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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
e loginto INFORMS.
e Navigate: Main Menu > Reporting Tools > Query > Query Viewer.
e Search by query name > MD_80_96 SCHEDULE.
e Enter Pay Period in review > Run/View results.

1. o This query identifies impacted employees switching between 80/96
hours needing a schedule adjustment.

e Review Employee Timesheet entries to determine adjustments needed.
e Navigate: Main Menu > Manager Self Service > Time Management > Report
Time > Timesheet.
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e Navigate: Main Menu > Workforce Administration > Job Information > Job
Data.

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

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

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

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

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

e Change Standard Hours.

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

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

e 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-

2. hour employee, then the employee workgroup would be C-48H and vice versa.
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Set Up HOM ~

Description

Position Number

Headcount Status
Specific Infermation

Effective Date

Max Head Count

Mail Drop ID

Work Phone

Health Certificate

Signature Authority

» Education and Government

Return to Search

Notify

Product Related ~

Budget and Incumbents.

00005224
Filled

0171172021

1

High Stress Medical - D & &

Organizational Development +

-~

Current Head Count 1

Pasition Data

Add

On the Specific Information tab, Update Incumbents flag is checked and will update
associated employees Job Data when saved.

out of 1

Q 10f2 » > »

View All

Status Active

Incumbents

oy
Force Update for Title Changes

Budgeted Position
Senior Management
Job Sharing Permitted
Non-Mayoral

Update/Display Include History Correct History

click Save.

Favorites Main Menu ~

Set Up HOM ~

OoORrRACLE’

Product Related ~

Organizational Development ~

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

Fosition Data

Description Specific Information
Position Number 00005224
Headcount Status  Filled Current Head Count 1 out of 1
4 Current Budget
Eamings Deductions Tax Cdn Tax Total
0.000 0.000 0.000 0.000 0.00
Current Incumbents
5 Q 1-10f1 +
Empl ID Empd Full/Part Stnd Name Effective Date  Action Action Reason I?::irtrigj: Job Data
Record Hrs/Wk g
Iooszzzag o Full-Tims 80.00 Lucas Galan 0171172021 Position Change E:f’d':fe" [EEi] M Tioh Biata I
Return to Search Notify Add Update/Display Include History Correct History
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Data.

oRrRACLE"

Lucas Galan

Employee

Work Location Details (2

Job Information ~

Regulatory Region
Company

Business Unit
Department
Department Entry Date
Location

Establishment ID

Last Start Date

Expected Job End Date

Job Informaticn Job Labor
I *Effective Date |01/11/2021 I
Effective Sequence o
HR Status  Active
Payroll Status  Active
Position Number | 00005224
Position Entry Date  10,02/201

Payroll

Salary Plan

e Navigate: Main Menu > Workforce Administration > Job Information > Job

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

—

Compensation

Empl ID 00322239

Empl Record 0

1of1 ~

I =Action | Position Change ~ I
Reason | Posilion Daia Update >
-

FIREFIGHTER

8
Position Management Record

usa

MDC

FR
FRO3010100
1012212018
FRO0000009
MDC

10222015

United States
Miami Dade County
Fire Rescue

MORTH AREA COMMAND

9500 NE 2MD AVE

Miami Dade County

Date Created

position number.

Work Location Job Labor Eayroll
Lucas Galan
Employee
Job Information Details (%)
Effective Date  gq/11/2021
Effective Sequence 0
HR Status  Active
Payroll Status  Active
Job Code 004101
Entry Date 10222015
Supervisor Level 15
Reports To 00006106
RegularTemporary Regular
Empil Class | Perm ~
Regular Shift  Not Applicable
Classified Ind  Classified
Standard Hours &
| standard Hours so00 J

Adds to FTE Actual Count?

Salary Plan

Empl ID 00322239
Empl Record 0

Firefighter

Protective Services

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

Gompensation

Action  Paosifion Change

Reason  Position Data Update

FIRE DIVISION CHIEF 00035343 Horacio Rodrigusz

FulliPart

*Protected Class

Work Period

Full-Time

Protected Fire/Police/HR

B Biweekly

Encumbrance Override

1of1 w

Go To Row

-
Gurrent
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e On the Payroll tab, update Eligibility Group.

e Employees will switch between eligibility groups:
o C-NIJB - Bargaining Unit C - Non JB — 80 hours.
o C-48H - Bargaining Unit C - 48 HR — 96 hours.

