%

AFMLV ACCRUE FAMILY LEAVE ACC FAM LEAV CHH ACCRUE FAMILY LEAVE ACC FAM LEAV

AR1PAY ACTIVE MILITARY DUTY ACT MIL MKUP CHI ACTIVE MILITARY DUTY ACT MIL MKUP
MAKEUP PY MAKEUP PY

FLSA OVERTIME-FLSA SYSTEM OVERTIME CHK OVERTIME-FLSA SYSTEM OVERTIME
GENERATED GENERATED

PNFLA PENSION FLSA ADJUSTMENT  PEN/FLSA/ADJ CHN PENSION FLSA ADJUSTMENT  PEN/FLSA/ADJ

PNFLO PENSION FLSA OFFSET PEN/FLSA/OFF CHO PENSION FLSA OFFSET PEN/FLSA/OFF

RAAAD RESTORE ACC WHILE ACT AC AN ACT DT CHP RESTORE ACC WHILE ACT AC AN ACT DT
DTY DTY

RANNL REDUCE ANNUAL LEAVE REDUCE ANNUL CHQ REDUCE ANNUAL LEAVE REDUCE ANNUL

RASAD RESTORE ACC SICK WHILE AC SK ACT DT CHR RESTORE ACC SICK WHILE AC SK ACT DT
ACT DTY ACT DTY

RUAAD RESTORE USE ANNL WHILE US AN ACT DT CHS RESTORE USE ANNL WHILE US AN ACT DT
ACT DTY ACT DTY

SKDON DONATION OF SICK LEAVE DONATE SICK CHT DONATION OF SICK LEAVE DONATE SICK

STPAO STPYA OFFSET - LWOP STPYA - LWOP CHU STPYA OFFSET - LWOP STPYA - LWOP

STPBO STPYB OFFSET - LWOP STPYB - LWOP CHV STPYB OFFSET - LWOP STPYB - LWOP
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ERNCD DESCRIPTION SHORT ADP ADP ADP SHORT

UFLAN USE ANNUAL LV FOR FAMILY USE FAM-ANNL CHW USE ANNUAL LV FOR FAMILY USE FAM-ANNL
LEAVE LEAVE

UFLSK USE SICK LEAVE FOR FAMILY  USE FAM-SICK CHX USE SICK LEAVE FOR FAMILY  USE FAM-SICK
LEAV LEAV

090 TERMINAL LV FOR DEATH - DEATH ANNUAL CJl1 TERMINAL LV FOR DEATH - DEATH ANNUAL
ANNUAL ANNUAL

91020 TERMINAL LEAVE -DEATH- DEATH SK 20% CJ2 TERMINAL LEAVE -DEATH- DEATH SK 20%
SICK LV 20% SICK LV 20%

91025 TERMINAL LEAVE -DEATH- DEATH SK 25% CJ3 TERMINAL LEAVE -DEATH- DEATH SK 25%
SICK LV 25% SICK LV 25%

91033 TERMINAL LEAVE -DEATH- DEATH SK 33% CJl4 TERMINAL LEAVE -DEATH- DEATH SK 33%
SICK LV 33% SICK LV 33%

91050 TERMINAL LEAVE -DEATH- DEATH SK 50% CJ5 TERMINAL LEAVE -DEATH- DEATH SK 50%
SICK LV 50% SICK LV 50%

91100 TERMINAL LEAVE -DEATH- DEATH SK 100% CJ6 TERMINAL LEAVE -DEATH- DEATH SK 100%
SICK LV 100% SICK LV 100%

85PAY TERMINAL LEAVE ANNUAL TRM ANNUAL CJ9 TERM Annual Leave TRM ANNUAL

035 NON-FAMILY HLDY WORKED NF HD WK HO2 Non-family holiday worked NF HD WK

045 FAMILY HOLIDAY WORKED FM HD WK HOT Holiday at OT rate FM HD WK

250FD HOLIDAY ON SCHEDULED HLDY DY OFF HST Holiday - worked straight time HLDY DY OFF
DAY OFF

032 MILITARY LEAVE MILITARY LEV MIL Military Pay MILITARY LEV

32PAY MILITARY LEAVE MILITARY LEV MIL Military Pay MILITARY LEV

003 UNSCHEDULED OVERTIME UNSCHEDULED UNS Unscheduled Time Unsched

O3MNP 03 OT MILLAGE NOT 03 OT MILNP oT2 OT millage non-pensionable 03 OT MILNP
PENSIONABLE

O3MP 03 OT MILLAGE PENSIONABLE 03 OT MILPEN OT3 OT millage pensionable 03 OT MILPEN

03SNP 03 OT STATE PAY NON PEN 03 OT ST NP oT4 OT state pay non-pensionable 03 OT ST NP

03SP 03 OT STATE PENSIONABLE 03 OT ST PEN OoT5 OT state pay pensionable 03 OT ST PEN
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ERNCD DESCRIPTION SHORT ADP ADP ADP SHORT
029 PRE AHRS OT ADJ - NO PENS PRE AHRS OT OT6 pre-AHRS OT Adj PRE AHRS OT
440TC MILLAGE FOR OTIME MILL FOR OT oT7 Millage for OT calc MILL FOR OT
CALCULATION
062 SCHEDULED OT FCOPV SCH OT FCOPV oT8 Scheduled OT FCOPV SCH OT FCOPV
OTEP OVERTIME EMERGENCY PAY  OTEP PAY oT9 OVERTIME EMERGENCY PAY  OTEP PAY
WORK WORK
BTPY DOM PARTNER TAXABLE DOM PART TAX PTA DOM PARTNER TAXABLE DOM PART TAX
INCOME INCOME
001 REGULAR PAY REGULAR PAY REG Regular REGULAR
01R REGULAR PAY REGULAR PAY REG REGULAR REGULAR PAY
SSRTR STATE SUPP PAY ST SUPP RETR RT1 STATE SUPP PAY ST SUPP RETR
RETROACTIVE PAY RETROACTIVE PAY
54203 UNSCHEDULED 2ND SHIFT UNSCH 2ND SH SF2 UNSCHEDULED 2ND SHIFT UNSCH 2ND SH
PAY PAY
54303 UNSCHEDULED 3RD SHIFT UNSCH 3RD SH SF3 UNSCHEDULED 3RD SHIFT UNSCH 3RD SH
PAY PAY
542ND SHIFT BASE PAY + 2.5% SHFT BS+2.5% SF4 SHIFT BASE PAY + 2.5% SHFT BS+2.5%
543RD SHIFT BASE PAY + 5.0% SHFT BS+5.0% SF5 SHIFT BASE PAY + 5.0% SHFT BS+5.0%
34 Use Sick Leave for Funeral Funeral CGO Funeral Funeral
Leave
98FIR Workers Comp Fire WC Fire CF2 Workers Comp Fire WC Fir
2FH 2nd Shift Fam Hol Wkd + Credit 2FHolWk+Cr
2FW 2nd Shift Fam Hol Worked 2ndFHolWkd
2NH 2nd Shift NonFam Hol Wkd + 2NFHWk+Cr
Crd
2NW 2nd Shift NFam Hol Worked 2ndNFHolwWk
3FH 3rd Shift Fam Hol Wkd + Credit 3FHolWk+Cr
3FW 3rd Shift Fam Hol Worked 3rdFHolWkd
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ERNCD DESCRIPTION SHORT ADP ADP ADP SHORT
3NH 3rd Shift NonFam Hol Wkd +Crdt = 3NFHWk+Cr
3NW 3rd Shift NonFam Hol Worked 3rdNFHolWk
FHC Fam Holiday Worked + Credits FHolWk+Cr
SOT Fire Over 35 Hours Fir>35Hrs
CH1 Sick Lv > 10000 Hrs Cnvt @ Xcss Sk20

20%
CH2 Sick Lv > 10000 Hrs Cnvt @ Xcss Sk25
25%
CH3 Sick Lv > 10000 Hrs Cnvt @ Xcss Sk33
33%
CH4 Sick Lv > 10000 Hrs Cnvt @ Xcss Sk50
50%
CH5 Sick Lv > 10000 Hrs Cnvt @ Xcss Sk100
100%
OPSE Secondary Employment Sec Empl OAY Secondary Employment Sec Empl
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Appendix G: Deductions Codes to ADP Codes Mapping

