
 

MSS: Adjusting an Employee’s Pay Class    Job Aid 
 
A pay class, such as hourly, salary or contract, can be added or adjusted in an employee’s personal information 
in Manager Self Service (MSS). The pay class section of an employee’s personal information contains current and 
historical information about the pay classes that have been assigned to the employee’s record.  

 
Accessing Employee Pay Class Information 

To access an employee’s personal information in MSS, type all or part of the employee’s name in the Find field. 
Locate and click the employee’s name in the Search window to open the time card for that employee. 

 

 
Using the Pages drop-down list, select the Personal Information page. 

 

 

  
 

When changing a pay class assignment, it is important to assign the next pay period for the time frame when 
the new pay class will begin. Do not attempt to change a pay class in the current period. 
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To access pay class information, use the Sections drop-down list to select Pay Class. 

 
The employee’s current pay class and the date that pay class was effective is displayed in the Pay Class section. 
All previous pay classes and their effective dates are displayed in the Historical field.  

   
 

 

 

Current pay class 

 
Previous pay class 

 

 

Click to add a new 
pay class 

 

Pay period dates 
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Changing a Pay Class Assignment 

To change an employee’s pay class, click the Change Pay Class button. 

 
In the Assign New Pay Class window, select the new pay class and pay period the class will be effective.  

 

  
 

 

 

 

 

 

 

 

 

Important Note:  When changing a pay class assignment, it is important to select Next Period as the time 
frame when the change will take place. Do not attempt to change a pay class in the current period. 
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The new pay class will appear in the Current field and the previous pay class drops down to the Historical field. 
Although the new pay class is listed in the Current field, the pay class will not be applied by the system until the 
date listed in the Effective field, which indicates the date the next pay period begins. 

 
Let’s suppose the current date of the database you’re using here is Nov. 20. The way the system is set up, the ‘Salary’ pay 
class shows up in the Current portion of the screen, even though it isn’t actually “current.” That Salary pay class won’t take 
effect until Dec. 1. Now through Nov. 30, the ‘HRL’ pay class remains in effect. 

 

Adjusting a Current Pay Class 

A current pay class can be adjusted using the pencil icon, but the adjustment will not be retained in the historical 
record. Use the pencil icon to correct any mistakes in the pay class assignment. 
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Adjusting or Removing a Historical Pay Class 

Adjusting or removing a historical pay class assignment should only be performed for an assignment that was 
made in error. Corrections should be made before pay period data has been sent to payroll.  

To adjust a pay class assignment, click the pencil icon for an historical pay class to open the Adjust Historical Pay 
Class Information window.  

 
 

Change the pay class or assignment date for the pay class in the available fields. Remove the pay class from the 
historical field by enabling the Remove this Historical Entry check box. 
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