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SAU Change Procedures

Using the SAU Change Page for Faculty

When a Salary Administration Unit must be added, deleted, or changed on the employee's
position information, the change must be data entered on the SAU Change page within HRIS.
The following steps listed below will update the Salary Administration Unit for an employee.

Rules:

1. This page has security, so you may only view employees with Salary Administration Units

for which you have security access.

2. You will be able to view an employee who does not have a Salary Administration Unit
entered on their position, as long as you have access to view their department.

SAU CHANGE i Faculty

Logon to HRIS

e Compensation

e Base Compensation
e Merit Increases

¢ SAU Change

The SAU Change search page will be
displayed.

Enter the Name (last name, first
name) or Employee ID of the
individual for whom you would like to
change the Salary Administration
Unit.

Click Search.

If multiple job records for the
employee appear in the Results box,
select the record # that should have
the SAU change by clicking on the
line.

Menu O
Search:

@
[ My Favorites
[ Workforce Administration
[> Organizational Development
[ Payroll far Marth Ametica
[ Benefits
= Compensation

= Base Compensation
< Merit Increases

— Merit by Employee -
Staff
— Merit by SAL - Staf
— Merit by Ermployes -
Eaculty
— Merit by SAL - Faculty
— Reappointment -
Faculty
— Promotion - Faculty
— Multi Appointment -
Faculty
[ Salary Flanning Repors
[- PeopleTools
[> Reporting Tools
[ Worklist
— Change by Password

— ity Systermn Profile

NW SAU Change
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Name:
EmpliD:

hegins with s
begins with v
NW Salary Admin Unit: | hegins with |+
Comect History [ Case Sensitive

Search Clear | Basic Search Save Search Criteria
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SAU CHANGE i Faculty i Adding SAU

To Assign an Employee to an
Existing SAU who is not currently
assigned to an SAU

You may assign an employee to an
existing SAU.

Tab to the New SAU field and enter
the new 6-digit SAU.

You will be able to immediately view
and update the employee in the Merit
by SAU - Staff page.

A nightly process will add the Salary
Administration Unit to the SAU field
on the SAU Change page, and create
an audit trail.

Lookup Menu

Use Magnifying Glass to bring up a
list of existing SAUs. Click on desired
SAU to populate SAU field
appropriately.

Save

Click the Save button.

D:

044500

1062223

Re#

0

Name: Dunn Margaret

Posn# JobCd Jab Title Paygrp DeptID Dept Name hlew AU

Find | View All

00018249 104237  BusinessS  HON 044300 HR 044500 Q

E Sawve )
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SAU CHANGE i Faculty i Deleting SAU

SAU - Will be populated with the

current SAU.
Tab to the New SAU field, the SAU o A0 Name: Dazey ichae!

number in the field will be highlighted.
Hit the Delete key.

BAU Rt Pasnd JabCd JobTite  Payom Deptld Depthame  NewSAU

Scroll Area Fing | View &1 First o 1dt1 [ Last

T.he IndIVIdual WI" aUtomatlca"y N 0 00001095 100022 Professor MON 272401 INCAS Anthr MQ HE
disappear from your page.

A nightly process will delete the
Salary Administration Unit from the
SAU field on the SAU Change page,
and create an audit trail.

Save

Sawe
Click the Save button. LI

SAU CHANGE 1 Faculty i Changing SAU

SAU - Will be populated with the
current SAU.

SAU Change

Tab to the New SAU field and enter

the new 6-digit SAU. L7 M acey ol
YOU WI” be able tO Immedl_ately VIeW_ G Red Posnd JobCd doh Tie Payarn DeptlD Dent Name hew BAL
and update the employee in the Merit fu vl et {121 H s

by SAU - Staff page using the new THO 0 QM0 1000 Proessw NON 272801 weazane 274000 Q EE
Salary Administration Unit.

A nightly process will change the
Salary Administration Unit in the SAU
field on the SAU Change page, and
create an audit trail.

Save

Sawe
Click the Save button. LI
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Using the Merit by SAU T Faculty page

The Merit by SAU T Faculty page is used for the data entry and approvals of merit increases
for faculty. The following procedures should be followed to view and update the information
on the Merit by SAU 1 Faculty page.

