8.9 HRMS Step by Step Guide
Pay Rate Change — Discretionary Pay Differential (DPD)
Workforce Administration Module

Overview: This guide provides instruction on how to add a Discretionary Pay Differential for
classified staff.

In version 8.9, Oracle/PeopleSoft has changed the name of Administer Workforce to Workforce
Administration.

Note: The screen shots used in this guide may not be representative of your access.
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2. Job Data search
Job Data

page displays

Enter any infarmation you have and click Search. Leave fields hlank for a list of all values.

I Enter Emp”D or | Find an Existing Value |

name
) EmpliD: [begins with ~||189726

HClick  gearcn Empl Red Nbr: |= = |
Name: |hegins with j|
Last Name: | beging with j |
Department: |begins ith j| Q
Last 4 SSN: [ beging with x||
HR Status: |= j | j
Employee Status: | = j | j
¥ Include History

Search | Clear | Basic Search B Save Search Criteria
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3. Work Location .

| Work Location || Jub Information | Pawoll | Compensafion |[ Employment Information |

p ag e d I S p I ays M CLReturn to Search) 45 Nextin Llst) +E Previous in Llst) % Refresh J 2] Update/Tisplay

[ Click [+ toinserta | | "™ " vt BwidE o
Work Location Find | e A1 First [1] 2 La

n eW rOW HR Status: Active Empl Status: Active G
‘Effective Date: 04/01/2007 [ Sequence; 0 m B REEE
Action / Reason: Hire x| |PRB Q. Probation
Future
Position Number: L0itnE0s Q Police Officer | Position Entry Date: 0450142007
Regulatory Region: LISA, United States Position Data
Company: (o] University of Colorado Appointment End Date:
Business Unit: LICoLD University of Colorado
Department: 10539 Public Safety Department Entry Date: 0410142007
Location: 1PDPS Palice & Parking Services Ctr
Establishment ID: cl University of Colorado
Last Updatedby: T_PPL T_PPL LastUpd DtTm: 03142007 9:28:458M  Date Created: 0311 42007
E save | [S\ReturntoSearch | [=] Motify Previous tak Mexttab | rhs Refresh FlUpdsteisplay Inciude Histary

Work Location | Job Information | Payrall | Compensation | Employment Information

4. Add Pay Rate

|“Werk Location || Job Information || Payroll | Compensation | Employment Infarmation |

C h an g e- fo r ﬁ Save QReturn to Search) += Nextin List) +Z Previous in List) fo Refrash ) 42 UpdateiDisplay
D!Scretlo_n a'ry Pay Weather, Sunny EmF 1D: 189726 EmplRcd# 0
Differential (DPD) e y—

Find | view &l First || 1or2 (M) Last

D Eﬁe Ctlve Date HR Status: Active Empl Status: Active =
‘Effective Date: 0510112007 E‘j Sequence: 0 m LD (S
defaUItS to the Action | Reason: Pay Rate Change j Bas O Begin DPD Actingiadd Respon
current date; enter Future
H i o 00100608 "
effective date of bosilisnNumber; R police officer| Position Entry Date: 05/01/2007
Regulatory Region: LISA United States Position Data
pay rate change P
Company: cu University of Colorado Appointment End Date:
B Business Unit: UCoLo University of Colorado
) Enter Action of Pay
R t C h Department: 10539 Public Safety Department Entry Date: 05/01/2007
a e ange Location: 1POPS Folice & Parking Services Ctr
Establishment ID: cLu University of Colorado
1 Enter the
. Last Updated by: T_PPL T_PPL LastUpd DtTm:  03/14/2007 9:28:45AM  Date Created:  03/14/2007
appropriate
B save | ELReturn to Search | [=] motify | Frevious tab Mexttab | L Refresh F|Update/Display Include Histary
Reason for DPD

Wiark Location | Joh Information | Payrall | Compensation | Employment Infarmation

1 Click [7] Job Motes
to document
reasons for the pay
rate change
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5. Job Data Notepad
page displays

