SCEIS Ticketing Issues from HR Advisory on February 25, 2011

HIRING EMPLOYEES
· Movement Between Agencies- the process where the “receiving” agency for a new employee moves that employee from the “losing” agency:
· 2 types of movements:
· Central Movement – a movement between agencies without any break in service.
· Rehire – a movement between agencies with more than a one day break in service. (Be aware of the 15 days)
· OHR must contact “receiving” and “losing” agencies – please be patient for this may take a few days.
· Requests for central movement and rehires should be sent to OHR in a timely manner. (Receiving requests a month after the employee has been hired.)
· A new Movement Between Agencies form is on our website to move employees from one agency to another. 
· Verify start and withdrawn dates of employment.
· When hiring, make sure position # is on Infotype 0000 - Actions.  If not, you will not be able to see employee and complete the hiring process.
PERSONNEL ACTIONS
· When completing an appointment change, please enter salary information on Infotype 0008 – Basic Pay.  If employee has additional compensation (ex. TSA), that information will need to be re-entered and saved.
DELIMITING ORG UNITS
· OHR must delimit organizational units for Regulatory agencies.
TEMPORARY POSITIONS
· Agencies can create temporary positions, but should delimit the temporary positions once the employee has been separated.  If rehiring a temporary employee, a new temporary position will need to be created.
RECLASSIFICATION OF POSITIONS
· Only FTE positions can be reclassified.  All temporary grant, time-limited and temporary positions are UZ01.  To change the internal title, you may change the Object infotype under PO13.
FORMS USED IN SUBMITTING TICKETS
· Forms for SCEIS tickets can be found on the OHR website. 
· Please use the dual/multiple employment forms to ensure all required information is provided to process the action.
· Temporary Grant and Time-Limited Request Forms for new positions and renewal of existing grants must be reviewed and approved by the Budget Office before submitting to OHR for creations. 
RIF CODES
· Please make sure to use correct codes when separating employees.  The RIF applicant pool is populated from the RIF separation codes entered in SCEIS.
EPMS
· Use the EPMS action in PA40 for keying annual reviews.  The action will allow for a history to be posted on Infotype 0000-Actions and will bring up Infotype 0001 – Org Assignment, which holds the Grievance Rights Status.
· Use PA30 to change a date or a rating that was keyed incorrectly. 
