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Field Description
Pay Frequency|cjick  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.
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.
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https://help.ascendertx.com/test/business/lib/exe/detail.php/images/dropdown.gif?id=general%3Ahumanresources%3Amaintenance%3Apmischangeinposition%3Aseparation%3Abody
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CHANGE IN COMPENSATION NON-COMP FUNDING CHANGES ~ NON-COMP POSITION CHANGES ~— SEPARATION

Pay Frequency] 6 - Monthly CYR «| Emploves{000445 - HIGBEE IEFFREY STEVEN ] l

Retritve ] I Mates l

Termination O Early Contract Payoft{_] Action Reason] 24 - TERMINATION

Eftective Dt 12.17-2021 ) Pavoff B[ 12-17-2021 |;

w] TRS Status: 1 - Eligible

Current Positions
~
Details Position Number Position Description Billet SchYR Job Code Status
fol PAUXILIARY MAINTEMANCE WORKER 00701 022 5300 - MAMTENANCE WORKER A
\
Oeeupart farmation

Recaledtate Postion [ vacate(g] Ef Date: [[12-17-2021 | Worked L Oay: (0] bgnone Pot of Day for Salary Cales: (7] Ignere Pt of ¥ for Salary Cales: [

Primary ab: Peroerit Doy Erployed Percent Year Employed Caleulate
Mon-Contracted emp  State Step: [ | Bewin Dot [[07-01-2021 ) End Date: ((13-17-2021 ) Pavatf Date: [ 12-17-2021 J;
Days Emploved: 256,00 Hours Per Day: Hously/Daily Rate Actual Salary: 37,491 20 Remaining Payments @

gy Dept D Calendar Coder 17 TRS Member Pos (13 - Sugipart stadt Iner Pay Step:

Job Code 300 - MAINTENANCE WORKER

Pay Concent: Midpoint Pay Grade:

Max Days:

Primary Campus: 995 - 995 Scnool

Digtribution Irformation
- ~
Delete Activity Code Aocount Code Girant Code Workers' Comp Expense 373 Employer Contributian Puorcant Amount Dup Acxct
11] (20 - Base Salary | [199-51-6139 51.995- 358000 | LS O 3749120

Totals: 100.000 3749130

O Click Next. The Supplements page is displayed.
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