Technolcigy Services

How to copy a Salary Schedule

6 Santa Clara County
T Office of Education

The Copy Salary Schedules function allows you to copy the existing Salary Schedules to the new fiscal

year.

In Human Resources/ Payroll, click on Master Files/Utilities then HR Code Maintenance #2.

. Q55 ControlCenter
I

90 - S.C.COUNTY OFFICE OF EDUCATION

——

File View District

Year Go Messages Window News

Help+Video

=

Favorites
Go
Print Manager / Job Menu / Utilities
------- £ & Print Manager (LSPOOL)

:: Job Menu
~[g8 Upload / Download Files (QSSXFR)
System Admin
Finance
Fixed Assets / Stores
W2 / 1099
- L@ W2 / 1099 Processing
Human Resources / Payroll
....... 39 * Employee Maintenance
------- % Absence Tracking
------- & CA Retirement
=/ HR Reporting and Downloading
% HR Report / Job Selector
& Personnel Downloader
LEE. HR Query
2= Absence Tracking Job Menu
E: Benefits Management Job Menu
= Payroll Job Menu

;E-Desm-an-f;enh:alqlebm;u—

=/ Master Files / Utilities
* HR Code Maintenance

4 HR Code Maintenance #2

q “» HR Utilities

------- ffi; Budgeted FTE
------ ‘j} HR Work Flow
------ E@ Professional Development System (PDS)
------- % Substitute Teacher Tracking [Preview]
------ [EC Employee Self Service (ESS)

Last Run: 01/15/2015 18:24:23

Yr:20




How to copy a Salary Schedule

Once in HR Code Maintenance #2, open Position Control and click on Salary Schedules/ENH.
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How to copy a Salary Schedule

Click on the Salary Schedule/ENH on the left side of the screen.

Click on the Copy Salary Schedule icon at the top.
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How to copy a Salary Schedule

On the Copy Salary Schedules screen-

1. Click on “A - Copy all salary schedules in the requested fiscal year”

2. In the Years section set:

a. From Year - to the previous fiscal year or where you are copying your salary schedules from.
b. To Year - to the new fiscal year where your copied salary schedules will be placed.

3. Click on “Verify Data and Model Schedule” icon

4. After verification, click on OK to copy Salary Schedules to the new fiscal year.
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Verify Copy Schedules

Press OK to copy or Cancel to return
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