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PeopleSoft Personnel Entry Tips

PeopleSoft Job Data pages contain all the pertinent information regarding an employee’s
job. In order to have an accurate view of the job information, the page fields must be filled
out correctly. Included in this guide, are tips for PeopleSoft Personnel entry and some
sample job pages that will display the type of information that is common to specific types
of jobs. As there are many types of jobs and scenarios, only a few will be included. If you
have a question regarding information in a Job Data page for a new or existing employee,
please email your question to HRIM@palmbeachschools.org. One of the HRIM team wiill
respond with an answer.

Personnel job information is entered into PeopleSoft via the methods below:

1) Add Employment Instance - This method is used for NEW HIRES to your school. OR
if an existing employee gets a secondary job at your school. (Instructions for this
method can be found in the How to Enter New Employees manual)

Note: This method is not to be used for job changes to an existing employee at
your school.

2) Add a Row in Job Data - This method is used for job changes to an existing job for an
employee. Some examples are: Pay rate changes; Hourly changes (such as Part-time
to Full-time); job changes (such as a 3rd grade teacher moving to 4th grade); or
Substitute moving to a Full-time regular teacher.” (Please note - Any substitutes moving
to a regular teaching position MUST be cleared by the District’s Certification
Department first). (Instructions for this method can be found in the How to Maintain
Employee Information manual)

DETAILED INSTRUCTIONS FOR THE ABOVE CAN BE FOUND IN THE APPROPRIATE
MANUALS LISTED ON THE CHARTER SCHOOL WEBSITE UNDER RESOURCES/
PEOPLESOFT.

CHARTER SCHOOL WEBSITE: www.palmbeachschools.org/charter

Calendar  LogIn  Directory  Forms a
The School District of Palm Beach County

[s] [o] ¥ (8] [c]

s . . Florida Department of Education
Division of Safety & Learning Environment | ..., geach County School Board Policiss f_ k /
inks

No Child Left Behind (NCLB
13 How to Enter New Employee

| Charter School New Employee Hiring Proce:
Charter Schools =

iDPBC = Charter = Charter Schools

New Charter School Training How to Run Queries

Sharter schools are public schools that are a part of Florida's program of public education. The School Board of Palm Beach County is the ° PeopleSoft AUEElE Sz
ponsor of the charter schools located in Palm Beach County, Florida * School Food{  FLDOE Survey3

* School Police

he School District of Palm Beach County is the sponsor of 53 charter schools as of July 2014. The Charter Departmant provides acadsmic, « Telework FLDOE Survey5

nancial, operational and tachnical assistance to thess charter schools. = Transportatiot FTE Charts
. - - - = TRIRIGA
Charter School's Statutory Guiding Principles, Purposes, & Requirements + Title I eBox
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Job Data “tab” pages

This section will include Personnel Entry tips for each Job Data tab page.

Work Location tab:
Effective Date
The date of the employee’s first work day at your school.

Job Indicator
Primary
« Employee is new to your school or was rehired to your school
Secondary
« Employee is given a second job at your school

Work Location Job Information Job Labor Payrall Salary Plan Compensation

Teacher, Tom Empl ID: 1234567
Employee Empl Record: 0

Work Location Find First &) 4.0f4 1Y Last

*Effective Date: 0713112013 & Go To Row [+ [=]
Effective Sequence: [0 *Action: | Hire v|
HR Status: Active Reason: | First Job V|
Payroll Status: Active | *Job Indicator: | Primary Job V|
Current |
Position Number: &
[ Oyeride Position Datass| " Addl Pay |

Position Entry Date: El

Position Management Record

You will need to enter
*Regulatory Region: UsA Q United States

your School number.
Company: CHT Palm Beach

*Business Unit: sDPBC @ 01 Dist of Palm Beach Co

*Department: School # @, School Name will auto populate

Department Entry Date: 07/31/2013 E?J

*Location: School # @, School Name will auto populate

Establishment ID: sDPBC @ School Dist Of Palm Beach Co Date Created: 10/04/2013
Last Start Date: 0713112013

Expected Job End Date: &) []End Job Automatically

Job Data Employment Data Earnings Distribution Benefits Program Paricipation




Job Information tab:

Please note the following are the ONLY acceptable combinations for the Regular/Temp, Full/
Part, Standard Hours, Work Period, and FTE fields. (Samples pages can be found in the

next section of this guide).

