PPS OVERVIEW

1.12 END/BEGIN CODING METHOD

End/Begin Coding Method

When coding appointment and distribution data, the proper
method to use for most transactions is the end/begin method. This
method of recording appointments and distributions will ensure
accurate data and maintain the integrity of system generated
employee history.

Changes to an employee’ s appointment and distribution should be
processed by ending the previous appointment or distribution on
the last day the old datais in effect, and beginning a new
gppointment or distribution the next day.

The begin date of an appointment represents the date the employee
and the University began a specific relationship with defined terms
and conditions based upon the defined appointment. Accordingly,
the appointment date should not be changed in pay rate, temporary
percentage of time changes, account funding changes and most
distribution changes. It is appropriate to end the appointment and
Set up a new appointment with begin dates when processing the
following actions:

Reclassification

Acceptance of another appointment or position
Casual to career

Incorrect title code

The data e ements within the appointment and distribution lines
must be accurately maintained to assure correct payment of an
employee.

There are actions that do not require a stop to the current
appointment, rather you would only stop the current distribution,
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and start a new distribution to reflect the change to the employees
record. Examples of these transactions include the following:

Temporary increase or decrease in time
Merit Increases

Equity Increase

Six Month Increase

Funding changes

Using the End/Begin Method

Most payroll/personnel actions affect the employee's appointment
and/or distribution level data, which is updated in the EDB viathe
EAPP screen. When changing appointment and/or distribution
data, always use the following general procedure:

1. END the current appointment and/or distribution.
2. BEGIN anew appointment and/or distribution.

If you follow this general procedure for every personnel action,
you will achieve these three important goas:

1. The employee will be paid correctly.

2. Using the procedure of ending the old appointment/
distribution and beginning a new one will eiminate the
possibility of accidentally overwriting the current pay line.

3. Payroll/personnd history will be accurate.
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Standard and Shortcut Procedures

There are two ways to follow the genera procedure of ending the
current appointment and/or distribution and beginning a new
appointment and /or distribution:

1. Standard Method - using the “add x” command
2. Shortcut Method - using the “ copy xx to yy” command

Standard Method

Step One

End the current appointment or distribution using the following
procedure:

1. Move to the Appointment End date field and type the new end
date.

2. If the Appointrrent Durationis Tenured (T) or Indefinite (1)
type an asterisk (*) to delete the current information.

3. Moveto the Distribution End Date field and type the new end
date.

4. Repeat for multiple distributions, if applicable.
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Step Two

Add the new appointment or distribution using the following
procedure:
1. Moveto the command line.

2. Type “add a” to assign the next available appointment
number.

3. PressEnter to digplay the EAPP function with the new
appointment line.

4. Enter datain the required fields on the EAPP function.

5. Move to the command line and type “add d” to assign the next
available distribution number.

6. PressEnter to position the cursor at the new distribution line.

7. Enter the data in the required fields on the new distribution
line.

8. Repeat steps 5-7 for multiple distributions, if applicable.

See Consistency Edit Messages (ECON) in Section 1.6, System
Messages for more information and ingtructions.
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TN3270 - uccmyvsh to host uccmvyvsb.ucop.edu

AppOIntment Level Example Session Edit Commands Settings Help

PPEAPPE-E£G943 SCT EDB Entru/Update 18712795 11:17: 19
Y ou should use the end/begin method to enter an appointment BRSO U, s
level action, such as a Reclass, into the EDB. ot hotone ”Bém?%ﬁ Gas P4 Qur gt Bealn gt Eng Our Ot P 81 ok 8
For example, you have received approva to reclass an employee B3 STUDENT AFFATRS OFFTCER T 0 166 £ 23mb.op - A o T &
from Student Affairs Officer | to Student Affairs Officer 11 Dist Actions L fget @0 Fug BT S S
effective 10/01/95. The employees current appointment and Pay Bealr “Pay End Step 8 /A Tate amount ”ESEHIEHH”“EEEL uspl “ Lo
distribution are shown below. goulde BdS . 2433.93  BER

