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To:    HR Directors 
  Employee Administrators 
 
 
Subject: ZP169 Enhancements 
 
Effective 06/11/2008, a third reporting option “Unlock Employee” will be added to ZP169, 
Payroll Locks Report.  This option can only be run for a single personnel number and should be 
used once a “lockable” error has been corrected and an Off-Cycle or a payroll simulation (ZY08) 
needs to be executed.  The program will re-execute the error checks, as well as offer the EA an 
opportunity to execute payroll simulation.  If all errors have been corrected, the employee’s 
record will immediately be unlocked. 
 
A “Manual Lock” can be placed on an employee’s record by users who have Enhanced 
Employee Administration security authority.  A manual lock can only be deleted by the same 
employee administrator that placed the manual lock or by ISIS HR staff.  Once the message 
“Manual record on Personnel Number EMPLOYEE NAME has been deleted from ZP169” is 
received, simply click enter, and then execute processing option Unlock Employee which will 
check to be sure that no errors exist on the employee.  If no errors are found, the employee’s 
record will immediately be unlocked. 
 
For more information, review the ZP169 online help descriptor. 
 
If you have any questions, please contact the ISIS HR help desk at (225) 342-2677. 
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http://doa.louisiana.gov/HRHelp/standard/fastpaths2/zp169-payrolllocks.pdf_content.htm

