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When making changes within Abra, the field labeled “Change Reason” contains all reasons 
for all kinds of changes you might make to an employee record.  This can be problematic in 
that the possibility exists that a user will select a reason description that is inconsistent with 
the actual change being made to the employee record.  For example, when recording an 
employee’s promotion, with the list of reasons being all possibilities, a user might 
accidentally select “Merit Increase” instead of “Promotion”.  HR Actions eliminates this type 
of user error by allowing you to configure each form to only provide the relevant reason 
code(s) based upon the purpose of the form. 
 
The following is an example of a New Hire form.  The form reflects the default configuration 
as described above and seen from within Abra.  With all the reason codes available to the 
user, there is potential for error. 
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The following provides guidance for modifying an HR Actions form so that it will only display 
the relevant reasons for the selected form. 
 
• Log on to HR Actions Administrator. 
• Go to the “View Catalog” page under the Forms section. 
• Click on the “Edit Codes” link under the Manage Codes column for the appropriate form. 

 
 
  
• You will see a window displaying all code fields on the form (below). 
• Select the “Edit Active Codes” for the field you want to edit. 
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By default, any code field you include on the form will display all possible values.  For the 
New Hire form, if you would like only the “New Hire” reason to display, then clear all check 
boxes and then check the “New Hire” reason (see below). 
Note: one or more reason codes can be selected to be presented to the user. 
  
Steps: 
1. Click on the “Remove Access to All Codes” button to  remove all selections. 
2. Click on the code(s) you want to include as a choice on your form for your end user. 
3. Perform this selection process for each page as needed. 
4. Click on the “Save Changes” button when you have completed the last page. 
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Log in to HR Actions Self Service and initiate the New Hire form. 
You will now see the end user has only the “New Hire” reason available. 

 


