Northwestern University Salary Planning Procedure

Human Resource Information System Procedures

Medical School Faculty Procedures
Salary Adjustment and Merit Overview

Users have the ability to give Salary adjustments and Merit Increases to Medical School
Faculty. The Salary Adjustment capability is only available for medical school faculty. Salary
adjustments can be entered as a positive or negative amount in the adjustment fields.
Approved salary adjustments will be loaded into HRIS separately from the merit increase;
however, they will be loaded the same day. The salary adjustment will be the first change
that i1 s | oaded t o (Theeffeetivepldteooftkeadustments wilbbe 8/01
and the action/reason will be SAL/ADJ.

Only users who have access to medical school faculty will have security access to view the
Salary Adjustment and Merit Increase panels. Salary adjustments will be entered by using
one of the following panels:

e Sal Adj and Merit Inc by SAU- Faculty Med
e Merit by Empl Faculty - Med

Rules:

1. These panels are for Medical School faculty only

2. Salary adjustments must be entered before a merit increase. If a merit increase has
already been entered for the employee, the Salary adjustment will not be allowed.

3. Negative amounts will be accepted in the adjustment fields

4. Approved or pending adjustments will be reflected in the Merit Increase section of the
AMerit by EMpUdOF aabAtljafidyMeritIncby SAUT Faculty Medo p an

Salary Adj and Merit Inc by SAU i Faculty MED panel

Salary Adj and Merit Inc by SAU i Faculty MED panel allows a user to enter salary
adjustments and merit increases for multiple employees (within an SAU and Salary
Administration Plan) on the same page.

Logon to HRIS ' Parllfor ot America |
. +Wiorkforce Administration
[ ] Compensat|0n . ;Seneﬂts i NW Med FacultyMer
e Base Compensanon VDErggznéuar;prlnsatiun Enter any information you have and click Search. Leave fields blank for a listof all values
i > Maintain Plans
* Merit In_creases = Merit Increases { Find an Existing Value
e Sal Adj and Mer Inc Fac Med - Employes Salary
_r_j”_r“__ NW Salary Admin Unit: [ peging with v (406300
= odl RO| ana Merinc - L i
Enter the Salary Admin Unit and/or Fat ed Salary Rdmindstration Plan: geying with v
.. . = 3AU Channe
Salary Administration plan. - Merthy Emplovee -
Staff Search Clear | Basic Search [=) Save Search Criteria

= Merit by BAU - Staff
= Wiew berit By Parent

SAL) Staff
= Merit by Employee -

Click Search. Facul
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Salary Adj and Merit Inc by SAU i Faculty Med -Viewing the Header

On the top half of the Salary Adj]
and Merit Inc by SAU i Med N e Faculty et
Faculty page, there are totals of
current salaries, Adjustment Totals,

Merit Inc totals and Pct Changes. SAL: 46400 Sal Plan: FAC

When the salary adjustments and OS5 E TSk g dsmer
merit increases have been entered R IIIES LR it g1
and saved, the Totals, Amt i .

Changes and Pct Changes will mzlu;dl(l;ﬂ r:;? 1511878 Lucttaé:::]l;setmem

update to reflect the merit ' '

increases. Total Meri Total Meri

Amount Chiange; Pet Change:

See field definitions below.

Definitions from the Salary Adj and Merit Inc by SAU T Faculty Med panel

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

Total Adj Salaries = Sum of Adjusted Annual Rate for those who received adjustments +
Sum of Annual Rate for those who did not receive adjustments for all employees in the SAU

Total Adjustment and Merit Change = Sum of Total Adjusted Salaries + Total Merit
Amount Change

Total Adjustment Amount Change = Total Adjusted Salaries - Total Current Salaries
Total Merit Amount Change = Sum of Change Amount for all rows in grid * 12

Total Adjustment Pct Change = Total Adjustment Amount Change/Total Current Salaries
Total Merit Pct Change = Total Merit Amount Change / [(Sum of Annual Rt for rows that do

have a Merit Increase but no Adjustment) + (Sum of Adjusted Annual Rt for rows that have
Merit Increase and an Adjustment)] * 100
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Page Layout

Select tabs to view the Salary
Planning data depending on the
driving factor used for the adjustment
or merit change. Each tab will display
fields of information corresponding to
the tabdés heading)|

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

( Puston \(Adjuﬁmam\{ e \[Reappuirdmem\{ Mo \{ A P \

EXTENDING FACULTY POSITION END DATE

The first tab in the Sal Adj and Merit
Inc Fac Med panel, f P o sllowsi
you to extend a faculty position end
date.

