Peoplesoft HRIS 8.9

Contract Labor Pay Rate/Bill Rate Updating Procedure
1. Workforce Administration

2. Workforce Administration Guest

3. Job Information/Job Data

4. Enter Empl ID (or name search)
5. When Empl displays, insert a row on Work Location Tab (“plus” to the right of the Payroll Status field)
6. Change Action Code to “Data Change”
7. Change Reason Code to “Contract Wrker PO/Agency Change”
8. Select Compensation Tab and ensure Pay Rate is correct. If not, input correct rate and click on Calculate Compensation.

9. Select Purchase Order Info Tab and update Bill Rate to new rate based on appropriate Bill Rate formula (dependent upon job code). Ensure PO # and Vendor is correct.
10. Once all data is verified and correct, click on Save.
Peoplesoft HRIS 8.9

Contract Labor File Updating Procedure

If the job code, bill rate, PO#, or Vendor changes on a contract laborer, the following is the process for updating the HRIS file to reflect correctly when reporting.

1. Workforce Administration

2. Workforce Administration Guest

3. Job Information/Job Data

4. Enter Empl ID (or name search)
5. When Empl displays, insert a row on Work Location Tab (“plus” to the right of the Payroll Status field)

6. Change Action Code to “Data Change”

7. Use drop down menu to select appropriate reason code. Only 3 reason codes should be used for contract labor. They are the following:

· AGN – Used to change PO # data

· CJC – Used to update Job Code

· CPR – Used to update pay rate and bill rate
8. Select Purchase Order Info Tab and update Bill Rate/PO/Vendor to new rate based on PR*M/U+H/W=BR formula. Ensure PO # and Vendor is correct.
OR - Select Job Information Tab and change Job Code to new code according to Contract Labor Job Code list.
9. Once all data is verified and correct, click on Save.

