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Organizational Instance
Each Organizational Instance is a combination of Empl ID and Employee Record# (Empl Rcd#)
Original Start Date:  The system enters the system date on which you first created a job data record in PeopleSoft.  You can override this date to enter an earlier start date, for example if the person has previously worked for the State. 
Last Start Date:  Displays the most recent start date for this employment record#. The system populates this field originally with the effective date of the job data row with the action of Hire and then refreshes it with the effective date of job data rows with the action Rehire. 
This date will be incorrect if an agency accidentally uses the Hire transaction instead of Rehire.

First Start Date:  Displays the first start date for this organization instance. The system populates this field with the effective date of the first job data row with the action of HIR. Note. The system does not refresh this date again unless you enter a new row in the controlling instance with one of these actions. You would normally not do this unless you needed to reset the hire date. 
Termination Date:  Displays the effective date of the controlling instance's job data row with the action of Termination.
If you rehire, the system clears this field.

Org Instance Service Date (organizational instance service date):  Not used by the State of Oklahoma.  Displays the system date on which you first created this job data record (emplID/ Empl Rcd# combination) in the system.

Organizational Assignment Data
Assignments are used to track the start and completion dates of individual assignments at the assignment level. The State does not track multiple assignments within a single EmplID/Empl Rcd# combination.

Last Assignment Start Date:  Same as Organizational Instance Last Assignment Start Date 

First Assignment Start:  Same as Organizational Instance First Assignment Start Date

Assignment End Date:  Displays the effective date of the job data row with the action of TER.

Home/Host Classification:  This field is not used by the State and is for companies that operate in different countries. 

Company Seniority Date:  This date is used as the date the employee joined your agency.   You can override this date for an employee with prior service at your agency.

Benefits Service Date:  Based on the date that you enter here, the system calculates the total years, months, and days of service for a worker. This date is used to determine your annual leave accrual level.  You can override this date for an employee with prior State service.

Probation Date:  Shows the Probation Date.  The OPM standard for this date is the last date of the employee’s probationary status.  (Classified Jobs only)

Reinstatement Date:  For permanent classified employees, a Reinstatement Date is entered upon termination. OPM provides a spreadsheet with formulas that will calculate the Reinstatement Eligibility Date.

Longevity Date:  Shows the Longevity Date for all employees eligible to receive Longevity Pay.  For a new hire, this will be the Hire Date. 

Please refer to the Longevity Pay Program Guide, which can be accessed on the Office of Personnel Management Website at www.opm.ok.gov under HR and Employee Services.  

Last Verification Date:  Displays the latest date on which the worker verified his or her personal data in the system.

Business Title:  Displays the worker’s official title, the system enters the title for the position number that you assign to the worker on the Work Location page.


NOTE: The system will automatically set the Company Seniority Date and the Service Date to the effective date that was entered on the ‘Work Location’ page on a new hire.

If the employee has had prior service, click the Override checkboxes to change the dates.
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