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MASS RATE CHANGE
1.0
Overview

1.1 General Overview

Use this function to:

· Schedule an hourly rate increase for a group of currently active and/or future student hourly appointments for a specific UDDS, effective date and rate change reason.  
· View / print an edit report which shows appointments scheduled to receive the rate increase.

· Request the scheduling of an update job which will insert or update the requested rate changes for the given appointment criteria.

· View / print an update report which reflects the appointments and related data that received the rate increase.
1.2   Security Authorization
The ability to schedule an hourly rate increase for a specified set of appointments is controlled by your security access to the student appointment/payroll system.  Additional security is enforced once you access the mass rate change parameter screen used to schedule the increase:

· Appt Major Department authorizations determine which appointments you can specify to receive an hourly rate increase.

· Appt Major Department authorizations determine which mass rate change reports you can specify to process and view.

For further details on security profiles, go to http://www.bussvc.wisc.edu/ecbs/uwempl-campus-security-profiles.html (Madison only), or http://www.bussvc.wisc.edu/uwpc/security_profiles/  (all campuses except Madison).
2.0
How to Use the Function
2.1 Accessing the Mass Rate Change Parameter Screen
1. Select Other Processing from the navigation panel in the student appointment/payroll system.  
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· The Other Processing menu screen displays as shown below.
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2. Select the yellow arrow to Mass Rate Change in the Other Processing Menu.  

· The Mass Rate Change Parameter screen displays as shown below.
· The UDDS and Rate Effective Date data entry fields, and the Rate Change Reason drop-down list are open for entry.  The remainder of the form will not become available for entry until these first three data elements have been specified – entry into all three fields is required.
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2.2 Completing the Mass Rate Change Parameters
2.3.1 Specify UDDS Population, Date and Rate Change Reason Criteria

Complete the top portion of the parameter screen as shown below.
1. Enter a valid UDDS (full or partial).  

· You will only be able to schedule a mass rate change for the UDDS values for which you have appointment major department authorization.
2. Enter a valid Rate Effective Date for the increase.  
· It is recommended the rate effective date be the begin date of a student pay period; however, the date MUST be greater than or equal to the pay period begin date of the next student pay period to be payrolled.

3. Select a Rate Change Reason from the drop down list.  
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4. Once all three data elements have been specified, if there are no errors, the remainder of the parameter screen will open for entry.  The top portion of the screen (UDDS, Rate Effective Date and Rate Change Reason) will now be protected from change.
2.3.2 Select Appointment Criteria
1. Select one of the radio buttons in the Appointment Criteria. 

· Continuing appointments:  Select this radio button if the rate change is being given to currently active appointments (where the appointment effective date is less than the Rate Effective Date entered at the top of the parameter screen). 
· New appointments:  Select this radio button if the rate change is being given to new or future appointments (where the appointment effective date is greater than or equal to the Rate Effective Date entered at the top of the parameter screen).

· Both continuing and new appointments:  Select this radio button if the rate change is being given to currently active appointments and new or future appointments.

2. Select one of the checkboxes in the Additional appointment criteria, if necessary.  The use of the section is optional.  
· All appointment criteria within a pay category:  Select this checkbox if the rate change being given for the selected appointments is only for those that that fall within a specific pay category.  If this checkbox is selected, a Pay Category must be selected from the drop-down list. 

· All appointment criteria within a job code:  Select this checkbox if the rate change being given for the selected appointments is only for those that that fall within a specific job code.  If this checkbox is selected, a Job Code must be selected from the drop-down list.  

Select the Search button to bring up a list of valid job codes and descriptions for your UDDS.
2.3.3 Specify Rate Criteria
1. Select one of the checkboxes in the Rate change criteria.

· $ Amount:  Select this checkbox if the rate change being given is for a specific dollar amount (example:  all selected appointments are to be given a 25 cent increase).  If this checkbox is selected, the exact rate value must be entered into the data entry field.  
Do not enter a “$” sign.  Enter the correct decimal amount – which can be three places to the right of the decimal (example:  0.255).

· Percent:  Select this checkbox if the rate change being given is for a specific percent (example:  all selected appointments are to be given a 10% increase).  If this checkbox is selected, the exact percent value must be entered into the data entry field
Do not enter a “%” sign.  