Empl D DO3z2Z3I8
Empl Record 0

Payrell Information (&

Effective Date  gi/44/2021

Action  Pastion Chamos
SSSSSSS stive Fesson  Peston Data Uposte
Fayroll Status  Active )
Current
Payroll System  Bayroll for Norh Amarics
Absence System | Absence Manageme: ~
Payroll for North America (3
Fay Group [MDC 2| Geners: | Empioyees.
Employee Type |H SN Holiday Schedule | MDCALL | mpc_aLL
Tax Location Gode | MDC
Mz Dade Tax Location
GL Pay Type FICA Status | Subect ~
Combination Code Ee Shamisids

Absence Management System
Pay Groun |MDC

setting

S|

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

Employas

E cord o
Compensation Detalls (3 a =
o1/11/2021 ooy
Action  Posilion Change
n Position Data Update
-]
Current
2.417 638 uso “Frequency —
» Comparative Infe
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Click at the bottom of the Job Data component on Employee Information and then

click on Time Reporter Data.

Employment Information
Lucas Galan Empl I ooz22238
Employss Empl Record O
‘Organizational Instance (2
Organizational Instance Red O Original Start Date 1WZ2/2018 Cremrrads
L rt Date 1072202018 First Start Date  1V22/2018
9 Term - Date . Years Months  Days
. 12 Owerra, =
Org Instance Service Date  10/22/2018 srmes = El =) T
‘Organizational Assignment Data (5
Instance Record
Last Assignment Start Dat=  10/Z2/2018 First Assignment Start  10MZ2/2018
rems vears pemins Bavs
. -
1ovzzizoie e e - = El =s
Orverride <
1oz2izoe =2 el =22
Owerride <
1ozzractE = 2 ES)
Tuiion Class End Date EE=El
DROF Begin Date E=1 DROF End Date E=]
Business Title FIREFIGHTER Position Phone

e Time reporter change Effective Date should match the Job effective date of the
changes. Add a new row for new Effective Date.
e Choose Workgroup:
o C-NJB - Bargaining Unit C - Non JB — 80 hours.
o C-48H - Bargaining Unit C - 48 HR — 96 hours.

| Time and Labor Data >
=
Las Lucas Galan EmpliD 00222230 Empl Record o
=
O
10 i Time Reporter Data a af 1 S
] N —— +|[=
e Vg e Sy = N
L4 R Send Time to Payron
it Dace Comrmon Siamsed T
Onr —— e Termplat MDCLPUNCH O
i " e 1’ Pl Miami Dade Lunch Punch Trmpl
Commitment Accounting
Time Period ID @

For Taskgroun
Irw;.rksmup c-rus @ I For Department

~Taskgrous

p

Task Profile 1D

ﬂ S
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Navigate: Main Menu > Manager Self Service > Time Management > Manage
Schedules > Manage Schedules.

Weekly Schedules

= Employee Selection

s T——

Time Management =

[re——

Employee Selection Criteria Get Empioyees
Selection Criterion Selection Criterion Value
1 1 . Time Reporier Group Clear Criteria
Employes ID 00322239 Save Criteria
Last Name
First Hame
Business Unit
Job Code
Depanment
Taskgroup
Instructior
Date and Schedh
vy | Mook v
Date |04/262022 =]
sc " hedule Type | Primary ~
Schedule Detall || Demographics | [
Select  LastName First Name. Employes i Job Title e JTEscay Gz, ey ik} o) Total Hours
Alsia 00322239 Firefghter 4800
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e Select hyperlink to update hours in schedule.
e Note: System assumes schedule file at beginning of pay period. Manage
Schedules will allow you to complete an override of the schedule.
e Update shift based on 2"® 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.

Favorites ™ Main Menu * Manager Seif Service ™ Time Management ~ Manage Schedules ~ Manage Schedules

ORACLE’ Aavanc Searh

Schedule Detail for 04/26/2022

Lucas Galan Employee ID 00322239

Job Title  Firefighter Employment Record Number 0

B Instructions

Refresh Schedule

13 *Schedule Type Elapsed v *Punch Pattern Default M Default Taskgroup Q

Refresh Schedule (Existing schedule will be cleared and refreshed based on the selections mads.)