Pay Type | Regular or | Full-time or Standard Work Period FTE
Temporary Part-time Hours (Duty Days)*
Salaried or | Regular Full-time 30 hours or 196 = Instructional 37.50 or 40.00 = 1.0
Hourly greater per week | 180 = Student days only | Use FTE chart for other
260 = Year round hour/FTE equivalencies
*or actual duty days for
your school
Salaried or | Regular Part-time Less than 30 196 = Instructional Actual %
Hourly hours per week 180 = Student days only | If 20.00 hrs per wk in a
*or actual duty days for |40 hr week = 0.5
your school Use FTE chart for other
hour/FTE equivalencies
Hourly Temporary Part-time 1.0 W (always use) 0.00
(Always use Works on an “as (NOTE: If FTE defaults
part-time for needed” basis to another number,
temps) change to 0.00)

Job Labor tab: Always remove the Union Code information.

Payroll tab:
Pay Group:
Employee Type:

NON in ALL cases

H for Hourly*

S for Salaried*

*NOTE: The use of Salaried/Hourly must be consistent throughout the employee’s job pages.

Work Location Job Information Job Labor | i Salary Plan Compensation
Teacher, Tommy Empl ID: 1234567
Employee Empl Record: 0
Ly 12
Effective Date: 0713112013 Go To Row
Effective Sequence: 0 Action: Hire
HR Status: Active Reason: First Job
Payroll Status: Active Job Indicator: Primary Job
- These are the only two fields to be used.
“Payroll System: | Payroll for Morth America v| Do not make chagges to ANY OTHER fields.
Absence System: |Other V|
Pay Group: [non @, Charter Schools Holiday Schedule: PBC @, peC
: StdHOL
Employee Type: 3 2, salaried
Tax Location Code: [sorPBC 2, PBC DEFAULT TAX LOCATION FICA Status: Subject ~

GL Pay Type: Retirement Plan

Combination Code: Edit ChartFields

Job Data Employment Data Earnings Distribution Benefits Program Paricipation




Salary Plan tab:

Salary Administration Plan: CHSL for Salaried”
CHHR for Hourly*
Grade: “01” for all employees

*NOTE: The use of Salaried/Hourly must be consistent throughout the employee’s job pages.

Work Location Job Information Job Labor Payroll Salary Plan Compensation

Teacher, Tommy Empl 1D: 1234567
Employee Empl Record: 0

Find | View Al First Kl 10f1 I Last

Effective Date: 07i31/2013 Cosmdtom
Effective Sequence: 0 Action: Hire
HR Status: Active Reason: First Job
Payroll Status: Active Job Indicator: Primary Job
——  Curent ]

= These are the only two fields to be used.
Salary Admin Plan: CHSL @,'¢ : —" Do not make changes to ANY OTHER fields.

e T ] ey
Grade: 01 @,y 12013 |[5)
Step: ‘ @ Step Entry Date: | [
[lincludes Wage Progression Rule
Job Data Employment Data Earnings Distribution Benefits Program Participation

Compensation tab:

Top Section

Frequency B for Biweekly or S for semi-monthly (Regular only)
H for Hourly (Temporary only)

Lower Section
Rate Code: NAANL (Salaried)
NAHRLY (Hourly)
Comp Rate: Annual Salary for Salaried employees
Hourly Rate for Hourly employees
Frequency: Will default based on Rate Code entered

NOTE: The use of Salaried/Hourly must be consistent throughout the employee’s job pages.

Work Location | Job Information | Job Labor " Payroll ) Salary Plan

Teacher, Tommy Empl ID: 1234567
Employes Empl Record: 0

Compensation Find First K 4.0f4 I ast
Effective Date: 0713112013 0
Effective Sequence: il Action: Hire
HR Siatus: Active Reason: First Job
Payroll Status: Active Job Indicator: Primary Job

Current [
Compensation Rate: 1,562.5000005 *Freguency: S semimontni

¥ Comparative Information

b Pay Rates

DefaultPay Gomponents

Pay Components Personaiize | Find | B | B rirst £ 101 ) Last
Controls | Changes | Conversion | (=¥
I'Rate Code ‘Seq Comp Rate Currency Frequency Points Percent Rate Code Group
1 [NAANNL @, o/ | =7s00000000F |[uso @ [l @ HE

