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IS L&D	Oracle R12 Direct Input
Each grade on the Barnardo’s pay system has a range of possible salaries (spinal points). Normally, a person will start at the lowest spinal point for a grade and receive an automatic increment every year until they reach the highest spinal point for their grade.
The Spinal Point function allows you to increment a person’s spinal point manually (e.g. in response to job evaluation, promotion etc.)
Note: Never use this function to apply the normal annual spinal point increment; that is carried out automatically. If you are not sure which spinal point the person is currently on see the user guide entitled Grade and Pay Queries.
Making a Spinal Point Increment
	· Log onto DI.
· Open the Fast Path folder.
· Click on Change of Spinal Point from the available list of actions.
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	· Either search for an employee using the search field, click on My List and select an employee or, if you line manage an employee, they will visible in the lower part of the screen.

· Once you have located the employee, click on the Action button [image: action button].

	· Change the Effective Date to the date the Spinal Point change should become effective.
· Click on the Continue button.
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	· Click in the Grade Point field and delete the final number.

· A list of values for that grade point is now visible.

· Select the correct point.
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	· Click in the Step Reason field.
· Select the correct option form the picklist.
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	· Click on the Next button.
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Note: The fields that you have updated will be indicated with a blue circle in the Proposed column.
	· Click Submit.

· Confirmation that your change has been submitted for approval is shown.

· Click Home or use Navigator or Favorites to carry out further actions.
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[bookmark: _GoBack]Important Reminder: If the person is to be given more than one increment, then the Supervisor has to make sure that Correct Spinal Point is entered in the Grade Point field (e.g. A015).
See the user guide on Approving Timesheets and other changes to learn more about approvals.
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Change Spinal Point: People in Hierarchy

Use My List to find and add new employees. My List should be created and updated before any action is performed.
If you wish to update information about an employee record, dlick on the Action button for their record.
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Please enter an Effective Date on or after 25-Nov-2014.

Change Spinal Point: Effective Date Options

Employee Name  Blanks, Elenor
Organization Email Address
Job  Administrator. Administrator
Position

hanges should take effect on the effective date as entered below.

Effective Date [22-Dec2014 [

(ecample: 22-Dec-2014)

Employee Number 1027950
Organization 77777 - 1S Training Team
Manager Rawson, Sue
Grade D1417
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Personalize Stack Layout
Effective Date 22-Dec-2014

Employee Name  Blanks, Elenor Employee Number 1027950
Organization Email Address Organization 77777 - 18 Training Team
Job  Administrator. Administrator Manager Rawson, Sue
Grade D1417
Personalize Stack Lavout
Personalize Stack Lovout: (InstrRN)
Personalize Flow Layout: (ChangelndicatorRN)
Personalize Table Layout: (ChgTbl)
 indeates Changed tems.
Personalize Stack Layout: (HrReviewTablesRN)

Administrator. Administrator
D1417
o150

Qualification Attained o

To help approvers understand the request, you can attach supporting documents, images, or links to this action.
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There are no notifications in this view.

“TIP Vacation Rules - Redirect or auto-respond to notifications.
“TIP Worklist Access - Specify which users can view and act upon your.
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