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PS0017 – Employee ID Change/Deletion Screen 

Use this screen to change or delete an employee ID after it has been initially entered on either the 
Employee Status Screen (PS0001) or the Student/Hourly Screen (PS0012). 

You can change an employee ID after payroll activity has occurred. Such a change updates all the 
appropriate balances and payroll history with the correct employee ID. If an employee has had payroll 
activity under two employee IDs, the balances and payroll history will be combined under the correct 
one. 

When an employee ID is deleted, all of the employee's records are removed; you should do this only 
when the employee ID has been entered incorrectly or if an individual has had no payroll activity. Thus, 
you cannot delete an employee ID if there are year-to-date balances for the current year, or if the 
month is January and there are previous year balances. This restriction prevents the deletion of records 
that are required for W-2 processing. 

User Functions and Key Fields  
Func  C (Change); D (Delete)  
Key1  Employee ID  
Key2  Leave blank  
Key3  Leave blank 

Data Fields 
Employee ID (Key1)  New Employee ID  
Employee Name (display only)  "New" Employee Name (display only) 

Employee ID (EMP-ID) Key1 field. 
Definition Entry required. A unique number that identifies an employee. This number is 

usually the employee's Social Security number. 
Length 9 digits 
Values College-entered on the Employee Status Screen (PS0001) or Student/Hourly 

Screen (PS0012) 
Edits On screens where the employee ID field is open, the employee ID must have 

been entered into the Employee database on the Employee Status Screen 
(PS0001) or the Student/Hourly Screen (PS0012).  

On the Employee Status Screen (PS0001) and the Student/Hourly Screen 
(PS0012), the employee ID field must not contain spaces. 
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Data Sets Employee (EMP) database: 
DED-BAL-D (key) 
EMP-A (key) 
EMP-ADDR-D (key) 
EMP-BENE-D (key) 
EMP-BOND-D (key) 
EMP-DED-D (key) 
EMP-EDUC-D (key) 
EMP-HIST-D (key) 
EMP-JOB-D (one of 2 keys) 
EMP-M (key) 
EMP-NAME-D (one of 2 keys) 
EMP-YRQ-D (key) 
EMPLR-XREF-D (one of 2 keys) 
FAC-PLACE-D (key) 
LEAVE-DAY-D (key) 
LEAVE-XREF-D (one of 2 keys)  

Payroll (PAYR) database:  
COH-TRNS-M 
TIME-RPT-D  

Employee Name (EMP-NAME) Display only. 
Definition Entry required. The full name of an employee. 
Length 30 characters 
Format Last, First Middle; Suffix  

A compound last name must have a hyphen between each part, for example 
Smith-Jones. There must be a comma between the last and first name, for 
example, Smith-Jones, Jane  

If the name includes a suffix, the middle name must be followed by a semi-colon, 
for example, Johnson, Robert Alan; Jr.  

Values Entered by college on the Employee Status Screen (PS0001).  
Can be changed on the Personal Information Screen (PS0004).  

Data Sets EMP database: EMP-M  

New Employee ID (NEW-EMP-ID) 
Definition An employee's new identification number, replacing the identification number in 

the Employee ID field. 
Length 9 digits 
Edits If the number in this field already exists, press the Confirm Update (F5) function 

key to confirm the update. 

Data sets EMP-M 

"New" Employee ID (EMP-ID) Display only. 
Definition Entry required. A unique number that identifies an employee. This number is 
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usually the employee's Social Security number. 
Length 9 digits 
Values College-entered on the Employee Status Screen (PS0001) or Student/Hourly 

Screen (PS0012) 
Edits On screens where the employee ID field is open, the employee ID must have 

been entered into the Employee database on the Employee Status Screen 
(PS0001) or the Student/Hourly Screen (PS0012).  

On the Employee Status Screen (PS0001) and the Student/Hourly Screen 
(PS0012), the employee ID field must not contain spaces. 

Data Sets Employee (EMP) database: 
DED-BAL-D (key) 
EMP-A (key) 
EMP-ADDR-D (key) 
EMP-BENE-D (key) 
EMP-BOND-D (key) 
EMP-DED-D (key) 
EMP-EDUC-D (key) 
EMP-HIST-D (key) 
EMP-JOB-D (one of 2 keys) 
EMP-M (key) 
EMP-NAME-D (one of 2 keys) 
EMP-YRQ-D (key) 
EMPLR-XREF-D (one of 2 keys) 
FAC-PLACE-D (key) 
LEAVE-DAY-D (key) 
LEAVE-XREF-D (one of 2 keys)  

Payroll (PAYR) database:  
COH-TRNS-M 
TIME-RPT-D  
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