GaloulateGompensation ‘ [Don't forgst to click here, if needed. |

Job Data Employment Data Earnings Distribution Benefits Program Paricipation




Job Data Page Samples

ADMINISTRATIVE POSITION

Job Information ' JobLabor '~ Payroll " SalaryPlan  Compensation _Work Location job Labor Bayroll Salary Plan Compensation |
Assistant Principal, Andy Empl ID: 1234567 Assistant Principal, Andy Empl ID: 1234567
Employee Empl Record: 0
Employee Empl Record: 0
Job Informat in: Last
ork Locatio 4 o
—— iz H [pSoioRow) (FI=] Effective Date: 0713112013
- Effective Sequence: o Action: Hire
Effective Sequence: 0 *Action: Hire v . .
HR Status: Active Reason: First Job
HR Status: Active [reason: Firtdon ] Payroll Status: Active Job Indicator: Primary Job
Payroll Status: Active *Job Indicator: Primary Job M| Current ]
Current
B Tl |‘Jol’ Code: [ro320 @ AP Middle
Position Number: Entry Date: lo7i31r2013 [E]
|mBreride Position Data | | AgdiPay | Supervisor Level: &
Position Entry Date: [ Supervisor ID: @
| Position Management Record Reports To: @ NOTE: The number of
Duty Days MUST match
“Regulatory Region: USA @, United States egular/ Regular ~ ] l‘ﬂ"ﬂm [FurTime ~ ]
. <~ . . <
Company: CHT Palm Beach Charter Senools Empl Class: ‘Officer Code: Needs Certfor -7
4 . N/A ~ =
“Business Unit: SDPBC oY Scnool Dist of Palm Beach Co e —— o L
ministrative
Schoal # @, <= School Name will auto populate
DepartmentEntry Date: (073112013
Location: School # 4 <= School Name will auto populate : I 1.0000007]
EstablishmentID: SDPEC X School Dist Of Palm Beach Co Date Created:  10/04/2013 [ adds to FTE Actual Count? [ Encumbrance Override
‘Contract Number
Last Start Date: 0773112013 - Contract Number: r a |- enGontactiiumber| | ContractData. |
. End Job Automaticall
Expected Job End Date: ly Contract Type:
| Job Data Employment Data Ezmings Distribution Benefits Program F =1

rk Location |~

information

mpensation

[ Work Location | Job Information | Job Labor @ga\aw Plan |[ Compensation |

Assistant Principal, Andy Empl ID: 1234567
Employee Empl Record: 0
Assistant Principal, Andy EmpliD: 1234567
Labor Information L.
Effective Date: 0713172013 [E==e Employee Empl Recard: 0
Effective Sequence: o Action: Hire Payroll Information Find 10f1 I ast
HR Status: Active Reason: First Job, e
Payroll Status: Active Job Indicator: Primary Job Effective Date: 073112013 | GoToRow |
Current [}
Effective Sequence: 0 Action: Hire

Bargaining Unit: Y
Labor Agreement: Y HR Status: Adtive Reason: First Job
Labor Agreement Entry Dt & Payroll Status: Active Job Indicator: Primary Job
Employee Category: @ v ) | " P 0
Employee Subcategory: @
Employee Subcategory 2: * These are the only two fields to be used.

[l Position Management B “Payroll System: Payrollfor Horh Americs hd Do not make changes to ANY OTHER fields
Union Code: @ NOTE: Union Code has been removed. g .
Union Seniority Date: & Absence System:
‘Works Council ID: Payroll for North America
Labor Facility ID: AN -
Entry Date: £l Pay Group: ‘NDN @, Charter Schools Holiday Schedule: PBC @, paC

[ stop Wage Progression - StgHOL

ClPay Union Fee Employee Type: s O salaried

[Jexempt from Layoff Re - @ =

— Tax Location Code: \SD PBC @, PBCDEFAULT TAXLOCATION ~ FICA Status: Subject v
Assigned Seniority Dates personalize | Find | Viev 41| E e
seniority Date Controt Value +Labor Seniority Date Override loverride Reazon GL Pay Type:  RefirementPlan
[m] ‘Combination Code: Edit ChartFields
| Recalculate Seniority Dates |
| Job Data Employment Data Eamings Distribution Benefits Program Participation
| dopData Data Eamings Distribution Benefits Program |

/ Work Location " JobInformation " Job Labor | Payrol

Salary Plan

) Compensation

[ Work Location | Job Information [ JobLabor '/ Payrell | Salary Plan
—_—  —

— Assistant Principal, Andy Empl ID: 1101954
Assistant Principal, Andy EmplID: 1234567 Employee Empl Record: 0
Employee Empl Record: 0 Compensation Find Frst L 401 I Lost
Effective Date: 0713112013 GoToRaw.
Effective Sequence: 0 Action: Hire
A  GoTaRow |
Effective Date: 0712013 R HR Status: Active Reason: FirstJob
Effective Sequence: 0 Action: Hire Payroll Status: Aclive Job Indicator: Primary Job
Current

HR Status: Actie Reason: Firstdon et )

Payroll Status: Active Job Indicator: Primary Job Compensation Rate: 156250000073 “Frequency: 5% semmonti
¥ Comparative Information

Current D
These are the only two fields to be used. —
Salary Admin Pla CHsL [9,v Do not make changes to ANY OTHER fields. e o
Grade: XS 2013 [ 'P“' Components personaize | Find | Frst K 10r1 O ast
PUSTVERN  Controls [ Changes | Conversion | [F=W
Step: Q Step Entry Date: B te Code [seq Comp Rate Currency  |Frequency  |Points  Percent  Rate Code Group
[Jincludes Wage Progression Rule e @, ﬁ { T aooomonE | @ ’A a,

[Galoulate G <— Dot forget o chick here, i needed.