Oist Actions L Acct cC Fund PC S FTE Dis =

Pay Begin Pay End Step O/R RatesAmount 005 PRO OUC  WSP

TN3270 - uccmyvsh to host uccmvysb.ucop.edu
Session Edit Commands Seftings Help

PREAPPE-CB943 ST EOB Entry/Update T8/12/95 11:17: 19 _ - —— — —
168/89/95 28:33:23 fippointments/Distributions Userid: SCPERCLS . . . .
I0% 810660994 Nane: RECLASS, RETAO T Pri Pay: MO Next Func: IO Hane S5
PAF Gen Mo: B2 Pg @1 of @ ===
Appt  Actions Pgm Typ Bas Pd Our  Appt Begin Appt End Dur Dept - z TBri z
i [ - 56194 H89335 T E 1-Help g_ﬂﬂﬁgﬂenu 4-Print 5-Update Euit
Title Grade »Full FAV Ann/Hr Rate Rt Sch Time Lu —
4354 STUDENT AFFATRS OFFICER T 1 108 F _29%60.80 4 H0 I & | i S TR RIS
DlSt fictions L flicct CC Fund PC S FTE Dis = 1 I I
7 etuas e 3 ACCI DESCHIP UNAYALL. d-u6l'2.aeud 3. Next, add the new appointment for the Student Affairs Officer
ol T R B I, effective 10/01/95 and reinstate the “1” in the duration field.
TN U N R - S Action Code 38 has been added with the new appointment to

Fag Begin Pay End Step 0/F Fatefémount D05 PRO DU WSP reflect an upward reclass.
4. Next, add a corresponding distribution to begin 10/01/95.

Mewt Func: I0: Hane: SSN: .
- These steps areillustrated below:
: 1-Help 3-PrevHenu 4-Print 5-Update
3t Lot TN3270 - uccmvsb to host uccmvsb.ucop.edu B
=l IBM-3278-2-E_11:22:34 - -
. L . Session Edit Commands Settings Help
Y ou would process this action in the following sequence: FPEAPPE-EIG93 SCT EOB_Entry Update 77/88,97 67147750
%6/13138855635#8 HECLHggpoéEmEn%s/Distributions Usgr@ds SCEESLHH
. . . H A me . Tl Hay.
1. Firgt, end the current appointment effective 09/30/95 and PAF Gen No: __2 _ Pg 62 af o2
“l” . th d at fdd th ag'_ §( * Hggt ggtmns Pam T%p Bas Pd Our Hp;fga?sgm ﬁggggggd DLIn' Dept
delete the Inthe auraton i Wi an el ( ) Title - T Grade «Full FAV AnnsHr Rate” AL Sch Time Lw
4353 STUDENT AFFAIRS OFFICER 11 2 188 F A HO T A
2. Then end the current distribution. These changes are Dist Actions L Acct G Fund PC 5 FTE Dis »
. . 21 7 B6A?OR 19988 1 HRsSHR General 1.66 1.6AAB
underlined in the example below. Pay Begin Pay End Step 08 FRatesfmount D05 PRO DUC  WSP
168195 999998 _  _  _2716.67 REG __  _  _
Dist Actions L Acct cc Fund PC 3 FTE Dis =
Pay Begin Pay End Step 08 RatesAmount D05 PRO DUC  WSP
Next Func: 1o MHame: S50
UB@BI. Input ac accepted
F: 1-Aelp Z-Tancel IFrint S-lpiate
F ?-Backuard 9-Jump
IBM-3278-2-E 07:56:10
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This was an example of the process involved when you want to
reflect an accurate stop and start for a specific personnel action. A
reclassification is an example of an action that affects both the
employee appointment and distribution levels.

Distribution Level Example

Y ou might use this method to enter a distribution level action,
such as a six month increase into the EDB.

For example, you have received the approva to award a six month
increase to an employee effective 07/01/95.

1. Inthis example, the current appointment is not ended,
however you would end the current distribution the day before
the six month increase is effective.

