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PMIS - Perform Non-Comp Funding Changes

This guide provides users the necessary steps to process non-comp funding changes if an
employee is not being correctly paid or if a particular grant ends. Non-Comp Funding Changes are
used to change the account codes designated to an employee without changing the position and
compensation amounts. When a non-compensation funding change transaction is approved, the
previous account codes are removed from the job code and the new account codes are inserted.

Note: Changes made on this page do not change the amounts that were previously posted to the
original distribution code. A Special Adjustment is necessary to move the amounts. The purpose of
this page is to simultaneously update the distribution code on the employee distribution and
position distribution pages in the current year PMIS.

This guide assumes you are familiar with the basic features of the TXEIS Business system and have
reviewed the TxEIS Business Overview guide.

Perform a

Non-Comp Funding Change

Human Resources > Maintenance > PMIS Change in Position > Non-Comp Funding Changes

Complete the following fields:

Field

Description

Pay Frequency

Click ¥ to select a pay frequency.

Employee

As you type the data, a drop-down list of corresponding data is displayed. Select the
desired employee and click Retrieve. Or, click ¢ to perform a search in the
Employees directory.

Type the desired data in the search fields.
Click Search. A list of data that matches the search criteria is displayed.

Select an employee name from the list. Otherwise, click Cancel.

Effective Dt

Type the effective date for the distribution changes in the MMDDYYYY format.

Action Reason

Select an action reason. The action reasons are maintained on the District
Administration > Tables > PMIS > Action Reason page.

Click Notes to enter any specific details about the changes. The notes are displayed on the Human
Resources > Maintenance > Approve CIP Transaction page under CIP Notes.

Click Retrieve.
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Maintenande > PMIS Change in Pogiticn Ceesiater Tirretsr= S0 rriry and 57 e

Charpe in Compandation MNan-Comg Funding Changes | TR SRESERT, FETS Separation

Py Frequency] & - Merabiy VR 7| Employee:| 000100 : BROWNLEE. BREHDA RAE

Cotupant Information

Effectve Dabe: | nz.13-2018 | lgrone Poof Day for Salary Calcs: Ignore Pox of e for Salary Calos:

Job Code: 1000 » TEACHER Primary job: @8  Percent Day Employed: 1y;| Percent Year Employed: | 100

Pay COMRER: mnpypl Py Grade ETRA Pary Svepr -:-El Schedide :l Srate Svep: E] Begin Dane: '_:ua.' 32018 | End Date:

05242017 | Payol Dae: [ g

W Oays: [ 182 :| Duys O | 0.0| Mbe Days Empleyeet 132,00 Howrs Per Doy . -_’--:-:-j] HeurtyOudy Rate: [ 301 .13f,!A:'.ua Salary: 54,871

Prisnary Campust |10 - TEXAS ELEMENTARY SCHOOL [ Dept: | ]Caier-:l.!l'itde: 10 TRS Membser Pas: 02 - Teacher, librarian e Py Step:

Diszribution informazion

Artraty Code £ e Graet Cocde Workers® Comp  Expense 373

[ 80 - Base salary

W

Back '1. Ext i Execute | Canel

In this example, the account code changes from function 11 to function 12, and the program intent
code changes from 23 to 99. The effective date of August 13, 2018 indicates that this change is
retroactive to the first of the year. Again, please note that a special adjustment is necessary to move
the money that was already expensed.

Orsbrbtson Indormuton

Acoount Code

[ 158-12-6129,00-101-995000

Grart Code  Workert' Camp  Expense 171 Employer Contribution  Percent  Amourt  Dup Acct

B + + [iooona] Sa871.00

L) ]

Tozals:; 100,000 5£.571.00

Type the new account code over the existing account code to complete the fields with the new
account code. If necessary, you can add an account code at this time. If additional account codes are
added, modify the Percent.

Click Next. The Current Supplements page is displayed with a list of the employee's current
supplements. If necessary, you can make changes at this time. In this example, the employee does
not have any supplements.
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Maintenance > PMIS Change in Position Sesshon Temer: 55 min ard 57 sec

Charpe in Compandation R T T Blan-Com Position Chanipes Saparatice

Py Frequency] & - Monthly Okt 7| Employeed{ 00100 - BROWNLEE, BRENDA RAE | [ mewieve | [ wotes |
Effective Dt 08-13-2018 |  Action Reasend 23 - ACCOUNT CODE CHRANGE ¥| RS v 1- Eipie
Current Supplements

Dietais Position Mumber Pt

EXTRADLIT

q EXTRADUTY

ExXTRA-BLS

*25 LONGEITY 00932 2019 XTRA - EXTRA DUTY A

Cocupars Irformation

Effective Dave: [ pa-13-2018 | s of Firstof Year:

Exzra Doty Code: 40 - ADDL DUTY-BUS Type: 5 - Supplemental pay Pramary Camput o6 . 507 tomo e Depe '_]
Amached To Position! [ ] Balet: [ 'I Emp NbrMame: [ ]
Pay Amount Based an Employes Pay: Max Amount | I-_:W-Eié ,-_/_-l'l Supplemnent Pay Amount | 12 064, ,_.j'l Percent Year Employed: -1:\‘_7 Supplemert Recaliulite

Orse Tiene Supplemens: Py Date: :l Max Papmaras 'El Remusning Payments: :Im;xp,.ﬁ- EI MEr Exmra Dagys: '_;.:T] — Caleulate

Dissribution Infonmabon

Workers' Comip Experse 171 Percent Amount Dup Acct
[ -..;.;.';'.cc] 12,055.00
Tosaty: 100000 1206600

L]

Click Execute. A report is displayed with the proposed changes. Review the report for accuracy and
click Process. A message is displayed indicating that the change in position was successfully
processed.

After the Change In Position - Non-Compensation Funding Change Report is processed, the
information is displayed on the Human Resources > Maintenance > Approve CIP Transaction page,
which is the final step before the employee record is updated on the Human Resources >
Maintenance > Staff Job/Pay Data page.
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SexzionTimer: 59 min and 38 sec

A

[ |

;'.-'I:r.\l: Effective Dote: pg-13-

i_ﬂ‘: Code: 1100 Frirury jokc Peroern Dy Employect  100.00%

l’r_;l!c orp Pay Grade: CT2  Pay Soepc Schedule Szwoe Soep Begin Dwoe: 021320018 End Dwte 05242019  Payoff Dete: 08232019
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|

If the LEA has a personnel and payroll department, it is possible that the personnel department
submitted the information on the Change in Position - Non-Comp Funding tab. This step allows the

payroll department to review the corrected distribution information and perform one of the following
actions:

e Mark Reviewed - If the payroll department needs additional time to review the information
before approving it, enter a date in the Date Reviewed field and click Mark Reviewed. This
informs the personnel department that the payroll department is still reviewing the information.

* Approve - If you click Approve, the Staff Job/Pay Data > Distribution fields and the position
distribution in the current year PMIS are updated. A message indicating that the transaction was
approved is displayed.

* Reject - If the information is incorrect, click Reject. You are prompted to enter the rejection
date and reason. Once an item is rejected, it must be reviewed on the Human Resources >
Maintenance > PMIS Payroll Rejections page. If you need to reverse and remove it from a
pending status, click Rollback. All changes from the initial Change in Position request are
reversed.
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