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EMPMSTR3 – Field Definitions
The EMPMSTR3 is a supplemental EMPMSTR screen holding a variety of miscellaneous information.  We use only a few of these fields regularly; other fields are used by TIS for short-term purposes, so if you see an entry in a field not defined here (such as Educ Cd1), that is usually why there is an entry there.
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

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 EMPMSTR3 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.

Type:  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

HR:  Employee 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.

PY:  Employee PY Status.  The PY 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.  This note will appear on the EMPMSTR2 and EMPMSTR screens as well.
# Rec’s:  Number of Records:  The system identifies how many EMPMSTR3 records are held by the employee.  This will always be “1” because we overwrite the information on the EMPMSTR screens.

Sel Cd2:  Select Code 2.  For all new and returning employees, this will be DEC30PAY.  When an employee with JAN1PAY retires, you change this field to DEC30PAY.
Character Field 1:  This field holds the MDEA and MDSPA seniority number.  It is entered by Personnel when the seniority number for the employee is established.
Date Field 1:  This field holds the MDEA and MDSPA seniority date.  It is entered by Personnel when the seniority date for the employee is established.
Date Field 3:  This field holds the TB Test expiration date from the EMPTRAC module.  TIS runs a query each month to copy the date from EMPTRAC to this field.
Character Field 12, Character Field 28, Date Field 6:  When an employee retires and returns to work for us, we revise their EMPMSTR2 screen to reflect their current assignment (which is no longer in a bargaining unit).  We use these fields to store the bargaining unit and retirement date for those employees who retire and return to work for us.  TIS runs a query each week which searches the EMPMSTR2 and copies the information when it finds term code 02 (retired).  When the retiree changes from Active Retiree to Inactive Retiree status, we put the term code and date back on their EMPMSTR2 screen.
Apprv Cd:  Approval Code.  Press enter twice and the record will be sent over to the payroll side.

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.













EMPMSTR3 – Field Definitions   (Last Update: 8/22/08)
Page 1 of 3

