Spring 2014 Upgrade - Personnel Changes

To change from a Pay Award service term structure to a Salary Range service term structure, you will
need to apply Patch 18881. Please log a call with the Scomis Service Desk to request this patch if
you are a hosted school. This will create a checkbox in Panel 1: Service Term within the Pay Related
area of SIMS.
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When you tick this box, you will see the following message box. Please read this carefully — please
call our Helpdesk on 01392 385300 if you have any areas that require further explanation on any

areas.

sis Conversion Process

Conversion Process

This process will need to be completed from start to finish and it is recommended that you read the documentation before proceeding. If you
continue the following processes need to take place:

You must define at least one new Range Type, Salary Range and Pay Award for this Service Term
Upon Saving the Salary Range definitions, you will be prompted to map the new Range Type(s) to existing active Scale definitions. This
will enable the system to convert your current and any future contracts to the corresponding Range Type. If there is a one to one

relationship between active Scale definition and Range Type, this will happen automatically.

. \'\fhe_n the mapping process is complete and confirmed, you will be returned to the Service Term Detzils screen and you must select Save
again

At this point the system will convert all of your current and future contracts to the mapped Range(s) inserting the appropriate salary value
You can Cancel the mapping process but this will have the effect of preventing you from saving the new Salary Range definitions.
Recommended Aclions
It is recommended that the following actions are taken prior to switching from existing Scale based Pay Awards to Range based Pay Awards

1. Ensure that your Active scales and values against points have been maintained accurately using the latest published pay awards. NBE Active
Scales - this refers to Scales which are currently in use against current and future contracts

2. Print and retain the following Personnel report which can be used for comparison after conversion Reports | Personnel | Salary Information,
together with any other reports you feel are necessary.

3. If you have a third party supplier who accesses your Personnel Data, such as a payroll provider, you must consult with them prior to taking
this action to ensure they have made amendments to their systems, and are able to handle the changes that will occur as a result of the
CONVErSion process.

If your payroll provider, for example, is unable to accept the salary range awards, your staff may be paid inaccurately or may not be paid at all

NB Pay e of third party suppliers. Other systems may be affected
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This action is irreversible so once you have migrated a Service Term to Salary Range, then you
cannot revert back to Point Scales. You would need to either rollback to the latest back up or
create a whole new Service Term and move all your affected staff across. This is the reason for the
warning message.

When and if you are happy to do so, tick the box to confirm that you have read and understood the
terms, and click on Accept to make the change.

You will then see the screen change to the following. The Pay Awards box will collapse and a new
Pay Awards by Salary Range will become available.
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You must set the 1% of either the current month or the next month to be the changeover date. This
will be used to end the point’s amount against each person and the 1* date will be used for the start
of the specified amount.

You must click on New next to Types to set up a new Salary Range Type, and then click on New next
to the Salary Range box to enter the start date, the minimum and the maximum amounts for each
Type.
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When you are happy with the information input, click on Save. This will then make SIMS check the
active scales (i.e. staff members with active contracts within this Service Term) and ask you to
confirm the mapping. If you have set up just one Type, then everything will be mapped for you. If
you have more Types, then you will be asked to specify which ones are mapped.
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Once you have confirmed you are happy with the mappings, click on Confirm. You will then be
shown the following message box.
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Once these madifications have been saved they will NOT be reversible okher than by restaring the database,
Are you sure you wish o continue with Saver

If you click on Yes, the change will be made and the staff records will be amended accordingly. SIMS
will calculate their salary amount from the point they are currently on. Individual pay will be shown
as the following (from Employment Details — Contract)

Salary Records Scale/Range I Start D ate I End Date I Point/S alary I Actual 5 alary I D Mew
Test 0n./02/2014 27376.00 27376.00 e
Teachers Main Scale /09/:2012  31/m/2004 40 [~/ Open
Teachers Main Scale os09/2011 31/08/2m2 an 5% Delete
Teachers Main Scale /09/2010  31/08/2011 20
Teachers Main Scals n/09/2009  31/08/200 1.0

You will see that the previous point history is available and SIMS has ended the contract the day
before our selected Start Date. The new Salary Range Type has been added with the actual salary
amount against Point 4 being brought in as the pay amount. This could be amended via the Open
option if necessary.



