MPPS+A

INTEGRATED PERSONNEL AND PAY SYSTEM - ARMY

JOB DATA INFORMATION
JOB AID

This job aid assists HR Professionals with HR Each Member's Job Data record is part of the IPPS-A
System Admin Subcategory (SUBCAT) in several Job Data table. The Job Data table maintains each
aspects of viewing and modifying a Member's Job Member's Job Data information and shares data
Data record. Topics include: changes with Defense Joint Military Pay System

- Job Data Overview (DJMS) and other HR systems using effective date

sequencing. Changes made to a Member's Job Data
record are often pay impacting and affect personal
record integrity in other HR systems.

* View Member Job Data Record (page 4)
* Manually Add a Row in Job Data (page 5)

* Manually Add/Insert a Row —
Correct History in Job Data (page 7) @ NOTE: See IPPS-A User Manual,

- Manually Correct Existing Row Data — Correct Qi o mare el
History in Job Data (page 9)

Job Data Overview

@ s

Job Data stores information concerning a NavBar: Mems NevBar Mems @
Member's promotion, assignment history, )
service dates, and other critical information that o ° ®
encompasses a Member's career and impact Rocenty Vitat Croanzatonal DEOPMEN > | | pocentyvistea  \Workforce Administration
pay. Six tabs make up the Job Data Record: . Assignment Tracking >
Work Location, Job Information, Job Labor, bl o ot Areren
. S - Boards >
Payroll, Salary Plan, and Compensation. Favortes For
Home records (permanent assignment) will FeopleTools ’ Coniracts Adrinisiraton >
update a Members “0" record. Host records are "
. . Menu Menu Fed Rec / Scrolling >
updated from (temporary assignments) and will - .
populate as “'I"’ ”2"’ “3”' etC. EEL Hire Record Review >
Reporting Tools > . o [ ]
. - My Preferences Job Information >
1. Navigation: Nav Bar > Menu > Workforce .
Admin > Job Information > Job Data LavorAdmintration i
Self Service >
Mass Update R3 >
Set Up HC >
Perso| NavBar: Menu {‘;.}
T > Workfol d trati
Readi
Retire| Recently Visited Job Information
w Job Data
[ Workforce Administration > ]

continued on next page »
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JOB DATA INFORMATION

JOB AID

Job Data Overview CONTINUED

2. Select Member using Name (First and Last) or Empl ID.

3. Select Member from Search Results.

&

NOTE: HR Professionals maintain and update the
Member's Job Data record through completion

of IPPS-A transactions and direct entry updates.

NOTE: Members may have two
types of records in Job Data: a home
“0" record and a host record.

&

4. Screen defaults to Work Location
tab. Work Location Details
contains information regarding the
Member's position and
organization assignment to the
effective dated row. Information
originates from the Member's
Assignment record.

4A. Displays Effective Date of
action-editable field.

4B. Displays Action-editable field.

. The Job Information tab contains
Member's Job Code and Job Code
Entry Date.
5A. Displays Member's Job Code.
5B. Displays Member's Entry Date.

&

NOTE: All other fields
are not in use.

Recent e ] - Saved
Searches | Choose from recent searches / Searches
[ EmplID | begins with v ]
Empl Record | = v
Name | begins with v
Last Name | begins with v
Second Last Name | begins with ~
Second Alternate " "
Empl ID E?cpolrd Name First Name Last Name Last Character m;?:‘te B:imess
Name Name
0 (blank) (blank) ARRCA >
1 (blank) (blank) ARRCA >
|
[] Case Sensitive [J Include History [J Correct History
Job Data
Job Information Job Labor Payroll Salary Plan Compensation
Empl ID
Employee Empl Record 0
Military Service United States Army
Work Location Details & Q
Effective Sequence 0 0 “Action | Permanent Change of Assignment ~
HR Status Active Reason | Reassignment v
Payroll Status  Active *Job Indicator | Primary Job v
Job Data 5
Work Location Job Information Job Labor Payroll Salary Plan Compensation
Empl ID