JobData Employment Data Eamings Distribution Benefits Proaram Participation |

| Job Data Employment Data

Earmings Distribution

Benefits Program Participation




Job Data Page Samples

INSTRUCTIONAL POSITION

| JobInformation | JobLabor  Payroll | SalaryPlan  Compensation |
Teacher, Tammy Empl ID: 1234567
Employee Empl Record: 0

mpensation |

Teacher, Tammy Empi 1D: 1234567
Employee Empl Record: 0

Job Information

Work Location L
. Effective Date: 0810172014
“Effective Date; Josi172014 Eodofi) (=] Effective Sequence: 0 Action: Hire
Effective Sequence: 0 “Action: Hire hd HR Status: Active Reason: First Job
HR Status: Active Reason: FirstJob hd Payroll Status: Active Job Indicator: Primary Job.
Payroll Status: Active Job Indicator: Primary Job hd Gurrent a
Current T [E0500 =S Ten Bl
Position Number: @ Entry Date: 0B/01/2014 E]
|sBuemide Rosition Datass| | AddiPay | Supervisor Level: @
Position Entry Date: [ Supervisor ID: @
["] Position Management Record Reports To: @ go;E[:) Temee
uty Days ch.
i Regular/ Regular ~ - - Full-Time v
“Regulatory Region: usA @ United States e | lﬂParL | |
. v *Offices . Needs Certfor W
Company: CHT Palm Beach Charter Schools Empl Class: o > Coder ﬁ'&‘l‘»
_ _ “Regular Shift: Shift Rate; -
*Business Unit: spPBC Q School Dist of Palm Beach Co = e 4 4
' lassified Ind: nstructional 10 Mth 196 Da Tor i
“Department: School # @, #—— School Name will auto populate —
Department Entry Date: 081012014 | Standard Hours: 40.00 Work Period: 196 @, 196 Day
— T
“Location: School # 2 <f—— School Name will auto populate FTE: T 1000000 |
Establishment ID: SDPBC Q Sehool Dist Of Paim Beach Co Date Created:  07/7/2014 [ Adds to FTE Actual Count? NOTE: If using 37 50 hours, e
~ be make sure FTE is 1.00
Last Start Date: 08/01/2014 Contract Humber: [ @, [ NS CONTacNUmbEr~|  [m-ContractDatam|
Expected Job End Date: El [JEnd Job Automatically contract Type:
‘ Job Data Data Earnings Distribution Benefits Program Participation r BB ysa
ork Location__Job Information iary Pian mpensation  Work Location " Job nformation " ( Job Labor @ Salary Plan  Compensaion |
Teacher, Tammy Empl 1234567
Employee Empl Record: 0 Teacher, Tammy Empl ID: 1234567
Labor Information t0f1 D o Employee Empl Record: 0
. Go To R
Effective Date: 08/01/2014 (mCodaiou) Payroll Information Find st K1 401
Effective Sequence: [ Action: Hire T
HR Status: Active Reason: First Job Effective Date: 08I0112014 | GoToRow
Payroll Status: Active Job Indicator: Primary Job " o
Current ] Effective Sequence: 0 Action; Hire
Bargaining Unit: @ HR Status: Active Reason: FirstJob
Labor Agreement: a Payroll Status: Active Job Indicator: Primary Job
Labor Agreement Entry Dt: B Current D
Employee Category: N
Employee Subcategory: @

Employee Subcategory 2: @

Union Code: @, NOTE: Union Code has been removed.
Union Seniority Date:
Works Council ID:
Labor Facility ID:
Entry Date:

[] stop Wage Progression

[J Pay Union Fee

[CJ Exempt from Layoff Reason:

Assigned Seniority Dates
Control Value

personalize | Find | view A1 | First E1 1 or 1 I Last
*Labor Seniority Date ‘Override

Override Reason

Recalculate Seniority Dates

These are the only two fields to be used.
Do not make changes ta ANY OTHER fields.

