Pen App Job Row Maintenance Guide

***These are examples to correct service data on a Pen App. You will need to choose the
appropriate Action and Reason codes***

Example #1 — Inserting a missing Leave of Absence Row
***Remember LOA'’s are entered by pay period***

This Employee was on an Unpaid Leave of Absence from 7/15/2010 — 8/27/2010. (The unpaid
pay cycles are from 7/18/2010 — 8/14/2010)
» Insert the additional row in chronological order. In this example, click the add the row
icon below the 7/4/2010 Pay Rate Change
» This will duplicate the row so that you can correct the data

- Action Reason Coda From Date To Date :E;E[\.!agrfald ears Months Days Months Dapartmant Dascription
Cata Change Post 32 D1/ Meen D4/02/2007 2 12 Menth IMZ-SEPP i
Faid Leawve of Absence Family Medical Leave Act D403fz007 DE/D212007 0.1667 0 2 0 12 Month IM3-SEPP 1
Return from Leave Return From Leave  DEO3/2007  0OB2992008 0 23260 3 2T 12 Month IM5-SEFP +
Diata Change Correction ! Transfer wii Plan DEF30Z008 OFmaz00 07811 0 o 4 12 Month +
Ciata Change Pay Rate Change O7/04/2010 1213112011 14017 i 5 2T 12 Month 50501100 1
Data Change | [P=y Rate Change | [07i0d2010 |F [12E2011 |F 250501100 | @, 4
Ciata Change Pay Rate Change D120z DEMa2012 04611 0 5 18 12 Month 50501100 +
» Change the Action Row - Leave of Absence
» Change the Reason Code - Medical Reasons
» From Date — Change to 7/18/2010
» To Date - Change to /14/2010
» Ensure the Months is correct (9, 10, 11 or 12 month employee)
» Ensure the Department is correct
» Enter Description — Medical LWOP
> Review and click Save
» Send supporting documents to the Office of Pensions
|;| :_Ee::'.i::a‘:‘-g.:ess':e — e TZI_TI:'LI:;:; &, '::E:L:;:]C &, - . = 11:2““:011: w 2;-::'-:11;: @, [Medical LWoF|

» Once Service row is accepted by the Office of Pensions, the application will be updated
and moved forward in the workflow. The Office of Pensions will communicate any
questions or concerns with the added row request

***Note — When inserting additional rows, if the From Date is not in the proper sequence and the User
clicks save, the system will generate the message “From Date cannot be prior to previous row’s From Date”.
Use the — sign to delete the row. Use the + sign to add the row in the correct sequential order***
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Example #2 — Deleting a Row
***These are examples to correct service data on a Pen App. You will need to choose the
appropriate Action and Reason codes***
***Remember service is determined by pay cycles***

This Employee was Suspended without Pay from 6/16/2013 — 6/27/2013. This employee
worked 2 days in the pay cycle, so they will receive full pension credible service for this time.
To correct, delete the Suspension from the Pen App.

» Insert the additional row in chronological order. In this example, add the row icon
below the Recall from Suspension Layoff
» This will duplicate the row so that you can correct the data

Recall fram Suspension/Layof Recallfrom Suspension/Layoff D282 20 1EIR 1 6 312Month 00247470 +
[Recall fom SuspenionlLayof || Recall fom SuspensionlLayofl | 0282013 &) 12312014 [ 12Month ] 100247470 |} +
Dzta Change Pay Rate Change OIO2045  OBA0f2016 L7 1 8 012Month  10024T4TD +

Change the Action Row - Blank

Change the Reason Code - Blank

From Date — Do not change

To Date — Do not change

Ensure the Months is correct (9, 10, 11 or 12 month employee)
Ensure the Department is correct

Enter Description — Delete Suspension less than a pay cycle
Review and click Save

Send supporting documents to the Office of Pensions

YVVVVVYVVVY

Recall from Suspension/Layoff Recall from Suspension/Layoff D6/23/2013 1273112014 1.5083 1 i 3 12 Month 100247470

[ M [ V| [08rZER013 |+ [12/3172014 | 100247470 |, [Delete Suspension less than pay cyck

D=ta Change Pay Rate Change D1/1/2015 DB/30/2016 1.7500 1 1) 0 12 Month 100247470