- TN3270 - uccmvsh to host uccmvsb.ucop.edu H i
Session Edit Commands Sefltings Help
PPERFFE-ER343 SCT EDB Entry/Update 18713795 @8:38: 11
18/89/95 2@:33: 16 Appointments/Distributions Userid: SCPERCLS
I0: B10EEEZ3IE Mame: EHHEEH SIKHOS H Pri Pay: MO
PAF Gen Mo: Pg @1 of 81
fippt  Actions Pgw Tgp Bas Pd Ovr  FAppt Begin Appt End Dur Dept
16 _ _ #18195 999999 I B@B:7@%
Title Grade »Full FAS Ann/Hr Rate AL Sch Tme Lu
4724 _____ ASSISTAMT I _ 1.8 F _21557.0@ A HO
ODist Actions L Acct CC Fund PC ) FTE Dis =
11 7 72433@ E6@99 1 CATS/SUPPORT CEMTER 1. BEEE

Pay Begin Pay End 5tep 048 Rate/Rmount D005 PRO DUC  WSP
@18135 B63@35  1.@ 1796. @@ BEGL __ _

Dist fActions L Acct CC Fund PC S FTE Dis =

12 41N 7 723841 EEBI9 1 CATS/SUPPORT CEMTER 1. BEEG
Pay Begin Pay End 5tep 0/h Rate/fmount DOS PRO OUC  WSP
870135 9953333 Z.@ _ 1862, B@ REG __ _

Mext Func: 10: Mame: SSM:

UBBE1 Input accepted

F: Thelp Z-Cancel dFrint  S5-Update

R 9-Jump

IBM-3278-2-E 15:58:08

2. 'Youwould then begin anew distribution to start the six month
increase effective 07/01/95.

This is shown in the example above on distribution line #12.

The action code 41 has been entered by the preparer to record a six
month increase action in relationship to the new distribution line.
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Shortcut Method

Experienced preparers may use the shortcut method for changing
an appointment and/or distribution line.

Step One

End the current appointment or distribution using the following
procedure:

1. Moveto the Appointment End date field and type the new end
date.

2. If the Appointment Durationis Tenured (T) or Indefinite (1)
Typean asterisk (*) to delete the current information.

3. Move to the Distribution End Date field and type the new end
date.

4. Repeat for multiple distributions, if applicable.

Step Two
Copy the existing appointment and/or distribution to a new line:

1. Move to the command line.

2. Usethe “copy xx toyy" command to copy data from an
existing appointment or distribution line to a specified new
appointment or distribution line.

3. PressEnter to display the new line with the specified
appointment or distribution number (al other fields will be
identica to the "copied from" appointment or distribution line).
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Step Three Next, copy the existing distribution to two new distributions. The
P new lines are underlined in the illustration below:
Change the information on the new appointment and/or

digtribution line, as required.

