MSS 3.0: Managing Employee Transfer Rate

Job Aid

When employees are transferred to different workgroups outside of their home workgroup, their pay rate may
or may not be different from their home workgroup pay rate. In the following scenario, the employee’s home
workgroup pay rate as a groomer is $10 per hour and his transferred workgroup pay rate as a trainer is $30 per

hour.
Time Card Previous Period Editing Sheet Addjustrments ADRrove Print Anderson, Keith
Last Mame First Mame tl 1D Badge FPay Class Location Department Fosition
Anderson Keith m M1 Salary Exempt Dog Daycare & Groomin... Grooming Groomer
Schedules Punches
Diate Hours Warkgroups
Start End 1M ouT
= = Dog Daycare & Grooming
V4 29 | @ 5:00 16:30 800 | &) 1000 A REG o Grooming 800 10:00 200
Service
= Dog Daycare & Grooming
V4 0 M 5:00 16:30 800 | &) 16:30 REG a0 [ Grooming 200 16:30 800
Carvira
Details
Period Summary Daily Surmmary Adjustrments Time Off Balances

Pay Location, Departrent, Position Hours Rate Dollars

Desig.

Regular Dog Daycare & Grooming Service, Grooming, Trainer 2:00 30.0000 50.0000

Regular Dog Daycare & Grooming Service, Grooming, Groomer .00 10.0000 80.0000

Totals 10:00 140.0000

Employee’s personal workgroup transfer rates for different workgroups are managed in the Personal
Workgroup Transfer List on the employee Transfers page of Personal Information.

| Fersonal Information | | Transfers |
Last Mame First Mame IO Badge Location
Allan Joe 624 G624 CS
A
Personal Workgroup Transfer List
Ad Location Lone Department Fasition
& (B8} A, HOR CMNA
& cs DFT MNDR CMA
& Cs A, MDR R

Fone

OFT

Hate

0.0000
5.0000
30.3400

Department
MOR

Fate
Enhancernent

Mo Change
Addition Ta

Replacement

Hired
06/ 15512

Effective

OEAD22021
060252021
06022021
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Access Personal Workgroup Transfer List
To access employee personal workgroup transfer information:

1. Locate an employee by entering the employee name or badge number in the Find field. Press Enter or
wait for a few seconds. The matched employees are populated in the list on the Search page. Click a
located employee. This employee’s time card page is displayed.

AoD Technicians Account | | Search
I Find: |a||an I
Daily Operations © | Last Narne First Mame o] Badge
Payrall Manitor Allan Isaac 207 207
Dashboard Allan Joe G224 B24
Time Cards Ball Alan 103 103
Rees Alan 313 313

2. Click the Time Card drop-down menu and select Personal Information. The employee Personal
Information page is displayed.

Allan, Joe (CS-DFT-NDR-CHA)

Time Card Current Period Editing Sheet Adjustments
Personal Information irst Marne D Badge Location
Time Card

loe G224 B24 5
Schedules
History Schedules Punches
Archives

Start End I ouT

Accruals
Incidents i &
Ilap 3 -

3. Click the Basic drop-down menu and select Transfers. The Transfers page is displayed.

Allan, Joe (CS-DFT-NDR-CHA)

Personal Information Basic
Last Mame First I Basic
Persanal
Allan Joe )
Private
Address
Last Mame: Allal Rate of Pay
First Mame: Joe Warkgroup
Middle Initial: Active Status
Hourly Status
1D Mumber: 624
Pay Class
Fay Class: Full Availability

MSS 3.0: Managing Employee Transfer Rates June 2, 2021



4. You can add, edit, and remove the personal workgroup transfer entry for this employee.

Add a Personal Workgroup Transfer Entry
To add a personal workgroup transfer entry:

1. Click Add. The Add New Personal Transfer Entry dialog is displayed.

Allan, Joe (CS-DFT-NDR-CNA)

Personal Information Transfers
Last Marme First Marne In] Badyge Location Tone Departrment Position Hired
Allan Joe 624 624 C3 DFT MDR ChHA 0611512
Add

Personal Workgroup Transfer List

Rate

Enhancement Effective

Adj Location Lone Department Position Rate

2. The employee’s home workgroup is populated for each workgroup level by default. See the following
field description to specify transferred workgroups, enhanced pay rate, and effective date. Click Ok.