· Raise to minimum (Federal, State or Campus):  Select this checkbox if the rate change being given is to raise all selected appointments to a Federal / State / Campus minimum.  
This checkbox will be available to authorized users only.  Prior to scheduling this type of rate change, contact the UW-Madison, Office of Human Resources, Payroll and Benefits Office to determine if appropriate minimums have been added to your campus’ control table.
· Raise to pay category minimum:  Select this checkbox if the rate change being given is to raise all selected appointments to a new pay category minimum.  
Note:  When using this checkbox, a pay category must be entered in the “Additional appointment criteria”. Prior to scheduling this type of rate change, contact the UW-Madison, Office of Human Resources, Payroll and Benefits Office to determine if appropriate pay category minimums have been added to your campus’ control table.
· The Mass Rate Change Parameter screen should now be complete (as shown in the following example): 
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2.3 Scheduling a Mass Rate Change Edit

2.3.1  Request a Single Rate Change for Given Criteria
If you are scheduling one rate change for a selected group of appointments:

1. After completing the parameter data entry fields, select the Request Edit button to schedule an Edit report.  

This action does NOT update or save any rate changes.  This step is meant to provide a report to the user which should be reviewed prior to actually scheduling the update of rates for a group of appointments.
· If valid data has been entered into the parameter data entry fields, an alert will display indicating a Mass Rate Change Edit job has been scheduled.  This alert will display the Job #, the date the edit will run and the user’s logon ID.  The UDDS, rate effective date and rate change reason criteria for the mass rate change will also display. 

You may want to either take a screen print of the alert, or note the Job # for later reference.
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2. Select the Close button on the alert window.  The alert window will close and you will be taken back to the Main Menu.

2.3.2.  Request Multiple Rate Changes for Given Criteria
If you have already scheduled one rate change, and are now scheduling a rate change for the same group of appointments: 

1. After completing the parameter data entry fields, select the Request Edit button to schedule an Edit report.  

This action does NOT update or save any rate changes.  This step is meant to provide a report to the user which should be reviewed prior to actually scheduling the update of rates for a group of appointments.

· An Alert – Edit already exists window will display.

You can schedule multiple rate changes for the same set of appointments, but in this case, you need to be aware that the data in edit reports will be misleading.  Since data is not being saved during the Edit process – multiple rate changes cannot be accurately reflected in a report.
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2. In this case, if you decide not to schedule the edit, select the No button. The alert window will close and you will be taken back to the Main Menu, and the edit will not run.  

3. If you decide to schedule the edit, select the Yes button.  The alert window will close and the Mass Rate Change Edit alert window will appear (as noted in 2.3.1 above).
2.4 Viewing a Scheduled Edit Job Request
To verify or view details for the edit job that was scheduled: 
1. Select the Other Processing button on the navigation bar.
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2. Select the View Scheduled Job Request button.

· The Scheduled Job Requests window will display as shown below.  Scheduled jobs (Edit and Update) will display.  
You will only see jobs for which you have UDDS authorization.

The jobs displayed will be processed during the evening of the date shown. .
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3. Select the Cancel button to close this window.
2.4.1. Changing a Scheduled Edit Job Run Date
1. To change the scheduled job run date, modify the existing date in the Schedule Date column of the Scheduled Job Requests window.  The date entered must be greater than or equal to today’s date.
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2. Select the Save button.  If a valid date has been entered, the window will close and the Edit job will process on the new date entered.
2.4.2. 
Deleting a Scheduled Edit Job

1. To delete a scheduled edit job, place a checkmark in the Delete? column next to the scheduled job in the Scheduled Job Requests window (as shown on the next page).  
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2. Select the Save button.  The scheduled job will be deleted, and therefore will not process as originally requested.

2.5 Viewing the Mass Rate Change Edit Report
The morning following the scheduled Edit mass rate change job, a report will be available for review.  

2.5.1. Accessing the Edit Report

1. Select the Reports button from the navigation bar.
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2. Select Miscellaneous in the Report Category drop down list.

· The reports available within the Miscellaneous category will display in the Reports grid.
3. Select the Student Hourly Wage Increase report (yellow arrow to the left of the report name).

· The Student Hourly Wage Increase job request parameter form will display.  You will only be able to see jobs for which you have UDDS authorization.
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4. Select the Job Request you wish to view from the drop down list of the available reports.

