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Human Resources > Maintenance > PMIS Change in Position > Separation
Complete the following to process an employee separation.

Current Position

Mainberunoe = PRI Chargs in Position SerationTimer: 56 min ard 50 wec

Change in Campendstion Men-Cornp Funding Changes Man-Cormp Potiton Changes
Py Fragruancy] & - Maoehly O/ * | Employee] 000830 : STEVENSON, SHELLY EDITH | [ J oo
Effexies Dt 02-05-2019 | Payolf Def 04-25-2009 [l Termination Dl 04-05-2019 | Eacly Cortract Payafl | Action Ressand 01 - EMPLOVEE VACATED (5v5) v] RS Status: 1 - Eigkle

,ulrﬂ': POSONS

Ootupans ifor mascn

Recsloulie Positiore] Vacre: I Effectve Date: ._‘L-=-¢i-2‘35"s_.| I""'i"ﬂ‘: 1 Doy (] ignose Pet of Dy Sor Salany Cakes: [ Ignone Pz of Yr Sor Saleny Cals:

Jobs Code: 5900 - ASSISTANT SUBEEMTENDENT Prmaryjob: B Percent Day Employed: | ;gcl Percent Yesr Employed: ] -.._-._.] Calculate

Bary Concegs mudpoing Py Grade 'I'u;ﬁs',']..._ Contracted emp  State Stepc [12 -| Begin Date -;'_-.;:-15-5_] End Date: [ ga082 5":5-| Payolf Date: [ :-u._'-'_T!--Z:.ITIil-E'"_

Pelat Duarys: 2260 Daers O4F: | g0 Wor Days Employed: 226 00 Howrs Per Day: Q ca:-:] HowtyDady Reee: [ 357 .u:?l Acnasl Salary: g9 313-;.g|it-"a|r'-'~g s | |

Prirary Comput |95 - TEAS 50 ADMBISTRATION [ Do [ ] Catencr Code: cio TRS Marribier Pomt (1 - Professonsd ssadf Inecr Pay Stege

Drstribusion Irformaton

Actreity Codie cosunt o0 L Percent Amoont  Dup Aoot
v | 0 - Bwse Salary | [1esea1-6119.00-700-555000 | A o + [ 1oo.000] EmEtzse
Tezaly 100000 BOSI3E

Complete the following fields:

Field Description
Pay Frequency|cjick v to select a pay frequency.
Employee Begin typing the employee name or number. As you type the data, a drop-down list

of corresponding data is displayed. Select an employee and click Retrieve. Or, click
Directory to perform a search in the Employees directory.

Effective Dt  |Type the effective date for the change in compensation in MMDDYYYY format.

For example, what is the last day that should be considered for payoff calculations?
If this employee is terminating employment, use the termination date.

O Be sure to click Retrieve to view and update the next few fields. If not retrieved, payoff dates are
not available in the Payoff Dt drop-down field.

Payoff Dt Type the payoff date, which is typically the date of the final check.
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Termination Date

Type the date on which the employee will terminate employment.

Note: This field can be left blank if the employee is on a leave of absence and
is being paid off for now, but will be returning to the LEA at a later date. Or, if
the employee is being paid off for one contract to begin a new contract with
the LEA.

Early Contract
Payoff

Select to indicate that the change is for an early contract payoff.

Action Reason

Select the reason for separation from the position. The action reason codes
are maintained on the District Administration > Tables > PMIS > Action
Reason page.

TRS Status

This field displays the employee's TRS status. The field is populated based on
the employee's payroll record.

O Click Notes to enter any details related to the separation. The notes can be used as a form of
communication between the personnel and payroll departments. The notes are displayed on the
Payroll > Maintenance > Approve CIP Transaction page under CIP Notes.

O Click Retrieve. The Remaining Payments and Payoff Date under Occupant Information are
updated. If the payoff amount is equivalent to the standard gross of two or three regular pay periods,
manually update the number in the Remaining Payments field to 2 or 3 in order to correctly
calculate the income tax and State Min 373 amounts.

Year: C
CHANGE IN COMPENSATION RON-COMP FUNDING CHANGES NOK-COMP POSITION CHANGES SEPARATION
Pay Freguency -] Employee 000445 - FIGBEE JEFFREY STEVEMN ] [ e 1 [
e o 12 F Dt 172021 )y  Termination _': Early Contract Payoff{ () Action Reason] 24 - TERMINATION w] TRS Status: 1 - Eligible
Current. Positions
Details Position Mumber Position Description Billet Sch YR Job Code Status
0 PALXILIARY MAINTEMANCE WORKER 00701 022 5300 - MATEMANCE WORKER A
Deupart Wfarmation
Q) e o 10 o o
_____ AR CE WORKER Pri 5 ! o
~....._\... t [3 _____ Haurs Per Day — )
Digtribution Irformation
Deolete Activity Code Account Code Grant Code Workers' Comp Expense 373 Employer Contribution Porcert Amcunt Duap Acct
~) [199-51-612851-999-293000 C O 37401 20
Totals 100.000 37.491.20
O Click Next. The Supplements page is displayed.
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Mlairtaniede = PLES Chargs i Podition Serinionn Timer: 50 fnie and 55 Sy

