inferms

Course ID: DPR 302
Course: Departmental HR - Personnel Changes




Ground Rules

Be on time

Turn off your cell
l phones when in class

Participate actively in
class; refrain from
email and internet use

Attendance

Take breaks as needed

Feel free to ask
guestions




Course Overview

Course Description This course provides a comprehensive review of the Personnel Changes
processes.

This course consists of the following modules:

e Module 1: Course Introduction

e Module 2: Personnel Changes

Modify Position Management

Define Department/Position Budget Data
Submitting Position Change

Submit Job Data Changes that impact benefits
Submitting HR Transactions

Submitting HR Salary Changes

Payroll

Workflow Approvals

Reports and Queries

e Module 3: Course Summary
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Course Overview, Continued

Training Audiences DPR’s

Prerequisites ERP 101 — Overview of INFORMS
ERP 102 — INFORMS Navigation and Online Help
HCM 101 — Human Resources Fundamentals

Other Related Courses DPR 301 — Departmental HR - ePerformance Management
(Employee Performance Evaluation)

DPR 303 — Departmental HR - Time Management

DPR 304 — Departmental HR - Updating Team Information
DPR 321 — Departmental HR — Recruitment

Estimated Duration Day 1 (6 Hours)
Day 2 (4 Hours)
Total duration: 10 Hours




Module 1: Course Introduction

The following key concepts were covered in this module:
Course Administration and Logistics

Learning Objectives

Roles and Responsibilities

Navigation

Key Changes to the Business Process

The End-to-End Business Process

Introduction to Demonstrations and Exercises




Course Administration and Logistics

To receive credit for
completing this course,
Users must record your
attendance at the
beginning and end of clas

Actively participate in
class

Ask questions; this is
your time to learn

o
s

Please turn off your cell
phones and refrain from
checking email and the
Internet while in class

Take Breaks at scheduled
times

Be back from Breaks on
time




Learning Objectives

* Modify Position Management

* Define Department/Position Budget Data

* Submit Position Change

e Submit Job Data Changes that Impact Benefits
e Submit HR Transactions

e Submit HR Salary Changes

* Payroll

* Workflow Approvals

* Reports and Queries




Roles and Responsibilities

The roles and responsibilities associated with:

5 Role Responsibilities

Department Personnel The Department Personnel Representative is responsible for reviewing and
Representative (DPR) approving Employee Self-Service and Manager Self-Service transactions
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Navigation

Login to INFORMS and select Human Resources (HCM) from the home
landing page below:
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Purpose and Benefits to Business Process

Reduce paper processes

Employee Empowerment (Employee Self Service and Manage Self Service, and
Mobile Capabilities)

Reduction of processing time

Recruit to Hire to Paycheck in one system

Enhanced Reporting

Job Opening — Defaults from Position

Default Compensation, Add/Remove Components of Pay and Calculate Adjusted
Rate

Integrated payment and accounting for expense reimbursement

Consolidated Benefit Billing System — LOA, retirees, and benefit billing all in one
system

Recruitments will be managed through position wherever possible.
Miami-Dade County will be using position management




End-to-End Business Process

. EenitE =l Beneﬁts

‘_L -
= Human Resources
Personal Data * Job Data * Compensation * Discipline * Profile Management

Department External WASD/MDAD
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Introduction to Activities and Exercises

You will take part in two types of hands-on learning throughout this course.

g

Training Training
Activities Exercises
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Module 1: Course Introduction Summary

The following key concepts were covered in this module:
Course Administration and Logistics

Learning Objectives

Roles and Responsibilities

Navigation

Key Changes to the Business Process

The End-to-End Business Process

Introduction to Demonstrations and Exercises

MIAMH
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Module 2: Personnel Changes

Module Topics

Module Introduction

Lesson 1:
Lesson 2:
Lesson 3:
Lesson 4:
Lesson 5:
Lesson 6:
Lesson 7:
Lesson 8:

Lesson 9:

Position Management

Define Department/Position Budget Data
Submitting Position Change

Submit Job Data Changes that impact benefits
Submitting HR Transactions

Submitting HR Salary Changes

Payroll

Workflow Approvals

Reports and Queries
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esson 1: Position Management

NEW POSITION MANAGEMENT APPROVAL
BUSINESS PROCESS

Submit request for Approve/Reject Once approved Position Update Department
New Position Position Request Data is Created Budget Table

&

~
AN AN
DEPARTMENT PERSONNEL CENTRAL BUDGET DEPARTMENT PERSONNEL
REPRESENTATIVE (DPR) ADMINISTRATOR REPRESENTATIVE (DPR)

The Department Personnel The Department Personnel Representative
Representative is responsible for The Central Budget is responsible for submitting new
submitting new positions and updating Administrator is responsible positions and updating existing position
existing position data (via workflow); for reviewing and approving data (via workflow); adding and updating
adding and updating position budget job openings and new position budget funding; requesting data
funding; requesting data and salary position requests within their and salary changes; processing
changes; processing departmental approval path. departmental recruitment activities,

recruitment activities, completing completing manage hire transactions,
manage hire transactions, processing processing departmental performance
departmental performance evaluations; evaluations; as well as managing Time
as well as managing Time and Absence and Absence exceptions for payroll
exceptions for payroll processing. processing.
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Lesson 1: Position Management

At the conclusion of this lesson, you will:

Acquire knowledge of the Position Management Business Process
Learn how to create new position requests

Learn the Budget Approval Process

Validate the New Position Request
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Lesson 1: Key Terms

Term Definition

Full-Time Equivalent (FTE)

Job Code

Position Data

A unit that indicates the workload of an employed person. FTE’s are often
used to measure a worker’s involvement. The calculation of full-time
equivalent is an employee’s scheduled hours divided by 80 hours.

Contains the classification’s information such as title, salary plan and grade,

bargaining unit, and job description. Previously known as Occupational
Code.

Information related to the position such as Position Information, Job
Information, Work Location, Salary Plan Information.
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Key Terminology Changes

Departments Business Unit (Processing Department)
5 Index Code Chart of Accounts
] Pay Exceptions Components of Pay and Rate Codes
PAR Codes Time Reporting Codes
_D DDL Department ID
Adjusted Rate Hourly Rate
- Pay Plan (Steps and Range) Salary Grade
= Money Adjustments Earning Codes
Occupational Code Job Code
Status Code Employee Class

Mi
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Key Changes to Business Process

Position Management Changes are as follow:
e Departments can submit requests for new or changes to Position Data
* Position Data is updated after OMB and Compensation approval

e Position Data now requires:

 Lower-level Department IDs
e Regular/Temporary Indicator — controls Florida Retirement System (FRS) and

Benefits Eligibility
* Job Code will default the Union Code, Salary plan and Grade information

e The DPR will be responsible for adding the default budget funding for new
positions as well as updating budget funding for positions.




Lecture 1: Create New Position

* The Create New Position process consists of five (5) Steps

e Position Data
5 e Additional Information

 Attachments

* Budget Incumbents

—  Review and Submit

Once all the steps are completed, the OMB Budget Administrator will review and
approve the new position request in the system. Once the request is fully
approved, the new position is successfully established within the system.




Lecture 1: Create New Position

Navigate to Manage Position: Human Resources (HCM) > DPR Self-Service >
Manage Position

! DPR Self-Service

DPR Req Ad Hoc Salary Change Manage Position Employee Position Lateral XFER Manage Employee Profile
.
g' — A
k L[ —
E— f— A [ (]
|:| L@ ’ - -

Manage Non-Employees Record Administrative Actions




Lecture 1: Create New Position

1. Select the +Add button, on the View Manage/Create Position page.

< DPR Self-Service Manage/Create Position
~ New Search View Manage/Create Position
Position Number
=+ Add

Description
Position Status

v
Reports To Position Number

2. In the *Effective Date field, enter a date that correlates with the beginning of
the fiscal year.

3. Select Continue.
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Lecture 1: Create New Position

1. Inthe *Filed Status field, select Approved.

2. Inthe Max Head Count field, enter the number of seats you are requesting with the same
classification in that position.

3. Inthe *Status field select Active as users are requesting to activate a new position.
4. Inthe Budgeted Position ensure Yes is selected for budgeted positions.

5. Inthe Non-Mayoral field, ensure No is selected for positions under the Mayor’s Purview.
Leave the Senior Management field as default.

NOTE: Proposed is selected when requesting a position for the next Fiscal Year.

Step 1 of 5: Position Data

Effective Date 12/27/2021 Reason Code NEW New Pasition

Effective Sequence 0 Approval Status Not Available

Position Information
*Filed Status | Approved v Max Head Count |2
*Status | Active v
Budgeted Position | Yes ) Non-Mayoral | No
Senior Management | No
23
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Lecture 1: Create New Position

Select the following in the Job Information section:

6.
7.
8.

The *Business Unit field will default by security.

In the Full/Part Time field, select Full-Time or Part-Time depending on the position.
In the *Job Code field, select the magnifying glass to search for the respective classification or enter
the six-digit Job Code (00XXXX).

Leave the following as defaulted:

Union Code (Defaults from Job Code)

Short Title (Defaults from Job Code)

*Regular Shift (Defaults from Job Code)

Description (Defaults from Job Code)

*Title (Defaults from Job Code)

*Regular/Temporary (Defaults as Regular from Job Code)

Job Information

*Business Unit |PR Q, Parks, Recraafion & Open Spcs *Full/Part Time | Full-Time

v

*Job Code | 000459 Q' Hris Technician Union Code |H

*Regular/Temporary | Regular v Short Title |HRIS Techn

' ; - . .
Regular Shift | Not Applicable Desciption HRIS Technician

*Title |HRIS Technician

Q| Local199 - General Employees
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Lecture 1: Create New Position

In the Work Location section, users will review or select the following:
9. Ensure *Reg Region is set to USA.

10. In the *Department field, select or enter the Department ChartField where the
position will be located.

11. In the Location field, enter the Location ChartField where the position will be
located.

12. In the Reports To field, select the reporting position number.

NOTE: The Reports To field must have the position number of the direct report
(immediate supervisor) of the new position.

13. In the Supervisor Level field, select the appropriate Supervisor Level for the
classification




Lecture 1: Create New Position

Supervisor Level Chart with their respective description

Mayor/Commissioners

Supervisor Level

Deputy Mayors/Special Advisors
Assistant to Mayor

Department Directors

Deputy Directors

Assistant Directors

Division Directors

Assistant to Directors

Assistant Division Directors

[y
(=}

Sr. Bureau Commander/Bureau Commander/Section Head

[y
N

Supervisor Classes

[N
w

Non-Supervisory

[y
H

Nonsupervisory Professionals

[y
vl

Protective Services

(=]
N
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Lecture 1: Create New Position

14.1n the *Company field, select MDC (Miami-Dade County).

Work Location

*Reg Region | USA Q| United States
*Department | PROS000000 0, HUMAN RESQURCES
Location  PRO0000001 Q| 1451 MW 67TH ST
Reports To | 00010781 Q.| HUMAN RESOURCES MANAGER

Supervisor Level |13 Q.| Non-Supervisory

\View Curent Incumbents

| *Company |MOC

Q| Miami Dade County

In the Salary Plan Information section, the following fields automatically default from the Job

L Code:

e Salary Admin Plan (Leave as Defaulted)

* Grade (Leave as Defaulted)

 Work Period (Leave as Defaulted)

» Step (Leave blank, step is only entered on employee job record.)

15.1n the Stand Hours field, enter 80 for a Full-Time position.

NOTE: If the position is Part-Time, list the amount for the scheduled hours to work.

27
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Lecture 1: Create New Position

In the USA section, the FLSA Status field automatically defaults from the Job Code:
e FLSA Status - Non-Job Basis/Job Basis (Leave as Defaulted)

g

» USA

] FLSA Status | Mon Job Basis b

28




Lecture 1: Create New Position

X Biit Create Positio

Position Number 00000000
Headcount Status Open
Current Head Count 0

Position Data Step 1 of 5; Position Data
Visited

Reason Code NEW New Position

2 Additional Information

» Specific Information
v USA

FLSA Status | NonJob Basis v

Not Staried Effective Sequence 0 Approval Status Not Available
Position Information
3 Attachments
Not Staried *Filed Status | Approved v Max Head Count |2
4 Budget Incumbents “Status | Acive .
Not Started P —_~——
Budgeted Position | Yes Non-Mayoral () No )
Review and Submit Senior Management () No )
Not Started E—
Job
“Business Unit | PR @ Parks, Recreation & Open Spes *FullPart Time | Ful-Time £
*Job Code | 000459 @ Hris Technician Union Code |H Q| Localt99 - General Employees
*RegularTemporary | Regular v Short Title |HRIS Techn
‘Regular Shift | NotApplicable v Descripton HRIS Technician
4
“Title | HRIS Technician
Work Location
*Reg Region |USA Q| Urited States “Company |MDC Q| Miami Dade County
*Department | PROB000000 Q. HUMAN RESQURCES
Location | PRO00O000 Q| 1451 NW 67TH ST
Reports To | 00010781 Q| HUMANRESOURCES MANAGER  View Current Incumbents
Supervisor Level |13 Q, Non-Supervisory
Salary Plan Information
Salary Admin Plan | STEP Q Grade | 207 Q
Standard Hours |80.00 Step Q
Work Period |B Q, Biweekly

| Next )
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Lecture 1: Create New Position

In the Full-Time Equivalent (FTE) field, users must enter the proper FTE for the new position.
e For a Full-Time position the FTE is 1 regardless of the number of employees seated within the position.
e For a Part-Time position users must properly calculate this by taking the Scheduled hours and dividing

it by 80 hours.
o Example: 59 Scheduled Hours/80 hours = 0.7375 hours. The FTE for this particular Part-Time position
would be .7375 which users will enter in the FTE field.
NOTE: This is the factor that will prorate the employee’s salary.

— 1. Inthe FTE field, enter the 1 for Full-Time.
2. Select Next to go to Attachments — Step 3 of 5.

Visited

Education and Government

Review and Submit

MIAMH
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Lecture 1: Create New Position

In the Attachments page (Step 3 of 5), users will add supporting documentation for the new position.
1. Select Add Attachment.

. Select My Device.

. Search and select the document being attached.

. Select Upload.

2
3
4. Select Open.
5
6. Select Done once the upload is complete.

File Attachment

Comp Memo Establishing Position_pdf
File Size: 51KB

Upload Complete
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Lecture 1: Create New Position

7. In the Description field, enter a brief description of the documentation.

8. Select Next to go to Budget Incumbents — Step 4 of 5.

X Exit Create Position :

Position Number 00000000
Headcount Status Open
Current Head Count 0

< Previous H Next > ‘

1 Position Data Step 3 of 5: Attachments

Visited

Effective Date 12/27/2021 Reason Code NEW New Position

2 Additional Information Effective Sequence 0 Approval Status Not Available

Visited

Attachments
E) Attachments
s Add Attachment
1 row

A JEudestincumbents Attachments & Description < Attached By & Attached < Status <

Mot Started

Comp_IMemo_Establishing_Position.pdf Comp Memo Establishing (2) New Positions 12-27-21 Xavier Washington 12/27/21 10:21-47 AM Active 1]
Review and Submit

J Not Started

MIAMH

32




Lecture 1: Create New Position

In the Budget Incumbents page (Step 4 of 5), users will review and leave defaulted
items as is.

5 Update Incumbents (Leave as Defaulted).

NOTE: When there are no incumbents in the position it is required to have the
Update Incumbents field set to No before submitting the request.

r

1. Select Next to go to Review and Submit — Step 5 of 5.

1  Position Data Step 4 of 5: Budget Incumbents
isited
Effective Date 12/27/2

Current Budget

Reviewand Submit ~~  ejude Salary Plan/Grade No
Force Update for Title Changes No

Current Incumbents




Lecture 1: Create New Position

2. Select Submit.

X Exit

Headcount Status Open
Current Head Count 0

1  Position Data
Visited

2  Additional Information
Visited

3  Attachments
Visited

4 | Budget Incumbents
Visited

Review and Submit
Visited

Position Number 00000000

Step 5 of 5: Review and Submit

_ Reason Code NEW New Position

Effective Sequence 0 Approval Status Not Available

Key Information

< Previous ‘l Submit ”

Description

Business Unit

Department

Job Code

Max Head Gount

Reports To Position Number

Location Code

Company

Proposed Value

PR

PR0O3000000

000459

00010781

PRO0000001

MDC

34
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Lecture 1: Create New Position

The Position Confirmation page is
' iti Position Confirmati

displayed, and the new position

reCIUESt |S Successfu”y Smeltted |¢The New Position Number 59000759 has been successfully submitted for apprl:wal.l

pending the approval of the OMB
Business Administrator.

New Position Approval

Notice the New Position Number
issued.

+ New Position Pending

New Position Approval
% Pending

Multiple Approvers
OMB Administrator

E] Not Routed

Multiple Approvers
Compensation Administrator

Go to Position Details Go to Manage/Create Position Go to Position Management

MIAMH
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Lecture 2: Budget Approval

 The OMB Budget Administrator is responsible for approving new
position requests within the system.

5 Navigate to Approvals: Select Approvals

J “

Finance [ Supply Chain (FSCM]) Approvals Budget Scorecard
[ | .
w L . 2fo; 2.
s ) 1M
‘ x COMING SOON COMING SOON

Employee Self-Service Manager Self-Service Human Resources (HCM) Learning (ELM)

S T - - ®
Lo o> f@n
COMING SOON COMING SOON COMING SOON COMING SOON
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Lecture 2: Budget Approval

1. Select the New Position pending approval.

< HOME Pending Approvals A=
ViewBy = Type v v

& a 3

All 3 rows
E. Create Position 3 Create Position Position Number MD000033 Routed

Data Entry Specialist 1 New Position 127202021

Create Position Position Number TST00000 Routed

Park Service Aide New Position 1212172021

Create Position Position Number 53000759 Routed

HRIS Technician New Position 12/22/2021

2. Select the View Position Details hyperlink to view the details of the new position requested.

Create Position

Position Number 59000759

Title HRIS Technician Approve | Deny | Pushback

Proposed Changes

Senpton Proposed
Business Unit PR
[Company MDC
[Department PR08000000
LJob Code: 000459
Location Code PRO0000001
Max Head Count 2
[Reports To Position Number 00010780

~ Additional Details

Attachments >

Approver Comments

4
Approval Chain > MIAMH
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Lecture 2: Budget Approval

A new tab will open displaying all the details of the new position request.

