SOFTWARE
Steps to perform pay cut. (For small group of employees)

1. Go to Update Employee > Employee’s Career Progress
2. Login to effective pay cut period.
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3. Click on New.

: Career Progression | Other I

gﬁ;essm Im Section mﬂild Salary Im A Incre% m
Deparment ISU}P :‘v Increment Effective Datelmllncrement Im MVC.Incre% 0.00
Sl JUn " lincrement Paid Date IW,NEW Salary Im A lncres Im
e msmaw range (scale) mSalamTypelm MVC Incre§ m
CostCentre [ACCOUNTS ] salary step [ saaw [ o MVCAccums oo

Percent%

Company IFO}T "llncrementrewewdatel 'I MVC. Accum$ | 840.00

Code Department (Category (Job Grade |Inc Date Paid Date |Old Pay Increment New Pay |Cost Cer 2

INCR MOME MOME  NONE 01/03/2018 01/03/2018 5000.000  1000.00 6000.00 NONE
EXTRAN [NONE MONE  NONE 10/09/2018 10/09/2018 6000.00 30.00 6030.00 NONE
INTRAN  |NOMNE MOME  NONE 11/09/2018 11/09/2018 6000.00 30.00 6030.00 NONE
FSTART |SUPP JUMI MOME 25/02/2020 25/02/2020 6030.000  2370.00 8400.00 ACCOUI

PAYCUT |SUPP JUNI MNONE 01/04/2020 01/04/2020 8400.00 -2000.00 6400.00 ACCOUl »
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4. Under Progression code type in PAYCUT.
5. The Career Progression Code Maintenance Table will be prompted.
6. Type in your preferred description. For example: PAY CUT
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Career Progression | Other

Progression
Code PAYCUT Section

Update | Employmentl Other | Confirm & Termination I Bank I Addrml Spouse | Allow/Dedu Career |4 | "I

NONE ~ | Old Salary I 6400.00 A Incre% I 0.00
Department STUP) - [armamnan s R U ¥ = Y I 0.00
Career Progression Code Maintenance d
Category IJUN I 0.00
COccupation NON Search CDdEI Sorted by II:I]-UB v] Foced Columns ID_: IW
Cost Centre IE’ACC Code Description Map Code " B I —
Company INOI\ =|PAYCUT AY CUT| 5 I 840.00
JonGrade [NON_|ANCR ANNUAL INCRENENT
A isal _[CONFM COMFIRMATION INCREMENT
e | |Joemoren peworen
Division CoddNON_|ENDCON  END CONTRACT
e _|ENDPERM |END PERM
obLevel | |EXTRAN  EXTERNAL TRANSFER
ggg:”q’ [ | |rion FIRST JOIN
_|FSTART FIRST START UPDATE
_[INCR INCREMEMNT
Code Depar| |INTRAN INTERMAL TRAMSFER ¥ |CostCer
EXTRAN  |NONI_|MERIT MERIT INCREMENT j0 NONE
MTRA_NONY -\ CCs epEsiaATIon DINONE
FSTART _|SUPH SALAD SALARY ADJUSTMEMT ‘U LICCOW
PROM SUPHE— v J0ACCOUl
= PAYCUT  |SUPH < » 0 ACCOUIl w
< >
<F4»-Delete code <insert=-Add Code [0l System Code I ] ciose I
New | - - Fave—— ameeT—|
e | Save | Remaove | Cancel | Change | | 4 | ¢ | [ | B | j‘L Close
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7. Key in pay cut effective date under Increment Effective Date.
8. You can either indicate pay cut amount under Increment or New
salary after pay cut in New Salary field.

Career Progression I{}ther ]

Eroﬂdg:ssmn PAYCUT j‘ Section NONE ~ | Old Salary 8400.00 A Incre% 21381

Department |SD’P Increment Effective Datg01/04/2020  ~|increment | -2000.00 f MVC.Incre% 0.00

Category Increment Paid Date (01042020~ | Mew Salary 6400.00 J 4. Incre$ FIDDD.DD
Occupation |NONE ~ | Salary range (scale) |)-'0}-'E ﬂSalawT}rpe |3|Iu-nthl_\' j MVC Incred 0.00

CostCentre [ACCOUNTS  =|gajary Stap Salary 10000 MVC Accum® |  10.00
- Percent% 100.00
Company |NONE * | Increment review date - MVC.Accum$ | 840.00
Job Grade |NONE - | Transfer/Promotion -
- Review date
Appraisal I—L|
Grade
Division Codg NONE ~ | REASONS |
Job Level ~| REMARKS |

Currency I—L|
Code

Code Department |Category |Job Grade [Inc Date Paid Date |Old Pay Increment New Pay (Cost Cer 2

INCR MNONE MNONE MNONE 01/03/2018 01/03/2018 5000.00  1000.00 6000.00 NOME

EXTRAN |NONE MNOMNE MNONE 10/09/2018 10/09/2018 6000.00 30.00 6030.00 NOME

INTRAN  |NONE MONE  NONE 11/09/2018 | 11/09/2015 6000.00 30.00 603000 NONE

FSTART |SUPP JUNI NONE 25/02/2020 25/02/2020 6030.00  2370.00 8400.00 ACCOUI
I|paYCUT [SUPP JUNI NONE 01/04/2020 01/04/2020 8400.00 -2000.00 6400.00 ACCOUI v
4 >

| Edit | |I Save I Cancel ‘

9. Click Save and the record will be reflected on Update Tab.
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Update | Employmentl Other | Confirm & Termination | Bank | Addressl Spouse I AllowIDedul Career | 1 | 4

Employee # |TSPLE]10 NadeHRISﬂANAJO Pay Gmup|5.5E}AYs v|

Hired Date |151'02J'ZUUU VIZUyeaeromh(s} Basic Salary I 8400.00
Birth Date |U1f12.|'1962 vl 57 year 5 month(s) Increment I -2000.00

Type |SN-ru'|1h|].r Rated-Subj DTj Semi-Month 21 pew Salary I F400.00
Mid Mth Pay 0 o 0.00
Bonus Factar I 1 Hide Wage Data ? v

Original I—;I
Hired Date




