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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.  

 

• Paygroup. 

• Empl_Class. 

• Protected Class.  

• Retirement Kind.  

• Absence Eligibility.  

• Absence Paygroup.  

• Components of Pay. 

• Pay Step. 

• Employee Type.  

• Holiday Schedule. 
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CORRECT JOB DATA USING EXCEPTION 

 

Step Action 

1.  

• Log into INFORMS. 

• Click HR Administration. 

 

2.  

• Enter Empl ID. 

• Click Search.  
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3.  

On Work Location tab add a new row by clicking + Sign.  

 

4.  

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

• 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. 
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5.  

Pay Group will display: 

 

FIELD CURRENT VALUE CORRECT VALUE 

Pay Group RET MDC 

 

On Payroll tab, change Pay Group to MDC. 
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6.  

Employee Class will display: 

 

FIELD CURRENT VALUE CORRECT VALUE 

Empl Class Permanent Review Employee Class 

 

• On Job Information tab, update Empl Class and Protected Class. 
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7.  

Retirement Kind will display: 

 

FIELD CURRENT VALUE CORRECT VALUE 

Retirement Kind PA HA 

 

• Navigation: Job Data > Benefit Program Participation.  

• On Benefits Program Participation tab, update Retirement Kind. 
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8.  

Absence Eligibility will display: 

 

FIELD CURRENT VALUE CORRECT VALUE 

Eligibility Group G-NJB VERIFY ABSENCE ELIGIBILITY 

 

• Navigation: Job data > Payroll. 

• Update Eligibility Group under the Absence Management System section. 
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9.  

Absence Paygroup 

 

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

 

 

10.  

Components of Pay 

 

• On Compensation tab, under Pay Components, update Comp Rate. 

• Click Calculate Compensation. 

• Click Save. 
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11.  

Pay Step 

 

On Salary Plan tab, update Step. 
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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. 

 

 

13.  Click Save once changes have been made. 

 