DEDCD DEDPL DESCRIPTION SHORT ADP ADP DESCRIPTION SHORT
CODE

9999 9999 Net Pay Net Pay CKZ Net Pay Net Pay

AA DROP Enter DROP CMA Enter DROP

AA DROPR Return from DROP CMB Return from DROP

AA PENS1  MUNICIPAL EMP AA-PENSION | CFA MUNICIPAL EMP AA-PENSION
RETIREMENT SYS RETIREMENT SYS

AA PENS2 MUNICIPAL EMP AA-PENSION | CFA MUNICIPAL EMP AA-PENSION
RETIREMENT SYS RETIREMENT SYS

AAC PENAA PENSION EMPLOYER SHARE @ PENSION CFA PENSION EMPLOYER SHARE PENSION

EMPR EMPR
AAC AMEE  Active Military EE Reimb Mil EE Reim CMC Active Military EE Reimb Mil EE Reim
AAC2 PENAA PENSION EMPLOYER SHARE AAC2-PENS CFA PENSION EMPLOYER SHARE AAC2-PENS
ER ER

AAR PENAR MUNICIPAL EMP RET AAR- CFD MUNICIPAL EMP RET AAR-
SYS(ARREARS) ARREARS SYS(ARREARS) ARREARS

AB MUNICIPAL EMP AA-PENSION | CFE MUNICIPAL EMP AA-PENSION
RETIREMENT SYS RETIREMENT SYS

AD DROP Police DROP CMF Police DROP

AD PENS3 MUNICIPAL POLICE STATE AD-PENSION | CFF MUNICIPAL POLICE STATE AD-PENSION
PENSION PENSION

ADC AMEE POLICE PENSION POL PEN ER CFG POLICE PENSION POL PEN ER
EMPLOYER CONT. EMPLOYER CONT.

ADR PENAR MUN POLICE ST ADR- CFH MUN POLICE ST ADR-
PENS(ARREARS) ARREARS PENS(ARREARYS) ARREARS

AE ANNT EXEMPT FROM PENSION PENS EXMPT | CFlI EXEMPT FROM PENSION PENS EXMPT
DEDUCTION DEDUCTION
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DEDCD DEDPL DESCRIPTION SHORT ADP ADP DESCRIPTION SHORT

CODE

AE CONOT EXEMPT FROM PENSION PENS EXMPT | CFI EXEMPT FROM PENSION PENS EXMPT
DEDUCTION DEDUCTION

AE SEAS EXEMPT FROM PENSION PENS EXMPT ] CFI EXEMPT FROM PENSION PENS EXMPT
DEDUCTION DEDUCTION

AF DROP Fire DROP CML Fire DROP

AF PENS4 FIREFIGHTERS PENSION AF-PENSION | CFJ FIREFIGHTERS PENSION AF-PENSION
SYSTEM SYSTEM

AFC FIRE PENSION EMPLOYER FIR PEN ER CFK FIRE PENSION EMPLOYER FIR PEN ER
CONT. CONT.

AFR FIREFIGHTERS PENS AFR- CFL FIREFIGHTERS PENS AFR-
SYS(ARREARS) ARREARS SYS(ARREARS) ARREARS

AH PENS6 LA CLERK OF COURT AH-PENSION [ CFM LA CLERK OF COURT AH-PENSION
RETIREMT SYS RETIREMT SYS

AHC PENAH LA CLERK OF COURT RET AHC-PENS CFN LA CLERK OF COURT RET AHC-PENS
(EMPER) F/B (EMPER) F/B

AHP PENSP LA CLERK OF COURT(EXP & AHP-PENS CFO LA CLERK OF COURT(EXP & AHP-PENS
SUPPL) SUPPL)

AHPC PENAH LA CLERK OF COURT RET AHPC-PENS CFO LA CLERK OF COURT RET AHPC-PENS
(EMPER) (EMPER)

AHR LA CLERK OF COURT AHR- CFQ LA CLERK OF COURT AHR-
RET(ARREARYS) ARREARS RET(ARREARS) ARREARS

AHRC LA CLERK OF COURT AHRC-PENS CFR LA CLERK OF COURT AHRC-PENS
ARREARS EMPR ARREARS EMPR

AJ PENS5 @ LA STATE JUDGES AJ-PENSION CFS LA STATE JUDGES AJ-PENSION
RETIREMENT SYS RETIREMENT SYS

AJ2 LA STATE JUDGES AJ2-PENSION | CFT LA STATE JUDGES AJ2-PENSION
RETIREMENT SYS RETIREMENT SYS
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DEDCD DEDPL DESCRIPTION SHORT ADP ADP DESCRIPTION SHORT

CODE

AJ2R LA ST JUDGES RET AJ2R- CFU LA ST JUDGES RET AJ2R-
SYS(ARREARS) ARREARS SYS(ARREARS) ARREARS

AJR PENAR LA ST JUDGES RET AJR- CFV LA ST JUDGES RET AJR-
SYS(ARREARS) ARREARS SYS(ARREARS) ARREARS

ASPP BENCR CITY OF N O SPECIAL PAY ASPP-LEAVE | CMO CITY OF N O SPECIAL PAY ASPP-LEAVE
PLAN PLAN

ASPP MIDAM  Mid American Mid Am COO Mid American Mid Am

ASPP AXAEQ Axa Equitable Axa Equit CPJ Axa Equitable Axa Equit

BC BC1 CORE INSURANCE PRE-TAX  Ins Pre CPK CORE INSURANCE PRE-TAX | Ins Pre
CORE CORE

BC BC6 CORE INSURANCE PRE-TAX INS PRE CFX CORE INSURANCE PRE-TAX INS PRE
CORE CORE

BC BC7 CORE INSURANCE PRE-TAX INS PRE CMP CORE INSURANCE PRE-TAX | INS PRE
CORE CORE

BC BC8 CORE INSURANCE PRE-TAX INS PRE CMQ CORE INSURANCE PRE-TAX INS PRE
CORE CORE

BC BC9 CORE INSURANCE PRE-TAX INS PRE CMR CORE INSURANCE PRE-TAX | INS PRE
CORE CORE

BCC HOSPF HOSP EMPR HOSP EMPR CFY HOSP EMPR HOSP EMPR

BCCBR BC10R COBRA CORE PLAN POST- CBR COR CFz COBRA CORE PLAN POST- CBR COR
TAX PST TAX PST

BCCOB BC10 COBRA CORE PLAN PRE- CBR COR CGA COBRA CORE PLAN PRE- CBR COR
TAX PRE TAX PRE

BCE HOSPF HOSP EMPLYR NOT HOSP EMPR CGB HOSP EMPLYR NOT HOSP EMPR
ENROLLED NO ENROLLED NO

BCEEE BC10 HOSP NOT ENRLD EMPLE HOSP NO-EE | CGC HOSP NOT ENRLD EMPLE HOSP NO-EE
DED DED

BCM BC11 CITY MEDICAL INS/MISC MED INS CGD CITY MEDICAL INS/MISC MED INS
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DEDCD DEDPL DESCRIPTION SHORT ADP ADP DESCRIPTION SHORT

CODE

BCO BC5 CITY MED INS RIDER INS RIDER CGE CITY MED INS RIDER INS RIDER
PRETAX PRETAX

BCR BC1R Core Insurance Post Tax Ins Pst CPL Core Insurance Post Tax Ins Pst

BCOR BC5R CITY MED INS RIDER INS RIDER CGF CITY MED INS RIDER INS RIDER
TAXABLE TAXABLE

BCR BC6R CORE INSURANCE POST- INS PST CMT CORE INSURANCE POST- INS PST
TAX CORE TAX CORE

BCR BC7R CORE INSURANCE POST- INS PST CMU CORE INSURANCE POST- INS PST
TAX CORE TAX CORE

BCR BC8R CORE INSURANCE POST- INS PST CMV CORE INSURANCE POST- INS PST
TAX CORE TAX CORE

BCR BC9R CORE INSURANCE POST- INS PST CGG CORE INSURANCE POST- INS PST
TAX CORE TAX CORE

BDR BD7R PPO Domestic Partner PPO DP CGH PPO Domestic Partner PPO DP

BDR BD7RC Dom Part Post-Tax Core DM PostTx COl Dom Part Post-Tax Core DM PostTx

BDR BD8R PPO Dom Part and Minors MED INS/DP COJ PPO Dom Part and Minors MED INS/DP

BE BEG6 ENHANCED INSURANCE ChPI Pre CGl ENHANCED INSURANCE ENHANCED
PRE-TAX PRE-TAX PRE

BE BE7 ENHANCED INSURANCE ENHANCED COK ENHANCED INSURANCE ENHANCED
PRE-TAX PRE PRE-TAX PRE

BE BES8 ENHANCED INSURANCE ENHANCED COL ENHANCED INSURANCE ENHANCED
PRE-TAX PRE PRE-TAX PRE

BE BE9 ENHANCED INSURANCE ENHANCED COM ENHANCED INSURANCE ENHANCED
PRE-TAX PRE PRE-TAX PRE

BECBR BE10R COBRA ENHANCED PLAN CBR ENH PST | CGJ COBRA ENHANCED PLAN CBR ENH PST
POST-TAX POST-TAX

BECOB BE10 COBRA ENHANCED PLAN CBR ENH CGK COBRA ENHANCED PLAN CBR ENH
PRE-TAX PRE PRE-TAX PRE
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CODE

