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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 ï Faculty 
 

 

Logon to HRIS  
 

      Compensation 

      Base Compensation 

      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. 
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SAU CHANGE ï Faculty ï 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.  
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SAU CHANGE ï Faculty ï Deleting SAU 
 
SAU - Will be populated with the 
current SAU. 
 
Tab to the New SAU field, the SAU 
number in the field will be highlighted.  
Hit the Delete key. 
 
The individual will automatically 
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 
 
Click the Save button. 
  

SAU CHANGE ï Faculty ï Changing SAU 
 

SAU - Will be populated with the 
current 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 using the new 
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 
 
Click the Save button.  
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Using the Merit by SAU ï Faculty page 
 

The Merit by SAU ï 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 ï Faculty page. 

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 SAU ï FACULTY Viewing Information 

 
Logon to HRIS  

      Compensation 

      Base Compensation 

      Merit Increases 

      Merit by SAU ï 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.   
 

 

 
     



Northwestern University  Salary Planning Procedures 

Human Resource Information System Procedures 

 

6 

 

 Merit by SAU ï Faculty panel ï Viewing the Header  

 
On the top half of the Merit by SAU 
ï Faculty page, a data enterable 
field for Goal Merit Percent 
Increase is displayed. Enter the 
Goal Merit Percent Increase for 
your SAU.  
 
Once you click save the Goal Merit 
Increase Amount will populate. 
 
When the merit increases have 
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 ï 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 ï FACULTY Applying Approval 

 
Before the Merit Increases are 
entered (whether Pct Incr, $ Incr, 
New Comp Rt, or New Annl Rt) an 
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 ï Planning,  
D ï Departments,  
N ï No Entry,  
R ï Rejected, or  
S - School. 
 
 
Note:  If the employee is not 
eligible for a merit increase ï 
choose the approval level N ï No 
Entry or R ï Rejected to close out 
the page.   
 
This will assist you when running 
queries to check that all entries 
have been done. 
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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 
tabôs heading.  
 
To view all fields at one time, select 
All Fields tab.  

 
 
 

 
 
 

 
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.   
 

 
 

 
 
 
 
 
 
 
 
 
 

OR 
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Dollar Amount tab 
 
Enter the total amount of Merit 
Increase for the individual 
expressed as a dollar amount. 
 
     Ex: Enter 1000 to give an 
     employee an additional    
     $1000.00 per month. 
 
By pressing tab after entering the 
dollar increase, the New Comp Rt 
and Pct Inc fields will be 
automatically updated to reflect the 
increase. 
 
You can also use New Comp Rate 
and/or Pct Increase 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.   
 

 
 
 
 
 

 
 
 
 
 
    

OR  
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New Compensation Rate tab 
 
Enter the total amount of Merit 
Increase for the individual 
expressed as a new monthly 
compensation rate in dollars. 
 
     Ex: Enter 2300 to give an 
     employee a monthly  
     compensation rate of $2,300. 
 
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  
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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. 
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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 
Equivalent Salary based upon your 
Schoolôs calculation for FTE. 
 
Formula:   
New FTE Sal = monthly 
compensation rate 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. 
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Entering New Contract Period for Faculty 

 
You can enter a new Contract 
Period for faculty on the Merit by 
SAU ï Faculty page.  
 
Select the All Fields tab.  
 

 

 

 
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. 
  

 
 
 

 
 

 
Click the Save button. 
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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: 
 

 Merit by SAU ï Faculty & Staff 

 Reappointment ï Faculty 

 Promotion ï Faculty 

 Salary Readjustment ï Faculty 
 

 

Step Action 

  For example, using the Merit by SAU ï 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:  A ï Administration, D-Departments, 
N-No Entry, P ï Planning, R- Rejected, or S-School 
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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. 
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Using the Merit by Employee ï Faculty Page 
 
The Merit by Employee ï Faculty page allows data entry for only one individual at a time.  
  
The Merit by SAU ï 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 ï FACULTY Viewing Information 

 
Logon to HRIS  

      Compensation 

      Base Compensation 

      Merit Increases 

      Merit by Employee ï 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. 

 
 
 
 

 
 
       
    
 



Northwestern University  Salary Planning Procedures 

Human Resource Information System Procedures 

 

17 

 

MERIT BY EMPLOYEE ï 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 ï Planning,  
D ï Departments,  
N ï No Entry,  
R ï Rejected, or  
S ï School. 
 
 
Note:  If the employee is not 
eligible for a merit increase ï 
choose the approval level N ï No 
Entry or R ï Rejected to close out 
the page.   
 
This will assist you when running 
queries to check that all entries 
have been done. 
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MERIT BY EMPLOYEE ï 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 
 
Tab to the field marked Pct Incr.   
 
Enter the total Percent of Merit 
Increase for the individual using the 
following format: 
 
      Ex: Enter 3.25 for a 3.25%  
      Increase 
 
After the Pct Incr is entered, tab 
once and $ Incr, New Comp Rt, 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 



Northwestern University  Salary Planning Procedures 

Human Resource Information System Procedures 

 

19 

Merit Increase by Dollar Increase  
 
Tab to the field marked $ Incr.   
 
Enter the total amount of Merit 
Increase for the individual expressed 
as a dollar amount. 
 
     Ex: Enter 1000 to give an 
     employee an additional $1000.00  
     per month. 
 
After the $ Incr is entered, tab once 
and Pct Incr, New Comp Rt, 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  
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Merit Increase by New 
Compensation Rate  
 
 
Tab to the field marked  
New Comp Rt.   
 
Enter the total amount of Merit 
Increase for the individual expressed 
as a new monthly compensation rate 
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  
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Merit Increase by Entering New 
Annual Rate  
 
Tab to the field marked New Annl Rt.   
 
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. 
 
After the New Annl Rt is entered, tab 
once and Pct Inc, $ Incr, and New 
Comp Rt 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. 
 
Tab over to the comment field to add 
a comment.  There is a 30-characters 
maximum on this field. 
 

 
 

 
 
 

Save 
 
Click the Save button.  
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New FTE Salary 
 
Tab to the field marked New FTE Sal. 
 
Enter in the new Full Time Equivalent 
Salary based upon your Schoolôs 
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. 
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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.  
 

 

 

 
 