Rules:

for which you have access.

1. Only Faculty may be viewed on the page.
2. Valid Salary Plans for the Faculty page are FAC, ACS, and LIB.
3. This page has security. You may only view employees with Salary Administration Units

MERIT BY SAU 1 FACULTY Viewing Information

Logon to HRIS
e Compensation
e Base Compensation
e Merit Increases
e Merit by SAU T Faculty

The Search page will be
displayed.

Enter the Salary Administration
Unit or Salary Plan that you
would like to view.

Click Search.
A list of the SAUs and Salary

Plans within the search criteria
will appear in the Results box.

Menu &
Search:
®
[> My Favorites
[ Workforce Administration
[+ Organizational Developrment
[> Payroll for Morth America
[ Benefits
= Compensation
=~ Bage Compensgation
= Merit Increases
— SALl Change
— Merit by Employes -
Staff
— Merit by SAU - Staff
— Mlerit by Emploves -
Faculty
— Merit by SAU - Faculty
— Reappointment -
Faculty
— Promotion - Faculty
— Multi Appointrnent -
Faculty
[> Salary Flanning Reports
[ PeopleTools
[> Reporting Tools
[+ Wiorklist
— Chande My Password
— My Systern Profile

NW Merit by SAU - Faculty

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

Find an Existing Value

NW Salary Admin Unit:

hegins with

Salary Administration PIan:| heging with «

Correct History

Search Clear | Basic Search Save Search Criteria
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Merit by SAU T Faculty panel i Viewing the Header

On the top half of the Merit by SAU | | greermreme
T Faculty page, a data enterable

field for Goal Merit Percent
Increase is displayed. Enter the
Goal Merit Percent Increase for
your SAU.

SAL: 444400 Sal Plan: FAC

Total Current Salaries: 502,999.885 Total New Salaries: £23806.92

Once you click save the Goal Merit

X Goal Merit Percent Increase 3-10 Goal Merit Increase Amount 21 105,00
Increase Amount will populate.

o . Total Increase Amount; 20,807.04
When the merit increases have Total Pt crease: 4

been entered and saved, the Total
New Salaries, Total Pct Increase
and Total Increase Amount fields
will update to reflect the merit
increases.

See field definitions below.

Definitions from the merit by SAU i Faculty panel

Total Current Salaries = sum of all current annual salaries for all employees within the
same SAU and Salary Plan

Total New Salaries = sum of all new annual salaries for all employees within the same SAU
and Salary Plan (after entry of merit increases).

Goal Merit Percent Increase = proposed merit percent increase to be given to employees
within a particular SAU and Salary Plan.

Goal Merit Increase Amount = proposed dollar increase to be given to employees within a
particular SAU and Salary Plan. See the calculation below.

Goal Merit Increase Amount = Total Current Salaries multiplied by Goal Merit
Percent Increase

Total percent Increase = Percent increase of all employees combined within a SAU, after
merit increase entry.

Total Increase Amount = sum of all dollar amount increases given to employees within a
SAU (after merit increase entry).
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MERIT BY SAU T FACULTY Applying Approval
Before the Merit Increases are
entered (whether Pct Incr, $ Incr,
New Comp Rt, or New Annl Rt) an " Percent Increase Dullar

appropriate approval must be
applied.

Verify the name of the individual to
whom you will be giving a merit
increase.

Tab to the field marked Merit Appr.

Pull down the arrow and choose the
appropriate approval level:

P i1 Planning,

D1 Departments,
N1 No Entry,

R T Rejected, or
S - School.

Note: If the employee is not
eligible for a merit increase 1
choose the approval level NT No
Entry or R Rejected to close out
the page.

This will assist you when running
gueries to check that all entries
have been done.

.-I

2

=
3, 830000 Adams

QL 1830000 |Alvarez
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Entering Merit Increase

Page Layout

Select tabs to view the Salary
Planning data depending on the
driving factor used for the increase.
Each tab will display fields of
information corresponding to the
tabds heading.

To view all fields at one time, select
All Fields tab.