To extend Faculty position end date,
go to the New Posn End Dt field and
type in the new position end date,
using the following date format:

mm/dd/yyyy - 04/30/2009

If the new position end date is
indefinite, click the checkbox marked
New Posn Indef End.

Posn End Dt (or New Posn End Dt)
must be equal to or greater than the
New Appt End date. (See
Reappointments Tab)

You do not need to save until you are
done with your Adjustment and Merit
Increases on the other tabs.
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Salary Adjustment i FACULTY Applying Approval
Before the Salary adjustments or
Merit Increases are entered an
appropriate approval must be
applied.
N Med Facutty Mer
Verify the name of the individual to
whom you will be giving a salary
, SAL: 408800 SalPlan FAC
readjustment
Total Curtent Saares: 166,527 887 Total A Salares: 1,656,527 52 ;:?L;::’:?;:ﬁ:; 1,896,527.88

Tab to the field marked Adjust 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.

OR:

Use the Mass Adj Approval feature
if you would like to apply the
approval action to all employees on
the page.

Remember 1 if you have multiple
pages of employees, this feature
will apply the approval to all
employees not just the current page
you are viewing. Look at your scroll
bar, if there are multiple pages,
click the view all link and to confirm
you would like to apply this
approval level to everyone.

Total Adjustment Total Adjustment
Amount Change: Pet Change:
Total Merit Total Merit
Amount Change; Pet Change:

[ pustin yndjustment\f Mok | Fespportnent | Ronclon | MIFels |

Adjust
Dollar

Change

1063665 | 0 {Widcat Wil

£,500.000000

T8000.00

2(1061090|  0|Evanston Elizaheth DQ

§.480.340000

101 764.08

3(1059341 | O|Northwester Michael DQ

£,695.000000

80.340.00

4|1099838 | O[StudentAdam DQ

11,399.000000

136,788.00

5 (1059635

suelan | Q

4171250000

25,095.00

Mass Adj Approval DQ Anoroue

Blagie | LRetumto Seatch | Ehety |

Wass Merit Approval

S hpooe
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Entering Salary Adjustments for Med Faculty

Select the Adjustments Tab to enter
salary adjustments for faculty

Please note: There are four ways to
enter Salary Adjustments on this
Tab by entering the Adj Pct
Change, Adj Dollar Change, Adj
Comp Rate or Adj Annual Rate.

Adiustment

Merit Reappointment Promotion All Fields

ITI Adjus
EmpliD Rcd Comp Rt Pct Dollar
Nbr 'W" Change| Chang

1[1063665 | O|wildcatwilly 5500000000 7eoonoof [
2|1081090|  0|Evanston,Elizabeth 8480340000 (10176408 [
3[1058841 |  0|NorthwesternMichagl |:|Q 5,685.000000| 8034000 ||
41059636 | 0 |SmdentAdam |:|Q 11,399.000000[136,788.00( |
5(1050636 | 1 |StudentAdam @ | 2471.250000| Ze0ss00| |

Adjustment Percent Change

* Enter the total Percent of
Adjustment.

** This field accepts positive and
negative values.

By pressing tab after entering the
percent adjustment, the Adjust
Dollar Change, the Adj Comp Rate
and Adj Annual Rate will be
automatically updated to reflect the
increase.

The data enterable field for Adj FTE
must also be entered before you
save. Detailed instructions can be
found later in this section.

Please note: The salary adjustment
can also be entered by Adj Dollar
Change, Adj Comp Rate and Adj
Annual Rate from this tab.

Adust

e e
T0R090 0} G4B0340000 1U1Jﬁ4.08@ L O ) 1 1 4
068 01 3400 4&920.00@ UK e 1 0 1
L HU|34U.UUE AT A 111
T0GGRAT | P ALTE000T A T07 O E SR JONI0) JE2 TR0 2E8 T0R00
L A T 75IUUU.UU@ SI80 ARzED) TR 7000 700000

OR
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Adjust Dollar Change

Enter the total amount of Salary
increase or decrease for the
individual is expressed as a dollar
amount.

