Pay Rate Change
Hourly and Graduate Student Employees

1. Access the Pay Rate Change transaction page:

Workforce Administration > Job Information > Pay Rate Change

=earch: b
[+ My Favorites
[* Employee Self Service

[* Manager Self Service
[* Recruiting

l» Contract Administration
[* Review Jab Infarmation
[* Summer Schoal
[* Repors

Job Datg

Fay Rate Change

2. Enter Search Criteria

Pay Rate Change

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

j Find an Existing Value

EmpliD: | begins with > | [Joo01159114
EmplRed Nbr:  |= =
Social Security #: | hegins with x|
Department: |begins with jl
Last Name: | begins with ||

™ Include History [ Correct History

l Search || Clear | Basic Search [ Save Search Criteria




PGY Rate Change = Hourly Student Employee

2. Update Pay Rate Change KSU page:
A. Insert anew row using the" +" button.

B. Enter new effective-date (MMDDYY).

No need to enter slashes or dashes ... the effective-date will automatically format
after tabbing out of the field.

C.  Enter new compensation rate.

KSU Pay Rate Change *

Lname Frname M ID: 0001159114 Incr Dt: Red#: Il
‘Effective Date: MM/DDAY ] Current Effective Sequence: I 0 / + | = |
Action: Py R OTH . .
Employee Status: Active [A. Insert a New Row]
Company: S0K [B. Change Effective Date ]
Pay Group: KST
DeptiD: S Paosition: Wooozvo1
Comp Freq: Hourly Standard Hours: 4.00
Compensation Rate: 7.000000 FTE: 0400000
Change Amount:
0.000000 CWSP Type:
Change Percent: 0.000
Pay Components EREmMEHNERlCompEnsalion Custamize | Find |" First
}( Amounts ‘( Changes \1‘ s
Action / "
‘Rate Code Seq Details Comp Rate / Currency  Frequency Percent
Reason:
1 [HourLy @] 0 Details |7.000000 ¢ = usolal W @ +| =]
ﬁ Save) l:lF{ratl.lrn to Search:l P 4@ Include Histc-r'y':l @Correct Histor\,r:l

3. Check data carefully and Select "Save"
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