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Simplifying Payroll with Effective Dated Pays

Munis — Human Capital Management - Payroll

CLASS DESCRIPTION

Effective Dated pay records are here! In this session, we will compare how pay records were entered in
earlier versions of Munis and how Effective Dated records make the process easier. Topics include
processing upcoming pay changes, retro pay calculation, and access to pay history records.

SESSION OVERVIEW

To provide a better understanding of how to use Effective Dated functionality to reduce manual
processing, while providing easier access to pay history information.
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For this course it is recommended that you have experience maintaining Employee Job/ Salary records
and processing Payroll.

In order to explain how Effective Dated pays work, it’s important to know how pays were handled prior
to these changes. In all versions of Munis pre-2018.1, employees were only able to have one base pay
record per Job Class in Employee Job/Salary. That single pay record would only show the current Effective
Date and pay rate, without any information on pay history or changes to come.

Changes to Employee Job/Salary records before 2018.1 were handled in two ways. For an employee who
was not switching Job Class or Pay Type, any adjustments were handled by using the update option in
Employee Job/Salary. This would override the information that was there previously, and changes could
only be tracked by reviewing the Audit for the record or reviewing Personnel Action History. These
changes included Pay Rate, GL Account and Scheduled Hours/Day/Period changes.

If an employee was leaving a job to either move to a new job or because they were ending their time
with the company, the original record would be updated to have an end date and may have the pay
status changed to Inactive. If the employee was moving to a new Job, a new record would be added at

that point.
- Employee Job/Salary - Munis Munis
" ome :
=) Browse + 7 K pelete B Texct file n}] (B word § tes [ Audit Text Project Update
et | Search [& Query Builde add Update Globa e PDF — Email e otify Global Add/Del Recalc
Duplic & Preview [ schedule @ aertss  Global Update  [B] More..»
Confirm Search Actions Output Office Tools Menu

Employee Identification
Employee SSN Last Name First Name Ml Suffix Status
m Cycles/Other Next Change | Civil Service
Job Class Calc Code Hours/Day
Summary Class Num Pays Hours/Year
Pay Type Days/Year Days/Period
Work Start/End B2 / B Sched Hours Factor
Position Pay Basis Remain
Location [ Compa-Ratio
Group/BU | OftStep/Frozen [ 1
Status | PayStatus [ T
Risk Code
Pay Freq FTE %
Start Date " Hourly Rate
End Date B Daily Rate
Project String Period Pay
Allocation = Annual Pay
Account .|| Remaining
Eff Date m Reference
Grade
Step Effective Date | Hourly Rate| Daily Rate Period Pay  Hours/Day|
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Starting with 2018.1 the Effective Date was added as a key piece of Employee Job/Salary. This allows that
same program to now hold not only current records, but history as well as future dated changes.

Employee Job/Salary

Employee Identification

MAIN CYCLES/OTHER ~ NEXT CHANGE  CIVIL SERVICE

With the introduction of effective dated pays now is a good time to review when to Add, Update or
Duplicate an Employee Job Salary record.

When to Add a new record

e If an employee is changing Jobs

e When adding a second job to an employee

e [f the Pay code is changing (for example hourly to salary)
When to Update a pay record

e If information was entered incorrectly (and retro is not owed)
When to Duplicate a pay record

e If an employee has a rate of pay change

e If an employee has a grade/ step increase

o If an employee has an allocation change

o If an employee moves from one position to another with the same pay code

e If arecord was entered incorrectly and retro is owed

e If scheduled hours, days or FTE% change
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To understand how these Effective Dated records work, it’s important to first understand the purpose of
the various dates that appear in Employee Job/ Salary. The three dates we will be focusing on in this area

include
e Effective Date
e Position Start/ End Dates

e Pay Start/ End Dates

Effective Date

A good way to think of the Effective Date field is to see it as the point in time a pay has a major change.
For a new hire employee, the Effective Date would typically be the date they are hired. If an employee
receives a promotion, a new Effective Date would reflect that change etc. Pay records will not be
generated into payroll until the Effective Date is reached. We will be discussing how to properly use

Effective Dates in more depth a little further in.