View Position A% =
Position Number 59000759
Headcount Status Open
Current Head Count 000
Effective Date 11/02/2021
<<Previous  Next»
Effective Sequence 0
Reason NEW New Postion
Approval Status In Approval Process
Position Information
Position Status Approved Max Head Count 2
Status Active Status Date 1110212021
Action Date 1272212021
Key Position No Job Sharing Permitied No
Budgeted Position Yes Non-Mayoral No
Senior Management No
Job Information
Business Unit PR Paks, Reoreafon & Open Spes Manager Level
Al Other Pasitions
Job Code 000459 Hris Technician
FulliPart Time Full-Time
Regular/Temporary Regular
Union Code H Local199 - General Employees
Regular Shift Not Applicable
Short Title HRIS Techn
Title HRIS Technician
-~ HRIS Technician
Description
4
Work Location
Reg Region USA Uriled States Company WDG Miami Dade County
Department PROS000000 HUMANRESQURCES Dot-Ling
Location PRO000000T 1451 NV/ 67TH ST Security Clearance
Reports To 00010780 CHIEFHUMAN RESOURCES DIVISION  View Curent Incumbents
Supervisor Lyl 13 Non-Supenvisory
Salary Plan Information
Pay Plan Grade 207
Salary Admin Plan STEP Step

Standard Hours 80.00
Work Period B

Bieek)

» Specific Information

» Education and Govemment
} Budget and Incumbents

} Summary of Changes
 Attachments

View Atiachments
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Lecture 2: Budget Approval

3. Select the Attachments tab to view any supporting documentation added to the
request.
4. Select the attachment hyperlink to view the supporting documentation.

Attachments x
Attachments
1 row
Attachments = Description © Attached By © Attached <
Comp_Memo_Establishing_Fosition. pdf Comp Establishment of (2) New Positions (11-2-21) Kavier Washington 12/22/21 01:38:02 PM
5. Select Approve. Cancel Approve Submit

NOTE: Enter comments as needed.

You are about to approve this request.

Approver Comments

6. Select Submit.

Reviewed and Approved
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Lecture 2: Budget Approval

Notice the Position is no longer in the Pending Approvals page.

Pending Approvals
- -
| ]

D All 2 rows

Create Position Position Number WMDO0O00033 Routed
] Data Entry Specialist 1 New Position 12/20/2021

Create Position Position Number TSTO0000 Routed
Park Service Aide New Pasition 121212021

40




Lecture 4: Validate Position

Once the New Position request is fully approved, the DPR can validate the position
request.

Navigate to Manage Position: Human Resources (HCM) > DPR Self-Service >
Manage Position

DPR Self-Service

DPR Salary Change Manage Position Employee Position Lateral XFER
%\”" =
N '
Manage Employee Profile Manage Non-Employees
4 -

[ ¥ 7 1
- --'-
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Lecture 4: Validate Position

1. In the Position Number field, enter the position number being validated.
2. Select Search.

< DPR Self-Service Manage/Create Position
+ New Search View Manage/Create Position
| Position Number
== Add
I:l Description

Position Status

b

Reports To Position Number
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Lecture 4: Validate Position

3. Select the position being validated.
4. Select the Approval Chain hyperlink to link to view the approvers.

Notice the OMB Administrator approval as well as the time and dates the request
was approved.

Create Position X

New Position Approval

 New Position Approved

New Position Approval

@& Approved

Ulises Lincheta
OMB Administrator >
01/10/22 9:34 AM

@& Approved

Ulises Lincheta
Compensation Administrator >
01/10/22 9:35 AM
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Lesson 1: Activities and Exercises




Lesson 1: Summary

Now that you have completed the lesson, you have:

Acquired knowledge of the Position Management Business Process
Learned how to create new position requests

Learned the Budget Approval Process

e \alidated the New Position Request

45




Position Management Roles

The Department Personnel Representative is responsibl

reviewing and approving Employee Self-Service and Ma
Self-Service transactions.

Department Personnel
Representative (DPR)

The HR Central Position Administrator is responsible for

e for
nager

HR Central Position Administrator creating, reviewing, editing and approving position edits and

reporting.

The HR Central Administrator Technician is responsible for Job
HR Central Administrator Technician Data changes. The HR Central Administrator Technician will

review and audit Manage Hire transactions.
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Position Management — Key Changes

* For integration with Payroll, Position Data now requires:

e Department ID (Formerly DDL)

5 * FTE/Standard Hours (bi-weekly hours worked)

* Bi-weekly Rate determined by FTE

L  Classifies total bi-weekly standard hours for each position

e Reg/Temp Indicator

* Controls FRS and Benefits Eligibility

* Job Code will default

 Union Code

e Salary Plan and Grade




Lesson 2: Define Department/Position Data

At the conclusion of this lesson, you will :

e Learn how Department budget funding is established for new positions.
5 e lLearn how to update Department budget funding on existing positions.

e Learn how to inactivate Department budget funding for a position




Lesson 2: Key Terms

Combination Code A key that defines a combination of ChartFields needed for Position Budget
Funding

g

|
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POSITION BUDGET/FUNDING
BUSINESS PROCESS

Add/Update/Inactivate System generates
Department Position Department Position
udget Funding Budget Funding request

- &

-
‘

A N

DEPARTMENT PERSONNEL
REPRESENTATIVE (DPR)

The Department Personnel Representative is
responsible for reviewing and approving Employee
Self-Service and Manager Self Service transactions

50
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Lecture 1: Add Position Budget Funding

The Department Budget Table consists of five (5) tabs:
* Dept Budget Date — the Fiscal Year and Budget Begin/End dates as well as the
Suspense Combination code are defined here.
e Dept Budget Defaults —the Funding Defaults and Account Overrides are defined
here.
* Dept Budget Earnings, Dept Budget Deduction, and Dept Budget Taxes tabs must
contain the same fields throughout. The following are defined here:
 Effective Date — The date the budget funding action begins for new positions.
The date when modifying the combination code for a position within a Fiscal
Year and when the budget funding ends for inactive positions.
* Combination Code (Combo Code) — The combination code is used to identify
funding sources for the budget.
* Distribution — The percentage allocated to combination code.
* Sequence #1 —the initial setup to fund all codes to the same funding string.

MIAMH
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Lecture 1: Add Position Budget Funding

The main Department Budget Table USA tabs needed when adding the budget funding for a new
position are the following:

e Dept Budget Date

e Dept Budget Defaults

e Dept Budget Earnings

The main budget tabs needed when updating the budget funding for a position are the following:
e Dept Budget Earnings

e Dept Budget Deductions

e Dept Budget Taxes

NOTE: It is important to ensure that when updating the combination code for a position that the
distribution percentage and combination code are the same across all three; Dept Budget Earnings,
Dept Budget Deductions, and Dept Budget Taxes tabs.

The main budget tab needed when inactivating the budget funding for a position is the Dept
Budget Earnings tab.

NOTE: The position budget date needs to coincide with the beginning of the fiscal year.




Lecture 1: Add Position Budget Funding

Navigate to Department Budget Table USA: Human Resources (HCM) > DPR Self-
Service > Department Budget Table USA

DPR Self-Service
DPR Salary Change Manage Position Employee Position Lateral XFER Manage Employee Profile
g’ 53 n/i
) i
& - ol—e
&N ' - -

Manage Non-Employees Department Budget Table

‘g
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Lecture 1: Add Position Budget Funding

1. Select the Add a New Value tab to
add the budget funding for the new

Department Budget Table USA

position.
2. In the Set ID field, ensure it is set to

the Department specific Set ID. 5
3. In the Department field, enter the A
Department ID ChartField used ———
when creating the new the B
position. .

NOTE: The Department ID selected —

Department Budget Table USA

must be the same Department ID used
when creating the new position.




Lecture 1: Add Position Budget Funding

4. In the Fiscal Year field, enter the Fiscal Year when the new budget funding will

take place.
5 5. In the Budget Level field, select Position.

NOTE: Currently the budget funding is at the position level which means that on
the job record there is a position assigned to employees.




Lecture 1: Add Position Budget Funding

Department INFORMS Fiscal Fiscal Year Dates

Aviation Department Year

. _ 2021 FY 20-21 (10/1/20 -
Public Housing & Community 9/30/21)

CareerSource South Florida FY 21-22 (10/1/21 -

— WASD1 Water & Sewer Department “ 9/30/22)

FY 22-23 (10/1/22 —
MDC All other Departments 9/30/23)
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Lecture 1: Add Position Budget Funding

6. In the Position Number field, enter the Position Number for the new position

that requires the budget funding.
7. Select Add.

Department Budget Table USA

Eind an Existing Value Add a New Value |

Empl ID Q

Empl Record 0Q

Add
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Lecture 1: Add Position Budget Funding

The Dept Budget Date page requires the Fiscal
Year, *Offset Group, and the Suspense

Combination Code for funding the new position.

1. Select the Dept Budget Date tab.

2. In the *Budget Begin Date and *Budget End
Date, to enter the Beginning and End Date for
the Fiscal Year.

3. In the *Offset Group, select MDC for Miami
Dade Offset.

4. In the Suspense Combination Code section,
in the *Effective Date field enter the
beginning date of the Fiscal Year.

NOTE: The *Effective Date in the Suspense

Combination Code is always the beginning date

of the Fiscal Year.

5. Select the ChartField Details hyperlink to
enter the Suspense Combination Code.

SetlD MDC
Fiscal Year 2022

Dept Budget Date I Dept Budget Defaults Dept Budget Earnings Dept Budget Deductions >

Department PROS000000 HUMAN RESOURCES

*Budget Begin Date |10/01/2021

“Budget End Date | 09/30/2022 |

OffsetGroup |MDC Qo Dage Offset

Budget Cap

@® Per Budget Level

Suspense Combination Code

*Effective Date | 10/01/2021

Balance 0.00
| Save | Notify

Dept Budget Date Dept Budget Defaults Dept Budget Earnings

O Per Earn/Tax/Ded

Add Update/Display Include History

Dept Budget Deductions Dept Budget Taxes

MIAMH
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Lecture 1: Add Position Budget Funding

6. In the Combination Code field, enter SUSP_DEFAULT.
7. Once the ChartField Details are loaded, select Ok.

NOTE: Each Department will have a Department Specific Suspension Combination
Code.

ChartField Common Component

ChartField Details

Q Search Options

Combination Code @® Combination Codes

ChartField Detail
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Lecture 1: Add Position Budget Funding

Notice the Suspense Combination Code loaded. Review to ensure all fields are

< HOME Department Budget Table USA

correct.

‘ Dept Budget Date | Dept Budget Defaults

SetlID MDC
Fiscal Year 2022
*Budget Begin Date | 10/01/2021

Budget Cap

@® Per Budget Level

Suspense Combination Code

“Effective Date | 10/01/2021

| Combination Code SUSP_DEFAULT |
Balance 0.00

Dept Budget Date | Dept Budget Defaults Dept Budget Earnings

Dept Budget Earnings

Dept Budget Deductions >

Department PRO08000000 HUMAN RESCURCES

*Budget End Date |09/30/2022

*Offset Group |MDC Q| 0o bode Offset

CPer Earn/Tax/Ded

Q 1of1 w

Effective Sequence 0

Default Suspense ChartField Details

Add Update/Display

Dept Budget Deductions | Dept Budget Taxes

View All

& -

Include History
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Lecture 1: Add Position Budget Funding

1. Select the Dept Budget Defaults
tab.

Ensure in Funding Defaults the
*Default Funding Source Option
field is set to Distrib over Actual
Earnings.

Ensure the following fields are

selected in the Account Overrides

section:

e Use Acct Defined for Earnings

e Use Account Defined for Dedns

e User Account Defined for US Tax

e User Account Defined for Can
Tax

< HOME Department Budget Table USA

Dept Budget Date Dept Budget Defaults Dept Budget Earnings Dept Budget Deductions »

SetlID MDC
*Budget Begin Date  10/01/2021

Department PR08000000 HUMAN RESOURCES

. MDC
Offset Group Q| iami Dade Offset

09/30/2022 Budget Cap

Budget End Date @ Per Budget Level

Funding Defaults

“Default Funding Source Option Distrib over Actual Earnings v

Exclusion Fringe Group A

Account Overrides

Use Account Defined for US Tax
Use Account Defined for CanTax

Use Acct Defined for Earnings
Use Account Defined for Dedns

Notify Add

Dept Budget Date

Dept Budget Defaults | Dept Budget Earmnings | Dept Budget Deductions | Dept Budget Taxes

Fiscal Year 2022

O Per Earn/Tax/Ded

O Funding End Date Defaults From Funding Source

Update/Display

Include History
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Lecture 1: Add Position Budget Funding

1. Select the Dept Budget Earnings tab

Notice the Position number where the
budget funding is being added. T

SetlD MDC Department  PRO8000000 HUMAN RESOURCES Fiscal Year 2022

Budget Begin Date Offset Group
10/01/2021 MDC Budget Cap

i /1
Budget End Date Per Budget Level Per Earn/Tax/Ded

2. In the Level section’s *Effective

Default Funding Source Option  Distrib over Actual Eamings

Date field, enter the effective date 8
of the beginning of the pay period + -

’ . Position Number 59000759 HRIS Technician
Of t h e e m p I oye e S fl rst p ayc h e c k “Effective Date | 1/152021 Eff Seq 0 “Staws | Active M Date Entered  (3/04/2022
[ ]
Budget Level Cap 0.00 *Currency USD Q

Earnings Distribution

NOTE: The Level Effective Date should
be on or before the pay period
beginning of the employee’s first
paycheck.

MIAMH
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Lecture 1: Add Position Budget Funding

3. In the *Status field, select
Active.
4. In the Earnings DiStribUtion SetlD MDC Department PR0OS000000 HUWMAN RESOURCES Fiscal Year 2022

Budget Begin Date Offset Group

section, select the
Per Budget Level Per Earn/Tax/Ded

Budget End Date

< HOME Department Budget Table U

Dept Budget Deductions >

09/30/2022

Co m bi n at i o n Co d e ta b ° Default Funding Source Option  Distrib over Actual Eamings
5. In the *Sequence Number a

f' I d t 1 Department Position Pool Jobcode Position Appointment + -
Ield enter 1. i
Position Number 59000759 HRIS Technician
“Effective Date | 11/15/2021 Eff Seq 9 Status | Active A Date Entered  (3/04/2022

(@)

L]
(] H It t h e Ta b key. Budget Level Cap 0.00 *Currency |USD Q
In the Distribution % field
. Y ) 5 Q 1-10f1 v
e n t e r 1 00 Combination Code Distributed Earning Code Description Gombination Code Description Exclusion Fringe Group Redirect Combo Code 113
° “Sequence Allow

~N

Eaﬂl;'leings her Combination Code Funding End Date Fiscal Year Budget Amount Overspend Distribution %
1 Q 1 0 100 4+ -
| Save | Notify Add Update/Display Include History

Dept Budget Date | Dept Budget Defaults | Dept Budget Earnings | Dept Budget Deductions | Dept Budget Taxes

MIAMH
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Lecture 1: Add Position Budget Funding

8. Select the Combination Code Description tab.
9. Select the ChartField Details hyperlink to select the Combination Code.
10.Select Search to locate the Combination Code.

NOTE: If you do not know the Combination Code select the Search button to
search with any specific ChartField Detail field. If there is no Combination Code
with specific ChartFields required for that position, contact Central Finance to
assist with creating the new Combination Code.

ChartField Common Component

ChartField Details

Combination Code @® Combination Codes

ChartField Detail

PC Business Unit Project Activity = SourceType @ = Category @ Subcategory




Lecture 1: Add Position Budget Funding

11.Enter the ChartFields and
select Search.

12.Select the Select button to

load the Combination
Code.

13.Select Save.

Search Combination Codes x
Help
GL Combination Code Q
Search by ChartFields
Fund Code |G4001 Q Source Type Q ChartField 2 Q
Department | PR03010000 Q Category Q ChartField 3 Q
Account | 5001100000 Q Subcategory Q Product Q
Grant | NO-GRANT Q Fund Affiliate Q
PC Business Unit Q Grant Affiliate Q
Project Q Affiliate Q
Activity Q ChartField 1 Q
Search Clear Cancel
Combination Code / ChartFields
5 Q
Select GL Combo Code Account Department Project Product Fund Code Affiliate Grant ChartField 1 ChartField 2
1 Select I 000000815 5001100000 PR08010000 64001 NO-GRANT
g
B Q ©
Combination Code Distributed Eaming Code Description Combination Code Description Exclusion Fringe Group Redirect Combo Code 113
5 *Sequence - S G . g
Earnings Code Number Combination Code Combination Code Description ChartField Details
1 Q 1 000000815 EMPLOYEE REGULAR ChartField Details L -

Notify

Dept Budget Date Dept Budget Defaults

Add Update/Display

Dept Budget Earnings | Dept Budget Deductions | Dept Budget Taxes

Include History
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Lecture 1: Add Position Budget Funding

Notice the Dept Budget Deductions and Dept Budget Taxes pages automatically
have the Sequence, Distribution %, and Combination Code entered.

< Dept Budget Eamings

N

¢ Dept Budget Eamnings Department Budget Table USA

# Q
New Window | Helo | Personalze Page New Window | Help |
{  DeptBudgetDejaults || DeptBudget Eamings ‘ Dept Budget Taxes { | DeptBudget Defaults Dept Budget Earnings Dept Budget Deductions
SetlD MOC Department  PRO3000CCC  HUMAN RESCURCES Fiscal Year 2022 SetlD MDC Department  PRO8000000  HUMAN RESOURCES Fiscal Year 2022
Budget Begin Date  10/0112021 Budget End Date  09/302022 Offset Group  MDC Budget Begin Date  10/01/2021 Budget End Date  09/30/2022 Offset Group  MDC
Default Funding Source Option  Distrib over Actual Eamings Default Funding Source Option  Distrib over Actual Eamings
Level Q 1ot v ViewAl Level Q Toft v View Al
Department Position Pool Jobcade Position Appoinment + - Department Position Pool Jobcode Position Appointment | -
Position Number 53000753 FRIS Tecnician Position Number 53000759 HRIS Technician
Effective Date 11152021 EffSeq 0 Status  Aciive Date Entered 03042022 Effective Date  11/15/2021 EffSeq 0 Status  Active Date Entered  03/04/2022
Deduction Distribution Tax Distribution
g; Q Hofl v B Q 1-10f1 v
Combination Code | |~ Fringe Bznzfit Cescrption Comtination Code Descripfion Distributed | [ Combination Code Locality Description Combination Code Description Disfributed | [I»
Plan Type Plan Deduction Coce g":sim’" ,m;:’ru Combination Code Override E::‘:'"g B et Vear:::ﬁ:: Distribution % State Tax Class Locality ;15:"‘1:::“ Combination Code Override [F’:?:ing End gkcal sz:gg:: Distribution %
! v Q Q Q|1 00000816 000 ¢ = 1 Q v ajl 1 000000815 100000 |4 =
Save ‘ Notify Add | UpdateDisplay | Include History Save ‘ Notify Add || UpdatelDisplay | Include History
Dept Budget Date | Dept Budget Defeults | Dept Budget Eamings |  Dept Budget Deductions | Dot Buciget Taxes Dept Budget Date | Dept Budget Defaults | Dept Budget Famings |  Dept Budget Deductions | Dept Budget Taxes
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Lecture 2: Update Position Budget Funding

Navigate to Department Budget Table USA: Human Resources (HCM) > DPR Self-
Service > Department Budget Table USA

DPR Self-Service

eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee
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Lecture 2: Update Position Budget Funding

1. Select the Find an Existing Value tab
to update the budget funding for a Department Budget Table USA |
position.
2. Inthe Set ID field, ensure it is set to « Seareh Crterta
the specific Department’s Set ID. seed [= v a
3. In the Department field, enter the Pepartment | beohns wih v a
Department ChartField related to S

the position.