Add Hew Personal Transfer Entry
Location: a3
Tone: DFT
Department: MDR
Pasition: R~
Rate: 30.34
Rate Enhancement: Replacement
Assignment Date: 06022021
Ok Cancel
Field Description
Workgroup Level Select a workgroup from the workgroup level, for example, Location, Zone,
Department, and/or Position for workgroup transfer. Note: The available
workgroup levels may vary based on your system.
Rate Specify the pay rate based on the selected option in the following Rate
Enhancement field for either replacement or addition of the home pay rate.
This field is ignored if the pay rate does not change for this workgroup transfer.
Rate Enhancement | The following options are available to enhance the pay rate for workgroup
transfer. Replacement. Replace the home rate of pay with the payment
specified in the Rate field.
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Field

Description

Replacement. The pay rate is replaced by the pay rate specified in the
Rate field.

Addition To. Add the extra pay rate specified in the Rate field to the
home rate of pay.

Multiplicative Factor. The pay rate is the employee’s home rate
multiplied by the number 1.25 or 1.5, indicating the employee receives
25 or 50 percent more than his or her home rate. This option is under
development.

No Change. There is no rate adjustment when the employee is
transferred to another workgroup. The home pay rate is used.

Note: The employee’s home rate is available on the Rate of Pay page of
Personal Information.

Personal Information Fate of Pay
Last Mame First Mame 1D Badge Location
Allan Joe B24 24 C5
Change Rate and/or Pay Type
Current
Ad Rate of Pay Pay Type Effective
& 123400 | Hourly 06A15/2012

Assignment Date

Specify the effective date for the workgroup transfer pay rate.

3. The personal workgroup transfer entry is added in the Personal Workgroup Transfer List.

Allan, Joe (CS-DFT-NDR-CHA)
Personal Information Transfers
Last Name First MName D Badge Location Zone Department Pasition Hired
Allan Joe g24 g24 C5 DFT MNDR CHA, 0BA15/12
A
Personal Workgroup Transfer List
Adj Location Lone Department Pasition Rate Rate Enhancernent Effective
| & cs DFT MNDR RN 303400  Replacement 05022021 |
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Edit an Existing Personal Workgroup Transfer Entry

To edit properties of an existing personal workgroup transfer entry:

1. Click the pencil icon () for an existing personal workgroup transfer entry. The Adjust Personal
Transfer Entry dialog is displayed.

Personal Information Transfers
Last Mame First Marne D Badye Location Zone
Allan Joe 624 B24  C5 DFT
Add

Personal Workgroup Transfer List

Rate

Enhancement Effectie

Adj Laecation Zone Department Position Rate

Cs DFT NDR RM 30.3400  Replacement 0B/02/2021

2. Update properties of this personal workgroup transfer entry accordingly. Click Ok.

Adjust Personal Transfer Entry

Location: Cs

Zone: A
Departrment: MNOR
Fosition: CMA

Rate: 0

Rate Enhancerent: Replacement
Assignmant Date: DEA22021

Remove This Entry:

Ok Cancel

3. The properties of this personal workgroup transfer entry is updated in the list. The notification messages
highlighted in yellow is displayed to indicate detailed changes.

Personal Workgroup Transfer List

Adj Location Zone Departrment Position Rate Rate Effective
Enhancement
& c3 A MDR Rr 30.3400  Replacement 0B/02/2021

I Edit Pers Tran CS-DFT-NDR-REM @ 30.34 To CS-A-NDR-RN @ 30.34'
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Remove an Existing Personal Workgroup Transfer Entry

To remove an existing personal workgroup transfer entry:

1. Click the pencil icon () for an existing personal workgroup transfer entry. The Adjust Personal
Transfer Entry dialog is displayed.

Personal Information Transfers
Last Mame First Marme In] Badge Location Zone
Allan Joe 624 B24 CS DFT
Add
Personal Workgroup Transfer List
Adj Location Zone Department Puosition Rate E?Lchement Effective
cs DFT MDR RN 303400  Replacement 06/02/2021
2. Enable Remove This Entry and click Ok.
Adjust Personal Transfer Entry
Location: Cs
Zone: DFT
Department: NDR
Pasition: RM
Rate: 30,34
Rate Enhancement: Replacement
Assignment Date: 0B/0272021
Remaove This Entry: I
Ok Cancel
3. This personal workgroup transfer entry is removed from the list.
Personal Workgroup Transfer List
) . , Rate :
Ad Lacation fone Department Fasition Rate Effective
Enhancement

©2021 Attendance on Demand, Inc. All rights reserved. Attendance on Demand is a registered trademark of Attendance on Demand, Inc.
(AOD). Nothing contained here supersedes your obligations under applicable contracts or federal, state and local laws in using AOD’s
services. All content is provided for illustration purposes only.
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