Employee Job/Salary

€ Q + B X & [ B E

Back Search Browse Add Update Delete Output Print Display

Employee Identification

Employee * SSN Last Mame First Name
62614 ... || 987-93-7849 MOWRY SERRA
MAIN  CYCLES/OTHER  NEXT CHANGE  CIVIL SERVICE

Job Class * FRFI FIREFIGHTER

Summary Job Class FR FIRE

Position * 000022006 ... | FIREFIGHTER

Pay Type * 111 ANNUAL SALARY

Effective Date * 01/01/2019 B | to: 04/30/2019

¥| Primary Job/Position

Position Start/End * 01/01/2019 B8/ | 12/31/9999 8
Location * 220 - FIRE DEPARTMENT =
Group/BU * 18 - FIRE -
Status FT - FULL TIME -
Risk Code 4000 .- | PROTECTION/SERVICES
Pay Start/End * 01/01/2019 | / 12/31/9999 2]

ay Freq * B - BIWEEKLY =
e/Step FRFI 4 ... | FIREFIGHTER
Allocation 0 L\\)
Allocation Detail
T |Account

PA Tvpe| Proiect Strina

The Effective Date in the above example shows that this pay record is effective between 1/1/19 and
4/30/19.



CONNLCT

2020 i
CONNECTED
FUTURE

Position Start/ End

Position Start and End Dates relate directly to Position Control. This date range will determine when the
employee is occupying the Position assigned on their Employee Job/ Salary record.

'05:51'. Employee Job/Salary

€ Q + B X & [ B E

Back Search Browse Add Update Delete Output

Employee Identification

Employee * SSN Last Mame First Name
62614 ... || 987-93-7849 MOWRY SERRA
MAIN  CYCLES/OTHER  NEXT CHANGE  CIVIL SERVICE

Job Class * FRFI FIREFIGHTER

Summary Job Class FR FIRE

Position * 000022006 ... | FIREFIGHTER
ay Type * 111 ANNUAL SALARY

Effective Date * 01/01/2019 B | to: 04/30/2019

¥| Primary Job/Position

Position Start/End * 01/01/2019 B8/ | 12/31/9999 8
Location * 220 - FIRE DEPARTMENT hd
Group/BU * 18 - FIRE -
Status FT - FULL TIME -
Risk Code 4000 .- | PROTECTION/SERVICES
Pay Start/End * 01/01/2019 |/ 12/31/9999 2]

ay Freq * B - BIWEEKLY -
e/Step FRFI 4 ... | FIREFIGHTER
Allocation 0 L\\)
Allocation Detail
T |Account

PA Tvpe| Project String
The Position Start/ End Dates above show that the employee started occupying their position on 1/1/19
and has the default end date of 12/31/9999.

Pay Start/ End

This date range is used in Payroll Processing and determines if this pay code will be include in payroll. The
Start Date will typically be the start of the first payroll in which they are to be paid this code. The End
Date would typically be set to the end date of the last payroll for that pay code.
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Employee Job/Salary
€ Q + B L & a B E
Back Search Browse Add Update Delete Output Print Display PDF 5a

Employee Identification
Employee * SSN Last Mame First Name
62614 937-93-7849 MOWRY SERRA

MAIN  CYCLES/OTHER  MNEXT CHANGE  CIVIL SERVICE
Job Class * FRFI FIREFIGHTER
Summary Job Class FR FIRE

Position * 000022006 FIREFIGHTER

Pay Type * 111 AMNMNUAL SALARY

Effective Date * 01/01/2019 B | to: 04/30/2019

¥| Primary Job/Position

Position Start/End * 01/01/2019 ] 12/31/9999 8

Location * 220 - FIRE DEPARTMENT =
Group/BU * 18 - FIRE -
Status FT - FULL TIME -
Risk Code 4000 PROTECTION/SERVICES

Pay Start/End * 01/01/2019 =] 12/31/9999 2]

Pay Freq * B - BIWEEKLY h

Grade/Step FRFI 4 ... | FIREFIGHTER

Allocation 0 L\\)
Allocation Detail

PA Tvpe| Project String T |Account

The Pay Start/ End Dates on this record show that the employee would pull into payroll starting 1/1/19
and would continue until an end date is set.