You can then update the Salaries each year through the new routine, Salary Update.
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This will then bring you into this screen.
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Apply Salary Update to Staff

1 Salary Update
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If you select your Service Term, Year and Award month, using the filters at the top of the screen and
Search, you will get a list of staff members and their details.
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nda nEETE 0 i oo 2014
Boswell Jennifer TEST M/02/2014 F8EE00 3196800 i 0.00 01/09/2014
Brown Charmaine TEST 01/02/2014 FSEE00 3186600 il 0.00 01/09/2014
Chard Vicky TEST 01/02/2014 FgEE00 318600 oo 0.00 01/09/2014
Forture Shirley TEST M/02/2014 F8EE00 3196800 w0 0.00 01/09/2014
Halyoake Gerald TEST 01/02/2014 2953300 2953300 oo 0.00 01/09/2014
Kent Amelia TEST M/02/2014 F8BE00 3186800 w0 0.00 01/09/2014
LawsanLisa TEST 0M/02/2014 2953300 2953300 il 0.00 01/09/2014
Lester Sabina TEST 01/02/2014 FgEE00 318600 oo 0.00 01/09/2014
Myles Kevin TEST M/02/2014 F8EE00 3196800 i 0.00 01/09/2014
Orton Tanya TEST 01/02/2014 FgEE00 318600 oo 0.00 01/09/2014
Pertin Riichard TEST M/02/2014 2053300 2953300 w0 0.00 01/09/2014
Stevens Emma TEST (/022014 FSEE00 3186600 il 0.00 01/09/2014
Turnball Davina TEST 0140242014 2542000 2542000 oo 0.00 01/09/2014
. »
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Select the staff member you wish to edit by putting a tick in the box next to their name. This then
enables you to input the new amount in the New Annual Salary column.
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Bates Belinda TEST 01/02/2014 2737600 2737600 an 0.00 01/09/2014
Bozwel Jennifer TEST 01/02/2014 31868.00 31868.00 an 0.00 /09/2014
Brawwn Charmaine TEST 01/02/2014 31855.00 31858.00 an 0.00 01/09/2014
Chard Wicky TEST 01/02/2014 31868.00 31868.00 an 0.00 o1/09/2014
Fartune Shirley TEST 01/02/2014 31868.00 31868.00 .aa 0.00 0n/09/2014
Halyaake Gerald TEST 01/02/2014 2953300 29R33.00 an 0.00 01/09/2014
k.ent smelia TEST 01/02/2014 31868.00 31868.00 an 0.00 /09,2014
Lawzon Liza TEST 01/02/2014 2953300 29R33.00 an 0.00 01/09/2014
Lester Sabina TEST 01/02/2014 31868.00 31868.00 an 0.00 o1/09/2014
Muples Kevin TEST 01/02/2014 31868.00 31868.00 .aa 0.00 01/09/2014
Ortan Tatya TEST 01/02/2014 31868.00 31868.00 an 0.00 01/09/2014
Perrin Richard TEST 01/02/2014 2553300 29533.00 an 0.00 /09/2014
Stevens Emma TEST 01/02/2014 31855.00 31858.00 an 0.00
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Repeat as necessary and then Click on Apply to make the changes to the staff records.



Apply Salary Update to Siaff
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This will then end the current salary on the last day of the month before and add a new line with the
new salary details, starting from the 1° of the Award Month.

Salary Records Scale/Range | Start Date | End D ate | F'nint.-’SaIaryl Actual Salar}ll D New
Test 01/09/2004 26000.00 Z2E000.00 =
Test mAnz/s2m4 317082014 25420.00 2542000 [/ Open
Teachers Main Scale ms09/2m2  31/01/2014 a0 5% Delete
Teachers bain Scale o1/09/2011  31/08/2012 20
Teachers Main Scale /09/20010  31/08/2011 1.0

These changes will then feed through to FMS and show the correct commitment for the future.

FMS Spring 2014

¢ Salary Projections
¢ Individual Salary Payments
¢ Block Payments

To accommodate Salary Ranges within SIMS Personnel, the labels within these screens will change
from Scale to Scale/Range - Resource Number 22051 illustrates these label changes.

NB: Teachers Salary Calculator is no longer available in FMS, once you enable and use a Salary
Service Term. After the Spring Upgrade, clicking the shortcut will display the following message:

SIMS FMS Module

-
\lr) This feature is currently unavailable due ko the changes to Teachers Paw, this Function will be updated in future release.

Following feedback from customers regarding the initial planned disabling of Salary Calculator and
Budget Planner, Capita have developed a revised solution that enables these menu routes to remain
available after the Spring 2014 upgrade.

However, once the licence has been applied to SIMS Personnel to use Salary Ranges and a Service
Term has been converted and data has been passed to FMS, the menu routes Focus | Personnel
Links | Salary Calculator and Focus | Budget Planning will not be available.

Capita are planning to support Salary Ranges in these two menu routes by re-enabling Salary
Calculator in the Summer 2014 Upgrade and Budget Planning in the Autumn 2014 Upgrade.



