How to change an employee from Classified Hourly to
Classified Non-Hourly

If the employee is changing from and hourly to a non-hourly position, please be
sure to have the last hourly time record completed and approved for the pp.

Then the facilitator needs to enter a new employee information row using the
effective date of the first day of the non-hourly Pay-period.

For example, the employee below changed from hourly to non-hourly
effective 7/20/2020. However, we cannot switch the employee to non-
hourly until the beginning of the next pp which begins on 7/30/2020.
Their hourly position end date is 07/29 (last day of hourly pay period) &
Begin Date of the non-hourly tas employee information is 07/30/2020.

TAS Employee Information Surmmary @
Salact Effantiva End Accrual Accrual Peracnal Mon Asarual Mon Adarual _SICN Leave Aord Holiday Pay  Eal
Cats Date Tpa Bagin Legws Cate Bagin Cate End Dats wniaten Reduction  Leave only
[ 073052020 MIJOZHRITS 1062102016 arr202m7 il ille} ille} i}
@ 08182049 O7f28/2020 MIJOZHRITS 1062102016 arr20/2m7 il ills} ills} ille}
iews Details Update | Add
Last Approved Balances (in Hours)as of O7/23/2020
‘vacation Slch* Hﬂﬂasm .II'.::H': Perzonal Comp Tims Cwardd dne (2] HoaterHOIms.; Reguiar
202.25 278.50 0.00 0.00 52.50 39.00 0.00 0.00 15.00 7.50
Hourly Employee: Yes
Hourly Accrue: Yes
Accrual Type: MUOZHR3TS
Record Effective Date: 091972019
Hext Time Record Begin Date: 050272020
TAS Anniversary Date: 1002172016
Personal Leave Date: 072072017
Hon-Accrual Begin Date:
Hon-Accrual End Date:
General Employee Infor mation
Allow Hegative Balances: M
Sick Leave Watch: Mo
Holiday Pay in Lieu of Leave: Mo
Voluntary Work Reduction: Mo
Military Leave: Mo
Ahternative Work Schedule override: [}




The system will create their timesheets as follows:

Last Hourly timesheet (07/16-07/29) will be a complete timesheet. Their
first non-hourly timesheet (07/23-08/05) will have 1 week overlap with the
hourly timesheet & that week will be greyed out. The facilitator will need
to add the work schedule starting 07/23.

Time Record “ear
20z0

LV

Lo=d History

Accrual History
Agcrual Accrual s WG BICK BICK  FEL FAoater  Aoater  Holday  Hollday

Pariod Rats  Start Uted  Start Uted Uted Start  Umed  Strt | U | SUomitted RRES T i
O 07 /2302020 - 08/05/2020 a 20225 000 27850 000 000 1500 0.00 740 0.00 0062020 08072020 Fending
O 07 ME2020 - 07 /29/2020 275 19850 000 27475 000 000 1500 000 740 0.00 07 i2e/2020 07 f29/2020 Approve
O 07 0z/2020 - 07 M5/2020 375 19475 000 Z71.00 000 000 1500 000 0.0 0.0 a7 Maz020 aFMFz0z0 Approve
O 06182020 - 07012020 275 191.00 000 26725 000 000 1500 000 0.00 740 07032020 a7 032020 Approve
O Q6042020 - 0672020 375 18725 000 26350 000 000 1500 000 0.0 0.0 ngigz0z0 Q222020 Approve
O 05/21/2020 - 0G03/2020 275 18350 000 25975 000 000 1500 000 0.00 740 06032020 06042020 Approve
O Q5072020 - 05/20/2020 275 17975 000 25500 000 000 1500 000 0.0 0.0 nga20/2020 05212020 Approve
O 042372020 - 05/06/2020 275 176.00 000 25225 000 000 1500 000 0.00 0.00 05062020 05082020 Approve
O Cp0ey 2020 - 0422/2020 278 17225 000 24850 000 000 4500 000 000 000 Q42272020 0402202020 Approve
O 02/26/2020 - 0402/2020 278 16850 000 24475 000 000 41500 000 000 000 040972020  04/09/2020 Approve
O 031272020 - D325/2020 278 16825 140 241.00 000 000 4500 000 000 000 Q22672020 03/26/2020 Approve
O 0202772020 - 02152020 278 1632.00 050 23725 000 000 41500 000 000 000 0201272020 03M2i2020 Approve
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Employee is changing from Non-Hourly to Hourly

When an employee is moving from a Non-Hourly to Hourly position, the
employee should complete their Non-hourly timesheet for the last Pay Period.
The facilitator should add an employee information row using the effective date
as of the first day of the pp of the non- hourly Pay-period:

Example: The employee moved from non-hourly to hourly effective 7/6. If
they are moving from Non-Hourly to Hourly, they need to finish their non-
hourly timesheet for the last Pay Period. So, the next employee
information for hourly should start on the first day of the non- hourly Pay-
period.

