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COURSE INTRODUCTION

Target This course is intended for CoM end users in the areas of HRIS Human
Audience Resources administration.

Prerequisites  Prerequisites:
¢ Hand’s on experience and knowledge of PS HR 8.9 module
e System access to PS HR 9.2 Training Environment

Technical Suggested Technical System Knowledge:
System ¢ HR 8.9 experience

Knowledge e Understanding of NEOGOV processing
Training This course format will be through:

Structure e Discussion of Learning Objectives

o Discussion of Key Policies and Processes
¢ Discussion of Key Changes and Impacts
¢ Live Demonstrations

¢ In-class Exercises

e Summary and Review

Course At the end of this course, participants will be able to:
Objectives o Explain the CoM’s Data Privacy policy

e Understand basic HR terminology

¢ Complete basic system navigation

e Understand name formats

e Explain the hire process

e Perform employee maintenance

¢ Understand personal data

e [Execute reports & queries
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System
Benefits

Reference
Materials

Course
Overview

Notes:

The system benefits of the new version of COMET (HRIS PeopleSoft 9.2)
include the following:

e Automated processes, improved efficiency and effectiveness,
improved internal controls in the new version of COMET

e Elimination of new hire forms (upon completion of all NEOGOV
integration phases)

e Streamlined employee on-boarding for network and system access
e Improved HR Reporting capabilities

Participant Guide
Job Aids
Role-Based Documentation

The goal of the HRIS Field Representatives course is to provide training on
using PeopleSoft 9.2 to support CoM HR business processes and activities,
so that HRIS Field Representative can continue to perform their roles in
each of their respective Departments.

-
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CHAPTER 1: TERMINOLOGY AND DATA PRIVACY

Objective At the end of this chapter, participants will be able to:

¢ Understand key terminology that HRIS Field Representatives use
on a daily basis.

e Understand Explain the differences between Public and Private
Data

e Comply with the Data Privacy Guidelines outlined in this section

Key Terms Data Privacy:

o Data privacy is the ability of an individual to exercise appropriate
control over an employee’s personally identifiable information.

Minnesota Data Practices Act:

e State statute that covers Government data practices, including the
release of information by financial institutions, matching programs,
computerized comparison of data, and access to consumer
reports.

Public Data:

¢ Public data is information that can be freely used, reused and
redistributed by anyone with no existing local, state or national
legal restrictions on access or usage.

Private Data:

e Private data is employee information that cannot be disseminated
to the public.
Overview
e As a COMET user, you have access to employee data that is
classified under the Minnesota Data Practices Act as private, not
public, protected or confidential.

e You are responsible for maintaining the integrity of the COMET
system which includes protecting employee data from improper
disclosure.

¢ This section will cover the differences between public and private
employee data.

— 4
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Data Privacy

HRIS Field As a COMET user, you have access to employee data that is classified
Reps under the Minnesota Data Practices Act as private, not public, protected or
confidential.

Responsibility

You are responsible for maintaining the integrity of the COMET system
which includes protecting employee data from improper disclosure. If an
individual requests data and you are unsure of its classification or unsure
whether the individual should be granted access to the data, consult your
department’s HR Generalist or Personnel Representative, or the City
Attorney’s Office for guidance.

As a COMET user, you are required to read and follow Data Privacy
Guidelines included in this manual.

Data Privacy Guidelines

Data Privacy In the course of your employment as a COMET user you will have access
Regarding to private personnel data as that term is defined by the Minnesota Data
E Practices Act. Minnesota Statute §13.43 Subd. 2 and 4. You may only
mployees . : o :

access private personnel data when required by a specific job assignment
or when authorized by a supervisor. Once you access private personnel
data, you are responsible for maintaining the confidentiality of the
employee data at all times.

Accessing private personnel data for an improper purpose or improperly
disclosing private personnel data may subject you to discipline up to and
including discharge.

Accessing private personnel data for an improper purpose or improperly
disclosing private personal data includes, among other things: accessing
the data without authorization, accessing the data without a job related
purpose, using or disseminating private personnel data for a purpose other
than required by your job assignment or disclosing private personnel data
to an individual who does not have an authorization to access the data or
who does not have a reasonable need to know.

As an HRIS Field Representative, you are required to read and follow the
Data Privacy Guidelines included in this manual. Should you have
guestions about the guidelines, the extent of your authority access private
personal data or your ability to disclose private personnel data you should
immediately contact a supervisor before proceeding.

— 4
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IMPORTANT Exception: ALL personnel data maintained on an
undercover law enforcement officer is Private Data.

Public Dataon City data can be classified as public if the information is available to all

Employees

employees and all individuals or entities external to the corporation.
Examples of public data in the for City employees are listed below:

Name

N

Employee Identification Number, which must not be the
employee’s Social Security Number

Actual gross salary

Salary Range

Terms and conditions of employment relationship

Contract fees

Actual gross pension

The value and nature of employer paid fringe benefits

©|0No g1~ W

The basis for and the amount of any added remuneration,
including expense reimbursement, in addition to salary

10.

Job title

Bargaining unit

12.

Job description

13.

Education

14.

Training background

15.

Previous work experience

16.

Date of first and last employment

17.

Work Location

18.

Work Telephone Number

19.

Badge Number

20.

Work-related continuing Education

21.

Honors and awards received

22.

Payroll Timesheets or other comparable data used only to
account for employee’s work time for payroll purposes, except to
the extent that the release of timesheet data would reveal the
employee’s reasons for the use of sick or other medical leave or
other non-public data

-
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Private Data on Employees

Data Privacy
Regarding
Disciplinary

e
comet

CITY OF MINNEAPOLIS
ENTERPRISE TECHNOLOGY

Except for items 1-22 listed above, all other data on employees is
Private Data and may not be disseminated to the public.

To determine if data regarding a discipline matter is public or private you
must first ascertain whether “Final Disposition” has been imposed and
whether the employee is represented by a labor organization.

¢ If the employee is not represented by a labor organization, Final
Disposition occurs when the City makes its final decision about the
disciplinary action, regardless of the possibility of any later
proceedings.

¢ If the employee is represented by a labor organization, Final
Disposition occurs at the conclusion of the arbitration proceedings
or upon the failure of the employee to elect arbitration within the
time provided by the labor agreement.

e If an allegation of substandard performance or misconduct HAS
NOT resulted in Final Disposition, only the “Existence and Status”
of the complaint or charge is Public Data:

e The “Existence and Status” of the complaint or charge.

o Existence: Yesor No: There were (not) or are (not)
complaint(s) received.

o Status: Choose one of the following: The investigation is
ongoing; The matter is still pending; The matter was not
sustained; or, No discipline was imposed.(NOT who, what,
when, where & why)

¢ If an allegation of substandard performance or misconduct HAS
resulted in disciplinary action, the following information can be
released after the Final Disposition:

o The discipline imposed and specific reasons for the action.

o Data documenting the basis for the action.

o When such requests are received, it is best to check with
your Department’s HR Generalist or the City Attorney's
Office before releasing any information of this nature.
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Data Privacy
Regarding
Applicants

(except

Undercover Law
Enforcement

Officers)

=

Applicant names are PRIVATE DATA except when certified as eligible for
appointment to a vacancy or when applicants are considered by the
appointing authority to be finalists for a position in public employment. A
"finalist" means an individual who is selected to be interviewed by the
appointing authority prior to selection.

The following information is Public Data on applicants:
Veteran’s Status relevant

Test scores

Rank on eligible list

Job History

Education and Training

Work availability

Notes:

-
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HRIS Key Terminology

Additional Assignments

An additional assignment can be a concurrent job, a detail, restricted work detalil
and/or a workforce utilization detail.

Applicant Hire

An applicant hire is a candidate that has been through the staffing process and is
hired through Recruitment for the City.

Combination Codes (Combo Codes)

Combo Codes are a condensed version of the City’s chart of accounts string that
includes Account (or object), Fund, Dept. ID, and — if applicable for project costing
— an identifier for Project and/or Task.

Direct Hire

A direct hire is a person hired as an appointed employee, a temporary employee or
hired in various independent boards and agencies.

Effective Date

Whenever you enter a row of information in any HRIS record, you must enter the
correct Effective Date. When you enter a new effective date row, the system
automatically creates a copy of the last record and defaults the Current Date into
the Effective Date field. Most of the time, the current date is not the date of the
actual action, and you will need to enter (type) the ‘real’ effective date.

Exception Pay Employees

Exception employees are all of the exempt and some non-exempt employees who
will be paid based on the standard hours on their job records. NOTE: Some
exception employees who have additional jobs (details and concurrent jobs) will
have to be changed to hourly for correct time entry.

Include History (Update/Display and Update/Display All)

If you do not Include History when you look at a record, you are using the
Update/Display option, which only provides you a view of an employee’s current
data. We suggest that you always choose Include History, because this option
allows you to look at historical data, as well as current data, which you may need to
access in order to do your work.

Positive Pay Employees

Positive pay employees are hourly employees whose daily time must be keyed into
timesheets. Most of the time, these employees are hourly, non-exempt
employees. But, they can also be exception employees who have additional jobs
with employee records greater than ‘0’.

Salaried
COMET tracks and treats salaried employees differently. Salaried employees
receive 1/26tth of their stated compensation each pay period, regardless of the
number of hours reported. Payroll representatives need only key time that is an
exception, e.g., sick and vacation.

— 4
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COMET vs.
HRIS
References

Additional
Reference
Materials

Summary

The new system (PeopleSoft 9.2) is now called COMET, which
replaces the former HRIS system. The COMET system includes both
the legacy HRIS and Finance functionality (formerly called COMPASS).
In this document, the following naming conventions are followed:
e COMET is used to refer the former HRIS system
o HRIS Field Representatives are still referred to as ‘HRIS’ Field
Representatives
¢ HRIS, when used to describe the HRIS Department or HRIS
Website, remains the ‘HRIS’ Department/Website

Minnesota Government Data Practices Act

Minnesota Government Data Practices Act — Personnel Data

HRIS Field Representative Responsibility:

e As a COMET user, you have access to employee data that is classified
under the Minnesota Data Practices Act as private, not public,
protected or confidential.

e You are responsible for maintaining the integrity of the COMET system
which includes protecting employee data from improper disclosure the
City Attorney’s Office for guidance.

o As a COMET user, you are required to read and follow Data Privacy
Guidelines included in this manual.

To determine if data regarding a discipline matter is public or private you
must first ascertain whether “Final Disposition” has been imposed and
whether the employee is represented by a labor organization.

Review the HRIS Key Terminology section to understand terms used in the
COMET System.

Notes:

-
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Exercise

Questions e Which state statute governs how employee data is classified?

¢ Whatis the HRIS Field Representative’s responsibility in managing
data privacy issues?

o List five examples of City employee public data information?

e What is the key difference between a direct hire and an applicant
hire?

comet Minneapolis

City of Lakes
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CHAPTER 2: NAVIGATION

Objective At the end of this chapter, participants will be able to:
e Login to the COMET System
e Explain the different COMET Pages
e Set up a Worklist and Favorites

Key Terms Landing Page
e This is the ‘home’ page that is displayed for HRIS Field
Representatives when they log into the COMET HR System.
Work Centers
e A collection of business processes to perform a task. Work

Centers are assigned on a role-by-role basis. Work Centers are
identified by the ‘folders’ on the COMET Home Page.
Employee Self-Service Portal
e A collection of business process that City employees can perform.
Employees can update their personal information (address
change, emergency contacts, etc.) and other qualifications using
the Employee Self-Service page.

Management Center Portal

e A collection of business processes for Department Managers ,
Supervisors , City Leadership and HR Generalists.

Worklist
e A COMET *“to do” list for an HR event that requires attention.

Overview Navigation and the ‘look and feel’ of the new COMET System (PeopleSoft
9.2) is different from the former system. This section will discuss how to
login, explain the difference between the different portal pages, describe
the layout of Work Centers, and explain how the features of the Worklist
will function.

— 4
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Navigation

Navigation of COMET is similar to other internet applications. The system provides the
HRIS ability to save frequently accessed pages to a ‘Favorites’ list and includes an
enhanced worklist functionality. This course assumes that you have some

knowledge of the COMET system.

This chapter will cover the following topics:
e Accessing COMET
e Navigation Functionality:

O
O
O
O

COMET Pages

Menu Navigation

Work Center Navigation
Search Functionality

e Save Pages as Favorites
o Worklist Functionality

i
comet
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Logging into The first step is to log into COMET from the CityTalk website:

CQM ET from 1. Access CityTalk through a web browser: http:/citytalk
CityTalk 2. Click the COMET link from the CityTalk homepage.

CITY'3 WEBSITE COMET e

citytalk

Mews and information for City of Minneapolis employees

3. Enter your User Id (Employee ID) and Password.

’
comet

CITY OF MINNEAPOLIS
ENTERPRISE TECHNOLOGY

COMET
| User ID |
@ Password
@ HR Finance

Forgot your Forgot your
HR passwaord? Finance password?

Before entering COMET, please read the Tennessen Confidentiality Motice

HR
4. Click the HR button.

comet Minneapolis

City of Lakes
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http://citytalk/

COMET
Password

COMET Pages

Landing Page

E
comet

CITY OF MINNEAPOLIS
ENTERPRISE TECHNOLOGY

When logging into COMET for the first time, existing users will enter their
former HRIS system login ID for the login and password. New employees
will login to COMET using their Employee ID and last four digists of their
SSN. Users will be required to change their password upon logging into
COMET for the first time.

orgot your password?

If you forget your password — a link is provided - F to
allow employees the opportunity to enter hints and reset their password

without contacting the IT Service Center or HRTS Administration

The Landing Page or ‘Home Page’ is the gateway to information, resources
and services for a defined audience and a defined business purpose. The
role within one’s organization determines the security access to each
process on the landing page.

Additional access requires a completed HRIS security form, which is
located on CityTalk in the Forms directory. Most data in COMET is private
and/or confidential. HRTS Administration reserves the right to provide
access to the data at their discretion.

Favorites = | Wain Menu

| a——
comet

Home | Wordist | MultiChannel Console | Add toFavorites | Sign out

Personalize Content | Layou

v R —

4
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Work Centers

| o—
comet

CITY OF MINNEAPOLIS
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A collection of business processes to perform a task. Work Centers are
assigned on a role-by-role basis. Work Centers are identified by the
‘folders’ on the COMET Home Page.

Favorites = | Main benu -
— Home | Wordist | MultiChannel Console | Add toFavorites | Sign out
Fersonalize Content | Layout
Employee Self Service Pages & ‘@~ | [lHris Department Representative & (o~ |[[uanager Seff Service

#] Personal Information
Revizw and Updats your personzl information
5 Parsonsi nfermaton Summary
I Ethnic Groups

[ e e
Repot and eviow your Time, Schedues, reques absences and e
[ Timesheet

#] Payroll and Compensation
Review your Fay and Gompensstion history. Update your Direot Deposit and other
Deductions or Gontribution informaton.

] Benents
|~ Reuiew Haalth, Insurance, Savings, Pansion of other Benafits information. Revies
‘and Update Dependent and Benafioiary personal information

#] change My Password
Create 3 new Password.

By System Profie

5] Change My Passuord

7"] Personal information
" Maintain paszanal information sbout 3 parson

] Moty 3 Persen

K? Jab Information
.~ Maintain empioyes job data

7] Workiorce Reports

|~ General Worktoros Reportin
5 Frobation Step )
FE Step Increase

f} Position Management
= Vo s
£ Reporting Toots

7 uery

5 Cuery Viewsr

] Job information
Emplayss Job Datz
] Workores Jeb Summary.

] Report Time for Direct Reports
Report Time for Direct Reports

5 Fayae Time

] Review Accruai Bala
View leave aconal detais including hours eamed, taken, bought and sokd
¥ Review Acsrus! Balsnoes.

19
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HRIS Field
Reps Work
Center

i
comet
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The HRIS Field Representative work center is the gateway to information,
resources and services for a defined audience and a defined business
purpose. There are three key business processes in the HRIS Field
Representative work center:

e Personal Information

e Job Information

o Workforce Reports

e Position Management

¢ Reporting Tools

Additional access requires a completed HRIS security form, which is
located on CityTalk in the Forms directory. Most data in COMET is private
and/or confidential. HRTS Administration reserves the right to provide
access to the data at their discretion.

HRIS Department Representative I B

ﬁ Personal Information
Personal Infoermation pages
=] Modify a Person

=] Drivers License Data
=] Emergency Contact

ﬁ] Job Information
Maintain employee job data
i= Job Data

= Add Additional Assignment
= Workforce Job Summary

Workforce Reports
General Workforce Reporting
i=] Probation Step Report (M)
=] Step Increase Due (M)

ﬁ Position Management

= Add/Update Position Info
=] VYacant Budgeted Positions
1 Position Management Report

ﬁ Reporting Tools
Query

=] Query Viewer

4
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COMET
Employee Self-
Service Work
Center

e
comet

CITY OF MINNEAPOLIS
ENTERPRISE TECHNOLOGY

The COMET Employee Self-Service Work Center page is used by City
Employees. The main functions include:

¢ Modifying personal information

e Time Reporting

¢ Viewing paychecks and direct deposit settings
e Managing Benefits (Open Enroliment)

Employees can update their personal information (address change,
emergency contacts, etc.) and other qualifications using the Employee
Self-Service page. This is also the page that provides access to the online
Timesheet.

¥ o
o

&
m
L
o
L

miphoyee 5

i

= | Personal Information
=" FRevew and Uipdate your personal information

= Personal information Summary
= Evrilc Groups

'.f"'::-' Time Reporting
L= Fepart and review pour Time, Schedules, request asences and more
= Timeshast

=== Payroll and Compensaticn
" Feview your Pay and Compensation hilstory. Update your Direct DeocesR and ofher Deduciions or Contriztion
Infarmation

= View Papohec

= ailumtary Deductions

= Direct Deposk

= 'W-2 Relssus Reqguest
= | Benefits

=" Fevew Heaf, Insurance, Savings, Penslon or oier Benafis Information. Review and Uindshe Dependent and
Benafictary personal Infnmation

¥ Heah Care Summary
= Flecinle Spending ACCOUMS
= Eenefis Summary

6 Mane

" | Change My Password
L Cnezte 3 new Passwond
= Crange My Passward

4
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COMET
Manager Self-
Service Work
Center

Additional
Notes on Work
Center Access

-
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The main functions of the COMET Management Self-Service page include
Management Reports, Manager Notices and Worklist Items. The
Management Portal will appear differently based on the security role.

The COMET Manger Self-Service page is used by Department Managers,
and Supervisors , City Leadership and HR Generalists.

Manager Self Service - o
[ =1 Job Infermation
“  Employes Job Data

=] Workforce Job Summarny
] Report Time for Direct Reports
Report Time for Direct Reports
=] Timeshest
=] Payable Time Summany
=] Payable Time Detail

[ =" | Approwve Time for Direct Rpts
= Approve Time fior Direct Reports
=l Payable Time
| Rewview Accrual Balances
I " View leave accrusl details including hours earned, taken, bought and sold

=] Review Accruzl Bslances

Additional access requires a written request from the Manager/Supervisor
and/or HR Generalist. The request must include a business reason to
justify additional access. Most data in COMET is private and/or
confidential, and HRIS Administration reserves the right to provide access
to the information at its discretion.

Users may have more, less or different menu items (or Work Centers) than
are displayed in the screenshots in this document. The items in the menu
display are dependent on the person’s role in the organization.

4
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Search Options

Various Search A user may have more, fewer or different menu items than are displayed in
Options the screenshots in the Training document. Menu display is dependent on
your role within the organization.

Menu < (e E Export Org Chart
search: Export Profile/Org Chart to MS Excel'Visio
®
My Favorites
Self Senvice
Manager Self Senvice
Recruiting ﬁ JOF} Ir!fc.’rmatlon e
Maintain information about a persen tied to a specific job record
Waorkforce Administration = Job Data
Benefils =] Job History (M)
Compensation =] Review Staffing Assignments
Stock 63 More..
Time and Labor
Payroll for North America
Global Payroll & Absence Mgmt Labor Administration

Administer workforce agreements, layoffs, recalls and disciplinary actions.
(2 Union Workforce Mgmt Center
[Z1 Wage Progression
[C1 Layoffs and Recalls
8 More.