Ex: Enter -1000 to give an
employee a decrease of
$1000.00 per month.

By pressing tab after entering the
dollar increase/decrease, the Adj
Comp Rt , Adj Annual Rate , and
Adj Pct Change fields will be
automatically updated to reflect the
increase.

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

Change

Chage

OR

Adjust Comp Rate

Enter the total amount of increase
or decrease for the individual
expressed as an adj monthly
compensation rate in dollars.

Ex: Enter 3,000 to give an
employee an adjusted monthly
compensation rate of $3,000.

By pressing tab after entering an
adj compensation rate, Adj Pct
Change , Adj Dollar Change and
Adj Annual Rate will be
automatically updated to reflect the
increase.

The data enterable field for Adj FTE
must also be entered.

OR




Northwestern University

Salary Planning Procedure

Human Resource Information System

Procedures

Adjust Annual Rate

Enter the total amount of
increase/decrease for the individual
expressed as a adjusted annual
rate in dollars

Ex: Enter 72,000 to give an
employee an adjusted annual
Compensation rate of $72,000

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

The Adjusted 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.

The data enterable field for New
FTE Salary must also be entered.
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Entering Adjusted Full Time Equivalent for Faculty

Tab to the Adj FTE field is located
on the Adjustments Tab or All
Fields Tab.

Adustment | Wert | Resgportnent | Pomin | AlFells |

Enter in the adjusted Full Time

Equivalent Salary based upon your Adj | Adust
School &s cal cul at Pct  \Dollar |AdiCompRate \AdiAnnualRate - —

Change, Change
AGj FTE = monthly compensation rate x 12 | | 0] /00000] 769 5000} 6a0an| 7200000 7800000) 720000 10000

Formula:

divided by percent full time.

0] 101 76408) 4001 33921 BE19.55) 10983450101 764.08| 105,334 10000

Example at 100% Full Time:
($4,150 x 12) / 100% = $49,800 0 8034000} -3001) 20085 48415 T7.929.80( 80.340.00{ 77 3298/ 100.00

—

136,70800 5001 GRO95|  11ORRBG)|  143B27.40136,7RR00| 170,985/ 8400

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

—

26035000 320 63.48 LUT3 2608876 26,055.00]165,054) 16.00

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

Optional: Enter Adjusted Percent Full Time

The Adj Percent Full Time field is Adjustment | Mett | Reappontmert | Prometion Al Fieldz
located on All Fields tab and is Adiust
data-enterable. Pct Dollar AdjComp Rate | Adj Annual Rate nnnual FIE AGFIE MI:T
Change| Change
This is an optional field that 1) 7946700 500 | 69| 8344032\ 19,4670 amuu\ |
Sgggiémems have the ability to 0] 11920104 600 | -595‘01\\ s inesfnoma | am| |
' 1| 10020286 250 20806  eserse| cozstospondoane] || 4eoo| |
If necessary, enter the Adjusted of roscenss) as0 | weg| onw| vssenfiosseo | s
Percent Full Time.
1| sogo3ne 800 603z 6oesT|  ealenad| amseann| || eedo| |

You may Save your Adjustment
changes by Click the Save button.

Or you can continue on to enter
your Merit Increases (if applicable)
on the Merit Increase Tab.
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Entering Merit Increase for Med Faculty

new annual rate.

Adjustments tab.

Merit Increases for Med 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

*If you are also doing Adjustments to an employee that must be entered before the merit
increase. If a merit increase has already been entered for the employee the Salary
Adjustment section for the employee will not be allowed.

The merit increase will calculate based on what was entered (or not entered) in the

Selectthetabs| abel edto A N
enter merit increases.

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

| Mo | Adnert | Mert | Reppotnert | Pomoin | MFels |

Merit by SAU-FACULTY Applying Approval

Before the Merit Increases are
entered an appropriate approval
must be applied.

Verify the name of the individual to
whom you will be giving a salary
readjustment

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.