BER BE6R ENHANCED INSURANCE ENHANCED CGL ENHANCED INSURANCE ENHANCED
POST-TAX PST POST-TAX PST

BER BE7R ENHANCED INSURANCE ENHANCED CON ENHANCED INSURANCE ENHANCED
POST-TAX PST POST-TAX PST

BER BESR ENHANCED INSURANCE ENHANCED CMO ENHANCED INSURANCE ENHANCED
POST-TAX PST POST-TAX PST

BER BE9R ENHANCED INSURANCE ENHANCED CMm1 ENHANCED INSURANCE ENHANCED
POST-TAX PST POST-TAX PST

BT BT2 ER Fringe Benefit Taxable ER Fr Txbl CPM ER Fringe Benefit Taxable ER Fr Txbl

BT BT7 EMPLOYER EMPLOYER CGM EMPLOYER EMPLOYER

CAl SAVGS GTE FCU - SAVINGS CAl-GTE CGN GTE FCU - SAVINGS CAl-GTE

CA2 CHCKG GTE FCU - CHECKING CA2-GTE CGO GTE FCU - CHECKING CA2-GTE

CA3 GOALS GTE FCU - GOALS CA3-GTE CGP GTE FCU - GOALS CA3-GTE

CB1 SVGS POLICE CREDIT UNION- CB1-POLICE | CGQ POLICE CREDIT UNION- CB1-POLICE
SAVINGS SAVINGS

CB1 SAVGS POLICE CREDIT UNION- CB1-POLICE CGQ POLICE CREDIT UNION- CB1-POLICE
SAVINGS SAVINGS

CB2 CHCKG POLICE CREDIT UNION- CB2-POLICE | CGR POLICE CREDIT UNION- CB2-POLICE
CHECKING CHECKING

CB3 GOALS POLICE CREDIT UNION- CB3-POLICE CGS POLICE CREDIT UNION- CB3-POLICE
GOALS GOALS

CC1 SAVGS FIRE CREDIT UNION - CCl-FIRECU | CGT FIRE CREDIT UNION - CC1l-FIRE CU
SAVINGS SAVINGS

ccC2 CHCKG FIRE CREDIT UNION - CC2-FIRECU jCGU FIRE CREDIT UNION - CC2-FIRE CU
CHECKING CHECKING

CC3 GOALS FIRE CREDIT UNION - GOALS CC3-FIRECU |JCGV FIRE CREDIT UNION - GOALS CC3-FIRE CU

CD1 SAVGS |IRF CREDIT UNION - CD1-IRF CGW IRF CREDIT UNION - CD1-IRF
SAVINGS SAVINGS
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DEDCD DEDPL DESCRIPTION SHORT ADP ADP DESCRIPTION SHORT
CODE
CD2 CHCKG IRF CREDIT UNION - CD2-IRF CGX IRF CREDIT UNION - CD2-IRF
CHECKING CHECKING
CD3 GOALS |IRF CREDIT UNION - GOALS @ CD3-IRF CGY IRF CREDIT UNION - GOALS @ CD3-IRF
CE1l SAVGS GNO FCU - SAVINGS CE1-GNO CGZ GNO FCU - SAVINGS CE1-GNO
CE2 CHCKG GNO FCU - CHECKING CE2-GNO CHA GNO FCU - CHECKING CE2-GNO
CE3 GOALS GNO FCU - GOALS CE3-GNO CHB GNO FCU - GOALS CE3-GNO
DA COMMONWEALTH LIFE INS DA- CHC COMMONWEALTH LIFE INS DA-
COMMNWLTH COMMNWLTH
DB VOLGN AMERICAN HERITAGE LIFE DB- CHD AMERICAN HERITAGE LIFE DB-
INS AMER/HERT INS AMER/HERT
DC VOLGN AFLAC-ALL PLANS (NON- DC-AFLAC CHF AFLAC-ALL PLANS (NON- DC-AFLAC
PRETAX) PRETAX)
DC1 TAXEX AMERICAN FAMILY LIFE - AFLAC125 CHE AMERICAN FAMILY LIFE - AFLAC125
125C 125C
DE VOLGN DENT-ALL DENTAL PLANS DE-DENT/ALL } CHG DENT-ALL DENTAL PLANS DE-DENT/ALL
DF VOLGN COLONIAL-ALL PLANS(NON- DF-COLONIAL | CHH COLONIAL-ALL PLANS(NON- DF-COLONIAL
PRETAX) PRETAX)
DF1 TAXEX ' COLONIAL LIFE - 125C DF1- CHI COLONIAL LIFE - 125C DF1-
COLONIAL COLONIAL
DF1 VOLGN COLONIAL LIFE - 125C DF1- COO COLONIAL LIFE - 125C DF1-
COLONIAL COLONIAL
DF2 COLONIAL LIFE - 125C DF2- CHJ COLONIAL LIFE - 125C DF2-
COLONIAL COLONIAL
DF3 COLONIAL LIFE - 125C DF3- CHK COLONIAL LIFE - 125C DF3-
COLONIAL COLONIAL
DF5 COLONIAL LIFE - UNIVERSAL @ DF5- CHL COLONIAL LIFE - UNIVERSAL DF5-
COLONIAL COLONIAL
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DF6 AMERICAN FIDELITY ASSN DF6-AMER CHM AMERICAN FIDELITY ASSN DF6-AMER
CO. FID CO. FID
DF7 VOLGN STANDARD INSURANCE DF7- CHN STANDARD INSURANCE DF7-
COMPANY STANDARD COMPANY STANDARD
DF8 VOLGN STANDARD INSURANCE DF8- CHO STANDARD INSURANCE DF8-
COMPANY STANDARD COMPANY STANDARD
DG VOLGN COMPANION LIFE INS DG- CHP COMPANION LIFE INS DG-
COMPANION COMPANION
DH AETNA LIFE & CASUALITY DH-AETNA CHQ AETNA LIFE & CASUALITY DH-AETNA
DI HARTFORD LIFE INSURANCE ' DI- CHR HARTFORD LIFE INSURANCE @ DI-
HARTFORD HARTFORD
DL VOLGN METROPOLITAN LIFE DL-METLIFE CHS METROPOLITAN LIFE DL-METLIFE
INSURANCE CO INSURANCE CO
DM VOLGN NEW YORK LIFE INS DM-NEW CHT NEW YORK LIFE INS DM-NEW
YORK YORK
DN MUTUAL SAVINGS LIFE INS DN-MUTL/SAV | CHU MUTUAL SAVINGS LIFE INS DN-MUTL/SAV
DQ AMERICO FINANCIAL LIFE DQ-AMERICO § CHV AMERICO FINANCIAL LIFE DQ-AMERICO
DQ1 TRANSAMERICA LIFE DQ1-TRANSA | CHW TRANSAMERICA LIFE DQ1-TRANSA
DQ2 PROVIDENT LIFE INS DQ2- CHX PROVIDENT LIFE INS DQ2-
PROVIDT PROVIDT
DS THE GUARDIAN DS- CHY THE GUARDIAN DS-
GUARDIAN GUARDIAN
DTA1l CAFH TRANSAMERICA CANCER CANCER 125 CIA TRANSAMERICA CANCER CANCER 125
125 125
DTAL CAFL TRANSAMERICA CANCER CANCER 125 J CM6 TRANSAMERICA CANCER CANCER 125
125 125
DTA1l CAFM TRANSAMERICA CANCER CANCER 125 CAN TRANSAMERICA CANCER CANCER 125
125 125
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DTA1 CAIH TRANSAMERICA CANCER CANCER 125 [ CNE TRANSAMERICA CANCER CANCER 125
125 125
DTA1l CAIL TRANSAMERICA CANCER CANCER 125 J COP TRANSAMERICA CANCER CANCER 125
125 125
DTA1 CAIM TRANSAMERICA CANCER CANCER 125 | CNM TRANSAMERICA CANCER CANCER 125
125 125
DTA1l CATL TRANSAMERICA CANCER CANCER 125 J CN6 TRANSAMERICA CANCER CANCER 125
125 125
DTA2 TLCI TRANS LIFE CRITICAL LIFE/ILLNESS | CIB TRANS LIFE CRITICAL LIFE/ILLNESS
ILLNESS ILLNESS
DTA3 UTLC TRANS LONG TERM CARE LG TERM CIC TRANS LONG TERM CARE LG TERM
CARE CARE
DTA4 STD TRANS SHORT TERM STD CID TRANS SHORT TERM STD
DISABILITY DISABILITY
DTA5 FSA MEDICAL FSA MEDICAL | CIE FSA MEDICAL FSA MEDICAL
DTAG FSA DEPENDENT CARE FSA DEP CIF FSA DEPENDENT CARE FSA DEP
CARE CARE
DTA7 Commuter Commuter CIG Commuter Commuter
DU LOYAL AMERICAN LIFE INS DU-LOYAL CIH LOYAL AMERICAN LIFE INS DU-LOYAL
AMR AMR
DU1 AMERICAN PUBLIC LIFE DU1- Cll AMERICAN PUBLIC LIFE DU1-
AMER/PUB AMER/PUB
DZ CAFETERIA PLAN ADMIN DZ- ClJ CAFETERIA PLAN ADMIN DZ-
FEE ADMIN/FEE FEE ADMIN/FEE
EB UNI27 LOCAL NO. 270 EB-LOCAL CIK LOCAL NO. 270 EB-LOCAL
270 270
EC UNIFF N.O. FIREIFGHTERS ASSN EC-NOFFA CIL N.O. FIREIFGHTERS ASSN EC-NOFFA
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DEDCD DEDPL DESCRIPTION SHORT ADP ADP DESCRIPTION SHORT
CODE

