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Purpose

Use this procedure to enter assignment pay into Basic Pay Infotype (0008) for an employee
who receives assignment pay as part of their base pay. The assignment pay is based on the
PS (Pay Scale) Group and not on percentages. (Assignment Pay Percentage Wage types are
used by certain agencies and will be used by other agencies in the future).

Trigger

Perform this procedure when assignment pay is granted in recognition of assigned duties that
exceed ordinary duties. Assignment pay is based on salary ranges and not percentages.

Perform this procedure when the base salary is changed; such as, periodic increment update
for employees that receive assignment pay as part of their base pay.
Prerequisites

e Assignment pay is granted.
e User must calculate the rate manually outside of HRMS.

Menu Path
Human Resources - Personnel Management - Administration - HR Master Data
—>Personnel Actions

Transaction Code
PA30

Helpful Hints

For a list of approved job classes and pay premium for assignment pay, consult the
Department of Personnel Compensation Plan and Collective Bargaining Agreements.

Assignment pay needs to be calculated for a pay period; therefore, the difference between the
monthly base salary and the monthly assignment pay premium must be divided by two (2).

To calculate the assignment pay for a full time employee:

e Divide the monthly salary (shown in the compensation plan) at the base group and
level (range and step) by two.

e Determine the assignment pay premium by consulting the Department of Personnel
Compensation Plan and Collective Bargaining Agreements.

e Divide the base monthly salary of the assignment pay premium (up two ranges, four
ranges, etc. from the monthly base amount) at the base group and level (range and
step) by two.

e Subtract the base amount from the assignment pay amount.
e The result is the assignment pay amount.

Example: An employee working in PS group 40 and has a monthly base salary of

$2413.
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The assignment pay premium is four ranges, which is PS group 44 making
the assignment monthly salary is $2645.

To calculate the amount of assignment pay:
Base Salary: 2413/2= 1206.50

Assignment Pay Premium: 2645/2 = 1322.50
Assignment Pay: 1322.50 -1206.50 = 116.00

116.00 is the assignment pay amount for Wage type 1046 on Basic Pay
Infotype (008).

To calculate the assignment pay for a part-time employee:
e Find out what percentage of time the employee is working (20%, 35%, 50%, etc).

e Divide the monthly salary at the base group and level (range and step) by two and
multiply by the percentage of time the employee is working.

e Determine the assignment pay premium by consulting the Department of Personnel
Compensation Plan and Collective Bargaining Agreements.

e Divide the base monthly salary of the assignment pay premium (up two ranges, four
ranges, etc. from the monthly base amount) at the base group and level (range and
step) by two.

e Multiply by the percentage of time the employee is working.
e Subtract the base amount from the assignment pay amount.
e The result is the assignment pay amount.

Example: An employee works 35% in PS group 40 and has a monthly base salary of
$2413.

The assignment pay premium is four ranges, which is PS group 44 making
the assignment monthly salary is $2645.

To calculate the amount of assignment pay:
Base Salary (2413/2) *.35 = 422.28

Assignment Pay Premium (2645/2)*.35 = 462.88
Assignment Pay 462.88 — 422.28 = 40.60

40.60 is the assignment pay amount for Wage type 1046 on Basic Pay
Infotype (008).

The system may display three types of messages at various points in the process. The
messages you see may differ from those shown on screen shots in this procedure. The types
of messages and responses are shown below:
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Message Type Description

Error a

ﬁ Example: Make an entry in all required fields.

Action: Fix the problem(s) and then click & (Enter) to proceed.

Warning

@ Action: If an action is required, perform the action. Otherwise, click

Example: @ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.

& (Enter) to proceed.

Confirmation & )
Example: Save your entries.

o or & Action: Perform the required action to proceed.
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Procedure
1. Start the transaction using the menu path or transaction code.