Now that we have gone over what the different dates do, let’s see how you can use Effective Dated
records to simplify your current practices. We’re going to cover several different scenarios where
Effective Dates can be used and what the impact will be for each:

e New Hire

e Pay Change

e Retro Pay Change

e Termination

e Position Change
New Hire

The first example we’ll dive into will also be the easiest. When entering a base pay for a new hire
employee, the Effective Date will default to today’s date, but should typically be adjusted to reflect the
employee’s first day of work.
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MAIN CYCLES/OTHER NEXT CHANGE CIVIL SERVICE

c Code (T8 | Hoursioay 8.00

26.000 | Hours/Yea 2080.00
260.00 | Days/Period
80.00  Fa

N-No

A- ACTIVE

01/01/2020 @ 12/31/9999 B
135 - FINANCE DEPARTMENT
10 - NON UNION 1.0000

FT - FULL TIME

5000 - ADMINISTRATION SERVICES

01/01/2020 3@ 12/31/9999 @
B - BIWEEKLY 27,995.71
CLR1 - 1 -

0 J

Remaining 00

Reference 2799571

11135000 5111 135 O 27995.71 80.00 100.000000

In this example, you can see that the employee, Serra Mowry was hired 1/1/2020. They have an Effective
Date reflecting when the employee is hired, Position start stating that they are filling the position as of
1/1/20 and pay start of 1/1/20 which would include them in any payrolls on or after that date. The end
dates of all these fields are set to 12/31/9999 by default since this employee currently has no plans of
leaving.

Pay Rate Change

The next scenario we will address is an employee pay rate change within the same position. For this
example, our employee, Serra Mowry will be moving from step 1 to step 2 as of 2/1/2020. To enter a pay
change for an employee open Employee Job/Salary, search for their current pay record, then click
Duplicate on the Munis Ribbon.
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Employee Job/Salary

MEXT CHANGE VIL SERVICE

11135000 5111 135 100.000000

Upon duplication, the Effective Date is automatically highlighted. Enter the date that the pay change will
go into effect and make any needed changes to Grade/ Step or the Pay Amounts area.

Last Name

First Name MI Suffix Status
MAIN LES/OTHER NEXT CHANGE CIVIL SERVICE
Job Class * [Felr ) CLERK | Calc Code Haurs/Day [ s00)
Summary Job Class | FD FINANCE I} Num Pays * [ 26.000 | Hours/Vear [ zosooo ]
Position * [ 13s26 | cierx Days/Year [ 26000 | Days/perios |E\
Pay Type * ANNUAL SALARY SchedHours* [ @0.00 | Factor
Effsctive Date | 0270172020 8| re:12/31/9999 Pay Basiz A Remain [ ze0m)
O Frimary Job/Pasition offStep/Frozen | N-No - |
Positicn Start/End * | o1/01/2020 &) ¢ 1273179999 3| e la-aove -]
Locztion * [ 135 - FINANCE DEPARTMENT - | Pay Amounts
Group/8U * [10- NON UNION ~ | FTE®%* | 0000 | Recurring Pay
Status | FT- FULL TIME - | Hourly Rate 13.4505
Risk Code | s000 s | ADMINISTRATION SERVICES Daily Rate 107.6738
Pay Start/End * [01/01/2020 B] o/ [1z@ie9n & Feriod Pay loreze
PayFrea (5 -BiEeKLy = . Annuzl Py | 27.895.71
Grade/step et~ @ —) cemit Remeinna | 1)
O o~ D Reference | 27,995.71 |
org Object Project Loc Grant Amount Hours Percent
- -] [1113s000 ] [5177 ] -] (s -] O | 2799571 | | 80.00] [ 100000000 |

Note that the Position Start/ End and Pay Start/ End dates do not change. This is because the employee
isn’t changing Positions or Pay Codes, only the rate. This same process could be used for scheduled hour
or day changes by adjusting the appropriate fields.
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Once the record is saved, the original pay record will now have an effective end date of 1/31/2020 and
will not appear in a Current Search. To look up a historical record, utilize one of these options: All,
Historical, or Specific Date. There will be more on the search methods later in this document.