OR:

Use the Mass Merit Approval
feature if you would like to apply the
approval action to all employees on
the page. 7

Remember 1 if you have multiple

| Postin | Adustnert | Merit | Fesponnent | Pondin | MlFiels |

EmpllD

111063665

f500.000000

78,000.00

2/1061090

480.240000

101764.08

3|1059341

f,655.000000

80,340.00

-

1059636

11,399.000000

136,788.00

[ ]

1059636

2171.250000

26,055.00

Mass Ad Approval DQ Appmvel

Mass MeritnpprwaIDQ Approve |
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pages of employees, this feature
will apply the approval to all
employees not just the current page
you are viewing. Look at your scroll
bar, if there are multiple pages,
click the view all link and to confirm
you would like to apply this
approval level to everyone.

Merit by Percent Increase

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

4.5 for 4.50

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

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

Notice the Salary Adjustment
amounts will reflect in the Merit
Increase section.

The merit increase entered will be
calculated from the Salary
Adjustments amounts (if entered ).

[ Meit \(Reappoirﬁmem\f Pramdtion \[ Al Feliz \

CompR At

Amourt

6300000000 TRO00.00| 50 29250 292500000

M

679230

000

New FTE
A

§,480.340000| 104,764.08

G,693.000000) 8034000

11,39.000000| 136,788.00

2171230000 26,055.00

OR

10
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Merit by Dollar Increase

Enter the total amount of Merit " Meiit | Fesppontnent | Pomain | AlFiss |
Increase for the individual
expressed as a dollar amount. Change

Amourt

Ex: Enter 1000 to give an

employee an additional Get0000000| 7aoononl1s3el foonon [romaonoom|  7s0opo|  somiodo|  a0gongo
$1000.00 per month. —

§,480.3400001 101, 764.08 \
After the $ Incr is entered, tab once —

and Pct Incr, New Comp Rt, and BEIS00N00) 8034000}
New Annl Rt, will be automatically —
updated to reflect the increase. 11,399,000000 13678600

2171.250000| 26,0550

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

OR

Merit by New Compensation Rate

Enter the total amount of Merit " Weit | Fesyorinent | Ponin | AlFeds |
Increase for the individual

expressed as a new monthly
compensation rate in dollars.

Change

Amount

Ex: Enter 3000 to give an

employee a monthly 600000000 TR000.0
: ¢ .

compensation rate of $3000 8480.340000 10176408

After the New Comp Rt is entered,
tab once and Pct Incr, $ Incr, and e s
updated to reflect the increase. - -

2171250000} 2605500 §28.75826.730000)  3000.00% 3600000

ey
==1
p—

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

OR

11
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Merit by New Annual Rate

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

Ex: Enter 95000 to give an
employee an annual
compensation rate of $95,000.

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.

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

" Meit \(Reappuimmem\[ Fromtion \{ Bl Fields \

£,300.000000

T8,000.00

Change

Amount

f,480.340000

10176408

,595.000000

§0,340.00

1221670000

THRET| 9500004

11,398.000000

136,788.00

2171240000

26,055.00

12
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Entering New Full Time Equivalent Salary for Faculty

Tab to the New FTE Sal field.

Enter in the new Full Time
Equivalent Salary based upon your

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.

School 6s cal cul at| 22

Change

Amount

18.25

1221 67

1,221 670000

701667

45,000.04 Y5,000.00

13
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Viewing New Contract Period for Faculty

To view Contract Period or new

Contract Period for faculty on the | | Fesin | Adtnet Mot | egpertmert | Pronctin | Al Fields |

Sal Adj on the Merit by SAU 1
Faculty page.

Select the Merit or All Fields tab.

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

page.

The new Contract Period will be
entered centralized at the Medical
School. Departments will not
enter new contract period.

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

% ::I:_:tract
— |pd
12 12_
12 12
12 12
12 12
12 12

14
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Salary Adjustment Amounts Reflected in Merit Increases-All Fields Tab

Salary Adjustment with their Merit

Fieldso tab.

The merit increase entered will be

calculated from the Salary

Adjustment amounts entered

previously.

Ex. AdjComp Rate 6,305.00
$incr 157.63

New Comp Rate 6,462.63

Il n order to view

|l ncrease you needc

oo o 19500\ aanaunH raﬁauuu\ el iaaauuu\wuun”
4000 \ S H | 1017649 |
£435 00100 ) | | | w0 o
118000000 | | |70 IE
2,17@%6/ | | | nsm) | om

’

Menl Pct $inr
Approval  {Incr

Chg Amt

Rt

New Comp

New Total
New FTE Sal Conlracl Percent
P d
Period  |Increase

157.aauuun| 646263| 7756, 55|| |
\Q D\ ] [
al_| ] L
Al | ] [
al_| ] Lo w

15
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Reappointment Med Faculty

The Reappointment Med Faculty tab is used for the viewing and data entry of reappointment

information for Faculty.

