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DESCRIPTION 

 

This job aid is for Central HR. 
 
The purpose of this job aid is to help Central HR perform the steps necessary to change 

employee’s schedule from an 80-hour schedule to a 96-hour schedule and vice versa.  
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SWITCHING 80/96 WORK SCHEDULE 

Position Data Update  

Step Action 

1.  

• Log into INFORMS. 

• Navigate: Main Menu > Reporting Tools > Query > Query Viewer. 

• Search by query name > MD_80_96_SCHEDULE. 

• Enter Pay Period in review > Run/View results. 

o This query identifies impacted employees switching between 80/96 

hours needing a schedule adjustment. 

• Review Employee Timesheet entries to determine adjustments needed. 

• Navigate: Main Menu > Manager Self Service > Time Management > Report 
Time > Timesheet. 
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2.  

• Navigate: Main Menu > Workforce Administration > Job Information > Job 
Data.  

• Copy the employee Position number from the Work Location tab in Job Data. 

• Navigate: Main Menu > Organizational Development > Position Management > 
Maintain Positions/Budgets > Add/Update Position Info. 

• On the Search page, enter the employee’s position number as found on Job 
Data. 

• On the Description tab, add new Effective Dated row by clicking the ‘+’ in the 
top right corner.  

• Ensure the Effective Date matches the start of the pay period. 

• Change Standard Hours.  

• Job Data row will be inserted if future dated row exists to apply position 
updates. 

• Note: Assumption 1:1 association position and employee. 

• Note: Week 2 entry determines what workgroup employee falls into. If 
employee entry on week 2 is as a 96-hour (24) employee and week 1 is as an 80-
hour employee, then the employee workgroup would be C-48H and vice versa. 
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3.  

On the Specific Information tab, Update Incumbents flag is checked and will update 

associated employees Job Data when saved.  

 

4.  

On the Budget and Incumbents tab, validate that the correct employee is updated and 

click Save. 
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Job Data 

5.  

• Navigate: Main Menu > Workforce Administration > Job Information > Job 
Data.  

• Search for the employee: the position change will be reflected on the Work 
Location tab. Same effective date as in Position Data. 

 

6.  

On the Job Information tab, validate the Standard Hours update is reflected on the 

position number.  
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7.  

• On the Payroll tab, update Eligibility Group. 

• Employees will switch between eligibility groups: 
o C-NJB - Bargaining Unit C - Non JB – 80 hours. 
o C-48H - Bargaining Unit C - 48 HR – 96 hours.  

 

8.  

On the Compensation tab, validate Pay Components and Hourly Rate.  
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9.  

Click at the bottom of the Job Data component on Employee Information and then 

click on Time Reporter Data.  

 

10.  

• Time reporter change Effective Date should match the Job effective date of the 
changes. Add a new row for new Effective Date. 

• Choose Workgroup: 
o C-NJB - Bargaining Unit C - Non JB – 80 hours. 
o C-48H - Bargaining Unit C - 48 HR – 96 hours.  
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11.  

Navigate: Main Menu > Manager Self Service > Time Management > Manage 

Schedules > Manage Schedules.  

 

12.  

Enter date range for period needing adjustment. 

 



INFORMS Job Aid: Switching 80/96 Work Schedule 
   

 

10 

13.  

• Select hyperlink to update hours in schedule. 

• Note: System assumes schedule file at beginning of pay period. Manage 
Schedules will allow you to complete an override of the schedule.  

• Update shift based on 2nd week entry. Hours adjustments needed for week 1: 
o From 80 to 96 multiply hours by 1.2.  
o From 96 to 80 multiply hours by 0.833. 
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14.  

• Navigate: Main Menu > Global Payroll & Absence Mgmt > Absence & Payroll 
Processing > Review Absence/Payroll Info > Results by Calendar. 

• Review current balances for employees to determine the manual calculation for 
the proration adjustment.  

• To review ending balance select prior period. Payment Date/ Calendar ID 
should be of prior period. 

• Refer to Accumulators tab and view latest version. 

• Adjust balance as follows: 
o From 80 to 96 multiply balance by 1.2. 
o From 96 to 80 multiply balance by 0.833. 
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Absence Balance Proration 

15.  

• Navigate: Main Menu > Global Payroll & Absence Mgmt > Payee Data > Adjust 
Balances > Absences. 

• After manually calculating proration, adjust balances as needed (should only 
enter the difference as this is an adjustment, positive or negative). 

• Select the Calendar ID for appropriate pay period that requires adjustments, 
enter all the impacted elements and values to be adjusted, and Save. 

• Adjust balance as follows: 
o From 80 to 96 multiply balance by 1.2. 
o From 96 to 80 multiply balance by 0.833. 
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Absence Event/Timesheet Update 

16.  

• Navigate: Main Menu > Manager Self Service > Time Management > Report 
Time > Timesheet. 

• Validate the new schedule against time/absence entries for the pay period.  

• Update Timesheet page as well as Absences tab to ensure time and absences 
reported match the schedule.  

• Update shift based on 2nd week entry. Hours adjustments needed for week 1: 
o From 80 to 96 multiply hours by 1.2. 
o From 96 to 80 multiply hours by 0.833. 

 

17.  

• On Payable Time tab: After time admin processing validate payable time for any 
additional Time Reporting Codes (TRCs) that may be generated. 

• Example: System generated 8 hours of holiday (HOLDY). 
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18.  

• On Exception tab: Review any exception generated after Time Administration 
process is complete. 

• Example: Employee has 80 hours reported on the timesheet and no adjustment 
is required for timesheet to be updated to match schedule. 

• Example: System generated 8 hours of holiday (HOLDY) this in addition to time 
entered is over employee’s schedule and timesheet should be adjusted.  

 

19. 

After batch processing, review the absence balances to ensure updates are 

appropriately reflected. 

• Navigate: Main Menu > Global Payroll & Absence Mgmt > Absence & Payroll 
Processing > Review Absence/Payroll Info > Results by Calendar Group. 

• Review adjusted balances for employees to confirm that the proration 
adjustment was processed. 

 
 
 
 


