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Human Resources > Maintenance > PMIS Position Modify or PMIS Supplement Modify
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Employes Nor: |00057% I.'.". Employee Mame: TRISTEN MARIE WESOLAK

Primary Job: # Increase Eligible: ) Mew Employee:

Pay Grade: |TBA |==) pay Srepe |03 jof Sehedule: 2] Srate Stepe (03 r Cate: | 98-11-2000 | Erd Date: | D5-21-] Payoff Date: | 08-2%- e
oy i L )

Days Ot | 0.0] Wbr Days Employed: 18200 Hourly/Daity Race 229 5“91 Salary: £1,778.00 Rermaining Paymenzs: | 12

Accept Changes: @ Status: [4- Acive qf'eqmnf.}': [F- Monthiy NYR v | Sehasl vesr: [2077 + | Calculate Salary '
Catepary: I.". Supplement Attached:

- - T ean 1
Jou Cage: | 1000 - TEACHER I 1se Pay Date Code: | S10 |29 Catendsr Cose: |10 5] prmary Campus: | 101 - 101 Schook £ Depr: :l

Hawrs Per Day: B.000) parcent Doy Emplayed: | 100] pavcent Year Employed: | 100 Srave Minienurn = | 167 - Vakd bagic days in comtract ¥
iE ¥ il Hi

Pay Concepr: Annual EEOL:  Workers' Comp: A TRS Member Pos: !_'?E'T'Ni"?’_"tﬂ"-’" '_lMat Daysc | '33-9_| Ma:x Payments: L ‘{] Overtime Eligible:

Supenvisor Position: ! ]. Biller: = Employes NuemberName;

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 position record.
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LHilities > PMIS > Vacate Employes from Forecast Positions SessionTimer: 239 min and 36 Sec

Employes: |000261 : DELGADO, DENISE [ | Retrieve i

Vacate Details Accept Chgs § Posmon Desoriptio Billet Sch¥YR Job Code

T ) i PEE NODERGAR 307 - KINDER TEACHER

v q ’ 3 S3E1% EsL D002 XTRA - EXTRA DUTY A

Occupant Information

Job Code: [41307 - KINDER TEACHER ] Primary jobc #  Percent Day Employed: | |r_:a| Percent Year Employed:
Pay Conrcept Midpains Pay Grade: [TCH | Contracted emp  State Step: ?; Begin Date: E[‘;j Date: (G525 | Payol Date: ”&.:39-.
Max Diays: Deays Off | .0 Nbe Days Employed: 187,00 Hours Per Day: Hourty/Daily Rate: 354 100 Actual Salary: £6217.00 Remaining Payments: | ;:,I

Prirnary Campus: [101 - 101 School | Depr: Calendar Code: THS Member Pos: [02 - Teacher, librarian | tner Pay Step:

Distribution Information

Grant Code Workers® Comp Expenss 373 Employer Contribution P Amount Dup Acct
| 100, c{_\:] £6,217.00

Tozal: 100000 66217.00

Select the Vacate check box for each position.
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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