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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.   

 

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.   
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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.     

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

Information page is displayed.  

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

 
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.    

 

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.  

 

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. 
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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.   

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

 
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.  
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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.   

 

2. Enable Remove This Entry and click Ok.  

 
3. This personal workgroup transfer entry is removed from the list. 
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