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BP.010.030 - Setting up Reason Codes and Descriptions
[bookmark: pp_ref_BEFORECONCEPT]
Concept

Reason Codes are used to explain raises that exceed the Max Raise Rate. This topic demonstrates how to define the Reason Codes and descriptions for these salary changes. Once defined, the Codes can be assigned to individual positions in the Budget Prep Module.  Typically the reasons are assigned to raises over a specified threshold, and are required for raises greater than the percentage specified in the parameters defined in BP.010.010.

Note: Normally you would define these Reason Codes once. An initial set of Budget Reason Codes has been delivered with the GeorgiaFIRST model. However, you can make any further changes anytime as needed.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Explain the purpose of Reason Codes as they relate to Budget Prep for salary increases.
- Navigate the Setting Up Reason codes and Descriptions process.



	Assumptions

	Security Role setup complete by internal Security Administrator.




	Dependencies/Constraints

	



Additional Information

Reason Codes delivered with the GeorgiaFIRST model.


[image: ]
Procedure

In the following topic, we will add a Reason Code that indicates the reason for the salary increase is due to an increase in work duties. Remember that this process is used for raises that exceed the Max Raise Rate. Let's see how this is done.

	Step
	Action

	1. [bookmark: ID0x0000002A] 
	Click the vertical scrollbar.

	2. [bookmark: ID0x0000002B] 
	Click the BOR Menus link.
[image: Action area of the screen image]

	3. [bookmark: ID0x0000002C] 
	Click the BOR Budget Prep link.

	4. [bookmark: ID0x0000002D] 
	Click the Budget Prep Setup link.

	5. [bookmark: ID0x0000002E] 
	Click the Reason Codes link.

	6. 
	On the Find an Existing Value tab.
Enter or Search [image: ] for the SetID for your Business Unit:
[image: ]

	7. [bookmark: ID0x0000002F] 
	To add additional Reason Codes:
Click the Add a new row at row 16 (Alt+7) button.
[image: Action area of the screen image]

	8. [bookmark: ID0x00000030] 
	Enter "the next alpha character" in the Reason Codes field. 

	9. [bookmark: ID0x00000031] 
	Enter "the appropriate reason description" in the Reason Descr field. 

	10. [bookmark: ID0x00000033] 
	Click the Save button.
[image: Action area of the screen image]

	11. [bookmark: ID0x00000034] 
	Congratulations. Setting Up Reason Codes and Descriptions is complete. Key concepts of this topic are outlined below:

- The system has a delivered set of Reason Codes.
- Additional Reason Codes can be added at any time. 
- Reason Codes are used for pay increases that exceed the max Raise Rate.
End of Procedure.
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[Above Maximum Allowed: Redlassification

|Above Maximum Allowed: Paygrade Adjusiment To New Base

|Above Maximum Allowed: Faculty Received Salary Supplement

[Above Maximum Allowed: Justfication Letter

[Above Maximum Allowed: Other

[No Increase Given: Appointed April 1, 2004 Or Later

[No Increase Given: Planned Termination

© ® N oo s e on
ozzr—xh—:n'ﬂmuom>§z

[NoIncrease Given: Fully Compensated

10 [No Increase Given: Appoiniment Renegotiated AtHid Year

1 [Decrease In Salary: Decrease In Salary Supplement

12 Increase budget for lump sum position

13 Increase Vacant Position

14 [Position increased from half ime to full time

[DEnEnEnEnEnEnEnEnEnEnEnRnEnEn)

15 [Equity Adjustment





image2.png
-BOR Menus




image3.png




image7.png




