CyberShift
New employee information form
___________________________________________________________________________________

SECTION A - EMPLOYEE DETAILS

	DESCRIPTION
	DETAILS (enter employees details in this column)

	
	

	7-Digit Emp ID
	

	
	

	Last Name
	

	
	

	First Name
	

	
	

	SSN
	

	
	

	Badge No.
	

	
	

	Email Address
	(e.g. jherre@nycboe.net)

	
	

	DOE Start Date
	

	
	

	City Start Date
	

	
	

	FMC
	

	
	

	Title Code
	

	
	

	Is Emp a Manager (Y/N)?
	

	
	

	Distribution Code
	

	
	

	Annual or Hourly
	

	
	

	Is Emp a supervisor (Y/N)
	

	
	

	Employee’s primary Supervisor
	

	
	

	Employee’s alternate supervisor
	

	
	

	Shift start time
	(e.g. 08:15AM)

	
	

	Lunch duration
	(e.g. 30 minutes, 1 hour)

	
	

	Regular work hours per week
	(e.g. 35 or 40)

	
	

	Annual salary
	(e.g. 045000.50)

	
	

	Should employee have edit rights to update his or her BubbleSheet (Y/N)
	


SECTION B - EMPLOYEE ACCRUAL BALANCES

Enter any existing accrual balances for the employee (if any):

	
	DAYS (0-999)
	HOURS (0-6)
	MINUTES (0-59)

	Annual Leave
	
	
	

	Sick Leave
	
	
	

	Comp Time
	
	
	

	Vested Annual Leave
	
	
	

	Vested Sick Leave
	
	
	

	Vested Comp Time
	
	
	


SECTION C - NOTES
(Please list any other information you need CyberShift to be aware of or any questions you have.)
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