Employee

Military Service

Job Information Details @

Effective Date

Effective Sequence
HR Status

Payroll Status

Q “Job Code

Entry Date
Supervisor Level
Supervisor ID
Reports To
*Regular/Temporary

Empl Class

Empl Record 0

United States Army

10/21/2022

0 Action
Active Reason
Active Job Indicator

[l

10/121/2022

feliBaRpe]

Regular “FulliPart | Full-Time

*Officer Code | None

Go To Row

Permanent Change of Assignment
Reassignment

Primary Job -
Current o

One Soldier % One Record % One Army
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INTEGRATED PERSONNEL AND PAY SYSTEM - ARMY JOB AID

Job Data Overview CONTINUED

6. The Job Labor tab contains the

, .. . 6
Member S Senlo'rlty Date (Ser‘(lce Work Location Job Information Eavc Salary Plan Compensation
Dates) information of the effective —_—
dated row. Scroll down to see Empl ID
Assigned Seniority Dates. Emeloyee Empl Record
6A. User must complete a Service My Serves e Sae 07 Personnel Action Requests
Dates PAR to update Seniority Request Details
Dates' Assigned Seniority Dates ® Selected Soldier
6B. Only users with Seniority Date IR G 0 0 “Effective Date [0808:2023
Schategory (SU BCAT) may Seniority Date Control Value Labor Seniority Date Override Qverri "Action | Senvice Dates -
COI’I’ECT. “Reason | Service Dates (No MRD) «
. ADSO/SRR
6C. Control Value and Override
are Oracle Business terms and BASD 0810812008
are not used within IPPS-A. BDAP 0610212005
7. The Salary Plan tab displays the BESD 08/08/2005
expanded Military section. This tab sos
maintains the Member’s Rank and
Grade, and are Pay Impacting.
Work Location Job Information Job Labor Payroll Salary Plan Compensation
~ Military

[Rank e Lieutenant Colonel ]

Q
Rank Entry Date |06/232021 [f]
Q

Worn Rank
Worn Rank Type v
Skill Grade by

Salary Admin Plan |ARMY Q “ ARMY

v
[Grade 05 Q 05 - G\ade] Grade Entry Date |06/23/2021 m

Step Entry Date

Cincludes Wage Progression Rule

continued on next page »
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View Member Job Data Record

Viewing a Member's record is important
when an HR Professional with HR System
Admin SUBCAT needs to make corrections
to a record. HR Professionals may only view
the host record associated with their unit
hierarchy (ROWSECCLASS).

1. Navigation: Nav Bar > Menu > Workforce
Admin > Job Information > Job Data

2. Select Member using Name (First and
Last) or Emp ID; Select Include History.

3. Select Member from Search Results.

4. Screen defaults to Work Location tab.
View information on each tab as desired
to complete the process.

NavBar: Menu

@ s

o °
Recently Visited
p
Favorites
R
My Preferences
s
T
w

A

NavBar: Menu {E}
Menu
Organizational Development > - Workforce Administration
Recenily Visited
Assignment Tracking >
Payroll for North America >
Favorites Boards 4
PeopleTools > Contracts Administration >
Menu Fed Rec / Scrolling >
Recruiting >
71:‘ Hire Record Review >
A
Reporting Tools > . o
My Preferences Job Information >
Labor Administration >
Self Service >
Mass Update R3 >
Set Up HC
. HeM > NavBar: Menu ('_3,}
Pei
Menu > Workforce Administration
“ ®
Tree Manager > i
g Recenty visieg S0P Information
Ref
Job Data
Workforce Administration > ]
7

