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Pay Rate Change - Adjustment

Concept

Description:

Adjustment, Acrossthe Board, Equity or Longevity Increase, etc. increases that do not result
in a change in position number, are administerealih Job Data with the action of Pay Rate
Change.

This process is only used for employee recordsdbatot include a salary step. For pay rate
change due to a change in step -RBaeRate Change - Step process.

For Promotion or Reclassification, see appropriate process.
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MaineStreet

Navigation:

Q-0 RNEd ke 28 @-LJF 2

# MaineStreet

Home Sign out

Search:
O = N
| — |® |/ Job Information
[ Wy Fawarites .
& Selt Senvice Maintain information about 2 person tied to a specific job record
[ Manager Self Service =] Joh Data = Add Emplovment Instance
(> University of Maine System = e b information inchuding work location and compensation =l e employment organizstionsl instance for & persan
[ Workforce Administration details.

> Personal Infarmation

- ation e

Job Infarmation | Reports (7] Review Job Information
" Cortaing reports hased on Jab data of the Organization. L Inquiry pages and reports that show work informatian for &
~ Joh Data = Personnel Actions History. il
— Add Employment = Emplovees on Leave of Ahsence ] Job Suminary
Instance = Temporary Employees = Wuttiple Jobs Summary.

[ Workforce Repors = Years of Service
[ Benefits
[ Time and Labor
- Payroll for North America
(- workforce Development
> Organizational Development
(- Workforce Monitoring
[ Reporting Tools
i PeopleTools
(- Data bodels
|- Return to Portal
- My Personalizations
|- Mty Dictionary
&) Done B @ Trusted sites

Step  Action
1. Click theWorkforce Administration link.
2. Click theJob Information link.
3. Click theJob Data link.
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Procedure:

Mew window | Help | B2k

Job Data
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find ah Existing Value

EmplD: begins with v ||
Empl Red Mbr: = v |
Name: begins with v ||
Last Name: begins with v ||
Second Name: beging with v |
Alternate Character Name: | begins with V|
Middle Name: beging with + |

include History  []Correct History [ Case Sensitive

Search Clear | Basic Gearch Save Search Criteria

€] Done S @ Trusted sites

Step Action

4, To search for an existing employee record, enteplEn Name or Last Name. Drop-
down menus can be used to select 'begins witmtdows', etc. to assist in locating an
employee. The more information that is entered ndgmeower the search and the
shorter the search results list for review.

5. Click the Search button.

If multiple employee records are listed, click de tappropriate employee record.
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Q-0 ®E ,i Pk 2% a-LJE 3

# MaineStreet

Er
Mew Window | Help | Gustomize Page | (&
Patty Adjustment EMP D: 0089999 EmplRcd# 0
hwaork Location Fng First (U o O Laet
HR Status: Active Paytoll Status:  Active =
*Effective Date: [12001/2008 5 Sequence: g O ’qur!uﬂjgglyyiwl
Action ( Reaso: Pay Rate Ghange v [ 2N |
E Future
Last Start Date: 070112007 Termination Date:
Expected Job End Date |04/30/2008 [
Position Number: 00020203 Q. Ressarch Engineer Position Entry Date: 0740172007
Overtide Position Data Position Management Record
Regulatory Region: UsA United States
Compamy Ums University of Maine System
Business Unit: UmMs0s University of Maine
Department: 0CE Uit Civil & Enviranmental Eng Department Entry Date: 08/29r2004
Location: Qoo100 ORONO CAMPUS
Establishment ID: Ums0s Q University of Maine
Date Created: 10/16/2008
Job Data Employment Data  Earnings Distribution Benefits Fragram Participation ‘
B seve ‘ L Returnto Search | [=] hotify SiNextteh | L Refresh £ Include History ‘
Work Location | Job Information | Job Labor | Payroll | Salary Plan | Co
&) Done B @ Trusted sites

Step  Action
6. Click thePlus (+) key to add a new job row.
7. Enter theEffective Date of the pay rate change.

8. The Sequence field defaults to '0'. If the added row has theeaffective date as the
prior row, the sequence must be changed to thelmgér number. Otherwise, do not
change.

9. Click theDrop-down Arrow to select from théction list.

10. Click thePay Rate Change list item.

11.  Click theDrop-down Arrow to select from thé\ction/Reason list.
12.  Select the appropriaigeason code from the list of valid values.
13.  Click theCompensation tab.
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P @ -Jid i

Mew Window | Help | Customize Page |

Joh Labor SalangPlan | compensation
Patty Adjustment EMP ID: 0098883 EmplRed# 0
Compensation Fing  First [4] 1520 Last
Effective Date: 120142008 Effective Sequence: 0 D Job Indicator:  Primary Job
Action /Reason:  Pay Rt Chy Adjustment Futurs
Compensation Rate: 3,286.98441050 *Frequency: M S Monthly
~ Comparative Information
Change Amount: 857374105 USD Manthly Compa-Ratio: 113
Change Percent: 3.000
~ Pay Rates
Annual 39,443.812920 USD Daity 151.706973 USD
Monthty 3,286 984410 USD Hourly 18.063372 USD
Ann Ben Rt 38,294.964 Salbase 38,294.96
Default Pay Components
Pay Components (i | B st B g o [ ot
I smouts  THGartrai= I Conversian
‘Rate Code Seq Currency |Frequency |Percent Rate Code Group.
1 [NaannL 0| 32268844105 usD @ M Q =
Calculate Compensation
Job Data Employment Data  Eamings Distribution Benefits Prograrm Paricipation |
B save | [ReturntoSearch | [ Notify Previous tab L Refresh A Include History

Work Location | Job Information | Job Labor | Payroll | Salan Plan | Co

€] Done 5 @ Trusted sites

Step  Action
14. Click theChangestab in the Pay Components section of the panel.

15. Enter the percent change into tBleange Per cent field or dollar amount change in
the Change Amount field.

16.  Click theCalculate Compensation button.

| Calculate Compensation I

This will re-calculate the compensation rate areddmounts in thBay Rates section
of this panel.

17. Click theAmountstab to review the changed comp rate for accuracy.
18.  Click the Save button.
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Step Action
19. Additional | nformation:

To add another Pay Rate Change on the same effective date with a different
r eason code:

1) Repeat this process to add another Pay Rateg€hveith a different reason code on
the same effective date.

2) Be sure to increase the sequence number tettiehigher number.

EXAMPLE:
Employee receives a merit increase of 3% andlparsment of 2%:
Job Row Effective-dated 1/1/09
Sequence 0
Pay Rate Change - Equity Increase 3%
Job Row Effective-dated 1/1/09
Sequence 1
Pay Rate Change - Adjustment 2%

NOTE: In this example, the two increases that happendtie@same day are
cumulative. The impact on pay will be more thanttital 5% change.
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