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Updating FLSA Status 

Job Data Validation 

Updating Workgroup

 

The new FLSA Overtime Final Rule goes into effect December 1, 2016.  Under the new rule, employees must be classified as non-exempt 
and will be eligible for overtime pay if their annual salary is below $47,476.00; or below $913.00 per week; or below $22.825 per hour. 

Agencies must identify and update employees that fall below the new thresholds, and who are currently classified as FLSA Exempt.  

A new query has been created for agency use to help identify impacted employees.  [NMS_HR_UPDATE_FLSA ] 

Depending upon the employee and the agency, there may be three scenarios that require updates to employee data: 

1. Only the FLSA Status needs updating  
2. Only the Workgroup needs updating  
3. Both FLSA Status and Workgroup needs updating 

If an update is made to the Workgroup, be mindful when choosing between the options of PAY or HRS. You can only choose OT--HRS if 
the employee has previously agreed to bank their OT hours. 

Updates in SHARE pertaining to the new FLSA Overtime rule need to be Effective Dated Saturday, November 19, 2016.  

Note: there is no automated capability in SHARE to make retroactive changes under this new rule.  Changes must be future dated 
11/19/16 in Share.  
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Navigation = Organizational Development > Maintain Position/Budgets > Add/Update Position Information  

Navigate to Organizational Development > 
Maintain Position/Budgets > Add/Update Position 
Information   and Enter the Position Number in the 
search screen 

 

1. Add a row by clicking on the  button 

2. Change Effective Date to 11/19/16 

3. Use Reason Code FLS – FLSA 

Status Update 

4. Position Status = Approved 

Scroll down to the bottom of the page 

5. Click on  USA   

6. Under FLSA Status click the drop 

down arrow and change the position 

data accordingly 

 

javascript:submitAction_win0(document.win0,'DERIVED_IC_GBL_USA$0');
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7. Go to the Specific Information tab at 

the top of the page; 

8. Click the Update Incumbent box 

9. SAVE 

You will get a message saying that 

Update Incumbent should only be 

used for approved actions  

10. Click OK.   

You will get another message asking if 

you want to use a batch process to 

update incumbent data?.   

11. Click No  
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12. Click on the Budget and Incumbents 

tab  

13. Click on the Job Data link  

14. Verify that a row was added in Job 

Data  

15. Verify the FLSA Status under the Job 

Information tab reflects the new 

change   
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Navigation = Time and Labor > Enroll Time Reporters > Maintain Time Reporter Data  
 

 

Navigate to Time and Labor > Enroll Time 
Reporters > Maintain Time Reporter Data and Enter 
the Employee ID Number 

 

16. Add a row by clicking on the  button 

17. Enter the Effective Date   

Note: Always use a future effective 

date.  The effective date should be 

the first day of a pay period. (In this 

case use 11/19/16)   

18. Change the Workgroup as required  

19. Click SAVE  
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