Pay Rate Change
Hourly Student Employees

This page is used to update an hourly student employees’
compensation rate.

Beginning 6/13/10, this page is no longer used to update graduate
student employees’ compensation rate since the Provost Office now
needs to approve these transactions.

Please submit a CHANGE OR SEPARATION FORM (PER-39) to the

Provost Office for approval prior to sending these transactions to the
Division of Human Resources for processing.

1. Access the Pay Rate Change transaction page:

Workforce Administration > Job Information > Pay Rate Change

2. Enter Search Criteria

Pay Rate Change
Enter any infarmation you have and click Search. Leave fields blank far a list of all values.

J Find an Existing Value

EmpliD: | begins with »|[Joo01158115
Empl Red Nbr:— |= =l
Social Security nl hegins with j |
Department: |begins wyith j|
Last Name: | begins with > ||

" Include History [~ Correct History

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




PGY Rate Change = Hourly Student Employee

3. 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 Fname M ID: Jooo118911a  Incr Dt RcdZ: 0
‘Effective Date: MM/DDAYY [ Current Effective Sequence: I 0 /ll;l
Action: PaY ason: OTH : .
Employee Status:  4jyp [A. Insert a New Rowj
Company: 50K [B. Change Effective Date ]
Pay Group: KST
DeptiD: Biology Position: Wooozyod
Comp Freq: Hourly Standard Hours: 4.00
Compensation Rate: 7.000000 FTE: 0100000
Change Amount;
0.000000 CWSP Type:
Change Percent: n.oon
Pay Components C. Enter New Compensation Customize | Find | First
}( Amounts ‘( Changes \\‘ !
Action / -
‘Rate Code Seq Details Comp Rate / currency Frequency Percent
Reason:
1[HourLy & 0 Details |7.000000 ¢ = usoal W @ +| =]
ﬁ Save) QRetum to Search:l | @Include History:l @Conect Histon,r:l

4. Check data carefully and Select "Save"
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