The Reappointment data entry for the Med Faculty will be kept centralized at Medical
Administration. Departments will not enter reappointments into this panel. The panel will be
available on in a view only format for Medical School Department Users.

REAPPOINTMENT FACULTY 1 Viewing Information

Logon to HRIS
e Compensation
e Base Compensation
e Merit Increases
e Sal Adj and Mer Inc

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.

[ Payrall far Narth Ametica
[ Warkiorce Administration
[» Benefits
7 Compensation
+ Base Compensation
[» Maintain Plans
7 Werit Increases
= Ernplavee Salar
History
Sal Adj and Mer Inc -
q
= 34U Change

= Merit frv Employee -
Staff

= Meri oy SAU - Sz
= Yigw Werit By Parent
3AL Staff

= Merit by Emplovee -
Facul

NW Med Faculty Mer
Enter any infarmation you have and click Search. Leave fields blank for a list of all valugs.

Find an Existing Value

Search by: | N SalaAdmin Unit v Deging with |

Search | Advanced Search

16
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custorze | i ViewAl| B Frst 4 egip ol Lo
Posfion \[Adjusimem\f Mot Reappaintment | Pomalin | AFeks |

You will be able to view your
Faculty current Appt End Dts. EmplD Rcd ApptEndDt (New Appt End Dt
Nor

Select the ﬁReapp

Tenure

Any changes to Med Faculty om0 o e Tenue ]

Appointment End Dates will be

made centrally through Medical 2omess | 0| |osrstroong Nardenure =

Administration. Joss |0 |t Tenure-ely -
41056 |0 Wtsingd =
0 A Tonyre-sly -]

Mass Adj Approval DQ Aoprone MassMeritApprmlDQ Faprove

17
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Promotion Med Faculty
The Promotion Faculty page is used for the viewing and data entry of promotion information
for Faculty.

The Promotion data entry for the Med Faculty will be kept centralized at Medical
Administration. Departments will not enter the promotions into this panel. The panel will be
available on in a view only format for Medical School Department Users.

PROMOTION FACULTY - Viewing Information
Logon to HRIS
e Compensation

H (> Payroll far Moth America A
° Basg Compensatlon > Workforce Administration
e Merit Increases [ Benefts
. > Carmpensatian NW Med Faculty Mer
e Sal Adj and Mer Inc < Base Compensation Enter any information you have and click Search, Leave fields blank for a list of all values.

[* Maintain Plans

W y El E'UYEE Sa'a{
nd Mer Inc - Sea cl bv- it Sala Y'Ad inLni ¥ b9g| 3 it ‘

Enter the Salary Administration

Unit or the Salary Plan that you - 54U Chire |
Bearch | Advanced Search
H . = Merit by Employee - EEEE—
would like to view. e

= Merit by SAL - Staff
= \iew Warit By Parent
SAL Staff

Click Search. - Merit by Ernployes -

Facul

Sel ect the APr omc

Custormiz PlFind B ristlrsqnll Last
You will Only be able to view your [ Pastion | Adustmert \f Mett | Reappoirtment | Promotion | AlFielis

Any promotions for Med Faculty will [ 1ooeat A

be made centrally through Medical 21061090 0 100018 fasat Prof E

Administration and the Provost J IR ! 100021 RastProf -]

Office. 4{1058636 0 100018 Assat Prof =
5(1059636 1 100019 NMFF Merbe -]

Mass Adj Approval DQ Approve MassMemApmmIDQ Approve

18
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Using the Merit by Empl Faculty i Med panel

The Merit by Empl Faculty - Med panel is used to enter a salary adjustment and merit
increase on one page by employee. This panel is only available to the Medical School. The
Merit by Empl Faculty - Med page allows data entry for only one individual at a time.

Rules:

1. This panel is for Medical School faculty only
2. Salary adjustments should be entered before a merit increase. If a merit increase has
already been entered for the employee, the Salary adjustment will not be allowed.

