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INFORMS Job Aid: Correct Job Data Using Exception in «rms

DESCRIPTION

The audience for this job aid is Central HR.

Job Data Exception report shows what was entered into Employee Job Data and compared with
the expected values for the below listed fields. Only the employees who have mismatches will
be displayed in this report.

e Paygroup.

e Empl_Class.

e Protected Class.

e Retirement Kind.

e Absence Eligibility.
e Absence Paygroup.
e Components of Pay.
e Pay Step.

e Employee Type.

e Holiday Schedule.
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CORRECT JOB DATA USING EXCEPTION

Action

e Loginto INFORMS.
e Click HR Administration.

Workforce Administrator

Benefits Administrator Comp ion Admini ion HR Admini i Time and Absence

1 . 45 Unprocessed Employees
2790 Exceptions

A

>

2

Global Payroll Administration Position Management Canadian Payroll WorkCenter U.S. Payroll WorkCenter

& P &

e Enter Empl ID.
e Click Search.

%, Job Information ~
Job Data
Job Data Enter any information you have and click Search. Leave fields blank for a list of all values.
Workforce Job Summary Find an Existing Value | | Keyword Search
IManage Employee Profile + Search Criteria
25k Headcount ~ EmplID  begins with v
s Labor Administration v Empl Record | = v

HR Configuration v Name | begins with +

;‘ Erizillire Last Name begins with v

‘% Export Org Chart Second Last Name | begins with v

Alternate Character Name | begins with ~
4t OnBoarding

Middle Name = begins with +
4 OffBoarding ~
Oinclude History (Correct History (JCase Sensitive

o L
Clear | Basic Search & Save Search Criteria
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On Work Location tab add a new row by clicking + Sign.

% Job Information ~

Work Location Job Information Job Labor Payroll Salary Plan Compensation
Job Data
Kathey J EmplID 00074154
Workforce Job Summary Employee Empl Record 0
3 Manage Employee Profile Work Location Details @ Q f1~
[l N Effective Date 10042021 [ Go To Row —
f& Labor Administration ~ Effective Sequence 0 ‘Action | Data Change ~
HR Status Reason  Conversion -
% HR Configuration v Stat
Payrell Status  Active Job Indicator  Pnmary Job -
P ; Dotted Line
=3 Current a

Pgadeo e o a

e Enter the same Effective Date as the Effective Date for this employee in the
error report.

e Enter the Effective Sequence number as a next number - if the prior row
sequence number is 2, change the current row sequence number to 3.

Work Location Job Information Job Labor Payroll Salary Plan Compensation
4 Kathey Jones Empl D 00074154
Employee Empl Record 0

Work Location Details (D Q 102 v b M
“Effective Date | 10/04/2021 Go To Row + -

Effective Sequence 2 “Action | Data Change -

HR Status  Active Reason | Conversion ~

Payroll Status  Active “Job Indicator | Primary Job -

Current
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Pay Group will display:

FIELD

CURRENT VALUE

CORRECT VALUE

Pay Group RET

MDC

On Payroll tab, change Pay Group to MDC.

Payroll for North America (Z

Work Location Job Information Job Labor Payroll Salary Plan
Kathey Jones Empl 1D
Employee Empl Record

Payroll Information
Effective Date (4242022
Effective Sequence 0
HR Status  Active
Payroll Status  Active
Payroll System  Payroll for North America
Absence System | Absence Management v

Pay Group |MDC Q General Employees
Q

Employee Type |H Hourly
Tax Location Code (MDC
Miami Dade Tax Location
GL Pay Type

Compensation
00074154
0
Q 10f4 v
Go To Row
Action Data Change
Reason
Job Indicator  Primary Job
Curmrent —

Holiday Schedule NMDCALL Q | MDC_ALL

Subject v

FICA Status
Edit Chanicia
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Employee Class will display:

FIELD CURRENT VALUE CORRECT VALUE

Empl Class Permanent Review Employee Class

e OnJob Information tab, update Empl Class and Protected Class.

HR Administration A Q
Ne:
Work Location Job Information Job Labor Payroll Salary Plan Compensation
6, Kathey Jones EmplID 00074154
Employee Empl Record 0
Job Information Details Q 1 v

Effective Date 012472022 L_GoToRow J
Effective Sequence 0 Action Data Change
HR Status  Active Reason

Payroll Status  Active Job Indicator  Primary Job

Current ~
Job Code 005310 Airport Secretary
Entry Date  07/20/1998

Supervisor Level

Supervisor ID Q
Reports To 00000181 SR. HUMAN RESOURCES MANAGER
Regular/Temporal far FullPart _Full-Time
Empl Class | Permanent w I I *Protected Class =~ SSN Protected Only VI

Shift Rate
Regular Shift Not Applicable
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Retirement Kind will display:

FIELD

CURRENT VALUE

CORRECT VALUE

Retirement Kind

PA

HA

e Navigation: Job Data > Benefit Program Participation.
e On Benefits Program Participation tab, update Retirement Kind.

