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Important Dates

Data Entry for Faculty

Data Entry for Staff

Data Entry for Medical School Faculty

Deadline to submit competed staff performance evaluations
Department access changed to Look-Up only

FSMbés Salary paramet er sNMFRRt a

March 91 April 20
June 171 June 30
TBD

May 29

June 30

eMayly begin for

FSM6s Deadline for-NMFRIl ary entrMay25or Non

FSMés Salary parameters/ dat a

eMay 15y begin for

FSMbs Deadline for salary entrlJyne6or NMFF

Merit Increase loads into HRIS

August 12

Changes in 2009

A new Salary Planning History page will be made available to view Salary Planning activities for the
past five years for faculty and staff with merit and market allocations by employee. Planners will also
be able to view the Performance Evaluation for the past five years on this page. This page will be
available June 1%

The Merit AppirBeati mte'dewiilPl biePl amann qnggdd . t 0 AP empl |
defaulted with a blank merit approval code.

P = Planning (once a merit is assigned) If a merit is assigned and the code is not changed from blank
to P, the system wild/|l gener at the Merit Wapmovali cadg mustebe s a g e
assigned if data entry has taken plac e 0 .

The ACorrect Hi story boxo wildl be removed from all
upon entering either page.

Staff Panel Changes:

No market increases will be given for 2009 so those fields have been removed from the Staff pages.
Ahyperlink for twhd |lerpl aydadeds oind Sthaef fidMepd g e btyh aStA Uwi
loop the userstothenewdS al ary phgest or y o

The audit wildl be used f oirStbhaoftfhd tphaeg efl Menrd fitShben fAEMepr! i
page. A Liast User |1 Do field wildl be to reference the |
A link ASalary Planning I nstructions®6t afifld ord aiMde
SAUT St af fo pages which wildl open ahedlRIB 8alary Plangieg and ¢

web page to view instructions and templates.
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Faculty Panel Changes:

There will be no changes to the HRIS Faculty Salary Planning pages this year.

Medical School Faculty Changes:

e A n €Sal Adj and Merit Inc by SAU-Fac Medd wiel Idevel oped (simil &ar to the
Faculty) page so that both adjustments and merit increases can be entered by SAU.

e The Reappointment and Promotion sections and the field contract period on bot h t he @ Me
Employeei Med Facul tyébéenprag®alanAldjt and MeEacMdadol pagbey wSEAU
editable only by Medical Faulty Administration.
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How to Sign on to HRIS
Use the following URL to sign on to HRISittp://hrweb.itcs.northwesteredu
Step | Action
1. Open your browser
2. Typehttp://hrweb.itcs.northwestern.edio your browser
3. Enter yourUser ID andPassword The User ID and Password fields are ease
sensitive.
4, Click theyellow Sign In button
Human Resources
NORTHWESTERN Information System
User ID: [
Passwort d: |
Step Action
5. This is the HRIS Home Page.
6. Save the HRIS URL as a Favorite Item in the browser. To do this, Click Fav
from the browser tool bar. Click Add to Favorites and then click OK.



http://hrweb.itcs.northwestern.edu/
http://hrweb.itcs.northwestern.edu/
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[ My Favorites

[+ Workforce Administration

[ Organizational Development
I> Payroll for Norh Ametica

[ Benefits

[> PeopleTools

[ Reporting Tools

[ Worklist

— Channge My Passward

PeopleSoft.
Menu =
Search: @

Home | vorklist |

Add to Favarites

To Access Salary Planning Panels

Step 1

When logging into HRIS, the
system will bring you to the Home

page.

To view the Salary Planning
panels, use the following
navigation:

From the Home page:
e Compensation
¢ Base Compensation
¢ Merit Increases

Step 2

Within the Merit Increase
panel, choose the panel that
you wish to view:
SAU Change
Merit by Employee-Staff,
Merit by SAU-Staff,
Merit by Employee-Faculty,
Merit by Emp Faculty - Med,
Merit by SAU-Faculty,
Reappointment Faculty,
Promotion Faculty,
Multiple Appointment Faculty,

~ Compensation
=~ Base Compensation

— 3AL Change

— Merit by Employee -
Staff

— Merit by SALl - Staff

— Merit by Emplovee -
Faculty

— Merit by SALl - Faculty

— REeappointment -
Faculty

— Promotion - Faculty

— Multi Appointment -
Faculty

— Merit by Emip Faculty -
Med

— Salary Adjustment -
Faculty
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Salary Adjustment - Faculty

Your menu choices will depend
on what groups you administer.

Main Menu = Compensation = Base Compensation =
Merit Increases
Identifies merit increases.

SAU Change
NW SAU Change

Merit by Employee - Faculty

NW Merit by Employes - Faculty

Promotion - Faculty
NW Promotion Faculty

Salary Adjustment - Faculty

NW Salary Adjustment - Faculty

E“ Merit by Employee - Staff
NW Merit by Employee - Staff

Merit by SAU - Faculty
NW Merit by SAU - Faculty

Multi Appointment - Facuity

NW Mutti Appointment - Faculty

Merit by SAU - Staff
N Merit by SAU - Staff

Reappointment - Faculty

NW Reappointment Faculty

Merit by Emp Facuity - Med

NW merit by Employee Faculty - Med School




Northwestern University Salary Planning Procedures

Human Resources Information Systems Introduction

Viewing Information
How to Find an SAU for an Employee
An SAU for an employee is stored at the position level. If you wish to look up the SAU for an
empl oyee, you will first need to know the empl

position number, you will use it to retrieve the SAU from the Position Data panel.