Job Data
Find an Existing Value
v Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.
g:::cnl':es Choose from recent searches A / gz;?:‘hes Choose from saved searches v /
[ Empl ID | begins with v ]
o Empl Record | = v
Name ["begns vit + () NOTE: Members may have two
e [ @, types of records in Job Data: a home
upn
0" record and a host record.
Second Last Name | begins with
— Second Alternate " "
Alternate Character Name | begins with v Empl ID Empl Name FirstName  LastName | Last Character Middle Business
il | ecord N Name Unit
ame Name
Middle Name | begins with v
0 (blank) (blank) ARRCA >
Business Unit | begins with v
( C. >
~ Show fewer options 1 | (blank) (blank) ARRCA
[ Case Sensitive Include History | O Correct History
Job Dat;
Work Location Job Information Job Labor Payroll Salary Plan Compensation ]

One Soldier % One Record % One Army
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JOB DATA INFORMATION
JOB AID

ar

There are system automated row
R R NavBar: Menu {E} NavBar: Menu {3}
additions to a Member's Job Data
record, HR Professionals have the ® ° ® -
ab|||ty to man ua”y InpUt Upda'[eS TR Organizational Development > Rocenty Viston  WWOPKfOrCe Administration
Only HR Profe_ssmnals with HR . fssignment Tracking ,
System Admin SUBCAT have access e A
to make corrections to Job Data. ravortes S ) Boards >
. i PeopleTools > Contracts Administration >
1. Navigation: Nav Bar > Menu >
Workforce Adm|n > Job R Menu Fed Rec / Scrolling >
Information > Job Data e ’ - Hire Record Review >
. . _ =&
2. Select Member using Name (First Reparting Tools > || prtmes [ ot nformation >]
and Last) or Emp ID. X
. Labor Administration >
3. Select Empl ID link to open et S ,
Member's Job Data page Mass Update R3 >
("0" record). SetUpHeu > per] NaVBar: Menu 1]
4. Select the Add (+) icon to insert a T - @ Menu > Workforce Administration
new Job Data row as row 1. The Tree Manager > s gots 0B Information
Add (+) icon is only available from Red —
. ob Data
the Work Location tab. =
[ Workforce Administration > ]
g::f:r:es Choose from recent searches v / g:;fqes
[ EmplID | begins with v ]
Q Empl Record | = v
Name | begins with v
Last Name | begins with v
Second Last Name | begins with
m Empl lame irst lame as ame s:;:ond Alt:::i‘:r Middle Business
Empl ID Record N First N: Last N: Il:lan:e ﬁ:me 2 Name Unit
0 (blank) (blank) ARRCA >
Business Unit | begins with |
- Show fewer options
] Case Sensitive [J Include History (O Correct History
Job Data
Work Location Job Information Job Labor Payroll Salary Plan Compensation
Empl ID

Employee

Military Service

Work Location Details @

*Effective Date |10/21/2022

Effective Sequence 0

Empl Record

United States Army

E

*Action

Permanent Change of Assignment v

. 0
e O

One Soldier % One Record % One Army
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INTEGRATED PERSONNEL AND PAY SYSTEM - ARMY JOB AID

Manually Add a Row in Job Data CONTINUED

5. Enter appropriate Effective e TS @ Q 102 v |[ > |[ 3]
Date, Action, and Reason.
['Effeuive Date |08/08/2023 ] Go To Row +| -
m NOTE USE' When the new row Effective Sequence 0 6 “Action | Contract Update ~
@ Ofl'nfOI’maZ‘/OH EffeCflve Date HR Status Active Reason | Contract Reenlistment ~
/S Z’he most recent tfansacﬂon Payroll Status  Active “Job Indicator | Primary Job hd
(current or top row). Current
Position Number Q
(0) NOTE: When the new JeePestonDa
@ manually added row is the Position Entry Date
Z.Op fOVV, Z.he COffEC[ H/Sl'Ol’y Position Management Record
. . . “Regulatory Region Q
function is not required to
Company
perform the update. ‘Business Unit a
"Department Q Description:
6. Select the Save button. Department Entry Dats
*Location Q
Establishment ID Q Date Created (g/0g/2023