Payroll for North America v
v

*Payroll System:

Absence System:

Payroll for North America

Pay Group: INon 2, Gharter Schools & Holiday Schedule:  |PBC 9, pac

: 7 SidHOL
Employee Type: ‘3 2, salaried
Tax Location Code: [SDPBC 1%, PBCDEFAULTTAXLOCATION  FICA Status:
GL Pay Type: | RetirementPlan |
Combination Code: Edit ChartFields
Job Data Emplovment Data Earnings Distribution Benefits Program Participation ‘

Compensation |

.
" WorkLocation " Job Information ' Job Labor | Payroll (REEENLZEIRY
~

Teacher, Tammy Empl ID: 1234567
Employee Empl Record: 0
Effectve Date: 08012014 | GoToRaw,
Effective Sequence: 0 Action: Hire
HR Status: Active Reason: First.Job
Payroll Status: Active Job Indicator: Primary Job
Current m
- These are the only two fields to be used.
Salary Admin Plan: CHsL @' Do not make changes to ANY OTHER felds.
Grade: P 014
Step: | ‘Q Step Entry Date: | B
[Jincludes Wage Progression Rule
Job Data Employment Data Eamings Distribution Benefits Program Participation ‘

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

Teacher, Tammy Empl ID:
Employee Empl Record: 0
Compensation Find First K1 4 074 I Last
Effective Date: 0810112014  GeToRow
Effective Sequence: 0 Action: Hire
HR Status: Aciive Reason: First Job
Payroll Status: Active Job Indicator: Primary Job

Current m
Compensation Rate: 1596.153846 5] “Frequency: [ B89, Biyeerzs

¥ Comparative Information

» Pay Rates

|BefaultPay Components |

Pay Components
(L0 contros | Changes | Conversion

onalize | Find | First & 9 of 4 14 L ast

fﬂa{ecﬂdﬂ Seq  [Comp Rate Currency  |Frequency | Points  Percent  Rate Code Group
Afsann @) [0 41500.000000 | [UsD @, [ Qﬂ‘

W ‘— Don't forget to click here. if needed.

‘ Job Data Emplovment Data Earnings Distribution Benefits Program Participation




Job Data Page Samples

SUBSTITUTE POSITION (Always Temporary)

@‘ Job Information | JobLabor  Payroll | SalaryPlan |~ Compensation |

bor | Payroll [ SalaryPlan |

Substitute, Sammy Empl ID:
Substitute, Sammy Empl ID: 1234567 Employes Empl Record: o
Employee Empl Record: 0
_ _ Job Information
Work Location 1or1 D Lo
S Effective Date: 0812912013
T
“Effective Date: [amames T | | GoToRow | L+] =] Effective Sequence: 0 Action: Hire
Effective Sequence: 0 *Action: Hire 2 HR Status: Active Reason: First Job
HR Status: Active Reason: First Job v Payroll Status: Active Job Indicator: Primary Job
Current
Payroll Status: Active ~Job Indicator: Primary Job hd o
Current Job Code: [0150 a Tch Day to Day Substitute
Position Number: @ Entry Date: 0612912013 o}
|mBveriideRositionDatass| | AddlPay | Supervisor Level: @
°
Position Entry Date: B Supervisor iD: L&
|| position Management Record Reports To: @ T ‘ ‘ |
Regularf Temporary ~ ~FulliPart: Part-Time ~
“Regulatory Region: usa @ United States = —
Empl Class: v ~Officer Code: Needs Certfor ™
Company: CHT Palm Beach Charter Schools
i i SOPEC a *Regular Shift: NIA hd Shift Rate:
Business Unit: Sehool Dist of Palm Beach Co moiiod 1nds oRmet et Fonny it Factors | —
School # @, € School Name will auto populate dard
Department Entry Date:  [08292013 |[i) Standard Hours: 100 Work Period: W3, weeky
“Location: School # 2 «—— School Name will auto populate FTE: ! 0000000
Establishment ID: SDPEC e Sehool Dist Of Palm Beach Co Date Created: 0910972014 Lladds to FTE Actual Count? 8 Encumbrance Override
‘Contract Number
Last Start Date: 0812912013 Contract Number: @, [liextContractiiumbers| | ContractData
Expected Job End Date: [ [] End Job Automatically Contract Type:
‘ Job Data Data Earninas Distribution Benefits Program B ysa
T Cocaton])) ((obinformaion 2 pensation | ‘Work Location ( Job [ Job Labor @ Salary Plan | Compenzafion
Substitute, Sammy Empl ID: 1234567 i
Employee Empl Record: o Substitute, Sammy Empl ID: 1234567
or Mormation - Employee Empl Record: 0
Effective Date: 0812012013 Payroll Information Find Fi 10f1
Effective Sequence: o Action: Hire ——
HR Statws: At Reason: FirstJob Effective Date: 081292013  GoToRow |
Payroll Status: Act Job Indicator: P Job . . )
ayroll Status: e ob indicator: fiman e cument [ Effective Sequence: 0 Action: Hire
Bargaining Unit: & HR Status: Active Reason: First Job
Labor Agreement: & Payroll Status: Active Job Indicator: Primary Job
Labor Agreement Entry DE: o] cumang [
Employee Category: @,
Employee Subcategory: @ -
o “Payroll System: Payrollfor North America v These are the only two fields to be used.
Employee Subcategory 2: . Do not make changes to ANY OTHER fields.
sttt _ ——
Union Code: a, NOTE: Union Code has been removed.