Percentincrease | Oolar Amount | New CompRate | New AnnualRate |  AlFieks

Percent Increase tab

*Make sure you are in Correction
Mode

Enter the total Percent of Merit
Increase for the individual using the
following format:

4.5 for 4.50

By pressing tab after entering the

percent increase, the New Annual
Rate will be automatically updated
to reflect the increase.

You can also use New Annual Rate
to input increase information within
this tab.

The data enterable field for New
FTE Salary must also be entered.

If promoting the faculty member,
access the Promotion - Faculty
page to enter the salary increase
and change in Job Code.

D

Grd

Comp Rt

Annl Rt

New Annl Rt |New FTE Sal

1004191

§,662.420000

£7949.04

103831

§,527.670000

114332.04

1022216

3,333.330000

39,999.96

1047215

541.670000

£,500.04

1047215

£,894.560000

8273472

[ B E
ojjojjojjojgn

OR
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Dollar Amount tab
Enter the total amount of Merit
Increase for the individual
expressed as a dollar amount. D Grd[CompRt  |AnIRt  [$ihcr  |NewCompRt ::]';‘r New FTE Sal
Ex: Enter 1000 to give an 1004191 |2 | 5662420000 6794904 | | [ =]
employee an additional
$1000.00 per month 1039371 [1 | 9427670000 11433204 | Il =]
1022216 |2 | 3333330000, 39999 9 | | [l -]
By pressing tab after entering the
: 1047215 |0 | 541670000  B50DD4 +
dollar increase, the New Comp Rt | | L] =l
and Pct Inc fields will be 1047215 (3 | G894.580000| 8273472 | [l =

automatically updated to reflect the
increase.

You can also use New Comp Rate
and/or Pct Increase to input

The data enterable field for New
FTE Salary must also be entered.

If promoting the faculty member,
access the Promotion - Faculty
page to enter the salary increase
and change in Job Code.

increase information within this tab.

OR
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New Compensation Rate tab
Enter the total amount of Merit D Grd | Comp Rt NewCompRt ' NewFTE Sal
Increase for the individual ner
expressed as a new monthly 1004191 |2 5662420000 | [l =]
compensation rate in dollars.
1039371 |1 9527.670000 | [ =]
Ex: Enter 2300 to give an 1072216 |2 3333.330000 I I I EI
employee a monthly
compensation rate of $2,300. 1047215 10 541670000 | I =
1047215 |3 6394.560000 | [ =1

By pressing tab after entering a
new compensation rate, Pct Inc will
be automatically updated to reflect
the increase.

You can also use Pct Increase to
input increase information within
this tab.

The data enterable field for New
FTE Salary must also be entered.

OR

10
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New Annual Rate tab

Enter the total amount of Merit
Increase for the individual
expressed as a new annual rate in
dollars

Ex: Enter 74400 to give an
employee an annual
compensation rate of $74,400.

By pressing tab after entering a
new annual rate, Pct Incr will be
automatically updated to reflect the
increase.

The New Annual Rate may change
slightly from the amount entered
after you tab out of the field. This is
due to the system rounding the
annual salary to an amount that can
be paid monthly.

You can also use Pct Increase to
input increase information within
this tab.

The data enterable field for New
FTE Salary must also be entered.

ID Grl Annl Rt New Annl Rt ::fr New FTE Sal

1004191 |2 67949.04 | || =
1039371 |1 11433204 | [ =
1022216 |2 39999.96 | [l =
1047215 |0 6500.04 | [l =
1047215 |3 8273472 [l =

11
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Entering New Full Time Equivalent Salary for Faculty
Tab to the New FTE Sal field on
any tab.
Enter in the new Full Time D ard il e NewdmiRt P ewFTESal
Equivalent Salary based upon your rd | EWANIRL gy [NEWHTESa
School 6s calcul at

1004191 |2 67949.04 | [l =]
Formula:
New FTE Sal = monthly 1039371 |1 11433204 | | | -]
compensation rate x 12 divided by
percent full time. 1022216 |2 39999%' I I ]
. 1047215 |0 G500.04 +

Example at 100% Full Time: I I I El
($4,150 x 12) / 100% = $49,800 1047215 13 8273472 | | | -]

Example at 50% Full Time:
($3,000 x 12) / 50% = $72,000

The FTE Salary on this page is
figured as the FTE Salary per
appointment or job.