EC2 FIREFIGHTERS ATTORNEY ATTORNEY CIM FIREFIGHTERS ATTORNEY ATTORNEY
FEES FEE FEES FEE

EC3 VOLGN FIRE ATTY FEE/LONGVTY ATTY CIN FIRE ATTY FEE/LONGVTY ATTY
SALARY FEE/LSR SALARY FEE/LSR

EC4 FIRE ATTY FEE/STATE PAY ATTY ClO FIRE ATTY FEE/STATE PAY ATTY
LONG FEE/SPL LONG FEE/SPL

ED UNIBF BLACK ASSN OF N O ED-BANOFF CIP BLACK ASSN OF N O ED-BANOFF
FIREFIGHTERS FIREFIGHTERS

EF UNIPA | PATROLMAN'S ASSN OF N.O. EF-PANO ClQ PATROLMAN'S ASSN OF N.O. EF-PANO

EF VOLGN PANO - (ALBUM) EF1- CIR PANO - (ALBUM) EF1-

PANO/ABM PANO/ABM
EF2 VOLGN PANO - (MISC) EF2- CIS PANO - (MISC) EF2-
PANO/MIS PANO/MIS

EF3 VOLGN PANO - (GOALYS) EF3-GOALS CIT PANO - (GOALYS) EF3-GOALS

EG UNIFO FRATERNAL ORDER OF EG-FOP Clu FRATERNAL ORDER OF EG-FOP
POLICE POLICE

EG1 UNIFO FRATERNL ORDER OF EG1-FOP/LGL [ CIV FRATERNL ORDER OF EG1-FOP/LGL
POLICE-LEGAL POLICE-LEGAL

EG2 UNIFO FRATERNL ORDER OF EG2-FOP/MSC | CIW FRATERNL ORDER OF EG2-FOP/MSC
POLICE-MISC POLICE-MISC

EH VOLGN POLICE & FIREMEN'S INS EH-P&F INS CIX POLICE & FIREMEN'S INS EH-P&F INS
ASSN ASSN

El UNIPM  POLICE MUTUAL ElI-PMBA Cly POLICE MUTUAL ElI-PMBA
BENEVOLENT ASSN BENEVOLENT ASSN

EJ VOLGN POLICE & FIREMEN'S ASSN EJ-P&F ASSN [ ClIzZ POLICE & FIREMEN'S ASSN EJ-P&F ASSN

EK UNIBP BLACK ORGANIZATION OF EK-BOP CJA BLACK ORGANIZATION OF EK-BOP
POLICE POLICE
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DEDCD DEDPL DESCRIPTION SHORT ADP ADP DESCRIPTION SHORT
CODE

EK1 BLACK ORGN OF POLICE- EK-BOPCVN | CJB BLACK ORGN OF POLICE- EK-BOPCVN
CIVILIANS CIVILIANS

EL VOLGN POLICE OFFCR EL-POWER cJc POLICE OFFCR EL-POWER
WOMAN/EVERY RANK WOMAN/EVERY RANK

EM VOLGN N. O. POLICE FOUNDATION EM-NOPFI CJD N. O. POLICE FOUNDATION EM-NOPFI
INC. INC.

EM2 VOLGN N. O. POLICE TRAGEDY EM2-NOPTF CJE N. O. POLICE TRAGEDY EM2-NOPTF
FUND FUND

EN VOLGN SERV EMPLOYEES EN-SEIU CJF SERV EMPLOYEES EN-SEIU
INTERNTL UNION INTERNTL UNION

FA SAVINGS BOND - $100 FA-SAVB100 BNA U S Savings Bonds FA-SAVB100

FAl1 SAVINGS BOND - $100 FA1-SAVB100 | BNA U S Savings Bonds FA1-SAVB100

FA2 SAVINGS BOND - $100 FA2-SAVB100 | BNA U S Savings Bonds FA2-SAVB100

FB SAVINGS BOND - $200 FB-SAVB200 BNA U S Savings Bonds FB-SAVB200

FB1 SAVINGS BOND - $200 FB1-SAVB200 | BNA U S Savings Bonds FB1-SAVB200

FB2 SAVINGS BOND - $200 FB2-SAVB200 | BNA U S Savings Bonds FB2-SAVB200

FC SAVING BOND - $500 FC-SAVB500 | BNA U S Savings Bonds FC-SAVB500

FC1 SAVING BOND - $500 FC1-SAVB500 | BNA U S Savings Bonds FC1-SAVB500

FC2 SAVING BOND - $500 FC2-SAVB500 | BNA U S Savings Bonds FC2-SAVB500

FD SAVINGS BOND - $1000 FD-SAVB1000 | BNA U S Savings Bonds FD-SAVB1000

FD1 SAVINGS BOND - $1000 FD1- BNA U S Savings Bonds FD1-

SAVB1000 SAVB1000
FD2 SAVINGS BOND - $1000 FD2- BNA U S Savings Bonds FD2-
SAVB1000 SAVB1000

GA UWAY  UNITED WAY GA-UWAY UWA UNITED WAY GA-UWAY

GARN GARNISHMENT GARN GAR Garnishment GARN

GB CNORF CITY OF N.O.-REFUNDS, GB-CNO/REF | CJG CITY OF N.O.-REFUNDS, GB-CNO/REF
REIMBURS REIMBURS
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DEDCD DEDPL DESCRIPTION SHORT ADP ADP DESCRIPTION SHORT
CODE
GC VOLGN COMMUNITY SHARES GC- PAC COMMUNITY SHARES GC-
COMM/SHAR COMM/SHAR
GM CNOF  CITY OF N.O. - FINES GM-CNO/FINE | CIH CITY OF N.O. - FINES GM-CNO/FINE
GQ GARNISHMENT PROCESS GQ- CJl GARNISHMENT PROCESS GQ-
CHARGES GARN/FEE CHARGES GARN/FEE
HB VOLGN BROWN'S UNIFORMS HB-BROWN UEA BROWN'S UNIFORMS HB-BROWN
UNF UNF
HC VOLGN JEFF'S HABERDASHERY HC- CJJ JEFF'S HABERDASHERY HC-
JEFFHABER JEFFHABER
HE BIG EASY UNIFORMS & HE-BIG EASY | UEB BIG EASY UNIFORMS & HE-BIG EASY
SUPPLIES SUPPLIES
HF AMPEQ AMERICAN POLICE HF- CJK AMERICAN POLICE HF-
EQUIPMENT AMER/POLI EQUIPMENT AMER/POLI
HG1 CRESCENT GUNS & HG1- CJL CRESCENT GUNS & HG1-
SUPPLIES CRES/GUN SUPPLIES CRES/GUN
HH PROFESSIONAL IMAGES, HH- CIM PROFESSIONAL IMAGES, HH-
INC PROF/IMAG INC PROF/IMAG
HI CRESC CRESCENT OUTFITTERS & HI-COPS UEC CRESCENT OUTFITTERS & HI-COPS
POLICE POLICE
HJ VOLGN LIGHTHOUSE UNIFORM HJ- UED LIGHTHOUSE UNIFORM HJ-
COMPANY LIGHTHOUS COMPANY LIGHTHOUS
HK VOLGN CODE 3 SUPPLY HK-CODE 3 CJIN CODE 3 SUPPLY HK-CODE 3
KA CHILD SUPPORT KA-CS/GARN | GAR Garnishment KA-CS/GARN
KA1 CHILD SUPPORT KA-CS/GARN | GAR Garnishment KA-CS/GARN
KA2 CHILD SUPPORT KA2-CS/GARN | GAR Garnishment KA2-CS/GARN
KA3 CHILD SUPPORT KA3-CS/GARN | GAR Garnishment KA3-CS/GARN
KA4 CHILD SUPPORT KA4-CS/GARN | GAR Garnishment KA4-CS/GARN
KAS CHILD SUPPORT KA5-CS/GARN | GAR Garnishment KA5-CS/GARN
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CODE

