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INTRODUCTION 
 

 

Important Dates   
 
Data Entry for Faculty       March 9 ï April 20 

Data Entry for Staff       June 1 ï June 30 

Data Entry for Medical School Faculty    TBD 

Deadline to submit competed staff performance evaluations May 29 

Department access changed to Look-Up only   June 30 

FSMôs Salary parameters/data entry begin for Non-NMFF  May 11 

FSMôs Deadline for salary entry for Non-NMFF    May 25 

FSMôs Salary parameters/data entry begin for NMFF  May 15 

FSMôs Deadline for salary entry for NMFF     June 6 

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

st
  

 

 The Merit Approval code ñP ï Pending" will be changed to ñP ï Planningò.  All employees will be 

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 will generate a warning message, ñWarning ï the Merit Approval code must be 
assigned if data entry has taken placeò. 
 

 The ñCorrect History boxò will be removed from all Merit panels. Planners will be able to begin entry 

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. 

 A hyperlink for the employeeôs id will be added on the ñMerit by SAU ï Staffò page that will be used to 

loop the users to the new òSalary Historyò page. 

 The audit will be used for both the ñMerit by Employee ï Staffò page and the ñMerit by SAU ï Staffò 

page.  A ñLast User IDò field will be to reference the last user that performed entry. 

 A link ñSalary Planning Instructionsò will be added to the ñMerit by Employee ï Staffò and ñMerit by 

SAU ï Staffò pages which will open another page and direct the user to the HRIS Salary Planning 

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: 

 A new ñSal Adj and Merit Inc by SAU-Fac Medò will be developed (similar to the ñMerit by SAU ï 
Faculty) page so that both adjustments and merit increases can be entered by SAU.   

 The Reappointment and Promotion sections and the field contract period on both the ñMerit by 

Employee ï Med Facultyò page and the new ñSal Adj and Merit Inc by SAU-Fac Med ò page will be 

editable only by Medical Faulty Administration. 
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How to Sign on to HRIS 
Use the following URL to sign on to HRIS:  http://hrweb.itcs.northwestern.edu.  
 

Step Action 

1.   Open your browser  

2.  Type http://hrweb.itcs.northwestern.edu into your browser 

3.  Enter your User ID and Password.  The User ID and Password fields are case-

sensitive. 

4.  Click the yellow Sign In button 

 

 
 

 

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 Favorites 

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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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: 

      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, 
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     Salary Adjustment - Faculty 
 
Your menu choices will depend 
on what groups you administer.  
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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 
employee, you will first need to know the employeeôs position number. Once you have the employeeôs 
position number, you will use it to retrieve the SAU from the Position Data panel. 
 

Step 1   

 
To view an employee, from Home: 

      Workforce Administration 

      Job Information 

      Job Data 
 

 

 
 

Step 2  

 
A dialog box will appear. 
 
You can search for an employee by 
entering either the Employee ID, 
Name, or Last Name of employee.   
 
Under employee Last Name, type in  
and hit Enter.   
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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.  
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Step 6  

 
Navigate to NW Position Data tab.  
 
Once you are in the NW Position Data 
panel, locate the Salary Admin Unit 
field. 
 
 
If an employee has not been assigned 
to an SAU, the Salary Admin Unit field 
will be blank. 
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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 ï Faculty 

 Promotion ï Faculty 

 Multi-Appointment ï Faculty 

 Salary Adjustment ï Faculty  
 
 

 
 
From any of the Grid panels, click the 
Grid Icon to download the entered 
data into an Excel document.  

 

 

 

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 hold the ñCtrlò key 
down while clicking on the grid icon. 
 
Click the browser close button when 
you are finished viewing the Excel 
document. 

 
 

 