Step 1

To view an employee, from Home: Menu
Search:

e \Workforce Administration &

¢ Job Information b [y Pemarios

[ ] Job Data == WWorkforce Administration
= Persanal Infarmation

- Job Info

[ Review Job Information
[ Maintain Job Information-Temps
[ Report=
— Mew Employiment Instance
— Jab Data
— ERISA Hours
— Metid Coordinator
— Eaculty Tenure
— Job Sumimary

[ Qrganizational Development

[= Payroll for Morth America

[ Benefits

> Caompensatian

[ PeopleTools

[ Reporting Toals

L= wworklist

— Chandge My Password

— My Systern Profile

Step 2

A dialog box will appear.

Job Data
You (?an S?arCh for an employee by Enter arry information you have and click Search. Leave fields blank for a list of all values.
entering either the Employee ID, —
Name, or Last Name of employee.

) EmpliD: hegins with

Under employee Last Name, type in Empl Red Nbr: - 3
and hit Enter. Name: Beging with

Last Name: hegins with

Second Name: hegins with

Alternate Character Name: | hegins with

[Tinclude History  []Case Sensitive

Search | Clear | Basic Search Save Search Criteria




Northwestern University

Salary Planning Procedures

Human Resources Information Systems

Introduction

Step 3

Click on the desired name and the
system will bring you into Work
Location tab.

Step 4

Write down the Position Number.
You will use it to access information
on the Position panels.

Step 5

Navigate to position panels
¢ Organizational Development
¢ Position Management
¢ Add/Maintain Positions
¢ Position Data

At Search panel enter Position
number for desired job.

Work Location

Laurel Adams EMP |1 1000800 EmplRed = 0

HR Status: Inactive Payroll Status:  Terminated

'Effective Date: W Bl Sequence: I_U *Job Indicator
Action / Reason: | Terminatian A4 ‘ | Appointment Expired b4

Current

Last Start Date: 09/01/1993 Termination Date: 08/2111999

Expected Job End Date @ ClEnd Job Automatically

Last Date Worked: 08¢31/1993 [loverride Last Date Worked

Position Number: 00001330 S AsstProfessor Paosition Entry Date: 09/01/1993

Position Management Record

Regulatory Region: usa United States

Company: L) MNarthwestern University

Business Unit: PLINY MNorthwestern Busingss Unit

Department: A93011 KGEM Management & Strateqy Department Entry Date: 09i01/1 996
Locati 14378 KGSM Management & Strategy

Establishment ID: og1 QL Northwestern University

Date Created: 06/28M1999

Joh Data Employment Diata  Earnings Distribution Benefits Program Paricipation

Search:

I

[ My Favarites
[ Warkforce Administration
> Organizational Development
=7 Position Management
= AddMaintain Positions

Pasition Data

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

Find an Existing Value

[» Compensation

[> PeopleTools

> Reporting Tools

[ Worklist

— Chanoe iy Passwaord
— by Systemn Profile

SetlD: begins with | [RALINY
— Position Funding - . - -
~ Fosfinn Fonding.-Mot Paesition Number:| hegins with + |
deploved Description: begins with ||
— Funding Type . ; -
[ Enter Joutnals Department: begins with v a
[> Review Funding Info Job Code: begins with | e}
[ Position Reparts ) .
> Review Position/Budget Clinclude History - []Case Sensitive
Info
[> Payroll for Morth America Search Clear | Basic Search [B] Save Search Criteria
[ Benefits Q .

Find an Existing Walue | Add a Mew Yalue
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Step 6
Navigate to NW Position Data tab.
Once you are In the NW POSItIOﬂ Data Nw Position Data ic Information | Budget and Incumbents
panel, locate the Salary Admin Unit Position fumbors 00001380
Headcount Status: Open Current Head Count: 0 out of 1

field.

If an employee has not been assigned
to an SAU, the Salary Admin Unit field
will be blank.

Position Description:

Effective Date:

Department:

Job Code:

Position End Date;
Action Comiment:

“Position Type:

*Pasition Category:
Sched Pay Periods:
Percent Full Time:

Salary Admin Unit:

First (4 1 of 1 ¥ Last

Asst Professor

09/02/2004 Status:  Active ActionReason:  |LOC
583011 Kellogy Management & Strategy
100021 Asst Professor

[“IIndefinite End  PrevPosition Nbr; 00000000

Created by conversion program

FAC QU Faculty Eligible for Benefits

REG O Regular [“]Tenure Track
100.00 Standard Hours: 37.50

599900 O

Kellogg School of Management
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Download Data into Excel Document

The capability to download data into Excel exists for all Salary Planning panels that contain
grids. The following Salary Panels contain grids:

Merit by SAU - Faculty & Staff
Reappointment 1 Faculty
Promotion i Faculty
Multi-Appointment i Faculty
Salary Adjustment T Faculty

dutietreet 20 B g sl g

From any of the Grid panels, click the pmf'”me e et | e | 2
Grid Icon to download the entered fﬁ'm ‘m_..w ’m ‘eramn_m Aol Rate ﬁ NewAnnRt e FIE Sl

data into an Excel document.

150, 4400 UnierstyRandy 111033 00 w50 oms | ome
280, 4400 BansimEian 10047 110957 o a5t oo oenw B
30, 400 Aot 1tz 111000 as0m | 2300 a0 {7
450, 4400 NorhwestEsn 1012060 Th158 W/ nom 0w { E
6/, 444400 WidcatThomes {10 158656 uee 0 2amn| 20000 =

Once the grid icon is clicked, a new
window will appear on your screen.
You may then click File, Save As to
save to your workstation.

* If using a Windows XP machine,
you may have to hc
down while clicking on the grid icon.

Click the browser close button when
you are finished viewing the Excel
document.