KAG6 CHILD SUPPORT KAG6-CS/GARN | GAR Garnishment KAG6-CS/GARN

KA7 CHILD SUPPORT KA7-CS/GARN | GAR Garnishment KA7-CS/GARN

KAR CHILD SUPPORT (ARREARS) KA-CS/GARN | GAR Garnishment KA-CS/GARN

KB WAGE EARNER PLAN KB-WE/GARN | GAR Garnishment KB-WE/GARN

KC FEDERAL LEVIES KC-FED LEVY | GAR Garnishment KC-FED LEVY

KD STATE LEVIES KD-ST LEVY | GAR Garnishment KD-ST LEVY

LA MLHOU MEALS & HOUSING LA- CJP MEALS & HOUSING LA-
REIMBURSEMENTS MEAL/HOUS REIMBURSEMENTS MEAL/HOUS

LIC LICF LIFE EMPLOYER SHARE LIF  INS EMPR CJQ LIFE EMPLOYER SHARE LIF  INS EMPR

LICEE  LICF LIFE EMPLOYER DED LIF INS EMPE | CJR LIFE EMPLOYER DED LIF INS EMPE

MB VOLGN PREPAID LEGAL SERVICES MB-PP/LEGAL | CJS PREPAID LEGAL SERVICES MB-PP/LEGAL

NA EARN INCOME CREDIT- NA-EIC/SINGL | CJT EARN INCOME CREDIT- NA-EIC/SINGL
(SINGLE) (SINGLE)

NB EARN INCOME CREDIT- NB-EIC/BOTH | CJU EARN INCOME CREDIT- NB-EIC/BOTH
(BOTH) (BOTH)

PDC PENPD POLICE PAID UP PENSION POL P/U CJv POLICE PAID UP PENSION POL P/U

EMPR EMPR

PEC PENPE FIRE PAID UP PENSION(OLD  FIR P/U EMPR | CIW FIRE PAID UP PENSION(OLD @ FIR P/U EMPR
SYS) SYS)

PFC PENPF FIRE PAID UP PENSION(NEW FIR P/U EMPR | CJX FIRE PAID UP PENSION(NEW  FIR P/U EMPR
SYS) SYS)

PRFEE PRFEE GARNISHMENT FEE GARN FEE COoQ GARNISMENT FEE GARN FEE

RG DCPEB PEBSCO - DEFERRED RG-PEBSCO cJYy PEBSCO - DEFERRED RG-PEBSCO
COMPENSATION COMPENSATION

RG50 DCPEB PEBSCO - 50 OR OLDER RG50-PBSC CJz PEBSCO - 50 OR OLDER RG50-PBSC
CATCH-UP CATCH-UP

RGC DCPEB PEBSCO-DEFERRED COMP RG-PEBSCO CKA PEBSCO-DEFERRED COMP RG-PEBSCO
CATCH UP Cu CATCH UP Cu
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DEDCD DEDPL DESCRIPTION SHORT ADP ADP DESCRIPTION SHORT
CODE

RGR50 PEBSCO ROTH CU 50+ PST CKR PEBSCO ROTH CU 50+ PST
TAX TAX

RGRH Pebsco Roth Def Comp Pst Tax CKP Pebsco Roth Def Comp Pst Tax

RGRHC PEBSCO ROTH CATCH UP CKQ PEBSCO ROTH CATCH UP
PST TAX PST TAX

RH DCEQU EQUITABLE- DEFERRED RH- CKB EQUITABLE- DEFERRED RH-
COMP EQUITABLE COMP EQUITABLE

RH50 DCEQU EQUITABLE-50 OR OLDER RH50-EQU CKC EQUITABLE-50 OR OLDER RH50-EQU
CATCH-UP CATCH-UP

RHC DCEQU EQUITABLE-DEFERD COMP RH1-EQUIT CKD EQUITABLE-DEFERD COMP RH1-EQUIT
CATCH UP Cu CATCH UP CuU

RHR50 EQUITABLE ROTH CU 50+ CKU EQUITABLE ROTH CU 50+
PST TAX PST TAX

RHRH EQUITABLE ROTH DEF CKS EQUITABLE ROTH DEF
COMP PST TAX COMP PST TAX

RHRHC EQUITABLE ROTH CATCH UP CKT EQUITABLE ROTH CATCH UP
PST TAX PST TAX

RI DCVAL VALIC - DEFERRED RI-VALIC CKE VALIC - DEFERRED RI-VALIC
COMPENSATION COMPENSATION

RI50 DCVAL VALIC - 50 OR OLDER RI50-VALIC CKF VALIC - 50 OR OLDER RI50-VALIC
CATCH-UP CATCH-UP

RIC DCVAL VALIC - DEFERRED COMP RI-VALIC CU CKG VALIC - DEFERRED COMP RI-VALIC CU
CATCH UP CATCH UP

RIR50 VALIC ROTH CU 50+ PST TAX CKX VALIC ROTH CU 50+ PST TAX

RIRH VALIC ROTH DEF COMP PST CKV VALIC ROTH DEF COMP PST
TAX TAX

RIRHC VALIC ROTH CATCH UP PST CKW VALIC ROTH CATCH UP PST
TAX TAX

MSS and Position Control Guide Version 1.18 171



[y

SO
CITY OF NEW ORLEANS
DEDCD DEDPL DESCRIPTION SHORT ADP ADP DESCRIPTION SHORT
CODE

RJ ICMA RETIREMENT CORP RJ-ICMA CKH ICMA RETIREMENT CORP RJ-ICMA
DEF/COMP DEF/COMP

uccC UCCF UNEMPLOYMENT UNEMPLY CKI UNEMPLOYMENT UNEMPLY
COMPENSATION COM COMPENSATION COM

UCCEE UCCF UNEMPLOYMENT COMP. - UNEMP CMP | CKJ UNEMPLOYMENT COMP. - UNEMP CMP
EMPE DED EE EMPE DED EE

VUC FUEL Take Home Vehicle Fuel Veh Fuel CPN Take Home Vehicle Fuel Veh Fuel

VUC VEHUS VEHICLE USE FRINGE VEH USE FR | CKK VEHICLE USE FRINGE VEH USE FR

VUCHR EXCLD VEHICLE USE CHARGE (NO VU CHG CKL VEHICLE USE CHARGE (NO VU CHG
TAX) NOTX TAX) NOTX

VUCHR EXCL VEHICLE USE CHARGE VU CHG COR VEHICLE USE CHARGE VU CHG

VUD VUDT VEHICLE USE DEDUCTION VU DED CKM VEHICLE USE DEDUCTION VU DED

WCC WCC-A Workers Comp Fire Supp WC FireSup CLP Workers Comp Fire Supp WC FireSup

WCC WCC-B Workers Comp Waste WC Waste CLQ Workers Comp Waste WC Waste

WCC WCC-C Workers Comp Laborer WC Laborer CLR Workers Comp Laborer WC Laborer

WCC WCC-D Workers Comp Law WC Law Enf CLS Workers Comp Law WC Law Enf
Enforcement Enforcement

WCC WCC-E Workers Comp Equipment WC EquipOp CLT Workers Comp Equipment WC EquipOp
Oper Oper

WCC WCC-F Workers Comp Food Laundry WCFoodLaun | CLU Workers Comp Food Laundry WCFoodLaun

WCC WCC-G Workers Comp Trade WC Trade CLv Workers Comp Trade WC Trade

WCC WCC-H Workers Comp Inspector WC Inspect CLW Workers Comp Inspector WC Inspect