Employee Identification
Employee * SSN Last Name First Name MI Suffix Status
Search Period QO current ® Al O Historical (O Future (O Specific Date

Employes 5N LastName First Name M Suffix Status

MAIN CYCLES/OTHER NEXT CHANGE CIVIL SERVICE

Pay Type AMNUAL SALARY

Primary Job/Position

11135000 511 135 27995.71 £0.00 100.000000

GL Change

In a situation where an employee is charged to a different GL account, we can use effective dated records
to track the change. This will allow Munis to hold a complete history of which accounts were used for
specific time frames and will allow these to change automatically when the effective date is reached. For
this example, we will be moving AJ McKnight from allocation 22 to 1050 effective 3/1/2020. To begin this
process first search for the employee’s current pay record and select the Duplicate option on the Munis
Ribbon.
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Employee Job/Salary

SSN Last Name First Name Ml Suffix Status
MAIN CIVIL SERVICE

Job Class * SUPR PARKS AND REC SUPERVISOR Calc Code @ Hours/Day

Summary Job Class PR PRKS RECRE Num Pays * 00  Hours/Yesr

Position * 7 PARK SUPERVI Days/Vear Days/Period

Pay Type * ANNUAL SALARY Sched Hours * Factor

Effective Date * = 31/9999 Pay Basis A Remain

Primary Job/Position Off-Step/Frozen i - No -
Pay Status A-ACT -

Position Start/End * 01/01/2020 2 =

Location * 77 - PARKS AND .

Group/BU * D - NON UNIOR - FTE%* Recurring Pay

Status FT ME - Hourly Rate 21.63 216313

Risk Code Daily Rate 173.0504

rict 730.50 173

Pay Start/End * 202 ] I 2/3 Period Fay E— 7e050
Annual Pay 4499 4490311

Pay Frag * -
Remaining

Grade S PARK SUPERVISOR
Reference 44

Allocation OCATION 22

org Project Loc Grant Amount Hours Percent
16177000 5110 177 31495.18 56.00 70.000000
E BLDG -PHASE1 -SALARY -LABORBEN 16177000 5110 177 13497.93 24.00 30.000000

10
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Start by setting the Effective Date to when the Account change takes place. Next you can update either
the Allocation or the GL information to the appropriate account.

Last Hame First Name Mi

Suffix Status
MAIN CYCLES/OTHER NEXT CHANGE CIVIL SERVICE
Job Class * | surr | PARKS AND REC SUPERVISOR Cale Code @Hmrs Day | 8.00 |
Summary Job Class | PR PRKS RECRE Num Pays * [ 26.000 | Hours/Year | 2080.00 |
Positien * [ 17701 - | PARK SUPERVISOR Dayz/Year | 260.00 | Days/Peried | 10]
Pay Type* - ANNUAL SALARY Sched Hours* | 80.00 | Factor 0000
Effective Date * [03/01/2020 2] ro12/31/9999 Pay Basis A Remain | 26.000 |
Primary Job/Position OffStep/Frozen | N-No - |
- — - — Pay Status [A-AcTivE - |
Position Start/End* | 01/01/2020 G/ 123179999 3] —
Location * | 177 - PARKS AND RECREATION DEPART B -
Group/BU * [10-noN UNION - FTE%* [ 1.0000] Recurring Pay
Status [FT-FuLLTIME - Hourly Rate 21,6313 21.6313
Risk Code [ = Daily Rate 4 173.0504
= = Period Pay 730.50 1730.50
Eay Start/End * (0170172020 @ | (273179999 @ | srear
Annual Pay 44,893.11 4499311
Pay Fraq® | B- BIWEEKLY ~ | e lii'l
R
Grade/Step | B3P - |0 1 .. | PARKSUPERVISOR smaning |7DE|
Allocation Ol C] STREET LIGHT PROJECT Referance |A‘
org Object Project. Loc Grant Amount Hours Percent
- | [1#172255 ] [5110 - | [10s0 -~ 77w O | 2249655 | [ 4000 | 50.000000 |
- | [11ce - | | 5110 - | [ 1080 - | 177 - O | 22496.56 | | 40.00 | | 50.000000 |

Once you hit accept you will now have 2 records for that employees pay, one with the historical account
and its effective dates and another with the new pay effective date and account.

Retro Pay Change

Sometimes events such as contract negotiations prevent pre-emptive pay changes, creating the need for
retro pay. Prior to going to Employee Job/Salary, check that the Payroll Control Setting for “Enable Retro
Pay Processing by Effective Date” is set to Y. Once enabled, go to Employee Job/Salary, search for an
employee’s the Current pay record, then select the Duplicate option from the menu. For this example,

the employee, Rodger, has already been paid with the 2/2/20 — 2/14/20 payroll but should have received
a rate change on 2/1/20.