G m ’revious in List Next in List H Notify H Refresh l pdate/Display nclude History H Correct History

continued on next page »
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Manually Add/Insert a Row — Correct History in Job Data

@ °

IPPS-A will notify HR Supervisors in
B . NavBar: Menu NavBar: Menu (3}
the affected Member's hierarchy

when a HR Professional with HR ® ° ® e
stem min errorms a i Organizational Development > o Workforce Administration

Sy t Ad i SUBCAT p f Recently Visited Recently Visited

JOb Data Correctlon. P Assignment Tracking >

1. Navigation: Nav Bar > Menu > eovatos Payroll for North America > covoten Boards >
WOI’kaI’CG Admln > JOb PeopleTools > Contracts Administration 5
Information > Job Data

. . Menu R Wenu Fed Rec/ Scrolling 5

2. Select Member using Name (First . X

and Last) or Empl ID; Select ) =) Hire Record Revew >
. _ =&
Correct History checkbox. ) Reporting Toos > || vy [ o nformaton >]

3. Select Empl ID link to open s

. Labor Administration >
Member's Job Data page Self Service >
("0 " record) Mass Update R3 >
Set Up HCM > .

4. Select the Show Next Row arrow e "vBAr Mend ©
button to locate where to insert T s ® Menu > Workforce Administration
new data row; Select the Add (+) Tree Manager > . Job Information
icon to insert new Job Data row. Res —

. . . o} ata
The Add (+) icon is only available [W ]
from the Work Location tab. (IRl Workore Admimsveien
m NOTE /nserl.ed row W/// 2:::};5 Choose from recent searches v / 22;?:,‘25
@ pre-populate with
. . Empl ID | begins with v
information from the [ il ki ]
e)(jg[/ng row. o Empl Record | = v
Name | begins with v
LastName | begins with v
Second Last Name | begins with
m) " Second Altarnats Middle Business
Empl ID Record Name First Name Last Name lﬁa;r(‘e g:ranr:cler Name Unit
0 (blank) (blank) ARRCA >
Business Unit | begins with |
~ Show fewer options
(] Case Sensitive [J Include History
Job Data
‘Work Location Job Information Job Labor Payroll Salary Plan Compensation
Empl ID

Employee

Military Service

Work Location Details &

*Effective Date |02/01/2022

Effective Sequence 0

Empl Record (

United States Army

Q 10f50 v >l
5 -9
*Action | Permanent Change of Assignment v

One Soldier % One Record % One Army
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Manually Add/Insert a Row — Correct History in Job Data CONTINUED

5. Enter appropriate Effective
Date, Action, and Reason.

6. Select the tab that contains
the data field(s) that are
required to change, then
update the data.

m NOTE: HR Supervisor
@ Subcategory (SUBCAT) is
required to update data.

() NOTE: Al subsequent rows

@ from 1 to x may need to be
updated prior to saving
updates.

7. Select the Save button.

Job Data

Work Location

Employee
Military Service United States Army

Work Location Details @

[”Eﬂeclive Date |02/01/2022 ]

Effective Sequence 0
HR Status  Active

Payroll Status  Active

Job Information Job Labor Payroll

Salary Plan Compensation

Empl ID
Empl Record 0

Q 10f650 ~[| > || >l

9 Go To Row +| -
“Action | Permanent Change of Assignment v
Reason | Reassignment v
*Job Indicator | Primary Job v

Work Location Details &

*Effective Date |02/01/2022 m
Effective Sequence 0
HR Status  Active

Payroll Status  Active

Position Number Q

Overmide Position Data
Position Entry Date )
Position Management Record
Regulatory Region
Company

Business Unit

Department Description:
Department Entry Date  02/01/2022
Location
Establishment ID Q

Last Start Date
Expected Job End Date

> Military

Job Data Employment Data

Q @ 10f50 ~[| > || 2
T 1

*Action | Permanent Change of Assignment ~
Reason | Reassignment e

“Job Indicator | Primary Job ~
Current i}

Date Created 11/27/2022

Benefits Program Participation

o m Return to Search revious in List

Next in List l [ Notify l [ Refresh I pdate/Display

nclude History I [ Correct History

One Soldier % One Record % One Army

continued on next page »