1. Enter the data to be changed in the required fields on the new = __ TN3270 - screenshot to host uccmysb.ucop.edu -]~
. . . . Session Edit Commands Settings Help
appointment or distribution line. PREAPPO-E1603 ST E05 Entry/Update 83712797 B7148: 25
1171996 22:49:84 pointments-Oistributions Userid: SCPAYTJW
1 I i I0: 15B0888966 Mame: PHDFESSDH ASSISTANT DEMO Pri Pay: HO
2. Review the begin and end dates of all the affected appointment 284300 Mane R
H H H H H H Appt fictions Pgm Typ Bas Pd Our Appt Begin Appt End DOur Dept
and distribution lines for continuity. i 3 gp 83 12 "Bipich | Bbapos . @Bi393
Title Grade «Full FAAnRAHr Rate” Rt Sch Time Lu
1388 ASSISTANT PROFESSOR-ACAD YR 1.8 F _418@A. @A A Md I H
. . . . Dist Actions L Acct ct Fund PC 5 FTE Dis =
See Consistency Edit Messages (ECON) in Section 1.6, System i1 7 402750 1590 ASFTE_ @ Hun/llsStatting = FTE _1.60 16020
. s . - . Pay Begin Pay End Step 0.8 RatesAmount D05 PRO OUC WSP
Messages for more information and instructions. 82419%  @63M95 3 0 348333  REG __ .
Dist Actions L Acct ct Fund PC 5 FTE Dis =
12 7 482789 19968 ASFTE_ @ Hum/HH/Staffmg - FTE 1.8@ 10809
Pay Eegin Pay End Step 0O.A FRatesAmount 005 PRO DUC  WSP
Example of Shortcut Method R T R I T R G T
Y ou might use the Shortcut Method when recording a sabbatical e Mo Hane: st
leave on the EAPP. In this example, you have received approval T Tancel TPt S-Updats
. . 78 §-Foruard  9-Jump
to record a faculty member's sabbatical in the EDB. The faculty \BM32782F 074335
member's current appointment and distribution are shown in the - -
illustration below:
= TH3270 - screenshot to host uccmysb.ucop.edu |'| - T T
SLssiun Edit Commands Settings Help P = TN3270 - screenshot to host uccmvsb.ucop.edu |'|*
PPEAPFE-EIA93 SCT E0B Entru/Update §3/11797 14:21:98 Session  Edit Commands Seftings Help
11.-19,96 22:49:84 fippointmentss0istributions Userid: SCPAYTJW| FPERFPE-E1693 5CT EDE Entry/Update B3.-12,97 87142 44
ID: 15ABBAYBA Mame: PROFESSOR. ASSISTAMT DENMO Pri Pay: No 111996 22:49:84 Appointments 0istributions Userid: SCPAYTJW
PAF Gen No: z Pg 81 of Bl I0: 1S@ABAIAA Mame: PROFESSOR, ASSISTANT DEMO Pri Pay: Mo
Appt  Actions Pgm Typ Bas Pd Ovr  Appt Begin Appt End Dur Dept PAF Gen NHo: B__2 . Pg B2 of B2
18 A 5 @39 1z 876196 B63A95 _ @A1393 Appt  Actions Pgm Typ Bas Pd Our  Appt Begin Appt End Dur Dept
Title Grade «Full F-U Ann/Hr Rate” Rt Sch Time Lv e A 5 B8 1z 878190 863098 _ 061393 )
1388 ASSISTANT PROFESSOR-ACAD YR 1.8 F _418A. AR A MO I H Title Grade «Full FA Ann Hr Rate Rt Sch Time Lu
- 1388 ASSISTANT PROFESSOR-ACAD YR _ 1lAa F _418@@. @@ A M0 I H
Dist #Actions L Acct  CC Fund PC 5 FTE Dis = ) ) )
11 7 482789 19968 ASFTE_ @ Hum AN Staffing - FTE  1.08 1. @080 Dist Actions L Acct  CC Fund PC g FTE Dis »
Pay Begin Pay End Step 0~ PRatesfimount DDS PR DUC  LSP 13 7 oABz7E8 19988 ASFTE B  HumsAM-Staffing - FTE  1.868 1.08686
A7A196 Ae3A98 3 Ju] 3483.33 RE Pay Begin Pay End 5Step 0-f Ratesfmount D05 PRO DUC  WSP
— - - T = A7A196 B63A98 3 00 _3483 .33 REG _ _  _
Oist Actions L Acct ct Fund PC 5 FTE Dis =
Dist Actions L Acct CC Fund PC 5 FTE Dis =

Pau Begin Pay End Step O/A RatesAmount D005 PRO DUC  WSP - _ _
Pay Eegin Pay End Step O/A PRatesAmount D005 PRO DUC  WSP

Hext Func: 10: Hame: 55H:
Next Func: 10: Name: S5H:
=== UgaEl  Input accepted
F: 1-Help 3-Previeny  4-Print S-Update e
F: 9-Jump 12-Exit F: 1-Help Z-Cancel 4-Print S-Update
F: ?7-Backuward 9-Jump

IBM-3278-2-E 14:28:47

IBM-3278-2-E 07:45:45

1.12—5

Payroll/Personnel System End/Begin Coding Method
June 2004, University of California, Santa Cruz PPS User Manual


http://www2.ucsc.edu/pps/toolbox/manual/1-6msgs.pdf
http://www2.ucsc.edu/pps/toolbox/manual/1-6msgs.pdf

PPS OVERVIEW

1 Change existi ng distribution end date. = TN3270 - screenshot to host uccmvsb.ucop.edu |'| -
.. . . . . . Session Edit Commands Settings Help
2. Update the new distributions with the appropriate information. PPERPE-ET75] SCT EDB Entry Update T12/37 ST
Distribution 12 will become the sabbatical line, so you change 10 l?égggéﬁgégﬂgie: pngFEEEEET”EQS?E?SE%SEHE“““S ”Sﬁiidgauzzﬁﬁfi
the begin and end dates to coincide with the pay period of the At et ions gng_%m Sas Pa Qur  Agt Segin At Enu Dur Dspt 1o

leave, and you change the DOS code to "SLN". Distribution
13 will reflect the faculty member’s return to regular pay so

