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Human Resources > Maintenance > PMIS Position Modify or PMIS Supplement Modify

Image

Maintenance > PMIS Pasition Madify SestionTirmer: 59 min and 25 sec

[ save

Positian Number: FIDTTEACHER = pesision Description: EARLY ED [s

Deseription Seatus Freq Emp Nbr First Mame Middie Name Last Narme
q 00020 EARLY ED | A F 000034 AMY A ALSTIN
=] 00050 PRE-K | F
el = e | AL F oss  TRSTEN  MARE  WESOK
[+] 00075 KINDERGARTEN | A F 001023 NATALIE A WOOD
q 00076 j-; NDERGARTEN | A ooz BOB N WELA
q 00077 | KINDERGARTEN | A F 001026 TAMMIE HERRING
g 00078 [KNDERGARTER ] A DOCE30  HANNAH OWENS GONZALES
") 00079 K AND 15T xtra A DONNE  JOYCE ANN TAYLOR -

Employes Nor: 000579 I Employee Mame: TRISTEN MARIE WESOLAK
Primary Job: # Increase Eligible: ) Mew Employee:

Pay Grade: _E-‘\J Pay Step: 93] Schedule: | ] State Step: 3_é| Begin Date: | 08-11-20

Darys OFF | 3-5_‘| Mbr Days Employed: 182,00 Hourly/Daity Race- | 229 5‘_5_]54 ary: 41,778.00 Remairing Payments: | '2_|

Aceept Changes: o Status: ;-\ - Atve "'| Frequency” _-"‘ Menthly NYR ¥ | School Ves~ | 208 | |"C,ﬂ‘|.||jm5l|.lq"t

Catepary: __] Supplement Attached

Job Cage: [1000- TEACHER JE 152 pay ot coer [ 510 [ estentar cose: [10 [ primary Campus: [101-101 School T oepe [
Hours Per Duay: o 3"3] Percent Day Emiphayed 1 3"J Pescent Year Employed: | '53‘ Seate Minimum Days: ‘57\2 *d basic days i contract ¥ ]

Pay Concepr: Annual EEOC:  Workers' Comp: A TRS Member Pos: :'3'2' Teacher, libraran ¥ |\'a: Days: [azo e Payments: lilc-,g-.;r_-gg Elgble:

Superaser Position == Balpt: = Emglgyree Nusmber/MName;

If necessary, use one of the following options to vacate an employee from a position:

Option 1: (Best Practice) Use the Human Resources > Utilities > PMIS > Vacate Employee from
Forecast Positions page to vacate a position.

Typically, when an employee decides to leave an LEA at the end of the year, the employee is paid off
in payroll at the end of their contract; therefore, no additional action is necessary for the current year.
However, in the forecast records, the employee must be removed from all existing positions.

Retrieve the employee's positions, select the Vacate check box for each position, and click Save.

Option 2: Use the Human Resources > Maintenance > PMIS Forecast Change page (only available in
next year payroll) to change an employee from one position to another. A list of all existing positions
for the employee is displayed with a section allowing you to enter a new position or vacate a position.

This method can be used if you need to move an employee for the new year. If you created your
position numbers with a campus code, you can use this process to change their position from
P6001TEACHER to P6002TEACHER.
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