Classified Summer Spreadsheets
  9 month position (9/16 to 6/15)

10 month position (8/16-6/15)

11 month position (whatever, just one month off)

Spreadsheet processing

REGULAR JOB

Salaried CA OR CB (00 suffix positions)
1. Put job on leave

a. Add a New Effective Date

b. Change the status to Leave w/o Pay w/o Benefits

c. Change reason code to CAYLV - Summer leave begins

d. Change Default Pay hours/Units to 0.00
e. LW7 Enter End as of Date of July 1st
f. If the employee has FDP- Add End as of Date of July 1st
2. Bring job back from leave
a. Add a New Effective Date of first day back
b. Change the status to Active 

c. Change reason code to CAYRT - Summer leave ends
d. Change the Default Pay hours/Units to the correct hours per pay
e. Do not return LW7

f. If the employee had FDP add a new effective date of September 1st and enter that as 1 @ the special rate it had been before
Hourly CD OR CE (00 suffix positions)
1. Put job on leave

a. Add a New Effective Date
b. Change the status to Leave w/o Pay w/o Benefits

c. Change reason code to CAYLV - Summer leave begins
d. No default pay to stop

e. If the employee has FDP- Add End as of Date of July 1st

2. Bring job back from leave
a. Add a New Effective Date of first day back
i. IF employee is being set up in 33 position,

1. Worksheet should bring back their 00 position on 8/16 instead of 9/16 for benefits purposes which means their 33 position will terminate on 8/15.
b. Change the status to Active
c. Change reason code to CAYRT - Summer leave ends
d. If the employee had FDP add a new effective date of September 1st and enter that as 1 @ the special rate it had been before

SUMMER JOB
Hourly CD OR CE only (33 suffix positions)

1. If returning from prior year

a. Add a New Effective Date of first day summer position starts
b. Change the status to Active

c. Change reason code to BREAP - Reappointment
d. Check the rate of pay with the 00 suffix position, should match, make corrections as necessary

e. Verify and update appointment percentage

f. Make sure Eclass is CE or CD

g. Add the Encumbrance dates: Start July 1st End on end date of position
2. If new to 33 suffix position, HR will set up a new record
a. Change the Eclass to CE or CD

b. Update the Table to CH

c. Delete default pay if there is any – all hourly positions

3. Terminate Job

a. Add a New Effective Date
b. Change the status to TERMINATE

c. Change reason code to TERMJ – Terminate Job
d. Add or update Encumbrance end dates to job end date

PHAHOUR

July and August

1. Enter time as using earn code SMN and leave codes as LAV, LAS, LAC, LAP
a. This is done because REG, LTV, LTS….. run benefits and SMN and LAV, LAS... will not.
2. No active 33 suffix position with June leave taken (on salaried timesheets): Enter leave on the 00 suffix position that is in leave status using LAV, LAS, LAC…
3. Active 33 suffix position with June leave taken (on salaried timesheets): Add the leave to the June 16 -July 15 hourly timesheet and enter that on the 33 suffix position in July using the LAV, LAS, LAC …codes. 
September
1. Employees regular CA and CB positions will become active and may have default hours.  Hours worked from 8/16 to 9/15 on the 33 suffix position should still be entered on the 33 suffix position in time entry.