Position Pool ID | begins with «
4. In the Fiscal Year field, enter the sob Code Set D [Tmom o
Fiscal Year when the new budget o Code | begns i «

funding will take place. Posiien Number | begns i ~
5. In the Position Number field, enter St [ bedne vih ¥

the Position Number for the

active position that requires the new

L |p||L|Ll L L

Empl Record | = ~

OInclude History

Search | Clear Basic Search EF Save Search Criteria

budget funding.
6. Select Search. . -




Lecture 2: Update Position Budget Funding

Department INFORMS Fiscal Fiscal Year Dates

AVIAT Aviation Department
_ ' FY 20-21 (10/1/20 -
u Public Ho.usmg & 9/30/21)
Community
[] CareerSource South FY 21-22 (10/1/21 -
- Florida 9/30/22)
e Water & Sewer FY 22-23 (10/1/22 -
B Department 9/30/23)

C All other Departments
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ecture 2: Update Position Budget Funding

1. Select the Dept Budget Deductions tab.

2. In the Earnings Distribution section, in the *Sequence Number field, enter
1 as the sequence number.

3. In the Distribution % field, enter the percentage of the distribution.

< Human Resources (HCM) Department Budget Table USA
Dept Budget Date Dept Budget Defaults Dept Budget Earnings Dept Budget Deductions |
SetlD  MDC Department  CH00000000 ~ COMM.ACTION & HUMAN SRVC. DPT. Fiscal Year 2021
Budget Begin Date  10/01/2020 Budget End Date  09/30/2021 Offset Group  MDC

Default Funding Source Option  Distrib over Actual Eamings

Level Q of 1 v View Al
Department Position Pool Jobeode Position Appointment + =
Position Number 00000881 SOCIAL WORKER AIDE
Effective Date  (6/28/2021 Eff Seq 0 Status  Active Date Entered  02/17/2022

Deduction Distribution

B Qq LR
FEringe Benefit Description Cembination Code Descripti Distributed | |I»
Plan Type Plan Deduction Code Elead;;nio" 'I;Suencig:?ce Combination Code Override E:?edi"g Erd Rl YearAB;ggﬁ: Distribution %
1 v Q Q a1 000000200 100000 | 4| =
‘ Save ‘ Return to Search Notify Add Update/Display Include History

Dept Budget Date | Dept Budget Defaults | Dept Budget Eamings | Dept Budget Deductions | Dept Budget Taxes 70
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ecture 2: Update Position Budget Funding

4. Select the Combination Code Description tab in order to update the current
budget funding and select the new Combination Code.

5. In the ChartField Details section, select the ChartField Details hyperlink to
select the new Combination Code.

< HOME Department Budget Table USA a4 Q
New Window | Help
Dept Budget Date Dept Budget Defaults Dept Budget Eamings Dept Budget Deductions | »

SetlD MDC Department  CH00000000  COMM ACTION & HUMAN SRVC. DPT. Fiscal Year 2021
Budget Begin Date  10/01/2020 Budget End Date  09/30/2021 Offset Group MDC

Default Funding Source Option  Distrib over Actual Eamings

Level Q Tef2v b M | ViewAl
Department Position Pool Jobcode Position Appointment + -
Position Number 00000881 SOCIAL WORKER AIDE
Effective Date  06/28/2021 Eff Seq 0 Status  Active Date Entered  02/17/2022

Deduction Distribution

5 a 101 v
Combination Code Eringe Benefit Description Combination Code Description Distributed | ||
: Deductien “Sequence T A ey 5 .
Plan Type Plan Deduction Code Class Number Combination Code Combination Code Description ChartField Details
1 v Q Q Q 1 000000199 EMPLOYEE REGULAR ChartField Details + -
‘ Save Return to Search Notify Add Update/Display Include History

Dept Budget Date | Dept Budget Defaults | Dept Budget Eamings | Dept Budget Deductions | Dept Budget Taxes
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Lecture 2: Update Position Budget Funding

6. In the Combination Code field, enter the same Combination Code entered on the Dept

Budget Earnings page.

7. Select Ok.

8. Select the greater than sign (>) to expand and go to the Dept Budget Taxes tab.

Department Budget Table USA

ChartField Common Component x
Help
ChartField Details
000000200 Q Search Options
Combination Code ® Combination Codes
Search

ChartField Detail

Fund Code Department Account Grant PC Business Unit Project Activity Source Type Category Subcategory

SC001 Q| | CHo1010101 Q| 5001100000 Q| |NO-GRANT Q Q Q Q Q Q Q
“ Cancel

Dept Budget Date D

SetlD MDC

ept Budget Defaults

Department  CH00000000

Budget Begin Date  10/01/2020

Dept Budget Eamings

Dept Budget Deductions | |>

COMM.ACTION & HUMAN SRVC. DPT. Fiscal Year 2021

Budget End Date  09/30/2021 Offset Group  MDC

Default Funding Source Option  Distrib over Actual Eamings
Level Q 102 v b M View Al
Department Position Pool Jobcode Position Appointment + -
Position Number 00000881 SOCIAL WORKER AIDE
Effective Date  06/28/2021 Eff Seq 0 Status  Active Date Entered  02/17/2022
Deduction Distribution
5 Q s
Combination Code || Fringe Benefit Description || Combination Code Description | | Distributed | Il
Plan Type Plan Deduction Code ~ Deduction fiSeuencs Combination Code Combination Code Description | ChartField Details
1 v Q Q al |1 000000200 EMPLOYEE REGULAR ChartField Det + -
‘ Save ‘ Return to Search Notify Add Update/Display Include History
MIAMH
Dept Budget Date | Dept Budget Defaults | Dept Budget Earnings | Dept Budget Deductions udget Taxes 7 2 COUNTY




Lecture 2: Update Position Budget Funding

In the Dept Budget Taxes page users are responsible for updating the *Sequence Number, Distribution
percentage and the new Combination Code of the position.

1. Select the Dept Budget Taxes tab.

2. In the Earnings Distribution section, in the *Sequence Number field, enter 1 as the sequence
number.

3. In the Distribution % field, enter the percentage of the distribution.

¢ Human Resources (HCM) Department Budget Table USA
< Dept Budget Defaults Dept Budget Eamnings Dept Budget Deductions Dept Budget Taxes

SetlD MDC Department  CH00000000 COMM.ACTION & HUMAN SRVC. DPT. Fiscal Year 2021
Budget Begin Date  10/01/2020 Budget End Date  09/30/2021 Offset Group  MDC

Default Funding Source Option  Distrib over Actual Earnings

Level Q 1of2 v b B View Al
Department Position Pool Jobcode Position Appointment + -
Position Number 00000881 SOCIAL WORKER AIDE
Effective Date  06/28/2021 Eff Seq 0 Status  Active Date Entered  02/17/2022

Combination Code Description Distributed 1>
Locality NSuerg:z:ce Combination Code Override El;[:flng s bl=cal Yearﬁ:gsﬁi Distribution %
1 Q - Q 1 000000200 100.000 H- -—
| Save ‘ Return to Search Notify Add Update/Display Include History
Dept Budget Date | Dept Budget Defaults Dept Budget Eamnings Dept Budget Deductions | Dept Budget Taxes 73 @
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Lecture 2: Update Position Budget Funding

4. Select the Combination Code Description tab in order to update the current
budget funding and select the new Combination Code.

5. In the ChartField Details section, select the ChartField Details hyperlink to
select the new Combination Code.

< Dept Budget Deductions

Position Number 00000881

Department Budget Table USA

< Dept Budget Defaults Dept Budget Earnings Dept Budget Deductions Dept Budget Taxes
SetlD MDC Department  CHOO000000 COMMACTION & HUMAN SRVC. DPT. Fiscal Year 2021
Budget Begin Date  10/01/2020 Budget End Date  09/30/2021 Offset Group  MDC
Default Funding Source Optien  Distrib over Actual Earmnings
Level
Department Position Pool Jobcode Position Appointment

SOCIAL WORKER AIDE

‘ Save Return to Search Notify

Dept Budget Date Dept Budget Defaults | Dept Budget Earnir

Effective Date  06/28/2021 Eff Seq 0 Status  Active Date Entered  02/17/2022
Tax Distribution
g Q
Combination Code Locality Description Combination Code Descripticn Distributed 1>
state Tax Class Locality iSequance Combination Code ChartField Details
1 Q ~ Q 1 000000199 ChartField Details

ngs | Dept Budget Deductions | Dept Budget Taxes

4

New Wind

Q 1of2 v b B View Al

Combination Code Description

EMPLOYEE REGULAR =+ —

Add Update/Display Include History

74
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Lecture 2: Update Position Budget Funding

. In the Combination Code field,
enter the same Combination
Code entered on the Dept
Budget Earnings page.

7. Select OK.

8. Select the View All hyperlink to
view the budget funding
changes.

ChartField Common Component x
Help
ChartField Details
000000200 Q Search Options
Combination Code ® Combination Codes
Search
ChartField Detail
Fund Code Department Account Grant PC Business Unit Project Activity Source Type Category Subcategory
SC001 Q| CHO1010101 Q| 5001100000 Q| |NO-GRANT Q Q Q Q Q Q
ok I Cancel

< Human Resources (HCM) partment Budget Table USA

< | Dept Budget Defaults

SetlD MDC Department

Budget Begin Date
Default Funding Source Option

Level

Department Position Pool

Position Number 00000881
Effective Date  06/28/2021
Tax Distribution
5 Q

Combination Code Locality Description

State Tax Class

‘ Save ‘ Return to Search Notify

Dept Budget Date | Dept Budget Defaults

Dept Budget Eamings

Dept Budget Eamings

Dept Budget Deductions

CH00000000

10/01/2020

Distrib over Actual Earnings

Jobcode

COMM ACTION & HUMAN SRVC. DPT
Budget End Date  09/30/2021

Dept Budget Taxes

Position Appointment

SOCIAL WORKER AIDE

Eff Seq 0

Combination Code Description

Locality

Dept Budget Deductions

Status  Aclive

Fiscal Year

Offset Group

2021
MDC

Date Entered  02/17/2022

Distibuted | [
Nﬁﬁ::z:” Combination Code
al 000000200

hartField Details

[ChartField Details

Dept Budget Taxes.

Combination Code Description

EMPLOYEE REGULAR

+ -

Add

Update/Display

Include History
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Lecture 2: Update Position Budget Funding

9. Review the changes and select Save.

< Human Resources (HCM) Depariment Budget Table USA
¢ | DeptBudget Defaults Dept Budget Eamnings Dept Budget Deductions ‘ Dept Budget Taxes |
SetlD MDC Department  CH00000000 COMM.ACTION & HUMAN SRVC. DPT. Fiscal Year 2021
Budget Begin Date  10/01/2020 Budget End Date  09/30/2021 Offset Group  MDC
Default Funding Source Option  Distrib over Actual Earnings
Level Q 120f2 v | View 1
Department Position Pool Jobcode Position Appointment + -
Position Number SOCIAL WORKER AIDE
w Eff Seq 0 Status  Active
Tax Distribution
H Q 1-10f1 v
Combination Code Locality Descripti ‘ Combination Code D ipti Distributed | |I»
State Tax Class Locality ;‘Suerﬁgg?ce Combination Code QhartField Details Combination Code Descrip
1 Q A Q 1 000000200 hariField Details EMPLOYEE REGULAR -+ -
Department Position Pool Jobcode Position Appointment |-
Position Number SOCIAL WORKER AIDE
Eff Seq 0 Status  Active
Tax Distribution
H Q 1-10f1 v
Combination Code Locality Descripti Combination Code D ipti Distributed | 11
’ “Sequence . ‘ ’ L -
State Tax Class Locality Number ICombination Code ChartField Details ‘Combination Code Description
1 Q v Q 1 000000199 ChartField Details EMPLOYEE REGULAR == -
Return to Search Notify Add Update/Display Include History
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Lecture 3: Inactive Position Budget Funding

Navigate to Department Budget Table USA: Human Resources (HCM) > DPR Self-
Service > Department Budget Table USA

DPR Self-Service

eeeeeeeeeeeeeeeeeee
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Lecture 3: Inactive Position Budget Funding

1. Select the Find an Existing Value tab
to update the budget funding for a

pOSition. 1 HONE Department Budgel Talble LSA
2. In the Set ID field, ensure it is set to e e e

the specific Department’s Set ID. ot
3. In the Department field, enter the
Department ChartField related to the
position. e )
4. In the Fiscal Year field, enter the Fiscal s
Year when the new budget funding "
will take place.
5. In the Position Number field, enter

the Position Number for the
active position that requires the new
budget funding.

6. Select Search.
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Lecture 3: Inactive Position Budget Funding

AVIAT Aviation Department INFORMS Fiscal Year Fiscal Year Dates

FY 20-21 (10/1/20 -
9/30/21)

Public Housing &
Community

FY 21-22 (10/1/21 -

C S South
areerSource Sou 9/30/22)

Florida

FY 22-23 (10/1/22 -

Water & Sewer 9/30/23)

Department

MDC All other Departments
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Lecture 3: Inactive Position Budget Funding

7. Select the Dept Budget Earnings tab.

8. On the Level Section, select the plus sign
(+) to enter the *Effective Date which is
the date the of budget funding
activation.

NOTE: The Effective Date must be the date
of the end of the Pay Period you intend to
inactivate plus 1 and must fall within the
Budget Begin Date and Budget End Date.

9. In the *Status field, select Inactive.

10.Select Save.

< HOME Department Budget Table USA

Dept Budget Date

Dept Budget Defaults | Dept Budget Earnings

| Dept Budget Deductions >

‘ Save ‘ Return to Search Notify

Dept Budget Date

Dept Budget Defaults | Dept Budget Earnings

Dept Budget Deductions

Add Update/Display

Dept Budget Taxes

SetlD MDC Department  CHO0000000 COMMACTION & HUMAN SRVC. DPT. Fiscal Year 2021
Budget Begin Date Offset Group
10/01/2020 MDC Budget Cap
Budget End Date Per Budget Level Per Eam/Tax/Ded
09/30/2021
Default Funding Source Optien  Distrib over Actual Earnings
Level Q 1of2 v P M View All
Department Position Pool Jobcod Position Appointment —
umber
“Effective Date | 08/09/2021 Effseq 0 “Status | Inactive v Date Entered  02/25/2022
Budget Level Cap 9,999,999,999.00 *Currency |USD Q
Earnings Distribution
B Q
Combination Code Distributed Earning Code Description Combinatien Code Description Exclusion Fringe Group Redirect Combo Code 113
Earnings Code ;Sl_mgzpce Combination Code Combination Code Description ChartField Details
1 Q 1 000000200 EMPLOYEE REGULAR ChartField Details + -—

Include History

80




Lesson 2: Activities and Exercises
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Lesson 2: Lesson Summary

Now that you have completed the lesson, you have:

e lLearned how Department budget funding is established for new positions
e learned how to update Department budget funding on existing positions.
e learned how to inactivate Department budget funding for a position.
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Lesson 3: Submitting Position Change

At the conclusion of this lesson, you will be able to:
e Modify a position
Validate the Modification Request

[
e [nactivate a position
e Validate the Inactive Request




Lesson 3: Submitting Position Change

POSITION MODIFIGATION APPROVAL

BUSINESS PROCESS
Submit request to Modify AphrovelReject Once Approved, Position Data and
a Position the Request Employee's Job Data is updated

A N
DEPARTMENT PERSONNEL HR CENTRAL POSITION
REPRESENTATIVE (DPR) ADMINISTRATOR
The Department Personnel Representative is The HR Central Position
responsible for reviewing and approving Administrator is responsible
Employee Self-Service and Manager Self for creating, reviewing,
Service transactions. editing and approving

position edits and reporting.

MIAMH
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Lesson 3: Key Terms

Term Definition

Sandwich Row Position effective date lands in between job effective dates, position row
will not be added. The Job record will be manually updated by the HR
Compensation Administrator.

Top of Stack Position effective date is equal to or greater than Job effective date, system
automatically updates Job record once approved.

85
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Lecture 1: Modify Position

The DPR has the ability to request modifications to positions that
have been fully approved. Some modifications will affect the
effective date such as changing the position from temporary to
regular; inactivating a position; changing the reporting structure; and
updating the position status.
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Lecture 1: Modify Position

Navigate to Manage Position: Human Resources (HCM) > DPR Self-Service >

Manage Position

1. In the Position Number field, enter the position number being modified.

2. Select Search.

< DPR Self-Service

Manage/Create Position

+New Search View Manage/Create Position

Position Number

== Add

Description
Position Status

W

Reports Te Position Number
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Lecture 1: Modify Position

3. Select the position being modified.

< DPR Self-Service Manage/Create Positi

View Manage/Create Position
1 results found

~ New Search

Search Clear
~ Business Unit n

O FR(1)

~ Company

O mMDC (1)

~ Department

) FRO0000000 (1)
 Status

O Active (1)

~ Job Code

0 000012 (1)

Position Number

Chart () No
00006777 —
Description s + Add

1m0
Position Status Position Number < Description < Reports To & Business Unit & Company < Department < Status & Job Code © Current Head Count &
N 00006777 CLERK3 00006762 FR MDC FR00000000 Active 000012 "

Reports To Position Number

4. Select the Plus Sign (+) above the Effective Date to modify the position with a new effective

date.

¢ Search Resutts Position Details

Position Number 00006777
Headcount Status Filled
Current Head Count 1071

Effective Date & Effective Sequence & Reason & Business Unit Department & Job Code &

010111901 0 Pesiion Data Conversion Fire Rescue FIRE DEPARTMENT Clek3

Location & Status © Approval Chain &

9300 NW 415T ST Approved Aopraval Chain Vi

Clone

Trow
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Lecture 1: Modify Position

Listed below are some of the common Modification Reason Codes users will use
when making modifications.