12
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Entering New Contract Period for Faculty

You can enter a new Contract
SAU T Faculty page.

Select the All Fields tab.

I
Period for faculty on the Merit by Percentncreaze | Dolar Amount | New CompRate | New AnnualRate | Al Fields

The Contract Period fields are
displayed at far-right side of the

page.

The current Contract Period will
display in the first field and in the
data enterable field. If this field
requires adjustment, type over the
Contract Period value in the data-
enterable field to the right labeled
New Contract Period.

This new value will load into HRIS
with the Merit Increase data in
August.

Newr
Contract Period |Contract
Period

12 E
99
I
12| 12
12 12

Click the Save button.

13
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Ability to Mass Approve Data Entry
Users have the ability to mass approve data entry on any Salary Planning panels
that contain a grid. The following Salary Planning panels contain a grid:

e Merit by SAU T Faculty & Staff

e Reappointment i Faculty

e Promotion i Faculty

e Salary Readjustment i Faculty
Step | Action

For example, using the Merit by SAU i Faculty panel, merit increases were
entered for employees within one SAU.

1.\ Apply the appropriate approval level by entering a value into the Mass
Merit Approval field. The values are: A7 Administration, D-Departments,
N-No Entry, P i Planning, R- Rejected, or S-School

Mass Merit Approval; |_Q Approve |

Merit by SAU - Faculty

SAU: 444400 Sal Plan: ACS
Total Current Salaries: 72568925 Total New Salaries: 72.568.92
Goal Merit Percent Increase Goal Merit Increase Amount

Total Pct Increase; Total Increase Amount:

Percent increase | DollarAmount | New CompRate | New AnnualRate | Al Fields

1P Q444400  Arch Andrew 1011912 171000 2052000 400| 6340  68.400000 177840 |
2(P/@, 444400 Evanston Evan 1001847 109567 1331604 [ 451 5000 50000000 115067
3[P Q444400 Northwestern Erin 1012060 78156 037992 | 1514 | 11834 118.340000 900.00 |
4[P'Q, 444400 |University Randy 1000343 85042 1031204 2608 | 22391| 223910000 108333
5P O, 444400 WildcatThomas 1021742 136,66 1903992 | 1029 [ 163.34| 163:340000 175000
IﬁassMemAppmval:EIl Approve |

ﬁSave| .QReiumluSeamhl 1 Previous | W Neatin Lt |

14
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Step | Action
2.| Once a Merit Approval letter is entered, click the yellow Approve button to
apply the approval letter to ALL rows within the grid.
3.| Be sure to click the yellow Save button to save these approval level
changes.
SAU: 444400 Sal Plan: ACS
Total Current Salaries: 72,568,925 Total New Salaries: 72,568.92

Merit
Appr

Goal Merit Percent Increase

Total PctIncrease:

Percent increase | Dollar Amount | New CompRate | New Annual Rate

DeptD |Name

Goal Merit Increase Amount

Total Increase Amount:

All Fields

ChgAmt New Comp Rt

5 [ 444400  Arch Andrew 1011912 171000 22000 400 6840 68400000 1740
2[s Q[ 444400 |Evanston Evan immw 10067 1331&0{[ 451 5000/ 50.000000 115087 |
3]s | 444400 Nortwestem Erin 1012060 78166 smezﬁm 1183400000 90000
4[5 Q444400 UniversityRandy j1000343_ 850.42 10313‘04:| 2605 | 22391 223910000 106333 |
5|s Q1| 444400 WildcatThomas 1021712 1685.66 1903092 1029 1633¢) 163340000 175000

Mass Merit Approval: 'S'Q

ﬁsﬂeJ QRetmosearch| 17 Li | 4 Nextin Listl
— -

15



Northwestern University

Salary Planning Procedure

Human Resource Information System

Procedures

Using the Merit by Employee i Faculty Page

The Merit by Employee 7 Faculty page allows data entry for only one individual at a time.

The Merit by SAU i Faculty page should be used for multiple employee data entry.

