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Appendix A: Possible Error Messages

When bringing up the Merit by
SAU - Staff panel using an
invalid NW Salary Admin Unit or
invalid Salary Administration
Plan, the error message "No
Matching Values were found" will
appear at the bottom of the
dialog box.

If you change the New
Appointment End Date to
Indefinite, and if the New Posn
Indef End is not indefinite, then
you will see the error message
that appears to the right.

Click OK, and enter the
appropriate information.

If you enter a Performance
Evaluation rating (Eval) which
does not follow the proper
format, you will see the message
that appears on the right.

Click OK and enter the Eval
using the correct format: X.XX.

NW Merit by SAU - Staff
Enter ary information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

<

NW Salary Admin Unit: begins with

Salary Administration Plan:| begins with + ||5555

Search Clear

Basic Search Save Search Criteria

Mo matching walues were faund.

Microsoft Internet Explorer X

0

Mew appointment cannat have indefinite end date if current appointment has indefinite end date (20003,22)

The new appaintmiant cannat have an indefinite end date if the current appointment akeady has an indefinite end
date

K

‘ Microsoft Internet Explorer X

I

Mumber field Format error, The correct Format For this field is (1,2),

This field allows For the entry of numbers anly, There is also a mit to the number of digits alowed, IF the message
ahive shows a Format of (x.y) then the field can have a mayimum of x digits before the decimal paint, and y diits
after the decimal paint,
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If you try to exit this panel without
saving changes, you will be
prompted with the message that
appears on the right.

To save the panel, click Yes.
Or hit Enter.

If you enter a New Comp Rt that
is less than the current Comp Rt,
you will be prompted with the
message that appears on the
right.

Click OK, and enter the
appropriate New Comp Rt.

If you enter a New Annl Rt that is
less than the current Comp Rt,
you will be prompted with the
message that appears on the
right.

Click OK, and enter the
appropriate New Annl Rt.

If you enter a New Annl Rt or a
New Comp Rt that results in a
merit increase greater than
99.99%, you will be prompted
with the message that appears
on the right.

Click OK, and enter the
appropriate New Annl Rt or New
Comp Rt.

If you enter a dollar increase ($

Microsoft Internet Explorer X

@ You have unsaved data on this page. Click OK to go back and save the information,

oK Cancel |

Microsoft Internet Explorer X

& Miew comp rate cannot be less than curent comp rate, (20003, 15

Entering a new comp rate that s less than the current comp rate will caloulate & negative proposed dolar increase,

‘ Microsoft Internet Explorer X

| & Mew annual rate cannot be less than current annual rate, (20003,17)

Enkering a new annual rate that is less than the current annual rate wil calculate a negative proposed dollar
increase,

Microsoft Internet Explorer X|

& Percent increase cannok be greater than 99,9995 (20003, 1A)
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Incr) that is either greater than
10,000 or greater than 100% of
the current Comp Rt, the error
message to the right will appear.

Click OK, and enter the
appropriate merit increase.

If you exit the panel without
applying an approval level, the
error message to the right will
appear.

Click OK and enter the
appropriate approval level.

If you enter a New Appt End Dt.
that is less than the current Appt
End Dt, the error message to the
right will appear.

Click OK and enter the
appropriate New Appt End Dt.

Save

Save the panel.

Microsoft Internet Explorer x|

A

fmount can not be greater than 10,000 or greater than 100% of comprate

Mavigate ko the previous level

Microsoft Internet Explorer

|

Warning —Merit Approval code must be assigned if data
entry has taken place.

OK

Cancel

Microsoft Internet Explorer X

0\

Mew appointment end date must be greater than appointment end date, (20003,1)

The new appaintment end date entered must be greater than the existing appointment end date.

E Sawve |
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Appendix B: Staff Checklist

each point.

Use this checklist to guide you as you verify the information entered into the salary planning panels. Use the queries listed to check

Pre-Load Tasks

Original Query Name(s) in REPT

1. Identify employees whose merit increases have been
entered and either approved or rejected.

1. SAU_STAFF_ALL_EES_WITH_INCR (multiple SAUs)

OR
2. SAU STAFF ALL EES W _INCR 1 SAU (single SAU)

2. ldentify employees with pending merit increase entry.