Reason Code

FTE Change from Temporary to
Regular
Position Inactivated
(Must have an effective date
and no incumbents in the
position)
Reports to Change
(Must have an effective date
and incumbents in the position)

Position Status Change

Position Data Update
89




Lecture 1: Modify Position

No W

In the *Effective Date, enter the new effective date.
In the Reason Code field, select RTC (Reports to Change) as the reason.

Select Continue

Cancel

Request Details

*Effective Date |01/05/2022

Effective Sequence 0

Reason Code (RTC

Q. Reports To Change

‘ Continue ‘

In the Work Location section, in the Reports To field, enter the position number of the new

immediate supervisor

Work Location
"Reg Region |USA
*Department | FRO0000000

Location | FRO0000056

United States

FIRE DEPARTMENT

9300 NW 41ST ST

Reports To | 00007345

CLERK 4 View Current Incumbents

Supervisor Level |12

Ll|L £ | L L

Supervisor Classes

*Company [MDC

Q| Miami Dade County
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Lecture 1: Modify Position

9. Review the requested modifications and select Next.
10.Review Additional Information page (Step 2 of 5) and select Next.

11.Review Attachments page (Step 3 of 5) and select Next.
NOTE: Attachments for this process are optional.

Manage Position

Step 3 of 5: Attachments

Effective Date 01/05/2022

tttttttttt
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Lecture 1: Modify Position

12. Ensure the Update Incumbents toggle is set to Yes since this position has incumbents.

NOTE: When there are no incumbents in the position it is required to have the Update Incumbents
field set to No before submitting the request.

13. Review Budget Incumbents page (Step 4 of 5) and select Next.

X Exit

Manage Position

Pesition Number 00006777
Headcount Status Filled
Current Head Count 1 0of 1

4 | Position Data
Visited

2 Additional Information
Visited

3 | Attachments

Budget Incumbents
Visited

5 Review and Submit
Not Started

Step 4 of 5: Budget Incumbents
Effective Date 01/05/2022

Effective Sequence 0
Current Budget
Earnings 0.000
Deductions 0.000

Tax 0.000

Incumbents

Update Incumbents |

Include Salary Plan/Grade

Force Update for Title Changes |

Current Incumbents

Reason Code RTC Reports To Change

Approval Status Not Available

Cdn Tax 0.000
Total 0.00

B QN
Name < Empl ID & Empl Record < Full/Part & Stnd Hrs/Wk < Effective Date & Action & Action Reason & Override Position Data Job Data <
Glinda King 00198155 0 Full-Time 80.00 12/28/2020 Data Change  Conversion N Job Data

< Previous HI Next 3 |

Related Information

v Related Information

View Position

Position History

&*

&)
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Lecture 1: Modify Position

14. In the Summary of Changes section of the Review and Submit page (Step 5 of
5), ensure the requested modifications are listed correctly.

15. Select Submit once the requested modifications are ready for processing

X Exit

Position Number 00006777
Headcount Status Filled
Current Head Count 1 of 1

o Additional Information
Visited

4 BudgetIncumbents
Visited

Review and Submit
Visited

Step 5 of 5: Review and Submit

Effective Date 01/05/2022

Effective Sequence 0

Summary Of Changes

Manage Position

Reason Code RTC Reports To Change

Approval Status Not Available

< Previous ‘ I Submit

|

Description

Reason Code

Action Date

Reporis To Position Number

Proposed Value

RTC

2022-01-10

00007345

Current Value

CNV

2014-10-30

00006762
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Lecture 1: Modify Position

The Position Confirmation screen appears pending the approval of the HR Central Position

Administrator. Once fully approved the Position Data as well as the employee’s Job Data is updated
accordingly.

NOTE: Once position is approved, the DPR will receive notification that the requested position
changes have taken effect.

Position Confirmation

‘/ The Position Number 00006777 has been successfully submitted for approval.

Meodify Position Approval

w Reports To Change Pending

Modify Position Approval
% Pending

Multiple Approvers
HR Central Position Approver

Go to Position Details Go to Manage/Create Position Go to Position Management
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Lecture 2: Validate Modification Request

Navigate to Manage Position: Human Resources (HCM) > DPR Self-Service >
Manage Position

1. In the Position Number field, enter the position number being modified.
2. Select Search.

< DPR Self-Service Manage/Create Position
+ New Search View Manage/Create Position
Position Number
== Add

Description
Position Status

A
Reports To Position Number

95




Lecture 2: Validate Modification Request

3. Select the position being validated.
4. Select the Greater Than (>) button to see full details of the position.

< Search Results Position Details :
Position Number 00006777
Headcount Status Filled Clone
Current Head Count 10of 1
2 rows
+
Effective Date < Effective Sequence & Reason < Business Unit = Department < Job Code © Location < Status < Approval Chain <
01/05/2022 0 Reports To Change Fire Rescue FIRE DEFPARTMENT Clerk 3 9300 NW 413T ST Approved Approval Chain Vd >
01/01/1901 0 Position Data Conversicn Fire Rescue FIRE DEPARTMENT Clerk 3 9300 NW 415T ST Approved Approval Chain & >

MIAMH
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Lecture 2: Validate Modification Request

Navigate to Job Data: HCM >HR Administration > Job Information > Job Data

1. Select the Find an Existing Value tab.
2. Inthe Empl ID field, enter the Employee’s 8-digit Numeric Identification Number.
3. Select Search.

"E Job Information ~
Job Data
Job Data Enter any information you have and click Search. Leave fields blank for a list of all values.
Workforce Job Summary Find an Existing Value Keyword Search
Manage Employes Profile - Search Criteria
2% Headcount o' Empl 1D | begins with
lase Labor Administration o Empl Record | = ol
i i R
"ﬂ HR Configuration e Name begins with
Last Name begins with
Second Last Name bBegins with s

Alternate Character Name bBegins with

Middle Name bBegins with
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Lecture 2: Validate Modification Request

4.Select the Job Information tab to see the reporting change.
NOTE: Top of stack record will see current.

< Human Resources (HCM)
%, Job Information
Job Data
Workforce Job Summary
Manage Employee Profile
sk Headcount
las Labor Administration

% HR Configuration

Work Location

Glinda King
Employee

Effective Sequence 0

Job Labor Payroll

HR Status  Active

Payroll Status  Active

Job Code 000012
Entry Date  12/22/2003

Supervisor Level 12

upanuisor il

Salary Plan Compensation

Empl ID 00198155
Empl Record 0

Action Position Change
Reason Reports To Change
Job Indicator  Primary Job

Clerk 3

Supervisor Classes

Reports To 00007345

CLERK 4 00158740 Mola Foster

RegularTemporary Regular

Empl Class Perm

Regular Shift Not Applicable
Classified Ind  Classified

Standard Hours @

Standard Hours
FTE

Contract Number (%)

Contract Type

ESusa
Job Data Employment Data Eamings Distribution

20.00

1.000000
Adds to FTE Actual Count?

Save Return to Search Notify Refresh

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

Full/Part  Full-Time
Protected Class SSN Protected Only
Shift Rate
Shift Factor

Work Period B Biweekly

Encumbrance Override

Benefits Program Participation

Compensation

Go To Row

Current

Creditable Adjusted Dates

Update/Display

Include History

98




Lecture 3: Inactivate Position

Navigate to Manage Position: Human Resources (HCM) > DPR Self-Service > Manage Position

1. In the Position Number field, enter the position number being inactivated.
2. Select Search.

NOTE: For historical purposes, no fields in this process are to be modified except the Update
Incumbents toggle in Budgeted Incumbents which is Step 4 of the process.

< DFR Self-Service Manage/Create Position

~ New Search View Manage/Create Position

Position Number

== Add

Description
Position Status

W

Reports To Position Number
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Lecture 3: Inactivate Position

3. Select the position being inactivated.

NOTE: Ensure the Current Head Count is zero when deactivating a position.

< DFR Self-Service

Manage/Create Position

~ New Search

Position Number

00003294

Description

Position Status

v

Reports To Position Number

~ Business Unit

I

* Company

0 MDG (1)

w Department

[ 1T00000000 (1)

« Status

[ Active (1)

+Job Code

1 001755 (1)

View Manage/Create Position
1 results found.

Chart ( No

|E = + Add

Position Number Description < Reports To < Business Unit < Company < Department Status © Job Code © Current Head Count <

00003294 MANAGER ITD ADMINISTRATIVE SER 00018431 IT nMDC ITO0000000 Active 001755 01

MIAMH
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Lecture 3: Inactivate Position

4. Select the Plus Sign (+) above the Effective Date to modify the position with a new effective

date.

Position Number 00003294
Headcount Status Open Clone
Current Head Count 0of 1
Effective Date < Effective Sequence = Reason Business Unit < Department = Job Code © Location < Status < Approval Chain &
01/01/1901 0 Position Data Conversion Information Technology INFORMATION TECHNOLOGY DEPT Manager Itd Administrative Svc 5680 SW 8T AVE Approved Approval Chain & >
5. In the *Effective Date field, enter the new effective date.
6. Inthe Reason Code field, select INA (Position Inactivated) as the reason.
7. Select Continue.
Cancel Request Details Continue
*Effective Date | 01/05/2022
Effective Sequence 0
Reason Code |INA Q,  Position Inactivated
101 @




Lecture 3: Inactivate Position

8. In the Position Information section, in the *Status field, select Inactive.

Step 1 of 5: Position Data

Effective Date 01/05/2022 Reason Code INA Position Inactivated
Effective Sequence 0

Approval Status Not Available
Position Information

*Filed Status | Approved Max Head Count |1

“Status | Inactive

Budgeted Position | Yes

Non-Mayoral | No )

Senior Management | No )

9. Review the requested modifications and select Next.
10. Review Additional Information page (Step 2 of 5) and select Next.

102




Lecture 3: Inactivate Position

11. On the Attachments page (Step 3 of 5) attach any supporting documentation regarding the
request.

12. Select Attachment.

Note: Attachments for this process are required.

Manage Position

% Exi

13.Select My Device.

14.Select the file being attached.

15.Select Upload.

16.Select Done.

17.1n the Description field, enter a brief description of the supporting documentation.

18.Select Next.
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Lecture 3: Inactivate Position

19. In the Budget Incumbents page (Step 4 of 5) in Update Incumbents field select

No.
20.Select Next.

* Exit Manage P:

Position Number 00003294
Headcount Status Open
Current Head Count 0 of 1

1 | Position Data Step 4 of 5: Budget Incumbents
Visited
Effective Date 01/05/2022 Reason Code INA Position Inactivated
2 | Additional Information Effective Sequence 0 Approval Status Not Available
Visited
Current Budget
3 | Attachments Earnings 0.000
Visied Deductions 0.000
Budget Incumbents Tax 0.000
Visited
Incumbents
Review and Submit Update Incumbents  ( No )
Not Started —

Include Salary Plan/Grade No
Force Update for Title Changes No

Current Incumbents

No Incumbents to display.

Cdn Tax 0.000

Total 0.00

< Previous
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Lecture 3: Inactivate Position

21.In the Summary of
Changes section of
the Review and
Submit page (Step
5 of 5), ensure the
requested
modifications are
listed correctly.

22.Select Submit once
the requested
modifications are
ready for
processing.

X Exit Manage Position :
Position Number 00003294

Headcount Status Open
Current Head Count 0of 1

1 Position Data

|||||

4 | Budget Incumbents
Visited

Review and Submit
Visited

Step 5 of 5: Review and Submit

Effective Date 01/05/2022 Reason Code INA Position Inactivated
Effective Sequence 0 Approval Status Not Available

Summary Of Changes

< Previous || Submit |.

Description Proposed Value Current Value
Status as of Effective Date | A

Reason Code INA CNV

Action Date 2022-01-10 2019-08-16
Update Incumbents N Y

Position Confirmation

V The Position Number 00003294 has been successfully submitted for approval.

Modify Position Approval

w Position Inactivated Pending

Modify Position Approval
% Pending

Multiple Approvers
HR Central Position Approver

Go to Position Details Go to Manage/Create Position Go to Position Management

1US
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Lecture 4: Validate Inactive Position

Navigate to Manage Position: Human Resources (HCM) > DPR Self-Service >
Manage Position

5 1. In the Position Number field, enter the position number being inactivated.
2. Select Search.

o < DPR Self-Service Manage/Create Position
~+ New Search View Manage/Create Position

L—_l Position Number

_ == Add
Description
Position Status
] -

Reports To Position Number
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Lecture 4: Validate Inactive Position

3. Select the position being validated.

< DPR Self-Service Manage/Create Position

~ New Search View Manage/Create Position
1 resulis found
Position Number

2
li

]
2

Chart () No

00003294
Description |E = <+ Add
1 row
Position Status Position Number & Description & Reports To © Business Unit Company © Department < Status & Job Code & Current Head Count <
hd 00003294 MANAGER ITD ADMINISTRATIVE SER 00018431 IT MDC IT00000000 Inactive 001755 0/

Reports To Position Number

= Business Unit

01T u

« Company

) MDC (1)

« Department

[ 1T00000000 (1)

- Status

[ Inactive (1)

« Job Code

0 001755 (1)
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Lecture 4: Validate Inactive Position

4. Select the Greater Than (>) button to see full details of the position.

< Search Results Position Details
Position Number 00003294
Headcount Status Open

Clone
Current Head Count 0 of 1
2 rows
4
Effective Date < Effective Sequence © Reason © Business Unit < Department < Job Code © Location & Status & Approval Chain <
01/05/2022 0 Position Inactivated Infarmation Technology INFORMATION TECHNOLOGY DEPT Manager ltd Administrative Svc 5680 SW 87 AVE Approved Approval Chain 4
01/01/1901 0 Position Data Conversion Infarmation Technology INFORMATION TECHNOLOGY DEPT Manager Itd Administrative Svc 5680 SW 87 AVE Approved Approval Chain 4 >

MIAMH
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Lecture 4: Validate Inactive Position

The position is successfully Inactivated.

Position Number 00003294
Headcount Status Open
Current Head Count 0 of 1

Position Information

Job Information

Work Location

Salary Plan Information

» USA

» Specific Information

} Education and Government
» Budget and Incumbents

» Summary of Changes

¥ Attachments

Effective Date

Effective Sequence

01/05/2022
o

Reason

Approval Status

INA  Position Inactivated

Approved

Pasition Status
Status

Action Date

Key Posifion
Budgeted Posifion

Senior Management

Business Unit

Job Code
RegularTemporary
Regular Shift

Title

Reg Region
Department

Location
Reports To

Supervisor Lvl

Pay Plan
Salary Admin Plan
Standard Hours

Work Period

Approved
Inactive
01/05/2022
No

Yes

Ne

m

001735
Regular

Not Applicable

MANAGER ITD ADMINISTRATIVE SER

usa
T00000000
ID00000T0S
00018431

PAYG
50.00
B

Information Technology

Manager itd Administrative Svc.

United States
INFORMATION TECHNOLOGY DEPT
5830 SV 87 AVE

DIVDIRITD View Current Incumbents

Biweekly

Max Head Count

Status Date

Job Sharing Permitted

Non-Mayoral

Manager Level

FulliPart Time
Union Code

Short Title

Description

Company
Dot-Line

Security Clearance

1
0372012019

z

o

All Other Positions

Full-Time
L MNon Bargaining
MGRITDADSV
MANAGER ITD ADMINISTRATIVE SER
z
MDC Miami Dade County

»

<< Previous

Next>>
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Lesson 3: Activities and Exercises




Lesson 3: Lesson Summary

At the conclusion of this lesson, you will be able to:

e Modify a position

e \alidate the Modification Request
5 ¢ |nactivate a position

e Validate the Inactive Request
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Lesson 4: Submit Job Data Changes that
Impact Benefits

At the conclusion of this lesson, you will be able to:

* Update a temporary employee to regular status in order for them to obtain
benefits
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Lesson 4: Submit Job Data Changes that
Impact Benefits

POSITION MODIFICATION APPROVAL

BUSINESS PROCESS
Submit request to Modify ApﬂrovelReject Once Approved, Position Data and
a Position the Request Employee's Job Data is updated

- ¢

I

A N
DEPARTMENT PERSONNEL HR CENTRAL POSITION
REPRESENTATIVE (DPR) ADMINISTRATOR
The Department Personnel Representative is The HR Central Position
responsible for reviewing and approving Administrator is responsible
Employee Self-Service and Manager Self for creating, reviewing,
Service transactions. editing and approving

position edits and reporting.
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Lecture 1: Submit Job Data Changes that
Impact Benefits

Navigate to Manage Position: Human Resources (HCM) > DPR Self-Service >
Manage Position

1. In the Position Number field, enter the part-time/temporary position number
5 being modified.
2. Select Search.

< DPR Self-Service Manage/Create Position

+ New Search View Manage/Create Position

Position Number

| + Add

Description

Position Status

Reports To Position Number

MIAMH
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Lecture 1: Submit Job Data Changes that

Impact Benefits

3. Select the position being modified.

< DPR Self-Service

v New Search

Position Number
00021632

Description

Manage/Create Posi

View Manage/Create Position

1 results found.

Position Status

v

Chart () No )
i + Add
1row
Position Number < Description > Reports 1o © Business Unit 0 Company © Department < Status © Job Code © Current Head Count ©
00021632 RECREATION LEADER 00010839 PR MDC PR00000000 Active 007301 "

Reports To Position Number

v Business Unit

O PR (1)

v Company

O mDC (1)

wDepartment
J PRO000000O (1)
v Status

O Active (1)

v Job Code

0 007301 (1)

4. Select the Plus Sign (+)
new effective date.

< Search Results

above the Effective Date to modify the position with a

Position Details

Position Number 00021632
Headcount Status Filled
Current Head Count 1o0of 1

+
Effective Date © Effective Sequence <
01/01/1901 0

Clone

1row
Reason © Business Unit & Department © Job Code © Location & Status © Approval Chain ©

Position Data Gonversion Parks, Recreation & Open Spcs PARKS, REC & OPEN SPACES Recreation Leader Hickman Building - PR Approved Approval Chain Vi
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Lecture 1: Submit Job Data Changes that

Impact Benefits

No W

In the *Effective Date, enter the new effective date.

In the Reason Code field, select FTE (Change from Temp to Reg) as the reason.

Select Continue

Cancel

Request Details

*Effective Date |01/24/2022

Effective Sequence 0

Continue

Reason Code FTE

Q, | [Change from Temp to Reg

In the Job Information section, in the *Regular/Temporary field, select Regular from the drop

down.

