FIELD DEFINITIONS/VALID VALUES

PeopleSoft HRMS Codes
Action / Reason Table

Hire can only be used to create a new Employee Record. Use Rehire to add a new job on an existing Emplovee Record. Avoid terminating
and rehiving esployees, as thiy will canse termination of henefits. Use an action that indicates the new assignment, such as Promation or

Transfer.
Action Re:so Reason Description Wheat to Use

Hine' HIR Hire _ _ Hire a new employes B
 Hire TMDw '_:f_;amporary Assignmentwmww | Add an Empl Record for an existing empiayee

Rehire RAP Rehire- Reappointment ‘ Rehire with no break in service

Rehire REH Rehire o Hire any employee that already has an EmpliD

Rehire w VME i Vol untary Modified Employment | Rehire a faculty member on a VMOE cantract
Transfer - ARA Administré;;e Re-Assignment Priorapproval required | o

Transfer CBE“ Change to Benefits Eligible Charge an employee from Non-Ben or insurance Only to Benefits Eligible
Transfer Cié ------- Change to Insurance Eligible : Change an employee from Non-Ben ar Benefits Eligible to Insurance Only
,Iﬁf‘,sf?{_<____...m.__mm.w_wé_ QNB Eg?nge to an—_&gpMEligible - Change an employee from Benefits Eligible or insurance Only to Non-Benefits
__Ira.néfer FAC .Néw fﬁg{ﬁy ;;éignment Transfer to another facult;g position V

Transfer LAT o i&gterat Transfer | Transfer to another staff position in the same Pay Grade

Transter {No Reason} Transfer to another Non-Ben position

F’rombtion PNP g Profotion-Without Pay _ Promotion to a higher Benefits Eligible positiory without a pay increase
“F;re:smotion : F’WP ‘ Prz;motion-With Fay i Promotion to a higher Benefits Eligible position with a pay increase

"Demotion REQ Em;gyee Request Transfer to ancther staff position in a lower Pay Grade (Requires prior approval)
T;)aajr:wﬂr.ztran~ HUSP “Unsatisfactory Perfon'nancé ---------- Requéféé prior apprévai ﬁ ]

Data Change GFT B FTE C}jange ---------- ; Change the FTE and Standard Hours (may require a Position Request)

Eata Change CPR | Corfectt;x{F’ay Rate Return to reguiaiﬁr.éte of pay at the end of an interim assignment
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Action g Re:sa Reason Description When to Use
Pay Rats Chgnge AD» o “{}@’_i_ustmem Changes 1o pay rate of Non-Benefits Eligible Assignments
Pay Rate Cf;ange ATB - %Across—The-Board Universibjnapprcved pay increases i
Pay Réte Change EQU AvKuity Adjastmeﬁt ' Réquires prigr approval |
Péy Rate Change ; QNT Interim Assignment Increase pay rate due to additional interim Duties (requires memo)
Pay Rate Cﬁange MAN State Mandated increase | State approved pay increases B
Pay Rate Change MER | Mexit : University approved merit increases
Pay Rate Change "—éEC Job Reciassiﬁcéﬁon Pay rate change assatiated with a Job Reclassification
Shart Work Braak SLV Fgcuity Sum{néi ALeaVé i Place }fzks;cuf‘t‘yﬂ‘ipn mpaﬁig{ Summer Break
Short Work Break | SWB | Short Work Break  Place Graduate Student on unpaid Summer Break
Mf:;éve of Absence EB; i Educ;xonww uuuuu ) Requires prior approval o
I;éve of Absance ‘ FAC _FaCL—iity - Reguires ;;rior appiovai
Leave of Absence F BAL A Fami@y and Medical Leave‘Act ‘ Requifes prigr apérovai
”t:eave {}?:;Absence HEA o Heaith%geasons— o Requires prior approval
leave of Alisence L MIL ¢ Military Service Requiras prior approval - ]
Lee;;e of Absence | PAR | Parental Leave Reguires prior approval
Leave of Absence PRS& Personal Reasons Requires prior approvat
Leave _of Absence STD ' Short Term Disability : Requires prior approval
Leave .of Absence SUSSuspm‘smn Regquires prior approvat
Leave of Absence ) i " WCO Workme;ns Compens‘;é;;ww Requires prior approval
PaiduLeave of Absance ESL .;"E)ﬂ(tended Sick Leave i Requires priar approval
Paid Leave of Absence FDL Faculty Development Leave 5 Requires prior approval
Paid Leave of Absence | FML FMLA Requires prior approval
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Action Ra:sa Reason Description When to Use

