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EMPMSTR – Field Definitions
The Employee Master Information (EMPMSTR) is split into three screens (EMPMSTR, EMPMSTR2, EMPMSTR3).  This is where we identify the basic employee demographic, veteran, Equal Employment Opportunity, and pay period information.  
The EMPMSTR has three sections:

· Employee Identification

· Employee Name, Status, and Type
· Address Information
Each field of the EMPMSTR screen is described below (from left to right, and from top to bottom).  We do not use every field.

In the upper right corner of the EMPMSTR screen, you will see the name of the IFAS user who is logged into the current IFAS session.

Personnel Action Cd:  This field is used to explain why you are changing the EMPMSTR screen.  Codes you will use are:  


NEW
New Record


UPDT
Update

Employee Identification

Employee SSN:  Employee Social Security Number.  If you want to look up an employee using their SSN, you may do so from this screen.  When setting up a new employee, if the SSN has already been used with another employee, a warning message will appear.  You cannot change the SSN once it has been entered; contact the Position Control manager.

Entity:  We do not change this field.  The system enters the default value of “ROOT” for us.

Req. No.:  Requisition Number.  We do not use this field.  For those clients who have integrated the Applicant module, the system will enter the requisition number from which the employee was hired.
Generate the ID:  The Employee ID is the unique identifier for the employee and is the key value for all employee records.  We use option “A”, which directs the system to automatically generate the ID number.
Employee ID Number:  Each employee has a unique identification number.  The system generates this when you first set up the employee.

Notes:  You can enter miscellaneous notes here to alert other users to a special circumstance concerning the employee.  For instance, if there are two employees with the same name, you should note “TWO EMPLOYEES WITH SAME NAME”.  If the employee is on a visa or has taken a leave or elected no Medicare in 1992, you can place a note to that effect here.  This note will show up on the EMPMSTR2 and EMPMSTR3 screens as well.

# Rec’s:  Number of Records:  The system identifies how many EMPMSTR records are held by the employee.  This will always be “1” because we overwrite the information on the EMPMSTR screens.
Employee Name, Status, and Type

Employee Last Name:  Enter the employee’s last name.  Use all capital letters.  Do not use punctuation (no apostrophes, no hyphens).  If the last name has a prefix (such as “Mc” or “Mac” or “Van” or “De” or “D”, etc.), separate it with a space.  If the last name is hyphenated, use a space instead of a hyphen.  Do NOT add suffixes (such as Jr. or Sr. or III); these are entered in the Suffix field.
Employee First Name:  Enter the employee’s first name.  Use all capital letters.  Do not use punctuation (no apostrophes, no hyphens).  If the first name has a prefix (such as “La” or “De”), separate it with a space.  If the first name has inter-caps (such as MaryAnn), separate it with a space.  If the first name has an apostrophe (such as L’Tanya), separate it with a space.

Middle Name:  Middle Name/Initial.  Enter the employee’s full middle name, if known.  Do not separate two-word first names into a first and middle name.  MaryAnn Smith should NOT become Mary (first name) Ann (middle name).

Suffix:  If an employee is a “Jr” (Junior), “Sr” (Senior) or Roman numeral (III, IV, etc.), enter it in this field.

Salutation:  We do not use this field.  This field is used to select Mr., Ms., or Dr.
Full Name:  The system derives this by combining the employee’s last name, first name, and middle name/initial.

Birth Date:  The employee’s date of birth.
Age:  The system derives the employee’s age based on the birth date and the current date.

Former Name:  When the employee’s Last Name is changed, the system will put the previous name in this field.

Preferred First Name:  If an employee prefers a first name different from their legal first name, enter it here.  For instance, “Margaret” may use “Peggy”; “Roberto” may use his middle name, “Toby”.
Type/Status:  Employee Type, HR Status, PY Status.  
The Employee Type matches the employee’s primary (“PM”) position. 


CERT = Certificated


CLAS = Classified


CEHR = Certificated Hourly


CLHR = Classified Hourly
The HR Status designates whether or not the employee has an active EMPPAY screen, and whether they are on leave or retired: 


A = Active.  This means the employee has an active EMPPAY screen.


I =  Inactive.  This means the employee does not have any active EMPPAY screens.


AL or IL =  Active Leave or Inactive Leave.  With Active Leave, the employee has at least one active EMPPAY screen (usually this occurs when a teacher takes a one-year leave, but substitute teaches during that year).


AR or IR =  Active Retiree or Inactive Retiree.  Employees who have retired through the district are considered retirees.  If they have an active EMPPAY screen (whether for benefits or for a substitute or regular position), they are Active Retirees; if they do not have an active EMPPAY screen, they are Inactive Retirees.

The PY Status is used by the Payroll staff.  Personnel NEVER changes this; only Payroll can change this.

Address Information

Publ./Priv.:  Public/Private.  We use PUBL (Public).  

Primary Addr.:  Primary Address.  The first and second lines of the employee’s address.  This is the street address or the post office box.  The abbreviation for a post office box should be “PO BOX” (no periods, no spaces between the P and the O).
Zip Code:  ZIP Code.  The system will look at the ZIP Code and fill in the City and State fields.  If you enter a ZIP Code and the wrong city appears, it is possible the U.S. Postal Service has recently changed ZIP Code assignments; contact the Position Control manager.  If you enter a ZIP Code and receive the error message “This entry is invalid”, verify you entered the information correctly; if so, contact the Position Control manager.

County Code:  This is an optional field.  It is used to indicate which county is associated with the ZIP Code.

City:  The city is derived by the system based on the ZIP Code.  You can overwrite this.  Once it is overwritten, it will remain until deleted or overwritten—if you change the ZIP Code, the system will NOT replace the overwritten city with the one associated with the ZIP Code.

State:  The state is derived by the system based on the ZIP Code.  You can overwrite this.  Once it is overwritten, it will remain until deleted or overwritten—if you change the ZIP Code, the system will NOT replace the overwritten state with the one associated with the ZIP Code.
Country:  We currently use this field only for addresses outside of the USA.  If you need to enter a country other than the current options, contact the Position Control manager to add it.
PhoneCD:  Phone Code.  This optional field is used when entering more than one phone number to identify the type of phone number:

CL = Cellular (Mobile) Phone


FX = Fax Number


HM = Home Phone


OF = Office


PG = Pager


VM = Voice Mail

If the only phone number you enter is the home phone number, leave this field blank.

#:  Phone Number.  Enter the area code and seven-digit phone number.  The system will add the parenthesis around the area code, and the dash separating the first three and last four digits.

Ext.:  Extension.  If the phone number has an extension, enter it here.  The field only holds four digits.

E-Mail:  Employee’s Email Address:  This optional field is used to hold the employee’s contact email address.  

Approval Code:  Press enter twice and the record will be sent over to the payroll side.  (For those clients who have the Employee Online module implemented, employees can make certain changes online, and those changes need to be approved by Personnel before they are sent to Payroll.)
View Assoc. Detail:  View Associated Detail.  Enter “Y” to view the employee’s payroll association detail records.  This field is for viewing purposes only; no data is stored within it.

User ID:  The IFAS ID of the last person to affect the EMPMSTR screen.  If you see HRSYSMGR or TISSUPV1 or TISDBADM, they have probably run a global process affecting a large number of screens; they have not necessarily made an individual change to this particular EMPMSTR screen.

Updated:  The date and time the screen was last affected.

Today:  The current date.  This is helpful when you print a screen and later wonder when you took the screen shot.
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