1. SAU_STAFF_EES WITH_NO_ENTRY (multiple SAUs)

OR
2. SAU STAFF_EES W _NO ENTRY_1 SAU (Single SAU)

3. Identify employees whose merit increases do not yet
show administrative approval (A, approval).

1. SAU_STAFF_INCRS_NOT_APPR (multiple SAUs)

OR

2. SAU_STAFF_INCRS_NOT_APPR_1_SAU (Single
SAU)

4. Double check all merit increase data entry.

1. SAU_STAFF_INFO_ALL_MERIT_DATA
OR
2. SAU_INFO ON_3 PANELS

5. Identify employees with new appointment end dates.

1. SAU_ALL_END_DATE_CHANGES

6. ldentify employees with current appointment end dates
less than September 1. These individuals need to have
the appointment end date extended before the load.

1. SAU_JOB_END_DATE

7. ldentify employees whose position end date is less than
new appointment end date

1. SAU_POSITION_END_DATE

8. ldentify employees with an extension of new position
end date.

1. SAU_NEW_POS_END_DATE

9. Identify employees with an extension of hew
appointment end date

1. SAU_NEW_APPT_END_DATE_STAFF
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Post-Load Tasks Original Query Name(s)

1. Identify all non-exempt employees with 8/23/2009 effective | 1. SAU_MRIT_INCRS_ONJOB_STAFF
dated merit increases.

2. Identify all exempt employees with a 9/1/2009 effective 1. SAU_MRIT_INCRS_ONJOB_AFTR_LOAD
dated merit increases.
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Appendix C: Faculty Checklist

each point.

Use this checklist to guide you as you verify the information entered into the salary planning pages. Use the queries listed to check

Pre-Load Tasks

Original Query Name(s) in REPT

1. ldentify faculty employees whose merit increases have
been entered and either approved or rejected.

3. SAU_FAC_ALL_EES WITH_INCR (multiple SAUs)

OR
4. SAU FAC ALL EES W_INCR 1 SAU (single SAU)

2. ldentify faculty employees with pending merit increase
entry.

3. SAU_FAC_EMPS_WITH_NO_ENTRY (multiple SAUs)

OR
4. SAU FAC EMPS W NO_ENTRY 1 SAU (single SAU)

3. Identify faculty employees whose merit increases do not
yet show administrative approval (A, approval).

1. SAU_FAC_INCRS_NOT_APPR (multiple SAUS)

OR
2. SAU_FAC_INCRS_NOT APPR_1 SAU (single SAU)

4. Double-check all merit increase data entry.

1. SAU_FAC_INFO_ALL_MERIT_DATA

OR
2. SAU_INFO_ON_3 PANELS

5. ldentify employees with new appointment end dates.

1. SAU_ALL_END_DATE_CHANGES

6. ldentify employees with current appointment end dates
less than September 1. These individuals need to have
the appointment end date extended before the load.

1. SAU_JOB_END_DATE

7. ldentify employees whose position end date is less than
new appointment end date

1. SAU_POSITION_END_DATE

8. ldentify employees with an extension of new position
end date.

1. SAU_NEW_POS_END_DATE

9. Identify faculty employees with an extension of new
appointment end date.

1. SAU_NEW_APPT_END_DATE_FACULTY

Post-Load Tasks

Original Query Name(s)

1. Identify all faculty with a 9/1/2009 effective dated merit
increase.

1. SAU_MRIT_INCRS_ONJOB_AFTR_LOAD
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Appendix D: Resave & Customize Each Query

Please re-save each query so that you are not changing the query template HRIS has created for all users. When you re-save, you may
then make the adjustments suggested below to customize each for your school or for particular departments. Follow this procedure for
saving any of the queries listed as your own. This section also provides step-by-step instructions for making the following
adjustments to a query so that you may pull the information you are looking for:

1. Making changes to the SAU(s) the query is pulling
2. Making changes to the Salary Administration Plan the query is pulling

Step
Step 1: Log into the REPT database.

NOTE: Keep in mind that the
REPT database gets refreshed
with the data from PROD every
evening.

From Main Menu, choose: Reporting Tools
- Queryi Query Manager

Comments
Q- O HMRGILke ZCE-LUOBH 3 |dy -2
Google - [ ]| [Clzearch » @ | g ProfRek 0 - | M check + & autclink - (g) - [ Optons &
PeopleSoft.
ers &

Search:

®

> My Favarites

[ Gelf Service

I Organizational Developrment

[> Payrall for North America

[ Workforce Administration

I Benefits

> Compensation

> PeopleTools

[ Bet Up HRMS

= Reporting Tools
- Query

— Query Manager
— Schedule Query
— Report Manager
> Tree Manager
[ iniarklist
[ Warkforce Development

— Change My Password

Exract information using visual representstions of your PS database

Query Manager Schedule Query

Create or Update Husries and dquery specifications. RUN the Schedule qusry process

[T T[S [ meeret
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Step 2: Pull up the query you wish to
resave.