U.S. ARMY



MPPS+A
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Manually Correct Existing Row Data — Correct History in Job Data

@ °

In some instances, a manual entry
B . . NavBar: Menu NavBar: Menu (S}
to a Member's Job Data is required
(i.e., if the effective date of the ® ° ®
new information |S in the paS'[ ora Recently Visited Organizational Development > Recenty vetes  WOTKForce Administration
Member's Job Dat'a requires an . sssignment Trcking ,
update to correct information). .
i Payroll for North America > vt Boards >
Favorites avorites
1. Navigation: Nav_ Bar > Menu > PeopleTools > Contracis Adminisration R
Workforce Admin > Job
Informatlon > JOb Data Menu R Menu Fed Rec / Scrolling >
. Recruiting >
2. Select Member using Name = Hire Record Review >
(First and Last) or Empl ID; e Reporting Tools > b |y prtomess [ Job Information >]
Select Correct History .
CheckbOX. Labor Administration >
Self Service >
3. Select Empl ID link to open Mass Update RS >
Member's Job Data page Setuprci ’ oo NavBar: Menu @
("0" reCOfd). T @ Menu > Workforce Administration
Real
4. Select the Go to Row button or Tree Manager > R ——
Next/ Previous arrows to . -
_— ob Data
locate and correct existing data. e
[ Workforce Administration > ]
2::2}:?5 Choose from recent searches hd / g:;fﬂes
[ Empl ID | begins with v ]
o Empl Record | = v
Name | begins with v
Last Name | begins with
Second Last Name | beqins with
Second Alternate " +
Empl ID E‘::olrd Name First Name Last Name I':‘a;rt‘e ﬁg;r:ctev ml:::;e lBJ:istlness
0 (blank) (blank) ARRCA >
Business Unit | begins with ™
~ Show fewer options
[J Case Sensitive [J Include History
‘Work Location Job Information Job Labor Payroll Salary Plan Compensation
77777777777777777777777777777777 Empl ID
Employee Empl Record 0
Military Service United States Army o
Work Location Details @ Q 10f32 ~f| > || 2l
“Effective Date —_
Effective Sequence 0 *Action | Permanent Change of Assignment v
HR Status Active Reason | Reassignment v
Payroll Status  Active “Job Indicator | Primary Job v

One Soldier % One Record % One Army
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INTEGRATED PERSONNEL AND PAY SYSTEM - ARMY JOB AID

Manually Correct Existing Row Data — Correct History in Job Data CONTINUED

5. Select the tab that contains )
§ ob Data ﬁ
the data field(s) that are
required to change then Work Location Job Labor Payroll Salary Plan Compensation
update the necessary data. | -
Employee Empl Record 0
m NOTE When mOd/f}//ng eXISflng Military Service United States Army
@ information, the Correct History Job Information Details © Q
function is required to perform
the update. Effective Date  1921/5022 Go To Row
Effective Sequence 0 Action Permanent Change of Assignment
. HR Status Active Reason Reassignment
m NOTE: When a correction Payroll Status  Active Job Indicator  Primary Job f
@ action notification is corent
received, update a Member's on cese ¢
"0" record in Job Data. ey base
Supervisor Level Q
. upervisor Q
() NOTE: HR Professional Superserd
. . Q
@ must review the inserted Repens o
, , “Regular/Tempora v *FulllPa v
row thoroughly to identify e o
the dafa Z_hal_ Changed Empl Class v Officer Code v
*Regular Shift v Shift Rate
Shift Factor

() NOTE: Al subsequent rows from
@ 1 to x may need to be updated
prior to saving updates.

6. Select the Save button.

o E] Return to Search ’revious in List Next in List H Notify H Refresh l pdate/Display nclude History H Correct History

Version 1.0 20230918
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