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EMPMSTR2 – Field Definitions
EMPMSTR2 has four sections:

· Employee Identification

· Primary Information

· Primary Date Information

· EEO (Demographic) Information

Each field of the EMPMSTR2 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 EMPMSTR2 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 EMPMSTR2 screen.  Codes you will use are:  


NEW
New Record


UPDT
Update

Employee Identification

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

Employee ID:  Each employee has a unique identification number.  This is assigned when the employee is first entered into EMPMSTR.

Employee SSN:  This is displayed on the EMPMSTR2 for information only.  You cannot select the SSN from this screen; use the Employee ID or Employee Name fields.
Employee Name:  The system will fill this field in when you enter the ID number.  You can select an employee by name by pressing F3, Select New, going to this field, then typing the employee’s name (last name first).  You can use the asterisk ( * ) as a “wildcard” to enter part of the employee’s name.  For instance, you can enter ROD*ANI* to find RODIGOU KENT, ANITA.

Employee Type:  The employee type is assigned on the EMPMSTR screen.  The employee type matches the employee’s primary (“PM”) position.  


CERT = Certificated


CLAS = Classified


CEHR = Certificated Hourly


CLHR = Classified Hourly
Employee’s HR Status:  The HR status is assigned on the 

EMPMSTR screen.  


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.

Employee’s PY Status:  The Payroll Status is assigned on the EMPMSTR screen.  Personnel NEVER changes this; only Payroll can change this.

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.
Primary Information

This information relates to the employee’s PM (primary) EMPPAY position.  The PM position is the one which gives the employee the most benefits (such as sick leave or vacation accrual, or health benefits).  When the PM position is changed, you verify and update the information on the EMPMSTR2.  Pay attention to the payroll deadlines before changing this screen.  If an employee is moving from a position paid on the 10th of the month into one paid at the end of the month, do not make the change until the 10th of the month payroll has run (changing the EMPMSTR2 screen before then might keep the employee from being paid on the 10th of the month).
Cred. Holder?:  Does the employee hold a credential?  

· For certificated employees, use “Y”.  That will fill in the CRDHOLDER screen in the credentials module and allow you to enter their credentials.

· For classified employees, use “N”.

BargUnit:  Bargaining Unit.  Enter the bargaining unit which governs the employee’s PM (primary) EMPPAY position.  This will match the Brg field on the employee’s PM (primary) EMPPAY screen.
Calendar:  Enter the calendar which matches the calendar on the employee’s PM (primary) EMPPAY position.  If these two calendars do not match, the employee may not be paid.
DaysWrk’d:  Days Worked.  The number of days per year the employee will work.  This information is critical to retirement processing.  This is consistent with the calendar, pay class, and position of the employee’s PM (primary) EMPPAY position.
PerdWk:  Period Worked.  The number of months per year the employee will work.  This is consistent with the calendar, pay class, and position of the employee’s PM (primary) EMPPAY position.

Sal Ann:  Salary Anniversary.  The month in which the employee will advance to the next step on the salary schedule associated with the employee’s PM (primary) EMPPAY position.

· MDSPA, DMA-MGMT, and MDEA bargaining units use 7 (for July) or 13 (if they start after the first quarter of the fiscal year, they will not step the next year; this is usually at the end of October).
· The other bargaining units use the month they successfully complete their probation (January = 1, December = 12).  This may be adjusted for leaves of absence or other breaks in employment.

· When the employee reaches the top step of their salary schedule, you will blank out the salary anniversary field.  (Because of the way longevity is built into the DMA-MGMT and DMA-CONF salary tables, there is no arbitrary top step; these bargaining unit members will always have a salary anniversary.)

FTE:  The employee’s total FTE for all assignments.  This total needs to match the total of the EMPPAY screens being paid that month.  
· If the increase/decrease takes effect with that month’s pay, create the new EMPPAY screen and change the EMPMSTR2 FTE.
· If the increase/decrease takes effect with the next month’s pay, wait until after the payroll has been run to make the change.

Bene FTE:  Benefit FTE.  We currently match this to the FTE field, increasing/decreasing the number as the FTE changes.  The maximum for Bene FTE is 1.0; if the employee has more than 1.0 FTE (1.14, 1.20, etc.), the Bene FTE is only 1.0.
Pay Cycle:  We only use cycle 01 (Regular).
Per’d Paid:  Periods Paid.  The number of months the employee will be paid.  This is based on the pay class of the employee’s PM (primary) EMPPAY position.  If an employee has deferred or advanced pay, this will be different from the PerdWk field.

PCN Info:  If you type a “Y” into this field, it will display the salary information from the ACTL line of the employee’s PM (primary) EMPPAY position.
Dist:  Check Distribution.  The four-character abbreviation for where the employee’s paycheck or direct deposit stub is sent.  If it is mailed home, the code is “MAIL”.  If the site for the Dist is different from the Loc field, document this in the Notes field.
Loc:  Worksite.  The three-digit abbreviation for the employee’s work location.  If an employee works in more than one location, this would be their main location, and where they would receive regular district mail.  If this is different from the Dist (other than a distribution of “MAIL”), document this in the Notes field.  This is one of the fields used to determine where absence reports are sent.
FLSA:  Fair Labor Standards Act   We do not use this field, so leave the default of “N”.  (FLSA is a federal act which establishes minimum wage, overtime pay, recordkeeping, and youth employment standards affecting employees in the private sector and in Federal, State, and local governments.)
Dept:  Department.  Used to identify the department associated with the employee’s PM (primary) EMPPAY position.  This is one of the fields used to determine where absence reports are sent.
Div:  Division.  Used to identify the division within the department associated with the employee’s PM (primary) EMPPAY position.  This field is sometimes left blank.  This is one of the fields used to determine where absence reports are sent.  If employees at the same site have the same Loc and Dept, but different Div information, it will cause them to split off onto their own sheet of the site’s absence report.
Day Ptch:  Day Patch.  We do not currently use this field; leave blank.  (Daily patching is the process by which actual hours worked are derived from work schedule codes as listed on the day code section of the calendar.)