Primary Schedule
Schedule Detail 113

Shift ID Taskgroup Off Shift Sched Hrs

Q Q ooo | + -

Alternate Schedule
No schedule data for today

Training Details
No training data for today

Absence Details

No absence data for today

Holiday Details
No holiday data for today

Save

Return to Manage Schedules

10
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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.

< HOME Results by Calendar

New Windd
| Calendar Results H Eamings and Deductions ‘l Accumulators || Supporting Elements ‘
Branden Corie Employee EmplID 00118632 Empl Record 0
Calendar ID  MDC 2021824 Pay Group  MDC General Employees
Calendar Information Q | M 4 |20f2w View All
Calendar Group ID 2021PP25 Description _ 2021PP25 Biveekly
Gross Result Value 00050 usD Net Result Value  0.00» usD
Accumulators
5 Q 1-200f20 v | Views
Accumulator Results H UserKeys | I
Period Element Name Amount  Description From Through
Custom -
Tt MD_ANL_LONG_ENT 96.00000057 Longevity Annual Accrual Acc 01/0111901
|g:j‘n"d’“ MD_ANNUAL_BAL 42775000057 Annual Leave Balance 01/01/1901 I

11
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Absence Balance Proration

e Navigate: Main Menu > Global Payroll & Absence Mgmt > Payee Data > Adjust
Balances > Absences.
e After manually calculating proration, adjust balances as needed (should only
enter the difference as this is an adjustment, positive or negative).
e Select the Calendar ID for appropriate pay period that requires adjustments,
enter all the impacted elements and values to be adjusted, and Save.
e Adjust balance as follows:
o From 80 to 96 multiply balance by 1.2.
o From 96 to 80 multiply balance by 0.833.

‘ Giobal Payroll & Abssnce Mgmt = Payes Data ™ 5 Adjust Balances = © Absences [B
Absences
Employee ID 00322230 Mame Lucas Galan Empl Record O
Pz cup o Description  General Employ=es Pay Entity MDC
Calendar ID  MDC 2021502 Begin Date  01/11/2021 End Date  01/24/2021
Balance Adjustments
"5 Q Trort View A
*Element Name Deseri ption Balance Adjustment Begin Date End Date
I MD_AMMUAL Q | | Annual Leave J[]l owi/zo21 i) owzazo21 i) = _— I
————
I Save I Return to Search Previous in List Next in List Notify

12
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Absence Event/Timesheet Update
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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 2"* 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.

16.
e On Payable Time tab: After time admin processing validate payable time for any
additional Time Reporting Codes (TRCs) that may be generated.
e Example: System generated 8 hours of holiday (HOLDY).
17. = z ==o |=ees ==

13
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e On Exception tab: Review any exception generated after Time Administration
process is complete.

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

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

Timesheet

Luzas Galan Employee D 00322230
EmpiRecord 0

Earfiest Change Date 011252021

Select Another Timesheat

18. ey | woee v S —

‘Date [o1ten02 G| ™

Reported Howrs 3200 Funch Timesnest

From Monday 01/16/2021 to Sunday 01/2472021 ()

A 2 B = “Taskgrous ask Profile weEements | Souce
it} s B Total Time Reporting Code Tasigroun TaskProflelD  RuleBkments S

Eri Sat "
1720 1022 1z 1721

200 500 500, 2 3200 | REG - Reguiar Time. w| [penoncaTc @ a Q| onine
Submit Apply Rules

Repotec Tme Sistus || Summary || Absence || Exceptions || Esyavle Tme

Exceptions ()

Alow  Date Exception ID Exception Source. status

ouzzze1 | MDVALEXS Time Administstan [r——

After batch processing, review the absence balances to ensure updates are
appropriately reflected.
e Navigate: Main Menu > Global Payroll & Absence Mgmt > Absence & Payroll
Processing > Review Absence/Payroll Info > Results by Calendar Group.

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

C— M, A P —— v ————r—

19.
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