[ Click  Add aNew Note |

6. Job Data Notepad
— New Note page
displays

[1 Enter note
[J Click Save

] Click Job Diata Pane

7. Work Location
page displays

"1 Click the
(Campensatian | tal

Job Data Notepad

[* nstructions

= Selection Criteria
‘ID: 189726 Weather, Sunny Search |
*Empl Red#: |0
*Eff Date: 2007-05-01
‘Sequence: [
Earliest Note Date [ End Bl

il e s Mo Return To: Joh Data Page
There are no existing naotes for the specified search criteria.
Return To: Joh Data Paoe
Add a Mew Mote
Return To: Jok Data Page
There are no existing notes for the specified search criteria.
Return To: Job Data Padge
=] Job Data Notepad - Selected Note
[* Instructions
Selected Note
ID: 129726 Weather, Sunny Created: 0371472007 9:57AM
Empl Red#: 0 Creator:
Eff Date: 2007-05-01
Sequence: [
Subject: Begin DPD
MNote Text: |[Employee begins 1D%|DPD effective 5/107 for temporary change in ;I@
responsiblilities
Save | Undo Changes
Return To: Mote Selection Page
Joh Data Pane
| “Waork Location || Jub Information | Fayroll | Compensation || Employment Infarmation |
) save) (QRetumtoSearch] (4EMextinList] |1SPrevious inList] | Refresh | 2 Update/Display
Weather, Sunny EMP D: 189728 EmplRcd# 0
Work Location Finct | view a1 First 1 of 2 [P Last
HR Status: Active Empl Status: Active =
‘Effective Date: 050172007 E'J Sequence: 0 m il (s
Action / Reason: [Pay Rate Change =] [BAa 2L Begin DPD Actingitdd Respan
Future
Position Number: 00100608 Q Police Officer | Paosition Entry Date: 0012007
Regulatory Region: UsgA United States Position Data
Company: cu University of Colorado Appointment End Date:
Business Unit: uCcoLD University of Colorado
Department: 10539 Public Safety Department Entry Date: 05/0142007
Location: 1PDPS Police & Parking Services Cir
Establishment ID: cu University of Colorado
Last Updated by: T_PPL T_PPL LastUpdDtTm: 03142007 9:28:45AM  Date Created: 03142007
[E Save I L\ Return to Search | [=] Matify I Previoustab | (SiMexttah | s Refresh FlUpdateDisplay Include History

work Location | Job Inforration | Pavroll | Compensation | Employment Infarmation
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8. Compensation
page displays
In the Pay
Components section:

7 Click [+ to insert a
new row

0 Enter BASTPD
Rate Code*

00 Enter DPD amount

[] Click

Calculate Compensation |

[ Review your Work

7 Click 2s==]

"I Note: This change
requires approval

Pay Rate Change
complete

Pay Rate Change — Dis

3/28/2007

Pay Rate Change - Workforce Administration Module

f Work Location Y Joh Information ]f Payroll ]r Compensation ]r Employment Information ]

B save) |QiRstumto Search| (+EMNextinList] |1=Frevious inList] | % Refresh | ] Update/Display
Weather, Sunny EMP D: 189726 EmplRcd® 0
Compensation Find | Wiewe &1 First 1 af 2 D] Last
Effective Date: 050172007 Sequence: 0 | NJ°t'° ApprStatus  Proposed  0501/2007
ntes
Action / Reason: Pay Rt Chg Begin DPD Acting/Add ApprReject
R
o Future
Compensation Summary
Base Compensation Rate: 3,300.0000007] ‘Frequency: M R Manthly
Total Compensation Rate: 3,800 DDUDUDE
Salary Administration Plan: 910 Grade: A327 Standard Hours: 40.00
Job Code:  A4B2TH  Paolice Officer| Percent of Time: 100.00 FTE: 1.000000
Comparative Information
Change Amount: 00000005 USD Monthiy Marthly Hry Rate
Change Percent: 0.000
Pay Rates
Annual 45,600.000000 USD Daily 176384615 USD
Monthly 3,800.000000 USD Hourly 21.923077 USD
Pay Components customize |Find | B2 First L 120r2 [ Last
Amourts
1|BASEM Q) 0 3,800.000000 53] uso M =
2 BASTPD Q@ i 380.000000 5 uso M =
B save I E\Returnta Searchl [=] Matify I () Previous ta | (=R Mext tab | L Retresh I Updatamisplayl Include Histary |

*This raté tode"is used Whén entéring a DPD for a classified staff person in order

to ensure that the employee’s hourly rates in Time Collection are correct. Itis
expected that users will be working with their campus Human Resources offices
to determine amounts and the specific type of DPD the employee will be
receiving. For example, for some types that are on-going changes to the
employee’s base salary such as a Matching Pay DPD, no second compensation
row is needed. For others that are for a specified period of time, such as a
Limited Term Project, you will likely enter a second row in the pay components
section of the compensation page. However, remember that use of the codes
varies by campus and users should work with their HR office prior to entering
any data into the system.

cretionary Pay Differential (DPD) complete
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