July 1 Pay Change Work Instructions

Agencies received a Flash dated 5/14/03 regarding the processing of July 1 Pay Changes.  This memo provides instructions for exporting data and working from an Excel spreadsheet, and also for changing pay rates directly on the Salary Planning screen.  Larger agencies may want to export the data; smaller agencies may want to analyze and change pay rates directly on the Salary Planning screen without going through the export process.  Citrix users can export data to a spreadsheet and copy/paste from a spreadsheet back into the Salary Planning screen.  JAS users can export to a spreadsheet, but cannot copy/paste back into the Salary Planning screen.  New pay rates for JAS users will need to be entered directly on the Salary Planning Grid.

NOTE:  Pay Rates are effective at the time you update them in the system.  Any timecards created prior to updating pay rates will pay at the old rate, time cards created after pay rates are updated will pay at the new rate.  If you are updating Hourly employees, you must change the Hourly Rate; if you are updating salaried employees, you must update the Annual Salary.  All comparisons for the purpose of determining whether an employee is on step or between steps should be based on annual salaries.  If the employee’s annual salary is within $2.00 of the published schedules, the employee will be deemed to be on step and should receive the new rate as published for the Pay Grade/Step.  If an employee is determined to be between steps, a 1.5% increase should be calculated on the existing annual salary in NIS, rounded to the nearest cent.  For hourly employees, the new annual salary should be divided by 2080 and rounded to three decimals.

These instructions address employees covered by bargaining contract.  Any pay adjustments for non-contract employees can be processed in the same manner.  At this time, a decision has not been made regarding increases for non-contract employees.

If you have questions concerning the amount of the pay increase for labor contract covered positions (NAPE, SLEBC, or SCATA), please contact Bill Wood (471-4106), Gail Brolliar (471-4104), or Jeannie O’Meara (471-4406) at the DAS Employee Relations Division.

CHANGING PAY RATES VIA SPREADSHEET

1. Navigation – State of Nebraska > Human Resources and Payroll – Agencies > Employee Maintenance > Basic Compensation.

2. Click on Form Exit, Salary Planning.

3. Click the “Active” radio button.

4. Click Find.  Data can be refined by using the appropriate fields (Job Code, Group Code, Pay Code (PC), Pay Frequency, Home Business Unit, etc.) on the QBE line. You may find it easier to work with smaller groups.

5. Sequence the grid by Employee Address Number.  In JAS this is done by clicking on Customize Grid, selecting the Modify option, and changing the sequencing in the Data Sequencing section of the screen (bottom half of the screen).  Citrix users change sequencing by clicking Preferences, Grid, Sequence, and changing the sequencing in the Columns Sorted box.

6. Once you have the data you want to work with on the grid, export to an Excel spreadsheet.  For Citrix users, right click on the grid, choose Export, Microsoft Excel, select the range of cells you wish to export, click Continue.  For JAS users, click Tools, Export to Excel, select the Starting and Ending cells, click Continue.

7. Sort the spreadsheet by Pay Grade, Grade Step and Hourly Rate.

8. Review the spreadsheet by scrolling through it to determine those employees that may have no Pay Grade and/or Step (they should be at the top of your spreadsheet), those whose hourly rate does not conform to their Pay Grade/Step, or those employees whose Group Code is incorrect (Group Code should be the same as the first letter of the Job Code).  Any changes to Pay Grade, Step, Group Code, etc. cannot be made on the Salary Planning Screen.  These changes are made on the Basic Compensation screen or the Organizational Assignment screen.

9. Create a new column on the spreadsheet that will contain the new pay rate, either calculated or manually entered.

10. Determine whether the employee is “on step” or “between steps” by comparing their current annual salary to the current pay schedules.  If their current annual salary is within $2.00, they are deemed to be on step and should receive the new rate published for that step.  If an employee is determined to be between steps, a 1.5% pay increase should be calculated based on their current annual salary.  The new annual salary should be rounded to the nearest cent.  For hourly employees, the new annual salary should be divided by 2080 and rounded to three decimals.

11. Populate the new column with either a calculated or manually entered amount.

12. Resort the spreadsheet by Employee Address Number so it matches the original grid from the Salary Planning screen.

13. Copy and Paste the new pay rate information (hourly rates or annual salaries) from the spreadsheet to the Salary Planning Grid (Citrix users only; JAS users will need to enter pay changes on the Salary Planning Grid).

Caution:  Ensure that the grid you are copying to has not changed due to adding or terminating employees.

14. Enter ‘07/01/03’ in Effective Date and ‘014’ in Change Reason.

15. Click OK.

CHANGING PAY RATES DIRECTLY ON THE SALARY PLANNING GRID

1. Navigation – State of Nebraska > Human Resources and Payroll – Agencies > Employee Maintenance > Basic Compensation.

2. Click on Form Exit, Salary Planning.

3. Enter ‘07/01/03’in Effective Date and ‘014’ in Change Reason.

4. Click on the “Active” radio button.

5. Click Find.  Data can be refined by using the appropriate fields (Job Code, Group Code, Pay Code (PC), Pay Frequency, Home Business Unit, etc.) on the QBE line.  You may find it easier to work with smaller groups.

6. Analyze each employee to determine whether the Job Code, Group Code, Pay Grade and Grade Step are correct.  Any changes to Pay Grade, Step, Group Code, etc. cannot be made on the Salary Planning Screen.  These changes are made on the Basic Compensation screen or the Organizational Assignment screen.

7. Determine whether the employee is “on step” or “between steps” by comparing their current annual salary to the current pay schedules.  If their current annual salary is within $2.00, they are deemed to be on step and should receive the new rate published for that step.  If an employee is determined to be between steps, a 1.5% pay increase should be calculated based on their current annual salary.  The new annual salary should be rounded to the nearest cent.  For hourly employees, the new annual salary should be divided by 2080 and rounded to three decimals.

8. Work down through the grid, updating hourly rates or annual salaries as appropriate.  After changing one rate, use your directional arrow keys to get to the next rate you want to change.  Remember, hourly employees must have the hourly rate changed; salaried employees must have the annual salary changed.

9. After all rates have been changed, click ‘OK’.