Benefit Program Participation

Employee

Annual Benefits Base Rate

Benefits Administration Eligibility C

BAS Group ID

Empl ID
Empl Record 0

uso

Q

I Retirement Kind | PA

I Executive Benefits

HR Administration

00074154

Benefit Status Q v
v
Benefit Record Number | Go To Row
Effective Date
017242022
Effective Sequence 0 Action Data Change
HR Status  Active Reason
Payroll Status  Active Job Indicator  Primary Job
Curent -~
*Benefits System | Benefits Administration v

Benefits Employee Status  » c.o

ACA Eligibility Details

Benefit Program 'RG2

Executive Counter
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Absence Eligibility will display:

FIELD

CURRENT VALUE

CORRECT VALUE

Eligibility Group

G-NJB

VERIFY ABSENCE ELIGIBILITY

Work Location Job Information Job Labor
8. Kathey Jones
Employee
Payroll Information
Effective Date  g1/24/2022

Effective Sequence 0
HR Status  Active

Payroll Status  Active

Payroll

e Navigation: Job data > Payroll.
e Update Eligibility Group under the Absence Management System section.

HR Administration

Salary Plan Compensation

EmplID 00074154
Empl Record 0

Action
Reason

Job Indicator

Q 1of4 ~ b »

[__GoToRow |

Data Change

Primary Job -
m]

Absence Management System

Pay Group |MDC

Setting

Use Pay Group Eligibility
Use Pay Group Rate Type
Use Pay Group As Of Date

Q| General Employees

I Eligibility Group | G-NJB

Q kargammg Unit G - Non JB

Exchange Rate Type

Use Rate As Of

Q
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Absence Paygroup

On Payroll tab, under Absence Management System, update Pay Group.

Payroll Information (3

Effoctive Dafe 4022007
Effsctive Sequence 0O
HR 3tatuc  Active

Payroll Mty  Active

Payroil Byctsm  Payral for Nomn Amanca

Abcence Pyctem | Ansermce Mansgament

Payroll for North America G

Empioyss Type |H
Tax Losstion Code |MDC
OL Pay Type

Combinstion Coge

Absence Management System

Payroll

Empi®D  poCT4154

EmplRecord 0

Action  Data Change

Reaton

Job Indkcator P

Holiday 3chedule |MOCA

FICA Matuc

I::, @roup |RET

Salkog

v

Q0 To Row

10.

Components of Pay

WorkLocation | | JobInformaton || Job Labor

Kathey Jones

Empioyes

Compensation Details (2

" Q1242022

Effective Sequence 0
HR Status  Active

Payroll Status  Active

BPayro

Salary Plan Compensation

EmpliD 00074154

Empl Record 0

Job Indicator

n  Data Change

Primary Job

Compensation Rate wes2zol (VS0 Q *Frequency

» Comparative Information (%
» Pay Rates

Default Pay Components tract e Prorate

Pay Components (2
wm Q
Amounts Controls Changes Conversion | I
—cote e e Poes Parcen

On Compensation tab, under Pay Components, update Comp Rate.
Click Calculate Compensation.
Click Save.

Curment
5Q) g weeky
v
Rate Code
Group

HR Administration




INFORMS Job Aid: Correct Job Data Using Exception

inferms

Pay Step

On Salary Plan tab, update Step.

Salary Plan Details @

Effective Date g404/2022

11.

Effective Sequence 0

HR Status  Active
Payroll Status  Active
&4
Salary AdminPlan |STEF Q Step
v
Grade | 123 Q 123

Includes Wage Progression Rule

Refresh

Notify

Save Return to Search

Payroll | Salary Plan

Work Location Job Information Job Laber Payrol Salary Plan
Kathey Jones Empl ID
Employee Empl Record

Compensation
00074154
0
Q v
Go To Row
Action Data Change
Reason
Job Indicator  Primary Job -
Current
Grade Entry Date |07/20/1088

Step Entry Date | 121282020

Include History Correct History

Update/Display

10
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12.

Employee Type will display:

FIELD CURRENT VALUE | CORRECT VALUE
Employee Type H Non Job Basis

Holiday Schedule will display:

FIELD CURRENT VALUE CORRECT VALUE

Holiday Schedule MDCALL MDCNON

On Payroll tab, update Employee Type and Holiday Schedule.

HR Administration

Work Location Joo Information Job Labor Payroll Saiary Fian Compensation
Kamila Przytula EmplID 00325620
Employes Empl Record 0
Payroll Information @) Q f1 v

Effective Date

0172412022
Effective Sequence 0 Action Data Change
HR Status  Active Reason
Payroll Status  Active Job Indicator  Primary Job
Current
Payroll System  Payroll for North America
Absence System | Absence Management v
Payroll for North America @
Pay Group |MDC Q
General Employees
IEmp[oye@ Type H Q I_‘m_,y IHolmmy Schedule | MDCALL Q| MDC_ALL I
Tax Location Code |MDC Q
Miami Dade Tax Location
GL Pay Type Subject v

FICA Status ——— — —
Combination Code Edit ChantFields

Absence Management System

13.

Click Save once changes have been made.
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