11
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Employee Job/Salary

Employes SSN Last Name Ml Suffix Status
MAIN LES/OTHER NEXT CHANGE CIVIL SERVICE
Job Class * 529 - PSYCHOLOGIST Cale Code 2 Hours/Day
Summary Job Class COUNSELOR Num Pays * Hours/Vear
Position * PSYCHOLOGIST Days/Year * 5 Days/Period
Pay Type * ANNUAL SALARY Sched Hours * Factor
Effective Date 2020 G| o 12/31/9099 Pay Basiz A Remain
Primary Job/Pasition Off-Step/Frozen
Position Start/End * 2021 & 2 & S
Location * L5 -
Group/BU * - FTE= " Recurring Pay
Status - Hourly Rate 21.4170 21.4170
Risk Cods 2 PROFESSIONALS Daily Rate 499189 lap81Ee
. 1 oseoa

Pay Start/End * 202 ] 2 o} Period Pay oeere

~ . Annuzl Pay 27 27.735.00
Pay Frag B EEKL -
Grade/Step A Ba Remaining

Reference
Allocation
Al on Detail
PAType org Object Project Loc Amount Hours Percant
99000001 7013 9900 27735.00 0.00 100.000000

When the Duplicate screen opens, enter the date the change should have taken place in the Effective

Date field (e.g. 2/1/2020). Enter any other changes that apply to this instance (For this example Rodger is
moving from Step 1 to Step 2).

Employee Job/Salal

Emplo

Identification

Employee * sSN Last Name M Suffic Status
MAIN CIVIL SERVICE
| | PS Calc Code 2 @Hnars-l:a,‘ [ 7.00)
Summary Job Class COUNSELOR Num Pays * ( 26.000 | Hours/Year |
Position * |W| PSYCHOLOGIST Dayz/Vear ‘mwavs?ercd |E\
Pay Type * ANNUAL SALARY Sched Hours * ‘ 0.00 |Fa:13r
Effective Date * (020172020 @] te1z/3i0999 Pay Basis A Remain [ 2s000]
Primary Job/Fasition Off-StepfFrozen | N - No
Position Start/End * | o1/01/2020 = [12/31/9999 3| Fev s [A-acTivE
Location * [ 9900 - ELEMENTARY SCHOOL 5 ~]
Group/BU * | 9200 - TEACHERS -] FTES: " ( Recurring Pay
Status [FT-FuLLTIME - Hourly Rate
Risk Code | 2000 = | PROFESSIONALS Daily Rate
Pay Start/End * (0170172020 2] [12 Feriod Py
FayFragt [B- BIWEEKLY - Annus] Pay L z;sm
Grade/Step (& - | 2] Remaining ")
Allocation ( Feference L zmEsw)
Al detail
Project String org Project Loc Grant Amount Hours
] | - | (99000001 - | [7013 -] ~ ][00 -] O | 7735.00 | | 0.00] [ 100.000000 ]

12
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When all changes have been made, click Accept. A pop-up will appear (see screenshot below), which will
list payrolls the employee was included in after the Effective Date that was just applied. Clicking Continue
will add any impacted pays within the payroll to the Process Retro Pay program (Included in Payroll
Start/Status in Munis 2018.1+).

Munis (Premppay)

T The changes that you are making overlap with a payrall that includes this employee.
- § . P—
If you proceed, you will cause retroactive pay to calculate. Do you want to continue?

Cancel ][ Continue ][ Export Payroll Details
Payroll Payroll Wan Start Date End Date Check Date Complete?
1 020220 02/02/2020 02/14/2020 02/14/2020 Yes

To end a pay for a departing employee or pay that is discontinuing, begin the process by searching for the
employee’s Current Job/ Salary records or Current individual Pay Code. Click Update and change the Pay
End Date to the date the pay(s) should stop. Changing the base pay record will end for all the pays if the
Payroll Control Settings are set to do so. For employees leaving a position, the Position End Date should
also be populated. Do not delete or set the Pay Status to Inactive since these will interfere with Retro
processing and State Reporting. In the below example this pay will end for Serra as of 2/29/2020.

MAIN CYCLES/OTHER NEXT CHANGE CIVIL SERVICE

a5 LER 8.00
2080.00
i LERK 10
Pay Typ ANNL LA H
Effective Date Pay Basis Remain 26.000
Primary Job/Position N-No
A-ACTIVE

01/01/2020 @ 02/29/2020 B
135 - FINANCE DEPARTMENT

10 - NON UNION

FT - FULL TIME

FTE% 1.0000

5000 ADMINISTRATION SERVICES
01/01/2020 3@ 02/29/2020 @
B - BIWEEKLY 28,745.60
CLR1 - 2 - | cuerk o
o | 28,745.60
11135000 5111 135 28745.60 80.00 100.000000

13
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Position Change

Next we will address an employee who is changing Positions. Use Search to find the employee’s Current
base pay record for the Position the employee is leaving.

