Action Reason Codes

These Action Reason codes are also available in the TIG on the appropriate transaction page.

. Action Reason L
Transaction Code Code Reason Description
HIR NEW New Hire First time working at Columbia.
HIR MJB Multiple Position Use for additional concurrent positions.
Hire = — o _
Used for non-employees who have Payroll or Benefits
HIR NEM Non-Employee processing e.g. CASA and Surviving Spouse.
HIR SST New Student Used by SIS Interface for Post-Docs and Stipends.
REH CNW Contract Renewal Use if thg person is already terminated.
_________________ 3 (Academic use only)
Rehire / een  men | menwe e ommene 2 ("
Reappoint '
DTA CNW Contract Extension Use if you are extending a current appomtrr_lent or
future-dating the reappointment. (Academic use only)
PAY ADJ Adjustment
PAY DEC Decrease
PAY HRS Change of Hours
PAY LVN Eleven Month Program | Used to indicate start and end of program.
Pay Rate
PAY PHR Phased Retirement
(f Employeeison | | oo s
an LOA s/he must PAY PRB Probationary Increase
be returned, apply
pay action, place PAY RPD | Retro Pay Due
back on LOA.) PAY SHR Change of Shift
PAY SPG Step Progression
PAY STI Stipend
PAY UNI Union Contract
PRO ORP Obtained Regular This reason is used to promote a person from a Casual
Position to a regular position. (Admin/SS use only)
This reason is used for promotions within a
i department. Both position and pay should be changed
Promotion PRO PRO Promotion with this one action. (When a promotion takes place
across departments, XFR PRO should be used.)
(AdmIn/SS use only)
POS IJRC Job Reclassification Reclass_lf_lcatlon This reason is usec_l when a position is
reclassified. (Not used for Academic personnel.)
Used when promotion across departments. A
XFR PRO Transfer Promotion subsequent PAY ADJ should be done to adjust pay.
(Admin/SS use only)
Transfer Transfer into a lower ranked or lower graded position.
XFR LWR Lower .
(Admin/SS use only)
XFR LAT Lateral Lateral transfer.
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Transaction égggn Eggzon Reason Description
UNPAID
LOA EXM Exemption from Teaching Duties (Academic use only)
LOA FIC FMLA Infant Care
LOA FNO FMLA Non-Occupational Disability
LOA FOD FMLA Occupational Disability
LOA FPC FMLA Part Time Career Appointment (Academic use only)
LOA FPL FMLA Personal Leave
LOA FPR FMLA Parental Workload Relief
LOA INF Infant Care
LOA INX Infant Care — Extended (Admin/SS use only)
LOA LAP Lapse of Funding (Academic use only)
LOA LTD Long Term Disability
LOA MCU Military Call Up
LOA MRT Military Reserve Training
LOA NOC Unpaid Non-Occupational Disability
LOA PER Personal
LOA PTC Part Time Career Appointment (Academic use only)
LOA PUB Public Service
LOA PWR Parental Workload Relief (Academic use only)
LOA RSR Unpaid Research Leave (Academic use only)
LOA SAB Sabbatical (Academic use only)
Leave of LOA SLA Seasonal Layoff (Admin/SS use only)
Absence LOA UNI Union Business (Admin/SS use only)
LOA WOR Worker’s Compensation
PAID
PLA ADM Administrative (Admin/SS use only)
PLA EXM Exemption From Teaching Duties (Academic use only)
PLA FIC FMLA Infant Care
PLA FNO FMLA Non-Occupational Disability
PLA FOD FMLA Occupational Disability
PLA FPC FMLA-Part Time Career Appointment (Academic use only)
PLA FPL FMLA Personal Leave
PLA FPR FMLA Parental Workload Relief
PLA INF Infant Care
PLA NOC Paid Non-Occupational Disability
PLA PTC Part Time Career Appointment (Academic use only)
PLA PWR Parental Workload Relief (Academic use only)
PLA RFD Reduction in Funding (AdmIn/SS use only)
PLA RSR Paid Research Leave (Academic use only)
PLA SAB Sabbatical (Academic use only)
PLA SLA Seasonal Layoff (Admin/SS use only)
PLA WOR Worker's Compensation
RETURN FROM A LEAVE
RFL LOA Return From a Leave of Absence
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LOF ELM Position Eliminated (Admin/SS use only)
LOF FND Lack of Funding (Admin/SS use only)
Layoff Usually NOT Dining—BUT Dining Services
LOF SLA Seasonal Layoff ggsoﬁlsggészgﬁsltgf/i:#oo cashiers who
(Admin/SS use only)
RET DIS Disability
RET EAR Retirement-Early-Pre 65
Retirement (Academic personnel require prior
RET LAY Layoff approval of the provost)
RET NOR Retirement-Normal-65 Plus
TER AEN Appointment Ended
TER CAN Course Cancelled (Academic use only)
TER CNL Hire-Cancel
TER DEA Death
TER EAL Excessive Absence/Lateness (Admin/SS use only)
TER FAI Failure to Perform Duties (Admin/SS use only)
TER RLN Release-Not Eligible for Rehire (Admin/SS use only)
_ _ TER RLS g;?;ii;gg;ble to Perform (Admin/SS use only)
Termination TER WRK Resig_nation - I_:)_issatisfied with
(other than Working Conditions
retirement) TER RLO Resignation -Relocation
TER ECU Resignation-Education
TER HLT Resignation-Health Reasons
TER MIL Resignation-Military Service
TER ROP Resignation-Other Personal
TER REO Termination-Reorganization (Admin/SS use only)
TER VIO Violation of University (Admin/SS use only)

Regulations
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Data Changes

Use these Action Reason codes to add effective dated rows to non-effective dated fields (these
codes do not affect Job Data).

. Action = Reason s
Transaction Code Code Reason Description
DTA ABR Annual Base Benefits Base Rate Used by Benefits department only.
DTA ADM Administrative Dept Change Used to indicate change in Administrative
Dept. only.
DTA BOS Begin Shift Differential Used to indicate beginning of Shift
Differential.
DTA CNV Converted Data Used to indicate converted data.
General DTA EOS End Shift Differential Used to indicate end of Shift Differential.
Data indi iscipli
DTA INT Interdisciplinary Department Used to |nd_|cate date of Interdisciplinary
Changes Dept. Appointment.
DTA PGC Change Pay Group Used to indicate a change of Pay Group.
DTA RPP Retropay Paid Used by retroactive pay program.
Used by SIS Interface to indicate change
DTA STV Student Status Change in Student Status and/or FICA status.
DTA TTY Tax Treaty Used to indicate change in Tax Treaty
status.
DTA Name Name Change
DTA Sex Gender Change
DTA Birthdate Birthdate Change
DTA Ethnicity Ethnicity Change
Personal DTA Marital Marital Status and/or Marital
Data Status Status Date Change
Changes DTA Education Education Change
DTA SSN Social Security Number Change
DTA VSA Visa Type and/or Visa Date
Change
DTA Citizenship : Citizenship Change

Position Management
Use these Action Reason codes for communicating changes to your HR Position Manager.

Transaction é‘gggn Eggzon Reason Description
POS JRC Job Reclassification Reclassify a position.
POS NEW New Position Create a new position.
Man age POS STA Position Status Change ?nh;:r;%i.position status e.g. Active to
Positions POS TTL Title Change Change the position title.
POS UPD Position Data Update Change position data e.g. FT to PT.
POS XFR Transfer Move position to another department
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