Key either part of the query name or the
entire query name in the blank box and
click Search.

If you key only the first part of the query
name, click search to see all Queries that

begin with those letters. Refer to either
Appendix A or C for a complete list of
query names and their uses.

Step 3:

Find the query within the list by keying as

much of the query name as you wish

When you find the query, click on the
query line Edit hyperlink to open it.

[ workforce Development
— Chanoe Wy Password

C-0-HNRABILKE

SRR Rol Nl

Google- |
PeopleSoft.
Mena &

Search:
®
[= My Favorites
[» Self Service
I» Organizational Deweloprment
[ Payroll for North America
[> Workioree Administration
[> Benefits
[» Compensation
I» PeopleTools
[> 5et Up HRMS
+ Reporting Tools

— Report Manager
[ Tree Manager
[ Wyorklist
[ workforce Development
— Change Wy Password

|| [Clszarch - @i | g PRk ) | M chedk - puiolink - [§) - options

Query Manager
Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Query | Create New Query

*Search By: |auery Name | beging with
Search | Advanced Search

[sau_ar]

Find an Existing Query | Craate New Query

A
..',la_ﬂx

Hewindow | Help | B

C-O-H@A

DL

SRR Rol Nl

|5 [ mnternet

Google- |
PeopleSoft.
Mena &

Search:
®

[= My Favorites
[» Self Service
I» Organizational Deweloprment
[ Payroll for North America
[> Workioree Administration
[> Benefits
[» Compensation
I» PeopleTools
[> 5et Up HRMS
<~ Reporting Tools

= @uery

i
— Schedule Query
— Report Manager
[ Tree Manager
[ Wyorklist

|| [Clszarch - @i | g PRk ) | M chedk - puiolink - [§) - options

Query Manager
Enter any information you have and click Search. Leave fields hlankfor a list of all values.

Find an Existing Query | Create Mew Query

*Search By: |duery Mame -
Search Advanced Search

beging with [pau_aLL

Search Results

- All Folders - hd
Uncheck All

*Folder View:

Check All

*Action: |-- Choose -- =

A
..',la_ﬂx

Hew Window | Help | 5, =

oo

RUnto g ohedule
Excer | Schedule

ALL_EES_WITH_END_DATE EEs needing reappointments Public Schedule
r SAU_ALL_EES_WITH_I! vl incrs (Many SALN 2001 Public Schedule
[T BAU_ALL_EMPLOYEES_WITH_INCRS  EEswith incrs (1 SAUK Scheduls
O SAU_ALL_EMPLOYEES_WITH_INCRS_K sau 000500 Public Scheduls
r SAU_ALL_END_DATE_CHANGES Changed App end dates 2005 Public Edit HTML Excel Schedule
[T SAU_ALL_NEW_POS_END_DATES All new pos end dis 2005 Public Edit HTML Ewel Schedule
r SAU_ALL MEW POS_EMD_DTS All newe pos end dis 2001 Public Edit HTML Excel Schedule
r SAU_ALL PROMOTIONS All Promaotions-2005 Public Edit HTML Excel Schedule
[ SAU_ALL_PROMOTIONS_WY_SAU All Promotions with S4U-2001  Puklic Edit HTML Exel Schedule
Find an Existing Query | Create Mew Gluery
< [ m
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Records Query : siong Frompts Fields Criteria Having