Payroll Interface

Waorkforce Development
Organizational Development
Administer Training
Workforce Monitoring

The various search options allow you to use a method that is most familiar
to you.
1. Menu Navigation is a hierarchy of folders that expand and
collapse.
2. Work Centers provide an alternative navigation option that displays
the same results as the Menu. Inside each work centers are links
that take you directly to the pages you need to access.

3. The Search functionality will find a specific transaction page and
display the associated path.

Additional access requires a completed HRIS Security Form that has been
approved by your Supervisor and the HR Generalist for your department.
The form is located on CityTalk under the Forms Index. Most of the data in
COMET is private and/or confidential and HRTS Administration reserves
the right to provide access to the system at their discretion.
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Favorites

Add Favorites - Favorites allow a user to save a link to frequently accessed pages. Here
Steps are the steps to add a favorite:

1. Navigate to the page to be selected as a favorite:
Job Data

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

= Search Criteria

Empl IDx; begins with -
Empl Record: = -

Hame: begins with -
Last Name: begins with -
Second Last Name; begins with -

Alternate Character Name: begins with -

Middle Name: begins with -

[l Include History [ Correct History [C] Case Sensitive

| Search || Clear |ElasicSear|:h [E] save Search Criteria

Add to Favaorites

2. Click the Add to Favorites link ( ) in the top right corner

of the browser
3. The Add to Favorites pop-up appears. Enter a description or name for
the page.

3
Add to Favorites

Please Enter a Unique Description for this Favorite

*Description |[Job Data

4. Click OK.
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Access
Favorites

Worklist

“To Do List”

-
comet

CITY OF MINNEAPOLIS
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To access a favorite, click My Favorites in the Menu and click the desired
hyperlink:

Menu
Search:

My Favorites
Job Data

Add to Favarites
Edit Favorites

Click Edit Favorites to change a display nhame or order.

A worklist is a COMET “to-do” list. When an HR event requires attention, a
notification to take action on the COMET Management Center is sent to the
appropriate supervisor. This notification or “to-do” item is used by the
supervisor role and will remain for the supervisor until it has been marked
as ‘worked’.

Worklist

Worklist for 121264

Detail View Worklist Filters v [ e

Worklist tems Persanalize | Find | View Al | &0 | B it B 111 o 11 B Lot

From Date From Work Item Worked By Activity Priority Link

HRIS Sytem ID 08/21/2013 ;‘::5;‘” = License or Cert Expiring 1-High ~ 067415, 0, Anne Stahn Mark Worked

HRIS Sylem ID 101272012 ';_'x":"‘fg”' e e Gt e ~ 054051, 0, iKathy Lougen ek Worked

HRIS Sytem ID 0317/2014 ';“::5;”' Cert License or Cert Expiring ~ 050070, 0, Robert Becker IMark Worked

HRIS Sytem ID 08/25/2014 et License or Cert Expiring 0, Ssdie Pulk Miark Wosked
Expiring

HRIS Sytem 1D 08/25/2014 License or Cert License or Cert Expiring - - Iark Worked
Expiring
Li Cert

HRIS Sytem 1D 10/04/2014 fosn=e ot License or Cert Expiring - son Mark Worked
Expiting

HRIS Sytem ID 12118/2012. License or Cert Licanse or Cert Expiring + 121280, 0, William Kass Mark Worked
Expiting E—
Li Cert

HRIS Sytem 1D 01/01/2015 fo=nse or e License or Cert Expiring | 121280, Iark Worked
Expiting

HRIS Sytem 1D 07182014 Probation Period ¢, ) ction Ending ek Woked
Ending

HRIS Sytem ID 041022015 e N e e e Ting IMark Worked
Ending

HRIS Sytem 1D 04/02/2015 Prabation Period o ation Ending 5o Iark Worked
Ending

Most HRIS Field Representatives will not have access to this page. But, as
the HRIS Field Representative for your department(s), you need to know
the page is available to Supervisors and/or Managers. You may direct
them to the Worklist Job Aid that is available of CityTalk under the HRIS
Information Center page for detailed instructions.

To navigate to the Worklist, select: Main Menu > Worklist > Worklist

Details
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Summary

Exercise

Overview

Duration

Scenario

-
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o Landing Page or the ‘Home’ Page pages is the gateway to information,
resources and services for a defined audience and a defined business
purpose. The COMET Home Page is the ‘landing’ page all users when
they log into the COMET System.

o Work Centers are a collection of business processes to perform a task.
Work Centers are assigned on a role-by-role basis. Work Centers are
identified by the ‘folders’ on the COMET Home Page.

e Employee Self-Service Portal is the location where employees can
update their personal information (address change, emergency
contacts, etc.) and other qualifications.

e Management Center Portal is a collection of business processes for
Department Managers, and Supervisors , City Leadership and HR
Generalists.

e The Worklist is a COMET “to do” list for an HR event that requires
attention.

This activity allows you to practice the following:
Logging into COMET

Exploring the Work Center

Search Options

Adding/Accessing a ‘Favorites’
20 minutes

In this exercise, your instructor will provide you with your login credentials.
Once logged into COMET, you can navigate through the COMET business
processes associated to your work center, perform the various search
options available in COMET, and adding a frequently used page as a
‘Favorite.
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CHAPTER 3: NAME AND FIELD FORMAT

Objective At the end of this chapter, participants will be able to:
e Understand the format of Names
e Display Names
o Perform a Name Search
e Search fields based on the Field Format.

Key Terms Name Format

¢ Name format defines how an employee’s name is displayed.
Understanding how name formats behave in COMET is key to
returning the correct results when performing searches.

Field Format

¢ Field formats define the structure of how data is entered into
COMET. Depending on the field, a field format may be set to a
string, a numeric value, a date, etc.

— 4
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Name Format

Name Format The name format impacts how to perform a name search when looking for
Display an employee by name. It is important to understand how the name format
search works in order to display the expected results.

When navigating to an employee record, COMET displays names using the
“First Name Last Name” format:

Work Location Job Information " Job Labor || Eayroll || Salany Plan || ‘Compensation || Classification Hours

Frank Atlas Empl ID 080555
Empl Record O
'Woak Location (2 Find First [0 1 o 1 D8 Last
“Effective Date[10202003 | 3=
Effective Sequence [} *jction Termination -
HR Status Inactive Reason Discharged -
Payroll Status Terminstsd = Job Indicator Primary Job

The example below shows how to search for an employee whose last name

is ‘Frank’.
Empl I1D: begins with w Ood444 0 Frart Brown Frank  Brown
Empl Record: = - 112523 0 Frank Burgess Frank Burgess
I Name: begins with  |Frank OEEEB4E D Frank Caldwel Frank  Caldwell
Last Name: begins with 083357 0 Frank Campbell Frank  Campbell
Second Last Name: begins with — 1 :3523 0 Frank C I'ase Frank G I'aaa
061287 0 Frank Chiodi Frank  Chiodi
Alternate Character Mame: begins with 108837 0 B Frank Clark
Middle Mame: begins with OE1TTE D Frank Daile Frank Dailzy
Include History [ Correct History [[] Case Sensitive SR4454 0 Frank Dattalo Frank  Dattalo

Entering ‘Frank’ in the Name field will return a list of employees whose first
name is ‘Frank’. Why? Because employee names are entered into the
system by “First Name, Last Name” order.
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Name Search In COMET, there are several options for searching for an employee by
Options name:
1. Enter the percent sign (%), followed by the characters of the last name

in the Name field. The percent sign is a wildcard value used to return
multiple values.

Empl 1D: begins with
Empl Record: = -
I Name: begins with w |[%FRANK
Last Name: begins with -
Second Last Name: begins with w
Alternate Character Mame: beginz with
Middle Mame: begins with -

Include History  [[] Correct History [T Case Sensitive

101308 0
104261 0
0500 0
0EG335 0
QB3062 O

|

Diiane Frank
Donta Franks
Droris: Franklin
Droris. Frankdin
Frank Anderson

Diane
Donta
Droris
Draris
Frank

Frank
Franks
Franklin
Frankdlin
Anderson

The search results return all employees whose name contains the word

“Frank”, in either the First Name or Last Name.

2. To return only those employees whose last name is “Frank”, use the
Last Name field, by specifying the equal sign (=) in the search
parameter, followed by the characters of the last name.

Empl 1D: begins with -

Empl Record: = -

Name: begins with
I Last Name: = * FRAMK I
Second Last Name: begins with

Alternate Character Mame: begins with

Middle Name: begins with

Include History []Correct History  [[] Case Sensitive

0331z 2
091654 0
086720 0
O588E 0

|

Michelle Frank Michelle Frank
Talon Frank  Talon
Mary Frank  Mary
Jennifer Frank Jennifer Frank

Frank
Frank

The search results return just those employees whose last name is

“Frank”.

i
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Name Search

i
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Using the Last Name field may provide better results when searching
specifically on an employee’s last name. Using the percent sign wildcard
character will include names that only have a portion of the Last Name. For
example, the search result of “Frank%” could return “Franklin” as a search
result. This occurs because COMET is searching through names in the
“First Name, Last Name” format.
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Field Format

Enter LName,FName , Middle
Name or (Middle Initial)

When searching for employee data in the COMET system, the format of
how the data must be entered can impact the results returned from a search
— as explained in the previous section, Name Formats. It is important to
know how to enter search criteria, based on the COMET field format.

Johnson,Lynn Carol

Seth-Rogers,Mary Lou

Do not use periods after
initials or suffix

Enter Jr or Sr (not Jr. or Sr.)

Rahborn Sr,Jack R
Peterson Jr, Mike

Williams I1l,Frederick

Enter 476536789 or
476/53/6789 or 476-53-6789

476-53-6789

Enter 6127895376 or
612/789/5376 or 612-789-
5376

612/789-5376

Enter 052687 or 5/26/87 or 5-

26-87 05/26/1987
YY greater than 50 — 1900’s

displayed: 05/26/87 05/26/1987
YY less than 50 — 2000’s 05/26/2037

displayed: 05/26/37

Apartment or Suite Number —
Type Apt or Suite No in
Address 1

Type house number and
street in Address 2

Address 1: Apt 1

Address 2: 1718 E
Southampton St

No Apartment or Suite
Number — Type house
number and street in Address
1

Address 1: 7895 North
Casswell St

|
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Summary

Exercise

Activity

Overview

Duration
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Name Format defines how an employee’s name is displayed.
Understanding how name formats behave in COMET is key to returning the
correct results when performing searches.

Field Formats define the structure of how data is entered into COMET.
Depending on the field, a field format may be set to a string of characters, a
numeric value, or a date format.

Open up a browser session and use the COMET System application to
answer the following questions:

1. How are names displayed by default in COMET?

2. What search results are returned if you enter the characters
“Lewis” in the Name Field?

3. What search results are returned if you enter the characters
“‘LEWIS” in the Last Name field?

4. How would you use the percent sign (%) wildcard in the Name field
when searching for persons whose last name is “Lewis”?

Practice:

Practice this exercise using the Training Sandbox. The menu path to
search employee records is: Main Menu > Workforce Administration >
Job Information > Job Data.

This activity allows you to practice the following:

5 minutes

4

Minneapolg

32 City of Lakes



CHAPTER 4. HIRE PROCESS

Objective At the end of this chapter, participants will be able to:
e Understand the difference between a direct hire and applicant hire
e Set up a new direct hire in COMET

e Explain the job information that is passed to COMET from
NEOGOV

o Perform any necessary steps for setting up an applicant hire.

Key Terms Direct Hire

o Addirect hire is a person hired as an appointed employee, a
temporary employee or hired into one of the various independent
boards and agencies.

Applicant Hire
e An applicant hire is a person hired through Team Minneapolis.

Job information data is automatically transferred from
TeamMinneapolis to the COMET system.

NEOGOV
o HR software application that automates the entire hiring,

onboarding, and performance evaluation process for applicant
hires.

Objective There are two different ways to process a hire in COMET, which includes
two different ways to navigate the system in order to complete a hire. This
section will cover the process for a direct hire and applicant hire.

Notes:
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Direct Hire

Process o Adirect hire is a person hired as an appointed employee, a
temporary employee or hired into one of the various independent
boards and agencies.

e Adirect hire is not managed through COMET.

e The direct hire process requires the HRIS Field Representative to
manually enter the personal data, followed by the job data for the
employee.

Direct Hire - Procedure

Steps to Begin  Here is the menu for entering a Direct hire —when you begin this process, be
a Direct Hire sure to select “Add a Person”.

1. Navigate to Workforce Administration > Personal Information > Biographical >

Add a Person
Workforce Administration
Personsl Information

Biographical
Modify 5 Person

Additionz] Names
Search by Mational 10

2. Click the Add the Person link — the following page appears:
Add a Person

Person |10 MEW
O,

Cazreh for Matehing Parzans

Search for Matching Persons function does not work due to Department level
security.
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Click the Add a Person button — The Biographical Details page appears:

| Biographical Details ” Contact |nformation " Regional ” Organizational Relstionships |

Person 1D NEW
Name Find | View Al First Bl 1 o7 1 B Last

*Effective Date 08/132013 i @ +||=
*Format Type English -
Display Name Ak Hape @

Biographic Informaticn

Date of Birth M Years g Months 0
Status Expiration Date )
Citizenship Status Citizen of USA v
Biographical History Find | View Al First B 1 0f 1 BB ot
*Effective Date %3/15/2015 a 2=
*Gender | Unknown b
*Highest Education Level A-Not Indicated -
#Marital Status Unknown - Bs of £
Language Code hd
Alternate 1D
[[] Full-Time Student
= National D Personalze | Find | View &1 |12 | B First B 1 o7 ¢ B Last
“Country *“National ID Type Hational I Primary ID
USA @, Socisl Security Numbsr - ® =

[@ 8ave |[i=) Motify ][4 Refresn | [Ee Add |[#] UpdateiDispiay | [ inciude History ][5 Comect History

Biographical Details | Contact Information | Regional | Organizational Relationships

Enter the Effective Date of the hire.
¢ VERY IMPORTANT — Personal Data cannot be future dated. When

biographical information is entered, the date must be less than or equal

to the current date.

e The effective date on Personal Data does not have to match the
effective date of the hire on the Job Data record. Future dates can be
entered on the Job Data record for the employee.

Click Add Name button.
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6. Enter the Name details.
Edit Mame

English Mame Format
<:> Prefix. w
First Name
Middle Name
Last Name
suffis w
Display Name

Formal Name

Name
G
[ ok || cacal || Refresh |

7. Click OK.
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If available, input the Biographical Information, including Date of Birth,
Citizenship, Gender, etc.

o Effective Date, Gender, Highest Education Level and Marital Status

are required fields.

¢ The Biograhpical History Effective Date should be the same as the

Primary Name Effective Date.

| Biographical Details ” Contact |nformation " Regional ” Organizational Relstionships |

Person 1D NEW

Name Find | View Al First Bl 1 o7 1 B Last
*Effective Date |[08/152015 i [+][=
*Format Type English -
Display Name Add Name

Biographic Informaticn

Date of Birth M yaars g Months 0
Status Expiration Date )

Citizenship Statys Citzen of USA h
Biographical History Find | View Al First B8 1 of 1 I Last
*Effective Date |03/15/2015 oy =
*Gender | Unknown -
*Highest Education Level A-Not Indicated -
*Marital Status Unknown - Be of )
Language Code hd
Alternate 10
[T Full-Time Student
= National D Personalze | Find | View &1 |12 | B First B 1 o7 ¢ B Last

“Country *“National ID Type Hational ID Primary ID

USA @, Socisl Security Numbsr @ ® =

[@ 8ave |[i=) Motify ][4 Refresn | [Ee Add |[#] UpdateiDispiay | [ inciude History ][5 Comect History

Biographical Details | Contact Information | Regional | Organizational Relationships

In the National ID section, enter the Social Security Number.
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10. Click on the Contact Information tab. The following page appeatrs:

| Biographical Details ” Contact Information || Regional || Organizational Relationships |

Empl ID NEW
Cument Addresses Personalze | Find | View All | £ | B First B 1 o7 ¢ B Last

Address Type  As Of Date Status Adress
Home 06/ 15/2015 A =
Phone Information Personalize | Find | View &1l | @l | & First B 1 o7 1 B act
“Phons Typs Talsphons Extsnsion Praferrsa
- D + -
Email Addresses Personalize | Find | View &ll | & | B First B 1 of 1 I Last
“Email Typs “Email A0OIeEs Prafemmad
- D +] ||=
Instant Message 105 |2 Personalize | Find | View &1 | B | B First B 5 o7 1 B Laer
“IM Protocol “IM Domain “Network ID Prafemmed
- O =
[® save |[=1 Motity || 4 Refresh | [Ev 2aa |4 UpdateiDispiay |[£] inciuse History || 5 Gomest History |
11. Click the Add Address Detail link. The Address History page appears. The

Address History Effective Date should be the same as the Primary Name and
Biographical History Effective Dates.
Address History

Address Type Home

Address History Find First B 1 of 1 B ast
*Effective Date D5/15:2015 | Address =
Country [USa '}
#5tatus & C
dd A:-:rassg@
15 ) Ok [ Corce | Refresn |
12. Click on the Add Address Link. The Edit Address page appears.

Edit Address

Country United States
Address 1 [i24 Main

Address 2
Address 3

City [Minneapolis State MN

Postal (55415
County

[ oc ] [conca ]

P
Q Minnesota

13. Enter the Address Details.
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14.
15.

16.

17.
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Click OK to exit the Edit Address page.

Click OK to exit the Address History page.

[ Biegraphical Detaic || Contact Information || Regional || Organizational Reiationships |

Empl ID NEW
Cument Addresses Personalize | Find | View Al | &0 | B First B 1 o7 1 B Laet
Bdness Typs A8 O Dats Status LOHANSES
Homs DBAE20IE A @
Phane Information Personalize | Find | View All [ (2 | B Fiest ] 1 07 o BB Last
Q= Typs Talaphons Extsnsion Prafarmad
- ] = =]
mail Addresses Perzonalzs | Find | View Al | 0 | B pirst [ 1 o 1 B Lot
“Emall Typs “Emall AGOress Frafammad
- 0 EE
- — -
Instant Message 1Ds (2 Personalze | Find | View Al | 2 | 3 First B 1 of 1 B Last
“IM Protocol “IM Domsin “Natwork ID Frafarmad
- o ® =
18 Save |[=1 Notify ][4 Refresn | [E+ aa |[ £ UpdsteiDispiay |[ £ Incuds History |[ 52 Comect History |

Enter the Phone and Email information. You may need to update after the
City/Business e-mail account has been created.

Click on the Regional Tab.

| Biographical Details || Contact Information " i || Organizational Relationships

Person ID NEW

B ysa
Ethnic Group Find | View Al First B 1 of 1 B Last
Regulatory Region USA A United States EHE
Ethnic Group Q
] Primary
History Find | View &l First [ 1 o 1 B Laet
- .. EHE
Effective Date = Date Entitled to Medicare W
Citizenship (Proof 1) Citizenship (Froof 2)
[#I Eligible to Work in U.5.
Veteran
Military Status -
Military Discharge Date Edit Dizcharge Date
Smoker History Personalize | Find | View 1 | 22 | B First B 1 of 1 I Last
*$moker *4s of
- i BEE
[i8) save |[i=1 Notity |[ 4 Refresn | [E+ Add [ UpdsteiDispiay ][] Include History | [5# Comect History

Biographicl Detsils | Contact Information | Regional | Organizational Relstionships
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18.

19.

20.

21.
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Enter the Ethnic Group. Do not select the NSPEC (Not Specified) value for

employees.

[ Eiographical Detsils || Contact Information || Regional || Qrasnizstionsl Relationships |

=11

Ethnic Group

Regulatory Region US4 QA g
Ethnic Group q
DPrimary

Histony
Effective Date

Citizenship (Proof 1)

[#I Eligible to Work in U.5.