3. Negative amounts will be accepted in the adjustment fields
4. Approved or pending adjustments will be reflected in the Merit Increase section of the

AMerit by

MERIT BY EMPL FACULTY i MED panel

Logon to HRIS

e Compensation

e Base Compensation

e Merit Increases

e Merit by Empl Faculty - Med

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.

EMp O 0 FSalargiAdtagd Merit Inc by SAU i Faculty MED panel.

Search:
®)

[ My Favorites
[ Self Senice
[ Organizational Development
[+ Payroll 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:
EmpliD:
NW Salary Admin Unit:

Salary Administration Plan:| begins with

begins with
begins with »

begins with

[correct History [case Sensitive

Search Clear | BasicSearch [ Save Search Criteria

19
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MERIT BY EMPL FACULTY - MED Applying Approval

Before the Salary Adjustment is
entered, an appropriate approval
must be applied.

Tab to the field marked Adj Appr.
Pull down the arrow and choose the

appropriate approval level:
D1 Departments,

P i Planning,
N1 No Entry

R T Rejected, or
ST School.

Note: If you do not want to enter a
Salary Adjustment for an employee,
skip this section and proceed to the
Merit Increase section.

Salary Adjustment
PQ

Ad| Appr;
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MERIT BY EMPL FACULTY - MED Salary Adjustment

Salary Adjustments for Medical School Faculty may be done in one of four ways - by entering
a percent change, a dollar amount change, an adjusted monthly compensation rate, or an

adjusted annual rate.

Remember, the Salary Adjustment must be entered before the Merit Increase and negative
values are accepted in the adjustment fields.

Salary Adjustment by Percent
Change.

Tab to the field marked Adj Pct
Change. Enter a negative or
positive value into the Adj Pct
Change field.

Once the Pct Change is entered, tab
once and Adj $ Incr, Adj Comp Rt,
and Adj Annl Rt will be automatically
updated to reflect the change.

Save

Click the Save button.

OR

Merit by Emp Faculty - Med

1D: 1021712
SalPIn:  ACS
DeptID: 444400

Posn#:

Salary Adjustment
Adj Appr: DQ

Adj Pct Change:
CompRt:

Annl Rt:

FTE Sal:

PctFT:

00033575

Name: Wildcat Thomas SAU: 444400

Std Hrs: 40.00 Grd: Re#: 3

Posn Indef End

Dept Name: MED-Cancer Posn End Dt:

Type:  FAC Catg: ADF  New PosnEnd Dt: ) [JNew Posn Indef Enc

Adj $ Change: Adj Change:
1,586.660000 Adj Comp Rate:
19,039.92 Adj Ann Rate:
19,039.92 AdjFTE Sal:
10000 AdjPctFT

Merit Increase

Merit Appr:

Pctincr:

PQ Eval:

Comment:

$Incr:

Chg Amt:

=l Savejl
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Salary Adjustment by Adjusted

Dollar Change

Tab to the field marked Adj $ D: 1021712 Name:  WildcatThomas

Change' Std Hrs: 40.00 Grd: Re#: 3
Enter the total amount of DeptD: 444258 Dept Name: WED-Cancer Posn End Dt:
Increase/Decrease for the individual Posn#: 00033575 FAC  Catg: ADF  NewPosnEnd Dt

expressed as a dollar amount.

Salary Adjustment
Ex: Enter -1000 to give an AiApr | PQ
employee a decrease of $1000 . O . ‘ . ,
per month. Adj Pet Change: Adj § Change: Adj Change:
CompRt: 1586.560000 Adj Comp Rate:
After the Adj $ Change is entered, Annl Rt 1903092 Adj Ann Rate:
tab once and Adj Pct I_ncr, Adj Comp ETE Sal: 1003092 AdjFTE Sak
Rt, and Adj Annl Rt, will be o Adi Pet FT
automatically updated to reflect the @ 10000 AdFe
increase.
Save

Click the Save button.

OR

= Savejl
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Salary Adjustment by
Adjusted Compensation Rate

Tab to the field marked
Adj Comp Rt.

Enter the Salary Adjustment amount
for the individual expressed as an
adjusted monthly compensation rate
in dollars.

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

After the Adj Comp Rt is entered, tab
once and Pct Change, $ Change,

and Adj Annl Rt, will be automatically
updated to reflect the increase.

Save
Click the Save button.

OR
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