+| [+ & |*

Data Change Pay Rate Change 102016 07312017 0.8333 ] 10 0 12 Month 100247470

» Once Service row is accepted by the Office of Pensions, the application will be updated
and moved forward in the workflow. The Office of Pensions will communicate any
questions or concerns with the deleted row request

***Note — When inserting additional rows, if the From Date is not in the proper sequence and the User
clicks save, the system will generate the message “From Date cannot be prior to previous row’s From Date”.
Use the — sign to delete the row. Use the + sign to add the row in the correct sequential order***
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Example #3 — Update Return from Leave 6/3/2007 to 6/10/2007

***These are examples to correct service data on a Pen App. You will need to choose the

appropriate Action and Reason codes***
***Remember LOA'’s are entered by pay period***

This Employee retuned from a LOA on 6/10/2007. The Pen App has 6/2/2007 as the return

date.

> Insert the additional row in chronological order. In this example, click the
icon next to the row below the Return form Leave
»  This will duplicate the row so that you can correct the data

wersd Years Months Days Montns Department Dascription

3 212 Month IME-SEPP

DEv28/2008 2.3250 2 3 27 12 Manth IMS-SEFP

&) (090202009 |G 12 Month  w| (IMS-SEFF [ +| =

Action Row — Leave the same

Reason Code - Leave the same

From Date — Leave the same

To Date - Change to 6/10/2007

Ensure the Months is correct (9, 10, 11 or 12 month employee)
Ensure the Department is correct

Enter Description — Correcting Return date on LOA

Review and click Save

Send supporting documents to the Office of Pensions

VVVVVVVVY

Pannty

»  Once Service row is accepted by the Office of Pensions, the application will be
updated and moved forward in the workflow. The Office of Pensions will
communicate any questions or concerns with row request

Remember — After being accepted and updated, the newly inserted row will only

display the Return from Leave row

***Note — When inserting additional rows, if the From Date is not in the proper sequence and the User clicks
Save, the system will generate the message “From Date cannot be prior to previous row’s From Date”. Use the

—sign to delete the row. Use the + sign to add the row in the correct sequential order***
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Example #4 — Change Leave of Absence “To Date” from 3/12/2013 to 3/10/2013

***These are examples to correct service data on a Pen App. You will need to choose the
appropriate Action and Reason codes***
***Remember LOA'’s are entered by pay period***

Employee returned from Leave of Absence on 3/12/2013.
> Insert the additional row in chronological order. In this example, click the
icon to the right of the row Data Change
»  This will duplicate the row so that you can correct the data

0.6167 0 T 12 12 Month

B B[O

0 012 Month 100247470

Action Row — Leave of Absence

Reason Code Medical Reasons

From Date — Leave as is

To Date - Change to 3/10/2013

Ensure the Months is correct (9, 10, 11 or 12 month employee)
Ensure the Department is correct

Enter Description — Correcting Return from LOA

Review and click Save

Send supporting documents to the Office of Pensions

VVVVVYVYVYYVY

Pzy Rate Change D7oz012 021212013 06167 0 T 12 12 Month DOZ247470

100247470 |2y |Correct Retwrn from LOA

0247470 +

Paid Leave of Absence Family Medical Leave Act 021312013 D3M1z013 0.0206 0 0 29 12 Montl

> Once Service row update is accepted by the Office of Pensions, the application will
be updated and moved forward in the workflow. The Office of Pensions will
communicate any questions or concerns with the row insert request

***Note — When inserting additional rows, if the From Date is not in the proper sequence and the User
clicks Save, the system will generate the message “From Date cannot be prior to previous row’s From Date”.
Use the — sign to delete the row. Use the + sign to add the row in the correct sequential order***
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Example #5 — Change Months Worked from 10 to 12 on an existing row

***These are examples to correct service data on a Pen App. You will need to choose the
appropriate Action and Reason codes***

» Insert the additional row in chronological order. In this example, click icon to the

right of the Data Change row

» This will duplicate the row so that you can correct the data

Retum from Leave Return From Leave 2.3250
Diata Change Correction [ Transfer wii Plan 0.7611
[Data Change | [ Cormmection / Transfer wii Flan | |0930r200

Data Change Pay Rate Change 1.4817

3 27 12 Month

]