Veteran

Military Status
Military Discharge Date

Smaoker History

“Smokar

|aSaue |||:| Natify ||q, Refresh |

Biographical Details | Contact Information | Regional | Organizational Relationships

*igof

Person ID NEW

First 1 1 of 1 8] Last
EE

Find | View All

First B 5 o 1 B Lt

Find | View Al
EE

Date Entitled to Medicare )

Citizenship (Proof 2)

Edit Discharge Date

Personalize | Find | View Al | (20 | B First B 1 of 1 [ Last
5 FHE

||§', Add ||£| Update/Display ||.5[ Include History ||.§p Correct History

Enter the Military Status if it is provided.

Select the Organizational Relationships tab.

| Biographical Details || Contact Information ” Regionsl || Organizational Relationships |

Choose Org Relationship to Add

[ Person of Interest

Select Checklist Code

Person ID MEW

[Zs Add |[£ UpdsteiDisplay ][ Inchude History |5 Gomeot History

18 Save | [=1 Notify |[ 4 Refresh |

Biographical Details | Contact Information | Regional | Organizations| Relationships

Click on the Add Relationship button.
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22. The Work Location page appears. Select the Reason for Hire.
o For Appointed Employees — select New Hire Regular
e For Temporary Employees — select Temporary

[iaork Losationy] [ Job Information || Job Labor |[ Payroll |[ Salary Plan | Gompensation || Classification Hours |

Cam TEST

Work Location (2

Empl ID 123452

Empl Record 0

*Effective Date [08/15/2018 )

Effective Sequence

0|

HR Status Active

Find  Frst W11 o5 1 8 Lot

[(mrerm ]+ -

23.
24,

25.

26.

27.
28.

-
comet

CITY OF MINNEAPOLIS
ENTERPRISE TECHNOLOGY

*hction Hire -
Reason -
*Job Indicator Frimary Job -

Current ]

Payroll Status Active

Position Number!

Position Entry Date i

Position Management Record
ulatory Region|USA Q
*Company Q
*Business Unit[MFLUN Q eapais 1N
*Department Q
ent Entry Date 1 °
Q
Q

United States

*Location
stablishment 1D Date Created 08/152015
Last Updated Oprid schetcxd
Last Start Date D&/15/2015 Last Updated Date DS/15/2015 5:33:51FM
Expected Job End Date W
Benefits Frogram Farticipation

Job Data Emplayment Cata Eamings Distribution

[oc [ oo J[ ey | s Refresh
Work Location | Job Information | Job Labor | Pavroll | Salany Plan | Compensation | Classification Hours.

Temporaries need to have an Expected Job End Date entered (based on
Union Contract).

Enter the Position Number for City and Park Appointed regular employees.

Enter the Company.
e MPL — Minneapolis (City & Park)
e MPH —Public Housing (MPHA)
e NRP — Neighborhood Revitalization Program
e YCB - Youth Coordinating Board

Enter the Department Code — always xxx0000.

Enter the Location or change, if necessary.

Verify Establishment ID — defaults to MPL.
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29. Click on the Job Information tab. The Job Information page

| Work Location || Job i " oJob Labor ” Payroll " Salary Plan ” ‘Compensation " Classification Hours |

Cam TEST Empl ID 123452

Empl Record 0
fion (2 Fid  First B 1 of 1 B Last

Effective Date 08/15/2015

Effective Sequence 0 hetion Hirs
HR Status Active Reason
Payroll Status Active Job Indicator Primany Job .
Current 0
*Job Code Q
Entry Date W
Supervisor Level 4
Supervisor 1D Q
Reports To Q
*RegulariTemporary Regulsr - *Full/Part | FullTime -
Empl Class - *0fficer Code Mon-Sworn -
Regular Shift Not Appiicable Shift Rate
*Classified Inde Classified - Shift Factor
Standard Hours (7
Standard Hours 40,00 Work Period W O Waskly
FTE 0.000000|
Contract Mumber (7
Contract Number a Next Contract Numbsr
Contract Type
=l
Job Data Employment Data Earnings Distribution Benefits Program Participation
appears. Lo Lo ][ ey ]
30. Enter the Job Code.
31. Verify the Reports To field is correct:

e Enter a Supervisor ID for temporary employees or verify the Reports
To data for an appointed and/or regular employee

e The system requires that one of the two fields be entered.

¢ If the Reports To field is incorrect, contact your HRIS Admin.
32. Select the Regular/Temporary status.
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Notes on
Reg/Temp
Status
Codes
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Reg
(Permanent)
Code

City and Park - This code is used for employees
considered to be Permanent employees. For Certified
jobs in the City and Park this includes all employees
defined as permanent in the Civil Service Rules. This is
also used for uncertified employees who are considered
permanently employed.

Other Independent Boards & Agencies - This code is
used for permanent employees of the board or agency,
however that may be defined.

Temp
(Temporary)
Code

City and Park - This code is used for employees
considered to be Temporary employees. For Certified
jobs in the City and Park this includes all employees
defined as temporary in the Civil Service Rules,
including certified temporary employees, “permit”
employees, outside trades and any other employees
who are working only temporarily.

Other Independent Boards & Agencies - This code is
used for temporary employees of the board or agency,
however that may be defined.

Seasonal
Code

City Council Departments: This code is used for those
employees who are currently categorized as Seasonal
by collective bargaining agreement or Civil Service
Rules, most of whom work in Public Works. For City
Council departments this code has significant impacts
for Benefits and Payroll.

Park - This code may be used according to the
business needs of the Park for uncertified employees.

Other Independent Boards & Agencies - This code
may be used in whatever way the independent board or
agency finds useful.

ACA-
Seasonal
Code

ACA Seasonal status is used to identify those jobs for
which we are not required to offer immediate health
care coverage. To date, the following City jobs have
been identified as ACA seasonal. These jobs/positions
start at the same time each year (or election year) and
have an expected duration of six months or less.

Job Code Job Title

C03810 Election Judge — C

C03820 Student Election Judge

C9075C Seasonal Environ Health Tech - C

C09490 Urban Scholar Intern-Graduate — C

C09495 Urban Scholar Intern-Undergd — C

C07500 Step Up Program Intern — C

C09750 METP Summer Youth 9063

4

Minneapol?

43 City of Lakes




Notes on

Empl Class
Employment | class | Description SEEE
Status City and Park ONLY: Used for all employees hired through the
i Central HR Staffing Process who are Classified and Certified
C Certified (Civil Service) It is also includes MERF employees who have

(Classified) | civil Service Classified Status.

Other Independent Boards & Agencies - Should not be used.

City and Park - Used for employees currently considered
appointed and not in a certified job code and who are not
Charter Department Heads.

A Appointed  “Gther Independent Boards & Agencies - May be used in
whatever way the board or agency finds useful, or not used at
all if appropriate.

Charter City and _Park- Used only for those positions defined by the

H Department State Legislature as Charter Department Heads.

Head Other Independent Boards & Agencies -Should not be used.
City and Park - Used only for Mayor and City Council
Members

E Elected Other Independent Boards & Agencies - May be used in
whatever way the board or agency finds useful for any elected
positions, or not used at all if appropriate.

All Departments, Boards & Agencies - This code must be
Outside used for all people who are not City employees but are hired
T Trades through the unions as “outside trades” employees and paid

through the City’s payroll system.

City and Park - Used for non-certified employees who do not
fit into any of the other categories; including Elections Judges,
Uncertified Summer Youth and other Work Program participants

U Order Other Independent Boards & Agencies - May be used in
whatever way the board or agency finds useful, or not used at
all.

City and Park - This code is generally used for employees who
do not fit into any of the other classes or are different from
other uncertified employees. Examples would be the following:
Board and Commission members who are compensated
L Ancillary through the payroll system; Paramedics and Medical Support
team members employed as needed by the Police Department;

Other Independent Boards & Agencies - May be used in
whatever way the board or agency finds useful, or not used at
all.

34. Change the following fields as necessary — Classified Indicator; Full/Part,
Officer Code and Standard Hours.
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Notes on
Classified
Indicator

Classified
Indicator
Code

Description

WHEN TO USE:
¢ Record No. ‘0’ - PRIMARY (ZERO) RECORD CODES
e USE FOR HIRE, REHIRE, OR APPROPRIATE JOB
CHANGE ACTIONS

A

Legislative
Appointment

Appointed employees and Charter Department Heads who
are not political appointments (see code Q).

Cc

Classified

Employees certified through Central HR (Civil Service)
staffing process for City & Park Jobs.

Grant
Employee

Employees who are not certified but are hired on long-term
projects funded by grants and given benefits as if they
were regular (permanent). Call Central HR/HRIS for
assistance if you feel this code is appropriate.

Requires an Expected Job End Date

Permit

Temporary employees hired into Certified Job Codes of
the City and Park (except Park Board "Code 8" employees
— which would be code U).

Excludes Outside Trades workers

Requires an Expected Job End Date

Political
Appointment

Appointed support staff, such as administrative support for
Mayor and City Council Members.

Casual

Outside Trades workers whose Health & Welfare is paid
to the union hall by the respective salary authority (City,
Park and MBC).

Temporary

Election Judges

METP - Summer Youth and related work programs
Park Board Summer Teen Workers

Requires an Expected Job End Date

Unclassified

Used for City and Park temporary employees who are not
in any of the other categories. Examples include: Elected
Officials, Police Department Medical Support Team
members, and Park Board "Code 8" employees.

Includes Student Interns (one year limit) and also
requires an Expected Job End Date

Classified
Indicator
Code

Description

ADDITIONAL RECORD CODES (Record Numbers Greater
than Zero):
. TO USE FOR ADDITIONAL ASSIGNMENTS OR
APPROPRIATE JOB CHANGE ACTIONS

Detail

Regular (permanent) certified employee assigned to work in a
different Job Code instead of his or her regular (permanent)
Job Code (6 or 12-month limit, check the contract). Also
includes Restricted Work and Return to Work Details.

May require Expected Job End Date

Concurrent
Job

Regular (permanent) employees assigned to work sporadically
in a different Job Code over an indefinite period of time OR any
non-permanent employee working in more than one Job Code
at the same time. Also includes Workforce Utilization
additional records.

PW Dual
Certification

Public Works employees who have successfully completed an
approved apprenticeship program for one of the following:
Asphalt Raker; Lead Pipelayer |, Il and Ill or Cement Finisher.

4
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Notes on Full
[ Part /
Intermittent

35.

36.

-
comet

CITY OF MINNEAPOLIS
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All Departments, Boards & Agencies: Used for

Time | onaregular basis. This varies between 40 hours
and 54.6 hours per week.

Full employees who are working a full-time workweek Standard Hours:
30-40

All Departments, Boards & Agencies: Used for

day or two at a time. Itis used for employees
who would be considered as employed on an “on-
call” basis.

P_art employees who are working less than a full-time Standard Hours:
workweek on a regular basis.
All Departments, Boards & Agencies: Used for
employees who are working on an intermittent
basis. For example, an intermittent employee
Intermi | may work full or part time workweeks on an Standard Hours:
ttent | occasional basis, or may work sporadically for a 1-19.99

Click the Job Labor Tab. The Job Labor page appears.

| Work Locaton | Job Information |[[dobibatsmed( Fayroll | Salary Fian |[ Compensation || Glassification Hours |

Cam TEST 35 Empl ID 123482
Emphyes Empl Record 0
Labor Information (# Find

Effective Date 0&/15/2015

Effective Sequence 0 Action Hire
HR Status Active Reason
Payroll Status Active Job Indicator Primary Job .
current ]
Bargaining Unit a
Labor Agreement a
Labor Agreement Entry Dt #
Employee Category a
Employee Subcategory a
Employee Subcategory 2 a
Position Management Record
Union Code
Union Seniority Date )
Works Council 1D
Labor Facility ID Q
Entry Date &
[ Stop Wage Frogression
[ Pay Union Fee
[ Exempt from Layoff Reason Q
Pssigned Seniarity Dates (7 Personalize | Find | View Al | 2 | B First B 1 of 1 B Last
Ssniority Dats Control Valus “Labor Ssniority Date Cvarrids Cvarrids Reason
Recalculate Seniority Dates
o Dsta Employment Datai Esimiings Distibution i Benefits Frogram Participation
Verify that the Union Code is correct.
. - )
e Thefiled is ‘view only’ and cannot be changed.
e If incorrect, contact your HRIS admin.
—
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37.

38.
39.

40.
41.

42.

43.

i
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Click the Payroll tab. The Payroll page appears.

| Work Location || Job Information " Job Labor || Fayroll " Salary Flan || ‘Compensation " Classification Hours |

Cam TEST Empl ID 123482
Employee Empl Record 0

Payroll Information | §

Effective Date 08/15/2015

Effective Sequence 0 Action Hire
HR Status Active Reason
Payroll Status Active Job Indicator Primany Job

Current ‘_]

*Payroll System Payrell for North America -
Payroll for Morth Amesica (7
Pay Group a

Je

Employee Type

4 a Holiday Schedule
Tax Location Code a *Tipped
GL Pay Type ° FICA Status Subject
Combination Code

Job Data Employment Data Earnings Distribution Benefits Program Participation

| 0K " Gancs ” Apgly |
Wark Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Classification Hours

Enter the appropriate Pay Group (Exception — XXE or Positive - xxP).

Verify that Employee Type defaults to hourly for non exept employees. |If the
employee is exempt, the employee type should be salaried.

e Salaried (S) = Exempt employee
¢ Hourly (H) = Non-exempt employee
Enter MPLMN in the Tax Location Code.

Click on the Salary Plan tab. The Salary Plan page appears.

| Work Location || Job Information || Job Labor || Payrll || Salary Flan || Compensation || Classification Hours |

Travis Smith ID 032024
Emiployes prd 2
Salary Flan Find | View Al First B 1 of 1 B Last

Effective Date 01/20/201"
Effective Sequence 0 Hction Assignment End
HR Status Inactive Reason End Additional Assignment

Payroll Status Terminatsd Job Indicator Secondarny Job
Currznt _]

Salary Admin Plan FMNE
Grade 07 Grade Entry Date 04/04/2004 &
Step |4 Q Step Entry Date |04/04/2004 |3
[ Includes Wage Progression Rule
Job Data efoyment Data Earnings Distribution Benefits Program Participation Classification Hours

[ Save |[& Retum to Search ][+ Previous in List |[+£ Mextin List |[=) Notify | [ & Refresh | | Usczi=Cizo=y [ £ Include History ][ Gomect History |

‘Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Classification Hours

Verify the Salary Administration Plan and Grade. These fields are ‘view
only’ and cannot be changed.

Enter the appropriate Step. This information should be on the hire form.

4
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Click the Compensation Tab. The Compensation screen appears.

| Work Location ” Job Information " Job Labor || Bayroll " Salary Flan || C

" Clas=sification Hours. |

Travis Smith

Empl 1D
Employes Empl Recor|
Compensation |§

Effective Date 01/20/2011
Effective Sequence 0
HR $tatus Inactive

Payroll Status Terminsted

Compensation Rate

878000050
b Comparstive Infarmation |7

b Pay Rates (7

Pay Components | §

| || Controls ” Changes || Conversion | [beal]

“ists Cods saq Comp Rats Cumsncy
' NAHRLY | [ 8.780000[F [usD

Job Data Employment Data

Eamnings B-istribl.tior Eenefits Program Participation

Find  First B 1 of 1 B Last
Action Assignment End
Reason End Additional Assignment
Job Indicator Secondany Job

Current 0

*Frequency H Hourly

Find | (2 | B8 First B 1 of 1 B Last

Fragquancy Parcant

a [ Q *

Classification Hours

||;l3aue||;.; Return to Search ||n:_ Frevious in List ||u:_ Mest in List ||.‘-'_ Noﬁly||4:;ﬂe[mh| L

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Classification Hours

ndzt= Tizpl |z| Include History ||@ Comect History

Under Pay Components, enter the Rate Code to populate the Compensation

Rate.

VERY IMPORTANT - if Default Pay Components is not selected, the
employee will not be paid because there will not be a base rate of pay.
After you click the Default Pay Components, the pay components will
populate with a NAHRLY rate of pay. You will receive an error message if
you attempt to save the record without clicking the Default Pay

Components.

48
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Click the Earnings Distribution link at the bottom of the page. The Jobs

46.
Earnings Distribution page appears.

|| Classification Hours |

| —_— - Distri -
Travis Smith Empl ID 032024
Employes Empl Record 2
Earnings Distribution Type (7 Find First M 1 of 1 B Last
Effective Date 01/20/2011
Effective Sequence 0 Action Assignment End
HR Status Inactive Reason End Additional Assignment
Payroll Status Terminated Job Indicator Sscondary Job
Current a

Work Period Waskhy

Compensation Rate & 72000051
Compensation Frequency Hourhy

Standard Hours 0.00
*Earnings Distribution Type By Fercent
Find  First B 107 1 B Last

Job Earnings Distribution (#
+|[=

Earnings Code Business Unit  Percent of Dis|
REG Regular Earnings. MPLMN 1060, 000
Earnings Chartfields 17
Combination Code 115007104122 Edit ChartFighis

Job Data Employment Data Earnings Distribution Benefits Program Participation Classification Howrs

=ity | [ £ Inclde History |||§ Comact History

[ 82ve |[& Retum to Ssarch | [+ Previous in List |[*E Mextin List [ Netify |[ 4 Refresn

Job Earnings Distribution | Classification Howrs

47.
rows if you have multiple earnings distribution.

Click Edit ChartFelds link. The ChartField pop-up screen appears.

ChartField Common Compenent

48.

5

ChartField Detail
Search Options
Combination Code 115007104122 @ Combination Codes
ChartField Detail
sccount Departmant Fund Coda Fund Task

Enter the Percentage of Distribution. Click the plus sign (+) to add additional

Enter the the Combination Code and click Return. Use the magnifying glass

49.
to search. Do not search using the Search Options box.

d
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50. If this is a ‘Rehire’, click on the Employment Data link.

[ Job Earnings Di |[ Cis=sification Hours |

Travis Smith

Earnings Distribution Type |
Effective Date 01/20/2011
Effective Sequence 0
HR Status Inactive
Payroll Status Terminated

Compensation Rate & 78000050
Standard Hours 0.00
*Earnings Distribution Type By Parcent

Job Eamings Distribution |2

Earnings Code Business Unit
REG Regular Esmings MPLMN

Eamings Charifields (7

Combination Code 115007104122~

Job Data Employment Dats

Earnings Distribution

Empl ID 032024
Empl Record 2

Find  First B 1 of 1 B Last

Action Aszignment End

Reason End Additional Assignment

Job Indicator Secondany Job
Current j
Work Period Weskly
Compensation Frequency Hourhy

Find  First B 10 1 B Last
A=

Percent of Distribution
100.000

Ediit ChartFiskds

Benefits Program Participation Classification Hours.

[ Save |[A Retum to Search |[+E Previous in List |[*E Nextin List |[=) Notify |[ @ Refresh | 1| U

[ Includs History | [ Gerrzct History

Job Eamings Distribution | Classification Hours

B
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52.

53.
54.
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The Employment Information page appears.

[ E T ion| [ Classification Hours |
Travis smith Empl ID 032024
Emiployes Empl Record 0

Organizaticnal Instance (3

Organizational Instance Red 0 Original Start Date 08/05/1325 | F override
Last Start Date 05021/2002 First Start Date 05/21/2002
Termination Date Years Months  Days
0Org Instance Service Date 02VZ21/2002 I Override w 11 ] 26

Organizaticnal Assignment Data 1§

Instance Record
Last Assignment Start Date 050212003 First Assignment Start 09/21/2003
Assignment End Date
Home/Host Classification Home Years Months Days Time Reporter Data
Company Seniority Date (5/21/200% O override » 11 g il
Benefits Service Date 0%v21/2003 O override ¢

s 11 g il

Seniority Pay Cale Date 02/21/200% O overri # ] il
Probation Date () Leave Accrual Date | D8/05/1535 |5
Professional Experience Date [D8/05/1335 &) st Verification Date i

Business Title Position Phone
P usa
ob Diata Employment Data Earnings Distribution Benefits Program Farticipation Clzzsification Hours
|uSave ||,:'\ Retum to Search ||rl=. Frevious in List ||AI=. Next in List ||_‘-‘_ Motify ||¢., Refrash | =] Updatel DEpisy |.E| Include History ||E! Comect History |

Employment Information | Classification Hours

If this is a rehire, change the Professional Experience Date to match the
effective date of the rehire.

