Quick Guide

Promotion

1. Click theWorkforce Administration link.
[ wiarkforce Administration|

2. Click theJab Information link.

3. Click theJab Data link.
To Search for an existing employee, enter EmpgNBxne or Last Name. Drop-down
menus can be used to select 'begins with', 'caitatt. to assist in locating an employe
The more information that is entered, the narralversearch and the shorter the search
results list for review.

5. Click theSear ch button.
If multiple employee records are listed, click be ppropriate employee record to
continue.

6. Click thePlus (+) key to add a new job row.

7. EnterEffective Date of the Promotion.

8. TheSequence field defaults to '0". If the added row has theeaffective data as the pri
row, the sequence must be changed to the nextrhigimeber. Otherwise, do not change.

I

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

10. SelectPay Rate Change if promotion results in a pay increase.
SelectPromotion if no pay increase.

11. Click theDrop-down Arrow to select from théction/Reason list.

12. Click thePromotion list item.
[Praration |

13. Enter thePosition Number of the new position.
NOTE: If changes were made to the existing position Imemnblank out the number in th
field, tab out of the field, then re-enter the piosi number. This will update information
in the new job row with any changes made on th&ipagiata table.
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14.

Click theJob Infor mation tab.

[ Job Information |

15.

Review information for accuracy.
Employee Class may need to be changed to reflect change due togtion.

Click theJob Labor tab.
[ JobLahor |

16.

Union Code: Defaults from Position Data. Review for accuracy

Union Seniority Date: Review and correct per collective bargaining agiteement

Click thePayrall tab.
|__Payrol |

17.

Pay Group: Edit if necessary if there is a change due tgtieenotion.

Click theSalary Plan tab.
[ SalaryFlan |

18.

If applicable, Enter appropriate step into 8uep field.

19.

Enter theEffective Date of the step change in ti8tep Entry Date field.

20.

Click theCompensation tab.

| Compensation ]|

21.

If Step was entered o8alary Plan panel, click theDefault Pay Components button to
populate th&Comp Rate field with the appropriate rate from the Wage Sthe.
Otherwise, enter thEomp Rate.

| Diefault Fay Components |

22.

Click theCalculate Compensation button to re-calculate the dollar amounts in they'P
Rates' section of this panel.
| Calculate Compensation

23.

Click theSave button.

24,

End of Procedure.
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