Contractual Changes
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Human Reource

2 Changing Salaries

For changes to salary, you need to ascertain whether the employee is being paid via a
Payscale (i.e. on a recognised grade) or a Spot Salary. You may then access the relevant
form to make the changes.

2.1 Payscale Salaries

With the University of Cambridge selected, click on Organisation explorer.
Enter the correct effective date
Select People and search for the person whose salary is being changed
Choose Employment, positions
|= Employment
@ Positions
@ Contracts
® Team membership
@ Leaver information
_ @ Reckonable service

-y

PwnNhpE

5. Select the Payscale Values form
@ :Autharisation history

= Position details

= Occupancy details

= Salary details
= Payscale values
i Hours and basis
= Position transfer

= Inheritance chart

6. Thgbéyscale values form will be displayed.
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Mame: Miss Jenny M Bosten Job title: Clerk

x Payscale values : Clerk (Permission to Fill Social security number: W6256264 Pay ref: 10100525
ghanket) Pers ref: 10100525
Grade !_&_?mi”iStratiVE Assistant Grade I1 =]
Payment table [l non dinical staff |

FT Salary |012 - 26,470.00 =1

Pratected | |

Override minimum | |

Override maximum | =]

Grade payment table All non clinical staff
Grade minimum 23,182.00
Grade maxirnurm 30,002.00

Mext increment date | =

Additional increment points |

Protected rate of pay | l i

FTE walug 1.00

Change reason | ;I

Save Delete .

7. Select the Spinal Point (from the FT salary drop down box), and type in the next
increment date

@ Where the salary is within the normal range for the grade (i.e.within
the service band) the override maximum should be set to the grade maximum
(i.e. the top service point) and the FT Salary point will be less than or equal to
the grade maximum.

Where the salary is within the contribution band the override maximum should
be set to the same point as the FT Salary point.

Where a personal bar is set the override maximum and the FT Salary point
should be less then the grade maximum
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8. Click the drop down arrow to the right of change reason and select the reason

for the change

Additional

increment |

points

Protected
rate of pay

FTE value

Pro-rated
tate of pay

Change
reason

9. Click the

Acting Up
Adrninistrative

Annal incrermnent
Discretionary increrment
Mew Starter

Prormotion

Reqgrading

Training prngrESSiDn

Save

button

Delete .
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2.2 Spot Salaries

1. Follow steps above, but select the Salary Details form

@ iLutharisation histary
= Position details

=5 Ocoyhancy details
= Payscale values
A= Hours and basis
= Position transfer

2. The salary detailé form will be displayed.

}I Salary details : Clerk (Permission to Fill
granted)

Mame: Miss Jenny M Bosten Job title: Clerk
Social security number: W6a356264 Pay ref: 10100525
Pers ref: 10100525

I
Grade o,

[

FT Salary |24,QDD.D|ﬂnnuallv

i

Qverride minimum |

owerride maximum |

Grade minirmum
Grade magirnum

Protected rate of pay | I

FTE walue 1.00
Pro-rated rate of pay 24,900.00

Change reason |

Save

Delete .

3. Enter the salary in the FT Salary field and the select the frequency from the

drop down list.

4, Click the button.
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2.3 Post Re-Grade

Where a Post has been re-graded:

1. With the University of Cambridge selected, click on Organisation explorer.

Enter the correct effective date

2
3. Select Posts and search for the required Post
4

Select Payscale details

& Search  Smart groups

Advanced

II | Post
Select al
Post Linked to

C 7 Clerk |Clerical Assistants

4

| 'fﬁsj'ﬂesultz

Expand/Collapse folders

(=0 Post details
@ Mini explorer
@ Elerments
® Rate codes
® Patterns
@ Element suspensions
@ Contacts
® Addresses
= Post details
=7 Salary details

= Payscale values

= Hours and hasis
= Attach person
= Post transfer

= Inhetitance chart

o STty e ke e e S T
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5. The Payscale values form will be displayed

1| Payscale values : Clerk

| Grade 3 =l
Grade ®

Payrnent : : -
tahle |Nat||:|r'|al Spire J

FT Salary |

Pratected |

Crverride I
mirirnn

Crverride I
raximm

KN RN KN

L]

6. Select the required grade

7. Click the Save button.
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