Work Hour and Pay Rate Maintenance

This guide provides step-by-step instructions on how to maintain work hours and pay
rates in the BU Works Fiori App. It covers how to change pay rates and work hours for
student employees, including important information about effective dates and
limitations on retroactive changes. Viewing this guide will help users effectively
manage and update work hour and pay rate information for their employees.

1  Navigate to BU Works Fiori App

2  Select Maintain Hours and Rates Tile

Home Search In: "Apps’ Q °

MyBUworks Help Manager Central

My Paystubs My Leave Requests My Benefits Concur BUworks Central BU Benefits Center Self-Identification Tuition Remission My Position
View my paystubs Display benefit plans Book Travel & Expen... Portal Administration Description

Help

MyBUworks Help

Manager Central

Tuition Remission Termination | MaintaipsBlifsand |  Student Release Payments Approve Leave

Approvals Student Employment Rates. | Employment Student Employment Request
Pending Applications | StudeftEmployment) || Post Jobs, Hire Stud Approve/Reject Leaves
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https://pgw.buw.bu.edu/sap/bc/ui5_ui5/ui2/ushell/shells/abap/FioriLaunchpad.html#Shell-home

3  The Pay and Hour management page will display.

Search In: "Apps”

Manage Student Pay

Organization Unit: | Financial Assistance 1B

Student Employees (44) 5= E
BUID Student Name Position Name

™F_ o Media Assistant

TMP_ ol Media Assistant

TMP_ o Media Assistant

TMP_ o Media Assistant

us79: Tc Research Assistant

u200¢ Al Office Assistant

u13a2: Jil Office Assistant

UB20¢ T Office Assistant

& Alert!

The displayed list of students will default to include all Organization Units the user
is assigned to within Boston University

Manage Student Pay

Organization Unit : | All
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@ T

To narrow your search, follow these steps.

Ste 1: StEE 3: . Organization Unit

' H A
Last Day Worked:* | MM/ddlyyyy 5] Once field s ,LLl rganization Units
cleared, User y
Termination Reason:* v may select
Organization Unit:* | ALL i@ | All Organization Units appropriate Mol and Cuses
Department/
Organization
Unit
Open Selection Panel
10007645
Hillel Hot

Step 2:

Click “X” to clear field

Organization Un

ALL ® Q

ALL

All Organization Units

Changing Pay Rate
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4  Select astudent.

Note, the student employee profile will expand and default to "rates" tab.

The current pay rate will display for reference.

Input the "New pay rate"

1 Sear Q Emily
Peer Counselor (500609086)
Student Name
Emil y BUID: US373% Pernr
mily ’ Organization Name: The Center for Mind and Culture Job X Number: SE: 8020

Kashy:
E RATES HOURS

Cument pay rate: | 23.00

New pay rate: |

Effective Date: mmvddlyy
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5 Input the "Effective Date" the change must take place.

SRR RATES  HOURS
Current pay rate: | 23.00
New pay rate: | 24.00

Effective Date: mmy/ddfyy

| ¢ June 2004 >

Sun Mon Tue Wed Thu Frio Sat
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26 B 24 25 .26 27 28 FEB

27 S 1 2 3 4 5 6

& Alert!

Users cannot input dates retroactively.

Future dated effective dates will NOT reflect on the page until that date has
elapsed.
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6  Click "Save"

RS
ater | 23.00

ate: | 24.00

ate: [ 08/03/2024)

Save | (¥ Clear

7 Click "Ok" to confirm your entry

@ Confirmation

The value you entered will be updated as new pay rate. Do you want to continue with the update?

m Cancel

Changing Work Hours
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8  Select a student, then select "Hours" tab under employee profile

Manage Student Pay
ization Unit : | The Center for Mind and Cult... [

Employees (2) Sear. Q Kashyap
Study Hall Monitor (50060910)
Student Name

Emit 5 BUID: U9815- Pernr:
vy Organization Name: The Center for Mind and Culture Job X Mumber: SE: 5876

Kashyap b2
RATES HOURS

Current pay rate: | 21.00
New pay rate:

Effective Date: | mm/ddfyy

Current Workload hours will display for reference.

9
Input the "New hours"

Study Hall Monitor (SUUs0910)
Student Name

Emit 5 BUID: U9815 Pearnr:
my Organization Name: The Center for Mind and Culture Job X Number: SE: 5876
Kashyap ?
RATES HOWURS
> Workload hours
Current hours: | 40,00
| New hours: |
Effective Date: | mm/dd/yy
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10 Input the "Effective Date" the change must take place.

RATES HOURS

» Workload hours

Current hours: | 40.00

| New hours: 20

Effective Date: mm/ddiyy

L4 June 2024 »

Sun Mon Tue Wed Thu Fri Sat

22 26 27 28 29 30 31 E%

233456?3
9

16 1 12 13 14 |35
% M8 17 18 19 20 21 |32
26 E#3s 24 256 26 27 28 |28

ey 1 2 3 4 5 6

& Alert!

Users cannot input dates retroactively.

Future dated effective dates will NOT reflect on the page until that date has
elapsed.
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11 Click "Save"

i

1 hours

IT5: A40.00

IT5: 20

ite: | 06/02/2024

Save | | (X) Clear

12  Click "Ok" to confirm your entry

@® Confirmation

value you entered will be updated as new hours. Do you want to continue with the update?

ﬂ Cancel
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