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EMPPAY – Entering Information
The only way to create history on EMPPAY is to close out the old EMPPAY screen and create a new EMPPAY.  The only changes you will make to an EMPPAY screen are to change the ending effective date and ending calc date when closing an EMPPAY screen, or when changing the distribution (the funding source).  All other changes require you to close the existing screen and create a new screen.  If you believe a transaction should overwrite the existing information, please see the Position Control manager for further guidance before making the change.
There are two ways to set up new a EMPPAY screen—the one-step process and the two-step process.
Use the one-step process for:  

· Salary Changes (e.g., new step or index)

· FTE Increase/Decrease

The one-step process creates a new record and closes out the old record at the same.  On the new record, it copies much of the information (such as pay class, position, calendar, and index) from the old record.  It is critical that you review the dates on both the old and new EMPPAY screens; if the dates are incorrect, the employee will not be paid correctly.

Use the two-step process for:  

· New assignments (different position)

The first step of the two-step process requires you to close the old EMPPAY screen by changing the end dates to reflect the last day in the old position.  The second step is to create a new EMPPAY.  By closing the old position first, you allow the system to fill in the new position defaults.

Changing an EMPPAY with the One-Step Process

1.
Find the EMPPAY screen you are replacing (press F3, select new, enter; type the ID number or name of the employee; press enter; if the first record is not the one you want to use, press F6 to go to other records, such as from PM to R0 to S0).
2.
Make sure you are in Add mode; if not, press F7.  (You can tell which mode you are in by looking at the bottom of the EMPPAY screen.  There are white rectangles across the bottom reading Help Delete Options Screen Browse or Add.  If you are in Add mode, it will say “Add”; if you are in Browse mode, it will say “Browse”.)
3.
Tab through the fields until you reach:

RecTp:  Enter the Record Type of the EMPPAY you want to change (for instance, PM for primary job, or R0, S0, etc. for one of the supplemental jobs)


ReasCd:  Enter the appropriate reason code to explain why you are closing the old EMPPAY and creating a new EMPPAY.


PCN:  This is New!  Enter the PCN beginning date.  This will be the same as the beginning EffDt, below.


EffDt:  Enter the beginning date for the first payroll for which the new screen will be paid.  This will always be the first of a month.  Remember, if a payroll has already been paid, you must not change history; if it is too late for the new EMPPAY to be paid, use the next month’s date.

CalcDt:  Enter the beginning calc date for the new screen.  Use the date the change should actually have occurred.  It needs to be within the same fiscal year as shown in the FY field. 

4.
Make any other changes needed (such as to the FTE or the Index).
Review and verify the information.

1.
Tab through the fields until you reach Aprv Cd.  

2.
Review the information—is it all correct?

3.
If the information is correct, type “SEND” and press Enter twice.

Review the Entered Data

1.
Press F3, arrow down once to “Select Refresh”, then press Enter.  (Press F6 to navigate to earlier screens.)
The EMPPAY screen you closed will have an ending CalcDt one day prior to the beginning CalcDt you used in Step 3.  It will have an ending PCN and EffDt the last day of the month prior to the beginning PCN and EffDt you used in Step 3.

2.
Make sure the screens are in WAITPY status. 

If either of your EMPPAY screens are in WAITAP status, type SEND and press Enter twice.  If they remain in WAITAP status, did you see an error message?  If you used a distribution that is not associated with the position, it will remain in WAITAP status.  You must resolve this before the record can be paid.
Changing an EMPPAY with the Two-Step Process

First Step:  Close the old EMPPAY

1.
Find the EMPPAY screen you are closing (press F3, select new, enter; type the ID number or name of the employee; press enter; if the first record is not the one you want to use, press F6 to go to other records, such as from PM to R0 to S0).

2.
Make sure you are in Browse mode; if not, press F7.  (You can tell which mode you are in by looking at the bottom of the EMPPAY screen.  There are white rectangles across the bottom reading Help Delete Options Screen Browse or Add.  If you are in Add mode, it will say “Add”; if you are in Browse mode, it will say “Browse”.)

3.
Tab through the fields until you reach:


ReasCd:  Enter the appropriate reason code to explain why you are closing the old EMPPAY and creating a new EMPPAY.

PCN:  This is New!  Enter the ending date for this EMPPAY.  This will be the same as the ending EffDt, below.


EffDt:  Enter the ending date for this EMPPAY.  This will be the last day of the month in which the old position will be paid. 


CalcDt:  Enter the ending calc date for this EMPPAY.  This is the last day the EMPPAY will be in effect.  It needs to be within the same fiscal year as shown in the FY field. 

Review and verify the information.

1.
Tab through the fields until you reach Aprv Cd.  

2.
Review the information—is it all correct?

3.
If the information is correct, type “SEND” and press Enter twice.

Review the Entered Data

1.
Press F3, arrow down once to “Select Refresh”, then press Enter.  (Press F6 to navigate to earlier screens.)
2.
Make sure the screens are in WAITPY status. 

If either of your EMPPAY screens are in WAITAP status, type “SEND” in the Aprv Cd field and press enter twice.  If they remain in WAITAP status, did you see an error message?  If you used a distribution that is not associated with the position, it will remain in WAITAP status.  You must resolve this before the record can be paid.

Second Step:  Create the new EMPPAY
1.
Make sure you are in Add mode; if not, press F7.  
2.
Tab through the fields until you reach:


RecTp:  Enter the Record Type of the EMPPAY you want to create (this will usually be the same as the EMPPAY you just closed).


Pay Class:  If the new position is in a different pay class, enter the new pay class.

ReasCd:  Enter the appropriate reason code to explain why you are closing the old EMPPAY and creating a new EMPPAY.  (A list of reason codes can be found at the end of this section.)


Position:  If you are creating the EMPPAY because the employee has a new position, enter the new position.

PCN:  This is New!  Enter the beginning date for the first payroll for which the new screen will be paid.  This will be the same as the beginning EffDt, below.


EffDt:  Enter the beginning date for the first payroll for which the new screen will be paid.  This will always be the first of a month.  Remember, if a payroll has already been paid, you cannot change history; if it is too late for the new EMPPAY to be paid, use the next month’s date.


CalcDt:  Enter the beginning calc date for the new screen.  Use the date the change should actually have occurred.  It needs to be within the same fiscal year as shown in the FY field. 

3.
Fill in the rest of the information.  By using the two-step process, the default calendar and index associated with the position will fill in.  Make sure they are correct for the employee. 
Review and verify the information.

1.
Tab through the fields until you reach Aprv Cd.  

2.
Review the information—is it all correct?

3.
If the information is correct, type “SEND” and press Enter twice.

Review the Entered Data

1.
Press F3, arrow down once to “Select Refresh”, then press Enter.  (Press F6 to navigate to earlier screens.)
2.
Make sure the screens are in WAITPY status. 

If either of your EMPPAY screens are in WAITAP status, go to the Aprv Cd field, type “SEND”, and press Enter twice.  If they remain in WAITAP status, did you see an error message?  If you used a distribution that is not associated with the position, it will remain in WAITAP status.  You must resolve this before the record can be paid.
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