Paid Leave of Absence BAiL fgjmtaw Semc; Requires priot approval o .
! Pawt;imileave of Absence “PAR Pa;rer‘iai Leave ‘ ; Re{;u;res prscﬁapprcvai -------- R
P;d L.eave of Absence PEiji 1 pay 12 Faculty ‘ Place FaCuﬁt;;ipnﬁpafd Summer Break

Paid Leave of Absence PSL o 9 pay 12 faculty summer , Place Facufty“(;;} 'paid_ Summer Break

Paid L eave of Abserice PTL- 10 pay 12 Faculty Place Faculty on paid Summer Break

Paid Leave of Absence SLF: Sick Leave Pool. Requires prior approval

Return from Leave REQ Rexalil from Suspensioh Requiires prior approval

Reaturn from Leave PEL Returm From Disability Requires priot approval
Retumfomleave  RFL | RewmFromlesve | Reguirespriorapproval
Return from Leave ' RSL Return from Summer Break Return Faculty or Graduate Student f;’om Summer Break

Return from Leave RWC %é;:;n From Worker's Comp Requires prior apprcw’a{’ B
Termination - ASN Asstgnment End End Non-Bertefits Eligibie Assignment
«Terminat’ion DEA ....... Death o MDeath N

Termination ie;J' involuntary~Aftendance involuntary-Attenidance
M}'ﬂ;;;-ﬁination 1GM invotuntary Gross stconduct lnvoiuntary—Gross Miscongduct

Termihaﬁon HUA tnvoluntary—Job Abandonment !nvofuntary-Job Abandonment

Termination : IM t : Involuntary-Misconduct : tnvotuntary-Misconduct ’
u}“;r“r;iination WlS !nvoiuni;;;-msstmnt an Applic : Irnvoluntary-Misstatement on Application

Termination !QT involuntary - Other Reason invdiuntary - Other Reason

Temination DFRM Involuntary ~- Performance : Involuntary -- Performance

.:r';;ﬂwihation PRO "invoiunta‘ry Undet: E’;og;tzor; -Mwmt.;;;di;:rxtary-i)nder Probation

Termination B R*F .‘l;-;gt.untary-Reduct!on in Force | Requires prior approval
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Action Re:m Reason Description When to Use
Teonination ) N __A_Eﬁf}{.f’{gr_r};;g@_{?,fn?mpiay‘mem £ ud Tsmpr wary Non-Benefits Eligible Erployment
Terminafion V | .lm\‘;’i_c‘:iuntary S Voluntary Termmatton“éenefzts or Non-Benafits Eligible o
Retirernent \ Disability Retirement Disability Retirement ]
Retirerhent Retirement Relirement

Send Funding Changes directly to the budget office. If more than one action is requested oun the same form, chose the highest action for the
Reguested Action Box (for example: If changing the FTE and the funding - use FTE Change.)

Action ( Reaszon Reason Description When to Use
Paosition Change WEW New Position ¢ Create a new position number
Position Change JRC ¢ Jobr Re-Classification : Reclassify a benefils eligible position
Position Change FFR “ Faculty Promotion implement a faculty promotion

! Change the FTE on a Benefits Eligible position {also need to submit a2 PAR to correct comp rate

Position Change FTE FTE Change : if monthly)
Position Change XFR Transfer Change the Department Code on the position {also changes the Location ~Mail Codg)
Positions Change INA Positiory inactivated Delete a position no longer in use

Funding Source

Position Change | FND Change Change the funding source or distribution of the position
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