In the *Full/Part Time field, select Full-Time.

Job Information

*Business Unit |PR

*Job Code |007301

Q.| Parks, Recreation & Open Spcs

Q. Recreation Leader

*Regular/Temporary | Regular

W

*Regular Shift = Mot Applicable

“Title ' RECREATICN LEADER

W

*Full/Part Time | Full-Time v

Union Code H Q. Local199 - General Employees

Short Titte RECLEADER

. NATURE OF WORK:  This is
Description

-
specialized recreation work in planning, 4
S Y
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Lecture 1: Submit Job Data Changes that
Impact Benefits

10.Review the requested modifications and select Next.
11.In the Additional Information page (Step 2 of 5), in the FTE field, enter 1.00.

12.Select Next.

NOTE: When changing a Part-Time position to Full-time it is necessary to adjust the
FTE to 1.

Education and Government

Position Pool ID

“Classified Indicator | Temporary
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Lecture 1: Submit Job Data Changes that
Impact Benefits

NOTE: Attachments for this process are optional.

13.Review Attachments page (Step 3 of 5) and select Next.
14.Ensure the Update Incumbents toggle is set to Yes since this position has incumbents.

NOTE: When there are no incumbents in the position it is required to have the Update Incumbents
field set to No before submitting the request.

15.Review Budget Incumbents page (Step 4 of 5) and select Next.

<Provios | \
1 | Position Data |Step 4 of 5: Budget Incumbents Related Information
Visited
Effective Date 01/24/2022 Reason Gode FTE Change from Temp to Reg £
2 | Addii
s
Current Budget - &
3 | Attachmer
Visit
Budget ber
Visited
[ mbents || Position History
Revie
o Not St

<
z |z||l®
‘OHG ‘m

oy
KoQl

Name <

Empl ID < Empl Record < Full/Part < Stnd Hrs Effective Date < Action < Action Reason < verride Positiol <
Kristy Hobbs 00312190 0 Part-Time 59.00 12/28/2020 Data Change  Conversion N Job Data




Lecture 1: Submit Job Data Changes that
Impact Benefits

16.In the Summary of Changes section of the Review and Submit page (Step 5 of
5), ensure the requested modifications are listed correctly

17.Select Submit once the requested modifications are ready for processing.

IStep 5 of 5: Review and Submit 5

eeeeeeeeee
Position History

IIIIIIIIIIII
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Lecture 1: Submit Job Data Changes that
Impact Benefits

The Position Confirmation screen appears pending the approval of the HR Central

Position Administrator.

Position Confirmation

g/ The Position Number 00021632 has been successfully submitted for approval.

Modify Position Approval
w Change from Temp to Reg Pending

Modify Position Approval
% Pending

Multiple Approvers
HR Central Position Approver >

Go to Position Details Go to Manage/Create Position Go to Position Management
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Impact Benefits

Once the position modification has
been approved and validated, the
next step is to validate the
employee’s job data record.

Navigate to Job Data: HCM >HR
N Administration > Job Information >
- Job Data

1. Select the Find an Existing Value

— tab.

2. Inthe Empl ID field, enter the
Employee’s 8-digit Numeric
Identification Number.

3. Select Search.

Lecture 1: Submit Job Data Changes that

%5 Job Information

Job Data

YWorkforce Job Summary
Manage Employese Profile
g% Headcount

e Labor Administration

'ﬂ HR Configuration

Job Data

Enter any information you hawe and click Search. Leawve fields blank for a list of all values.

Find an Existing Value

KEeyword Search

= Search Criteria

begins with

a Empl 1D
o Empl Record
— Mame

Last Name

Second Last Name

Alternate Character Name

Middle Name

Case Sensitive

| Search | Clear Easic Search £ Sawve Search Criteria

= e

begins with

begins with

begins with

begins with

begins with

MIAMH
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Lecture 1: Submit Job Data Changes that
Impact Benefits

4. Select the Job Information tab to see the reporting change.
In order to change the EMPL class, a new row must be added.
5. Select the Work Location tab.

6. Select the plus (+) sign to add a new row.

7. Enter the effective date and select the appropriate Action and Reason from the dropdown

menu.

8. Select Save o ;
° v ° - e Job Information Job Labar Bayroll Salary Plan Compensation

Job Data

Kristy Hobbs EmplID 00312190

Workforce Job Summal ry Employee Empl Record 0

Manage Employee Profile Work Location Details (7 Q 2 (N 1

H w o
[t Headcount “Effective Date  01/24/2022 2] Go To Row + -
ks Labor Administration e Effective Sequence 1 tion = Position Change

Rea - fror

b HR Configuration - HR Status  Active eason | Change from Temp to Reg

Position Number

RECREATION LEADER
Pasition Entry Date 05282000
Position Management Record

Regulatory Region  USA United States

Company MDC Miarm Dade County
o s o Pesition Status Change
Business Unit PR Parks, Recreation & Open Spes -
i . i pn Spe Re-OrganizationRestructure
Department PROOOOO00O PARKS, REC & OPEN SPACES Reports To Change
Department Entry Date  05/26/2020 Transfer
Lecation DSD3030000 Hickman Building - PR,
Establishment ID M Miarmi Dade County Date Created 012712022

Last Start Date  05/26/2020

Expected Job End Date
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Lecture 1: Submit Job Data Changes that

Impact Benefits

9. Navigate back to the Job Information tab.
10.Select the appropriate EMPL Class from the dropdown menu.

Employee

Job Information Details @

Effective Date

Effective Sequence
HR Status

Payroll Status

Job Code
Entry Date

Supervisor Level

Reports To
Regular/Temporary
Empl Class
Regular Shift
Classified Ind

Standard Hours (2

Work Location Job Information Job Labor

01/24/2022
3
Active

Leave With Pay

007301
05/26/2020
13

00010839
Regular

Perm

Not Applicable
Classified

Payroll Salary Plan Compensation

EmplID 00312190
Empl Record 0

Action Position Change

Reason Change from Temp to Reg

Recreation Leader

Non-Supervisory

RECREATION THERAPIST 2 00310845 Isadora Garica
Full/Part Full-Time
Protected Class SSN Protected Only

1of4v§

Go To Row

Current
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Lesson 4: Activities and Exercises
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Lesson 4: Lesson Summary

Now that you have completed the lesson, you should be able to:

* Update a temporary employee to regular status in order for them to obtain

5 benefits
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Lesson 5: Submitting HR Transactions

At the conclusion of this lesson, you will be able to:
» Successfully transfer employees to another Position Number.

5 * Verify the transfer within the Job Data.
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Lesson 5: Submitting HR Transactions

Submitting HR Transactions
BUSINESS PROCESS

Transfer employee to a
different Position
Number

=>

Once saved, transfer will
be successful and
reflective on employee's

Job Data recor

A N

DEPARTMENT PERSONNEL
REPRESENTATIVE (DPR)

The Department Personnel Representative is
responsible for reviewing and approving Employee
Self-Service and Manager Self Service transactions.
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Lecture 1: Transfer Employee to a Position
(Lateral)

Navigate to Employee Position Lateral XFER: Human Resources (HCM) > DPR Self-
Service > Employee Position Lateral XFER

DPR Self-Service

eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee
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Lecture 1: Transfer Employee to a Position

(Lateral)

On the Position Lateral Transfer
page under Find an Existing
Value:

1. Inthe Empl ID field, enter the
Employee’s 8 digit Numeric
Identification Number.

2. In the Business Unit field,
enter the Business Unit.

3. In the First Name field, enter
the employee’s first name.

4. Inthe Last Name field, enter
the employee’s last name.

5. Select Search.

Position Lateral Transfer

Enter any information you have and click Search. Leave fields blank for a list of a

Find an Existing Value

Search Criteria

Empl ID| begins with w* |
Business Unit| begins with w |

First Name| begins with ~ |

Last Name{ begins with v |

Include History Cormect History

A
Search Clear Basic Search o= Save Search Criteria

values

129
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Lecture 1: Transfer Employee to a Position
(Lateral)

In the Effective Date field, enter the Effective Date of the Transfer.
In the *Position Number field, enter the *Position Number you wish to transfer the

5 employee to.
8. Select Save.

L__I Empl 1D 00026599
Mame | E
Elyisiness Unid HRE E =
Departmend HRDIDA0OODD RECRINTMENT
Pogiteon Mumber 0003264 HA PERSONNEL SERVICES SP

m
o
=2
o
T
1]
;-]
=
[=]
-
§'
=
=
=
=
[-*]

Find Frd (4 1ofd & Last
[ Effective Date 1 15 Seq 0]
A “FR
[-Posision Numbs |
(3] Save | [+ Retum toSearch | |* | PreviousinList | & | Mexdin List Moddy | | Bl UpcdateDisplay ¢ Cormect Hstory

M
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Lecture 1: Transfer Employee to a Position

(Lateral)

Notice the employee was transferred from Position #00003260 to Position #00003262.

< PR Self-Service

Mdc Empl Posn

Empl 1D

Hame

Business Umnit

Department

Position Numiber

Latest Effective Date

"Position Number

Effective Date

Action

Q0026390

Mayra Beltran

HER Human Resources

HRO 1020000

LI e e

RECHUITMENT
HR PERZONMHEL SERVICES SPEG

111682021

Employese Position Data

Effective Date | 11/1672021  |[w

Action XFR

MAA2021

AFR

Position Number 00003262

Find Firsi |

Seq 1

Transfer

Seq O

Transier

HR PERSOHMMEL SERVICES SPEC

1-2o0f 2 'k Last
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Lecture 2: Verify Employee Transfer (Lateral)

Navigate to Job Data: HCM >HR Administration > Job Information > Job Data.

1. In the Empl ID field, enter the Employee’s 8-digit Numeric Identification Number.

h 2. Select Search. m

JJJJJ ta Enter any information you hawve and click Search. Leave fislds blank for a list of all values.
Workforce Job Summany Find am Existing Value Eeyword Search
. Manage Employes Profile - Search Criteria
[ S
ll& H ou - Em o e
La Adm e Em Recon S
R
[#% LR confi ~ Mam
T M= R
co Mann -
A Ch Ma o
M Ma el
Case Sensitive
Search Clea Save Sear C
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Lecture 2: Verify Employee Transfer (Lateral)

Transfer successful. The employee’s recent record is displayed (Record 1 of 4)
with the recent Transfer effective of 11/16/2021.

HR Administration

Expected Job End Date

| Work Location | Job Information Job Labor Payroll Salary Plan Compensation
Mayra Beltran Empl ID 00026999
Employee Empl Record 0
Work Location Details () Q 10of 4 vl » »
Effective Date  qq,15/2021 50 To Row
Effective Sequence (1] Action Transfer
HR Status Aclive Reason
Payroll Status  Aclive
Current 0
Position Number 00003262 HR. FERSONMEL SERVICES SPEC
Position Entry Date  11/16/2021
Position Management Record
Regulatory Region USa United States
Company MDC Miami Dade County
Business Unit HR Human Resources
Department HRO1020000 RECRUITMENT
Department Entry Date  10/28/1996
Location 1DO00001T40 111 NW 1ST ST
Establishment I MDC Miami Dade County Date Created 11/16/2021
Last Start Date 10/28/1996

Job Data

Save Return to Search

Work Location Job Information

Employment Data

Notify Refresh

Job Labor Payroll

Earnings Distribution Benefits Program Participation

Salary Plan Compensation

Creditable Adjusted Dates
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Lesson 5: Activities and Exercises




Lesson 5: Lesson Summary

Now that you have completed the lesson, you should be able to:

e Successfully transfer employees to another Position Number
e \Verify the transfer within the Job Data
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Lesson 6: Submitting HR Salary Changes

At the conclusion of this lesson, you will be able to:

Request Merit Increase for Salary Grade Employee
Request Merit Increase for Salary Step Employee
Request Component of Pay

Request License/Certification
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Lesson 6: Key Terms

Components of Pay Area that contains Base pay and additional Components of Pay

g

|
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SALARY GHANGE APPROVAL

BUSINESS PROCESS
Submit Salary Change Review/Approve/Reject Once ApBrove_d, Employee's Job
Request/Merit Increase the Request ata is updated

&

‘

A N

DEPARTMENT PERSONNEL
REPRESENTATIVE (DPR)

The Department Personnel Representative is
responsible for reviewing and approving
Employee Self-Service and Manager Self

Service transactions.

138
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Initiate Accredited
License/Certification
Pay Component
Request

-

EMPLOYEE

The Employee is responsible
for Self-Service functions (i.e.,
Life Events, Benefits
enrollment, Timesheets,
Paycheck, W-2, Direct Deposit,
request leave, review
evaluations, add accredited
Licenses/Certifications)

SALARY CHANGE (LICENSE/CERTIFICATION)

Review/Approve/Deny
Employee Request or
Manage Employee Profile

AN

DEPARTMENT PERSONNEL
REPRESENTATIVE (DPR)

The Department Personnel
Representative is responsible for
reviewing and approving Employee Self-
Service and Manager Self Service
transactions.

BUSINESS PROCESS

Submit Salary
Change/Pay
Component Request

=)

A N
DEPARTMENT PERSONNEL
REPRESENTATIVE (DPR)
The Department Personnel
Representative is responsible for
reviewing and approving Employee Self-
Service and Manager Self Service
transactions.

Review/Approve/Deny
Pay Component
Request

Once Approved Job
Data is Updated

&

o A3
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Lecture 1: Merit Increase (Salary Grade)

Navigate to DPR Salary Change: Human Resources (HCM) > DPR Self-Service > DPR

Salary Change

1. Select Search Options to search for an Employee.

2. In the Search your Employees field, enter either the Employee’s Name or
Employee ID #.

3. Select Search.

{ DPR Self-Service

w Search Options

Search your Employees | Enter Name, Employee ID, Title or Email Search
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Lecture 1: Merit Increase (Salary Grade)

4. Select the Employee’s Record.

< DFR Self-Service DPR Salary Change

w Search Options
Search your Employees |00218029

Select Employee 1 row
TL

Felica Krebs

Name / Title / ID - Record Status / Type Department

Millie Gaskill

Active
Administrative Secretary CSBG CENTERS - CH03010200 >
00218029 -0 Employee

MIAMH
141




Lecture 1: Merit Increase (Salary Grade)

5. Under the Compensation Details section, in the *Transaction Date field enter the effective date
of the merit request.

6. Inthe *Reason field select Merit.

In the Change Percent field enter the merit increase in decimal form.

8. Tab to see the New Information Biweekly Salary update accordingly.

x Ext DPR Salary Change -

N

Millie Gaskill 7 /;\
Administrative Secretary O \7/'
MD Compensation Detail MD Review & Submit
‘ Next > |
Compensation Details
*Transaction Date |03/10/2022
“Reason | Merit v
Pay Component Change Percent Change Amount New Amount Current Amount Currency Code Type Frequency
MDC Biweekly 5.000 8051 169078 161027 uso Flat Amount Biweekly
Premium Pay 70.00 70.00 usD Flat Amount Biweekly
45,780.36 Compa-Ratio:1.16
33,119.58 39,346.32 61,444.24
Minimum Midpoint Maximum
New Information Current Information
Biweekly Salary 1,760.78 USD 168027 USD
Annual Rate 45,780.36 USD 43,687.01 USD
Changes Made
* Requrred Field
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Lecture 1: Merit Increase (Salary Grade)

9. Scroll down and select Default Pay Components to refresh the MDC Biweekly rate.
10.Select Calculate Compensation.

11.Select Next.

DPR Salary Change

s
Adminisirative Secretary 2)
MD Compensation Detail MD Review & Submit
Compensation Details
*Transaction Date |03/10/2022
“Reason | Merit v
Pay Component Change Percent Change Amount New Amount Current Amount Currency Code Type Frequency
MDG Biweekly 5.000 8051 163078 161027 usD Flat Amount Biweekly
Premium Pay 70.00 70.00 usD Flat Amount Biweekly
saims s534832 Gl
Minmum Wigpoint Maximum
New Information Current Information
Biweekly Salary 176078 USD 168027 USD
Annual Rate 45780.36 USD 43,687.01 USD
Granges Mz
* Reguired Figd
Salary Plan
Salary Admin Plan K GSAF - OPEIU Local 100
Salary Grade AQ1 A0t
Grade Eniry Date 0212672007
Step Q
Step Entry Date
Pay Components 2rows
B Q
| Amounts ‘ Controls || Changes || Conversion || Show Al
“Rate Code seq Comp Rate _Currency Frequency Percent Rate Code Group
1 |MDBKLY Q 0 1,890.787USD B +| -
2 PRMPAY Q 0 70.007USD B + =
I Calculate Compensation I
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Lecture 1: Merit Increase (Salary Grade)

12.In the Comments section enter the action requested or details. (Optional)

Select Add Attachment to add any supporting documents.
13.Select Submit once ready for processing.

DPR Salary Change

mmmmmmmm
* Regured Field
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Lecture 1: Merit Increase (Salary Grade)

NOTE: If the merit increase is more than 5% you will receive the following message. When
requesting more than 5% merit increase, authorized documentation must be attached to the salary

request before selecting the Submit button.

Salary Increase Request

Your Salary Increase Request is more than 5%.
Flease attach an approved MEMOYsupporting documentation from Mayoral's Office, otherwise your request will not proceed forward.

OK

The DPR Salary Change confirmation is displayed pending the approval of Central HR.

< HOME DPR Salary Change
4/ Your transaction request for Millie Gaskill has been successfully submitted for approval.
Millie Gaskill
Administrative Secretary

Submit Confirmation

DPR Salary Change Approval

: Pending &
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Lecture 1: Verify Merit Increase (Salary

Grade)

Navigate to Job Data: Human Resources (HCM) > HR Administration > Job

Information > Job Data

1. Select the Find an Existing Value tab.
2. In the Empl ID field, enter the Employee’s 8-digit Numeric Identification

HR Administration

Number.
3. Select Search.

