Rehiring an Employee in Advanced HR 2.0 Quick.Steps :|| PayNortheast

To rehire an employee:

1. Lock into the employee that you want to rehire using the Company and Employee search boxes at the top L
of the screen.

2. Go to HR Admin — Employee Maintenance — Employment Detail. When an existing terminated
3. The system displays the Employment Detail screen. employee needs to be rehired, you
can simply update the employee’s
Brown's Auto Supply (BAR) (WEB1200) x Marks, Jefferson (10) x Status from Terminated tO Active
& g udtie b sl - (rather than using the full Add New
Hire process), by using the Rehire
|Emp|0yment Detail | process
ADD Position/Organization New Hire/Termination . .
If you would like to add a Position/Organization record, please choose a company and employee to give a better context for the effective date that you will be If you want to hire or terminate an employee, please go to the special Because onIy Active employees will
choosing. We will be copying infarmation from the previous effective dated record, so please keep that in mind when choosing an effective date. You cannot processing pages that are setup to help you with those respecive . .
D employae o the e day. e syevem aan gor contased o wpie s ahould s urrenciacie, 101 @ 900 (dea 10 have mufiplerecords fo the proceeees. display in the Employee dropdown
gli%lé:v‘fmhs‘gler;?ci\: (oradd any record) for an inactive employee, please use the top employee search to find the inactive employee rather than the Sectlon Of the Employment Detail
Company* Employae* Q 0
[  Browns Auto Supply (BAR) (WEB1200) - &  Marks, Jefferson (10) - screen, yOU WI” fIrSt need to |OCk
. . ’
Effective Date * Is this a RE-HIRE? Into the termlnated employee S
101272010 & record using the Employee search
box at the top of the screen.
2 aoownios fitergrd v Because you now have the
employee’s record locked in, the
4. Inthe Add Position/Organization section, make sure the Company and Employee are locked in correctly. employee’s name will appear in the
5. Select the Effective Date for this rehire in the Effective Date field. Employee dropdown field below.
6. Make sure the Is this a Re-Hire? toggle switch is set to Yes. See the screenshot at left
7. Click the Let’s begin adding a Position/Organization button.
8. The system displays the Employment Detail New Record screen.

9. Update any necessary information for this Rehire.
10.In the Position/Status section, change the Status dropdown from Terminated to Active.

Paosition/Status
Position*

01 - Mechanic -

Employment Type*

FullTime - Full Time -

Status*

Active - Active -
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11.Click the Save Changes button.
12.This employee is now an Active employee once again. You can verify this looking at the employee’s row on the screen below. The Status column will show Active.

Note: If you receive an error message stating that the employee is not eligible for rehire, this is because when the employee was terminated, they were marked as not
being eligible for rehire. You will need to update this by going to HR Admin — Employee Maintenance — Employee Summary for the terminated employee’s record. Scroll
down to the Employment section and change the Eligible for Rehire toggle switch from No to Yes.

Payroll Employment Benefits
Pay Frequency* FLSA Classification* Eligible For Benefits

BilWeekly - Bi-Weekly - NonExempt - Entitled To Overtime Pay (FLSA) - Eligible For Benefits i)
Standard Payroll Hours Eligible for Rehire Medical Coverage Offered

Then you can go back and complete the rehire process.

It’s important to also note that the rehire process does not enable the new hire onboarding self-service process. The employee will not be prompted to complete the new
hire/taxes process.
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