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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.    
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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 ($  
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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.  

 

 
 

 

 

            Warning –Merit Approval code must be assigned if data                    

           entry has taken place. 

   

 

OK Cancel 
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Appendix B: Staff Checklist  
 

 

 

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

each point. 

 

  

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.  Identify 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.  Identify 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.  Identify employees whose position end date is less than  

     new appointment end date 

 

1.  SAU_POSITION_END_DATE 

 

8.  Identify employees with an extension of new position  

     end date. 

 

1.  SAU_NEW_POS_END_DATE 

 

 

9.  Identify employees with an extension of new  

     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 

dated merit increases.  

1.  SAU_MRIT_INCRS_ONJOB_STAFF 

2.  Identify all exempt employees with a 9/1/2009 effective 

     dated merit increases. 

1.  SAU_MRIT_INCRS_ONJOB_AFTR_LOAD 
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Appendix C: Faculty Checklist  
 

 

 

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

each point. 

 

  

Pre-Load Tasks Original Query Name(s) in REPT 

 

1.  Identify 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.  Identify 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.  Identify employees with new appointment end dates. 

 

1.  SAU_ALL_END_DATE_CHANGES 

 

6.  Identify 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.  Identify employees whose position end date is less than  

     new appointment end date 

 

1.  SAU_POSITION_END_DATE 

 

8.  Identify 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 Comments 

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 

- Query ïQuery Manager  
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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. 
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Step 4:  Re-Save the query 

 

At the bottom of the screen, click on the Save As 

button 

 

 

 
 

 

Step 4a: Save the Query 

 

The following screen will be displayed. 

 

1. Change the Owner box from public to 

private.  

 

2. In the Query Name field, change the 

name as follows: 

 

Start each query name with your initials, 

then key in the rest of the query name. 

 

Note: If adding your initials makes the 

query name too long, truncate it at the end 

by deleting as many letters as necessary.  

 

3. Click on the OK button. 
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Making changes to SAUΩǎ ŀƴŘ {ŀƭŀǊȅ tƭŀƴǎ  
 

Step Comments 

Step 1:  Changes to SAUôs 

 

Bring up the query as you saved it.   

 

Click on the Criteria Tab.   
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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 
Unitôs (SAU) Using óIn listô 
 

(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 Operator óbetweenô 

(The Between operator 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 
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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.  Continue to add SAUôs 
until you are finished in the 
same way. 
4. Click OK when you are 

finished. 
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Step 3b - To Change Salary Admin 
Unitôs (SAU) Using óbetweenô 

 
(The between operator selects fields having 

a value that is between two specified 

values.) 

 

1. Click on the edit icon next the criteria 

you wish to edit.  

 

 

 
 
 
 
 
 
 
 
 

 

 
 

2.  When the Edit Criteria 
Properties Panel is displayed, 
changed the Condition Type to 
Between.  
 
3.  Key the lower end of the SAU 
range you wish the query to use 
in the first Constant box. 
 

4.  Key the upper end of the SAU range 

you wish the query to use in the Constant 2 

box. 

 

5.  Click on the OK button 
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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. 

 

 
 

 

 

 