4 12 Manth

12 Month s | 250501100

5 27 12 Menth

IM3-SEFP

4| | [ &) |

»  Action Row — Leave the same

> Reason Code — Months Worked Change

> From Date - Leave the same

»  To Date — Leave the same

> Change the months worked to 10 months

> Ensure the Department is correct

> Enter Description — Correcting the months worked

> Review and click Save

»  Send supporting documents to the Office of Pensions
Eligible Buy Ins Find [ Viewal | &) B Fist 4 10f1 @ Last

{Years)
1

Total Refunded Service: 00000 Years: 0 Months: 0 Days: 0

Total Forfeited Service: 0 li] Years: 0 Months: 0 Days: 0

Total Service without Buy Ins: 235333 Years: Months: 7 Days: 18
)srand Total Service for Pension: 285333 Years: Months: 7 Days: 18

Get Service Data iew Job Summary iew Salary History

il Save I Return to Search =] Motify

>

Once Service row update is accepted by the Office of Pensions, the application will

be updated and moved forward in the workflow. The Office of Pensions will
communicate any questions or concerns with the row insert request.

***Note — When inserting additional rows, if the From Date is not in the proper sequence and the User clicks
save, the system will generate the message “From Date cannot be prior to previous row’s From Date”. Use the
—sign to delete the row. Use the + sign to add the row in the correct sequential order.

October 2, 2017
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Example #6 — Change Termination Date from 05/01/1992 to 06/01/1992

> Insert the additional row in chronological order. In this example, click the
icon below the New Hire row
»  This will duplicate the row so that you can correct the data

ction Feason Code From Date 0 Date service Years Months Days Montns Dapartment Deacription
[¥ears)

sarvice  Dale 25,
Accepted Completed Year

1 v Hire New Hire & 15 12 Month IMS-SEPP

W [11B1988 |

V[N

T2 Month_ ] IMS-SEPF

i M Fehire Benefits Waiting Period O7/04/1083 1213171008 54017 5 5 27 12 Month IME-SEPP

Action Row — Hire

Reason Code — New Hire

From Date — Leave the same

To Date - Change to 6/1/1992

Ensure the Months is correct (9, 10, 11 or 12 month employee)
Ensure the Department is correct

Enter Description — Change termination date

Review and click Save

Send supporting documents to the Office of Pensions

VVVVVVVYVYY

Pre 83

Jervice  Dale 25 pognn Reason Coda From Date To Dats Servics Years Montha Days Months Department Dsscription

Actepisd Completed Yes: (Years)
v Hire New Hire 11/18/1088 0s/1ree2 34611 3 & 16 12 Month IM5-SEPP
O Hire ~| [Mew Hire w | [11716M982  |5) [06/01/1992 |5 MS-SEFF  |Q [Change Term Date to 06/01/1292]
! Rehire Benefits Waiting Pericd O7/04/1203 1213171888 54017 5 & 27 12 Month IM3-SEFF

> Once Service row update is accepted by the Office of Pensions, the application will
be updated and moved forward in the workflow. The Office of Pensions will
communicate any questions or concerns with the row insert request.

***Note — When inserting additional rows, if the From Date is not in the proper sequence and the
User clicks save, the system will generate the message “From Date cannot be prior to previous row’s
From Date”. Use the — sign to delete the row. Use the + sign to add the row in the correct sequential
order***
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Example #7 — Change Rehire Date from 2/22/2011 to 2/16/2011

> Insert the additional row in chronological order. In this example, click the
icon below the Data Change row
»  This will duplicate the row so that you can correct the data

Data Change Pay Rate Change 07/04/2010 08/31/2010 01583 0 1 27 12 Month 250501100
[Data Change | [Pay Rate Change | [07/04/2010 |3 [08/31/2010 |[) 250501100 |Q
Rehire Benefits Waiting Period 022212011 1213172011 08583 0 10 9 12 Month 250501100

Action Row — Termination

Reason Code — Resignation

To Date — Change to 9/01/2010

From Date - Enter the date prior to the correct hire date — 2/15/2011
Ensure the Months is correct (9, 10, 11 or 12 month employee)
Ensure the Department is correct

