Have you lost a new employee in HCM?
DO NOT attempt to re-enter the new employee in to HCM
When entering a new employee you should not click the save button until the very end of the process on the last page of job data.  Once you get to the job data screens an employee ID# is created.  Once this ID# is created, if the hire entry is not completed and saved at the end of the process the new hire can be “lost” and DER must retrieve it for you.  This can happen because your screen locks up, you navigate to a different window, your session times out, or numerous other reasons.  Follow the steps below to have DER retrieve the lost record for you; do not attempt to re-enter the new hire in HCM.

1. What to do? This is a writeable PDF; save this document somewhere you can retrieve it.  Answer all the questions below, be sure to provide an answer to every question asked and attach this document to an e-mail. 
· When providing answers to the questions below, please give the full code.  Full department ID#, full location code, full job code, etc.
2. E-mail to: derpayservices@milwaukee.gov
3. Subject line: Employee Lost – Department Name – Employee ID# & Name
4. Attach: Attach this document to the email
	1
	Employee ID#
	[bookmark: Text1][bookmark: _GoBack]     

	2
	Employee Name
	     

	3
	Date of Hire
	     

	4
	Appointment Type 
(Regular, Temporary, Emergency, Provisional, Exempt (Statute or CSC), etc.
	     

	5
	PeopleSoft Action/Reason for Hire
(Regular appointment normal cert, reinstatement after resignation, exempt by statute or csc, etc.)
	     

	6
	Position ID Number 
(All department s must provide exept MPD, Fire, and some parts of DPW)
	     

	7
	Department ID#
	     

	8
	Location Code #
	     

	9
	Job Code # AND Job Title
	     

	10
	Bargaining Unit # AND Name
	     

	11
	Union Code # AND Name
	     

	12
	Benefit Program Code # AND Name
	     

	13
	Compensation Rate (Bi-Weekly)
	     



We will notify you once the new employee’s record has been retrieved and then you will be able to access it.  At that point you will need to go in to “Current Job” to verify that the information that was entered is correct, and you MUST also finish entering the rest of the new hire data in job data which includes the following fields:
· Employee Class (Job Info Tab)
· Crew ID
· Enter Exception Hourly status, Holiday’s, and Earnings Distributions if applicable
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