Employee Identification
Employee* ssn Last Name First Name i Status
MAIN CYCLES/OTHER NEXT CHANGE CIVIL SERVICE
Job Clsss + 522 . TEACHER ELEMENTARY SCHOOL Cale Cods [(@ Jueursroay
Summary Job Clzse  TCHR TEACHER Num Pays * 26.000 | Hours/Vear
Position * 92318 . TEACHERESZ Days/Year* 00 | Days/Period
Pay Type * ANNUAL SALARY Sehed Hours * 20 Fscter
Effective Date * T tei2/3199 Pay Basis Remain
Primary Job/Position Off-Stap/Frozen
Pay Status
Position Start/End )
Location* m . Pay Amounts
Group/BU * - FTE= Recurring Pay
Status FT - FULL TIME - Hourly Rate 232017
Risk Code 200 PROFESSIONALS Daily Rate lez.a122
. 1isses
Pay Start/End * & / 3179999 & Period Pay s5.63
o Annual Pay 30046.25
PayFreq B - BIWEEKL -
Remainin
Grade/Step A ’ 2 84 ¢
Reference 30,046.25
Allocation 0
Al tail
PAType | Project Sring org Object Project Loe Gramt Amount Hours Percent
96011101 7005 9600 30046.25 0.00 100.000000
of 1< > 2

Click Duplicate and enter the new Job Class, Position, Effective Date and salary information for the
switch. For this example, the new Position start date will be 3/6/2020.

14
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First Name M Suffix Status
MAIN CYCLES/OTHER NEXT CHANGE CIVIL SERVICE
Job Class * [ s220 | TEACHER ELEMENTARY SCHOOL Calc Code l 7.00]
Summary Job Class TCHR TEACHER Num Pays * 26.000 | Hours/¥ear | 1295.00 |
Position * 232 TEACHERES 3 Days/Year * [ 185.00 | Days/Fericd |
Pay Typs * ANNUAL SAL Sched Hours * | 0.00 | Factor
Effective Date * | 03/01/2020 & | Pay Basiz A Remain
Primary Job/Position Off-Step/Frozen ~ |
Pay Status ~ |
Position Start/End * | 01/01/2020 = ¢ (1243179999 =2 |
Lacation * [‘9700 - ELEMENTARY SCHOOL 3 - Pay Amounts
Group/BU * [ 9200 - TEACHERS ~ | FTE®* [ 1.0000] Recurring Pay
Status | FT- FULL TIME ~ | Hourly Rate 23.2017 232017
Risk Code ‘ 2000 | PROFESSIONALS Daily Rate 162.4122
Pay Start/End + [01/01/2020 8] o+ [123/9999 2 Period Pay -
Annual Pay 30,046 25 30046.25
Pay Freq * | B-BIwEEKLY - ) ‘7‘
BoEwESRLY T . —_——
Grade/Siep D =] ( 1 | Ba smanng L o
—_—— = Refarenc 3 2
Allocation [ 0 -] [m] starence L sondeas|
ail
Project String org Object Project Loc Grant Amount Hours Percent
- | (97011101 ] [7005 | [ -] (o700 ] O | 30046.25 | | 0.00 | [ 100.000000 |
_ Enter employee’s position code
1of5 1< >

As long as the Primary Job/ Position flag is selected you will see the pop up below when you save your

record. Selecting yes on this pop up will automatically end date the old Position information as of the day
before the new Effective Date.