Enter Description — Correcting Rehire Date

Review and click Save

Send supporting documents to the Office of Pensions

VVVVVYVVYVYY

i Data Change Post 93 8.2656 B 3 2 12 Month IMS-SEPP
i Paid Leave of Absence Family Medical Leave Act 0.1667 0 2 0 12 Menth IME-SEPP
i Return from Leave Return From Leave 2.3250 2 3 27 12 Month IME-SEPP
" Data Change Correction / Transfer wii Plan 07611 ] a 4 12 Manth
7 Data Change Pay Rate Change 01583 0 1 27 12 Month
O [Termination | [Resignation 0 |3, |Correct Rehire Date
o Rehire Benefits Waiting Period 10 8 12 Month
o Data Change Pay Rate Change 0.4611 ] 5 18 12 Manth
=i Dista Change Comection / Transfer wii Plan 0.0380 ] 0 14 12 Manth
o Data Change Pay Rate Change 06167 ] T 12 12 Month
o Paid Leave of Absence Family Medical Leave Act DED06 ] 2B 12 Month
' Retun from Leave Return From Leave 1.8028 i B 18 12 Month 4T
vl Data Change Pay Rate Change 500 B 0 12 Menth 24747
i Data Change Pay Rate Change 0.8333 ] 0 12 Month 24747
fr Creditable Service Prior to 1999
Miitary Service  Years  Monthe  Daye

> Once Service row update is accepted by the Office of Pensions, the application will
be updated and moved forward in the workflow. The Office of Pensions will
communicate any questions or concerns with the row insert request

4 Dat = Correction | Transfer w/i Plan Devad/zooe D7/03/2010 07811 0 9 412 Month
™ Data = Pay Rate Change OTin4f2010 D&/31/2010 01583 1 27 12 Month
] o Rehire Benefits Waiting Period D2r16:2011 1273112011 0.3750 i) 10 15 12 Month

***Note — When inserting additional rows, if the From Date is not in the proper sequence and the User clicks
save, the system will generate the message “From Date cannot be prior to previous row’s From Date”. Use the
—sign to delete the row. Use the + sign to add the row in the correct sequential order***
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Example #8- Original Date of Hire needs correction

Original Date of Hire CAN ONLY be corrected by the Office of Pensions

> Description — Enter DOH should be (date). In this example, the DOH
should be 11/18/1988

Pre 55
Reason Code From Date To Date Servica Years Maonihe Days Montha Department Description
[¥ears)

Mew Hire 111161838 121311998 104250 10 1 15 12 Month MS-SEFP DOH should be 11/13/1888

> Comments Tab — Enter information for the Pension Office

Mote: You can only update your own comments.
\dditional Comments Find | View A First ‘4 10of1 ‘b Last

Entered by: j

Date of hire Should be 11/18/1983 sending original hiring docs.

Review and click Save

Send supporting documents to the Office of Pensions

Once Service row update is accepted by the Office of Pensions, the application will
be updated and moved forward in the workflow. The Office of Pensions will
communicate any questions or concerns with the row insert request

V V VY

***Note — When inserting additional rows, if the From Date is not in the proper sequence and the
User clicks save, the system will generate the message “From Date cannot be prior to previous row’s
From Date”. Use the — sign to delete the row. Use the + sign to add the row in the correct sequential
order***
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Example #9 — Insert Months Worked Changed effective 7/1/1993

***These are examples to correct service data on a Pen App. You will need to choose the

>

>

VVYVVYVYYYVYY

>

appropriate Action and Reason codes***

Insert the additional row in chronological order. In this example, click icon to the
right of the New Hire row
This will duplicate the row so that you can correct the data

| [Mew Hire | [0emzneaz |5) 1221199 |6 T Month | [INS-SEFF |0, + =

Action Row — Data Change

Reason Code — Months Worked Changed

To Date — Change to 07/01/1993

From Date — 07/01/1993

Months Worked — Change to 12 Months

Ensure Department is correct

Enter the Description — Change Months Worked to 12 Months
Review and Click Save

Send supporting documents to the Office of Pensions

d Forfieited Service Audit | [F=8
. Pre 55
23;, action FReaaon Code From Date To Date service Years Months Days Montns Department Descripiion
[¥ears)
New Hire De/2i1oe2 12311008 G.3067 g 4 23 10 Month IMS-SEPP

