Change Pay Rate en mass via Spreadsheet
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Change Pay Rate en mass via Spreadsheet

Change Pay Rate en mass via Spreadsheet Overview

This process allows agencies to update new pay rates for multiple employees at one time. (For
individual changes, follow the Work Instructions for Changing an Employee's Salary/Rate). This
also provides agencies an opportunity to review and correct any discrepancies that may exist
regarding Job Code, Group Code, Pay Grade, and Grade Step, etc. Larger agencies may want to
export the data; smaller agencies may want to analyze and change pay rates directly on the Salary
Planning screen.

Warning: Pay rates are effective at the time you update them in the system. Any time cards

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.

Change Pay Rate en mass via Spreadsheet Lesson
Procedure

In this lesson you will learn how to change pay rates en mass via a spreadsheet.

ORACI—E. ETHAN HUNT [JPY300]
JD EDWARDS ENTERPRISEONE =
© Sign Out
i =
EnterpriseOne Menu =N Welcome!
Open Applications
You have na running applications, The EnterpriseOne Menu contains several links to the applications
Open New Window These links will always be atthe left of your screens, no matter what application you are using.

You can also hide the menu when you need mare space for your work.

[ Favorites
[> State of Nebraska

[> Roles

I Actions

I Preferences

Done J Trusted sites fy v H00m v

Step Action

1. Click the State of Nebraska link.
[State of Nebraskal

2. Click the Human Resources link.
Human Resources|
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Step Action

3. Click the Employee Maintenance link.
[Employee Maintenance]

4. Click the Basic Compensation link.
[Basic Compensation]

OCRACLE HUNT, ETHAN [JFY300]
JD EDWARDS ENTERPRISEONE os
Sign Out
Basic Compensation - Work With Basic Compensation ]
Select Fnd Cose Row Form  Took
"4
Employee Identification i (e} Epkvees
@ Active
O A
No records found. Customize Grid (o]
[] Emeleyes  Alpha Employee Security Business  Check Rte Check Rte Hor
Ho Hame Tax ID Unit Code Code Bus
< E
Dane o Trusted sites Sh v Hiowm -

Step Action

5. %k the Form button.
6. Click the Salary Planning menu.

| Salary Planning |
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ORACLE" 1o EDWARDS ENTERPRISEONE 3 Em‘; ‘j;fj‘

Basic Compensation - Salary Planning o
::C::: RD:;esnn @Al O Active
No records found. Customize Grid ]
B Domvesstrit hams Sy wme” e M e m omae ¢ h
Step Action
7. Click the Active option.
8. Note: Data can be refined to smaller groups by using the appropriate fields on the
QBE line. (Example: Job Code, Group Code, Pay Code (PC), Pay Frequency, Home
Business Unit, etc.)
Note: Data is sequenced by Home Business Unit, then by Alpha Name.
9. Click the Find button.
10. You can update the Hourly Rate manually in the grid or you can export to Excel,

make your changes, and then import back into EnterpriseOne.
To Import and Exprot:

Follow the instructions to Export Data to Excel in the System Basics Training Guide
(http://www.das.state.ne.us/nis/training_manuals/sys bscs/index.html).

Enter the new hourly pay rates into the Excel spreadsheet, then save the spreadsheet.

Follow the instructions to Import Data from Excel in the System Basics Training
Guide (http://www.das.state.ne.us/nis/training_manuals/sys_bscs/index.html).

Warning: Ensure that the Salary Planning Screen has not changed due to adding or
terminating employees.
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Step Action

11. Enter an Effective Date and a Change Reason code in the header.
12. Click the OK button.
=]

OIQACI—Ea JD EDWARDS ENTERPRISEONE HUNT, ETHAN [JPY300]

© Sign Out
Basic Compensation - Work With Basic Compensation ]
Select Find Close Row Form Tooks
v & X B B B
Employee Identification i Q, FITIEED
® Active
Qan
No records found. Customize Grid m]
@ Employee Alpha Employee Security Business Check Rte Check Rte Hor
No Hame Tax ID Unit Code Code Bus
< ]
Dane [@ + Trusted sites Sy v H0n v

Step Action

13. Click the Close button.
14. You have successfully completed this lesson.

End of Procedure.
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