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REVIEW AND UPDATE RECORDS

Overview
The account manager will review the members in their account at regular intervals. The account manager may change the status of an employee when an employee has been inactive or when the account manager knows that an employee may not return to work at their unit/s or is no longer participation as an incident responder. 
Objectives

By the end of this module, you will be able to:
· Inactivate employees by termination
· Transfer employee to INAC organization
· Change an Employee’s Status  
Roles

The following roles will participate in the activities described in this module:

· Account Manager
Activity Overview – View Account Activity
If there has been no manual data entry activity (incident experience or training attendance, fitness or medical test, etc.) for 5 years, an account may be considered “Inactive”. Any entry to an account will reset the clock. You may view the last date action was taken on an account on the Update Personal Information component. 
Instructions 
1. Navigate to: Workforce Administration > Personal Information > Biographical > Update Personal Information 


2. Enter employee last name in Last Name field.


3. Click  [image: image18.png]


  and select employee from list.


4. Click on the Activity – 5 Year tab.
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Do not click through or update fields on any page for this individual, this will count as activity to this account. 
5. Verify that the Activity Date is more than 5 years ago.
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At this point, a determination needs to be made whether to inactivate this employee.


[image: image14.jpg]' [eYe [V] [-X]



You have now reviewed the records of an account that has had no activity for more than 5 years.
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Exercise 8-1 – View Account Activity


Enter the following data into the system using the instruction set above.
Activity: Inactive employees. 
Role:  STUDENT
	Step
	Action
	Input

	1
	Navigate to: Workforce Administration > Personal Information > Biographical > Update Personal Information 
	

	2
	Enter employee last name in Last Name field
	Johnson

	3
	Click the Search button
	

	4
	Select employee from list
	Johnson, Randy

	5
	Click on the Activity – 5 Year tab
	

	6
	Verify that the Activity Date is more than 5 years ago
	

	7
	Training Note: At this point, a determination needs to be made whether to inactivate this employee.
	


Activity Overview – Change Employee’s Status and Place in INAC

In this activity we will cover how to Change an Employee’s Status. 
An employee’s qualifications account status may change due to voluntary withdrawal, change of job/duty station, change of agency, retirement from a job or incident qualifications, death, etc.

The account manager reviews the Employee List Report and changes the status to inactive for employees no longer involved in firefighting for this agency/account/organization. Include an ‘action reason’ for changing account status. 
If you have employees who are no longer actively participating as Incident Responders, you may want to remove them from your Employee List so you are only working on active accounts. In order to remove them from your active employee list, you should “Terminate” the employee and place them in the INAC org code in the same operation. Make sure you add a row to the employee’s record. 
By “Terminating” the employee, other account managers can only transact on the account if they "Rehire" the employee. The Action of “Terminate” changes the employee’s status to “inactive”.
Next change the Org Code to INAC. Once in the INAC org code, the account manger will no longer see that employee record in their organization.
You may run the Employee List Report, to view the employees in your account.

See Module 13 for Instructions on running reports. 
Instructions

1. Navigate to: Workforce Administration > Job Information > Job Data
2. Enter last name of the employee in Last Name and Click [image: image3.png]Search



 and select the employee from the list. 
3. Click on [image: image4.png]


 in the top right corner of the Work Location page.
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The Effective Date, Effective Sequence, Job Indicator, Regulatory Region, and Org Entry Date will be automatically populated and will not require changes. You can change these if needed. If you take more than one action on one day you will have to put the next sequential number in the “Effective Sequence” field. 
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4. Select a value from the ‘Action/Reason’ drop-down box.

In IQCS to inactivate an account use the action of ‘Termination’ and the Reason of ‘TER.’ The system will no longer view this employee as active. This is different from changing an employee’s org code to the ‘INAC’ org code. When you ‘Terminate’ an employee, this employee’s record will stay in your account but will no longer activate processes. 
5. Lookup value for the ‘Action/Reason Code’ field by clicking on the magnifier icon next to the field. The field should be populated with the selected reason code and the Status should change to “Terminated”

6. Accept the Regulatory Region of USA


7. Skip SetID. This field can be left as the current SetID when tranfering an employee to ‘INAC’.
8. Type/Enter ‘INAC’ or Lookup Organization ID by clicking[image: image6.png]


 next to the Organization ID field. The Organization ID field should be populated with the value selected. The Unit ID will be cleared and, for this test, will remain blank.

9. The Location Code will change to ‘INAC’.
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10. Click [image: image8.png]& save)



at the bottom of the window. The new record will be saved reflecting this employee’s transfer to ‘INAC’.


You have now changed an Employee’s Status and transferred them out of your organization. 
Exercise 8-2 – Change Employee’s Status and Place in INAC
Enter the following data into the system using the instruction set above.

Activity: Change Employee’s Status  
	Step
	Action
	Input

	1
	Navigate to: Workforce Administration > Job Information > Job Data
	

	2
	Enter last name of employee in Last Name
	Johnson

	3
	Click the Search button
	

	4
	Select employee from list
	Johnson,Randy

	5
	Click on the ‘+’ button in the top right corner of the Work Location page
	

	6
	Effective Date
	Accept default

	7
	Effective Sequence
	Skip

	8
	Job Indicator
	Leave as "Primary Job"

	9
	Action/Reason
	Termination

	10
	Action/Reason Code
	TER

	11
	Regulatory Region
	Default "USA"

	12
	SetID
	Skip

	13
	Organization ID 
	INAC

	14
	Org Entry Date
	Skip

	15
	Unit ID
	Skip

	16
	Supervisor ID
	Skip

	17
	Admin Location Setid
	Skip

	18
	Admin Location code 
	Skip

	19
	Duty Station Setid 
	Skip

	20
	Duty Station Location code 
	Skip

	21
	Click the ‘Save’ button at the bottom of the window
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