Primary Date Information

This information relates to the employee’s PM (primary) EMPPAY position.  The PM position is the one which gives the employee the most benefits (such as sick leave or vacation accrual, or health benefits.  When the PM position is changed, you verify and update the information on the EMPMSTR2.

Hire:  Current Hire Date.  This is the employee’s current hire date.  It will only change from the Orig. Hire date if the employee has been terminated and rehired.  If that happens, the employee’s first working day will be their current hire date.
Orig. Hire:  Original Hire Date.  This is the date the employee was first hired by the district.  It is usually the first day the employee will be working.  This date does not change.

DOB:  Date of Birth.  The employee’s birth date.
Age:  This is calculated by the system by comparing the birth date with the current date.

Dist. Sen.:  District Seniority Date.  We currently do not use this field.
POS/PCN Sen:  Position Seniority.  Employee’s seniority date within a position.  Usually changed if the employee is promoted, demoted, or changes bargaining units.

Long:  Bargaining Unit Longevity.  This date will always be the first of a month.  For members of MDEA (who can use outside experience to count toward which step of their salary table they are on), this will always be July 1, and the year of the longevity will reflect which step they are on.  For members of MDSPA and DMA-MGMT, this will always be July 1.  For other bargaining unit members, if they entered their position the first through fifteenth of the month, it will be the first of that month; if they entered their position the sixteenth through the end of the month, it will be the first of the following month.
Lump Sum Pay:  Lump Sum Payments.  We do not use this field.  When implemented, it allows employees to elect to have their pay given in lump sums instead of spread equally.

Term Dt/Cd:  Termination Date and Termination Code.  The termination date is used when an employee ends employment.  The termination code identifies the reason for the termination.  Entering the date and code activate the Termination Utility.  Frequently used codes include:

01
Resigned


02
Retired


05
End of Assignment

12
Termed—Has Not Worked

We do not currently use the Term Cd 2 field.

Def. Pay:  Deferred Pay Flags.  Members of the MDEA, MDSPA, and DMA-MGMT bargaining units who work a 10- or 11-month year can elect to defer a portion of their pay in order to receive twelve paychecks.  The pay class on their EMPPAY screen and their Per’d Paid and Def. Pay fields on the EMPMSTR2 screen must agree.  The Certificated Calendar sheet gives a detailed list matching the pay classes with the months and deferred flags.  This sheet is updated each year after the next school year’s calendar has been approved.
Last Pay:  We do not use this field.  This date is used to identify the last day an employee is to be calculated for a paycheck.

Last Day Worked:  When known, we use this field when terminating an employee to show the last date the employee physically worked for us.  
Df:  Default 39-Month Code. Used when terminating employees.  This code tells the system what date to use to calculate the 39-month date.  The 39-month date refers both to the COBRA eligibility, and to the rehire agreements we have with some of the bargaining units.


1 = Use the last day worked (Last Day Worked field)


2 = Use the last paid day (Last Pay field)


3 = Use the termination date (Term Dt field)

If the field the code refers to is blank, the 39MnthExp field will remain blank.

39MnthExp:  39-Month Expiration Date.  Used when terminating employees.  The system calculates this date based on the Df code.

EEO (Equal Employment Opportunity) Information 

These fields are primarily used to track demographic information for various reporting requirements.

EthnicCD:  Ethnicity codes are used to designate ethnicity and race for diversification and affirmative action reporting as outlined by the U.S. Equal Employment Opportunity Commission (EEOC).  When an employee completes the new-hire information, we request an ethnicity/race identification.  If the employee declines to state an ethnicity/race, we use “NONE” as the identifier.  
Veteran:  This field is available to identify the employee’s veteran status as outlined by the Department of Veteran’s Affairs.  

L = Special Disabled Veterans


M = Vietnam Era Veterans

If other designation codes are required, the Position Control manager can set them up.

Gender:  Choices are M (Male) or F (Female).

MRT:  Marital Status.  We do not currently use this field.  (We use the withholding information from MANDDED to report this.)
Disable:  Used to track the various disabilities that may need to be accommodated in the workplace.  We currently use:


01 = Hearing Impaired


02 = Sight Impaired


03 = Speech Disability


04 = Ambulatory Disability


05 = Mental Disability


06 = Learning Disability


07 = Coordination


08 = Other

ReasAcm:  Reasonable Accommodations.  This field is used to track the accommodations we have made for the employee with a disability.  We currently use:

01 = Wheelchair Ramp


02 = Braille Translation


03 = Elevator Access


04 = Handicap Parking


05 = Special Access Options


06 = Hearing Dog Available


07 = Other

Over 40?:  This is a system-derived field based on the employee’s date of birth.  
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 EMPMSTR2 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 EMPMSTR2 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.













EMPMSTR2 – Field Definitions   (Last Update: 10/3/08)
Page 5 of 7