This panel is available to non-medical school users only

Rules:

1. Only Faculty may be viewed on the page.

2. Valid Salary Plans for the Faculty page are FAC, ACS, and LIB.

3. This page has security. You may only view employees with Salary Administration
Units for which you have access.

MERIT BY EMPLOYEE i FACULTY Viewing Information

Logon to HRIS
e Compensation
e Base Compensation
e Merit Increases
e Merit by Employee i Faculty

The Search page will be displayed.

Enter the Name or Employee ID
of the Faculty member you would
like to view.

You can also choose to view
information using the NW Salary
Admin Unit or the Salary
Administration Plan criteria.

Click Search.

A list of the employees within the
search criteria will appear
alphabetically in the Results box.
Select the employee that you
would like to view by clicking on
the line.

Search:
®)

[ My Favorites
[- Self Senvice
[ Organizational Development
[ Payrall for Morth America
[ Workforce Administration
[- Benefits
== Compensation
< Base Compensation
[ Maintain Plans
= MeritIncreases
— SAU Change
— Merit by Employee -
Staff
— Merit by SAU - Staff
— Merit by Employee -
Faculty
— Merit by SAU - Faculty
— Reappointment -
Faculty
— Promation - Faculty
— Multi Appointment -

Faculty

NW Merit by Employee - Faculty

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

Find an Existing Value

Name: begins with

EmpliD: begins with
NV Salary Admin Unit: begins with +
Salary Administration Plan:| begins with

[correct History [case Sensitive

Search Clear | BasicSearch [ Save Search Criteria

16
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MERIT BY EMPLOYEE i FACULTY Applying Approval

Before the Merit Increase is entered
(whether Pct Incr, $ Incr, New
Comp Rt, or New Annl Rt) an
appropriate approval must be
applied.

Tab to the field marked Merit Appr.

Pull down the arrow and choose the
appropriate approval level:

P i Planning,

D1 Departments,
N1 No Entry,

R T Rejected, or
S School.

Note: If the employee is not
eligible for a merit increase 1
choose the approval level NT No
Entry or R Rejected to close out
the page.

This will assist you when running
gueries to check that all entries
have been done.

Merit Appr: P
PctIncr:

17
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MERIT BY EMPLOYEE 1T FACULTY Merit Increase

Merit Increases for Faculty may be done in one of four ways - by entering a percent value for
the increase, a dollar value for the increase, a new monthly compensation rate, or a new
annual rate.

Merit Increase by Percent

Increase Merit by Employee - Facuty

Tab to the field marked Pct Incr. b q09e Name  WidcatWiliamR SAL: 275701
Enter the total Percent of Merit SalPn:  FAC StdHrs: 37RO Grd: 1 Red: 10
Increase for the individual using the Deptht: 275701 Depthame: WCASH  PosnEndD Posn ncef End
following format: i

Posn 00010ES  Typer FAC  Catg REG  MewPosnEndDt [ Mew Posn ndef End

Ex: Enter 3.25 for a 3.25%

Increase Mn’t fpr | PQ Evl; Comment
After the Pct Incr is entered, tab Petincr. $Incr: Chg Amt
once and $ Inc_r, New Comp_Rt, and Comp Rt §.335.000000  Hew Comp Rt BenElg: Y
New Annl Rt will be automatically
updated to reflect the increase. it S AT
FTE Sal 12670000 New FTE Sal: Contract Period: g
] PetFT 100,00 New Contract Period: | 9
Tab over to the comment field to add
a comment. There is a 30-character
maximum on this field.
Save
Click the Save button. E SE"-"E:I
OR

18
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Merit Increase by Dollar Increase

. Merit by Employe - Facuty
Tab to the field marked $ Incr.
_ D w0001 Name  VildcatWillamR Sl 275701
Enter the total amount of Merit
Increase for the individual expressed™ %P i Stirs: 3750 Gt | Re: 0
as a dollar amount. PosnIndef End

Rgptld: - 275704 Dept Name:  WCAS Hish Posn End Dt

Ex: Enter 1000 to give an Posn QU008 Type  FAC Catg REG  NewPosnEndDt ;] I New Pasn ndefEnd
employee an additional $1000.00
per month.

Merithpor: | PO, Eval Comment

After the $ Incr is entered, tab once

and Pct Incr, New Comp Rt, and New
Annl Rt, will be automatically updated = |mpRt 5300000 NewCompRt Benflg Y
to reflect the increase.

