Louisiana Department of State Civil Service

ISIS HR

= Duick Tip$

September 5, 2006 No. 8

Tracking Employees on
Active Military Duty in ISIS HR

ISIS HR has developed a mechanism for agencies to track employees serving on active
military duty as well as a leave code to track annual leave use for military purposes.

The Military Service infotype (0081) in ISIS HR has been revised to assist
agencies with tracking employees who are on leave from their state job for
active military duty. Both ISIS HR paid and non-paid agencies should store
this information in the system. The new infotype is found on the “Payroll
Supplements” tab on the HR Master Data screen.

When creating this infotype, the begin date of the record will be the
effective date of the activation orders, leave the end date as the end of
time, and then indicate the type of service. “Unit” is a free form field for use
at the agency’s discretion. When the employee returns to work, users will
then delimit this infotype effective on the day before the return to work date.

This information is output on the ZP173, Active Military Status report.

Also, the absence code “LALM” is now available for use. Agencies should
use this code for employees on leave from state service for active military
duty that wish to use their accumulated leave. This code will follow the
same protocol established for the regular “LA” code, rolling from 1.5 K to
straight K to annual leave.

Questions? Call your Assistance Coordinator or Ashley Gautreaux at (225) 219-9422.
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