8.9 HRMS Step by Step Guide
Pay Rate Change — Workforce Administration Module

Overview: This guide provides instruction on how to change an employee’s rate of pay.

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.

1. Navigate to the Job | [ Uivesity

Data page

‘ |® ! Job Information
> bty Favarites
D WO r kfo rce i Rzpnns Maittain information about a persan tied o a specific job record
b Recruiting = Job Data = Update Contract Pay NA === New Emplovinent nstance
M. H [~ Workiorce Adminisiration Ertter job infarmation inclucing work lacation and compensation Aghel or Upclate: contract pay cletalls inchuding paymert type, Create & newy emploviment instance for & person.
I I I I n Istratl O n I Personal Infarmation details. term, and period
> Jab Infarmation
1 Job Information i = 3
> Gompensation = Other Pavee = Add Additional Assignment === Job Data Transfer Rehire onl
I Time Collection Add other payee nstance in the Job Recard Create signment record for a person's Job Deta TransferRehire only
D J 0 b Data 1 Workiorce Development arganizational instance
I> Organizational Development
I> Enterprise Leaming =
I Reporting Taols L | Comtract Administr ation = | Review Job Information Company Property
_ My Dictionary ~ .:umr:m or other writen agreements with their iages and reports that show work information for = = Erter the assigrmerts of company property
[ — 5 ani ors
=] Lipeiste Contract Pay NA

page displays

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

"1 Enter EmplID or
name | Find an Existing Value |

I Click Search EmplDy: |begins winith W |153T9T

Empl Red Nbr: |= vl |

Mame {LM,FN): hieqins with |

Last Name: | hedins with |

Department: |begin5 with | aQ
National ID: | hegins with v |

HF. Status: |= v| | v|
Employee Status:l = w | | w |
Include History

Search | Clear | Basic Search Save Search Criteria
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3. Work Location
page displays

[] Click [+ toinsert a
new row

4. Add Pay Rate
Change Information

] Effective Date
defaults to the
current date; enter
effective date of
pay rate change

1 Enter Action of Pay
Rate Change

1 Enter the
appropriate
Reason

] Click [7] Job MNotes
to document
reasons for the
percent of time
change

3/5/2007

["Work Location || Joh Information ||

Payrall | Compensation | EmploymentInfarmation |

& save)] (QRetumto Search) +ENextin List) 1E Previous in List)  Refresh )

2| Update.fDisplay) =]

JonesJoseph

Work Location
HR Status:
‘Effective Date:

Action / R

EmMP 1D

1637497 EmplRcd# 0

Find | Wiew & First 1 1 g

Active Empl Status: Active

120172006 [ Sequence: g [E] Job MNotes

Position Number:

Regulatory Region:

Company:
Business Unit:
Department:
Location:

Establishment ID:

Last Updated by: 2062_cu.sgr

B Save

S Return to Search

|Comp|eti0n of Probation V| ’ﬁq Certified
Current
RN Q FProgram Assistant | Position Entry Date: 060172006
LISA United States Fosition Data
cu University of Colorado Appointment End Date:
LCoLo University of Coloradao
51000 Payroll & Benefit Services Department Entry Date: 032972004
1ARCE Admin & Rsch Cir-East Campus
cu University of Colorado
LastUpd DtTm: - 01/01/2007 4:29:30FM  Date Created:  01/01/2007
[=] Wetify (=% Mext tab % Refresh FUpdateDisplay | 2]

| Work Location || Jok Infarmation | Payrall

|| Compensation | Emplayment Information |

Save Return to Search | |45 NextinList] [ +E Previous inList | |2 Refresh
&

2 UpdateiDisplay| |2

Jones Joseph

Work Location
HR Status:
"Effective Date:

Action / Reason:

Paosition Number:
Regulatory Region:
Company:
Business Unit:
Department:
Location:

Establishment ID:

Last Updated by: 3062_cu.sgr

Bl save

ELReturn to Search

EMP 1D: 163797 EmplRcd# 0
Find | view &l First 14 1 of 12 ] Last
Active Empl Status: Active El
M@ Sequence: ’_D m Job Motes
| Fay Rate Change V| IHQ Across-The-Board
Current

NS Q Program Assistant| Position Entry Date: 060152006
LISA United States Fosition Data
CL University of Colorado Appointment End Date:
UCalLo University of Colorado
51000 Payroll & Benefit Services Department Entry Date: 0372972004
1ARCE Admin & Rsch Cir-East Campus
CL University of Colorado

LastUpd DtTm:  01/01/2007 4:29:30PM  Date Created:  02026/2007

[=] matify Mexttab | s Refresh FlUpdateDisplay | JE
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5. Job Data Notepad -

page displays =| Job Data Notepad
I Instructions
7 Click  AddaNewnote |

= Selection Criteria
‘ID: Jones Joseph
'Empl Redz:
'Eff Date:
‘Sequence:;

Earliest Note Date ) End E]

Add a New MNote Return To: Job Diata Page

There are no existing notes for the specified search criteria.