Petincr: i Chy Amt.

Ann Rt 7602000 Hew Ami Rt
a comment. There is a 30-character PetFT 10000 Hew Contract Period: | 9
maximum on this field.
Save
Click the Save button. E SE"."E:I
OR

19



Northwestern University

Salary Planning Procedure

Human Resource Information System Procedures
Merit Increase by New
Compensation Rate
Merit by Employee - Faculty
Tab to the field marked
New Comp Rt. D Mo Name idcaWiimR S 278701
Enter the total amount of Mexit Sel P FAC StdHrs 3750 Grd: 1 Rt 0
Increase for the individual expreéssed | g 751 Dthame yosHgr  PosnEndlt Post et End

as a new monthly compensation r
in dollars.

Ex: Enter 2300 to give an
employee a monthly
compensation rate of $2,300.

After the New Comp Rt is entered,
tab once and Pct Incr, $ Incr, and
New Annl Rt, will be automatically
updated to reflect the increase.

Tab over to the comment field to add

a comment. There is a 30-character
maximum on this field.

Save

Click the Save button.

OR

Posih, (0001068 Type:

FAC  Catg REG  New PosnEnd Dt Eﬂ T ew Posn Indef End

Merit ApprN P O,

Petincr:

Comp Rt £,332.000000
Ann Rt 7602000
FIE Sal 12670000
PetfT 10000

Eval. Comment
$Incr. (hg Amt
W Comp Rt Ben Elg Y
Hew Annl Rt
Hew FTE Sal. Contract Period: g
New Contract Period: | &

= Savejl

20
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Merit Increase by Entering New
Annual Rate

Herit by Employee - Faculty

Tab to the field marked New Annl Rt.

O 00098 Name:  WidcatWiliamR SALL - 27870t

Enter the total amount of Merit e R Sohs o RE Y
Increase for the individual expressed
as a new annual rate in dollars. M 7 Dtlme UCSHg  Powdl: Posnlnf End

Ex: Enter 74400 to give an Posit, 00001066 Tyer FAC  Catp REG  MewPosnEmdOt U [ W Posn ndef

employee an annual \

compensation rate of $74,400. Merlvregs

, Mrthoor. \F P Comment
After the New Annl Rt is entered, tab
once and Pct Inc, $ Incr, and New Pt ner {er Chy Amt
Comp Rt will be automatically
updated to reflect the increase. CompRt 5335000000\ Jew Comp Rt Bentlg f
Ann Rt iy Annl R

The New Annual Rate may change A
slightly from the amount entered after | |Htdi 12670000 NewFTE Sat Contract Period: !
you tab out of the_fleld. This is due to BT - e Cntct P, | ¢
the system rounding the annual
salary to an amount that can be paid
monthly.
Tab over to the comment field to add
a comment. There is a 30-characters
maximum on this field.
Save
Click the Save button. E SE"."E:I

21
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New FTE Salary

Tab to the field marked New FTE Sal.
et Appr. WQ

Enter in the new Full Time Equivalent
Sal ary based upon
calculation for FTE.

Formula:
New FTE Sal = New Comp Rt x 12
divided by percent full time

Example at 100% Full Time:
($4,150 x 12) / 100% = $49,800

Example at 50% Full Time:
($3,000 x 12) / 50% = $72,000

The FTE Salary on this page is
figured as the FTE Salary per
appointment or job.

PetIncr:

Comp Rt
Ampt
FIE Sal
Ptfr

Eval

W i

6335000000 New CompRe

1602000

BT NewFTESa@ntraclPenod: g

10000

New Anni Rt

Comment \

273 Chohmt ARRII
65073 Benflg I

18 68076

New Contract Period ﬂ

22
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New Contract Period

Contract Period is a data-enterable
field.

You will see two fields, one in
display mode with the current
Contract Period held in HRIS.

Immediately below is the field New
Contract Period, where you can
enter a new contract period if
necessary. If this field requires
adjustment, type over the

Contract Period value in the data-
enterable field.

Any new value entered to this field
will load into HRIS with the Merit
Increase data in August.

23



