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Globally Updating Pay Scales & Pay History

This document outlines how to globally update employees where your company uses Pay Scales.

What is a Global Update?

GlobalUp allows you to update all or a number of employee records at the same time. A Wizard is used to update the

pay scales/grades global update is then used to update employee pay records to reflect the new grade pay amounts.
The GlobalUp button in the Pay Details screen acts as Pay Increase Wizard.

Prior to running the Global Update, check that you have the Company and Company pay scales option available to you

on the menu bar.

Note: if Company or the Company Pay Scales option is not available to you, contact the administrators of WBS/WizHR to
grant you rights or ask the administrator to run this procedure.

1. Backing up the database

1.1 Backup

e Itis strongly recommended that a backup be made of the database prior to the pay wizard being run
e  Ensure that all users have exited WBS/WBS

Either: -
a) Ask a member of the IT Department to carry out the back up or

b) Follow the steps below

Performing a Backup

1. Ensure that all users have shut down the Wiztec Diary Monitor!

2. Navigate to \\[servername\Wizapps\WizTime\Database (for WBS) or to \\[servername\Wizapps\WizHR\Database?
3. Copy the entire folder (and sub folders) to another location on the server

4. If you are having difficulty finding the database folder or in copying it ask your department to back up the file for

you.

! See Section 4.1 on shutting down the Wiztec Diary Monitor

2 If you are unsure of the location of the databases, click on Start > Run > Key in person.ini (if you are using WizHR) or
wizwork.ini (if you are using Wiztec Business Suite) > click on OK. The line relating to the Global System Directory, will indicate
the location of the database folder (i.e. ignore the last part of the path ...\global)



2. Pay Scales Wizard

Introduction
An individual or all pay scales may increase with time. Increasing the Pay Scales in WBS/WizHR is a two-step process: -

a) Increasing the Pay Scales in the Company Pay Scales screen (Section 2 of this document)

b) Increasing the Pay Amount for each employee on the Pay Scale(s) (Section 3 of this document)

2.1 Updating Pay Scales

1. Click on Company (menu bar)
2. Click on Company Pay Scales
3. Click on the Wizard button (sub screen toolbar)
4. Select one of the three options available
a. Increase Current Scale
This will increase the salary scale that is currently opened on the Details tab behind the Auto
Increase dialog box. This will increase the value for one pay scale only.

e Select Increase Current Scale radio button

Key in the percentage to increase the scale by

e Select With Rounding or Without Rounding from the Rounding drop down list
(see the example below on rounding differences)

Click on OK

The current pay scale will be updated immediately

Auto Increase By il

Indicate whether you want to Update the Current
Scale, all Scales or just Certain Scales..

ﬂ { % Increase Curent Scale |
Select Increase
Current Scale
" Increase All Scales

" Increase Certain Scales Edit [List |

@ Select a
. rounding
Key in the Increase Paint: By |2 75 % option
percentage value i
_you want to Increase Type ith Roundine
increase the pay
scale by m

Without Rounding

o oK I X Cancel |
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Example:
The HR Assistant pay scale was increased by 2.75%. WBS/WizHR will round up or down to the nearest pound, when

With Rounding is selected.

Dretailz | List | Detail: | List | Details | List |
Grade IHH Azsiztant Grade Grade
— Pay Scale Paints  Pay Scale Points — Pay Scale Points
Faint 1 10000 Fairt 7 Paint 1 10275 Fuaint ¥ Fairt 1 I 10275 Faint 7

Pont2 | 11000 Point8 Poirt 2 113025 Paint8 Port2 [ 11302 Pointg
Pont3 [ 12000 Point3 Paint 3 12330  Point9 Pont3 | 12330 Pont3
Pont4 | 13500  Point10 Paint 4 1387125  Foint10 Pont4 |  13s71  Point10
Ponts | 14600 Point1d Paint 5 150015 Paint11 Pont5 | 1500z Pointll

Ports | 15700 |—Ewi2——| Point & 16131 75 |—Eﬂiﬂm—%PointE

a. Original Payscale values b. Result: Without Rounding c¢. Result: With Rounding

il s

16132 | Faint 12

b. Increase All Scales
This will increase all salary scales by the percentage value you indicate

e Select Increase All Scales

e Key in the percentage to increase the scale by
Select With Rounding or Without Rounding from the Rounding drop down list
(see the example above on rounding implications)

e Click on OK

e The pay scales will be updated immediately

Auto Increase By il

Indicate whether you want to Update the Current
Scale, all Scales or just Certain Scales...

" Increase Current Scale

ﬂ { {* Increase All Scales |
Select Increase
All Scales |
i~ Increase Certain Scales Edit it

Select a

. @ rounding
Key in the Increase Paintz By [275 % option
percentage value i
you want to Increase Type ith Rounding
increase the pay —
scales by




c. Increase Certain Scales

Select Increase
Certain Scales

Key in the
percentage value
you want to
increase the pay
scales by

,| Increase Pointz By |2 75 A

This will increase the salary scales selected by the user

e Select Increase Certain Scales
e  Click on the Edit List button
e Adialog box appears with a list of available pay scales

Auto Increase By 5[

Indicate whether you want to Update the Cument
Scale, all Scales or just Certain Scales...

