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ASCENDER - Position Management: 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 ASCENDER Business system and
have reviewed the ASCENDER Business Overview guide.

Perform a Non-Comp Funding Change

Position Management > Maintenance > PMIS Change in Position > Non-Comp Funding Changes

Complete the following fields:

Pay Frequency|cjick  to select a pay frequency.

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

Type data in one or more of 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.

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

O 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

Effegtrve D

Job Cosde

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: 13¢|

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

05242017 | Payol Dae: [ g
Mas Days: [ 12,0 Cwys 0% [ 0l0) Mor Dy Employwet 162.00 Howns Per Dy [ 0000] HourtyDady Rate: [ 301.489] Acwal Selary: 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 + + [iooooa] 5287100

L) ]

:35- Baze Salary

Tozals:; 100,000 5£.571.00

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

O Click Next. The Current Supplements page is displayed with a list of the employee's current
supplements. If necessary, can make changes at this time.
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Chanpe in Cormpendation Mo sding € : Mar-Camp Position Changes Sapuration

Py Frequency] & - Morithly O 7| Emplioyess] 000100 : BROWNLEE, BRENDA RAE |{ === ][ Fro ].

Effective Ot 0B-13-2018 |  Action Reasend 23 - ACCOUNT CODE CHANGE ] RS status 1- Eighie

Occupars Information

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

Exera Duty Code! 40 - ADDL DUTY-BUS Type 5. Supplemental pay Pramary CIMEs [557 537 senont = Oe= ]
Anached Ta Podnion: l ] Bller | J Ermg NEr T |
-~ — L L —
Pay Amount Based an Employes Pay: Max Amgunt [y gog l:-‘.'l] Supplernent Pay Amount: |' 12 I}G{-E-’.'I] Percens Yaear Emplosed: Supplement Recaloulabe:
L = T

Qe Tume Supplement: Pay Durer ,: M Pagmaras 12| Pemaining Payments: | leMDm' l],:LI Mk Exera Duns: Calgulate |'

Dissribwtion Information

Tosaty: 100000 1206600

Back | Mext || Ewecue || cancel |

O Click Execute. A report is displayed with the proposed changes.
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Maintenance > PMIS Change in Position

SessionTirmer: 59 min and 56 se

Change in Compensation Non-Comp Position Changes Ceparation
= H4 kM
Date Runc  07-11-2013 226 PM Change In Position - Non-Compensation Funding Change Report
Crty Dist: 15D Page: 1 of 2
Frequency: £ Emp Nbr- 000100 Employes Mame: BROAMLEE, BRENDA RAE
PosSch¥r 2019 Action Reason: 23 User ID:
FICAMed: TRS Status: 1 - Eligible Employment Diate: 08-13-2018
Uremp Elig: [ WWhaolly Sep Ami: 0.00 Dock Rate: 306120
Early Contract Payoff O
MHotes:
«Job Code Information:
Job Code: 1000 - TEACHER Effective Date: 08-13-2018  As of First OF Yr: O
PayType:  1- Contracted employes TRS Mem Pos: 02 - Teacher, Contract Dale Begin: 0132018 wipeoue O
Ebrana
Pay Grade: TEA Pet Dy Emnpld: 10000 % Contract Date End: 05-24-201% 5
PayStep: 25 Pet r Empld: 20000%  Payofi Date 0232019  Frmary Job:
Pay Sched; Job Pct Assgnd: 10000%  Days Eamed Adjustment:  0.00 Ontm Elig: a
St Step: 20 Hrs Per Day: 0.000 Hbr Mos In Contr: 10 Onvtm Rate: 0.00
Pay Rate- 4642 750 State Min Sat 4526140  MbrAon Pymis: 12 State Basic Days: 97
HriyDiy Fate: 301 489 Contr Amt: 5571300  Mir Flem Pymis: 2 Nibe Darys Empid: 1w
Hirby Fate: Q000 Conlr Bak: 3.285.50 Whally Sep Ami: lIncr Elg: O
History From Pay Date: 08-25-2018 to 056-25-2019 Pad: 4572607 Reg Hrs Wk 000 Owtm Hrs Wi 0.00
Position /| Supplement Information:
Postion: F101TEACHER Billet: 00371 Position Type: Regular Position
Descr:  SFED Canngass 1D Dept
JobCode: 1000 - TEACHER Extra Duty Cd: Type:
State Min Sal: 4526140 Pct Day Empld: 100.00 % Onim Elig: O Rate: 000
Hrly Flate: 0000 PotYrEmpld: 100.00 %
Hriy Dty Rate: 301489 X Days: 182 000 X Percent: 10000 % = Adj Coniract Ami: R4 ET1.00
Hrbyd Dy Faste: 301,438 X Days: 182000 X Percent: 100,00 % = Annualzed Contract Ami- 54.871.00
Annualized Amt 54.877.00 7 M Pymis: 12 X Pescent: 100.00 % =Pay Rale: 4572583
Pay Rate: 4572550 X Nbr Rem Pymis: 2 = Ad) Contract Balance: 914516
fnnualized 1 Time Pay Date: At 0.00 O Supplement Recalculate:
lgn Pct Day for Salary Cales: [ lon Pet Yr for Salary Cales: [
Distribution Information:
TRSGit  Exdra Exp  Emplr Acct
Xenatal Account Code Ady wic Cd DyCd 373 Contid  Type Pat At
0O 1%8-12-6129.00-101-553000 ] A O ] G 100,000 % B4.871.00
Tolalks: 100.000 % 54.871.00
Coo )

O 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 Payroll > Maintenance > Approve CIP Transaction page, which is the
final step before the employee record is updated on the Payroll > 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
|MimxDwyr 1EL0 Days 0% 00 NbrDwysEmployed 110 HoursPerDey 00 HoudyRete 0000 Acus! Seley: 1873400  Remaining Payoens: 11
i:""i"_.":l-ﬁ-d m e Calencler Cochz Al TRS Mamibar Pop: 03 Suodl Pay Deex: --  Days Enrned Ay 00

|

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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