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HAZARD DUTY/LONGEVITY CHANGES

Effective with the April 2003 month end, the method for calculating hazard duty and longevity
months of service was changed. The months of service credited is incremented by one if the
employee was employed on the first work day of the month. Previously, credit was only given if
the employee was employed on the first day of the month.

SCREEN 612 CHANGES

Effective immediately, a new field is being added to screen 612. The field is named Reset.
When Y is entered in the reset field along with a valid SSN in the SSN field, the 1-9 valid flag is
reset to N and the -9 processing and expiration dates are set to blank for that SSN. If the Reset
field is left blank, the screen will function as in the past.

SCREEN 612 - I-9 UPDATE

This screen is used to update the I-9 Valid Flag in the Personnel Database. This screen will
allow changes of up to 15 employees at the same time. After entering the SSNs, press the
ENTER key, and a message will appear next to the SSN if the update was successful; otherwise,
an error message will be shown stating the problem. If the Reset Flag was blank, the I-9 Valid
Flag will be changed from N to Y and the processing date will be recorded. If the reset flag was
Y, the I-9 Valid Flag will be reset to N and the processing and expiration dates will be reset to
blank. In both cases the processing user ID will be recorded.
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To access this screen, enter 612 in the Screen Code on the Main B/P/P Menu and press the

ENTER key. The I-9 Update Screen will be returned.
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SCREEN 612 - I-9 UPDATE EDIT DEFINITIONS

NUMBER DATA FIELD
1 SCREEN CODE
2 SSN
3 RESET FLAG

(All remaining fields are protected - inquiry

A Message

EDITS PERFORMED

3-digit code that identifies the screen the
user would next like to view; is used to
maneuver through the B/P/P  System
Screens.

E - Exit (Back to Menu)
Valid 9 digit Social Security Number

Y or Blank — Y causes the -9 flag to be
reset to N and the -9 processing and
expiration dates to be reset to spaces.

only).

Messages will include the following:
Personnel DB Record Updated; SSN is Not
Numeric; No Personnel DB Records Exist;
[-9 Already Flagged On