WCC WCC-I  Workers Comp Other WC Other CLX Workers Comp Other WC Other

WCC WCC-J  Workers Comp No Ded WC No Ded CLY Workers Comp No Ded WC No Ded

WCC WCC-K  Workers Comp EMT WC EMT CLz Workers Comp EMT WC EMT

WCCEE WCC-A WORKER'S COM. EMPL DED. WRK CMP-EE | CKO WORKER'S COM. EMPL DED.  WRK CMP-EE

WCCEE WCC-B WORKER'S COM. EMPL DED. WRK CMP-EE } CKO WORKER'S COM. EMPL DED.  WRK CMP-EE

WCCEE WCC-C WORKER'S COM. EMPL DED.  WRK CMP-EE | CKO WORKER'S COM. EMPL DED. @ WRK CMP-EE
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WCCEE WCC-D WORKER'S COM. EMPL DED. WRK CMP-EE | CKO WORKER'S COM. EMPL DED.  WRK CMP-EE
WCCEE WCC-E WORKER'S COM. EMPL DED.  WRK CMP-EE J CKO WORKER'S COM. EMPL DED. #WRK CMP-EE
WCCEE WCC-F WORKER'S COM. EMPL DED. WRK CMP-EE J CKO WORKER'S COM. EMPL DED.  WRK CMP-EE
WCCEE WCC-G WORKER'S COM. EMPL DED.  WRK CMP-EE J CKO WORKER'S COM. EMPL DED. #WRK CMP-EE
WCCEE WCC-H WORKER'S COM. EMPL DED. WRK CMP-EE | CKO WORKER'S COM. EMPL DED.  WRK CMP-EE
WCCEE WCC-I A WORKER'S COM. EMPL DED. WRK CMP-EE | CKO WORKER'S COM. EMPL DED. nWRK CMP-EE
WCCEE WCC-K WORKER'S COM. EMPL DED. WRK CMP-EE J CKO WORKER'S COM. EMPL DED.  WRK CMP-EE
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Appendix H: Approval Paths

The first character of the Action Reason denotes the approval path the action must take.

1ST TYPE APPROVAL PATH

CHAR

ACTION

REASON

A Paid leave Civil Service Class and Pay

C Certification Review Civil Service Certification and Civil Service Class and Pay

D Involuntary Civil Service Management Services

E Misc EE update Civil Service Class and Pay

F Leave Return CAO Human Resources then Civil Service Class and Pay

H Hire/Rehire Civil Service Class and Pay then Civil Service Certification

L Unpaid Leave Civil Service Class and Pay

N Misc EE Change No Approval required

P Pay change Civil Service Class and Pay

U Misc EE Change Civil Service Certification

Vv Voluntary Civil Service Class and Pay

M Reduction in pay CAO Human Resources then Civil Service Class and Pay
then Civil Service Management

S Unclassified Actions CAO Human Resources Only

P38 Police Only Civil Service Class and Pay Police Only

MSS and Position Control Guide
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Appendix I: Action Reasons

ACTION LEGEND

ACTION

DEM Demotion

DTA Miscellaneous Employee Data Changes

HIR Hire

LOA Leave of absence without pay

PAY Pay Rate Change (used only for longevity increases)
PLA Paid leave of absence

POS Position Change
PRO Promotion

REC Recall from Suspension
REH Rehire

RFL Return from leave

SUS Suspension

TER Termination

XFR Transfer

Note: The first character of the Action Reason (table below) denotes the approval path the
action must take. Additional information is in Appendix |: Approval Paths.

ACTION ACTION DESCRIPTION INSTRUCTIONS
REASON
*
DEM C29 Demotion Grade Change Volun  Voluntary position change to lower
grade
DEM C30 Reinstate to Former Class If promotion is rescinded for any

reason, use this action to reinstate to
prior position

DEM C36 Unclass to Class No Break Voluntary position change to lower
grade
DEM C41 Probationary Period Failure Probationary Period Failure
DEM MO02 Demotion Grade Change Invol Involuntary position change to lower
grade
DEM P47 Remove SRP Pol Commander Current acting Commander is moved
Pay to a new position or is no longer

acting as Commander
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ACTION ACTION DESCRIPTION

INSTRUCTIONS

REASON
*

DEM P49 Remove SRP CS Trainer 5%

DEM P50 Remove SRP Fire NOAB 5%

DEM P51 Remove SRP Fire NOAB EMT
10%

DEM P52 Remove SRP Fire NOAB EMT
5%

DEM P53 Remove SRP Fire DPIU 20%

DEM P54 Remove SRP Fire EMT Cert 5%

DEM P55 Remove SRP Fire Hazard 5%

DEM P56 Remove SRP Fire Training 10%

DEM P57 Remove SRP Fire Training 20%

DEM P58 Remove SRP Lead Laborer 10%

DEM P59 Remove SRP NOAB 5%

DEM P60 Remove SRP Pol DNA Analyst
15%

DEM P61 Remove SRP Pol PID 10%

DEM P62 Remove SRP Fire Flying Sq 5%

DEM P63 Remove SRP Fire Rescue Sq
5%

MSS and Position Control Guide

EE is Terminated or no longer acting
as a Civil Service Trainer

Fire EE is Terminated or no longer
working at the New Orleans Aviation
Board

Fire EE is Terminated or no longer
working at the New Orleans Aviation
Board as EMT and their prior special
rate of pay was 10%

Fire EE is Terminated or no longer
working at the New Orleans Aviation
Board as EMT and their prior special
rate of pay was 5%

Fire EE is Terminated or no longer
working at the Dept of Public
Integrity

Fire EE is Terminated or no longer
working as a certified EMT

Fire EE is Terminated or no longer
working in hazardous duty

Fire EE is Terminated or no longer
working as a Trainer and their prior
special rate of pay was 10%

Fire EE is Terminated or no longer
working as a Trainer and their prior
special rate of pay was 20%

EE is Terminated or no longer
working as a Lead Laborer

EE is Terminated or no longer
working with the New orleans
Aviation Board

Police EE is Terminated or no longer
working as a DNA Analyst

Police EE is Terminated or no longer
working in the Public Integrity
Division

Fire EE is Terminated or no longer
working with the Flying squad

Fire EE is Terminated or no longer
working with the Rescue Squad
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ACTION ACTION DESCRIPTION INSTRUCTIONS
REASON
*

DEM P65 Remove Temp Pay Generic action to remove any other
special rates of pay not identified
above

DEM S01 Remove SRP Unclass: Step Unclassified only: Remove any %

Decr based special rate of pay

DEM S03 Unclass: Invol Salary Rate Dec | Unclassified only: Involuntary Salary
Rate Decrease

DEM S04 Unclass: Vol Salary Rate Dec Unclassified only: Voluntary Salary
Rate Decrease

DTA C31 Update Consecutive Svc Date Used to update the longevity service

date for an EE who is rehired or
otherwise had an adjustment in their
service date

DTA C33 Change Civil Service Status Oth  Used to update the value when an
EE goes on to probation, or has any
other civil service status change.
(see attached for coding) Excludes
completed probation becoming
Permanent (see action U12)

DTA EO3 Update Police Service Date Used to update the date an EE
starts with police, especially in a
transfer from another city
department.

DTA EO4 Enter Drop Entry Date Enter the date the EE requests
DROP to begin. This triggers the
pension deduction to be ended.

DTA EO6 Exit Drop Date Enter the date the EE requests
DROP to end. This triggers the
pension deduction to begin again.

DTA EO8 Update Fire Service Date Used to update the date an EE
starts with fire, especially in a
transfer from another city
department. This date will be used
for the fire longevity calculation,

DTA E10 Change Supervisor Used to change an EE's timecard
approver. Enter the new
supervisor's EE ID.

DTA Ell Change HR Manager

DTA NO7 Change Badge Number Stored for police, fire and EMS.
Required for Court Notify and
various reporting.
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ACTION ACTION DESCRIPTION

INSTRUCTIONS

REASON

*
DTA NO8 Change Pay Location
DTA NO9 Change Meal/Shift Diff Indicator
DTA P20 Add SRP Police Education Pay
DTA P21 Remove SRP Pol Special Pay
DTA P22 Add SRP Police Special Pay
DTA P23 Remove SRP Pol Education Pay
DTA P64 Change Scheduled Hours
DTA ui1o0 Update Probation Begin Date
DTA U1l Update Probation End Date
DTA U1z Change Civil Service Stat to

Perm

DTA ui13 Extend Probation
HIR HO4 New Hire
HIR HO8 Promotion to City from S&WB
HIR HO9 Demotion to City from S&WB
HIR H10 Transfer to City from S&WB

MSS and Position Control Guide

Change pay location.

Police Only: Used to add advanced
degree special pay for police (see
attached for coding)

Police Only: Used to remove special
rate of pay for police if and EE is
terminated or no longer working in
Police.