Example: They moved from non-hourly to hourly on 07/06. Their non-
hourly end date is 07/08 (last day of non-hourly pay period) & Begin Date
of the hourly tas employee information is 07/09/2020.

TA4S Employee Infor mation Summary
Salact Etfective End Aaorual Acorual Paraonal Non Acerual Non Agerual Slch Leave  hiork Hollday Pay  Bal
Dats Dats Tpa Bagin Leavs Cats Bagin Cats End Cate wiateh Ruduction Leava only
i:] 07082020 MUOZHRZETS 0617935 O6M 71935 Mo Mo Mo Mo
@ 0152472019 07 A08/2020 MNUOZHRETS 08171985 OBM 71985 Mo Mo Mo Mo

Wiews Details Update Add

La=t Approved Balances (in Hours ) as of 07152020

vagation Slah* F’Lﬂgés'“ .'I'.|°m': Fersonal Comp Time Cvar 40 400 (2] Homr"mm"' e
256.14 1500.00 0.00 0.00 15.00 0.00 0.00 0.00 0.00 7.50

Hourly Employee: Mo

Hourly Accrue: o

Accrual Type: MUOZHR37S

Record Effective Date: 01/24/2019

Hext Time Record Begin Date: 0672552020

TAS Anniversary Date: 06#M 711985

Personal Leave Date: 05 71955

Hon-Accrual Begin Date:

Hon-Accrual End Date:

General Employee Infarmation

Allow Hegative Balances: Mo

Sick Leave Watch: Mo

Holiday Pay in Lieu of Leave: Mo

Voluntary Work Reduction: Mo




The system will create their switch over timesheets as below: Last non
Hourly timesheet (06/25-07/08) will be a complete timesheet. The
employees first hourly timesheet (07/02-07/15) will have 1 week overlap
with the non-hourly timesheet & that week will be greyed out. The
facilitator will need to add the work schedule with a begin date of 07/02.

Tirme Record Year
2020

LY

Lo=d History

Aocrusl History

x;t::' fws woWC. moC MO Lol ok o WO e e Omes seu

o 07022020 - 07 M5/2020 u} 256,14 000 150000 000 000 000 oQO00 7450 0 000 og2M9/2020 Approved
o 06/25/2020 - 07 02/2020 275 280329 000 150000 000 000 000 000 000 000 oM 92020 Approved
D O5/M1/2020 - 05/24/2020 375 20689 000 150000 250 000 4500 1500 000 FS0 0 0282020 052002020 Approved
D Q5/28/2020 - 061042020 375 Zz0g2g4 T.50 150000 Q.00 000 4500 000 4500 4500 O0SMS2020  OSM52020 Approved
(’_:) 052020 - 052742020 375 21039 7F.450 150000 G000 000 4500 000 4500 FS50 05292020 05M01/2020 Approved
O O30/2020 - 05342020 375 219464 4500 148625 000 000 4500 000 4500 000 Q542020 05M&2020 Approved
(’:) OMG2020 - 02902020 375 Z2E889 41500 150000 750 000 4500 000 4500 000 OQHS0E0Z0 05032020 Approved
O 0022020 - 04152020 375 23814 4500 150000 G000 000 4500 000 4500 000 OQ44TE2020  O4M&2020 Approved
O 03/M18/2020 - 04012020 3759 23239 000 150000 000 000 4500 000 4500 000 0022020 09032020 Approved
O 03/05/2020 - 03/18/2020 375 23014 350 149525 000 000 4500 000 4500 000 03192020 030232020 Approved
O 0Z/200/2020 - 03042020 375 23939 1500 150000 750 000 4500 000 4500 000 03052020 03082020 Approved
O 0ZM06/2020 - 02/19/2020 375 25614 2250 149525 000 000 7.50 000 4500 750 02242020 020252020 Approved
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