% Job Information
Job Data

Workforce Job Summary

23t Headcount

s Labor Administration

ﬁ HR GConfiguration
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Lecture 1: Verify Merit Increase (Salary
Grade)

4. Select the Salary Plan tab.
Page 2 of 2 is the previous Pay Rate Change.

< Human Resources (HCM) HR Administration < Human Resources (HCM) HR Administration

4 Job Information 4, Job Information -
Work Location Job Information Job Labor Payroll Compensation Work Location Job Information Job Labor Payroll ‘ Salary Plan ‘ Compensation
Job Data Job Data
EmplID 00218020 Millie Gaskill Empl 1D 00218029
Workforoe Job Summary Employee Empl Record Warkforce Job Summary Employee Empl Record 0
Manage Employee Profile Salary Plan Details (@ Q ¥ Manage Employee Profile Salary Plan Details @ Q "
25l Headcount v 232 Headcount v
Effective Date (3402022 Go To Row Effective Date 9312022 Go To Row
a Labor Administration i Effective Sequence Action Pay Rate Change s Labor Administration v Effective Sequence ( Action  Pay Rate Change
= HR Status  Acfive Reason Merit HR Status  Acfive Reason Merit
£3 HR Configuration 2 Payroll Status  Active £ HR Configuration v Payroll Status  Active
[,/ "
Salary Admin Plan K  GSAF - OPEIU Local 100 Salary Admin Plan K . GSAF - OPEIU Local 100
L 4
Grade A0 Aot Grade Entry Date  02/26/2007 Grade AO1 A0t Grade Entry Date  02/26/2007
Step Step Entry Date Step Step Entry Date
Job Data Employment Data Eamings Distribution Benefits Program Participation Creditable Adjusted Dates Job Data Employment Data Earnings Distribution Benefits Program Participation Creditable Adjusted Dates
Save Return to Search Notify Refresh Update/Display Include History Save Return to Search Notify Refresh Update/Display Include History
Work Location lob Information | Job Labor | Payroll | Salary Plan | Compensation Work Location | Job Information | Job Labor | Payrall | Salary Plan | Compensation
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Lecture 1: Verify Merit Increase (Salary
Grade)

5. Select the Compensation tab to see the Compensation Details between Record 1 and Record 2.

HR Administra Administration

Work Location Job Information Job Labor Payroll Salary Plan ‘ Work Location ‘ ‘ Job Information ‘ | Job Labor ‘ | Payroll ‘ ‘ Salary Plan | | Compensation ‘
Empl ID 00218029 Millie Gaskill EmplID 00218029
Employee Empl Record (0 Employee Empl Record 0
Compensation Details @ Q 1of2~ |» M Compensation Details (2 Q |
Effective Date 3452022 Go To Rew Effective Date 4319022 Go To Row
Effective Sequence () Action Pay Rate Change Effective Sequence Action Pay Rate Change
HR Status  Active Reason  Merit HR Status ~ Active Reason Merit
Payroll Status  Active 0 Payroll Status  Active
Future Current
Compensation Rate 1,760,785 usoD Frequency B Biweekly Compensation Rate 1680275 usD Frequency B Biweekly
» Comparative Information @ } Comparative Information (?)
» Pay Rates (D } Pay Rates @
Default Pay Components Contract Change Prorate Option TSy BmE Contract Ghange Prorate Option
Pay Components @ Pay Components &
» A i m qQ 1202 v
Amounts Controls Changes Conversion | II» | Amounts ‘ ‘ Controls ‘ | Changes ‘ | Conversion | [I»
Rate Code Seq Comp Rate Currency Frequency Points Percent Rate Code Group Rate Code Seq Comp Rate Currency Frequency Points Percent Rate Code Group
1 MDBKLY (1] 1,690.782975F USD B 1 MDBKLY 0 1,610.26950057 USD B
2 PRMPAY 0 70.00000053 USD B 2 PRMPAY 0 70.0000005] USD B
Calculate Compensation Calculate Compensation
Job Data Employment Data Earnings Distriby Benefits Frogram Parficipation Creditable Adjusted Dates Job Data Employment Data Earnings Distribution Benefits Program Participation Creditable Adjusted Dates
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Lecture 1: Verify Merit Increase (Salary
Grade)

Record 2 of 2

Work Location Job Information Job Labor Payroll Salary Plan
Millie Gaskill Empl ID 00218029
Employee Empl Record 0
Compensation Details (@ Q | 4 4| 20f2w
Effective Date  54/31/2022 Go To Row
Effective Sequence 0 Action Pay Rate Change
HR Status  Active Reason Merit
Payroll Status  Active
Current
Compensation Rate 1680275 usD Frequency B Biweekly
» Comparative Information @
» Pay Rates @
Default Pay Components Contract Change Prorate Option
Pay Components @
B Q 120f2 v
‘ Amounts ‘ Controls Changes Conversion 113
Rate Code Seq Comp Rate Currency Frequency Points Percent Rate Code Group
1 MDBKLY 0 1,610.26950057 USD B
2 PRMPAY 0 70.000000% USD B
Calculate Compensation
Job Data Employment Data Earnings Distribution Benefits Program Participation Creditable Adjusted Dates MIAMH
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Lecture 2: Merit Increase (Salary Step)

Navigate to DPR Salary Change: Human Resources (HCM) > DPR Self-Service > DPR Salary Change

1. Select Search Options to search for an Employee.
2. In the Search your Employees field, enter Employee Name or Employee ID #.

3. Select Search.

{ DPR S5elf-5ervice

= Search Options

Search

Search your Employees | Enter Mame, Employes 1D, Title or Email

4. Select the Employee’s Record.

< DFR Self-Service DPR Salary Change

« Search Options
Search your Employees | 00014872
Felica Krebs
Select Employee 1 row
T
Name / Title / ID - Record Status / Type Department
Ofir Doty
Active
Police Records Tech 3 CENTRAL RECORDS - PERSONNEL - PD03120100 >
00014872-0 Employee

150




Lecture 2: Merit Increase (Salary Step)

5. Under Compensation Details, in the *Transaction Date field enter the effective date of the

Merit.
In the *Reason field select Merit.
Under the Salary Plan section, select the next Step.

~N o

% Exit DPR Salary Change ‘;) ‘ :

Ofir Doty
Police Records Tech 3 @ @

MD Compensation Detail MD Review & Submit

Next

Compensation Details

“Transaction Date |01/31/2022
“Reason | Merit v
Pay Component Change Percent Change Amount New Amount Current Amount Currency Code Type Frequency
MDC Biweskly 2057.74 2,057.74 usD Flat Amount Biweekly
Premium Pay 70.00 70.00 uUsD Flat Amount Biweekly

‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘

New Information Curren t Information
Biweekly Salary 2,127.74 USD 2,127.74 USD
Annual Rate 55,321.24 USD 5532124 USD
hanges Made]
equired Field
Salary Plan
Salary Admin Plan K GSAF - OPEIU Local 100
Salary Grade 035 035

Grade Entry Date 01/31/1994
I Step |10 Q I

Step Entry Date 01/31/2022

Default Pay Components
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Lecture 2: Merit Increase (Salary Step)

8. Scroll down and select Default Pay Components to refresh the MDC Biweekly rate.
9. Select Calculate Compensation

10.Select Next.

Ofir Doty

Police Records Tech 3 O @

MD Compensation Detail

DPR Salary Change

MD Review & Submit

*Reason | Merit -

Pay Component

Change Percent Change Amount New Amount Current Amount Currency Code Type Frequency
MDC Biweekly 85.06 2,145.80 2,057.74 usp Flat Amount Biweeldy
Premium Pay 70.00 70.00 usb Flat Amount Biweskly
55.321.24 Compa Rafio 23
3814876 4510974 637057
Winimum Midpoint Maximum

New Information Current Information

Biweekly Salary 2,215.80 USD 2,127.74 USD
Annual Rate 57,610.80 USD 5532124 USD
Changes Made
* Required Fieid
Salary Plan
Salary Admin Plan K GSAF - OPEIU Local 100
Salary Grade 035 035

Grade Entry Date 01/31/1994

Step Entry Date 01/31/2022

Default Pay Components

Pay Components

2rows
B Q
‘ SAmounts | &Controls C&hanges C&onversion Show All
*Rate Code Seq Comp Rate Currency Frequency Percent Rate Code Group
1| MDBKLY. Q 0 2,145.807USD B +| = I
2 PRMPAY Q 0 70.00FUSD g

| Calculate Compensation I

o
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Lecture 2: Merit Increase (Salary Step)

11. In the Comments section enter a brief description of the request.
(Optional) Select Add Attachment to add any documents.
12. Select Submit once ready for processing.

DPR Salary Change

eeeeeeeeeeeeeeeeeeeeeeeeee

AAAAAAAAAAA
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Lecture 2: Merit Increase (Salary Step)

< HOME DPR Salary Change

g/ Your transaction request for Ofir Doty has been successfully submitted for approval.

Ofir Doty
Police Records Tech 3

Submit Confirmation

DPR Salary Change Approval

Pending View/Hide Comments

DPR Salary Change Approval

Pending

Muliiple Approvers

Cenfral HR approver

Comments

Felica Krebs at 01/31/22 - 2:59 PM
Requesting Merit Increase from Step 9 to Step 10 effective 01/31/22

MIAMH

154




Lecture 3: Pay Components (Pay
Supplements)

Navigate to DPR Salary Change: Human Resources (HCM) > DPR Self-Service > DPR Salary Change

1. Select Search Options to search for an Employee.

2. In the Search your Employees field, enter Employee ID, Employee Name, or Classification.

3. Select Search.

{ DPR 5elf-Service

+ Search Options

Search your Employees |Enter Mame, Employee |D, Title or Email

Search

4. Select the Employee’s Record.

< DPR Self-Service DPR Salary Change

w Search Options
Search your Employees 00197376
Felica Krebs
Select Employee 1 row
TL
Name / Title / ID - Record Status / Type Department
Georgie Looper
i Active

Fire Lieutenant SOUTH AREA COMMAND - FRO2010200 >
00197376 -0 Employee
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Lecture 3: Pay Components (Pay
Supplements)

5. Under Compensation Details, in the *Transaction Date field enter the effective

Date of the pay component.
6. In *Reason field select Components of Pay.

x Exit DPR Salal
Georgie Looper N
Fire Lieutenant @ ‘\E/‘
MD Compensation Detail MD Review & Submit
Compensation Details
*Transaction Date |01/31/2022
“Reason | Components of Pay v
Pay Component Change Percent Change Amount New Amount Current Amount Currency Code
Education Incentive Pay 155.78 185.78 usD
Fire-B. A 5077 50.77 usD
Fire Paramedic (Protocol Certi 24.000 24.000 %
Fire Hazardous 125.00 125.00 usD
MDC Biweekly 3,256.87 3,256.87 usD

90

88,

Minimum Midpoint Maximum
New Information Current Information
Biweekly Salary 4,407.46 USD 4,407.46 USD
Annual Rate 114,593.86 USD 114,593.86 USD

Changes Made
*_Required Field

Type

Flat Amount

Flat Amount

Percent

Flat Amount

Flat Amount

114,593.86 Compa-Ratio:1.68

Frequency

Biweekly

Biweekly

Biweekly

Biweekly

Biweekly

| Next )‘
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Lecture 3: Pay Components (Pay
Supplements)

7. Scroll down to the Pay Components Section.

8. Select the Plus (+) sign on the right side to add a new row.

9. On the*Rate Code column of the newly added row, select the magnifying glass for a list of
available Pay Components.

Pay Components 6 rows
by Q
&Amounts &Controls C&hanges C&onversion Show All
*Rate Code Seq Comp Rate Currency Frequency Percent Rate Code Group
1 |EDINCP Q 0 155 785SD B o+ —
2 E 1 = + -
3 |FIRBA Q 0 50.775sSD B o+ —
4 |FIRPRM Q 0 819.045SD B 24000 MDCMAX 5= -—
5 |HZDFIR Q 0 125 0052USD B =+ —
6 | MDBKLY Q 0 3.256.87USD B + —
Calculate Compensation
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Lecture 3: Pay Components (Pay
Supplements)

10.Select LEAD for Leadworker.
11.Select Default Pay Components.
12.Select Calculate Compensation.
13.Select Next.

x Exn DPR Salary = |
Georgie Looper
Fire Lieutenant O
MD Compensation Detail MD Review & Submit
New Information Current Information
Biweekly Salary 460061 USD 4.407 46 USD
Annual Rate 119.615.88 USD 11459386 USD
Changes Mads
* Required Fieid
Salary Plan
Salary Admin Plan C Local 1403 - Firefighters
Salary Grade 004 004
Grade Entry Date 10/20/2003
Step |9 aQ
Step Entry Date 10/20/2003
Default Pay Components
Pay Components 6 rows
&l Q
&Amounts &Controls C&hanges Cé&onversion Show All
“Rate Code Seq  CompRate Currency  Frequency Percent Rate Code Group
1 |EDINGP Qa 0 155.78FUSD B + -
2 | FIRBA Q 0 50.77F7USD B L -—
3 | FIRPRM Q 0 856.427USD B 24000 MDCMAX B —
4 | HZDFIR Q 0 125.007USD B B -
5 |LEAD Q 0 155 777USD B -+ -—
&  MDBKLY (=} o 3,256.87FUSD B -+ -_—
Calculate Compensation
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Lecture 3: Pay Components (Pay
Supplements)

14. In the Comments section, enter a brief description of the request.

NOTE: Approved HR Compensation Memoranda are required when adding some Components of
Pay.

15. Select Add Attachment to add the authorized Compensation Memo granting the employee the
components of pay.

DPR Salary Change

X Exit
Georgie Looper 1 7
Fire Lieutenant O O

= MD Compensation Detail MD Review & Submit

Review and Submit
Transaction Date  01/31/2022
Reason Components of Pay

New Information Current Information

Biweekly Salary! 460061 USD 440746 USD

Annual Rate 119,615.88 USD 114,593.86 USD

Commen ts

Per approved HR Compensation Memo effective 01/31/2022 adding Leadworker pay (LEAD)

Attachments

No documents have been attached

Add Attachment
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Lecture 3: Pay Components (Pay

Supplements)

16.Select My Device.
17.Locate and select the documentation.
18.Select Open.

19.Select Upload.
20.0nce the upload is complete, select Done.

Choose

From

Compensation Memo for LW - Copy_pdf
File Size: 51KB

File Attachment

Upload Complete
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Lecture 3: Pay Components (Pay

Supplements)

21.Review the adjustments
accordingly. Notice the
Transaction Date, Reason, the
New Biweekly Salary
Information versus the
Current Information Biweekly
Salary Information,
Comments, and Attachments.

22.Select Submit once ready to
submit the request.

The DPR Salary Change Request
has been successfully submitted
and pending approval by Central
HR.

New Information

aaaaaaaaaaaaaa

mmmmmmmm

eeeeee
uuuuuuuuuuuuuu

DPR Salary Change

Georgie Looper

Submit Confirmation

DPR Salary Change Approval

Pending

mmmmmmmm
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Lecture 4: Pay Components
(License/Certifications)

Navigate to Manage Employee Profile: Human Resources (HCM) > HR Administration > Job
Information > Manage Employee Profile

1. Select Find an Existing Value tab.
2. Inthe Empl ID field enter the Employee’s 8-digit Numeric Identification Number.

3. Select Search.

< Human Resources (HCM) HR Administration

5 Job Information ~
Person Profiles

Job Data Enter any information you have and click Search. Leave fields blank for a list of all values.
Worlkforce Job Summary Find an Existing Value Add a New Value
Manage Employee Profile * Search Criteria

28 Headcount e Empl ID | beqgins with ~

w Labor Administration v Profile Type | begins with Q

#% HR Configuration v Name | begins with

Last Name | begins with

Alternate Character Name | begins with

Include History [ Case Sensitive

=] P
Search Clear Basic Search & Save Search Criteria
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Lecture 4: Pay Components
(License/Certifications)

4. Select the Qualifications tab.

5. Under Licenses and
Certification select the Add
New Licenses and
Certifications hyperlink.

< Human Resources (HCM)
% Job Information
Job Data
‘Worlkforce Job Summary
Manage Employee Profile
258 Headcount
s Labor Administration

#* HR Configuration

~
Person Profile
EmplID 00219546 Kaylani
Profile Type PERSON Person
"Profile Status | Active v
*Description | Kaylani Oleary
@ Print ® Comments [Select Action]
Profile Actions
v
I Education Qua Veterans' Preference Additional Information MDC Blue Book

¥ Honors and Awards

There are currently no Honors and Awards for this profile. Please add one if required

=+ Add New Honors and
¥ Language Skills

There are currently no Language Skills for this profile. Please add one if required.

4 Add New Language Skills

~ Licenses and Certifications

There are currently no Licenses and Certifications for this profile. Please add one if required.

+  Add New Licenses and Cerfifications

¥ Memberships

There are currently no Memberships for this profile. Please add one if reguired.

+  Add New Memberships
¥ Competencies

There are currently no Competencies for this profile. Please add one if required.

<+ Add New Competencies
Save

Return to Search

[¥

Add

163




Lecture 4: Pay Components

(License/Certifications)

6. In the *Issue Date field, enter the issue date of
the license/certification.

7. In the *License field, select the magnifying glass
to search for the qualified license/certification.

8. In the Country field, enter USA.

9. In the State field, enter FL.

10.Select the License Verified check box once
verified.

NOTE: It is important that this check box is selected
once the license has been verified.

11.In the Expiration Date field, enter the expiration
date of the license/certification.

12.In the License/Certification Number field enter
the License/Certificaiton number.

13.1n the Issued By field, enter the qualified agency

that issued the employee’s license/certification.
14 _Select OK

Person Profile

Add New Licenses and Certifications

EmplID 00219546 Kaylani Oleary
Profile Type PERSON Person

Help

Add item details. Select OK to apply changes and return. Select Cancel to returmn without making any changes. Select Apply and Add Another to continue adding

additional items.

Details Q View Al
*Issue Date |01/01/2022 = +
*License |CPPO @, | Cert Public Purchasing Officer
Country |USA
United States
State |FL
Florida
License Verified
Expiration Date |01/01/2025 ...
License/Certification Number |CPP12345
246 characters remaining
Issued By |Universal Public Procurement Certification Council (UPPCC)
196 characters remaining
Cancel Apply and Add Another
MIAMH




Lecture 4: Pay Components
(License/Certifications)

15. Under Attachment, select the paper clip to add the license/certification
documentation.

< Human Resources (HCM)

% Job Information ~
Person Profile
Job Data EmplID 00219546 Kaylani Oleary
Profile Type
Worldforce Job Summary ype FERSON Ferson
*Profile Status Active g
Manage Employee Profile “Description | Kaylani Oleary
22t Headcount ~ . -
& print @ Comments [Select Action] v| ®
Profile Actions
‘s Labor Administration ~
£ HR Configuration - Education Qualifications Veterans' Preference Additional Information MDC Blue Bock | 5

* Honors and Awards

There are currently no Honors and Awards for this profile. Please add one if required

4+  Add New Honors and Ay

~ Language Skills

There are currently ne Language Skills for this profile. Please add one if required

< Add New Language Skills

¥ Licenses and Certifications

H Q -1 v
1D License Attachments
GPPO Cert Public Purchasing ¢ £ o
+ Licenses and Certifications
~ Memberships
There are currently no Memberships for this profile. Please add one if required.
+ Add New Memberships
~ Competencies
There are currently no Competencies for this profile. Please add one if required
+  AddNew Comy
Save
Return to Search Add
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Lecture 4: Pay Components
(License/Certifications)

16.Select Add Attachment to enclose the license/certification documentation.
17.Select Choose File and select the file from the computer.
18.SE|ECt Upload. File Attachment b

Help

| Choose File | License Cerlification (1-1-22) pdf

| Choose File | Ho file chosen

| Choose File | Mo file chosen

Mo file chosen

| Choose File

| Choose File | Mo file chosen

Upload Cancel

i
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Lecture 4: Pay Components
(License/Certifications)

19.In the Description field, enter a brief description.

