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Description automatically generated]Change Scheduled Hours
Managers and HR Partners


Change Scheduled Hours (Initiating Manager)
1. Access the task called Start Job Change
2. Select the employee, choose the Change Scheduled Hours template, and click Ok.
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3. Choose the Effective Date – it must be the beginning of a pay period.
4. Choose the time type for the position. Note that anything below 40 Scheduled Weekly Hours (for US employees) should be considered Part Time. 
5. Enter the number of hours that the employee will be scheduled to work in a typical week. The FTE % will be automatically calculated. Click Submit.

[image: A screenshot of a computer

AI-generated content may be incorrect.]

6. For hourly employees whose base compensation rate will not be changing, managers can click Next on the Compensation screen, review the changes, and click Submit to route to HR Partner for approval.
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7. For salaried employees, total base compensation will automatically be prorated based on the proposed scheduled weekly hours. Review the changes on the compensation screen and click submit to route to HR Partner for approval.
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[bookmark: HR]Change Scheduled Hours (HR Partner)
1. Access the Data Change task in your My Tasks inbox.
2. Review the changes submitted by the manager. If edits are required, click the blue “Make Changes” button at the top of the form to enter edit mode.
3. Confirm accuracy of the change and click Approve to route for Manager’s Manager approval if required.
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Start Job Change

a date where the employee can see this event. If you leave it blank, it will default o the Effective Date.

Effective Dates:
Please click this link for payroll calendars
Us: Effective Date must equal a Pay Period Start Date
Mexico: Effective Date must be a Monday

Reminder: Review the Medline Approval Matrix to ensure you have the proper approvals to move forward with this process.
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“This template will allow you to update your emplo heduled weekly hours and time ty e be advised that you must move the employee
to.a Part Time status if the Scheduled Weekly Hours are less than 40. For salaried employees, the total base pay rate will be automatically prorated.
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