HR Shared Services

Sponsored Funds Procedure for
JHU semi-monthly faculty, staff
and students

Effective February 1, 2008



Introduction

m This procedure applies to all ISRs that
result in an increase in employees’ salary,
l.e. Salary Changes, Return from LOA,
Position Attribute Change, Hours Change,
Reassignment and Return from Temp
Inactive



" A
Procedure

m Retroactive salary increases impacting
sponsored accounts (9xXxxxxxx) with an
ISR effective date (begin date) within 3
months of the date approved and
completed in HRSS will be entered as
Indicated on the ISR. Budget distribution
will be changed retroactively and
prospectively as indicated on the ISR.



"
Scenario 1: Retro Salary Change within 3 month processing
window with multiple funding sources.

ISR:
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"
View of the Base Pay tab on IT 9027 (Base Pay and Labor

Distribution) after the ISR has been processed. The salary
has been updated according to the ISR.

Start @1/01/2008 ) To 12/31¢/9993  chnod 01724 /2002 |||

Base Pay k Labor Distribution k Feriod Rewview |

Subtvpe
Salary
Reason Capacity util. lewvel 100 . g
PS5 type F A Faculty Wwoark hoursfperiod 21 .25 Semi-monthly
FS area u JdHL Mext increase
FPS group FACULTY Lewel &1 Anndal salary 148,689 . 00
Wwa. . |WWwage Type Long Text 2 (Amount curr... |l & BNumberiunit | Time unl
1HEE |Salary: 6,195 .38 [LUsSD 0. aE
Update Base
Pay per ISR
[=]
[~]
Lall»]l [ |[4][»]
1% p1/24/2008 [@)12/31/9999 [ 4 | »| 6,195.38 USD
Additional fields
FTE Annual salary 148, 639.00

Actual Salary 148,689 . 0@



"
View of the Labor Distribution tab. The distribution changed
based on what was indicated on the ISR.

Changes were made to the employee’s record
based on the information provided on the ISR.




"
View of the Period Review tab. The default cost center is not
being used to support the employee’s salary.

100% of the salary is

supported. No funds fell to
11— the default cost center




" A
Pro

cedure

m Retroactive salary increases impacting
sponsored accounts (9xxxxxxx) that have an
ISR effective date that exceeds 3 months from

the date the ISR Is a

HRSS will have the retroactive portion

oproved and com

(difference) allocatec

to the control sa

nleted In

ary

account. The budget distribution will not be
updated. Instead, the department is required to
process an Eform to change distribution
retroactively and prospectively.



"
Scenario 2: Retroactive salary increase ISR effective 01/01/07
with change in funding sources outside 3 month processing

window. At least one budget is a sponsored account.
ISR:

Salary ChangeHours Change Action Details

Action Reason

{1 Annualtierit Increase

Base Pay
PS level

Fetiod SalarnHourly Rate

g3

1,406 . 42

Cost Distribution

rvalid Frarmm |End Date Cost Center |Order ... |Fund Grant Amount
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View of the Base Pay tab of Base Pay and Labor Distribution
(IT 9027) after the ISR has been processed. The salary has
been updated according to the ISR.
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TUpdate Base Payv per
ISR




R _
View of the Labor Distribution tab. The distribution remained
the same.

o BaPy

|

No updates to labor distribution will be processed by HRSS.
Department must iifiate an e-form to change lahor
distribution retroactively and prospectively.




"
Overview of Base Pay and Labor Distribution. The base pay
on each future dated record was updated with new salary
Information.

Overview Base Pay & Labor Distribution (9027)

Persho. | Persasson I
Name - M Posion
II -UNIIIE

I:E -LIEI1Ei
{i=] FEI“I."EI“I."“IEEIEI 12431/9989 -

. atart Date End Date Annual salary Feriod Amaunt Feriod hours|L...
“IIIIIIII“IIEEIEIT 12031599599  (33,754.00 1,406.42 81.25
IIIEH 32007 0973052007 [33,754.00 1,406.42 81.25
III1III|1IEIIIEIT 0322007 [33,794.00 1,406.42 81.245
*IEIMIEEIDE 1203102006 [32,500.00 1,354 17 a1.245




" A
Procedure

m Retroactive Hires and Reinstatements for
both sponsored and non-sponsored
accounts will be entered as indicated on
the ISR.

m Retroactive salary increases for non
sponsored/cost centers will be entered per
ISR.