Union Seniority Date:
Works Council ID:
Labor Facility ID:
Entry Date:
[ stop Wage Progression
[CIPay Union Fee
[CJexempt from Layoff

Reason:

Assigned Seniority Dates. ing | Ve Fist K

101103 Los

Control Value “Labor Seniority Date Override Reason

. Recalculate Seniority Dates

Payroll for North America

Pay Group: NON @, Charter Schools Holiday Schedule: PBC @, pac

StaHOL
Employee Type: H % Hourly
Tax Location Code: ‘SD PBC O, PBC DEFAULT TAXLOCATION  FICA Status: Subject v
GL Pay Type: \me\
Combination Code: Edit ChartFields
Job Data Employment Data Earnings Distribution Benefits Program Participation ‘

’ﬂorkLocauon ”Jommormauon “JOD\:ELIW \/anm" Y Salar n ’Qompensaﬂon Y [ Work Location | Job Information [ Job Labor | Payroll [ Salary Plan )
——
. Substitute, Sammy Empl ID:
Substitute, Sammy Empl D: 1234567 Empioyee Empl Record: 0
Employee Empl Record: 0 ‘Compensation Find Frst K44 1 Lost
Effective Date: 0812812013  GoToRaw.
N Effective Sequence: 0 Action: Hire
ffectve Date: 0812012013 GoToRaw |
HR Status: Active Reason: First.Jab
Effective Sequence: 0 Action: Hire payroll Status: Active Job Indicator: Primary Job
HR Status: Active Reason: FirstJob curent [
Payroll Status: Active Job Indicator: Primary Job Compensation Rate: 13.75000053 “Frequency: T % houn
¥ Comparative Information
Current m —
ay Rates
- These are the only two fields to be used. ——
Salay Adnin Plan: CHHR O, Do not make changes to ANY OTHER fields. [ DeiaultPay Companets |
- TEK] 013 Pay Components personaize | Find | B 1 3 First K 40re I Last
Grade: ‘ IQ U 2  Controks ) Changes || Conversion |
Step: ‘ Q Step Entry Date: ‘ @ “Rate Code | Seq |Comp Rate Currency  |Frequency | Points  Percent  Rate Code Group
DIncIudesWage Progression Rule |{N Ry Q| [ 1) [ TaTsoooal [Uso i a El
[ | ‘— Dont forget to click here, f needed
JobData Employment Data Earings Distiourion Benefts Program Paricipation ‘ ‘ Job Data Employment Data Earnings Distribution Benefits Pragram Participation




Job Data Page Samples

CONTRACTED POSITION

@ Tobinforaton) (Job 2bor) ((Fail) (S Fians) ((Compssatons) ( Work Location Job Labor ( Payroll \( SalaryPlan |( Compensation |
SLP (contracted), Sarah Empl ID: 1234567
SLP (contracted), Sarah Empl ID: 1234567 : ‘ ) !
mployee Empl Record: 0
Employes Empl Record: 0
Job Information
Work
[or7013 6 | Effective Date: 101712013  GoToRow
Effective Date: Effective Sequence: 0 Action: Hire
Effective Sequence: 0 “Action: Hire hd HR Status: Active Reason: First Job
HR Status: Active Reason: First Job v Payroll Status: Active Job Indicator: Primary Job.
Payroll Status: Active “Job Indicator: Primary Job v curent (1
‘Current - Job Code: 53150 Q Teh ESE Speech Lang Imp Cert
Position Number: a Entry Date: 0772013 &l
{mmOyerideRosition Data | | AddiPay | Supervisor Level: @
Position Entry Date: EJ Supervisor ID: @
["| Position Management Record Reports To: @,
. Temporary v . Part-Time e
“Regulatory Region: usa aQ United States Regularemporary: ] frunpan: [ ] |
. ~ = . Needs Certfor ™V
Company: CHT Paim Beach Charter Schools Fmpl Class: ommeer Code:
. ~ SDFEC *Regular Shift: NIA ~ Shift Rate:
*Business Unit: aQ School Dist of Palm Beach Co = _
lassified Ind: Instructional Hourly “snift Factor:
School # O, «—— School Name will auto populate —
Department Entry Date: [tor72013 ) Standard Hours: 1.00 Work Period: W @, Weekly
“Location: School # O, «—— School Name will auto populate [FTE: i 0.000000
Establishment ID: SDPBC Y Senool Dist Of Palm Beach Co Date Created: 1200312013 [ Adds to FTE Actual Count? HEncumbrance Override
‘Contract Number
Last Start Date: 101712013 Contract Number: @ |tiextGontractiiumbene| | ConiractData
Expected Job End Date: E1 [JEnd Job Automatically Contract Type:
‘ Job Data Data Eamings Distribution Benefits Program Participation > EES yga
ork Location | D Information ayroll lary Plan mpensation P s 2 > o Y . 2 .
Work Location Job Information Job Labor alary Plan Compensation
SLP (contracted), Sarah Empi ID: 1234567
Empls Empl Re d: .
mployee mpl Recor o SLP (contracted), Sarah Empl 1D: 1234367
Empleee EmplRecort: 0
Effective Date: 1011712013 |_GoToRow |
B Payroll Informat
Effective Sequence: 0 Action: Hire
HR Status: Active Reason: First Job Effective Date: 101712013
Payroll Status: Active Job Indicator: Primary Job
Current (] Effective Sequence: 0 Action: Hire
Bargaining Unit: X HR Status: Active Reason: First Job
Labor t: @ " -
T Aoreemen [ Payroll Status: Active Job Indicator: Primary Job
Labor Agreement Entry Dt: &)
Curcent ]
Employee Category: @
loyee : @
Emuk,,ee P N Payroll System: Payroll for North America e elogluoids o belused
Employee Subcategory 2: » troll System: " Do not make changes to ANY OTHER fields.
[ Position Management Ra Other
. - Absence System:
Union Code: @, NOTE: Union Code has been removed.