Hint: Right click to Delete a Scale from the list

Lo

HR &szzigtant
Grade VI
Grade
Grade VIl

1 | »l

o oK I X Cancel |

Using the
shift key,
select the
grades you
do NOT
want update

e  Use the shift key and the mouse to highlight the grades/pay scales you do NOT

want to update
e Right click over one of the highlighted grades and select delete
e The remaining pay scales will be updated
e Click on Back

Auto Increase By ﬂ

|ndicate whether pou want to Lpdate the Curent
Secale, all Scales or just Certain Scales. .

= Increase Curent Scale

{| " Increase Al Scales
1 * Increase Certain Scales Edit List |r/

Ihcreaze Type

Mithout Rounding

%
%

\/ [a]0% I x Cancel |

e Key in the percentage to increase the scale by

Click on Edit List to
select the pay scales
you want to update

Select a
rounding
option

e Select With Rounding or Without Rounding from the Rounding drop down list

(see the example above on rounding implications)
e Click On OK

e The selected pay scales will be updated immediately
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3. Global Update/Pay History Screen

When you have updated the pay scales, the employee pay records must then be updated to complete the process. The
Pay Wizard will add a new pay record to the selected employees pay file. It will not alter or amend existing pay records.
This ensures that you have a history of each employees pay (click on the List tab to view an employees pay history).

The following, documents updating employees pay records based on pay scales.

Open the Employee Pay Details screen
Click on the GlobalUp button
The message "Are you sure all other users are out of the Product?" appears. Click on Yes

H N

The following dialog box appears.

Global Update i

Fleaze zelect the range of employess pou would
like o globally update

Wil update all employees in the currently opened
database

{+ lpdate all employees

i Update employess in the fallowing group:

| [~

will update employees in an existing group. Click on
— the drop down arrow to select a group name

Allovws wou to creste a subsection of employees based

ilter by — on & fitterigquery on Master Details fields
" Filtér b L[ an = filters Master Details fisl
e Allowes you to view employees who will be effected by the
Edit List | I pay wizard

anncell ? Help |

5. Use this dialog box to select the employees whose pay records will be affected by the Pay Global Update. The

options available are (click on each topic to view more details): -

a. Update all employees

Update all employees in the currently opened database
e Click on Edit List to view a list of all employees in the database
e Click on Back to return to the Global Update dialog box

b. Update employees in the following group

e  Select an existing group from the drop down list
Click on Edit List to view the employees in the selected group
Click on Back to return to the Global Update dialog box
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11.

c. Filter by

e The Filter by option may be used in cases where you do not want to update all employees pay records
and you have not made a group of the employees you do want to update.

e To use the Filter By Option:

e  Click on the Filter By radio button

e Under Fields, select a field from the Master Details screen that you will use the base the filter on (in
the case below, Job Title)

e Under Field Value, key in the criteria (in the case below, Administrator)

B x|

Fieldz rJob Title

Home Telephone - Fiald ¥alus

whork. T elephone _I o - ﬁ/ ak
Pager Number J i rnitiistrator Clear |

Fax Murmber 15

EMail Address ?fa:;h T-"JE‘B . X Cancel |
taobile Telephane Eract Matcd

Status ' Paitial Match at Beginning

?iaLNumber " Partial Match &rywhers

Diivision [~ Case Sensitive

Department

| |:||:| T IHE‘

\ By Value £ By Range /

i~Field Cirde; :
" Alphabetic & Logical Wiew Summary | New Search |

e Click on OK when you have finished adding criteria
e Click on Edit List to view a list of employees that match the criteria you specified
e Click on Back to return to the Global Update dialog box

On selecting one of the above options click on OK

The Pay Global Update dialog box appears

Select Update as per Pay Scales from the Increase Type drop down list.

Update the selected employees (see above) pay record according to the pay scales. WBS/WizHR will match the
Grade and Point on Scale that selected employees are currently on and match the pay against the pay scales
(see Company Pay Scales, Section 2 above).

Click on OK

Wait a few moments while WBS/WizHR, adds a new pay record to each of the selected employees.
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4. Appendix

4.1 Turning off the Diary Reminder

1. Double click on the Wiztec Diary Monitor on the system tray

MR REF =E % &[%ﬁ 14:16

2. The following dialog box appears: -

WizDiary Monitor
File Help

Reemind Mo
hitor the wizDiary and informn pou of
rinders.
Exit
To prevent diary reminders from being displaved click the
Shut Down menu optiarn.

Click on File
4, Click on Shut Down
The following message box appears: -

WizDiary Monitor ll

Shutting down the diary monitor will mean that you will no longer be reminded of any pending diary events,
Are you sure you want ko shut down ?

6. Click on Yes



