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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

https://pgw.buw.bu.edu/sap/bc/ui5_ui5/ui2/ushell/shells/abap/FioriLaunchpad.html#Shell-home
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3 The Pay and Hour management page will display.

Alert!

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

To narrow your search, follow these steps.

Changing Pay Rate
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4 Select a student.

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

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"

7 Click "Ok" to confirm your entry

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

9 Current Workload hours will display for reference.

Input the "New hours"
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10 Input the "Effective Date" the change must take place.

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"

12 Click "Ok" to confirm your entry


