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BACKGROUND 

• Agencies inconsistently using HRMS codes. Challenges in getting 
accurate Enterprise-wide reports out of HRMS 

• No standard definitions of HRMS dropdown list options 

• HRMS Data Definitions team established to: 
– Define HRMS data fields and define dropdown options where applicable. 

– Identify erroneous data entry/coding practices 

– Work with agencies to begin cleanup efforts in HRMS 

• Ultimate Outcome: To ensure HRMS data is consistent, 
accurate, and complete across agencies for agency-specific or 
statewide reporting purposes 

• In July 2009, first phase of definitions were published for: 
– Contract  

– Contract Type 

– Pay Scale Area 

– Employee Group 

– Layoff Actions 
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CURRENT PHASE 

• Define / Update HRMS Action Reasons 

• Update Work Contract Codes (appointment status) 

• Non-Employee Standardization:  Define a standard 
for “Non-Employees” in HRMS so they can be easily 
identified and excluded from agency and enterprise-
wide headcount reports 

• Anticipated go-live date:  12/27/2012 
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AGENCY PARTICIPANTS 

• AGR 

• DES 

• DFI 

• DNR 

• DOC 

• DOL 

• DOR 

• DOT 

• DSHS 

• ESD 

 

• LIQ 

• LNI 

• LOT 

• MIL 

• OFM  / OSHRD / LRD 

• UTC 

• WSP 

• WSSB 

• ECY 
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DEFINE / UPDATE ACTION REASONS 

• Cleaned up and defined action reasons for the various action 
types:  New Hire/Rehire, Appointment Change, Separation, 
Leave of Absence, etc.  

• Set invalid action reasons to “ZDNU” for “do not use” 
– Example:  “Retirement W/RIF Rights” changed to “ZDNU – Retirement W/RIF 

Rights” 

• Changed action reason titles to be consistent across action 
types 
– Example:  New Hire > “Reapptmnt for Settlement Pay” and Rehire > 

“Reapptmt. For Settlement Pay” changed to “Settlement Pay” 

• Added new action reasons where gaps existed 
– Example:  Separation > Retirement – Incentive Pay, New Hire >  Higher Ed to 

Gnl Gvt 
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UPDATE WORK CONTRACT CODES 

• Added new Work Contract (appointment status) 
codes where gaps existed: 
– Project 

– Project – Probationary 

– Project – Trial Service 

– Seasonal 

– Seasonal – Probationary 

– Seasonal – Trial Service 

– WMS Review 

– Non-Employee 

– Board/Commission 
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NON-EMPLOYEE STANDARDIZATION 

• Create new, standard coding options to easily 
identify Non-Employees in HRMS 

• Define new Non-Employee codes 

• Create job aid to add/update/separate Non-
Employees 
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IMPACTS 
• HRMS Business Intelligence (BI) reports on the portal have been 

updated to include new action reason and work contract codes 
where applicable 

• HRMS reports have been updated to include work contract to more 
easily identify an employee’s appointment status 

• Agency queries in BI with action reasons or work contract 
restrictions will need to be updated to reflect new codes 
Note:  Old codes will need to be retained for historical reporting – comparison of updated 
reports with old reports may result in data inconsistencies  

• Agencies should not use HRMS codes that have been changed to 
“ZDNU”  
Note: if an existing code does not meet an agency business need, contact the Office of the 
State HR Director for assistance/guidance 

• Agencies with Non-Employees will need to update to the new Non-
Employee coding standard - instructions will be provided 
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COMMUNICATION 

• HRM Advisory Group – 11/15/2012 
• PPA Meeting – 11/28/2012 
• DES Service Center – 11/29/2012 
• HR Managers Meeting – 12/5/2012 
• BI User Group Meeting – 12/12/2012 
• HRMS Communication – 12/26/2012 
• OLQR Updates – by 12/27/2012 
• HRMS Data Definitions Resource Manual – by 

12/27/2012 
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