Martin-Gatton

College of Agriculture, Return from Reduced Seasonal Hours
. Food and Environment

To return the employee to the regular schedule (at the end of Seasonal Hours), carry out
the Position Update Action:

1. Enter PA40 in the command field of the SAP Easy Access screen.
2. Enter the employee’s Person ID and enter the start date of the return from the Seasonal Hours
schedule. Select Position Update in the Actions list and execute.

Parson ID Pers Assgn 50107746 20068970 ( Active ) | | % ]
Name Empl. % | 100.00
EE group A Staff Pars.area 1000 Main Campus
EE subgroup 03 Exempt Monthly Pers. subarea 0001 Reg FT
Start 07/31/2025
Parsonnel Actions:
Action Type Personnel ... EE group EE subgre... [
Main Campus Create Assignmaent =
Hospital Create Assignment v
Position Update
Chamms e Chalb e

3. Record the Reason for Action and save.
Note: If you are processing any type of Reduced seasonal hours, you will still select the code 06
Summer Hours.

= @MeE OT reason 1or acuon |
Personnel action Lo L
. — 01 Reclassification/Re-evaluation

Action Type Position Update T/ lo2  Title Change
Reason for Action 03 Change in weekly hours

04 Payroll Area Transfers
Status 05 Change in Title Series or Rank

) 06 Summer Hours |

Customer-specific Normal 07  Return from Summer Hours |
Employment Active 08 Inter Department Transfer
Special payment 09 Winter Hours

10 Return from Winter Hours

11 FLSA Transition

4. The Personnel Subarea should default back to Regular Full Time on Organizational
Assignment (0001). Verify that it came in correctly and save.

TSI T e TR T T R T

ECISpARW STICING PSubarea” P.subarea text
CoCode UKOD|  Univarsity of Kentucky 0001 Reg FT
Pars.area 1000 Main Campus Subarea 0001 Reg FT 0002 Reg PT-Faculty
Cost Cir Bus. Area 0101] UK wo compon] 0003 Reg PT =74
== 0004 Reg PT .50-.74
= 0005 Feg BT .20-.49
Grant 0006 Termp FT
Func. Area 007 Temp PT .20
o011 Unpaid

Busingts Center HR Team



Return from Reduced Seasonal Hours

5. the FTE should default back to 100% on Planned Working Time (0007). Verify that it
came in correctly and save. &

Employment percent 100.00
Daily working hours 8.00
Waekly working hours 40.00
Manthly working hrs. 17333
Annual working hours 2080.00
Weekly workdays 5.00

6. On Basic Pay (0008), verify (and change if necessary) the period amount to be paid.
Note: For salaried employees, change the rate of pay back to the full-time amount. For
example, this employee had been working at 80% FTE during the summer at a monthly salary
of $4,800. Upon her return to 100% FTE, her monthly rate of pay would be increased to $6,000.

For hourly employees, the hourly rate would remain the same.

Wa... Wage Type Long Text 0.. Amount Cuwrre... [... A... Number/Unit  Unit m
1010 Monthly Salary 6,00000 USD + 0.00 -

-

7. Remember to save.

8. Save back up documentation as a PDF. Back up documentation for Return from Reduced
Seasonal Hours will be the same Supervisor’'s approval email you initially attached for the
Reduction. Ensure this email includes the start and end date of reduction.

9. Go to your workflow where you will attach the appropriate back up documentation and proceed
workflow to next approver.

10. Review workflow status to ensure unlocked prior to payroll deadline.
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https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fcafebusinesscenter.ca.uky.edu%2Fsites%2Fcafebusinesscenter.ca.uky.edu%2Ffiles%2FQRG%2520-%2520Saving%2520an%2520Email%2520as%2520Adobe%2520PDFa.pdf&data=05%7C02%7CGinny.Huntress%40uky.edu%7Cd9684a6d8a2c4b08013e08dd574e06bb%7C2b30530b69b64457b818481cb53d42ae%7C0%7C0%7C638762714811098630%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=%2B7YRkNRVprgRz%2FaplVAgpbvID%2FzLqyvdNRQzBcC3%2FB4%3D&reserved=0

