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Pay Rate Change - Step

Concept

Description: Designated Salary Administration Plans have grad#sassociated steps. An
employee within one of those grades may or mayhawve a step assigned to their job record.
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&) 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 viindo | Help | 15,

Job Data
Enter any information you have and click Search. Leave fields blank for a list of all values
EmpliD: begins with v |
Empl Red Nbr: = vl [
Name: begins with + ||
Last Name: begins with +
Second Name: beging with |
Afternate Character Name:| hegins with \
Middle Nama: begins with ||
Oinclude History [ Correct History [ Case Sensitive

Search ‘ Clear | Basic Search Sawe Search Criterla

€] Done S @ Trusted sites
Step Action
4, To Search for an existing employee record, enteplEBnName or Last Name. Drop-

down menus can be used to select 'begins witmtdotws', 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 to
continue.
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Hew Window | Heln | Customize Page | 5L
| satayPian | Compensation |
Step Increase EMP D: 0088333 EmplRcd# 0
'Work Location Find  First [ o3 B Loct
HR Status: Active Payroll Status:  Active =
*Effective Date: 12302008 [ 5‘??“!?“5",i ] m "ln,t},"i‘,u,i'ffffl,rf-?”marVJDh VI
Action {Reason: Pay Rate Change v [EB on |
- Futura
Last Start Date: 03/042002 Termination Date:
Expected Job End Date | F
Position Number: 00010898 A custodian i Position Entry Date: 1002712008
Override Position Data Position Management Record
Regulatory Region: usA United States
Compamyg. UMS University of Maine Systern
Business Unit: UmMs086 University of Sauthern Maine
Department: PGSL Residential Life Department Entry Date: 030412002
Location: FO0201 Gorham Res Life
Establishment ID: UM306 S University of Southem Maine
Date Created: 10/16/2008
Job Data Employment Data  Earnings Distribution Benefits Prograrm Participation ‘
B save ‘ LuReturnto Search | [=] Natity =Mexttab | L Refresh 4 Incluce Histary ‘
Wark Lacation | Job Infarmation | Job Labor | Payroll | Salary Plan | Co
€] Done 5 @ Trusted sites

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

8. The Sequence field defaults to '0'. If the added row has theeaffective date as the
prior row, the sequence must be changed to thehigitér 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 théction/Reason list.
12. Click theStep Progression list item.

13. Click theSalary Plan tab.
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Q-0 NG LA - -k B

Step Increase EMP D: 0099999 EmplRcd#: 0
Salary Plan

Effective Date: 12/30/2008 Effective Sequence: 1] m Job Indicator:  Primary Job

Action / Reason: Pay Rt Chy Step Progression

Future

Salary Administration [ QU % Grage:

08 Q% GradeEntryDate  07/052003 [
Plan:

Includes Wage Progression Rule Step: [Fa Step Entry Date 12/30/2008

Jab Data Emplovment Data  Earnings Distribution Benefits Program Participation |

ave | LA Return to Searct ity revious ok lexd ol etrest P Inciucte History
EE E\Returnto Search | [ hlotif: = Py tah | SNexttah 7 Refresh 4] Inclucte Hist

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation

Mew Window | Help | Customize Page |

5 @ Trusted sites

Step  Action
14. Enter the new step value into tBep field.

15. Enter the date of the change into 8tep Entry Date field.

16. Click theCompensation tab.
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Q-0 NG LA 3-Z -k B

# MaineStreet

Mew Window | Help | Customize Page |

Job Infarmation | Job Labor SalangPlan | compensation
Step Incraase EMP D: 0099999 EmplRcd# 0
Compensation Fing First [4] 102 0 Last
Effective Date: 1273012008 Effective Sequence: 0 D Job Indicator:  Primary Job
Action | Reason: Pay Rt Cha Step Progres sion Futurs
Compensation Rate: a0g.000000%] ‘Frequency: (B QL Biweeky

~ Comparative Information

Change Amount: 362000005 USD Biweekly Compa-Ratio: 082
Change Percent: 4.033
~ Pay Rates
Annual 23,608.000000 USD Daity 90.200000 USD
Monthty 1,967 333333 USD Hourly 11.350000 USD
Ann Ben Rt 22,882,800 Salbase 22,692.80
Default Pay Components

Finc | B st (914 014 [ st

Pay Components

I smouts  THGartrai= I Comversion
‘Rate Code Seq Currency |Frequency |Percent Rate Code Group

1 [NAHRLY Oy o 11.350000 5] usD @, H 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
17.  Click theDefault Pay Components button.

This will update the rate of pay with the step faten the wage schedule.

NOTE: If the previous row did not have a st@8pWO rows of Rate Codes and
Amounts will appear. To Delete the row with the cdtk: Click on the minus (-) key
on the row with the old rate then change the Sethememaining row to '0'.

| Cefadlt Pay Components |

18. Click theCalculate Compensation button to re-calculate the amounts in the Pay
Rates section of the panel.
| Caleulate Compensation |

19. Click theSave button.
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