Union Seniority Date: &

Works Council I

Payroll for North America

Labor Facility ID: @ Pay Group: NON Q C"anerscngg‘s‘ Holiday Schedule:  |PBC Q, pac
= = StdHOL
Entry Date: El - m T
5 top woge mogresion Emplyee Ty ! 2 Houry
DPay union Fee Tax Location Code: [sDPEC @ PaCDEFAULTTAXLOCATION  FICA Status: Subject v
[ Exempt from Layoft Reason: —
e Sy Dot S GLFay ype: Ve ot
Seniority Date Control Value Labor seniority Date Combination Code: Edi CharFields
S JobData Employment Data Earmnings Distribution Benefits Program Parficipation |
Recalculate Seniority Dates
7 HOIK Location e iob Information 5 Job Lahor e EEIWOH Vs COITIDEHSEIIOH ) Work Location Job Information Job Labor Payroll Salary Plan
SLP (contracted), Sarah Empl ID:
SLP (contracted), Sarah Empl1D: 1234361 Employee Empl Record: 0
Employee Empl Record: 0 [ Find st 1 1012 D Last
Salary Plan Effective Date: 101712013 GoToRow
Effective Sequence: 0 Action: Hire
Effectve Date: | GoToRaw |
Tonravs HR Status: Active Reason: First Job
Effective Sequence: 0 Action: Hire Payroll Status: Active Job Indicator: Primary Job
. Current
HR Status: Adive Reason: First Job o
Payrol Stalus: Adive Jobindator. Pimary oo Compensation Rate: 120 00000053 roquency | P Ewced
» Comparative Information
amnt ]
— Pay Rates
- These are the only two fields to be used. —_—
Salary Admin Plan; CHHR % Do not make changes to ANY OTHER fields. emmeleultfzyGermponenizm|
s N Pay Componenis Personalize | Find | & | Frst Kl 104 I Last
. 01 ¢ 013 e
Grade: q ] (U0 Controls [ Changes | Conversion
Step: Q Step Entry Date: ‘ Ed rl‘hte Code | Seq [CompRate Currency  |Frequency | Points  Percent  Rate Code Group
[Jincludes Wage Progression Rule NAHRLY @) 0 50000000 5| [uso @, [jn a)
[mmGaloulate G i ‘7 Dont forget to click here_ it needed

Job Data Employment Data Eamings Disfribution Benefits Program Participation ‘ ‘ Job Data Employment Data Eamnings Distribution Benefits Program Participation
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Job Data Page Samples