15
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Employee Job/Salary

Employee Identification

Employee * SSN Last Name First Name M Suffix Status
700 - || 321-65-7894 VALORE CHERYL A- ACTIVE -
MAIN CYCLES/OTHER NEXT CHANGE CIVIL SERVICE

Job Class 5220 - TEACHER ELEMENTARY SCHOOL Calc Cade 32 K3 | Hours/Day 7.00
Summary Job Class TCHR TEACHER Num Pays * 26.000 Hours/Year 1295.00
Position * 92329 - TEACHER ES 2 Days/Year * 185.00 Days/Period 0

Pay Type * M1 - ANNUAL SALARY | 1.0000
Effective Dae * 03/01/2020 B w1319 ,!/ Duplicating Primary Pay To New Job/Position | 26000

Primary Job/Pasitian I-nNe -
You are duplicating a base pay marked as primary to a different job/position combination actve _

Pesitian Start/End * 01/01/2020 8|+ 1273179999 & If you want to keep the pay flagged as primary, the most recent pays as of the new effective |

Location * 9700 - ELEMENTARY SCHOOL 3 - date using the old job/position will automatically be end-dated to avoid having overlapping

Group/BU + 9200 - TEACHERS - pays marked as primary for different job/position combinations Pay

Status -FULL TIME - . §

If you wish to continue, choose Yes’, otherwise, choose "No' to edit the record.
Rizk Code 2000 « | PROFESSIONALS
Pay Start/End * 01/01/2020 ] ! =2
i
PayFreq* B - BIWEEKLY =
Grade/Step A = ¥ 4 .| BA === T |
et 3 2!

Allocation 0 - eference 30,046.25

Allocation Detail

PA Type Project String Org Object Project Loe Grant Amount Hours Percent

- 97011101 7005 9700 O 30046.25 0.00 100.000000
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One of the biggest impacts of using Effective Dated records is how history displays. From Employee Job/
Salary, when searching for a pay record you’ll now notice a Search Period where you can select Current,

All, Historical, Future, or Specific Date. With this added functionality, pays can be searched by history
(within Munis), at a specific point in time, or any future dated pays based on the Effective Date.

NOTE: When searching if you do not see a record you are looking for, check the search period selected (I.E.
All may show too much, Current may not show a pay code that ended last week).

Employee Identification

Employee *

SSN Last Name

I

Search Period

O Current @ All o Historical O Future O Specific Date

First Name

Mi suffix Status

The following is an example of the history for an employee starting on 01/01/2020 and receiving a pay
increase on 2/1/2020. You can see that the Effective Dates reflect the period in which these records are
active.

s Last Name First Name M Suffix Sratus
MAIN CYCLES/OTHER NEXT CHANGE CIVIL SERVICE
Job Class * CLERKI Cale Code @Hnurs Day
Summary Job Class FINANCE Mum Pays * 26.000 | Hours/Year
Position * CLERK I Days/Year §0.00 | Days/Pericd
Pay Type * ANNUAL SALARY Sched Hours * 30.00 | Factar
Effective Date t0: 01/31/2020 Pay Basis Remain 2
Primary Jab/Position Ofi-Sizp/Frozen
Pay Status T
Position Start/End *
Location TMENT =
Group/BU * Recurring Pay
Status T T Hourly Rats 3.4595 13.4585
Risk Code ADMINISTRATION SERVICES Daily Rate 7.6758 107.6758
oy Stert/End Period Pay 076.76
2 2790571
Fay Freq *
Grade/Step cLERKI
Reference z 7
tail

PAType | Project Swing org Object Project Loe Grant Amours Hours Percent

11135000 5111 135 27995.71 80.00 100.000000
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Employee Job/Salary

SSN Last Name First Name L Suffix Status
MAIN CYCLES/OTHER NEXT CHANGE CIVIL SERVICE
e e ~ oot (@] reerons
Summary Job Clase FD FINANCE Num Pays 26.000 Hours/Year
Position * 52 CLERK | Days/Year* 0 | Days/Period
ANNUAL SALARY Sched Hours * §0.00 Factor
= 10: 12/31/0999 Pay Ba: Remain
Off-Step/Frozen - No -
— a-acTve -
Positi art/End o]
Locat: - Pay Amount:
oz - B
Status FT - FULL TIME - Hourly Rate 3.8200 13.8200
Risk Code 5000 ADMINISTRATION SERVICES Daily Rate 110.5600
Period Pay 110560
Pay Start/End * Q 2/3 999 @
Annual Pay 28.745.60
- -
R
Grade/Step CLERKI smaining
Reference 2
Allocation
tail
S— o objc o o] s
11135000 51 135 28745.60 80.00 100.000000

Effective dates are a beneficial addition to the Employee Job Salary program and following the above
recommendations will help you get the most out of Munis. Using effective dates will provide a better pay
history record for employees, assist with retro pay calculations and automate when changes should take
place.
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