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Updates to Action/Reason Combinations: 

 If the End User enters the Action = Hire and the Reason = New, and the 
EmpIid already exists in a terminated HR status within the same plan, a 
message will display and the system will automatically change to Action = 
REH and Reason = REH. 
 

 

 

 

 If the End User enters the Action = DEM and Reason = UPD, the system will 
determine if a SSN exists with Emplid and Empl record.  If not, an error 
message will display: 

 

 

Updates in CRIS/PeopleSoft    
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 Demographic Updates (change of address, personal data) - Can only be 

entered for employees active in the Department (must be hired into the 

department first). 

 

 A Department cannot perform updates on an employee termed from their 

Department. 

 Actions: 

DEM  Demographic Update 

LOA  Unpaid Leave of Absence 

PLA  Paid Leave of Absence 

LOF  Layoff 

RFL  Return from Leave 

SUS  Suspension 

 

 

 

 

 

 

 

 If the End User enters Action = HIR and Reason = NEW where the individual 

has a termination row but is not within the same Plan, an error will display: 
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 Effective Date of Hire with the Present Organization will only populate on the 

P-1 form when the Action/Reason combination is HIR/NEW. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Changed label on the HR Transactions form page from  “Assign Dependents” 

to “Assign Beneficiaries” 
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Additional Updates     This only pertains to DSEA and DSWA 

 On the HR Transactions Form, the system auto populates the Plan code in the 

Employee Information section based on date of hire, and will assign the 

appropriate Plan based on the original hire date.  

  

 If hired prior to 1/1/12, the system will assign Plan code A001 and 

display the message (Pension contributions calculated at 3%) 
 

 
 
 
 
 
 
 

 If hired on or after 1/1/12, the system will assign Plan code A002 

(Pension contributions calculated at 5%) 
 

 

 Printed Member Actuarial forms (P-1) will also have the appropriate Pension 

Plan noted in the Personal Data section.  

 

 

 
 
 
 
 
 
 
 
 
 
 
 
Any questions regarding these updates should be directed to the Manual Loads 
section at Open_Manual_Loads_Help@state.de.us. 

mailto:Open_Manual_Loads_Help@state.de.us