¢ VERY IMPORTANT — This date must be changed for rehires, so they
will not earn longevity pay.

If this is a rehire, change the Leave Accrual Date to match the effective date
of the rehire. Override the Benefit Service date to match Leave Accrual Date.

¢ VERY IMPORTANT — This date must be changed for rehires, so they
will not earn vacation and/or sick leave.

Click the Job Data link and click OK to save the record.

After completing the hire, you may also update the Emergency Contact and
Driver’s License for the employee.

e Employee Contact: Workforce Administration > Personal Information >
Personal Relationships > Emergency Contact

e Driver’s Licenses Data: Workforce Administration > Personal
Information > Biographical > Driver’s License Data

4
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56.

i
comet

CITY OF MINNEAPOLIS
ENTERPRISE TECHNOLOGY

As an HRIS Field Representative, you need to enter and/or update the tax data
pages for a new employee. This is the HRIS Field Representative’s only
payroll function in COMET. All other payroll processes are handled by the
Payroll Representatives.

You will need to navigate to the COMET Home Page and click the following.
Select Update Employee Tax Data.

Payrall for Morth America
Employee Pay Data CAM

Employee Pay Data USA
Tax Information
| Update Employee Tax Data | @

Payroll for North America > Employee Pay Data USA > Tax Informationi >
Update Employee Data

The Update Employee Tax Data search page appears. Enter the Employee
ID and click on Search.

Update Employee Tax Data

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value |

+ Search Criteria

Empl 1D: begins with |: |
Company: begins with - O

Name: begins with

Last Name: begins with +

Second Last Name: begins with

Alternate Character Name: begins with

[ Include History [ Correct History [ Case Sensitive

| seameh || Giar |Basic Search [g) Save Search Criteriz

4
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57. The Federal Tax Data page appears. Click the ‘plus sign’ (+) to insert a row.

[ Federal Tax Data | State Tax Dats | Local Tax Data |

Travis Smith Ferson ID 032024

Tex Data (2 Find | View Al First 8 107 1 B Last
Company NF inneapalis + = @
*Effective Date (01/01/2007 |
Updated By System e Last Updated 01/18/2007

Federal Withholding Elements 17
*5pecial Withholding Tax Status Mons -
*Tax Marital Status piaried v pared
[ Check here and select Single status if married but withholding at single rate.
Withhelding Allowances

Additional Amount $0.00)
Additional Percentage 0000
*Earned Income Credit Status Mot applicable hd

Exempt from FUT
[ W-4 Processing Stahs  (§
[ Lock-In Letter Details (7
I State Tax Optiors 7

[+ Tex Treaty/Non-Resident Data (§

[ Save | [ Retum to Saarch |[+F Pravious in List |[#5 Mextin List |[=) Notify ][ Refresh | 1 UsezioCicsy [£] Inchuds History | [E* Gamest History |

Federal Tax Data | State Tax Data | Local Tax Data

58. Change the Effective Date, so it reflects the date after the hire date. Update
the witholding allowances as listed on the hire form or the W4.

59. Click on the State Tax Data tab.

60. The State Tax Data page appears. Update State Information as listed on the
hire form or the W4, and Save the record.

[ Fegeral Tax Dats || State Taw Data || Loc! Tax Dats |

Travis Smith Ferson ID 032024
Tex Data (7 Find | View Al First B 1 07 2 B Last
Company MFL City of Minnespolis Effective Date 08/18/2015 =
State Information Find | View Al First B 1 of ¢ B Last
*State|MN @,  Minnesots 1=
] Resident Ul Jurisdiction
[T Hon-Residency Statement Filed Exempt From SUT
Stai= Withhalding Elements (7
*Special Withholding Tax Status None -
*Tax Marital Status|)s @, [Mamied =
Withholding Allowances
Additional Amount $0.00)
Additional Percentage 0.000|
Additional Allowances E
-n Letter Detais (7
[ Save | [& Retum to Search |[tE Previous in List |[*E_Mextin List |[[=) Netify |[# Refres | 1| Usizi=Cocey [ Inchude History | [2 Gomect History

Federal Tax Data | State Tax Data | Local Tax Data

The effective date carries over from the Federal Tax Data page.
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Exercise

Overview Add a direct hire.
Duration 30 minutes
Scenario In this exercise, you will hire a temporary employee into your department

using the hire form provided. Make sure you document the employee id on
the hire form, because we will use the employee again during the training
session.

Notes:

o d
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Applicant Hire

i
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Data for an applicant is sent over to HRIS from TeamMinneapolis
(NeoGov); Information transferred includes:

o Personal data displayed on the Personal Information pages
e Primary position information defaults into the Job pages
e Job Opening status is set to closed

HRTS Administration works with Strategic Workforce Solutions to ensure
that applicant/employee data is processed correctly. If you need
assistance with this process, contact HRTS Administration for assistance.

4
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Position Management

Position
Management

E
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Human Resources along with Finance and Property Services took an in-
depth look at position management in order to see how we could manage
and maintain accurate information. After much discussion the following
decisions were made that will have an impact on how position
management will be used in the new 9.2 COMET System.

Partial position management will continue to be the standard; all regular
employees should be in a position. This allows Central HR and the Budget
Office to monitor the actual and budgeted FTE’s for permanent budgeted
positions. Temporary employees will not be in positions except in special
cases. For example Election Judges and summer youth works at the City
and Park Board

Override Position Data will not be an available on the employee job record.
HRTS Administration will need to be contacted to have changes made to
the position and/or the employee.

An online position management form will be rolled out during phase two of
the upgrade.

tion, || soecms mommetin || uaget ana ncumoens

Fesition Information Find | View All First (4] gora I L2t

Position Numbsr 00000058 +||=

Headeount Status Fllled Cunrent Head Count 1 out of 1
“Effsctive Date 01420 |5 ~status Acthe -
—Y
Foeakon [NEWIL iew Posiion Action Dats 010111901
“Position Status Approved - status Dats | 012011201 i Ol key posttion
Job Infionm. Stion
“Business Unkt e (O Minneapolls MN Employes Clzss | Cenied hd
Job Code | 2510C [ Consir Maint Laborer-C Manager Lavel  Non-Manager
*RegVTamp Reguisr - “FullPart Tima | Fulk-Time -
“Reguiar Shirt  not Apolicaniz - Union Cote |CLE |0 Lanorers Local 363-CRy
Tiths | Comstr Malnt Laborer-C Short Tite [ChL Dietaliod Pashion Desarigton
Work Location
“Rag Region |USA O, Unkzd SiEes
Department |£300000 0, P - SURFACE WATER & SENVERS Company wEL CRy of Minnazpolls
Location |cE300 O, Pun s Sswers
Reports To (s} Dot-Lins (s}
Supsrvisor Lvi a, Sscurity Clearancs a,
Salary Plan Informaticn
Saflary samin Pian [c15 |0 Grags aQ, step| |Q,
standard Hours|  40.00 Whork Period |1V T Wieskly
Mon Tus Wed  Thu Fri sat Sun

F Buyss

Unpitted on Updtated By

[@ 59 |3 reumbseen |[tF eemsnus |[4 sesnus |[2) sow | [ ac |[#1 vpseospm | 5 oo [ comearssy
.
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Position HRIS Field Representatives will need to work with their respective

Management departments to ensure position data is correct before the job is opened for

Checklist application; it must be correct before the hire and/or promotion is sent over
to HRIS from TeamMinneapolis. This includes but is not limited to the
following fields on the position. The following is a checklist of items:

Ensure that the position is vacant or will be vacant by the time of
hire

Job code/job title is correct

Full-time/Part-time status is correct

Department is correct (especially important for Public Works)
Location code is correct

“Reports to Position” is correct

NEOGOV position is correct in HRIS

Look for vacant positions

Remember — Override Position Data will not be available to users in the
new HRIS system.

e
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Combo Codes

Combo Codes

Project Combo
Codes

E
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A combination code (combo code) is a key that defines a combination of
ChartFields. When processes are run to post transactions to the Finance
general ledger, the combination code identifies the ChartFields to include on
each transaction. A valid combination code is a combination of ChartFields
that are valid in general ledger.

New combo codes are generated by Finance (project and non-project codes)
and are ‘pushed’ into HCM, as shown in the diagram below:

Activities designated on
Template will be used to
create Speedtypes on the
custom Speedtype Table

Create a Project from
Template per Request

>

Speedtypes for each

s s ™
Upon clicking a trigger the
|:> unique combinationin the
Custom Speedtype Table
s ~
The combinations will be

Custom Process will create
(. - /
sent over to HCM via the

-

delivered Integration
Broker with two custom
updates

Timesheet Combo Codes

will be available to display

with custom search or via
delivered search page

.

HRIS Field Representatives, Timekeepers and any City employee who
performs time entry needs to be aware that new combo codes are
continuously being created. Time entry needs to be entered against the
proper combo code.

Naming Conventions:
* 15 Character PROJECTID (Green)
* 7 Character ACTIVITYID (Black)
» 3 Digit Auto-number (Blue)
+ Example of a Project Combo Code: 680F01090000000BM01000001

+ If the PROJECTID or ACTIVITYID doesn’t equal 15 or 7 characters
respectively, then the rest would ‘0’ fill

* For the first occurrence a PROJECTID and ACTIVITYID, the
Autonumber (sequence number) will be 001

*  Where the PROJECTID and ACTIVITYID are the same, the
Autonumber (sequence number) will be set to 002, 003, 004, etc.

4
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Non-Project Non-Project Combo Codes:

Combo Codes .

Fund (Green)
Department (Black)
If there is no Project (Red dash )
If f there is no Task (Blue dash ‘-’ or additional characters)
Examples of Non-Project Combo Code:
= 001008200230--
= 115007101251-710PL76

For additional information on using Combo Codes, contact the Department
Account team.

Summary

-
comet

CITY OF MINNEAPOLIS
ENTERPRISE TECHNOLOGY

A direct hire is a person hired as an appointed employee, a temporary
employee or hired into one of the various independent boards and
agencies. The direct hire process requires the HRIS Field

Representative to manually enter the personal data, followed by the job
data for the employee.

NEOGOV is the HR software application that automates the entire
hiring process for applicant hires.

4
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Exercise

Overview Verify data sent from TeamMinneapolis
Duration 20 minutes
Scenario In this exercise, we will review new employee information sent from

TeamMinneapolis

comet Minneapolis
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CHAPTER 5: EMPLOYEE MAINTENANCE

Objective Because of the interrelationship between HR, Payroll and Benefits,
aspects of timely and accurate entry of significant information is critical.

While HRTS Administration and Payroll do audit data, it is ultimately the
HR Field Rep who will perform most of the data entry into the system.

Key Terms e Additional Assignments

An additional assignment can be a concurrent job, a detail,
restricted work detail and/or a workforce utilization detail.

o Exception Pay Employees
Exception employees are all of the exempt and some non-
exempt employees who will be paid based on the standard
hours on their job records. NOTE: Some exception employees
who have additional jobs (details and concurrent jobs) will have
to be changed to hourly for correct time entry.

¢ Positive Pay Employees

Positive pay employees are hourly employees whose daily time
must be keyed into timesheets. Most of the time, these
employees are hourly, non-exempt employees. But, they can
also be exception employees who have additional jobs with
employee records greater than ‘0’.

e Salaried
COMET tracks and treats salaried employees differently.
Salaried employees receive 1/26tth of their stated compensation
each pay period, regardless of the number of hours reported.
Payroll representatives need only key time that is an exception,
e.g., sick and vacation.

Overview This chapter will cover the common maintenance activities with the
employee record, including:

e Job Change Actions

e Additional Assignments / End Additional Assignments
e Leave of Absence

e Pay Rate Changes

e Terminations

— 4
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Employee Maintenance

Employee
Maintenance

Department HR Field Representatives enter hires and other actions and
information about employees in their department into the COMET system.
Using approved and authorized forms, the HR Field Representatives must
complete all pages for:

e Personal

e Job

e Employment and Tax Information related to job changes
e Personnel actions

¢ COMET information updates

Because of the interrelationship between HR, Payroll and Benefits, aspects
of timely and accurate entry of significant information is critical. While
HRTS Administration and Payroll do audit data, it is ultimately the HR Field
Rep who will perform most of the data entry into the system. In some
cases, the HR Field Rep will need to be proactive to obtain data needed to
ensure that employee data is current and up-to-date.

Employee maintenance, including rehires, can only be entered during
Employee Maintenance Weeks. A process is run to restrict any further
employee maintenance at 2:00 p.m. on Friday’s of Employee Maintenance
Weeks. If the HRIS Field Representative is not able to enter employee
maintenance prior to the 2:00 p.m. deadline, make sure to contact HRTS
Administration to ensure it is entered before the Payroll process begins.

Notes:

-
comet

CITY OF MINNEAPOLIS
ENTERPRISE TECHNOLOGY

4

Minneapol?

62 City of Lakes



Job Change Actions

-
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After hiring an employee, it is important to keep their HRIS records current
to ensure that all actions are properly documented to comply with policies,
laws, rules, and labor contracts. It is also necessary to ensure that the
employee is paid correctly and receives their entitled benefits.

Job changes and updates must be entered when:
e An employee moves from one position or job to another
e A position or job characteristic changes
e A change of pay or job earnings distribution occurs

Job Change Actions in COMET include:
e Rehires-*
e Promotions - *
e Demotions - *
e Transfers - *
¢ Reclassifications
e Temporary Assignment to Different Jobs (details)
e Concurrent Jobs (additional part-time jobs or occasional duties
¢ Pay Rate Changes
e Job Earnings Distribution Changes
e Pay Group Changes
* - Future NEOGOV functionality.

It is important to remember that a Job Change Action triggers changes
throughout the system, including HR, Payroll, Benefits Administration and
Time and Labor Processing. When a change is entered that involves a job
code or position, much of the appropriate data defaults into the employee
record. However, all of the defaulted data should be verified on the job
data pages.

Pay particular attention to the Compensation Page regarding the pay step
and hourly rates. Job Change Actions are generally reported using the
Employee Job Change Form or the Recommendation for Discharge,
Suspension or Involuntary Demotion Form.
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Additional Assignment

Processing Periodically, employees are temporarily assigned to work in job titles
Steps different from their regular jobs. An Additional Assignment can be a
concurrent job, detail, restricted work detail or workforce utilization detail.
1. Navigate to Workforce Administration > Job Information > Add Additional
Assignment

Workforce Administration
FPerzonal Information

Job Information
Contract Administration

Temporary Assignments
French Public Sector Jobs
Employment Categorization ITA
Review Job Information
Reports
Job Data
Job History (M)
Review Staffing Assignments
Add Employment Instance
Add Contingent Worker Instance
Other Payee

[ Add Additional Assignment |

2. The Assign Additional Job search page appears. Enter the appropriate
search criteria for the employee.
Assign Additional Job

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

= Search Criteria

Empl ID: begins with -
Name: begins with
Last Name: pbegins with « @
Second Last Name: pbegins with -
Alternate Character Name: begins with «

Middle Name: peagins with

[[] case Sensitive

| Search || Clear |Basic Search [§] Save Search Criteria

o d
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3. The Add Additional Assignment page appears for the selected
employee. Review the Assignments — if there is an inactive employee
record greater than zero, go to Job Data and re-use the inactive record
instead of adding another assignment.

Add Additional Assignment

Person ID 103659

Organizational Instance Find | View All First B 1 or 1 B Last

Organizational Relationship Employee | T e |
Organizational Instance 0

HNext Empl Red |1

HR Status Active
Pay Status Active
Effective Date 12/26/2014

Business Unit MPLMMN Minneapalis MN
Department 4000000 POLICE DEPARTMENT
Company p City of Minneapolis
ast Start 04/22/2002
Assignments @ Personalize | Find | (E] | i First B 1 or 1 B Last
Empl Record HR Effective Date Business Unit Department HomeiHost
0 Active 12/26/2014 MPLMMN 4000000 Home

LU Return to Search ||[Z] Notify || % Refresh
| I | |

Note: The system will not allow you to add multiple employee records
when the employee has an inactive record(s).

4. If no active record is available, click the Create Assignment button.

S d
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The Add Concurrent Job pop-up screen appears.

Date.

[Iork Location || Jobss—cgion |[ Job Lebor || Payroll |[ Salary Fian || Compensation |[ Classification Hours

11 Empl ID 103853

Employee Empl Record 1
‘Wark Location (2
*Effective Date|07/032015 ()

Calculste Status and Dates |

Position Number

Position Entry Date:
Position Management Record

*Regulatory Region|US&

= States
*Company
*Business Unit MFLMN neapolis MN
*Department

Department Entry Date.
*Location
Establishment ID

(1)

Job Data Employmant Data Esmings Distribution Benefits Program

‘Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Classification Hours

Enter the appropriate Reason.

Enter the appropriate Company.

Enter the appropriate Department.

Enter the appropriate Location.

Enter the appropriate Expected Job End Date.

Click the Job Information Tab.

66

Find  First B 1 0f 1 B Last

[ ootoren ] -

Current 0

Date Created 07/0%/2015

Last Updated Date  07/.08/2015 12:20:37PM

Last Asgn Start dssignment End Date Last Updated Oprid schetoxd
Expected Job End Date! i)

4
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13.
14.

15.
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Enter the Job Code. The job entry date must match the Effective Date of
the additional assignment.

Add Concurrent Job

| Work Location |[idoia || Jot Lsbor |[ Bayroll || Sslsry Pian || Compensation || Clssification Hours,
Empl ID 103859
Employes Empl Record 1
o Information (7 Find  First B 1 of 1 B Last
Etiective Date 071082315
Effective Sequence 0 Action Additional Job
HR Status Active Reason
Fayroll Status Active Job Indicator Secondary Job
Current J
*Job Code a,
Entry Date E0)
upervisor Level Q
Supervisor 10 Q
Reports To Q
*Regular/Temporary Regulsr - *FulliPart Ful-Time -
Empl Class - *Officer Code Non-Sworn -
Regular Shift Neot Applicable Ehift Rate
*Classified Inde Classified - Shift Factor
fows (7
Standard Hours 001 Work Period W | Waskly
FTE 0.000000] As of Date 0T/08/2015]5
Combined Standard Hours ~ 40.00 FIE 1.000000
Contract Number (3
Contract Number a Next Gontract Number
Contract Type
a=IE}
Job Data Empioyment Data Eamings Distribution Benefits Frogram Farticipation Classification Hours

[ ok [ camosl | Ay |

Work Lecation | Job Information | Jeb Labor | Payrell | Salary Plan | Compensation | Classification Hours

Enter the Empl Class.

Change the following fields as necessary: Regular/Temporary,
Classified Indicator, Full/Part, Officer Code and Standard Hours.

Click the Job Labor Tab.
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17.
18.

19.
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Verify the Union Code. The Union Code should be the same of the
employee’s permanent record.

Add Concurrent Job

[ Work Location |[ Job Information_[[ideiailabony][ Fayrol || Sslsry Plan || Compensation || Classification Hours,

Empl ID 103859

Employes Empl Record
Lsbor Infarmation (2
Effective Date 07/02/2015
Effective Sequence 0 Aetion Additional Job
HR Status Active Reason
Payroll Status Active Job Indicator Sscondary Job

Bargaining Unit
Labor Agreement

Labor Agreement Entry Dt
Employee Category
Employee Subcategory
Employee Subcategory 2

Union Code
Union Seniority Date

Works Council ID
Labor Facility 1D

Entry Date

Assigned Seniority Dates (7

R oL

Position Management Record
i
Q
i
[ Stop Wage Progression

[ Pay Union Fee
[ Exempt from Layoff Reason a

Personalze | Find | View a1 | (21 | B8

‘Saniorty Dats. Controd vaius *Labor Ssnionty Dats ‘Overnas ‘Overnos Reason
[ Recalculate Seniority Dates.
Job Data Employment Data Ezmings Distribution Benefits Frogram Participation

Click the Payroll tab.