Diata Change v||r.‘-:".r3'.‘.'-:'f.e:CI'sr;e W[ (0701/1993 &) (0701/1993 |y 12 Month | (IMS-SEPP |0y |Change months worked to 12 months

Dicol I o

Once Service row update is accepted by the Office of Pensions, the application will be
updated and moved forward in the workflow. The Office of Pensions will communicate
any questions or concerns with the row insert request

***Note — When inserting additional rows, if the From Date is not in the proper sequence and the
User clicks save, the system will generate the message “From Date cannot be prior to previous row’s
From Date”. Use the — sign to delete the row. Use the + sign to add the row in the correct sequential
order***
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Example #10 — Employee Recorded as Off Payroll (p/r) from 11/16/1992 to
11/30/1992 with no documentation to state why employee was not paid

***These are examples to correct service data on a Pen App. You will need to choose the

appropriate Action and Reason codes***

» Insert the additional row in chronological order. In this example, click icon to the

right of the New Hire row

» This will duplicate the row so that you can correct the data

VVVVVYYVYYVYY

October 2, 2017

| [Mew Hire w|[002re82 |5 1211988 |5 10 Month »| [IMS-SEFF  |Q +| =

Action Row — Leave of Absence

Reason Code — Unauthorized Leave

To Date — Change to 11/16/1992

From Date — Change to 11/30/1992

Months Worked — Ensure the Months is correct (9, 10, 11 or 12 month employee)
Ensure Department is correct

Enter the Description —No documentation for off P/R

Review and Click Save

Send supporting documents to the Office of Pensions

New Hire Deio2f1ee2 1213111888 6.3067 5] 4 23 10 Month IMS-SEFP

| [Unauthorized Leave w ] [TTA1EM1992 (G (1173001992 |G 10 Month  »| IMS-SEFP | |No documetnation for off PIR

Personalize | Find | View Al | 7 | Ew

Once Service row update is accepted by the Office of Pensions, the application will be
updated and moved forward in the workflow. The Office of Pensions will communicate
any questions or concerns with the row insert request

***Note — When inserting additional rows, if the From Date is not in the proper sequence and the
User clicks save, the system will generate the message “From Date cannot be prior to previous row’s
From Date”. Use the — sign to delete the row. Use the + sign to add the row in the correct sequential
order***
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Example #11 — Changing To and From Dates for Leave of Absence
***Remember LOA'’s are by pay cycle***

In this example, the employee has a Leave of Absence from 8/19/2010 — 10/17/2010
according to the documentation. By using the pay cycles, the unpaid portion of the leave
will be from 8/28/2010 — 10/09/2010.

" View Eligible Buy Ins |
Eligible Buy Ins Find | Wiew All | 2| s First 1-2 of 2 Last
From Date  To Dats Buy-in Option Da'ggai-?;:laren Years Monthe Days
1/11/08/2004 01/02/2005 MEDLOA 0.1800 ] 2 5
2 DBM1%2010 10182010 MEDLOA 0.1700 0 2 1
Total Refunded Service:  0.0000  Years: 0 Months: 0  Days: 0
Total Forfeited Service: 00000  Years: 0O Months: 0 Days: O

» Insert the additional row in chronological order. In this example, click icon to the
right of the Data Change row
» This will duplicate the row so that you can correct the data

- R Ly T3 LTl Ly R - L - )
Data Change Pay Rate Change D8/18/2010 10 Manth

18200 |5 10 Month  w| |95

Retun from Leave Return From Leave 11712010 D4/1112011 0.5833 0 T| 0 10 Month 851500500 &

[Dsta Change ] [Fay Ratz Change

Action Row — Leave the copied Action

Reason Code — Leave the copied Reason Code

To Date — Keep as 08/15/2010

From Date — 08/28/2010 (last day paid)

Months Worked — Ensure the Months is correct (9, 10, 11 or 12 month employee)
Ensure Department is correct

Enter the Description — Update LOA Start Date to 8/29/2010

Review and Click Save

Send supporting documents to the Office of Pensions

VVVVVYYVYYVYY
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10 Month

10 Month s |0

Tl 0 10 Month

& B O E

0.0687 0 0 24 10 Month

» Insert the additional row in chronological order. In this example, click icon to the
right of the Data Change row
» This will duplicate the row so that you can correct the data