"
Scenario 2: Retroactive salary increase ISR with change in
funding sources. All funding sources are cost centers or non-
sponsored funds. In this scenario the effective date is

Irrelevant according to the outlined procedure

Approver Details

a7/01/ 2007 Approver 1

Approver 2 g}

Begin Date

Salary ChangefHours Change Action Details

Action Reasan ol Annualierit Increase
Base Pay
F5 level 0z

FPeriod SalarsHourly Rate 1,841 B3

Cost Distribution

=

RO

I_"-.-"alid Frorm End Date Cost Center |Order YWWwBS Elem... |[Fund Srant Amount
10781 /2007 (12731489999 SEOAG482 1117083801 MOT-RELEWAMT GRAMT 536 .40
10481 2007 (12431449999 SEEAG461 11170RE3a81 NOT-RELEVANT GRAMT 178 .80
10481 2007 (12431449999 SEOAG460 11170EE3a01 WMOT-RELEVANT GRAMT 536 .40
10/81 /2007 D6/30/ 2008 BEOA5469 1117038601 MOT-RELEWANT GRAMT 536 .40
EXjIa|| [

EEEERE

|_*-.-falid Fram |End Date Cost Center |Qrder YWHS Elem... |[Fund Grant Amount
EFsE1 2007 (1243149999 SROAG5482 557 .85
BFsa12a07 (1243149999 SEEAG461 189 .53
B @1/2007F (12731489999 SEOAG46Q 557 .85
B a1 //2007 Q673072008 BEOA5469 536 .40




View of the Base Pay tab of Base Pay and Labor Distribution
(IT 9027) after the ISR has been processed. The salary has
been updated according to the ISR.
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Update Base Pay per
ISR




'_
View of the Labor Distribution tab. The distribution has
changed based on the ISR.
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"

View of the Period Review tab.

(|

The salary is hemg charged fo the appropriate budgets
refroactively and prospectively. Therefore no e-form is

@@ required.




" A
Procedure

m Retroactive and prospective decreases In
salary will not have a 3 month processing
requirement. Master data will be updated
as indicated on the ISR (base pay and
labor distribution information).




"
Scenario 3: Retroactive salary decrease with sponsored
funds. A future dated action exists.

ISR:

Approver Details
Begin Date 12/21/2007 spprover 1 [

soprover 2 [ R ]

Salary ChangeiHours CThange Action Details

Action Reason o9 Decrease in Pay
Basze Pay

FS level a1

Feriod SalamndHourly Rate 1,841 66

Cost Distribution

[ETIE

l_ Yalid From  |End Date Cost Center |Order WWHS Element Fund Grant Arnount
124212007 B543142008 QUEOGETH QUEORAOHET |9EF 26 2,083.00
[l ]l

l_ Walid From  |End Date Cost Center |Order WiBS Element Fund Grant Armount
124212007 0543142008 QUERGETH 1,041 66

L]l




View of the Base Pay tab of Base Pay and Labor
Distribution (IT 9027) after the ISR has been processed.
The salary has been updated according to the ISR.
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Base Pay has been updated
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"
View of the Labor Distribution tab. The distribution
changed based on what was indicated on the ISR.
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The distribution amount
has been decreased
according to the ISR




"
View of the Period Review tab. The default cost center is
not being used to support any of the employee’s salary.




"
Overview of Base Pay and Labor Distribution (IT9027). The
base pay on each future dated record was updated with

new salary information.

GRADUATE STUDERNT o000 |




" A
Conclusion

m |[SRs that:
Result in an increase In salary

Are effective within 3 months from the
date processed in HRSS

WIll be processed as indicated on the ISR

m Except when grant is closed/inactive

Funds to be charged to closed/inactive grant will be
allocated to control salary



" A
Conclusion

m |SRs that:

Result in an increase in salary
Are effective outside the 3 month processing window

Contain at least one (1) line sponsored funds
(IXXXXXXX)

Will be processed only updating the salary. The labor
distribution will not be changed for any funding source
(sponsored or non-sponsored). The department must
submit an Eform to update labor distribution.



" A
Conclusion

m |SRs that:

Are Hires, Reinstatements, or result in a
decrease In salary

Will be processed as indicated on the
ISR.
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