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	LINK Human Resources
HIRING PROCESS
	


	P 16-T01.1 Separation Deceased – Widow(er) Set-Up
Date Issued/Rev:  8/21/2013


General Description:  This procedure explains how to establish a job record for the widow(er) beneficiary of a deceased employee. (After the employee has been added to the General Person records.)  The appropriate approval document (Widow(er) Set-up Form initiated by Retiree Services after official notification of employee’s death) 

Responsible Managers:  Director of Employee Benefits and Services 
Related Procedures:
	UNM-110	Add General Person Record.
Related Forms:
	PPAIDEN	Identification form
PEAEMPL	Employee Form
NBAJOBS	Employee Jobs Form
GOMATCH	Common Matching Entry

IMPORTANT NOTE: UNM-110 must be completed prior to beginning this procedure
This process has three parts:
1. Enter Demographic Data (Steps 1-20)
1. Enter Employee Data (Steps 21-32)
1. Enter Job Data (Steps 33-53)
Process Steps
PART 1:  Enter Demographic Data PPAIDEN
	Step#
	Action / Field Name
	Comments / Options

	1
	Go To:  Type PPAIDEN and press ENTER.
	Information for processing widow(er) provided by Retirement Services. Contact them if form is not entirely completed.

	2
	ID:  Click Generate ID icon.
	

	3
	Matching Source:  Click on drop down arrow.
	

	4
	Double click on “ON LINE_MATCH_RU”
	

	5
	Last Name:  Click in the field and type the last name.
	

	6
	First Name:  Tab to the field and type first name.
	

	7
	Street Name 1:  Tab and type the street name.
	

	8
	Zip Code:  Tab and enter zip code.
	NOTE: Once zip code is entered, City and State fields auto populate 

	9
	SSN:  If available, enter the Social Security Number.
	

	11
	Duplicate Check:  Click on Duplicate check to find potential matching records and review results.   
	 

	   12
	Match found?
a. If yes, click on Select ID and go to step 17.
b. If not, click Generate ID and select “yes” and continue with next steps.
	NOTE:  If match found, verify remaining tab information:  Address, telephone, biographical, email, and emergency contact before proceeding.

	  13
	Address:  Enter address. 
	Note:  Address information should be on form provided by retiree services.

	  14
	Telephone:  Enter phone number.
	

	  15
	Select “Save.”
	

	  16
	Select “Next Block” or Tab to Biographical information block. 
	

	17
	The following fields are required in order to move to next step (creating employee record):
Name:  Enter the new employee’s name.
SSN: Type the Social Security Number.
DOB:  Enter the date of birth.
Ethnicity:  Check confirmed ethnicity box
Citizenship: select “unknown” if information is not available.
	

	18
	Select “Save”
	



PART 2:  Enter Employee Data PEAEMPL
	22
	Go To:  Type PEAEMPL and press ENTER. 
	

	23
	Select  “Next Block” or Click on Employee Class
	

	24
	Employee Class:  type “NB”
	

	25
	Employee Group:  type “WI” 
Tab to Home Department.
	If deceased employee was not a retiree the benefit category must be changed to EM

	26
	Home Department:  
COA:  Type “U “
	[bookmark: _GoBack]

	27
	Organization: Enter home organization code, based on deceased employee’s last known home org
	

	28
	Service Dates:  Enter the Date of Death from the form.
	 

	29
	Select “Save.”
	

	30
	United States Regulatory:  Skip 
	 

	
	Canadian Regulatory: Skip
	



PART 3:  Enter Job Data NBAJOBS
	Step#
	Action / Field Name
	Comments / Options

	35
	Go To: Type NBAJOBS and press ENTER.
	 

	36
	Position:  type in “NBWIDO” 

	

	37
	Suffix:  Type “00.” 
	

	38
	Select “Next Block” or click on Begin Date to get pop-up window
	

	39
	Begin Date:  Type in Begin Date (effective date) 

	NOTE: Must use the first date of the month of the next 9R pay period.

	40
	Job Type:  defaults to primary
	

	41
	Personnel Date:  Is equal to effective date which is the date of passing.	
	

	42
	Annual Salary:  Type full-time annual salary and click “OK”
	NOTE: salary is based on the decedent’s salary (deceased employee)  

	43
	Appointment Percent:  Should always be 100%.
	

	44
	Change Reason:  Select ADDJB.
	NOTE: Retirement services initiating form does not have job change reason listed.  Select ADDJB.

	45
	Select “Save.”
	

	46
	Payroll Default:  Defaults to PR 90 for eclass NB
	

	47
	Miscellaneous:  skip
	

	48
	Select “Save.”
	

	49
	Earn Code:  Defaults to 999
Refer to Widow(er) Data Entry Form
	NOTE: 
Active (Employee)Widow(er) = 995
Retiree Widow(er) = 999

	50
	Click on all tabs and review data for accuracy.
	

	51
	Labor Distribution: Distribution should default to 475039.  Verify in tab if not Type “475039”
	

	52
	Select “Save.”
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