Oracle Direct Input User Guide
Change Salary
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IS L&D	Direct Input - Change Salary
[bookmark: _GoBack]Through the Direct Input (DI) system you are able to change an employee’s salary.  This action is for all employees on Barnardo’s Terms and Conditions only.  For TUPE employees select Change Spinal Point (TUPE Only) in Direct Input.
Note: If the salary change is because of a change of Job.  Please action the Change Job in Direct Input first.
Log into Direct Input
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From the Fast Path menu select Change Salary.
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Note: Either search for an employee using the search field, click on My List and select and employee or, if you line manage an employee, they will be visible in the lower part of your screen.
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Select the Action button next to the required employee.
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The Change salary: Perform Action screen will display.

Select the Start button.
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The Change Salary: Select A Pay Action screen will display.

Select the Propose Pay Change button.

TIP: Use the Back button to go back to the previous screen or the Save for Later button to save the action for another time.
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The Change Salary: Pay Details screen will display.
Note: The Barnardo’s Salary Basis field will default to Barnardo’s Salary Basis.
In the Reason for Change field select the required option.
In the Effective Date field enter the date.
TIP: You can use the calendar to the right of the Effective Date field to select a date.
In the Actual Pay Amount enter the salary in GBP.
Note: The rest of the fields will populate once the Actual Pay Amount has been entered.
Select the Apply button.
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The Change Salary: Select a Pay Action screen will display.
Note: The new proposed salary will be displayed.  You can update or delete any pay proposal or approved proposals that were created after 1 April 2016. Salary history will be displayed.
TIP: Use the Back button to go back to the previous screen or the Save for Later button to save the action for another time.
Select the Next button.
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Select the Submit button.
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A Confirmation screen will appear displaying that changes have been submitted for manager approval.
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Name [Go] advanced search

Change Salary: People in Hierarchy >
Change Salary: People in My List

To add a new employee to My List click in the Name field. Type in the surname, then dlick on the Go button or dlick Advanced Search button to find multiple employees.

Click on Action against the employee record you wish to update.

Follow this Link for further assistance.

seec person:

Select All | Select None

Select [Name - |Assignment Number Primary  [Grade Job Person Type
I pitt, Penelope 0561321 Yes SLR3.D48A IS.Senior Manager.Assistant Director of Information Services Employee.Ex - Applicant
O |Riley, Lydia 1023239-2 No. (OC.R4.P18B. Core.Entry Level Professional, Administration and Support.Project Worker 1 Employee.Applicant
O Riley, Lydia 1023239 Yes AO.R4.D268 Administration/Ops Support.Professional.Business Support Officer Employee.Applicant
I Taylor, Charlotte 0562575 Yes 309117 Core.Entry Level Professional, Administration and Support.Nursery Officer (M) Employee
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Change Salary: People in Hierarchy >
Change Salary: Perform Action

Effective Date 01-Apr-2016

Employee Name ~Riley, Lydia Employee Number 1023239
Organization Email Address _Iydia.riley@barnardos.org.uk Organization 40912 - Midlands - Administration
Job Administration/ Ops Support.Professional Business Support Manager Stewart, Murray
Officer

Grade AO.R4.D26B
Assignment Number 1023239

Name [30b Effective Date Update Delete |Sent
Barnardos New Termination Process Riey, Lydla OCR4.P18B  Core.Entry Level Professional, Administration and Support.Project Worker 1 31-Mar-2016 2 @ 17-Mar2016
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Change Salary: Select A Pay Action

Employee Name ~Riley, Lydia Employee Number 1023239
Organization Email Address _Iydia.riley@barnardos.org.uk Organization 40912 - Midlands - Administration
Job Administration/ Ops Support.Professional Business Support Manager Stewart, Murray
officer
Propose Pay Change

From To Base Pay Change Amount Change % Basis Annual Equivalent Status
01-1an-2016 23,884.64 23,884.64 Annual Salary 23,884.64 o Approved

TIP You can update or delete any new pay proposal or approved proposals that were created after 01-Apr-2016 .
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Change Salary: Pay Details