Step 4: Re-Save the query

Query Name: 540 ALL END_DATE_CHANGES Description: Changed App end dates 2005
Wiew field properties, or use field as criteria in query statament Column Order| SonOrder|
At the bottom of the screen, click on the Save As - —
button Fields Customize | Find B First [ 111 of 11 [ Last
1 ANAME - Name Chara0 3 Name b4 ﬂ [=]
2 AEMPLID - EmpliD Chart1 D 2 ﬂ [=
3 AEMPL_RCD - Emgl Red Nar Num3.0 Empl Red# % ﬂ [=]
4 ADEFTID - Department Chartl DeptlD 9; ﬂ B
5 APOSITION_MBR - Position Mumber Charg Position 9} ﬂ E|
B AN _MNEW APP_EMND_DT - mv_new_app_end_dt Date new_app_end_dt 9; ﬂ E|
T ANW_NEW_INDEF_END - nw_new_ind_end_date Chart Mew Ind End D 9 ﬂ [=]
8 ANW_APPT_END_DT - Appaintment End Date Date Appt End 9 ﬂ [=]
9 ASAL_ADMIN_PLAM - Salary Administration Plan Chard Sal Plan 9; ﬂ E|
| AW_SAL_ADMIN_UNIT - K Salary Admin Unit Chare 2 Sal Adm Un @ ﬂ =
N_REAPP_APPR - Reappaointment Approval Charl 1 N Reapp Approval b ﬂ [=]
B save) Save As New Query Preferences Properties Wew Union ) Retun to Search

Step 4a: Save the Query

Enter a name to save this query as:
The following screen will be displayed.

‘Cluery: |ru1CD_SAU_ALL_END_DATE_CHANGEE
1. Change the Owner box from public to Description: |Chanoed App end dates 2005
private.
Folder: |
2. Inthe Query Namdield, change the . ] _
name as follows: Query Type: | Mser w

*OwWner: Private

Start each query name with your initials,

then key in the rest of the query name. Query Definition:
Note: If adding your initials makes the
query name too long, truncate it at the end
by deleting as many letters as necessary.
(0] 24 Cancel

3. Click on the OK button.
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Making changes to SAVa

Step
Step 1: Changes t

Bring up the query as you saved it.

Click on the Criteria Tah

[o]

SAL

FY R {F

f I NEB

Comments

tflya

Prampts

Query Name: WMCD_SAU ALL_FES_WITH_INCREASE

Add Criteria I Group Criteria

Rearder Criteria |

Fields Criteria Hawing

Description: EEs w incrs (Mariy SALY 2001

omize | Find

155 LI L

AEFFDT- Effective Date Eff Date <= Current Date (EfSe = Last ﬂl =
AND ﬁa”ﬂ;iﬁ'ﬁ—mmw—”“”'Nwsa'a“f inlist (430000°'290000, 4080007 et | [
W SLDMMS o il
o B gﬂ;g:rg\rv_ar:nEmT_APPRO\xAL-Merit _— s e |
R = ﬁbr\:]i:\;;r;ﬂlERlT_APPROVAL-rulerit el . e |
M Save As Hew Guery Preferences  Properties Mew Union (1 Retum to Search
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Step 2

In the example on the right, the
query is looking for SAUs
490000, 290000, and 4080000
and Salary Plan = FAC.

To Change the SAU, follow steps 3A or
3B.

To Change the Salary Plan, follow step 4.

Step 3a - To Change Salary Admin
Unitdés (SIASH Usir

(The in list operator finds fields having a
value that matches one or more of the
values in a list of defined values.)

NOTE: You may also specify a range of
SAUs by using the Operatoré6 b e t we ¢
(The Betweeroperator selects fields

having a value that is between two

specified values). See Step 3b for these
instructions.

1. Click on the edit button next to the field
you wish to change

2. The Edit Criteria Properties
panel will be displayed.

3. Click on the magnifying glass
icon

Records

Query Prompts

Query Name: MCD_SAU_ALL_EES_WITH_INCREASE

Add Criteria | Group Criteria |

Reorder Criteria |

T —

Fields Criteria Hawing

Description: EEs wi incrs (Many SAL) 2001

F|rtm1‘ f*’EIL-:t

AEFFDT- Effective Date Efi Data <= Current Date (EfSeq = Last M E
AND v AIVISALADMILUNT- NS, o (430000°1290000,408000) _Eit | B
WO | APy e B
’E\%;J:f:\f_ahlﬂERlT_APPROVAL-Merit el fo A M =
oR K ?br\:]'t;\;;gﬂlERlT_APPROVAL-Merit el fo R M =
Bsave) Save Ag New Query Preferences Properties [ew Union Q) Reetum to Search

Records Prompts

Gueny

Query Name: MCD_SAU_ALL_EES_WITH_INCREASE

Add Criteria | Graup Criteria |

Criteria

Rearder Criteria |

Criteria Having

Description: EEswi incrs (Many SAL) 2001

Firzt E 155 m Last

Logical Expression1 Condition Type Expression 2 Delete
AEFFDT- Efiective Date Ef Date <= Current Date (Eff3eq = Last) Edi | [
ANW_SAL_ADMIN_UNIT - MW Salary 1 0 " ;
AND v admin Uni in list {'480000' '290000° 408000° Edit | [=]
ABAL_ADMIN_PLAM - Salary .
AND M Administration Plan OIS B Edt | [
(AMN_MERIT_APPROYAL - Merit :
AND 8 ool equal o A Edit | [=]
ANW_MERIT_APPROVAL - Merit X
OR 8| oo agual o R Edit | [=]
) Save As Mew Query Prefarences  Properties Mew Unian () Reetun to Search |
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The following panel will be
displayed:

4. Type in the SAU you wish to

add and click the Add Value

Button. Cont i

until you are finished in the

same way.