5. Select the Output Type.

6. Select the Create Report button.

· The Edit report will appear in a new web browser window as shown below.  

· Review the report to verify the correct appointments and related rate changes are reflected.  
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2.6 Scheduling a Mass Rate Change Update
Once you are satisfied the correct appointments are included in your edit report, the mass rate change update can be scheduled.  

The Mass Rate Change Update will update the rate data for the given appointment criteria.  Once the update has been processed, these changes will be reflected in the Manage Appointment – Base Rate Tab screen of the Student Appointment/Payroll system.

To schedule the Mass Rate Change Update job:

1. Select the Other Processing button on the navigation bar.
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2. Select the View Scheduled Job Request button.

· The Scheduled Job Requests window will display.  Scheduled jobs (Edit and Update) will display in the window as shown below.  

You will only see jobs for which you have UDDS authorization.
· Your edit job request no longer exists.  However, in its place is an update job request which will be shown as unscheduled – the date in the Schedule Date column will be blank for this job.  
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3. To schedule the update, enter the date in the Schedule Date column that you want the update job to process.

This job request will be processed the evening of the date entered.

2.7 Deleting a Mass Rate Change Update
To delete a Mass Rate Change Update job request:

1. To delete a scheduled update job, place a checkmark in the Delete? column next to the scheduled job in the Scheduled Job Requests window.
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2. Select the Save button.  The scheduled job will be deleted, and will not process as originally requested.

2.8 Viewing the Mass Rate Change Update Report
The morning following the scheduled Update mass rate change job, a report will be available for review.  

2.8.1. Accessing the Update Report

1. Select the Reports button from the navigation bar.
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2. Select Miscellaneous in the Report Category drop down list.

· The reports available within the Miscellaneous category will display in the Reports grid.

3. Select the Student Hourly Wage Increase report (yellow arrow to the left of the report name).

· The Student Hourly Wage Increase job request parameter form will display.  You will only be able to see jobs for which you have UDDS authorization.
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4. Select the Job Request you wish to view from the drop down list of the available reports.

5. Select the Output Type.

6. Select the Create Report button.

· The Update report will appear in a new web browser window as shown in the example below.
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2.9 Error Messages
	Data Field or Screen in Error:  

Error Message
	Action

	Appointment Major Department (UDDS):
Message:  Access is not authorized for this value.
	This message will appear when you enter a UDDS for which you do not have security authorization.  You will need to check your entry or have your security population authorizations reviewed/updated by your data custodian.

	Appointment Major Department (UDDS):

Message: Is not valid
	Verify the UDDS entered - it does not exist or has expired.  Contact the UW OHR IT help desk at ithelp@ohr.wisc.edu.

	Mass Rate Change Parameter Screen (top part of form – UDDS, Rate Effective Date, Rate Change Reason):

Message: Invalid format or cannot be null.
	Certain data element or data entry fields are required on the Mass Rate Change parameter screen.  Verify you have valid data entered.

	Mass Rate Change Parameter Screen – Rate Change Criteria:

Message:  At least one rate change criteria should be selected.
	Verify a rate change criteria has been selected (one of the following must be selected:  dollar amount, percent, raise to federal/state/campus minimum or raise to pay category minimum).

	Mass Rate Change Parameter Screen – Rate Change Criteria - $ Amount:

Message:  Invalid amount or amount cannot be null.
	Verify a rate change amount has been entered into the $ amount rate change criteria data entry field, and the amount is a valid number.

	Mass Rate Change Parameter Screen – Rate Change Criteria - Percent:

Message:  Invalid percent or percent cannot be null.
	Verify a rate change percent has been entered into the percent rate change criteria data entry field, and the percent is a valid number.

	Mass Rate Change Parameter Screen – Appointment criteria with pay category code:

Message:  All appointment criteria within a pay category should be checked.


	The rate increase being applied is for a specific pay category, but the pay category has not been checked or indicated on the appointment criteria part of the form.

	Mass Rate Change Parameter Screen – Appointment criteria with job code:

Message:  All appointment criteria within a job code should be checked.


	The rate increase being applied is for a specific job code, but the job code has not been checked or indicated on the appointment criteria part of the form.
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