Find  First B 1 0f 1 B Lot

Gurrent O

First B 1 of 1 B Lact

ication Hours

Click the ‘Positive’ Pay Group. The Pay Group on the employee’s ‘0’
record should be changed to ‘Positive’ Pay Group as well.

Add Concurrent Job

[ work Location ][ Jab informaton || Job Labor |[uaymeti]] sstary Fian || compensaton || cia

cation Hours |

11D 103859

Emplayzs 19 o
Payroll Information (2

Effective Date 0T/02/2015

Effective Sequence 0 Action Additionsl Job
HR Status Active Reason
Payroll Status Active Job Indicator Secondary Job
*Payroll System Payroll for North America -

Payrall far Narth Amesica (g

Pay Group
Employee Type
Tax Location Code

GL Pay Type
Combination Code

B

Holiday Schedule
Q “Tipped
FICA Status Subject

Job Data Emplyment Dats Earmings Distribution Banefits Program Participation

[ ok [ Cancel | aeply

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Classifi

ication Hours.

Click the Salary Plan tab.

68
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21.
22.

23.
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Enter the Step.

Add Concurrent Job
[ Work Location |[ Job Information || Job Labor || Payrol |[iSalanuPlanul] Compensation || Classification Hours

Empl |

Employse Empl Recor
Find | View Al First B 105 1 B Last

Salary Flan |7
Effecive Date 07/082015
Effective Sequence 0
HR Status Active

Retion Additionsl Job
Reason

Payroll Status Active Job Indicator Secondary Job
cument 0

Salary Admin Plan
Grade
Step o\
[Dincludes Mreg=—rrogression Rule

Eamings Distribution

Grade Entry Date W
Step Entry Date W
Classification Hours

Job Data Employment Data Benefits Program Participation

[ ok ][ cancel [ Aosy |
‘Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Classification Hours

For City Only: Calculate the step closest to the 5% of pay on permanent
record using base hourly rate. Non-represented employee’s step is set at
4%. Be sure to check the union contract for the correct percent of
increase.

Click the Compensation tab.

Click Default Pay Components.

Add Concurrent Job
[ Werk Location ][ Job Information || Job Labor || Payroll || Salary Plan |[iCompensations]| Classification Hours

Empl ID 103853

Employee Empl Record 1
Find  First B 1 of 1 B Last

Compensation |§
Effective Date 07/08/2015
Effective Sequence 0
HR Status Active

Action Additional Job
Reason

Payroll Status Active Johb Indicator Secondary Job

Currant —]

*Frequency H|Q, Hourly

Compensation Rate 0.00000050
b Comparative Infarmation (3
[ Pay Rates (7
[ DefauttPay G |
Pay Components (7 Find | 2 | B First B 1 o7 1 B Last
[Lamounts || Sontroi= |[ Cranges || Converson | [
*“Rate Code 28 Comp Rats Ciamancy Fraquancy Parcant
aQ 0| ) a, a, # =
Calsie Compersaten ]
Job Data Employment Data Earnings Di;nibn.tio@ Benafits Program Participation Classification Hours
N = N

‘Work Location | Job Information | Job Labor | Payroll | Sslany Plan | Compensation | Classification Houwrs.

Click the Earnings Distribution link.
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24.

Click the Edit ChartFields link.

Add Concurrent Job

First M 1 of 1 M Last

Current |

Job Earnings Di |[ Glassification Hours |
Empl ID 103855
Employee Empl Record 1
Earnings Distribution Type (2 Find
Effective Date 07/ 5
Effective Sequence 0 Action Additional Job
HR Status Active Reason
Payroll Status Active Job Indicator Secondary Job
Compensation Rate Work Period Weskhy
Standard Hours 0.01 Compensation Frequency Hourhy
*Earnings Distribution Type By Percent -

Job Earnings Ditribution | §

Earnings Code Business Unit

MFLMN

Earnings Chartfieks (7
Combination Code
Job Data

Employmant Data Eamings Distribution

[ o¢ |[cencel [ ey |

Job Eamnings Distribution | Classification Hours.

25.

ChartField Common Component

ChartField Detail

Search Optios
Cembination Code * @ Combination Codes
2 Speed Types
ChartField Detail
lwocount Department Fund Cods Fund Task ProjectiGrant
= Q Q@ = Q
[ e ]

26.

27. Click the Employment Data link.

Find

Percent of Distribution

Edit ChartFiekis

Benafits Program Participation

Enter the Earnings Distribution (funding string).

ety 1D

Resourca Typs

First M 1 of 1 B Last

¥ =]

Classification Hours

Q@ =t

Resourcs Catsgory  Resouros Sub-Category

Q

| o—
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The Professional Experience and Leave Accrual dates will default when the
record is saved.

[ |[ Ciassification

Emplayss
Organizstional Irstance (7

Organizational Instance Red 0

Empl 1D 103353
Empl Record 1

Original Start Date 04/22/2002

Override
Last Start Date 04/22/2002 First Start Date 04/22:2002
Termination Date Years  Months Days
Org Instance Service Date 04/22/2002 Override o 13 2 7
Organizational Assignment Data (7
Additional Assignment Record
Last Assignment Start Date First Assignment Start
Assignment End Date
Home/Host Classification Home Years  Months Days  Time Reporter Dats
Company Seniority Date [ Override ) a o
Benefits Service Date O override v Q Q o
Seniority Pay Cale Date [ Override Y 0 o

Probation Date 1)

Professional Experience Date

Business Title

Leave Accrual Date

 Verification Date W
Position Phone

Earnings Distribution

P usa

Job Data Empliyment Data

o[ cancel || aemy |
29 mpioyment Information | Classification Hours

lick OK to save the record. You will be returned to the Additional

Assignment page. Refresh the data to verify the additional assignment has
been added.

Benefits Program Participation Classification Hours

29.

End Additional Assignment

1. Navigate to Workforce Administration > Job Information > Job Data

Workforce Administration

Personal Infarmation

Job Information
Contract Administration
Temporany Assignments
French Public Sector Jobs
Employment Categorization ITA
Review Job Information
Reports

@
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The Assign Additional Job search page appears. Enter the appropriate
search criteria for the employee.
Assign Additional Job

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

= Search Criteria

Empl ID: peagins with
Name: pegins with -
Last Name: begins with - @
Second Last Name: begins with -
Alternate Character Name: begins with «
Middle Name: pegins with -

[l case sensitive

| Search || Clear |EIasicSearch B save Search Criteria

Click Insert a Row button (“+” sign).

[iawerLacationy][ Job Information || Job Labor |[ Payrol | Salary Plan || Gompensation || Glassification Hours

Empl ID 103553

Empiayss Empl Record 0
Wark Location (7 Find  First B 1 of 1 B Laet
*Effective Date |12/28/2014 W o[=
Effective Sequence| 0 faction Fay Rate Changs

-
HR Status Active Qeason Longevity Pay -
Payroll Ststus Active iestor Frimary Job -
Curent ]
Position Number [DD000E02 O
Position Entry Date 08232014
Position Management Record
Regulatory Region USA United States
Company MFL City of Minneapolis
Business Unit MFLIN Minneapolis MN
Department 4000000 FOLICE DEPARTMENT
Department Entry Date 05/14/2008
Location C4000 Folice
Establishment ID MPLS a City of Minneapoiis Date Created 1226/2014
Last Updated Oprid OneNightFay
Last Start Date 0412212002 Last Updated Date  12/26/2014 12:31.028M
Expected Job End Date 5
Employment Data Earnings Distribution Benefits Frogram Farticipation Classification Hours.
& Save |[&_Retum to Seareh |[=° Natify |[ 4 Refresn | ) UpszieDersy [ £ Inchude History |[5 Gomect History

Work Lecation | Job Information | Job Labor | Payroll | Salary Flan | Compensation | Classification Hours.

Enter the Effective Date.
Select Assignment End action.
Select the appropriate Reason — “End Additional Assignment”

Click Save.
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Leave of Absence

Overview If a leave is not entered, HRIS Admin time is spent tracking down the
status and what benefits are paid. The City may be out of compliance with
Federal Law, which can result in fines. Departments can incur unneeded
expenses, which are changed back to their operating budgets for City paid
benefits that the employee is not eligible for.

The FMLA process has been centralized at the City and is administered by
the FMLA Coordinator.

Other notes regarding Leave of Absence:

¢ Any absence longer than a pay period requires an entry in the job
record.

¢ The leave status determines eligibility for benefits. When someone
is on FMLA or budgetary leave, the City portion of medical
insurance is paid and VEBA passes through.

e The entry must be made in a timely manner, otherwise:
o HRIS Admin must research the problem
o Potential Federal fines
o Potential Department expenses
1. Navigate to Workforce Administration > Job Information > Job Data

Workforce Administration
Personal Information

Job Information
Caontract Administration
Temporary Assignments
French Public Sector Jobs
Employment Categorization |TA
Review Job Information

Repaorts
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Enter the appropriate search criteria for the employee.
Assign Additional Job

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

= Search Criteria

Empl ID: begins with ~
Hame: begins with -
Last Hame: begins with

Second Last Name: begins with ~
Alternate Character Name: begins with -

Middle Name: begins with

[ case sensitive

| Search || Clear |ElasicSearch [E save Search Criteria

Click Insert a Row button (“+” sign).

| Miris Location, || Job Information | Job Lsbor |[ Fayroll || Salsry Flsn |[ Gompensation |

ication Hours

Empl ID 103859
Employes Empl Record 0
W Find  First B 1 of 4 B Last
*Effective Date [1225/2014 W Ble
Effective Sequence| 0] *Action Fay Rate Change -
HR Status Active Reason Lengeuity Fay -
Payroll Ststus Active dicator Primary Jou -
Current ]
Position Number (00000502 Foiice Sergesntt
Position Entry Date 08/23/2014
Position Management Record
Regulatory Region USA Urited States
Company MPL City of Minneapolis
Business Unit MFLIN Minnespolis MN
Department 4000000 FOLICE DEPARTMENT
Department Entry Date 05/14/2008
Location C4000 Folice
Establishment ID MFLS a City of Minnazpais Date Created 1228/2018
Last Updated Oprid OneNightPay
Last Start Date 0412212002 Last Updated Date  1225/2014 12:31.024M
Expected Job End Date o
Employment Data Earnings Distribution Benefits Program Particigation Classifivation Hours

\EI Include History H@c«mHism

|8 Save |[A_Retum to Search |[= Natify |[ 4 Refresh |

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Classification Hours
Enter the Effective Date.
Select appropriate Action.

Select the appropriate Reason — “Expected Return Date”.

Click Save to save the record.
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Pay Rate Changes

Individual Pay
Rate Changes

Appointed
Employees

Mass Pay Rate
Changes

Step Increase
Date

Pay Rate
Change Steps

1.

-
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Individual Pay Rate Changes are not automatically entered into COMET.
They must be entered by Department HRIS Field Representatives (except
for appointed increases), when the signed form with the authorizing party’s
signature is received.

Appointed Employees in City Council Departments require a special
process. Their step increases are entered by Central Human Resources
after the proper procedures have been followed and documented. If asked
to enter a Pay Rate Change for an appointed employee, forward the form
to Employee Services in Human Resources for review and approval. This
process does not apply to political appointments.

Mass pay rate changes related to collective bargaining agreements and
Council or Board actions are updated by the HRIS Admin after they receive
official notice to implement the new rates.

Step Increase Date: In addition to changing the Step for an annual step
increase, it's important to ensure that the Step Date is correct. Many
contracts require that the step be entered at the beginning of the pay
period, closest to the anniversary date. The HRIS Field Representative will
need to ensure that the Step Date reflects the employee’s actual
anniversary date and not the date of their Step increase. This helps keep
track of when the next increase is due.

Navigate to Workforce Administration > Job Information > Job Data

Workforce Administration
Personal Information

Job Information
Caontract Administration
Temporary Assignments
French Public Sector Jobs
Employment Categorization ITA
Review Job Information

Repaorts
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Enter the appropriate search criteria for the employee.
Assign Additional Job

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

= Search Criteria

Empl ID: begins with ~
Hame: begins with -
Last Hame: begins with
Second Last Name: begins with ~

Alternate Character Name: begins with -

Middle Name: begins with

[ case sensitive

| Search || Clear |ElasicSearch [E save Search Criteria

Click Insert a Row button (“+” sign).

| Miris Location, || Job Information | Job Lsbor |[ Fayroll || Salsry Flsn |[ Gompensation |

ication Hours

11D 103659
Employes ord 0
W Find  First B 1 of 4 B Last
*Effective Date [1225/2014 W Ble
Effective Sequence| 0] *Action Fay Rate Change -
HR Status Active Reason Lengeuity Fay -
Payroll Ststus Active dicator Primary Jou -
Current ]
Position Number (00000502 Foiice Sergesntt
Position Entry Date 08/23/2014
Position Management Record
Regulatory Region USA Urited States
Company MPL City of Minneapolis
Business Unit MFLIN Minnespolis MN
Department 4000000 FOLICE DEPARTMENT
Department Entry Date 05/14/2008
Location C4000 Folice
Establishment ID MFLS a City of Minnazpais Date Created 1228/2018
Last Updated Oprid OneNightPay
Last Start Date 0412212002 Last Updated Date  1225/2014 12:31.024M
Expected Job End Date o
Job Data Employment Data Earnings Distribution Benefits Program Particigation Classifivation Hours

\EI Include History H@c«mHism

|8 Save |[A_Retum to Search |[= Natify |[ 4 Refresh |

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compansation | Classification Hours.

Enter the Effective Date.
Select appropriate Action — “Pay Rate Change”
Select the appropriate Reason

Click Salary Plan tab.
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8. Enter the new Step.

[ Work Location |[ Job Information || Job Labor |[ Fayroil || SalanyPlany|[ Compensation || Classification Hours

Empl
Employes Empl Rect
Salary Plan (2 Find | View Al First B 1 o7 1 [ Last
Effective Date 12282014

Effective Sequence 0
HR Status Active
Payroll Status Active

Action Pay Rate Changs
Reason Longevity Pay
Job Indicator Frimary Job

{dmin Plan CFO
Grade 02 Grade Entry Date|08/232014 |
Step |t aQ Step Entry Date [06/28/2014 |
O Includes Wage Progression Rule

Job Data Employment Cata

cument 0

Eamings Distribution Benefits Program Participation Classification Hours

[ 8ave |[& Retum to Search ][ Netify | [ 4 Refresh | % Usdsi=D=plzy [ Inchude History |[E* Gomect History |

Work Location | Job Information | Job Labor | Payrell | Salary Plan | Compansation | Classification Hours

0. Verify the Step Entry Date is the same as the Anniversary Date. If thisis a
Step Increase, change Step Entry Date to effective date of new step.

10. For Independent Boards that do not use Steps — enter the hourly
compensation rate. You must click Calculate Compensation.

11. Click the Compensation tab.

12. Click Default Pay Components.

[ Work Location || Job Information || Job Labor || Payroll || Salary Plan ||ug || Sizssification Hours

Empl ID 103853
Employee Empl Record O

Compen:ation (7 Find  First B 1 of 1 B Lozt

Effective Date 12282014
Effective Sequence 0
HR Status Active
Payroll Status Active

Compensation Rate

32 08100050
b Comperstive Information (7
) Pay Rates (7 @
Pay Components .8

Amounts || Controls | Changes || Conversion | (=]

Rats Cods 38 Ccomp Rats Currsney
1LNGCPD [ 0.54100055 UsSD
2 |NAHRLY Q o 37.520000|F |USD
Job Data Employment Diata Earnings Distribution

14

[ Save |[& Retum to Search | [ Notify |[ s Refresn |

Action Fay Rate Changs
Reason Longevity Pay
Job Indicator Primary Job

Current 0

*Frequency HA Houry

Find | (2 | B First B 12 of 2 B Last

Fraqusnzy Perzant
H + [=
Q |H Q, +|[=

Benefits Program Participation Classification Hours

3| UpdataTispln |£I Include History ||l§‘(‘.¢xme‘lHism|

Work Location | Job Information | Job Labor | Payroll | Salary Flan | Compensation | Classification Hours:

13. Optional — Maximize the Comparative View Information and Pay Rates to
view new amounts or hourly, monthly and annual dollar amounts.

14. Click Save.
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Salary Structure

Basics

Salary
Structure
Codes

Salary Grades
and Steps

>
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A salary structure is a collection of pay rates or pay ranges, combined with
salary plans and salary grades. The following is a list of salary structure
basics for City employees:

1.

2.

Salary tables are maintained by Central Human Resources and
HRIS Administration and Support.

Salary Grades and Steps are effective dated, so that historical step
rates are maintained in the system.

Each Job Code is linked to a Salary Plan and a Salary Grade (or
‘range’), which together, define a set of Salary Steps. The structure
allows multiple jobs to have the same Salary Plan, Salary Grade
and Salary Steps if they are in the same Union Code and have the
same step rates.

All compensation rates are expressed as hourly amounts.

When the system calculates annual rates, it multiplies the hourly
rate by 2,080 hours.

Salary Plan: The Salary Plan code is the same as the Union Code, with a
few exceptions. (Note: Every Job Code is linked to a Union Code, even if it
is not represented by a Union).

Salary Grade: The range of pay rates in a particular grade representing
the minimum to maximum). In some cases, a job code will have a grade
without steps attached, such as in agencies that do not have steps (people
hired can be paid any amount within a certain range).

Salary Structure Summary Salary Plan
Set 1D MFLMM I Salary Administration Plan CPO Il.’pls Police Officers Fed-City

Default Salary Matrix Code

Company MFL City of Minneapolis Default Rating Model
\Annual Salery Ranges Find | View Al First B 14 of 4 B Lact
Current Range Midpoint  Salary Rating
Grade Minimum Midpoint Maximum Spread Progression  Matrix  Model
01 PolOfcrA 54,504, 32050 62,034.96000 6958560000 278
02 FolDicE 75,828 42050 78,138.32000 20,448, 16055 8.1 8.0
02 FolOferC 29,234 0205 52,858 8305 56,503 6805 21 183
04  PFolOfcrD 59,409 4405 102,431.6805 105,453 52055 6.1 10.3
[ Save |[A& Retum to Search |[tE Previous in List |[*E Nextin List |[=1 Netify
——
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Salary e All Compensation Rates (Salaries) are expressed as Hourly rates

Structure - in COMET.

Points to

Remember e Apprenticeship Salary Grades
Some apprentice jobs have more than one set of steps to which an
employee may be assigned based on their salary schedule prior to
the apprenticeship or to their length of service in the apprentice
program. In COMET, additional pay maybe used to handle this as a
payroll premium/earnings codes.

e Fire Sworn Rates for Employees moving between 109.2 and 80
hours biweekly
When Fire Department Sworn employees move between 24-hour
shifts and 8-hour shifts, they must be transferred to a different Job
Code. This is because all rates in COMET are expressed as hourly
rates.

e Red-lined (Frozen) Salaries

Sometimes an employee’s salary is “frozen” until pay steps in the
approved salary schedule catch up to their salary rate. This may
occur as a result of a reclassification or an agreement with a union.
These “Redlined salaries” are indicated by a Step Code between 90
and 99. Employees on redline steps will not receive pay increases
until the salary schedule’s top step meets or exceeds the redlined
rate. However, there may be a letter of agreement that allows the
employee to receive a percentage of the bargaining unit’s increase.

e Governor’s Cap Rates (Appointed Jobs only)

State law limits compensation for appointed City employees to a
specified percent of the Governor’s pay rate. Steps 91-94 are used
for this purpose; Step 91 indicates the person is at Step 1 of the
appointed salary schedule, but will make less than the schedule
due to the governor’s cap rate; Step 92 indicates the person would
be at Step 2 of the Salary Scheduled, but is paid less due to the
governor’s cap rate, and so on for steps 93 and 94.