Data Change | [Pay Rate Change | [08152010 |G [Daze2010 |G 10 Month | [351500500 |3 (Update LOA Start Date to &29/2010 *|l=

Data Change | [Fay Rate Change | 081152010 | 08282010 | 10 Month | 951500500 |3 *| 1=

Action Row — Leave of Absence

Reason Code — Medical Reasons

To Date — Change to 8/29/2010

From Date — Change to 10/09/2010

Months Worked — Ensure the Months is correct (9, 10, 11 or 12 month employee)
Ensure Department is correct

Enter the Description — Update LOA End Date to 10/08/2010

Review and Click Save

VVVYVVVYVYYY

10 Month_~/| (851500500

10 Month | (951500500

Q) |Update LOA Start Date to 829/2010

@, [Update LOA End Date to 100072010 x

» Once Service row update is accepted by the Office of Pensions, the application will be
updated and moved forward in the workflow. The Office of Pensions will communicate
any questions or concerns with the row insert request

***Note — When inserting additional rows, if the From Date is not in the proper sequence and the
User clicks save, the system will generate the message “From Date cannot be prior to previous row’s
From Date”. Use the — sign to delete the row. Use the + sign to add the row in the correct sequential
order***

October 2, 2017 12
G:\Groups\Training & Development\Instructor Training Guides\Pen-App Training



Example #12 — Insert Strike Period

In this example you will need to enter the period of time the employee was out on strike; no
service credit is given from 10/16/1978 — 11/26/1978.

» Insert the additional row in chronological order. In this example, click icon to the
right of the New Hire row

This will duplicate the row so that you can correct the data

Action Row — Lay Off

Reason Code — Strike/Lock-out

To Date — Change to 8/29/2010

From Date — Change to 10/09/2010

Months Worked — Ensure the Months is correct (9, 10, 11 or 12 month employee)
Ensure Department is correct

Enter the Description — Update LOA End Date to 10/08/2010

Review and Click Save

VVVVYVYVYYVYY

Employee Details Service Details Buyins Application Chedklist Comments Change History
Empl D 111332 EmplRecord 100 BenPin AD01 DateofBirth 091611949 oy i Search
Hame SSH Depariment
Payee Type Refiree Payee Status Applic Status
Pred9 Creditable Sewice - Display and Input Personalize | Find | Viewa | &2 | (5 First ' 1-30f3 ' * ' Last
Service || Refund and Forfsited Senvice | Audit | B0
Service te Pre s
hovepted Completeq 28 Year  Adion Reason Code From Date To Date Is:;:rc; Years Months Days Months Department  Description
1 v Hire NewHire 76667 17 8 0 12 Month IMS-SEPP
z O Layoff | [stikeiLock-out 12 Month ] IMS-SEPP |3, Out for strike| x
Rehire Rehire 03/09/1992 123111998 E8111 6 9 2212 Month MS-SEPP
Post88 Creditable Senice - Display and Input Personalize | Find | View Al | £ | 10 First'd 1.7 0f7 Last
Service || Refund and Forfsited Senvice | Audit | B0
Service  Date Pericd
25Year Action Reason Code From Date To Date Covered Years Months Days Months Department  Description
Accepted Completed r—
1 £ Data Change Post98 01/01 1999 10.7472 10 & 29 12Month IMS-SEPP
Data Change Corredion /Transfer wii Plan 09/202009 0.7611 (] 9 4 12 Month 020310100
7 D ata Change PayRate Change 07042010 12 Month 020310100
< D ata Change Pay Rate Change 07042010 123172011 1.4917 1 5 27 12Month 020310100
Data Change Pay Rate Chan ge 01012012 06/302012 0.5000 ] 6 0 12Month 020310100
7 Data Change Pay Rate Change 072012 123172014 2.5000 2 6 0 12Month 020310100
v Data Change Pay Rate Change 02015 04/30/2015 0.3333 0 4 012Month 020310100

» Once Service row update is accepted by the Office of Pensions, the application will be
updated and moved forward in the workflow. The Office of Pensions will communicate
any questions or concerns with the row insert request

***Note — When inserting additional rows, if the From Date is not in the proper sequence and the
User clicks save, the system will generate the message “From Date cannot be prior to previous row’s
From Date”. Use the — sign to delete the row. Use the + sign to add the row in the correct sequential
order***
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