4. Click OK when you are
finished.

n

Edit Criteria Properties
Choose Expression 1 Type

Choose Record and Field
Record Alias.Fieldname:

& Field
) Expression

0, AMNW_SAL_ADMIN_UNIT - MW Salar

*Condition Type: | in list w
Choose Expression 2 Type Expression 2
(& In List
© Subquery List Members: ('480000'280000'4080007 a
[0]34 Cancel
Edit List

Customize | Find | B Rt 4] 1-2of 3 I Last

[] 430000
[] 290000
[] 403000
Value: | Add Value Search Delete Checked Values
Add Prampt
Ok | Cancel
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Step 3b - To Change Salary Admin
Unit bs ( S(’)A\UJE) t wesd v ! : Query s | Frompts Fields Criteria Having

(The betweemperator selects fields having Query Name: WMCD_SAU ALL_FES_WITH_INCREASE Description: EEs wincrs (Many SAU) 2001

a value that is between two SpeCiﬁEd Add Criteria | Group Criteria | Rearder Criteria |
values.)

1. Click on the edit icon next the criteric

you wish to edit. AEFFDT- Effective Date Eff Date == Current Date (Eff3eq = Las) et | [
AND iaNr:]"i'Ei‘r\"Lt—ADM‘N—UN'T'Nwsa'a"f in st (450000 230000408000 &t | &
W SO wlE
B g:j.gj:f;rv_anlnEmT_APPROVAL-Mern _— s e |
ﬁbr\:]i:\;;r;ﬂlERlT_APPROVAL-rulerit —_— - et | B
M Save As Hew Guery Preferences Properties Te Lnion ) Retum to Search

Edit Criteria Properties

Choose Expression 1 Type

@ Field Choose Record and Field
Record Alias.Fieldname:

2. When the Edit Criteria

) Expression

Properties Panel is displayed, G, AMW_SAL_ADMIN_LINIT - My Salar
changed the Condition Type to
Between. *Condition Type: | batwean v|
3. Key the lower end of the SAU
range you wish the query to use (& Const - Const
in the first Constant box. O Const - Field Constant: | Q
) Const - Expr
4. Key the upper end of the SAU range Ofie - Const
you wish the query to use in the Constant 2 O Field - Field
box. O Field - Expr Constant 2: | Q
) Expr - Const
5. Click on the OK button ) Expr - Field
) Expr - Expr
Ok | Cancel
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Step 4
To Change Salary Admin Plan:

1. Click on the Criteria Tab of the query
2. Click on the Edit box next to the line
for NW_ADMIN_PLAN

3. Change the Salary Admin Plan
by either typing the new Plan in
the Constant box.

Criteria

Query Name: MCD_SAU_ALL_FES_WITH_INCREASE

Add Criteria | Graup Criteria

Description: EEswi incrs (Many SALY) 2001

Reorder Criteria

AEFFDT- Efective Date Eff Date <= Current Date (EfSeq = Last ﬂ =]
ﬁ'dNr%iﬁ'H—ADM‘N—UN'T'Nwsa'a"f in st (430000"'290000' 4080007 CEdt | [
wlE
g:}.;ir\f:v_an;nERlT_APPROVAL-Mern —_— s e |
R 3 ibr\:]b;\;;r;nlERlT_APPROVAL-Merit _— 5 e | B
M Save As Hew Guery Preferences  Properties Mew Unian () Risturn to Search |

Edit Criteria Properties

Choose Expression 1 Type
@) Field Choose Ren:ur an Field
. Record Alias.Fieldname:
) Expression
0, ASAL_ADMIMN_PLAN - Salary Admi
‘Condition Type: | aqualto v
Choose Expression 2 Type
Field Define Constant
O Expression Constant: |[FAC Q
& Constant
' Prompt
O Subquery
Ok | Cancel
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