Police Only: Used to add
percentage special pay for police
(see attached for coding)

Police Only: Used to remove
advanced degree special rate of pay
for police if and EE is terminated or
no longer working in Police.

If an EE is going part time in a
position, use this action to enter the
scheduled hours. The FTE % will be
updated and sent to eTime.

Used on new hire and rehire to add
probation begin date; also used to
update probation date for a position
change

Used on new hire and rehire to add
probation end date

Used to change civil service status
when EE has completed probation.
Used to extend probation end date if
required

General reason for a new hir. Most
hires will fall into this reason

Used for a new hire into Ev5 from
the S&WB; EE is getting a promotion
/ new position with grade increase
Used for a new hire into Ev5 from
the S&WB; EE is getting a demotion
/ new position with grade decrease
Used for a new hire into Ev5 from
the S&WB; EE no change in grade
or step or jobcode
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ACTION ACTION DESCRIPTION INSTRUCTIONS
REASON
*

HIR H11 Layoff to City from S&WB S&WB EE laid off and hired by the
City

HIR H12 Lateral Class Change to City Used for a new hire into Ev5 from

from S&WB the S&WB; EE has lateral change in

jobcode / position

HIR HAM Hire Above Minimum EE is hired above the minimum in
the classified or unclassified pay
plan

LOA LO7 LWOP Other - Classified Classified: EE is placed on Leave
without Pay for any other reason

LOA L11 FMLA - Classified Classified: EE is placed on FMLA
Leave without Pay

LOA L12 Maternity - Classified Classified: EE is placed on Maternity
Leave without Pay

LOA L13 Military - Classified Classified: EE is placed on Military
Leave without Pay

LOA L14 Worker's comp - Classified Classified: EE is placed on Worker's
Comp Leave without Pay

LOA L15 Education - Classified Classified: EE is placed on
Education Leave without Pay

LOA NO1 Worker's comp - Unclassified Unclassified: EE is placed on
Worker's Comp Leave without Pay

LOA S07 Education - Unclassified Unclassified: EE is placed on
Education Leave without Pay

LOA S08 LWOP Other - Unclassified Unclassified: EE is placed on Leave
without Pay for any other reason

LOA S09 FMLA - Unclassified Unclassified: EE is placed on FMLA
Leave without Pay

LOA S10 Maternity - Unclassified Unclassified: EE is placed on
Maternity Leave without Pay

LOA S11 Military - Unclassified Unclassified: EE is placed on Military
Leave without Pay

PAY NO2 City Longevity Used by the ADP program to
indicate a pay increase due to the
City Longevity Calc

PAY NO3 Fire Longevity Used by the ADP program to

MSS and Position Control Guide

indicate a pay increase due to the
Fire Longevity Calc
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ACTION ACTION DESCRIPTION INSTRUCTIONS
REASON
*

PAY NO4 Update Longevity Used by the ADP program to
indicate a pay increase due to the
City Longevity Calc if EE's step has
changed

PAY S06 Unclass: Pay Rate Change Unclassified: Miscellaneous pay rate
change

PLA A04 Worker's Comp - Classified Classified: EE is placed on Worker's
Comp Leave with Pay

PLA A05 Leave - Other - Classified Classified: EE is placed on Leave
with Pay for any other reason

PLA AQ6 Rehab Leave - Classified Classified: EE is placed on Rehab
Leave with Pay for any other reason

PLA AQ7 Maternity Leave - Classified Classified: EE is placed on Maternity
Leave with Pay

PLA A08 Military Leave - Classified Classified: EE is placed on Military
Leave with Pay

PLA A09 FMLA Leave - Classified Classified: EE is placed on FMLA
Leave with Pay

PLA Al10 Education - Classified Classified: EE is placed on
Education Leave with Pay

PLA S12 Worker's Comp - Unclassified Unclassified: EE is placed on
Worker's Comp Leave with Pay

PLA S13 Leave - Other - Unclassified Unclassified: EE is placed on Leave
with Pay for any other reason

PLA S14 Rehab Leave - Unclassified Unclassified: EE is placed on Rehab
Leave with Pay for any other reason

PLA S15 Maternity Leave - Unclassified Unclassified: EE is placed on
Maternity Leave with Pay

PLA S16 Military Leave - Unclassified Unclassified: EE is placed on Military
Leave with Pay

PLA S17 FMLA Leave - Unclassified Unclassified: EE is placed on FMLA
Leave with Pay

PLA S18 Education - Unclassified Unclassified: EE is placed on
Education Leave with Pay

POS C34 Transfer within Agency EE moves to a new position in the
same agency/same HR manager

POS C35 Transfer Between Agencies EE moves to a new position in the
different agency/same HR manager

POS P25 Lateral Class Change EE moves to a lateral position with

MSS and Position Control Guide

the same HR manager
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ACTION ACTION DESCRIPTION INSTRUCTIONS
REASON
*

PRO C32 Promotion Grade Increase EE moves to a higher graded
position

PRO C34 Transfer within Agency Transfer within Agency

PRO C35 Transfer between agency Transfer between agency

PRO C36 Unclass to Class No Break Unclass to Class No Break

PRO P25 Lateral Class Change Lateral Class Change

PRO P26 SRP Fire DPIU 20% Fire: EE is working at the Dept of
Public Integrity

PRO P27 SRP Fire Training School 20% Fire EE is working as a Trainer and
their prior special rate of pay was
20%

PRO P28 SRP Fire Training School 10% Fire EE is working as a Trainer and
their prior special rate of pay was
10%

PRO P29 SRP Fire NOAB EMT 10% Fire EE is working at the New
Orleans Aviation Board as EMT and
their prior special rate of pay was
10%

PRO P30 SRP Fire NOAB EMT Intermed Fire EE is working at the New

5% Orleans Aviation Board as EMT and
their prior special rate of pay was
5%

PRO P31 SRP Fire NOAB 5% Fire EE is working at the New
Orleans Aviation Board

PRO P32 SRP Fire EMT Certification 5% Fire EE is working as a certified
EMT

PRO P33 SRP Fire Hazard 5% Fire EE is working in hazardous duty

PRO P34 SRP CS Trainer 5% EE is Terminated or no longer acting
as a Civil Service Trainer

PRO P35 Pos: Grade Increase Unclass Unclassified: EE is moved to a new
position with a higher grade

PRO P36 SRP Lead Laborer 10% EE is working as a Lead Laborer

PRO P37 SRP Pol PID 10% Police EE is working in the Public
Integrity Division

PRO P38 SRP Pol DNA Analyst 15% Police EE is working as a DNA
Analyst

PRO P39 Classified Step Increase Other Classified: Miscellaneous step
increase

PRO P40 SRP NOAB 5% EE is working with the New Orleans

MSS and Position Control Guide
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ACTION ACTION DESCRIPTION INSTRUCTIONS
REASON
*

PRO P41 SRP Police Commander Police: Current Lieutenant, Caption,
Major is acting as Commander

PRO P43 Salary Rate Unclass Unclassified reate increase

PRO P46 SRP Fire Flying Squad 5% Fire EE is working with the Flying
squad

PRO P48 SRP Fire Rescue Squad 5% Fire EE is working with the Rescue
Squad

PRO P66 Temp Pay Higher Class EE is moved to a higher class with a
pay increase on a temporary basis

PRO P67 Temp Pay Spec Assign EE is moved to a new assignment
with a pay increase on a temporary
basis

PRO P68 Resign Class going to Unclass Resign Class going to Unclass

PRO S05 Unclass: Step Increase Other Undefined step increase

REC D56 Other EE is recalled to work

REC D57 Return from Suspension EE is recalled to work from
suspension

REC D58 Suspension Rescinded EE is recalled to work due to
recinded suspension

REC D59 Suspension Amended EE is recalled to work due to
amended suspension

REH EO05 Rehire from Layoff - Unclassified Unclassified: EE is rehired from
layoff

REH EQ7 Unclassified Other Unclassified EE is rehired

REH EO09 Rehire from Retire - Unclassified Unclassified: EE is rehired after
retirement

REH HO1 Reinstatement EE is rehired after reinstatement

REH HO2 Reinstate From Retire Class Classified: EE is rehired from
retirement

REH HO3 Reinstate From Layoff Class Classified: EE is rehired from layoff

REH HO5 Rehire from SWB EE is rehired from S&WB

REH HO6 Rehire - Classified Classified: EE is rehired

REH HO7 Re-Employment EE is rehired as re-employment

RFL F09 Unclassified Unclassified: EE returns from leave

RFL L16 Classified Classified: EE returns from leave

SUS D01 Absenteeism Disciplinary: Suspended due to
absenteeism

SUS D02 Accident - At Fault Disciplinary: Suspended due to an

MSS and Position Control Guide

accident with the employee at fault
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ACTION ACTION DESCRIPTION