— 4
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Terminations

Overview

Steps

i
comet

CITY OF MINNEAPOLIS
ENTERPRISE TECHNOLOGY

Terminations only apply to employees that are leaving employment with
the City. HRIS Field Representatives may come across additional
assignments where termination was used to end detail and/or
concurrent job. However, that no longer applies.

Navigate to Workforce Administration > Job Information > Job Data

Workforce Administration
Personal Infarmation

Job Informaticn
Contract Administration
Temporany Assignments
French Public Sector Jobs
Employment Categorization ITA
Review Job Information

Reports
@

The Assign Additional Job search page appears. Enter the
appropriate search criteria for the employee.
Assign Additional Job

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

= Search Criteria

Empl ID: begins with «
Name: pegins with -
Last Name: begins with - @
Second Last Name: begins with -
Alternate Character Name: begins with «

Middle Name: pbegins with -

[l case Sensitive

| Search || Clear |Basic Search [§] Save Search Criteria
. . J
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3. Click Insert a Row button (“+” sign).

ication Hours.

| Work Location || Job Informstion || Job Lsbor |[ Eaymoll || Salsry Fisn |[ Compensation || Class

Empl ID 103553
Emplayss Empl Record 0
Wark Location (2 Find  First B 1 of 1 B Last
*Effective Date| 12252014 | Go To Row HE=
Effective Sequence| 0| Action Fay Rate Change -
R Stetue Actve Qezson Longevity Pay -
Fayroll Status Active icator Frimary Job -
Current ]
Position Number 00000502 a Poiica Sargesnt.C.
Position Entry Date 03/23/2014
Position Management Record
Regulatory Region USA United States
Company MFL City of Minneapolis
Business Unit MPLMN Minnapolis MN
Department 4000000 FOLICE DEFARTMENT
Department Entry Date 05/14/2005
Location C4000 Folics
Establishment ID MFLS a City of Minnezpalis Date Created 1228/2018
Last Updated Oprid OneNightPay
Last Start Date 042212002 Last Updated Date  12/28/2014 12:31:025M
Expected Job End Date W
Empioyment Data Earnings Distribution Benefits Program Participation Classification Hours
() Save |.a. Retum to Search ||: Naﬁly||q,nem-_-.h| =l ¥ |£I Includs History HIQC«vaism |

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Classification Hours.

4, Enter the Effective Date. This should be the day after the last day
worked.

5. Select Termination action.
6. Select the appropriate Reason.

7. Click Save.
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CITY OF MINNEAPOLIS 81 City of Lakes
ENTERPRISE TECHNOLOGY



Employee
Maintenance
Checklist

E
comet
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v
v
v
v
v
v
v
v

Verify effective date of action

Regular hire should be in a position

Temporary hire should not be in a position

Verify department data is correct

Verify job code and job entry date are the same for rehire
Verify Regular/Temporary status matches the hire/rehire action
Verify that the correct Classified Indicator was selected

Verify that the Standard Hours match the Full-time/Part-time
selection

Verify that Standard Hours for an additional assignment
defaulted to .01.

Verify that the correct Pay Group and Employee Type are
correct; pay group and employee need to be changed on the
zero record when a salaried employees is placed on an
additional assignment

Verify that a step has been entered for the employee and the
Default Compensation has been clicked

Verify that the Professional Experience and Leave Accrual
Dates have been changed for a rehire (should match the rehire
date)

4
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Job Change Actions that are entered by the HRIS Field
Summary Representative:

Additional Assignment

Data Change

Leave of Absence

Pay Rate Change

Return from Leave of Absence
Suspension

Termination

Transfer within Department

Job Change Actions that are entered by HRTS Administration
Support:

>
comet

CITY OF MINNEAPOLIS
ENTERPRISE TECHNOLOGY

Job Reclassifications
Position Changes

Hires — if the HRIS Field Representative receives a message
that the National ID (Social Security Number) already exists in
the system and/or the HRIS Field Representative cannot access
the record because of COMET Security.

Rehires, except when rehiring into the same job code or position
in the same Department, position and/or job code.

Pay Rate Change (Step) increases for City Appointed
employees and Charter Department Heads.

Pay Rate Changes related to Collective Bargaining Agreements
and Council or Board actions for groups of employees.

Some Job Change actions that result in a need for changes in
Dates and Hours (See form “Request for Hours or Date
Adjustment”, and send to HRTS Support for evaluation and
entry).

4
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CHAPTER 6: PERSONAL DATA

Objective At the end of this chapter, participants will be able to:
e Enter and maintain Personal Data for employees

Key Terms Personal Data

¢ Personal employee information that is maintained as personal data
in COMET

Overview A responsibility of the HRIS Field Representative is to maintain personal
data for employees. This includes the following information:

¢ Name

e Address

e Driver’s License

o Emergency Contacts

Notes:

— 4
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Personal Data

Personal
Information
Changes

Name Change

gk WD

-
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A responsibility of the HRIS Field Representative is to maintain personal

data for employees. This includes the following information:

¢ Name

Address

Driver’s License
Emergency Contacts

Employees do have the ability to update personal data and emergency
contacts online. However, they may also contact the HRIS Field
Representative to update their information in the system.

Changing an employee’s name is performed on the Modify a Person

Page.

Navigate to the Modify a Person Page. Click the following menu path:
Main Menu > Workforce Administration > Personal Information > Modify

a Person.

| Biographical Details || Contactinformation || Regional |

Jeffrey Carter

Name
*Effective Date |06/28/2015 Eﬂ @

*Format Type English -

Display Name Jeffrey Carter

Click the Add a Row button (“+” sign).
Enter the Effective Date.
Click the Edit Name button.

Edit the name details.
Edit Name

English Name Format

Prefix :

First Name Jeffrey
Middle Name Thomas
Last Name Carter

Suffix -

Display Name effrey Carter
Formal Hame Jeffrey Carter
Name Carter Jeffrey Thomas
Refresh Mame

[ ok ][ cancel ][ Remesn |

86

Person ID 103659

First B 1 072 [F Last
20

Edit Mame @

Find | View All

4
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6.
7.

Address
Change

1.
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Click the OK button.

Click the Save button.

Changing an employee’s address is performed on the Modify a Person
Page.

Navigate to the Modify a Person Page. Click the following menu path:
Main Menu > Workforce Administration > Personal Information > Modify
a Person.

Click on the Contact Information tab.

| Biographical Details || Contact Information || Regional |

Jeffrey Carter 2 EmplID 103652
Current Addresses Personalize | Find | View All | (E | i First B 1-2 or 2 B ast
bl As Of Date Status Address
Type
PO Box 18091
Home 03M11/2010 A Minneapolis, MM 55418 View Address Detail [=]
Hennepin
PO Box 18091
Mailing 03112010 A Minneapolis, MM 55418 View Address Detail E|

Hennepin

Click the View Address Detail link for the address type being updated.
Do not add a row on this page, unless another address type is being
added.

The Address History Page displays. Click the Add a Row button.
Address History

Address Type Home

Address History Find  First B 1 or 1 B | ast
Effective Date 03/11/2010 Address PO Box 18091 =
Minneapolis, MN 55418
Country USA Hennepin
Status A
OK || Cancel || Refresh

4
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Enter the Effective Date.
Address History

Address Type Home

Ad Histary Find  First M 1-2 of 2 B L ast
“Effective Date 06/28/2015 [[5] Address PO Box 13091 =
Country [0SR a Winneapolis, N 55418
Hennepin
*Status A Q.

Add Address

Effective Date 03/11/2010 Address pO Box 18091 =
Minneapalis, MN 5545

Country USA Hennepin

@ Status A
[ ok [ cancel || Reiresh |

Click the Add Address link.
Edit Address

Country United States
Address 1 PO Box 18091

@ Address 2
Address 3
City [Minneapolis State |MN A Minnesota

Postal 55418
ounty Hennepin

| ok | | cancel

The Edit Address screen appears. Add/Edit Address details.
Click OK.
Click OK.

4
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11.

B
comet

CITY OF MINNEAPOLIS
ENTERPRISE TECHNOLOGY

Verify new address.

| Bicgraphical Detsits || Contact Information. || Regional |

Jeffrey Carter

Curent Addresses

Agdrsss Typs A5 O Dats Status ABOrsEs
FO Box 18091
Hame 0812872015 A Minneapolis, MM 55418 [+] [=]
Hennepin
FO Boo 13081 |
Mailing o200 A Minneapolis, MN 55418 View Address Detail =+ =l
Hennepin
Phone Infarmation Personalize | Find | View Al 20 | B First B 12 05 2 B Laey
“Phons Typs Talaphons Extansion Prafarmad
Busziness w [B12/215-2472 = *l =
Main - [E12/E01-81T SIS
Email Addresses Personalize | Find | View a1 | (21 | B First B 1 of 1 B Last
“Email Typs “Emall Address Frefamed
Businezz - | =
Instant Message [Ds (7 Personalize | Find | View Al 2 | 2 First B 1 o 1 I Last
OG0l “IM Dapamain “Matwork ID Prafammsd

Empl ID 103559

Personalize | Find | View All | (£ | =

||i|Sa-.-e||4:; Retum te Search ||‘;, N.o‘lily”t“,;ﬂelmhl |Ei Add | 5

Biographical Details | Contact Information | Regional

Click Save.
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Emergency
Contact

1.

5.
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Navigate to the Modify a Person Page. Click the following menu path:
Main Menu > Workforce Administration > Personal Information >
Personal Relationships > Emergency Contact

To add an emergency contact, click the Add a Row button (“+” sign).
The Primary Contact checkbox must be selected for at least one
individual.

[ Contact AddressiPhone || Other Phone Numbers

Person 1D 102859
Emergency Contact Find | View Al First Bl 101 1 I 1ast
zContact Name * =
[CIPrimary Contact *Relationship to Employee Other -
[C] $ame Address as Employee
[C] same Phone as Employee

Contact Address

Country |USA/Q United States

Address

Contact Phone

Phone

[& 5ave | [ Retum to Search | [Z5 Nofify |

To edit an emergency contact, make the desired changes to name,
relationship, address or phone. If the box for Same Address as
Employee is selected, the address and/or phone details will
automatically default from the employee’s personal data record.
Click the Other Phone Numbers Tab. Add/Edit any phone details.

Contact Address/Fhone || Other Phone Humbers |

Person ID 103659

Emesgency Contact Find | View Al First (40 207 3 I Last
F =
Contact Hame
Relationship to Employee Other Primary Contact
Other Phone Numbers for Emergency Contact Find | View Al First B 1 of 1 B ast
*Phone Type i Phone e
[& Save |[& Retum to Search | [= Notify

Contact Address/FPhone | Other Phone Numbers

Click Save.
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Driver’s
License

1.

A
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Navigate to the Modify a Person Page. Click the following menu path:
Main Menu > Workforce Administration > Biographical > Driver’s License
Data

Driver's License Data

Drivers License

@ Drriver's License Nbr

Driver's Licens e Information

Effective Date [05/28:2015 (&

@ Country [USA
State
Issue Location
Valid from

Number of Viclations

Comment

License Ty pe
License Type -'_1@

|& save |[& Retum to Search |[=7 Notify |

Enter the Driver’s License Nbr.

Enter the Country and State.

aQ
aq

Person IO 103355
Find | View All

Find | View All
[[JLicense Suspended

United States

Issuing Authority

ﬂ—@—f Valid Te

Mumber of Points

Find | YWiew Al

First M of 1 H Last

+|[=

First M of 1 (] Last

First H of 1 (] Last

+|[=

L
E
s

£

2= |4 Include History ][ Comest History

If available, enter the Valid from and Valid to dates.

Select the appropriate License Type.

Click Save.

91
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A responsibility of the HRIS Field Representative is to maintain personal
data for employees. This includes the following information:

e Name
e Address
e Driver’s License
o Emergency Contacts
Employees do have the ability to update personal data and emergency

contacts online. However, they may also contact the HRIS Field
Representative to update their information in the system.
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CHAPTER 7: DATA CHANGES

Objective At the end of this chapter, participants will be able to:

Process Data Change Actions for Employee Job Information

Key Terms Data Change

Overview Data Change Actions are used to change individual characteristics of an
employee’s job information in COMET. Many of the Data Changes require
changes in more than one field. This section will cover the following Data

e Actions used to change individual characteristics of an employee’s
job information in COMET, based on information contained on the

Employee Job Change Form.

Change Actions:

1.

a bk b

Notes:

Earnings Distribution
Full/Part/Intermittent Change

Location Code Change

Pay Group Change
Regular/Temporary/Seasonal Change

-
comet

CITY OF MINNEAPOLIS
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Data Changes

Data Change Data Change Actions are used to change individual characteristics of an

Actions employee’s job information in COMET. The most common mistake that
HRIS Field Representatives make with this type of action is forgetting to
change the information on the pages after entering the action/action reason.

Many of the Data Changes require changes in more than one field (for
example, Part-Time to Full Time, both Full/Part and the Standard Hours field

need to be changed).

This section will cover the following Data Change Actions:
Earnings Distribution

Full/Part/Intermittent Change

Location Code Change

Pay Group Change

Regular/Temporary/Seasonal Change

a kb

Location Code Location Code Change is a Data Change Action used to change an
Changes employee’s Location Code (division).

1. Navigate to the Job Data page. Click the following menu path: Main Menu
> Workforce Administration > Job Information > Job Data

Job Data

Enter any information you have and click Search. Leave fields blank for 3 list of all values.

| Find an Existing Value |

= Search Criteria

@ Empl 1D: begins with w ||

Empl Record: = -

Name: begins with -
Last Mame: begins with -
Second Last Mame: begins with -
Alternate Character Name: begins with w

Middle Name: begins with -

D@e History [ Correct History [l Case Sensitive

| Search || Clear |Eaaic Search & Save Ssarch Criteria

2. Enter an Empl ID or Empl Record.
3. Click the Search button.
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4, The Work Location page displays. Insert a row using the “+” sign.

[LMorksLocation|[ Job Information || Job Labor || Payroll | Salary Plan || Compensation | Classification Howrs |

Employze
Wirk
Effective Date [P5/28/2015
fective Sequence|
HR Status Active
Payroll Status Active

Position Number 00007303

Position Entry Date 12/02/2012

Empl ID 102559
Empl Record 0

Find  First B 1 of 2 [ Last
5 oE
*hction Fay Rate Changs -
Reason Colective Bargain Agreement -
dicator Frimary Job -
Currant

Q Program Specialist Sr Cmnty-C

Position Management Record

Regulatory Region USA
Company MFL
Business Unit MPLIN
Department 5450000
Department Entry Date 12/03/2012
Location C2452
Establishment ID[MFLS

Last Start Date D8/25/.2001

Q City of Minnezpais

United States
City of Minneapolis
Minneapolis MN

Neighbarhood and Community Rel

NCR Admin

Date Created 09/28/2015

Last Updated Oprid 021842
Last Updated Date  1/07/2015 5:21:564M

Expected Job End Date

I':'

Job Data Employment Data Eamings Distribution Benefits Program Participation Classification Hours

[ Save |[& Retum to Sesrch |[=) Netify |[ 4+ Refresh | ¥ UpisieDieclzy [ #) Include History ] [ Gomest History |

‘Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Classification Hours.

Enter the date the changes goes into effect in the Effective Date field.
Select ‘Data Change’ for the Action.

Select ‘Location Code Change’ for the Reason.

© N o O

Click the Earnings Distribution link at the bottom of the page, and enter
the new Earnings Distribution codes on the Earnings Distribution field.

9. Sign and date the form where it says ‘Entered into HRIS by’.

10. Make sure a copy is placed in the employee’s department file.
Location Code Here are some points to remember for Location Code Changes:

Changes - e The Earnings Distribution may need to be changed as part of the
Notes action in addition to changing the Location Code.

e |If this is a permanent change for the position, contact HRTS
Administration to update the position and the incumbent.

4
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Pay Group Pay Group Change is a Data Change Action used to change an

Changes employee’s paygroup. This is an important step you need to follow when a
Salaried employee is placed on an Additional Assignment, in order to
ensure they are not automatically paid for hours on the permanent or ‘0’
record.

1. Navigate to the Job Data page. Click the following menu path: Main Menu
> Workforce Administration > Job Information > Job Data

Job Data

Enter any information you have and click Search. Leave fields blank for 3 list of all values.

Find an Existing Value |

7 Search Criteria

Empl 1D: begins with w ||
Empl Record: = -
Name: begins with
Last Mame: begins with
Second Last Mame: begins with -

Alternate Character Name: begins with w
Middle Name: begins with -

[ Include History [ Correct History [ Case Sensitive

| Search || Clear |Eaaic Sesarch |5 Save Search Criteria

2. Enter an Empl ID or Empl Record.

3. Click the Search button.
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The Work Location page displays. Insert a row using the ‘+’ sign.

[iericLocationy][ Job Information || Job Labor |[ Fayroll || Salary Flan || Gompensation || Glassification Hours |

Empl ID 102855

Employes Empl Record 0
Wark Location (8 Find First B 1 of 2] Last

*Effective Date [P8/28/2015 1) =

Effective Sequence 0 *Action Dats Change hd

HR Status Active Reason Fay Group Changs -
Payroll Status Active *Job Indicator Primary Job -
History
Fosition Number | 00007502 Q Program Specialist Sr Cmnty-C
Position Entry Date 12/03/2012
Position Management Record
Regulatory Region USA United States
Company MFL City of Minneapolis
Business Unit MFLMM Minnespolis MN
Department 2450000 Neighborhood and Community Rel
Department Entry Date 12/03/2012
Location C2452 NCR Admin
Establishment D |MPLS Q City of Minneapolis Date Created /282015
Last Updated Oprid schetcxd
Last Start Date OG/25/2001 Last Updated Date 08/28/2 22:15PM
Expected Job End Date i
Job Data Employment Dsts Earnings Distribution Benefits Program Participati Classification Hours

/£ Include History || Gomest History

[ 8ave |[& Retum to Search | [ Nofify ][ % Refresn |

Work Location | Job Infermation | Job Labor | Payroll | Salary Plan | Compensation | Classification Houwrs.

Select ‘Data Change’ for the Action.
Select ‘Pay Group Change’ for the Reason.
Select the Payroll tab to navigate to the Payroll page.

The Payroll page appears. Select the new Pay Group Code.

[ Work Location |[ Job Information || Job Lbor | [ Payrall]| Salary Fian || Compensation || Classification Hours |

Empl ID 102659
Emplyee Empl Record 0

Payroll Information (7 Find  First B 1 of 2 [®] Last

Effective Date 08/Z8Z2015

Effective Sequence 0 Action Data Change
HR Status Active Reason Fay Group Changs
Payroll Status Active Job Indicator Primary Job
History
Payroll System Payroll for North America
Payroll for North America (7
Pay Group BCF @, Blg Comm Positive Emp
Employee Type H Q, Hourly Holiday Schedule NONME Mo Holiday
Tax Location Code |MPLMN @, Minneapolis MN
GL Pay Type FICA Status Supject -
Combination Code
Job Data Employment Dats Earnings Distribution Benefits Program Participation Classification Hours

[ Save | [& Retum to Search |[=) Notify |[ & Refresh | = [# Inciude History |3 Comect History

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Classification Hours

Select the Salary Plan tab to navigate to the Salary Plan page.
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11.
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13.
14.
15.

| —
comet

CITY OF MINNEAPOLIS
ENTERPRISE TECHNOLOGY

The Salary Plan page appears. Verify the Step.

| Work Location || Job Information " Job Labaor || Payroll " Salary Plan || ‘Compensation " Classification Hours. |

Employes

Empl ID 102355

Empl Record 0

Salary Flan (7

Effective Date 08/28/2015
Effective Sequence 0
HR Status Active
Payroll Status Active

Salary Admin Plan CFE

Grade 45
Step|T a,

[Dincludes Wage Progression Rule

Job Data Employment Dats

[ Save | [&_Retum to Search ] [[=" Nofify ] & Refresh |

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Classifical

Eamnings Distribution

Benefits Program Participation

F Uipiseepey |z| Include History ||l§‘(‘.arectHism |

tion Hours

Find | View Al First B 1 o7 2 [¥] st

Action Dsta Changs
Reason Pay Group Changs

Job Indicator Primary Job

History

Grade Entry Date [12/03/2012 |
Step Entry Date |12/03/2013 &)

Classification Hours

Select the Compensation tab to navigate to the Compensation page.