Employee Name ~Riley, Lydia Employee Number 1023239
Organization Email Address _Iydia.riley@barnardos.org.uk Organization 40912 - Midlands - Administration
Job Administration/ Ops Support.Professional Business Support Manager Stewart, Murray
officer

Method of Pay Change @ Change Actual Pay
© Specify Multiple Components of Pay

Change Salary Basis from  Barnardos Salary Basis to  Barnardos Salary Basis ~

Reason For Pay Change

Prior.
Effective Date 01-Jan-2016 or-rpr2016 [ e
Grade Range

Promotion

23,196.00 -27,402.00

Basis Annual Salary Annual Salary

Midpoint 25,299.00
‘Actual Pay Amount. 23,884.64 GBP 24,12349 GaP. Grade AO.R4.D268B
Change Amount 23,884.64 GBP 238.85 Gap Annualization Multiple 1

Work Hours 15 /Week

Change % 1.000015 Part Time factor 1

Employee’s Local Currency Pound Sterfing

Annual Equivalent 23,884.64 GBP 24,12349 GBP " Payroll sched'lﬂ Calendar Month
Annual Full i lent 23,884.64 GBP 24,123.49 Gap Last Fayroll Run
S 54 Last Performance Rating
‘Comparatio 94.409 95.354 Last Performance Date

Percentile 16.373 22052
Quintile 1 2
Quartile 1 1

Additional Details

Context Value  ~
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Change Salary: Select A Pay Action

Cancel | [ Save for Later | [ Back

Employee Name ~Riley, Lydia Employee Number 1023239
Organization Email Address _Iydia.riley@barnardos.org.uk Organization 40912 - Midlands - Administration
Job Administration/ Ops Support.Professional Business Support Manager Stewart, Murray
officer

Propose Pay Change

CEmployeePayHStory

From To Base Pay Change Amount Change % Basis Currency Annual Equivalent Status Update Delete
01-Apr-2016 2412349 238.85 1.000015 Annual Salary =3 24,123.49 5% New 7 [
01-1an-2016 31-Mar-2016 23,884.64 23,884.64 Annual Salary =3 23,884.64 3 Date Adjusted

“TIP You can update or delete any new pay proposal or approved proposals that were created after 01-Apr-2016 .

[cancel | [ save for tater | [ Back ] [mext |
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| cancel | [ printable Page | | Back | [Submit

Employee Name ~Riley, Lydia Employee Number 1023239
Organization Email Address _Iydia.riley@barnardos.org.uk Organization 40912 - Midlands - Administration
Job Administration/ Ops Support.Professional Business Support Manager Stewart, Murray
officer

Review your changes and, if needed, attach supporting documents.
© indicates Changed Tems.

Prior Proposed

Effective Date 01-1an-2016 01-Apr-2016

Basis Barnardos Salary Basis Barnardos Salary Basis
Pay Amount 23,884.64 GBP 24,123.49 GBP
Change Amount 238.85 GBP

Change % 1.000015 %

‘Annual Equivalent 23,884.64 GBP 24,123.49 GBP

‘Annual Fulltme Equivalent 23,884.64 GBP 24,123.49 GBP

Reason Promotion
Comments

Attachments

To help approvers understand the request, you can attach supporting documents, images, or links to this action.
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Name [Go] advanced search

Change Salary: People in Hierarchy >
Change Salary: People in My List

To add a new employee to My List click in the Name field. Type in the surname, then dlick on the Go button or dlick Advanced Search button to find multiple employees.

Click on Action against the employee record you wish to update.

Follow this Link for further assistance.

seec person:

Select All | Select None

Select [Name - |Assignment Number Primary  [Grade Job Person Type
I pitt, Penelope 0561321 Yes SLR3.D48A IS.Senior Manager.Assistant Director of Information Services Employee.Ex - Applicant
O |Riley, Lydia 1023239-2 No. (OC.R4.P18B. Core.Entry Level Professional, Administration and Support.Project Worker 1 Employee.Applicant
O Riley, Lydia 1023239 Yes AO.R4.D268 Administration/Ops Support.Professional.Business Support Officer Employee.Applicant
o

Taylor, Charlotte 0562575 Yes 0e11T

Core.Entry Level Professional, Administration and Support.Nursery Officer (M)

Employee
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