INSTRUCTIONS

REASON
*
SuUS D03 Accident - Left the Scene
SuUS D04 Accident - Preventable
SuUsS D08 CDL - Invalid
SuUs D10 Dept Policy Violation
SUS D11 Dishonesty
SuUs D12 Equipment - Damaged/Abused
SUS D14 Equipment - Unauthorized Use
SuUs D16 Fighting
SUS D18 Insubordination
SuUS D22 Misconduct
SuUs D23 Neglect of Duty
SuUS D24 Obscene Remarks
SuUs D25 Payroll Fraud
SuUS D31 Sick Leave - Left Residence
SUS D32 Sleeping on the Job
SuUS D33 Substance Abuse Test Failure
SUS D34 Substance Abuse Test Refusal
SuUS D35 Tardiness
SUS D36 Theft
SUS D37 Threats to Others

MSS and Position Control Guide

Disciplinary: Suspended due to an
accident where the employee left the
scene

Disciplinary: Suspended due to an
accident deemed preventable
Disciplinary: Suspended due to an
invalid Commercial Drivers License
Disciplinary: Suspended due to a
violation of department policy
Disciplinary: Suspended due to
dishonesty

Disciplinary: Suspended due to
damage or abuse of equipment
Disciplinary: Suspended due to
unauthorized use of equipment
Disciplinary: Suspended due to
fighting

Disciplinary: Suspended due to
insubordination

Disciplinary: Suspended due to
misconduct

Disciplinary: Suspended due to
neglect of duty

Disciplinary: Suspended due to
obscene remarks

Disciplinary: Suspended due to
payroll fraud

Disciplinary: Suspended due to
having left residence while on sick
leave

Disciplinary: Suspended due to
sleeping on the job

Disciplinary: Suspended due to
failing a substance abuse test
Disciplinary: Suspended due to
refusing a substance abuse test
Disciplinary: Suspended due to
tardiness

Disciplinary: Suspended due to theft

Disciplinary: Suspended due to
threats to others
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ACTION ACTION DESCRIPTION

INSTRUCTIONS

REASON
*
SUS D38 Unable to Perform Duties
SUS D39 Unauthorized LWOP
SUS D41 Unauthorized Work Site
Absence
SUS D42 Under the Influence-Alcohol
SUS D43 Under the Influence-Substance
SUS D44 Verbal Abuse
SUS D50 Other
SuUs D62 Unsatisfactory Job Performance
SUS D63 Incompetence
SuUs D64 Failed to Report to Duty
SUS D65 Abandonment of Job
SUS D66 Absent without Leave
SUS S02 Other - Unclassified
TER C36 Transfer City to S&WB
TER C37 Layoff City to S&WB
TER C38 Promo City to S&WB
TER C39 Demo City to S&WB
TER C40 Lateral Class Change to S&WB
TER D01 Dismissal - Absenteeism
TER D02 Dismissal - Accident - At Fault
TER D03 Dismissal - Accident - Left the
Scene
TER D04 Dismissal - Accident -

Preventable
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Disciplinary: Suspended due to
inability to perform duties
Disciplinary: Suspended due to
unauthorized leave without pay
Disciplinary: Suspended due to
unauthorized work site absence
Disciplinary: Suspended due to
being under the influence of alcohol
Disciplinary: Suspended due to
being under the influence of drugs
Disciplinary: Suspended due to
verbal abuse

Disciplinary: Suspended due to other

Disciplinary: Suspended due to
unsatisfactory job performance.
Disciplinary: Suspended due to
incompetence

Disciplinary: Suspended due to
failure to report to duty
Disciplinary: Suspended due to
abandonment of job
Disciplinary: Suspended due to
being absent without leave
Unclassified: Disciplinary:
Suspended due to other

Disciplinary: Termination due to
absenteeism

Disciplinary: Termination due to an
accident with the employee at fault
Disciplinary: Termination due to an
accident where the employee left the
scene

Disciplinary: Termination due to an
accident deemed preventable
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ACTION ACTION DESCRIPTION INSTRUCTIONS
REASON
*
TER D08 Dismissal - CDL - Invalid Disciplinary: Termination due to an
invalid Commercial Drivers License
TER D10 Dismissal - Dept Policy Violation = Disciplinary: Termination due to a
violation of department policy
TER D11 Dismissal - Dishonesty Disciplinary: Termination due to
dishonesty
TER D12 Dismissal - Equipment - Disciplinary: Termination due to
Damaged/Abused unauthorized use of equipment
TER D14 Dismissal - Equipment - Disciplinary: Termination due to
Unauthorized Use damage or abuse of equipment
TER D16 Dismissal - Fighting Disciplinary: Termination due to
fighting
TER D18 Dismissal - Insubordination Disciplinary: Termination due to
insubordination
TER D22 Dismissal - Misconduct Disciplinary: Termination due to
misconduct
TER D23 Dismissal - Neglect of Duty Disciplinary: Termination due to
neglect of duty
TER D24 Dismissal - Obscene Remarks Disciplinary: Termination due to
obscene remarks
TER D25 Dismissal - Payroll Fraud Unclassified: Disciplinary:
Termination due to other
TER D31 Dismissal - Sick Leave - Left Disciplinary: Termination due to
Residence having left residence while on sick
leave
TER D32 Dismissal - Sleeping on the Job  Disciplinary: Termination due to
sleeping on the job
TER D33 Dismissal - Sustance Abuse Disciplinary: Termination due to
Test Failure failing a substance abuse test
TER D34 Dismissal - Substance Abuse Disciplinary: Termination due to
Test Refusal refusing a substance abuse test
TER D35 Dismissal - Tardiness Disciplinary: Termination due to
tardiness
TER D36 Dismissal - Theft Disciplinary: Termination due to theft
TER D37 Dismissal - Threats to Others Disciplinary: Termination due to
threats to others
TER D38 Dismissal - Unable to Perform Disciplinary: Termination due to
Duties inability to perform duties
TER D39 Dismissal - Unauthorized LWOP | Disciplinary: Termination due to
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ACTION ACTION DESCRIPTION INSTRUCTIONS
REASON
*
TER D41 Dismissal - Unauthorized Work Disciplinary: Termination due to
Site Absence unauthorized work site absence
TER D42 Dismissal - Under the Influence- | Disciplinary: Termination due to
Alcohol being under the influence of alcohol
TER D43 Dismissal - Under the Influence- = Disciplinary: Termination due to
Substance being under the influence of drugs
TER D44 Dismissal - Verbal Abuse Disciplinary: Termination due to
verbal abuse
TER D50 Dismissal - Other Disciplinary: Termination due to
other
TER D63 Dismissal - Incompetence Disciplinary: Termination due to
incompetence
TER D64 Dismissal - Failed to Report to Disciplinary: Termination due to
Duty failure to report to duty
TER D65 Dismissal - Abandonment Of Disciplinary: Termination due to
Job abandonment of job
TER D66 Dismissal - Absent without Disciplinary: Termination due to
Leave being absent without leave
TER D68 Dismissal - Unsatisfactory Job Disciplinary: Termination due to
Performance unsatisfactory job performance.
TER D69 Retired - Involuntary Terminated due to Involuntary
retirement
TER D70 Dismissal - Probationary Period | Disciplinary: Termination due to
Failure payroll fraud
TER Vo1 Deceased - line of duty Deceased in the line of duty
TER V02 Deceased - on the job Deceased on the job
TER V03 Deceased - off the job Deceased off the job
TER V04 End of Temp Appointment Terminated due to the temporary
assignment ending
TER V05 Retired Terminated due to voluntary
retirement
TER V06 Resign - Attend School Resignation to attend school
TER VQ7 Resign - Better Job Resignation to take a better job
TER V08 Resign - Child Care Resignation to take care of children
TER V09 Resign - Retired - Pension Retired as a pension eligible
Eligible employee
TER V10 Resign - Il Health Resignation due to ill health
TER V11 Resign - Moved from City Resignation due to move from the
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TER V12 Resign - Self Employed Resignation to become self
employed
TER V13 Retired - Disability Resignation due to disability
TER V15 Resign - Unknown Resignation Other
TER V16 Resign - Home Obligation Resignation due to a home
obligation
TER V17 Resign: Pending Investigation Resignation pending an investigation
TER V18 Retire: Pending Investigation Retired pending an investigation
TER V19 Layoff Terminated due to a layoff
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