The Compensation page appears. Click on the Default Pay

Components button.

| Work Location || Job Information " Job Labor || Bayroll " Salany Flan || C

[ Gassification Howrs |

Employes

Empl ID 102859

Empl Record O

Compensation |
Effective Date 06/28/2015
Effective Sequence 0
HR Status Active
Payroll Status Active

Compensation Rate

3228503851
= Comparstive Information

Change Amount

0.0000005T usm Hourty
Change Percent 0.000 Compa-Ratio 1.1
= Pay Rates
Annual 79,653.679040 UsD Daily
Monthly ©,637. 806587 UsD Hourly
| Default Fay G |
Pay Components | §
| || Controls " Changes || Conversion | =]
Rats Cods Saq Comp Rats Cumaney
1 LNGCPE [+ | 0.2T10005G USD
2 (NAHRLY a, [ 38.024038\F |USD
Job Data

Employment Data

[& save |[A Retum to Search | [ Notify | [ Refresh |

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Classification Houwrs

Click the Save button.

Find  First B 1 o7 2 [¥] Last

Action Data Change

Reason Fay Group Changs

Job Indicator Primary Job

Eamnings Distribution

7

Fraguancy

H

a [r

Benefits Program Participation

History

*Frequency HIQ, Hourty

306260304 USD
28288028 USD

Find | 2 | B8 First B 1-2 of 2 B Last
Parcant

7=

Q +| [=

Classification Hours

-y [ Include History ][ Gomect History

Sign and date the form where it says ‘Entered into HRIS by’.

Make sure a copy is placed in the employee’s department file.
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Pay Group
Code Changes
— Notes

Regular /
Temporary /
Seasonal
Change

1.
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Here are some points to remember for Pay Group Changes:

e The Pay Group must be changed if the employee promotes from an
Hourly (non-exempt) to a Salaried (exempt) job.

e The Pay Group on the permanent record (0) must be changed to a
Positive when a Salaried employee is placed on an Additional
Assignment.

¢ When an Additional Assignment ends for a Salaried employee, their
Pay Group should be updated to Exception on their permanent job
record (0).

e Temporary employees should always be ‘Positive Pay’ (hourly)
employees.

Regular / Temporary / Seasonal Change is a Data Change Action used to
change an employee’s Regular, Temporary or Seasonal status. You will
only be able to make this change for temporary employees. Contact HRIS
Administrative if the Regular/Temporary status needs to be changed for a
regular employee.

Navigate to the Job Data page. Click the following menu path: Main Menu
> Workforce Administration > Job Information > Job Data

Job Data

Enter any information you have and click Search. Leave fields blank for 3 list of all values.
Find an Existing Value |

= Search Criteria

Empl 1D begins with w ||

Empl Record: = -

Name: begins with -

Last Mame: begins with »

Second Last Mame: begins with -

Alternate Character Name: begins with w
Middle Name: begins with -

[ Include History [ Correct History [ Case Sensitive

| Search || Clear |Eaaic Search & Save Ssarch Criteria

Enter an Empl ID or Empl Record.

Click the Search button.
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4, The Work Location page is displayed. Enter the date the changes goes
into effect in the Effective Date field.

tion Hours

[EdorkLocation | [ Job Information || Job Labor || Fayroll | Salary Flan || Compensation || ©

Empl ID 102553

Employes Empl Record 0
Wark Locstion |3 Find First Bl 1 of 2 [ Last
*Effective Date [P2/28/2015 £ + [=
Effective Sequence| ] *Action | Data Change -
HR Status Active Reason  FullPartintemittent Time Ch -~
Payroll Status Ac *Job Indicator Frimary Job -
History

Position Number 00007202 Program Specialist St Grnty-C

Fosition Entry Date 12/03/2012

Fosition Management Record
Regulatory Region USa United States.
Company MFL City of Minneapolis

Business Unit MFLIMN Minneapolis MM

Department 8450000 Neighborhood and Community Rel
Department Entry Date 12/03/2012
Location CEB452 NCR Admin

Establishment 1D [MPLS o, ity of Minneapoiis Date Created 06/28/2015

Last Updated Oprid schetosxd

Last Start Date OS/25/2001 Last Updated Date  pe/2: Z2:15PM
Expected Job End Date £
Job Data Employment Data Esmings Distribution Benefits Frogram Farticipation

[ Save |[£ Retumn to Ssarch | [ Netify | [ Refresn | 1 Include History |[=# Gamect Histony

Wiork Location | Job Information | Job Labor | Payroll | Salary Flan | Compensation | Classification Hours

Select ‘Data Change’ for the Action.
Select ‘Full/Part/Intermittent Change’ for the Reason.

Select the Job Information tab to navigate to the Job Information page.

© N o O

The Job Information page appears. Select the new Full/Part status.

" Job Labor || Bayroll " Salary Flan || ‘Compensation " Classification Hours |

| Work Location || Job

Employes
wob Information |7

Effective Date 08/28/2015
Effective Sequence 0
HR Status Active
Payroll Status Active

Job Code 02415C
Entry Date 12/03/2012
Supervisor Level
Supervisor ID
Reports To 00007778
RegularTemporary Regular
Empl Class Certified
Regular Shift Mot Applicable
Classified Inde Clas:
Standard Hours (7
Standard Hours 40.00
FTE 1.000000

Contract Number (7
Contract Number
Contract Type

=11

Job Data Employment Data

Eamnings Distribution

[ 8 Save | [& Retum to Search | [ Notify | [ 4 Refresh |

| —
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Empl ID 102859
Empl Record O

Find  First B 10f 2 2] Last

Action Dats Changs
Reason FullPart/Intzrmittent Time Ch

Job Indicator Primary Job

History

Program Specislist Sr Cmnty-C

Access & Outreach Mgr APPT - C
FulliPart Fulk-Time
*Officer Code MNon-Swormn -
Shift Rate
5hift Factor

Work Period W Weskhy

Next Contract Number

Benefits Program F Clzzsification Hours

=o=y [ Include History ][ Comect History
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10.
11.
12.

Regular /
Temporary /
Seasonal
Changes -
Notes

i
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If appropriate, enter the new weekly hours in the Standard Hours field.

Click the Save button.
Sign and date the form where it says ‘Entered into HRIS by’

Make sure a copy is placed in the employee’s department file.

If this is a change for a permanent employee in a position, contact HRTS
Administration to update the position and the incumbent.

4
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CHAPTER 8: REPORTS AND QUERIES

Objective At the end of this chapter, participants will be able to:

Key Terms o

Overview

Locate and execute Reports
Executing Queries
Saving Queries to Favorites

Report — pre-defined queries that return HRIS information on-line

Query — data retrieval from COMET by specifying parameters,
such as Department or Employee ID

COMET offers a wide range of query and reporting possibilities. These

include the standard reports, as well as the reporting tools you can use to
customize reports or create new ones.

You can extract the precise information that you are looking in COMET
without writing programming statements. The queries that you write can
be as simple or as complex as necessary; they can be one-time queries or
gueries that you use repeatedly.

Notes:

=

-
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Reports

Running HRIS Field Representatives have the ability to run predefined reports within
Reports COMET. HRIS Field Representatives are able to view reports online
before deciding to print the report or export data. Searches can be
performed on the report when attempting to find specific employee or
Departmental Information.
Navigate to a report — in this example, the Workforce Job Summary Report
is executed.
1. To access this report, select Main Menu > Workforce Administration >
Workforce Reports > Quick Analytics > Headcount Movement
2. The Headcount Movement report appears. Filters can be applied to
control information displayed on the report.
& -
= Filters
Reports To [ (All) v/ HR Status [(All) v/
Supervisor [(All) v Jobcode [(All) v/
Position [(All) v Department [(All) v
Location |(All} v
Headcount Mowve ment
5,000
4,000
£ 3,000
8 2,000
1,000 I
Dﬁgg z %g;ge;_g T E& E® E: £ S §E @35 =
£° 8 T 5 3% g &% § f # £3 2 2 oy ¥ E° s
= E 2% E 7@ © 2 3z - .5 1 £ & F S
@ Job Action
= & E
3. Bar Charts, Line Charts, Pie Charts and Horizontal Bar Charts can be
displayed.
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Employee The employee listing report is designed to assist users in retrieving a

variety of public employee information from COMET allowing users to
complete customized analysis and complete various reports based on
specific needs or requests. Human Resources is hopeful that this report will
also decrease the demand for routine requests for information and reduce
the number of customized queries that have to be built to respond to
requests for information. The individual running the reports will have the
ability to select up to 30 fields as described below.

Listing Report

Some of the fields that can be selected when running the employee listing
report can be used to generate information that was previously provided as
part of the Workforce Planning Process. For example, selecting Original
Hire Date and Job Entry Date permits the user to determine the tenure of
an individual employee and the average tenure of a group of employees.

The user can also determine the amount of experience a specific
occupational grouping has which can show where additional training may
be needed or where job enrichment could be used as a strategy to
reinvigorate employees and improve productivity. More importantly, the
information is provided to give managers insightful data about their
workforce so they can more effectively manage their human resources and
anticipate and plan for the changes that may be on the horizon if essential
positions become vacant, as the competencies needed for the future
change, etc.

Oeparmnt 3 .

Employee Listing

[* Fields to display in Results

&
Results Find | Vizw Al | |@ First B 133 07 23 B Lot
Department Nams EEID m IE,?::?DF Location Job Cods Tite status g;'g""a ﬂ’;""’

3t Cusiomer Seri

1311 Baker, Latoys Rochele 038874 0 C8320 Call  02845C ;f:r“:rlr_;’ Service || cave W/Py| 20000408 20080728
Centar =
24 Customer Service

2311 Basch,Kim M 081031 0 C8320 Call  02846C Agent e Active 1952-12-07 200511407
Cantar Lo
3t Customer ey

3311 Brunner, Judith Ann 16727 0 |CB3Z0 Call  02B45C ;f:r‘:flr;’ =VICE Active 2011-04-11 2011-04-08
Canter =
gk Customar Sarvice

4311 Bulger, John A 115256 0 C8320 Call  02845C poat il T Actve 2005-11-23 20110404
Center st
3 Customer Service

5311 Can,Vanessa 111018 0 C8320 Call  02845C At e Active 2005-08-14 2008-08-14
Center =0
Sk Shift Supervizar, 211

8 311 Dekker, Mstthew Willam 111428 0 C2320 Call  09201C catot T = Active 2007-02-20 2014-01-12
Center .
2t Cusiomer Servi

7 311 Farinella, Gina Marie 083873 0 | C3320 Call  O2B4EC ap IR Active Z000-02-07| 2014-05-26
Center =0
gk Customer Service

8 311 Fragassi.Chantel 1215859 0 C8320 Call  02845C a1 TS5 Active 2014-02-24 20140224
Center st
an Customer Service

2211 Franson, Ryan 123085 0 C8320 Call  02845C Agmtle T Active 2014-08-25 20140825
Center =
2 Customer Service

10/311 Galatowitsch, Timothy lvan 123080 0 C8320 Call  02845C Apent e T Active 2014-08-25 20140825
Center =
3t Cusiomer Servi

11/311 Glenn-Couch, Branda 111050 0 C8320 Call  02845C UStMEr SEVICE Active 2005-08-28 20130505

Agent |-C

Center
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Potential uses for this report include but are not limited to:

e Budget forecasting and preparation

o Assist in identifying employees who have yet to complete their
probationary period in an effort to ensure that employee performance
is effectively managed during this critical time, the last phase of the
selection process
FTE Allocation by Location (i.e. Division, Work Unit

¢ To identify how long employees have been on permit and detail (non-
zero record) so letters of agreement can be completed when
extensions are necessary per labor contracts and Civil Service
Commission Rules

Classic The Classic Position Management Report is designed to give managers a

Position _snapsho_t of_their V\_/orkforce_at a cc_ertain point in time. More importantly, the

Management information is provided to give |nS|ghtfuI data about the workfo_rc_:e S0,

R t departments can better manage their human resources to anticipate and
epor plan for the changes that may be on the horizon if essential positions

become vacant.

The information is furnished as a management tool to help Departments
plan and develop the workforce needed for the future and is to be used for
legitimate and non-discriminatory business reasons.

BEporT ID:  MPOSZEO.SR Classic Position MiSagement RGpoTt raga @ 1
A5 of Data 01/01/2014 ETMAN FESOTRCES
Dapa: t 5150000 HIAK RESOURCES

empL Azmual gal. WKy
Lostn  Dosition Job 04 Job Titls FTR EfS POl Class Mamo m Srado Eata Stop Incr. Date Hiro Doto  Dlan Srs
CBISS 00001861 05412C 10 B F C__ Fande Heathar Mas 119591 5 549,215 T 02/22/2018 07/30/2012 ChE 40
CBIES _ D00D1BEd 05413C 10 B ¥ C__ Bars Brianma 121317 & e3s.066 2 02/23/2016 03/09/2013 ChF 40
CB1SS  Doguasie 10 B ¥ C_ lampe,Joal William 121286 5 £38,066 2  02/22/2015 08/12/2013 CAF 40
Totzal for Job Coda 3000
CB1ES  00QU3527 05416C  ER ASBociats Compultams-C 10 B F C__ mismar Darcia A D939EZ 7 61,098 7 01/01/2015 04/06/1998 CPE 40
CB1EX  Dogoze3d 1tane ) Bl Dajarlats,Crystal O DElE43 7 gel.445 7 01/01/2016 08/17/1968 CPE 40
Total for Job Coda DS416C  ER Associate Comsultamt-C 2.000
CBISE _ D00D10EZ 05416C  ER O 10 B ¥ c chollar Roxanma L 06/01/2018 a0
CBISS 00002958 0541BC  ER o 10 B ¥ C  lajon,Jants May 01012015 a0
CBSS 00002961 = 10 B ¥ C__ Ghstt, Irana 01/01/2015 o7 40
CBISS 00002062 BB _oor 10 B ¥ C__ willarrcal Dantal 06/01/2018 a0
CB1SE  D0goz9se R 10 B F C_ salami Bassan A 01/01/2035 a0
CBIEE  Dognesg ) 10 B ¥ c Prancine 10/05/2018 a0
CBIES 00007184 ER_Cor 10 B ¥ C_ Vang.Mai Xai 06/01/2018 40
CB1ED 00007880 E® 10 B ¥ C__ Eolodge, Kathryn 06/01/2014 a0
Total for Job Coda 05418C  ER Consultast O 5000
CB1E0 00001691 05415C  ER 1zamt 1c 10 B ¥ ©  Adeniyi Elizabeth M Ul0025 B 72,465 7 01/01/2015 08/16/1384 CPE 40
CB1ED 00005037 05419C R Conmultant :c 10 B F C__ Wavcan Brin & 110863 8 £51.349 4 02/23/2016 02/75/3013 CPE 40
Total for dob Code 0S415C  ER Consultast, Confidestizl-C 2.000
CBIES 00002355 0S430C  Puman esourcep Canaralist-C 1.0 & F C_ Tosl. Elirabeth 112857 10 £78.060 £ 11/02/2018 11/13/2007 CMR 40
CBSS 00003603 1st 10 B ¥ c G 1 T 7 o a0
CBIES 00003610 10 B ¥ c 1 om a0
CBISS 00003611 10 B ¥ c L R
CB1SS  Dogo3elz 10 B ¥ o 1 om a0
CBIES 00003614 10 B ¥ C 1 om a0
CBISS 00005062 05420C 11st 10 B ¥ c 121250 1o oE 40
Total for Job Coda 05430C  Buman Romcurcas Canaralist—C 7.000
CBE0 00007424 05421C R Lead -c 10 B F € Famnedy, Staven G 109805 9 578,401 T 02/23/2018 05/01/2006 CNR 40
Total for Job Coda 05431C  ER Laad Iovastigator-C 1000
CBISS 00002131 054260 10 B ¥ c DEEl7a & 02/23/2018 02/03/1393 CNR a0
CB1E0  D0Q0236S C 10 B ¥ C 110148 6 04/10/2016 10/20/2012 CMR 40
CBISS 00003532 054260 10 B ¥ c DE0331 & 02/23/2018 08/24/1378 CNR 40
CBIEX  D0Q03E3E 04260 10 B ¥ c 3
Total for Job Coda 054260 4.000
CBE2  Doopozss 10 B ¥ c DEE4EL om a0
CB1Es 00002041 10 B ¥ c 119735 o a0
CBlsa  Dogozs. 10 B ¥ o 66425 om a0
CB1E0  000029E: 0 B ¥ C 067412 L6680 T FET] I om 331
CB1ED 00002960 10 B F c D70228 10 581,148 & 0B/28/2018 03/14/1391 CNR 40

— 4
comet Minneapolis

106 City of Lakes

CITY OF MINNEAPOLIS
ENTERPRISE TECHNOLOGY



Position The ‘new’ Position Management report is very similar to the previous

‘classic’ Position Management Report, however, some of the information
within the report has changed and the new report has other improved
features including a graphical presentation of the percentage of positions
that are vacant or occupied. Accurate position information in the report is
critical as it can be used to make informed decisions about the workforce. If
kept up to date and accurate it also provides a “real time” inventory of
authorized and ‘key’ positions.

Management
Report

Position management also provides the City with a method of documenting
Council-approved, permanent positions by job classification. The accuracy
of position data is critical to many functions. The data is used to determine
FTE’s in each department and whether these positions are vacant or
occupied. The data may also be used by the Budget Office to assist with
the annual budget process.

Department REGULATORY SERVICES -
e OfDste  |0T/Z112015 |
List Only Vacant Positions: [

Position Management

3 of Busgetad pesiti eng fillad snd vassn

ACANT

FILLED
(L] 1
Results Find | View 100 | \Ej First B 150 of 159 [ Last
Original
Posttion  Position FullPart Empiops  Ksy Ciassificetion Empiojes Empioyss
Department Locstion Tite Nor FTE Regsessonal o Position FEPOTEs TO = Nams EEID | giotve | FTE Hirs
Admin & Customer .
REGULATORY Ful- . § - . 98-
1 Py Community  Service Rep 00002143 1 Regular . Certified N Gagnier, Cynthia M & Lane,Doris Cedele 085767 Active 1 8
SERVICES Engagement | |-G = Time: = 0e-24
REGULATORY Admin&  Customer Ful- Leave 2005
2 SE;\-’ICES Corv:n’l.r\ty Sir\'\sa Rep ODDO216T 1 Regular Time Certified M Gagnier, Cynthia M § Darby, Carol 115245 WPy_ 1 35_24
Engagement |-G
Admin & Customer -
REGULATORY '+ =S P P N P R Church Margaret | .o Leave 2006-
SERVICES uOI‘F_ITI.I'\tY Sir\ ice Rep 0000508 Regular Time Certified N Gagnier, Cynthia M 5 Wary 09563 Wiky D108
Engagement |-C
Admin & Customer x
REGULATORY - Full 5 - - 2005~
C. ervice Rep  0DDOTE21 1 egula y Certified Gagnier,C ia M 5 dmond, Gwend 109420 Active 1
SERVICES orr_r:’l.r\ry Sir\ ice Rep  00D0TE2 Regular Time riified N Gagnier, Cynthiz M Edmend, Gwendohyn 109420 Activ 107
Engagement |-C
Admin & Customer N " 204
REGULATORY b | R S Ful- o Gaier Cunthia MlE Patino, Jessica 120144| Active |4 2012
5 SERVICES Community | Service Rep 00007780 Regular Time  Cerified N Gagnier, Cynthiz M & Mariela 20114 Active 0520

Engagement |I-C
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Special Notes

E
comet
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Other potential uses for this report include but are not limited to:

Identification of vacant positions

Use to identify ‘Key’ Employees critical to City Operations during a
crisis/disaster

Run to create either a Department wide or City wide list of ‘Key’
Employees

Identification of when an employee may be eligible for a step increase
(compare Salary Step vs. Entry Date)

Identification of when an employee performance appraisal is due (by
looking at Entry Date if reviews are conducted on anniversary date)
Use during time of hiring freezes and budget cuts to identify positions
that may need to be frozen, eliminated or reallocated within the
organization

Identification of changes (i.e. employees, job classifications, FTES,
etc.) in the workforce by comparing reports run for different points in
time.