20.Select OK.

Profile Item Attachments|
Attachments
=] q oF 1
File Name Description Attached On
amen Farifeation (4497 pof 02/01/2022
License_Certification_(1-1-22).pd CPPO K. Oleary 01-01-22 045 06 AM
Add Attachment
0K Cancel

Help
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Lecture 4: Pay Components
(License/Certifications)

21.0nce all supporting documentations are enclosed, select Save.

< Human Resources (HCM)

E

E3

Job Information

Job Data

Workforce Job Summary

Manage Employee Profile

Headcount

Labor Administration

HR Configuration

Person Profile

EmplID 00219546
Profile Type  PERSON Person
*Profile Status | Active v

“Description | Kaylani Oleary

& Print ¢

omments [Select Action] -
Profile Actions

Education Qualifications. Veterans' Preference Additional Information MDC Blue Book

B

~ Honors and Awards

There are currenty no Honors and Awards for this profile. Please add one i required

+  Add New Honors and Award

~ Language Skills

There are currenty no Language Skils for this profile. Please add one if required

+  Add New Language Skills

~ Licenses and Certifications

B Q -1of1 v View All
D License Afttachments
CPRO Cert Public Purchasing Officer ]

+  Add New Licenses and Certifications
~ Memberships
There are currenty no Memberships for this profile. Flease add one ff required
+  Add New Memberships
~ Competencies

There are currently no Competencies for this profile. Please add one if required

+  addn

petencies
Save

Return to Search Add
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Lecture 4: Pay Components
(License/Certifications)

Navigate to DPR Salary Change: Human Resources (HCM) > DPR Self-Service > DPR Salary Change

1. Select Search Options to search for the Employee.

2. In the Search your Employees, field enter Employee ID, Employee Name, or Classification.

3. Select Search.

{ DPR S5elf-5ervice

w |Search Options

Search your Employees | Enter Mame, Employee 1D, Title or Email

Search

4. Select the Employee’s Record.

DPR Salary Change
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Lecture 4: Pay Components
(License/Certifications)

5. In the *Transaction Date field, enter the
effective date of the transaction which is
the first day of the beginning of pay
period after employee’s certification

DPR Salary Change

issued date. — =
NOTE: The effective date for
. ., . . . :—:
Licenses/Certifications is the first of the

beginning of the pay period after the
employee’s certification issued date.

aaaaaaaaaa

6. Inthe *Reason field, select Components
of Pay for License/Certifications.

7. In the Pay Components section, selectthe |
Plus sign (+) to add the *Rate Code for I Lo o -
the License/Certification. o S e

ccccccccccccccccccc

8. A new row will appear, select the
magnifying glass to select the
License/Certification Rate Code. 170 D




Lecture 4: Pay Components
(License/Certifications)

9. Select the Comp Rate Code related to the License/Certification.

Cancel Lookup
Search for. Rate Code
» Search Criteria
« Search Results
i = 3 rows
Comp Rate Code © Description = Comp Base Pay Switch < Rate Code Type & Rate Code Class <
CARALW Car Commuting Allowance Y Flat Amount FLAT
HFSTP Half Step Y Flat Amount HLFSTP
LEAD Leadworker Y Flat Amount 1STEP
MDBKLY WMDC Biweekly Y Flat Amount FLAT
NGT1S Night Differential Y Flat Amount 1STEP
NGT2 Night Differential Y Flat Amount 25TEP
PRCHCT Purchasing Or Contract Procure Y Flat Amount 15TEP
PRIMPAY Premium Pay Y Flat Amount FLAT
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Lecture 4: Pay Components

(License/Certifications)

10. Select Default Pay Components.
11. Select Calculate Compensation.

uuuuuuuuuu

12. Select Next.

mmmmmmmmmmm

55555

mmmmmmmmm

D Corpenscton Dl

Chenge Arrourt New Arount

::::::

,,,,,,,

7124080 U3D

2 Ao

CanentAmount

mmmmmmmm

nnnnnnnn

nnnnnnnn

nnnnnnnn

The system has now properly calculated the employee’s new Biweekly Sa

mmmmmm

Binesky

Binesty

Binesky

lary.

—
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Lecture 4: Pay Components
(License/Certifications)

DPR Salary Change

New Information

Current Information

mmmmmmmm

13.Review the New Information section versus the Current Information section. Notice the new
Biweekly Salary.
14.1n the Comments section, add a brief description for the request.
15.Select the Add Attachment to add any supporting documentation.
16.Review and ensure the request is complete then select Submit.
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Lecture 4: Pay Components
(License/Certifications)

The License/Certification Salary request has been successfully submitted pending the

approval of Central HR.

/ Your transaction request for Kaylani Oleary has been successfully submitted for approval.

Kaylani Oleary
Procurement Contracting Ofc 1

Submit Confirmation

DPR Salary Change Approval
: Pending ]
aaaaaaaaaaaaaaaaaaaaaa
Pending
QO Gental HR aporover
Commen t

Felica Krebs at 02/11/22 - 9:50 AM
Request to add the verified CPPO Certification effective 01/10/2022

Mi
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Lecture 5: Review Salary Change via Job Data
(Salary Grade)

Navigate to Job Data: Human Resources HCM > HR Administration > Job Information > Job Data

1. Select Find an Existing Value.
2. Inthe Empl ID field, enter the Employee’s 8-digit Numeric Identification Number.

3. Select Search. ¢ Human Resources (HCM) HR Administration
% Job Information A
Job Data

Job Data Enter any information you have and click Search. Leave fields blank for a list of all values.

Workforce Job Summary Find an Existing Value | Keyword Search

Manage Employee Profile w Search Criteria
2% Headcount v | Empl ID | begins with v
s Labor Administration v Empl Record | = v
#% HR Configuration V Name | begins with ~

x‘ Dotted Line Last Name | begins with v

= Second Last Name | begins with v
itn Export Org Chart

Alternate Character Name | begins with +
9 OnBoarding v

Middle Name | begins with v
4 OffBoarding v

include History [JCorrect History [Case Sensitive

I Search Clear Basic Search B Save Search Criteria
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Lecture 5: Review Salary Change via Job Data

(Salary Grade)

4. Select the Compensation tab.

5. Within the Pay Components section,
select the Amounts tab.

Notice the most recent record. 1 of 2, the
Effective Date, Effective Sequence,
Action, Reason, and the new
Compensation Rate

Notice the Comp Rate with the new Merit
Increase.

HR Administration

Calculate Compensation

Creditable Adjusted Dates

Work Location Job Information Job Labor Payroll Salary Plan
Claudette Mclean EmplID 00218020
Employee Empl Record 0
Compensation Details (2 Q L.
Effective Date  14,24/2021 Go To Row
Effective Sequence 1 Action  Pay Rate Change
HR Status  Active Reason Merit
Payroll Status ~ Active Job Indicator  Primary Job
Current
Compensation Rate 1 670275 usnD Q. “Frequency BQ Biweekly
» Comparative Information (@
* Pay Rates (3
Biweekly 1,670.269500 ugp  Hourly 20878369 USD
Annual 43,427.007000 usD Monthly 3618.917250  USD
Default Pay Componenis Confract Change Prorate Option
Pay Components (®

B Q v

Amounts Controls Changes Conversion | I

*Rate Code Seq Comp Rate Currency Frequency Points Percent s
1 MDBKLY Q 0 1.610.268500 ¢ usD [+ B Q -
2 |PRMPYK Q 0 60.00000057  USD B -

Job Data Employment Data Eamings Distribution Benefits Program Participation
‘ Save | Retumn to Search Notify Refresh Update/Display Include History Correct History
Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation
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Lecture 5: Review Salary Change via Job Data

(Salary Grade)

6. Within the Pay Components
section, select the Changes tab
to view the comparative
information.

Notice the MDBKLY Change
Amount and the Change Percent.

Work Location Job Information Job Labor Payroll

Claudette Mclean
Employee

Compensation Details (2

Effective Date 192412021

Effective Sequence 1
HR Status  Active
Payroll Status  Active

Compensation Rate 167027~

» Comparative Information &

~ Pay Rates (@)

Biweekly 1,670.269500 usD
Annual 43,427.007000 usD

Default Pay Components

Pay Components (2

EmplID 00218029
Empl Record 0

Q 102 w
Go To Row
Action Pay Rate Change
Reason  Merit
Job Indicater  Primary Job
Current
usp Q Frequency BQ Biweskly

Hourly 20878369  USD
Monthly 3518917250 USD

Contract Change Prorate Option

B Q
Amounts Controls Changes Conversion | |I»
*Rate Code Seqg Change Amount Currency Frequency Eg;ﬂge Change Percent
1 |MDBKLY Q 0 76.679500 3 usD Q | | Biweekly 5.000 =+
2| | PRMPYK Q 0 0.00000057 USD Eiweeldy 0.000 =

Calculate Compensation

Job Data Employment Data

| save || Retmto searcn Notify Refresh

Work Location | Job Information | Job Laber | Payroll | Salary Plan

Eamings Distribution

Benefits Program Participation Creditable Adjusted Dates

Update/Display Include History

Compensation

Correct History
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Lecture 5: Review Salary Change via Job Data
(Salary Grade)

Notice the displayed record 2 of 2, Y
Effective Date, and the previous
Compensation Rate and *Rate

Work Location Job Information Job Labor Payroll Salary Plan Compensation

HR Status
L] L]
Code before the merit increase :
[] History
Compensation Rate 1.503.50 uso Q “Frequency BQ Biweekly

» Comparative Information (@

~ Pay Rates (3
Hourly 19918875 USD

Biweekly 1,593 590000 usD
Monthly 3452778333  USD

Annual 41,433.340000 usD

Default Pay Components Contract Change Prorate Option

Pay Components &

"5 Q
Amounts Controls Changes Conversion 113
o n Rate Code
Rate Code Seq Comp Rate Currency Frequency Points Percent Group
1 |MDBKLY Q 0 1,533.500000 7 usD Q E Q -
2 [PRMPYK Q 0 60.000000;7 USD B -
Calculate Compensation
Job Data Employment Data Eamings Distribution Benefits Program Participation Creditable Adjusted Dates
| Save | Return to Search Notify Refresh Update/Display Include History Correct History

Work Location | Job Information | Job Labor | Payroll Salary Plan Compensation
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Lecture 5: Review Salary Change via Job Data
(Salary Step)

Navigate to Job Data: Human Resources HCM > HR Administration > Job Information > Job Data

1. Select Find an Existing Value.

2. Inthe Empl ID field
3. Select Search.

l enter the Emi Ioiee’s 8-dii it Numeric Identification Number.
< Human Resources (HCM) HR Administration

% Job Information

~

Job Data

Job Data

Enter any information you have and click Search. Leave fields blank for a list of all values.

Workforce Job Summary
IWanage Employee Profile

2% Headcount

e Labor Administration

,l,_? HR Configuration

“ Dotted Line

B Export Org Chart

#§i OnBoarding

4 OffBoarding

Find an Existing Value

Keyword Search

¥ Search Criteria

Empl ID

begins with v

Empl Record

Name

Last Name

Second Last Name

Alternate Character Name

Middle Name

= ~

begins with v

begins with ~

begins with ~

begins with v

begins with v

OlInclude History [JCorrect History [JCase Sensitive

) @ L
Clear Basic Search & Save Search Criteria
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Lecture 5: Review Salary Change via Job Data
(Salary Step)

4. Select the Salary Plan tab.

Notice the most Current record 1 of 1, the Effective Date, Action, Reason, Step and Step Entry

Date. The non-job basis employee’s salary change request for the merit increase from Step 9 to
Step 10 was processed with the effective date of 1/31/2022.

HR Administration
Work Location Job Information Job Labor Payroll Salary Plan Compensation

Ofir Doty Empl ID 00014872

Employee Empl Record 0

Salary Plan Details @ Q

Effective Date  4/31/2020

Go To Row
Effective Sequence ( Action Pay Rate Change
HR Status Active Reason Merit
Payroll Status Active
Current
°
Salary Admin Plan K : GSAF - OPEIU Local 100
.J
Grade 035 035 Grade Entry Date  01/31/1994
Step 10 Step Entry Date  01/31/2022
Job Data Employment Data Earnings Distribution Benefits Program Participation Creditable Adjusted Dates
Save Return to Search Previous in List Next in List Notify Refresh Update/Display Include History

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation
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Lecture 5: Review Salary Change via Job Data

(Salary Step)

5. Select the Compensation
tab.

6. Within the Pay Components
section, select the Amounts
tab.

Notice the Comp Rate with the
new Merit Increase.

Work Location Job Information Job Labor

Employee

Compensation Details @

Effective Date  9/34/2022

Effective Sequence (
HR Status  Active
Payroll Status  Active

Compensation Rate
» Comparative Information (2
» Pay Rates (@
Default Pay Components

Pay Components @

"5 Q

Payroll Salary Plan

Empl ID 00014872
Empl Record 0

2215805  USD

Controls Changes Conversion {13

Rate Code Seq Comp Rate

Currency Frequency

Action

Reason

Go To Row

Pay Rate Change
Merit

Current

Frequency B Biweekly

Contract Change Prorate Option

™
<

Points Percent Rate Code Group

1 MDBKLY 0

2,145.8000005F USD B

2 PRMPAY 0

Calculate Compensation

Job Data Employment Data

70.0000005F USD B

Earnings Distribution

Benefits Program Participation

Creditable Adjusted Dates

HR Administration
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Lecture 5: Review Salary Change via Job Data

(Salary Step)

7. Within the Pay Components
section, select the Changes
tab to view the comparative
information.

Notice the MDBKLY Change
Amount and the Change
Percent.

Work Location Job Information Job Labor Payroll

SR

EmplID 00014872
Empl Record 0

Employee

Compensation Details @)

Effective Date  1/31/2022

Effective Sequence ( Action Pay
HR Status  Active Reason Meri

Payroll Status  Active

Compensation Rate 2,215.805 usD

» Comparative Information (2
b Pay Rates @
Default Pay Components

Pay Components @

Q of 1 ~
Go To Row
Rate Change
it
Current
Frequency B Biweekly

Contract Change Prorate Option

B Q 2012 v
Amounts Controls Conversion 113
Rate Code Seq Change Amount Currency Frequency ggian':ge Change Percent
1 MDBKLY 0 88.0600005 USD Biweekly 4.279
2 PRMPAY 0 0.0000005 USD Biweekly 0.000

Calculate Compensation

Job Data Employment Data Earnings Distribution Benefits Program Participation

Creditable Adjusted Dates

HR Administration
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Lecture 5: Review Salary Change via Job Data
(Pay Components)

Navigate to Job Data: Human Resources HCM > HR Administration > Job Information > Job Data

1. Select Find an Existing Value.
2. Inthe Empl ID field, enter the Employee’s 8-digit Numeric Identification Number.

3. Select Search. ¢ Human Resources (HCM) HR Administration
% Job Information A
Job Data

Job Data Enter any information you have and click Search. Leave fields blank for a list of all values.

Workforce Job Summary Find an Existing Value | Keyword Search

Manage Employee Profile w Search Criteria
2% Headcount v | Empl ID | begins with v
s Labor Administration v Empl Record | = v
#% HR Configuration V Name | begins with ~

x‘ Dotted Line Last Name | begins with v

= Second Last Name | begins with v
itn Export Org Chart

Alternate Character Name | begins with +
9 OnBoarding v

Middle Name | begins with v
4 OffBoarding v

include History [JCorrect History [Case Sensitive

I Search Clear Basic Search B Save Search Criteria
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Lecture 5: Review Salary Change via Job Data
(Pay Components)

4. Select the Compensation S .
tab- nnnnnnnnnn ion Deta ils (@ Q

Notice the Current record 1 of e
1, the Effective Date, Action, I
and Reason. In the Pay Co

Components section, the

employee’s salary change
request for the Leadworker
(LEAD) pay component was I -
approved and processed with '

nnnnnnnnnnnnnnnnnnnnn

the effective date of

1/31/2022.

Calculate Compensation

Benefits Program Parficipation
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Lecture 5: Review Salary Change via Job Data
(License & Certification)

Navigate to Job Data: Human Resources HCM > HR Administration > Job Information > Job Data

1. Select Find an Existing Value.
2. Inthe Empl ID field, enter the Employee’s 8-digit Numeric Identification Number.

3. Select Search. ¢ Human Resources (HCM) HR Administration
% Job Information A
Job Data

Job Data Enter any information you have and click Search. Leave fields blank for a list of all values.

Workforce Job Summary Find an Existing Value | Keyword Search

Manage Employee Profile w Search Criteria
2% Headcount v | Empl ID | begins with v
s Labor Administration v Empl Record | = v
#% HR Configuration V Name | begins with ~

x& Dotted Line Last Name | begins with v

= Second Last Name | begins with v
itn Export Org Chart

Alternate Character Name | begins with +
9 OnBoarding v

Middle Name | begins with v
4 OffBoarding v

include History [JCorrect History [Case Sensitive

) ] :
| Search Clear Basic Search & Save Search Criteria
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Lecture 5: Review Salary Change via Job Data
(License & Certification)

4. Select the Compensation
tab.

Notice the Current record. 1 of
1, the Effective Date, Action,
and Reason. In the Pay
Components section, the
employee’s salary change
request to add the
Procurement or Contract
Procure (PRCHCT) pay
component was approved and
processed with the effective
date of 1/10/2022.

HR Administration
cation Job Infermation Job Labor Payroll Salary Flan Compensation

Kaylani Oleary

eeeeeeee

Payroll Status ~ Active

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn

CCCCCCCCCCCCCCC

aaaaaaaaaaaaaaaaaaaaaa

Job Data Employment Data
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Lesson 6: Activities and Exercises




Lesson 6: Lesson Summary

Now that you have completed the lesson, you should be able to:

Request Merit Increase for Salary Grade Employee
Request Merit Increase for Salary Step Employee
Request Component of Pay

Request License/Certification.
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Lesson 7: Payroll

This lesson will review Define Payroll.