Grade »Full FU Ann/Hr Rate Rt Sch Time Lw
_ l.pma o 1T N

Title
1388 ASSISTANT PROFESSOR-ACAD YR F_4166868. 88 H

A ) . 3 ODist #Actions L Acct CC Fund PC 5 FTE Dis
13 7 AB275R 19988 ASFTE 8 HumsAM-Staffing - FTE 1.688 1. 66686
change the begin date to coincide with the leave return date. P TG 10080 L 19900 ASFTE. @ Hun/mn Staffing o FTE e
. . . . 878137 B63898 3 0 _3483.33 BEG __  _  _
These changes are underlined on the following illustrations: Dist Actions L fcct 0 Fund BC % FTE Dis &
T T Pay Begin Pay End Step 0.8 RatesAmount 005 PRO OUC  WSP
=-| TN3270 - screenshot to host ucemvsb.ucop.edu |'|‘ - _ o _
Session Edit Commands Settings Help Nent Func: 10 Name: T
FPEAFFA-E1A93 SCT EDE Entry-Update A3-12-97 B7:55:55 Uagal  Input accepted
1171996 22:49: 64 Appointments 0istributions Userid: SCPAYTJW ===
I0: 1588889688 Mame: PROFESSOR, ASSISTAMT DEMO Pri Pay: MO F: 1-Help 2-Cancel 4-Print S-Update
PAF Gen Mo B2 Py 81 of B2 Fi: ?-Backuard 9-Jump
Appt Actions Pgm Typ Bas Pd Our Appt EBegin Appt End Dur Dept _ 0| -nn-
1o A 5 B8 12 B78196  peapas  _  0e1393 : IBM-3278-2-F 08:00:12
Title Grade »=Full FA) AnnsHr Rate Rt Sch Time Lu
1388 ASSISTANT PROFESSOR-ACAD YR _ 1.88 F _41568. 68 A MO T H
Dist #Actions L Acct CC Fund PC 5 FTE Dis =
7 AB275R 19988 ASFTE 8 HumsAM-Staffing - FTE 1.688 1. 66686
Pay Begin Pay End Step 0O-A PRatesAmount D05 PRO DUC  WSP
A7AL96 22897 3 o 3483.33 BEG ___  _ _
Oist Actions L Acct ct Fund PC 5 FTE Dis =
12 7 ABZ7ER 199688 ASFTE B HumsAM-Staffing - FTE 1.686 6. 676H
Pay Begin Pay End 5Step O0-A RatesAmount D05 PRO DUC  WSP
A3A197 BE3A9? 3 o 3483 .33 =18 _
Next Func: 10: Hame : S5H:
Uagal  Input accepted
Fi TRETp TTancel TFrint T lpdate
B-Faruard 9-Jump
IBM-3278-2-E 07:58:57
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Retroactive Actions

Y ou should follow different procedures for entering retroactive
actions into the EDB depending on whether each action is
retroactive to the begin date of the appointment or distribution,
retroactive to a date after the begin date of current appointment or
distribution, or retroactive to a date before the begin date of
current appointment or distribution.

If you are entering a personnel action with a retroactive effective
date, be aware that retroactive pay adjustments may be required.
Follow the usua procedures to ensure accurate payment.

On the Begin Date

If aretroactive change is effective on the same day as the begin
date of an existing appointment or distribution AND is an error
correction, then and only then, you may change the information on
the existing line.

However, if the retroactive action is a change to the terms and
conditions of employment, a new appointment must be
established. The existing appointment(s)/distribution(s) should be
ended appropriately. Contact a central office for guidance.
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After the Begin Date

If aretroactive change is effective on aday after the begin date of
an existing appointment or distribution, end the current
appointment and/or distribution and set up a new one.

Before the Begin Date

If aretroactive change is effective on a day before the begin date
of an existing appointment or distribution, and the previous line
has been purged off of the database during monthly maintenance,
add a new appointment and/or distribution with the correct
information.
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