Maintain HR Master Data

T adBese R nnan R QE

< {0 Persan
M Collective search help
[l search term
[l Free search

Basic Personal Data

Infotype text ] Period

Actions @ Period
" |organizational Assignment Fr. To
Persanal Data O Taday O Gurrweek
_Addresses A1 () current month
| |Planned orking Time ' From curr.date O Lagtweek
Basic Pay ) Up to Today () Last month
Contract Elements i Current Period i current Year

Date Specifications m
| il

FamilyiRelated Person

Direct selaction
Infotype

- L|roomao b= sswbhranb2 OvR 7

2. As required, complete/review the following fields:

Field Name R/OIC Description
Personnel no. R The employee’s unique identifying number.
Example: 20000423

3. Click the gray box to the left of Basic Fay 15 select.

4, Click (Copy) to copy and continue.
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Copy Basic Pay (0008)

Copy Basic Pay (0008)
| | Salary amount HE Faymenis and deductions |

-29990423
Find by 1858
< @ Person D 0OD1 |
[«]
[

mcmlective search help _BB.’B1I2BBS 1243149999

() Search term
(i) Free search

Reasaon Appaintment Change Capacity util. level 100.80

FPS type WFSE Wark hours/period 87 .80 Semi-monthly

PS5 area Standard Progression Mext increase 03/81/2006

FS group Level A Annual salary 28 956.00  USD

Wage Tme LongTe;{t _Amaunt A Numb_erlunit Linit
Pay Period Salary 1,206.50

A e [
10 051512005 | r2i3/seee ¢ [ D] 1208 v |

5. Complete the following fields:
Field Name R/OIC Description
Start R The creation date of the new record.
Example: 8/1/2005
Wage type R  |The type of payment.
Example: 1046

6. In the blank row, in the Wage Type field, click @ (Matchcode) to open the selection list.
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Wage Types for Infotype "Basic Pay" (1) 11 Entries Found

Wiane Types for Infotype "Basic Pay (13 11 Entries Found

Restrictions |

[ o

v |E|H| B8 (2

WT |Wage Type Long Text Start Date |Eml Date
1003 Pay Period Salary 01011900 12731/9899
1011 Assignment Pay 2.8% all 0150111900 12531799949
1012 Assignment Pay 5% all 01011900 12531/9399
1013 Assignment Pay 7.8% all  01/0111900 12531/99949
1014 Assignment Pay 10% all - 0150171900 12531/99949
1015 Assignment Pay 3% all 01011900 12731/9399
1016 Assignment Pay 55 S all 0170101900 1 2731/9999
1017 Assignment Pay Yy % all 015011900 12531/9999
1018 Dwal Language 5% all 01011900 12731/9899
1044 Shift Difference-all agys  01/01/1900 12531799949
1046 [Salaried Yar Assign Pay  |01/0111900 12531/99949

11 Entries Found

N

7 C"Ck|1EIA1Ei|SaIariEd War Assign Pay |EI1IEI’II19EIEI 1213119999

& For agencies that do not have percentage-based assignment pay authorized in their
collective bargaining agreements or in the DOP compensation plan, assignment pay
should be processed using the wage types as outlined in the table below.

Wage Type Agency
1011, 1012, 1013, 1014, 1017, 1018 Washington State Patrol
1014 Parks and Recreation
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Wage Type Agency
1045 All other agencies — Hourly Employees
1046 All other agencies — Salaried Employees

8. Click (Copy) to accept.

9. In the same row, complete the following field:
Field Name R/O/C Description
Amount R The total dollar value of a wage type.
Example: 56.50
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Copy Basic Pay (0008)

H @@ DR R anaa FE @

Copy Basic Pay (0008)
| | Salary amount Hi FPayments and deductions |

-2BBHD423

Find by

= {0 Person m
moo\lecti\re search help _BB!BHZBBE 1243149988

{Hl 5earchterm
(Kl Free search

Reasaon Appointment Change Capacity util. level 1680.00

FS type WFSE Work hoursfperiod 87 .80 Sermi-rmonthly

PS area Standard Progression Mext increase 08/a1/2006

FS group Level A Annual salary 28,956.00  USD

.. Wage Type Long Text 2 - |A|Murnberiunit|Linit
Pay Period Salary 1,206.50

Salaried Var Assign Pay 56.50

Jx[ e ]
10 051012005 |- 1213170c8 4 [ D] 126309 v |

& Save your entries [» | RDO (1) ¢201) =] | sswwhhranih2 | OVR

10. Click E (Enter) to validate the information.

11. Click H (Save) to save.

12. You have completed this transaction.

Result

You have entered assignment pay into Basic Pay Infotype (008) for all employees that receive
assignment pay as part of their base pay and the assignment pay is based by the PS Group
and not percentages.
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