Change in Compenmation Mon-Comp Funding ¢ Non-Comp Potition Changes

Py Frequencyl 6 - Maorshiy CvE 7 Employes] D00E30 : STEVENSON, SHELLY EDITH |l —— ‘ l e ]
Effective De] 10-10-2018 | Payolf Def 10-25-2018 i) Termnation ] 10112018 | Early Contracs Payoft]  Action Beascn] 23 - TERMIRATED 7] RS Suavus: 1 - Engibie

Curremn Supplements

Persition Detcription

Ccoupant informmaton

Bcaloulsse Position: Ve Effpctaor Duees [ ggo11-2008 | Asof Firstof Year

- K- THS tacalea
Type: B - Non-TRS tacable bus

Wliw Prienary Campus: [100 - TExAs ELEMENTARY [.__ Depr ___]

Astached To Posiion: ]. Blex: | 1.__ Emp Warhane: |

Exira Duwry Code: 27. CELL PHONE

— =

Py srezurs Sied on Emglayee Pag M gt [ 'j_f_'_-;.g,:'ls.mamr:h_rh'rm". I '3,':;:':\:,] Percens e Empioyed [ 100] Supplemers Recalculize:
O Timae Cpplemant: PayDate: [ . '_ Mbaw Payrmants | ,1. |ﬁerr¢rrg=‘nﬂ\-e-'7:' '111&! Mtw Extra Dupys Z"',;'c Caloulate I

Diptrigmstion irfarmutan

W T3« Otrer Supplemensl * | [19@23-6135. 005990500 | A 100,000 o

(s | ol cnae | [ cannt |

If a supplement position exists, update the number of Remaining Payments and click Execute. The
Separation Report is displayed. In addition to the new pay rate, the salary that the employee would
have earned if they worked a full year as well as the salary that the employee actually earned if they
did not complete the contract year is displayed.
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Date Run:  05.06-2019 12:28 PM Change In Position - Separation Report

Cnty Dist: 15D Page: 1 of 1
Frequency: & Emp Nbr: 000830 Employee Name: STEVENSON, SHELLY EDITH

Pos SchYr: 2019 Action Reason: IR User ID:

FICAMed: M TRS Status: 1 - Eligitle Employment Date: 04-05-2019
Unemp Elig: £ Wholly Sep Ami: 0.00 Dock Rate: 397.407
IEaanmI Contract Payofi: O

Mates:

Job Code Information:

Mob Code: 4100 - ASSISTANT SUPERINTENDENT Effective Date: 04-05-2019  As of First Of Yr: O
Pay Type: 1 - Contracted employee TRS Mem Pos: 01 - Professional sta  Comtract Date Begin: 07-02-2018  yacate: [
Pay Grade: APG Pl Day Empld: 100.00 % Contract Date End: 02-05-2019 Primary Job: =
Pay Step: Pct Yr Empld: 100.00 % Payoff Date 04-25-2019 r’r_ i

Pay Sched: Job Pct Assgnd: 100,00 % Days Eamed Adjustment: 0,00 Ovim Elig: a
St Step: 12 Hrs Per Day: 0,000 Nbr Mos In Contr: 12 Ovim Rate: 0.00

Pay Rate: 993,500 State Min Sal: 36, 467.10 Nbr Ann Pymis: 12 State Basic Days: 226
Hriy/Diy Rate: 307.407 Contr Amt: 68,354,00 Nbr Rem Pymis: 1 Nbr Days Empid: 172
Hrly Rate: 0.000 Contr Bal: 5943.50 Whaolly Sep Amt: 0,00 Incr Elig: ]
History From Pay Date: 07-25-2018 o 03-25-2019  Paid: 67,360.50 Req Hrs Wrk: 0.00 Owitm Hrs Wrk: 0.00

Position / Supplement Information:

Position: PDISTRICT Billet: 00401 Paosition Type: Regular Position
Descr:  ASST SUPERINTENDENT Campus 1D G090 - TEXAS ISD ADMINISTRATION Dept:
Job Code: 4100 - ASSISTANT SUPERINTENDENT Extra Duty Cd: Type:
State Min Sal: 35.467.10 Pct Day Empld: 100.00 % Ovtm Elig: O Rate: 0.00
H 0.000 Pt Yr Empld: 100.00 %
Hrly/ Ty Rate: 397 407 X Days: 172000 X Percent: 100.00 % = Adj Contract Amt: GE, 354,00
Hrly/Dly Rate: 38T 407 X Days: 226000 X Percent: 100.00 % = Annualized Contract Amt: £9.813.98
Annualized Ami: BOB1398 | Max Pymis: 12 X Percent: 100.00 % = Pay Rate: 7484 499
Pay Rats: 993.500 X Mbr Rem Pymis: 1__= Adj Contract Balance: 99350
Annualized 1 Time Pay Date: Ami: 000 Recalculate Position: [  Supplement Recalculate: 14
Ign Pet Day for Salary Calcs: o Ign Pct ¥r for Salary Calcs:
Distribution Information:
TRS Grt Extra Exp Empilr Acct
Xmital Account Code Acty  WIC Cd Dty Cd 33 Contrib Type Pet Amt
O 100-41-6119.00-T01-955000 &0 A [m] = G 100.000 % 68,354.00
Totals: 100.000 % 68,354.00

End of Report

Review the report for accuracy. If the information is correct, click Process. A message is displayed
indicating that the Change in Position was successfully processed.

Note: In rare situations, the information calculated in a payoff may include special circumstances
making it impossible for the system to perform the calculation. If the separation process is not
used, it is important to manually update the position in the current year PMIS if the Staff Job/Pay
Data fields were manually updated.
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