NONINSTRUCTIONAL POSITION

P . o o . N _Work Location_
Job Information [ Job Labor | Payroll | Salary Plan " Compensation LT
Secretary, Susie Empl ID: 1234567
Secretary, Susie Empl ID: 1234567 Employee Empl Record: 1
Employee Empl Record:
POy P! ! Job Information
‘Wo ition
Effective Date: 0611712014 | GoToRow |
*Effective Date: 081712014 Effective Sequence: 0 Action: Hire
Effective Sequence: 0 *Action: Hire v HR Status: Active Reason: First Job
HR Status: active Reason: First Job ¥ Payroll Status: Active Job Indicator: Primary Job. o
Current
Payroll Status: Adlive *Job Indicator: Primary Job hd
Tuarment T =J0b Code: [33480 @, Secy School
Position Number: @ Entry Date: oarrr2012 i)
(sOremide Position Datass| | AgdiPay Supervisor Level: A
— B Supervisor ID: oY
Position Entry Date: — & Reports To: @ NOTE: The number of
[71 Position Management Record T ey <T] [Fawear: TFailTime 3] ] | Duty Days MUST match.
*Regulatory Region: usA @ United States Empl Class: ~ ~Officer Code: [Needs Certfor ]
-a——""
Company: CHT Palm Beach Charter Scnools “Reqular Shift: A h shigRate: _S‘J;g'l'; 4
“Business Unit: SDPEC & School Dist of Palm Beach Co lassified Ind: Noninstruct 12 Mith 250 Day or: 4
B . School # i dard
Department: @, —— school Name will auto populate Fe——— ] Work Period: e
Department Entry Date: 06/1712014 L] FTE: i 1.000000 P As of Date: T 06M712014] [
*Location: School # [, «—— school Name will auto populate ] Adds to FTE Actual Count? ] Encumbrance Override
Establishment ID: SDPEC aQ School Dist Of Palm Beach Co DateCreated:  07/07/2014 Combined Standard Hours: 40.00 FTE:  1.000000
‘Contract Number
Last Start Date: 06/17/2014 Contract Humber: . a [seiiexiGontaciiiumber,]  [z-ContiactData~
Expected Job End Date: [ [Jend Job Automatically Contract Type:
Job Data Data Earnings Distribution Benefits Program Partici r g UsA

ompensation y: @ & \ @ )
Work Location Job Information Job Labor @ga\aw Plan Compensation
Secretary, Susie Empl ID: 1234567
Employee Empl Record: 1 Secretary, Susie Empl ID: 1234567
Labor Information Find 101 7 Last Employee Empl Record: 1
Eftective Date: 061172014 madinfons) Payroll Information Las
Effective Sequence: [ Action: Hire — ==
HR Status: Active Reason: First Job Effective Date: 08H7I2014 | GoToRow
Payroll Status: Active Job Indicator: Primary Job
Current [} Effective Sequence: 0 Action: Hire
Bargaining Unit: @ HR Status: Active Reason: FirstJob
Labor Agreement: @ . .
Labor Agreementemtyos | 8 Payroll Status: Active Job Indicator: Primary Job . m
Employee Category: @ urrant
Employee Subcategory: @
A — . | Payrollfor North America v These are the only two fields to be used
Employee Subcategory 2: P a Payroll System: Do not make changes ta ANY OTHER fields
) | — L Absence System:
Union Code: @ NOTE: Union Code has been removed.
Union Seniority Date: & Payroll for North America
Works Council ID: )
Labor Facility ID: @ Pay Group: NON @ Charter Schw\ Holiday Schedule: ~ |FBC & zaz "
Entry Date: & 3 |
5 stop woge progression Enpope Tipe: £ % saes
ClPay nion Fee i : soPec | FICA Status: Subject v
[CJExempt from Layort Reason: [ —Y Tax Location Code: [ 2, PBC DEFAULT TAXLOCATION L S
Assigned Seniority Dates Personaize | Find | View A1 First K1 4 or4 O Last L Pa.y TyPe: | RefiementPlan
Seniority Date Control Value “Labor Seniority Date override Override Reason Combination Code: EdilCharfFields
=
B JobData Employment Data Earnings Distribution Benefits Program Participation |
Recalculate Seniority Dates
WorkLocation ( Job nformation | Job Labor | Payrell (_Work Location | Jobinformation | Job Labor _ ( Payrol | Salary Plan -
. " Secretary, Susie Empl ID: 1234567
Secretary, Susie EmplID: 1234561 W
Employee Empl Record: 1
Employee Empl Record: 1 = Y
ploy P Compensation Find First & 1 of 1 14 st
Effective Date: 061712014 GoToRow |
- Effective Sequence: 0 Action: Hire
Effective Date: 06i17R014 | GoToRow sea
HR Status: Active Reason: First Job
Effective Seq“e"ce: 0 Action: Hire Payroll Status: Active Job Indicator: Primary Job
HR Status: Active Reason: FirstJob curent ]
Payroll Status: Active Job Indicator: Primary Job Compensation Rate: 150000000052 “Frequency: T 5% semimontn
2
Current D Comparative Information
- These are the anly two fields to be used.
Salary i Pl cHaL 0% Do not make changes to ANY OTHER fields. [ Defaul Py Gompanenizy|
Grade: X 014 [ rp:' co:"po ST . el
LLTUERE * Control hanges onversion
Step: Q Step Entry Date: @ *Rate Code | Seq  [comp Rate Currency  |Frequency | Points  Percent  Rate Code Group
[ inciudes Wage Progression Rule ey Q—V_n oo | @ [ o, ==
| Galculate & ‘— Don't forget to click here, if needed.
donData Employment Dty Eanings Distibufion Benefts Progran Paticipaion ‘ | Job Data Employment Data Eamings Distribution Benefils Program Paricipation
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