HR Field Rep security access may be limited to one Department.

See the Management Reports User Manual for additional instructions
on executing reports.
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Queries

Running
Queries

1.

-
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HRIS Field Representatives have the ability to run queries within COMET.
Query searches can be performed when attempting to find specific
employee or Departmental Information.

A variety of queries are available in COMET that HRIS Field
Representatives can execute to gather specific data for the Department.

Click to the Query View page from the Management Center page: Main
Menu > Reporting Tools > Query > Query Viewer
Query
Extract information using visual representations of vour PS databaze.
=l Query Manager
| B query viewer |
E Schedule Query
The Query Viewer page appears. Select the Search By option of Query
Name.
Query Viewer

Enter any information you have and click Sg, gave fields blank for a list of all values.
*x
@ Search BY queryName ~  begins with HR_

[ seach  |asvanced search

Enter the value “HR_” in the begins with box. You can use a partial
description and use the percent sign (%) that represents any string of
characters.

4
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4, Select the Search button. A list of queries appears on the page.

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

*Search BY Query Name - begins with HR_

Advanced Search

Search Results

*Folder View — All Folders — -

Query Personalize | Find | view All |0 | B8 First M 1-30 or69 [ Last

Query Hame Description Owner Folder 3;‘_:,'1" 2:;‘;‘" g:nan Schedule ?:vdo'ﬁr;as
HRIS_AUDIT_ACTIVE_ELECT_JUDGES active elect judges 111413 Public HTML Excel XML Schedule Favorite
HRIS_AUDIT_CHECK_ISSUED Paycheck issued in date range Public HTML Excel XML Schedule Favorite
HRIS_AUDIT_CITIZENSHP_STATUS2 i-8 citizenship by date range Public HTML Excel XML Schedule Favorite
HRIS_AUDIT_CITIZENSHP_STATUS3 i-9 citizenship by date range Public HTML Excel XML Schedule Favorite
HRIS_AUDIT_CITIZENSHP_STAT_HIR  i-9 citizenship by date range Public HTML Excel XML Schedule Favorite
HRIS_AUDIT_CITIZENSHP_STAT_REH  i-9 citizenship by date range Public HTML Excel XML Schedule Favorite
HRIS_AUDIT_CITIZENSHP_STAT_TER  i-9 citizenship by date range Public HTML Excel XML Schedule Favorite
HRIS_AUDIT_CITIZEN_EXP_DATE For Mary Whitaker Public HTML Excel XML Schedule Favorite
HRIS_AUDIT_CONCUR_JOB_ISSUES  Compare 0 to <=0 Rows Public HTML Excel XML Schedule Favorite
HRIS_AUDIT_DRIVER_LIC_LISTING Dept Driver's Lic Listing Public HTML Excel XML Schedule Favorite
HRIS_AUDIT_EES_ACTN_DTE_PRMPTS ees aclreas dte prmpts 070609 Public HTML Excel XML Schedule Favorite
HRIS_AUDIT_EES_NOT_USING_TLESS ees notusingtiss 091411 Public HTML Excel XML Schedule Favorite
HRIS_AUDIT_EES_SALPLN_NEW_RTES use to ck ees new rates 020204 Public HTML Excel XML Schedule Favorite

5. Click HTML for a report to run with results displayed in browser. Click on

the Excel link to download queries results to a spreadsheet.

Common e HR_EE_STEP_INCREASE_DUE_BY_DEPT: Provides a list of
Queries employees that are due a step increase within the next 90 days.

e HR_STEPS_IN_CITY: Provides a list of all ‘active’ City job codes and
steps with hourly rates. This query provides the most up-to-date salary
information.

e HR_EMERG_CONTACTS_W_DEPT_PRMPT: Provides a list of the ‘all
emergency contacts for employees in a department, including address
and telephone numbers (information must be up-to-date in COMET).

¢ HR_PAYROLL_AUDIT: Provides a list of employees in a department
and the current data on their job data record(s). Data is extremely
helpful in keeping track of end dates and/or return dates for employees.
It is useful to keep track of anniversary dates and when a step increase
may be due for an employee.

e HR_ALL_PHONE_NUMBERS: Provides a list of employees in the
department with all of their telephone numbers (information must be up-
to-date in COMET).

e HR_DEPT _NEWHIRES PROMOS_ XFRS: Provides a list of new hires,
promotions and/or transfers for a department within a specific date
range.

e HR_PERMITS_DETAILS DEPT_PROMPT: Provides a list of
employees in a department that are currently on detail or have been
hired on permit.

— 4
comet Minneapolis

City of Lakes

CITY OF MINNEAPOLIS 110
ENTERPRISE TECHNOLOGY



\

Notes:

Summary

Exercise

Overview
Duration

Scenario

-
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¢ HRIS Field Representatives have the ability to run predefined reports
within COMET and are able to view reports online before deciding to
print the report or export data.

e A variety of queries are available in COMET that HRIS Field
Representatives can execute to gather specific data for their customer
Department(s).

Executing reports and queries

20 minutes

In this exercise, your instructor will provide you with instructions on running
specific reports and queries that an HRIS Field Representative may
regularly execute in the new system.
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HRIS Field Representatives Training

COURSE WRAP-UP

Course Review In this course, we discussed or explained:

¢ The City’s Data Privacy Guidelines, what constitutes Private Data
on employees and HRIS key terminology

e Basic navigation of COMET, including search options, favorites
and worklists

e How to work with name and field formats

o The direct hire process, NEOGOV feeds for applicant hires,
position management and combination codes

o How perform the critical employee maintenance tasks
e The process to update personal data

¢ How to make basic employee data changes

o The execution of key reports and queries

Next Steps e Practice using the Training Sandbox.
¢ Provide Departmental support for new end users of COMET
¢ Continue to support any COMET user acceptance testing activities.

Key Contacts e Human Resources:

— Barbara Payton -
mailto:barbara.payton@minneapolismn.gov

— Crystal DeJarlais -
mailto:Crystal.DeJarlais@minneapolismn.gov

e Time and Labor/Payroll:
— Lisa Brown - mailto:Lisa.Brown@minneapolismn.gov
e Benefits:

— Steve Anderson -
mailto:Steve.Anderson@minneapolismn.gov
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APPENDIX A - ADDITIONAL DOCUMENTS

A.1 - Data Practices Act Acknowledgement Form

MINNESOTA DATA PRACTICES ACT
ACKNOWLEDGEMENT FORM

| understand that in the course of my employment as a (insert title), I will have access to
private personnel data as that term is defined by the Minnesota Data Practices Act at
Minnesota Statute Section 13.43 subd. 2 and 4.

| understand that private personnel data is sensitive and has potential for great harm if
accessed for an improper purpose or if improperly disclosed.

| understand that accessing private personnel data for an improper purpose or improperly
disclosing private personnel data includes, among other things: accessing the data without
authorization, accessing the data without a job related purpose, using or disseminating
private personnel data for a purpose other than required by my job assignment or
disclosing private personnel data to an individual who does not have an authorization to
access the data or who does not have a reasonable need to know.

| understand that should I have questions about the scope of my access to private
personnel data or my ability to disclose private personnel data that | should immediately
contact a supervisor before proceeding.

| understand that if | access private personnel data for an improper purpose or improperly

disclosed private personnel data | may be subject to discipline up to and including
discharge.

Date:

(Insert Employee’s name)

=l
Data Practices Act
acknowledgement for
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A.2 - Employee Maintenance Checklist

EMPLOYEE MAINTENANCE CHECKLIST

Verify effective date

Regular hire should be in a position

Temporary hire should not be in a position

Verify department data is correct

Verify job code and job entry date are the same for rehire

Verify Regular/Temporary status matches the hire/rehire

action

Verify that the correct Classified Indicator was selected

e Verify that the Standard Hours match the Full-time/Part-time
selection

o Verify that Standard Hours for an additional assignment
equal zero

e Verify that the correct Pay Group and Employee Type are
correct

e Verify that a step has been entered for the employee and the
Default Compensation has been clicked

o Verify that the Professional Experience and Leave Accrual

Dates have been changed for a rehire (should match the

rehire date)

]
EMPLOYEE
MAINTENANCE CHEC
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A.3 - Employee Status Guide

Employment Class (Empl_Class)

C - Certified (Classified)

City and Park ONLY:: Used for all employees hired through the Central HR Staffing
Process who are Classified and Certified (Civil Service) It is also includes MERF
employees who have Civil Service Classified Status.

Other Independent Boards & Agencies - Should not be used.

A - Appointed

City and Park - Used for employees currently considered appointed and not in a
certified job code and who are not Charter Department Heads.

Other Independent Boards & Agencies - May be used in whatever way the board or
agency finds useful, or not used at all if appropriate.

H - Charter Department Head

City and Park- Used only for those positions defined by the State Legislature as Charter
Department Heads.

Other Independent Boards & Agencies -Should not be used.

E — Elected

City and Park - Used only for Mayor and City Council Members

Other Independent Boards & Agencies - May be used in whatever way the board or
agency finds useful for any elected positions, or not used at all if appropriate.
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T - Outside Trades

All Departments, Boards & Agencies - This code must be used for all people who are
not City employees but are hired through the unions as “outside trades” employees and
paid through the City’s payroll system.

U - Uncertified Other

City and Park - Used for non-certified employees who do not fit into any of the other
categories.

Other Independent Boards & Agencies - May be used in whatever way the board or
agency finds useful, or not used at all.

L — Ancillary

City and Park - This code is generally used for employees who do not fit into any of the
other classes or are different from other uncertified employees. Examples would be the
following: Board and Commission members who are compensated through the payroll
system; Paramedics and Medical Support team members employed as needed by the
Police Department; Summer Youth and other Work Program participants, such as
through METP; Election Judges; and contract employees if paid through the payroll
system.

Other Independent Boards & Agencies - May be used in whatever way the board or
agency finds useful, or not used at all.

]
EMPLOYMENT
STATUS GUIDE. doc
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A.4 - HRIS Field Formats

Do this to enter:

NAMES: Type Last Name (comma, no space),
First Name (space),

Full Middle Name (or Middle Initial if Middle
Name is Unknown).

DO NOT USE PERIODS AFTER INITIALS or
JR, SR, Etc. INSTEAD type Jr or Sr (NOT Jr.
or Sr.)

Place Jr, Sr, Ill, etc. as follows:
Lastname(space)Jr,Firstname(space) Middle
Name

SOCIAL SECURITY NUMBERS

(National ID in PeopleSoft 7.5)

Type 476536789 or Type 476/53/6789 or 476-53-
6789 and TAB out of field

TELEPHONE NUMBERS

Type 6127895376 or

Type 612-789-5376 or

Type 612/789/5376

and TAB out of field

NOTE: Always include Area Codes

DATES

Type 5-26-87 or

Type 052687 or

Type 5/26/87

DO NOT type 52687, need 6 or 8 characters

Y2K Note: If you type two digits for year
greater than 50, system assumes 1900’s — e.g.
05/26/87

If you type two digits for the year that are less
than 51, the system assumes 2000’s- e.g.
05/26/37

ADDRESS

If there’s an apartment or suite number:

Type Apt or Suite No in Addressl

Type house number and street in Address 2

If no apartment or suite number:

Type house number and street in Address 1.
NOTE: Zip Code =POSTAL

Examples of Results:
Must format as follows:
Johnson,Lynn Carol
Seth-Rogers,Mary Lou
Rathborn Sr,Jack R

Peterson Jr,Mike

Williams I11,Frederick

System will format as:476-53-6789

System will format as:

612/789-5376

System will format as:
05/26/1987

System will format as:05/26/1987 (if you want
2087, you must type 05/26/2087)

System will format as:05/26/2037 (If you want
1937, you must type 05/26/1937)

Address 1: Apt1l
Address 2: 1718 E Southampton St

Address 1:
7895 North Casswell St
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)

HRIS Field
Formats.doc
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A.5 - Salary Structure
Salary Structure Basics

1. Salary Tables are maintained by Central Human Resources, HRIS Administration and
Support.

2. Salary Grades and Steps are effective dated so that historical step rates are maintained
in the system

3. Each Job Code is linked to a Salary Plan and a Salary Grade (or “range”) which
together define a set of Salary Steps. The structure allows multiple jobs to have the
same salary plan, salary grade and steps if they are in the same Union Code and have
the same step rates.

4. All compensation rates are expressed as HOURLY amounts.

5. When the system calculates annual rates, it multiplies the hourly rate by 2080 hours.

HRIS SALARY STRUCTURE CODES

SALARY PLAN: The Salary Plan code is the same as the Union Code, with a few
exceptions. (Note: Every Job Code is linked to a Union Code, even if it is not
represented by a Union).

SALARY GRADE: The range of pay rates in a particular grade representing the
minimum to maximum). In some cases, a job code will have a grade without steps
attached, such as in agencies that do not have steps (people hired can be paid any amount
within a certain range).

It may be helpful to think of the combination of the Salary Plan plus the Salary Grade as
a label for a set of salary steps which is attached to a Job Code or several Job Codes.

SALARY PLAN + SALARY GRADE

Equals
A LABEL FOR A SET OF SALARY STEPS
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SALARY STEPS: In HRIS, all salaries are expressed as hourly rates. For example, the
Job Code of Clerk Typist Il was linked to the following (these are outdated rates used for
illustration only):

Salary Plan CAF (AFSCME Local 9 in City Council departments)

Salary Grade 033 (minimum pay rate of $11.60/hour and a maximum of
$15.10 hr).

Basic Steps for CAF/033 are:

$11.600 per hour
$12.050 per hour
$13.113 per hour
$13.613 per hour
$14.075 per hour
$14.600 per hour
$15.100 per hour Top Step per contract

Noook~whPE

Redline (Frozen) rates due to special agreements or Governor’s Cap Limits

91. $16.363
92. $16.813
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TS TO REMEMBER

e All Compensation Rates (Salaries) are expressed as Hourly rates in the HRIS.

e Apprenticeship Salary Grades
Some apprentice jobs have more than one set of steps to which an employee may
be assigned based on their salary schedule prior to the apprenticeship or to their
length of service in the apprentice program. In the HRIS, additional pay maybe
used to handle this as a payroll premium/earnings codes.

e Fire Sworn Rates for Employees moving between 109.2 and 80 hours biweekly
When Fire Department Sworn employees move between 24-hour shifts and 8-
hour shifts, they must be transferred to a different Job Code. This is because all
rates in the HRIS are expressed as hourly rates.

e Red-lined (Frozen) Salaries

Sometimes an employee’s salary is “frozen” until pay steps in the approved salary
schedule catch up to their salary rate. This may occur as a result of a
reclassification or an agreement with a union. These “Redlined salaries” are
indicated by a Step Code between 90 and 99. Employees on redline steps will not
receive pay increases until the salary schedule’s top step meets or exceeds the
redlined rate. However, there may be a letter of agreement that allows the
employee to receive a percentage of the bargaining unit’s increase.

e Governor’s Cap Rates (Appointed Jobs only)
State law limits compensation for appointed City employees to a specified percent
of the Governor’s pay rate. Steps 91-94 are used for this purpose; Step 91
indicates the person is at Step 1 of the appointed salary schedule, but will make
less than the schedule due to the governor’s cap rate; Step 92 indicates the person
would be at Step 2 of the Salary Scheduled, but is paid less due to the governor’s
cap rate, and so on for steps 93 and 94.

@B

salary_structure_20
10_revised_052110.c¢
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A.6 - Reg/Temp Code

Reg/Temp Code

Reg (Permanent) Code

City and Park - This code is used for employees considered to be Permanent employees.
For Certified jobs in the City and Park this includes all employees defined as permanent
in the Civil Service Rules. This is also used for uncertified employees who are
considered permanently employed.

Other Independent Boards & Agencies - This code is used for permanent employees of
the board or agency, however that may be defined.

Temp (Temporary) Code

City and Park - This code is used for employees considered to be Temporary
employees. For Certified jobs in the City and Park this includes all employees defined as
temporary in the Civil Service Rules, including certified temporary employees, “permit”
employees, outside trades and any other employees who are working only temporarily.

Other Independent Boards & Agencies - This code is used for temporary employees of
the board or agency, however that may be defined.

Seasonal Code

City Council Departments: This code is used for those employees who are currently
categorized as Seasonal by collective bargaining agreement or Civil Service Rules, most
of whom work in Public Works. For City Council departments this code has significant
implications in the payroll system.

Park - This code may be used according to the business needs of the Park for uncertified
employees. Employees categorized as “Code 8 Park Board “ are categorized as

“Seasonal” in HRIS.

Other Independent Boards & Agencies - This code may be used in whatever way the
independent board or agency finds useful.
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Full/Part Time Codes

Full Time

All Departments, Boards & Agencies: Used for employees who are working a full-
time workweek on a regular basis. This varies between 40 hours and 54.6 hours per
week.

For MPEA employees working in City departments (Salary Plan & Union Code of CPE),
full-time is defined as 32 hours per week or more.

Part Time

All Departments, Boards & Agencies: Used for employees who are working less than
a full-time workweek on a regular basis.

Intermittent
All Departments, Boards & Agencies: Used for employees who are working on an
intermittent basis. For example, an intermittent employee may work full or part time

workweeks on an occasional basis, or may work sporadically for a day or two at a time.
It is used for employees who would be considered as employed on an “on-call” basis.

o

Reg Temp.doc
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A.7 - Classified Indicator

Classified
Indicator
Code

Description

WHEN TO USE:
e Record No. ‘0’ - PRIMARY (ZERO) RECORD CODES
e USE FOR HIRE, REHIRE, OR APPROPRIATE JOB CHANGE
ACTIONS

A

Legislative Appointment

Appointed employees and Charter Department Heads who are not political
appointments (see code Q).

C

Classified

Employees certified through Central HR (Civil Service) staffing process for City &
Park Jobs.

Grant Employee

Employees who are not certified but are hired on long-term projects funded by
grants and given benefits as if they were regular (permanent). Call Central
HR/HRIS for assistance if you feel this code is appropriate.

Requires an Expected Job End Date

Permit

Temporary employees hired into Certified Job Codes of the City and Park (except
Park Board "Code 8" employees — which would be code U).

Excludes Outside Trades workers

Requires an Expected Job End Date

Political Appointment

Appointed support staff, such as administrative support for Mayor and City Council
Members.

Casual

Outside Trades workers whose Health & Welfare is paid to the union hall by the
respective salary authority (City, Park, MPHA and MBC).

Temporary

Used ONLY for :

Election Judges

METP - Summer Youth and related work programs
Park Board Summer Teen Workers

May Require an Expected Job End Date

Unclassified

Used for City and Park temporary employees who are not in any of the other
categories. Examples include: Elected Officials, Police Department Medical

Support Team members, and Park Board "Code 8" employees.

Includes Student Interns (one year limit) and also requires an Expected
Job End Date

Detail

Regular (permanent) certified employee assigned to work in a different Job Code
instead of his or her regular (permanent) Job Code (6 or 12-month limit, check the
contract). Also includes Restricted Work and Return to Work Details.

May require Expected Job End Date

Concurrent Job

Regular (permanent) employees assigned to work sporadically in a different Job
Code over an indefinite period of time OR any non-permanent employee working in
more than one Job Code at the same time. Also includes Workforce Utilization
additional records.

PW Dual Certification

Public Works employees who have successfully completed an approved
apprenticeship program for one of the following: Asphalt Raker; Lead Pipelayer I, 11
and 111 or Cement Finisher.
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