Return To: Job Data Fage

6. Job Data Notepad

=| Job Data Notepad - New Note
— New Note page

. I Instructions
displays
Selected Note
[1 Enter note ID: 163797 Rousseau,Torleif Created: 01/11/2007 2:05PM
EmplRcd#: 0 Creator:
[1 Click Save Eff Date: 2007-01-12 st Update:
Sequence: 0 by

7 Click Job Diata Pane

Subject: |Percent oftime change

Mote Text: |Enter notes regarding employee's percent oftime change here...| @

Sawve Undo Changes

Return To: Mote Selection Page
Joh Data Paoe

7 Work Location Work Location || Job Information || Payroll || Compensation || Employment [nformation |
pag e d | S p | ays & s=ve) [QLReturnto Search) += Mextin List) +Z Previous in List) '}Refresh] 2 Update/Dizplay
Jones,Joseph EmpP ID: 163797 Empl Rcd #: 0
0O C“Ck the Work Location

Find | view &1 First 4] 1 of 13 [ Last

{"Compensation | tab

HR. Status: Active Empl Status: Active El

Effective Date: 020172007 5 gequence: g (1] Jebabiaizs

Action | Reason: Pay Rate Change w ATB Q. Across-The-Board

Current

[(FEETTDCIITER onsnends L program assistantl Position Entry Date: 060112006

Regulatory Region: USA United States Fosition Data

Company: cl University of Colorado Appointment End Date:

Business Unit: coLo University of Colorado

Department: 1000 Payroll & Benefit Services Department Emtry Date: 0372952004

Location: 1ARCE Admin & Rsch Cir-East Campus

Establishment 10: cL University of Colorado

Last Updated by: 3062_cu.sgr Last Upd DtTm:  01/01/2007 4:28:30PM  Date Created: 022752007
Bl save | S\Returnto Search | [Z] Motify Mexttah |l Refresh F Upciate Display
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8. Compensation [ Work Location || Job Information | Payroll | Compensation || Employment Information |

page diSp|ayS & save] [CLRetunto Search| |45 MextinList] |+EPrevious inList] | Refrash | < Update/Display| [
Jones,Joseph EMP ID: 163797 EmplRcd# 0
1 Verify that the Pay Compensation find | view ar st [ 10113 D] Last
Frequency is correct Effective Date:  02/01/2007 Sequence: D O NJDtb ApprStatus  Proposed 020272007
otes
Action /Reason:  Pay Rt Chy Across-The-Board ApprReject
Current
In the Pay compensafion Stmmaty e
C . Base Compensation Rate: 3,425.0000005] ‘Frequency: Manthly
Omponents SeCtlon. Total Compensation Rate: 3,425.000000@
Salary Administration Plan: 950 Grade: H26 Standard Hours: 40.00
1 Enter the new Rate _ _
. . Job Code:  H4R1XH Program Assistant| Percent of Time: 100.00 FTE: 1.000000
Code (if different) Comparative Informati
'] Enter the new Change Amount; 0.0000005 USD Monthly _Manthy Hrly Rate |
Comp Rate Change Percent: n.oon
[ Click Pay Rates
Calculate Compensatinn | Annual 41,100.000000 USD Daily 158.076923 LISD
Monthly 3425000000 LSD Hourly 18.7488615 LISD
Pay Components Customize | Find | i First K| 1of 1 ] Last
Amounts
] ReV|eW your Work *Rate Code Seq Comp Rate Currency Freguency
1 [BASEM QL 0 3,425.000000 UsD M [=]

D C“Ck ﬁSavel Calculate Compensation I

B save | ELReturn to Search | [=] matity | (1 Previous tab | (=% Next tab | 4 Refresh | FUpdateDisplay | A Include Histary
I Note: Pay rate
1 Pay Components Customize | Find | | First [ 10f 4 I Last
changes require e
ApminLirts

approval ‘Rate Code Comp Rate Currency Freguency
1 |BasEm @ l_ 3,600.000000 5] USD =

Calculate Compensation |

Comy. tion S v

Base Compensation Rate: 3,600.0000005] ‘Frequency: ML Monthly

Total Compensation Rate: 3,EUD.UUUUUUE

Salary Administration Plan: 960  Grade: H2f Standard Hours: 40.00
Job Code: H4R1:¢  Program Assistant| Percent of Time: 100.00 FTE: 1.000000

\Comparative Infor

Change Amount: 175.00000050  USD  Monthly Manthly Hry Rate |

Change Percent: 5109

Pay Rates
Annual 43200000000 USD Daily 166.153846 USD
Monthly 3,600.000000 USD Hourly 20.769231 USD

u:
Pay Components Customize | Find | B8 First [0 1 .of 1 2] Last
Amourts

*Rate Code S Rate Currency Freguency
1 |BASEM Oy 0 3,600.000000 ] usD 1 =

| Calculate Compensation I

Pay Rate Change complete
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