* Review an Employee’s Paycheck for a specific pay period.

g
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Lesson 7: Key Terms

Pay Calendar

Pay Group

Pay Run IDs

Earnings Codes

Deduction Codes

Term Definition

Use pay calendars to schedule payroll cycles for your paygroups. Each entry
on the pay calendar corresponds to a specific pay period, defined by its
begin and end dates.

A pay group is a logical grouping of employees based on shared
characteristics that facilitate payroll processing because of common
requirements such as employee type, pay frequency, same country location,
and so on. A pay group consolidates a set of employees within a company
for payroll processing

Pay Run Ids enable payroll processes to be run for each calendar. A pay run
id must be created for each “run”. Pay Run Ids must be created and attached
to a pay calendar at the beginning of a new year.

An earnings code defines a type of earnings that your organization requires
such as regular earnings, vacation, holiday, special earnings.

In Payroll for North America, there are two types of deductions, general
(non-benefit) deductions and benefit deductions. The system uses different
deduction rules depending on the type of deduction that you are setting up.

190
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Lecture 1: Payroll

Navigate to: Main Menu > Navigator > Human Capital Management > Payroll North America >
Payroll Processing USA > Produce Payroll > Review Paycheck

1. In the Company field, select MDC.
5 2. In the Pay Group field, select from the employee’s specific Pay Group code

Pay Group |Description

= Code
[ |
. MDC General Employees All county employees
— Miami-Dade Non- Foster Grandparent, Service
] Employees Corps Worker, and Senior
Companion

Miami-Dade Retirees Retirees
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Lecture 1: Payroll

3. In the Pay Period End Date field, enter the Pay Period End Date.
4. In the Empl ID field, enter the Employee’s 8-digit Numeric Identification Number.

5. Select Search. Review Paycheck
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

* Search Criteria

Company | begins with ~| MDC

Pay Group | begins with v | MDC

Pay Period End Date | = v 05/31/2020 Q

Off Cycle ?
| - Page Nbr | = Q
Line Nbr | = Q

Separate Check Nbr | =

Paycheck Number | =

v
v
v
~
EmplID | begins with +
ns with v
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Lecture 1: Payroll

6. Select the individual paycheck you want to review by clicking on any link in the
desired line

5 View All 1-100 0of 300  ~ A

Company Pay Group Pay Period End Date Off Cycle ? Page Nbr Line Nbr Separate Check Nbr Form Identification Paycheck Number EmplID Name

MDC MDC 10/31/2021 N 1 1 0 ADVICE

MDC D N ADVICE 30970
[ S

MDC D N 2 2 0 ADVICE

MDC MDC 10/31/2021 N ADVICE

MDC D N ADVICE
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Lecture 1: Payroll

1. Select the Paycheck Earnings tab to view
the employee’s Paycheck Totals, hourly
rate, Other Earnings, and Special
Accumulators.

NOTE: The Paycheck Status confirmed means

that the paycheck has been issued.

If the Paycheck Option reads Advice, it
means it was Direct Deposit and if it reads
Check it means a physical check was
distributed.

2. Select the drop-down arrow of Page 1 of

2 and select 2 of 2.

Salaried

4444444444444

SSS

DDDDDDDDDDDD
UUUUUUUUUUUU

Description

HHHHHHHHHH

Hours Earnings Empl Record
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Lecture 1: Payroll

3. Select Paycheck Taxes tab.
4. Select Tax Details 1 tab to see the taxes for the pay

. Paycheck Eamings Paycheck Taxes Paycheck Deductions
period.

EmplID 00216715 Name Kennedy,Matthew L
Company MDC Pay Group FRE Pay Period End  05/31/2020 Page 126 Line 7 Separate Check
Paycheck Information Paycheck Totals
The Tax Class column lists the different types of taxes
Issue Date  08/05/2020 Paycheck Number 3521 Taxes 241820

withheld: e S sse
Federal MED/EE - Employee paid Medicare tax (MICA) | ..
Federal Med/ER — Employer-paid Medicare tax (not -

= withheld from the employee's pay) (MICA) Tty Rt lwaty omtyhame
~ | Federal OASDI/EE - Employee paid Social Security tax |~
(FICA)

__ 1 Federal OASDI/ER - Employer paid Social Security tax |-
(not withheld from the employee's pay) (FICA)

Federal Withholding - Federal withholding tax
State Withholding - State withholding tax (if applicable).

NOTE: ER are not visible on the employee’s paycheck in
legacy application, they are employer portions. 195 i)




Lecture 1: Payroll

The following are the four types of tax classes that can
appear in the Class column:

Company MDC Pay Group FRE Pay Period End  05/31/2020 Page 128 Line 7 Separate Check

e Before-Tax - Indicates that the deduction reduces

Paycheck Status ~ Confirmed Paycheck Option  Advice Earnin, gs 4,228.10

< Paycheck Earnings Review Paycheck
aychec! i

Paycheck Eamings Paycheck Taxes

Issue Date  06/05/2020 Paycheck Number 3521 Taxes -2,416.20

the employee's taxable wages on the paycheck. e M B R
e After-Tax — Indicates that the deduction is taken
after tax withholdings are calculated, thus not E warv] > 1 e

Deduction Details 3 113

a ffe Cti n g t h e e m p I Oye e ! S ta Xa b I e g ro SS . Deduction Code Description Class Amount Calculated Base

e Nontaxable — Indicates that the deduction is an
: employer-paid deduction. . i — e o
e Taxable - These are not actual deductions withheld |~

FFCHAR Firefighters Charities After-Tax 4.00

from the employee's pay. The amount associated
with a taxable deduction is the amount added to the | Db
employee's taxable gross wages for the pay period.
NOTE: In legacy application, nontaxable deductionclass (“° o
is not visible on the employee’s paycheck. These are
employer portions. e
NOTE: FRS contributions are now a deduction in
INFORMS. Loe -

~ Net Pay Distribution
B Q -Tof1 w View Al

Paycheck Eamings Paycheck Taxes Paycheck Deductions




Lecture 1: Payroll

1. Select the Paycheck Deductions tab.

2. Select the Deduction Details 1 tab to view the employee’s deductions for the pay period.

3. Select the Garnishment arrow to view the general deductions.

NOTE: Garnishments section displays court related deductions such as Child Support.

¥ Gamishments

Priority 1 I GRMN191

Vendor GARNISH-001
Law Source $U
Disposable Earnings
Less Exemption
Less Other Garnishments
Maximum Deduction
Limited Amount
Garnishment Amount
Company Fee
Payee Fee

Total Deducted

236432
482.69

1,881.63

1,881.62
1,881.63

1,881.63

Q 10f1 ~
Type Tax Lewy
AP Status

Rule ID LEVY!S Tax LevyiSingle

Proration Rule 1D

Limited Type Deduct Mot Limited

Adjusted Due To Included Fee

View All
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Lecture 1: Payroll

The Paycheck Deductions Details 2 tab displays the detailed deductions/contributions such as

benefits plan and plan type.

Paycheck Eamings Paycheck Taxes ‘ Paycheck Deductions ‘
EmplID 00216718 Name  Kennedy,Matthew L
Company MDG Pay Group FRE Pay Period End  05/31/2020 Page 126 Line 7 Separate Check
Paycheck Information Paycheck Totals
Paycheck Status  Gonfirmed Paycheck Option  Advice Earnings 422810
Issue Date  06/05/2020 Paycheck Number 3521 Taxes -2.41620
Off Cycle Reprint Adjustment Corrected Cashed Deductions 18676
Net Pay 6,457.54
* Deductions
H Q 180f9 % b B Vigw All
Deduction Details 1 Deduction Details 3 | II»
Deduction Code Plan Benefit Record Plan Type Not Taken Reason
DCFFLF FLIFE 0 Life
STDIS STDHGH 0 Short-Term Disability
FRS HB o Flarida Retirement System
FRS HB 0 Florida Retirement System
FF1403 999 General Deduction
FFCHAR 999 General Deduction
FRPAC 999 General Deduction
LIFESX 999 General Deduction
» Gamishments
~ Net Pay Distribution
5 Q v View All
Check/Advice Number Account Type Bank ID Account Number Amount
3521 Checking 87654321 XNXXSETE 6,457.54
Return to Search Notify
Paycheck Eamings | Paycheck Taxes | Paycheck Deductions
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Lecture 2: Print Paycheck

Navigation: Payroll for North America > Payroll Processing USA > Produce Payroll > Review Self-Service
Paycheck

1. Select the Company, Pay Group, and Empl ID and select Search.
2. Select the Employee Record from the Search Results

Review Self Service Paycheck

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

¥ Search Criteria

Company = begins with ~ | [MDC Q

Pay Group | begins with -~ [MDC Q

EmplID | begins with ~ | 00400873

Hame | begins with W

Case Sensitive

Search I Clear | BasicSearch 7 Save Search Criteria

Search Results

View All 1-10f1

Company Pay Group EmplID Hame

MDC MDC 00400873 | Crespi,Christin
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Lecture 2: Print Paycheck

3. Select View Paycheck under the View Self-Service Paycheck section.

View Self Service Paycheck

Christina Crespi

¥ Select Paycheck

H Q 120f2  « View Al
Check Date View Paycheck Company Pay Begin Date  Pay End Date NetPay Paycheck Number PDF File
120312021 Miami Dade County 11M15i2021 1112812021 $1135.97 60372
11M19/2021 View Paycheck Miami Dade County 110172021 11142021 $1319.22 62254

Return to Search

MIAMH
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Lecture 2: Print Paycheck

4. The employee’s paycheck will be available to view. The DPR can print or save the
paycheck as a PDF document.

Mismi Dade County Pay Group: MDC-Genaral Emplovess Eusiness Unit: | PH
111 MW Lst Streat, Ste DevEeginDate: 11152021 Advice 8 000000000060372
1630 MIAMI-DADE Pav End Date: 11282021 Advice Date:  1203/2021
Miami, FL 331231985
TAX DATA: Federal FL State
Christina Crespi Employes 1D: 00400873 Tax Stams: Single NiA
112 MW Second Street Department: PHOE100000 NEWBERG WAREHOUSE Allowances: NA 0
Miami, FL 33128 Location: OPEN LAND/VACANT LOT/CANAL Addl. Pescent- WA
Job Title: crician
Pay Rate: $1,000.70 Biweakly Addl. Amount.
HOURS AND EARNINGS TAXES
Current - YID
~ R Hour: Earnings Hours Description Current YID
40,00 Fed Withholdng 155.66 370.60
24.00 Fad MEDVEE 2756 60.45
16.00 Fad OASDLEE 11734 25846
24047
123546
80.00 4,168.71 | TOTAL: 30106 680.51
BEFORE-TAX DEDUCTIONS AFTER-TAX DEDUCTIONS EMPLOYER PAID BENEFITS
Description Current ipti Current Description Current ITD
FRS Contribution 3702 GAFNChild (Amount) 50.00 Medical Select Insurance Plan 518.23 103546
GAPRNChild (Co. Fee) 200 Basic Life Insurance 4.00 200
GARN-Tax Levy 250.40 FRS Contribution 205.66 440 24
GARNWTit (Amount) 8125
GARNWrt (Co. Fee) 200
Govt Supervisors Assoc Dues 2100
TOTAL: 5701 122.06| TOTAL: 406 .65 *TAXABLE
[ TOTAL GROSS FED TAXABLE GROSS TOTAL TAXES TOTAL DEDUCTIONS
Current 1,900.70 1,843 62 301.06 463 67
YTD 416871 4046 65 680.51 1,024 01
NET PAY DISTRIBUTION
Account Type Ascount Number il
Advice 5D00000000060372 Checking TOOHKG789 500.00
Checking passsescaiin] 63597
TOTAL: | [113507
MESSAGE:
Please consider the Miszion Statement:
environment before "Delivering excellent public services that address our communiry's needs and enhance our quelity of life, now and in the fatwre.”
printing your paystub
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Lesson 7: Activities and Exercises




Lesson /: Lesson Summary

Now that you have completed the lesson, you should be able to:

* Review Employee’s Paycheck for a specific pay period

g
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Lesson 8: Workflow Approvals

At the conclusion of this lesson, you will be able to:
e Review and Approve License/Certification Requests

g
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Lesson 8: Workflow Approvals

WORKFLOW APPROVAL

BUSINESS PROCESS

ReviewlA;;fruveIReject Once Approved, the Record is
the Request d

®

Update

&

h.|
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Lesson 8: Workflow Approvals

Navigate to Approvals: Approvals

NOTE: The number on the bottom right side of the Approvals icon indicates how many items are

pending approval.

Finance / Supply Chain (FSCM)

RK,X

lai

Employee Self-Service

[+ =P | |

COMING SOON
Analytics (OBIA)

ili i

A &>

£

COMING SOON

Approvals

r

Manager Self-Service

Yy
rees
%

COMING SOON

Capital

T

COMING SOON

20
O]

COMING SOON

Human Resources (HCM)

COMING SOON

Security Request Form

A
p—

COMING SOON

Scorecard

COMING SOON

Learning (ELM)

-

COMING SOON

About

inferms
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Lesson 8: Workflow Approvals

1. Select the Licenses and Certifications request.

< HOME Pending Approvals a Q = ]
View By | Type hd -

@& 3

All 3 rows
(<=  Person Profile 3 Person Profile Profile Type: Person Routed

Devaughn Liang Licenses and Certifications(1) 01/20/2022

Person Profile Profile Type: Person Routed

Kilvondra Stocker Degrees(1) 02/18/2022

Person Profile Profile Type: Person Routed

Kilvondra Stocker Licenses and Certifications(1) 02/18/2022

2. Select the Profile Item Changes content item to view the request before approving.

< Pending Approvals Person Profile

Kilvondra Stocker

rove Den
Hr Business Systems Section Cf Y |
&. In Process

Person Profile Information
Emplid 00124506
Profile Type Person

Profile Item Changes

Content Type Content ltem Disposition

Licenses and Certifications Profess Human Resources Cert Add >

Approver Comments

Approval Chain >

MIAMH
207 @




Lesson 8: Workflow Approvals

3. Select Approve.

< Pending Approvals Person Profile
Kilvondra Stocker

Hr Business Systems Section Cf

Person Profile Information
Emplid 00124506

Profile Type Person

Profile Item Changes

Content Type Content ltem Disposition
Licenses and Certifications Profess Human Resources Cert Add
Approver Comments
4
Approval Chain >

4. Select Submit.

rofile Type Per

Cancel Approve Submit

You are about to approve this request

Approver Comments

£
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Lesson 8: Workflow Approvals

The pending and approved License and Certifications can be found on the Manage Employee Profile
section.

Navigate to Manage Employee Profile: Human Resources (HCM) > HR Administration > Job
Information > Manage Employee Profile.

£ Human Resources (HCM) HR Administration
Help | Pag
%, Job Information ~
Person Profile
Job Data EmplID 00124506 Kilvondra Stocker
Warkforce Job Summary Profile Type PERSON Person
*Profile Status | Active A
Manage Employee Profile “Description | Shane Bissessar
13t Headcount
& Print & Comments [Select Action] v &
Profile Actions
4% Labor Administration v
#% HR Configuration ~ ~ Approvals
[CIN] item(s)_pending approval
v 1 item(s) approved (since 09/27/2021)
Education Qualifications Veterans' Preference Additional Information MDC Blue Book ®
~ Degrees
5 Q 1-20f2 ~ | View Al
ID Degree Major Code Attachments
BS Bachelor of Science Public Administration é/ o
HSD High School Diploma é/ i)

Note: Recently approved items will appear with a green check icon. Pending approvals will appear

with a clock icon.
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Lesson 8: Activities and Exercises
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Lesson 8: Lesson Summary

Now that you have completed the lesson, you should be able to:
e Review and Approve License/Certification Requests

g
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Lesson 9: Reports and Queries

At the conclusion of this lesson, you will be able to:
e Understand the list of Reports:
5 * RPT-HR-508: Combo Code Summary
* RPT-HR-573: Safe Driving Award
* RPT-HR-530: Active and LOA Employee Counts by Business Unit
— * RPT-HR-536: Overtime and Earning Code, Detail Report




Lesson 9: Reports and Queries

Refer to HCM 101: Human Resources Fundamentals to gain step by step instructions to
run the following:

Report Name

Safe Driving Award

Combo Code Summary

Active and LOA Employee
Counts by Business Unit

Overtime and Earning Code,
Detail Report

Used to obtain Departmental
Employees with Safe Driving Award
with Amount and Pay Period Date

Used to obtain Departmental
Combination Codes for Position Budget
Funding related to Position
Management

Used to obtain active and leave of
absence employee counts

Used to obtain overtime and earning

code details
213
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Lesson 9: Lesson Summary

At the conclusion of this lesson, you will be able to:
e Understand the list of Reports:
5 * RPT-HR-508: Combo Code Summary
* RPT-HR-573: Safe Driving Award
* RPT-HR-530: Active and LOA Employee Counts by Business Unit
— * RPT-HR-536: Overtime and Earning Code, Detail Report

214




Lesson 9: Activities and Exercises
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Module 3: Course Summary

Module Topics

Course Content Summary

Additional Training and Job Aids

! Course Summary
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Course Content Summary

Congratulations on completing the Personnel Changes. You now
understand how to:

5 e Submit Job Change
e Modify Position

e Define Department/Position Budget Data

e Submit Position Change

e Submit Job Data Changes that Impact Benefits
e Submit HR Transactions

e Submit Salary Changes

e Workflow Approvals

For more information on INFORMS, please visit www.miamidade.gov/informs

217



http://www.miamidade.gov/informs

Additional Training and Job Aids

If you have further questions about any of the topics presented in this course, use
the following resources:
User Productivity Kits:

« Add Position Budget Funding * Modify Position — Reports to Change

* Budget Position Approval * Pay Components (LW)

« Compensation Position Approval * Submitting Merit Increases for Salary Grade Employees
e Create New Position * Submitting Merit Increases for Salary Step Employees

° Inactivate Position ° Update Position BUdget Funding

* Inactivate Position Budget Funding * Verify New Position Approval

« Lateral Employee Transfer * Verify Reports to Change via Job Data

e Lic/Certification Pay Components * View Employee Paycheck

 Update Employee Status
 Workflow Approvals

For additional information, be sure to visit: www.miamidade.gov/informs

MIAMH
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http://www.miamidade.gov/informs
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CONGRATULATIONS

Congratulations on successfully completing the Personnel Changes
course!

DPR 302 — Departmental HR - Personnel Changes

219




Appendix
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We are on Break.

Please return at 12:45 pm
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We are on Break.
Please return at
12:45 pm
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