
Northwestern University  Salary Planning Procedures 

Human Resource Information System Procedures 

 

1 

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 is loaded to the employeeôs record.   The effective date of the adjustments will be 9/01 
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:   
 

 Sal Adj and Merit Inc by SAU- Faculty Med 

 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 
ñMerit by Empl Faculty ï Medò and ñSal Adj and Merit Inc by SAU ï Faculty Medò panel  

 

 

Salary Adj and Merit Inc by SAU ï Faculty MED panel 
 

Salary Adj and Merit Inc by SAU ï 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 

      Compensation 

      Base Compensation 

      Merit Increases 

      Sal Adj and Mer Inc Fac Med 
 
Enter the Salary Admin Unit and/or 
Salary Administration plan.  
 
    
 
Click Search. 
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Salary Adj and Merit Inc by SAU ï Faculty Med -Viewing the Header  

 
On the top half of the Salary Adj 
and Merit Inc by SAU ï Med 
Faculty page, there are totals of 
current salaries, Adjustment Totals, 
Merit Inc totals and Pct Changes. 
 
When the salary adjustments and 
merit increases have been entered 
and saved, the Totals, Amt 
Changes and Pct Changes will 
update to reflect the merit 
increases.  
 

 

 
 
 
See field definitions below. 

Definitions from the Salary Adj and Merit Inc by SAU ïFaculty 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 tabôs heading.  
 
To view all fields at one time, select 
All Fields tab.  

 
 
 

 
 
 

 
EXTENDING FACULTY POSITION END DATE 
 

The first tab in the Sal Adj and Merit 
Inc Fac Med panel, ñPositionò allows 
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 ï FACULTY Applying Approval 

 
Before the Salary adjustments or 
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 Adjust 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. 
 
OR: 
 
Use the Mass Adj Approval feature 
if you would like to apply the 
approval action to all employees on 
the page. 
 
Remember ï 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.   
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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. 
 

 

 
 
 

 
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. 
 

 
 

 
 

 

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. 
 
 

 
 

 

 
 
 
 
 
    

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  
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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.   
 
Enter in the adjusted Full Time 
Equivalent Salary based upon your 
Schoolôs calculation for FTE. 
 
Formula:   
Adj FTE = 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 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 
located on All Fields tab and is 
data-enterable.  
 
This is an optional field that 
departments have the ability to 
update.  
 
If necessary, enter the Adjusted 
Percent Full Time. 
 
 

 

 
 

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 
 

 
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 
new annual rate.   
 
*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 
Adjustments tab.  

 
Select the tabs labeled ñMeritò to 
enter merit increases.    
 
To view all fields at one time, select 
All Fields tab.  

 
 

 
 

 
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 ï Planning,  
D ï Departments,   
N ï No Entry,  
R ï 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. 
 
Remember ï if you have multiple 
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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 ). 

 
 
 

 
 
 
 
 
 
 
 
 
 

OR 
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Merit by Dollar Increase 
 
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. 
 
 
The data enterable field for New 
FTE Salary must also be entered. 
 
 

 
 
 

 
 
 

 
 
 
    

OR  

Merit by New Compensation Rate 
 
Enter the total amount of Merit 
Increase for the individual 
expressed as a new monthly 
compensation rate in dollars. 
 
     Ex: Enter 3000 to give an 
     employee a monthly  
     compensation rate of $3000. 
 
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. 
 
The data enterable field for New 
FTE Salary must also be entered. 
 
 

 
 

 

OR  
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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. 
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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 
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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Viewing New Contract Period for Faculty 

 
To view Contract Period or new 
Contract Period for faculty on the 
Sal Adj on the Merit by SAU ï 
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. 
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Salary Adjustment Amounts Reflected in Merit Increases-All Fields Tab 

 
In order to view an employeeôs 
Salary Adjustment with their Merit 
Increase you need to select the ñAll 
Fieldsò tab. 
 
 
 
 
The merit increase entered will be 
calculated from the Salary 
Adjustment amounts entered 
previously. 
 
Ex.     Adj Comp Rate    6,305.00 
 
                         $Incr         157.63 
 
New Comp Rate            6,462.63 
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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 ï Viewing Information 
 
Logon to HRIS  

      Compensation 

      Base Compensation 

      Merit Increases 

      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.   
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Select the ñReappointmentò tab.   
 
You will be able to view your 
Faculty current Appt End Dts. 
 
Any changes to Med Faculty 
Appointment End Dates will be 
made centrally through Medical 
Administration. 
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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  

      Compensation 

      Base Compensation 

      Merit Increases 

      Sal Adj and Mer Inc  
 
The Search page will be displayed. 
 
Enter the Salary Administration 
Unit or the Salary Plan that you 
would like to view. 
 
 
Click Search. 

 

 
    

Select the ñPromotionò tab.   
 
You will only be able to view your 
current Faculty job code and Title. 
 
Any promotions for Med Faculty will 
be made centrally through Medical 
Administration and the Provost 
Office. 
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Using the Merit by Empl Faculty ï 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 
ñMerit by Empl Faculty ï Medò and Salary Adj and Merit Inc by SAU ï Faculty MED panel. 

 

MERIT BY EMPL FACULTY ï MED panel  

 
Logon to HRIS  
 

      Compensation 

      Base Compensation 

      Merit Increases 

      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. 
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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:   
D ï Departments,  
P ï Planning, 
N ï No Entry 
R ï Rejected, or  
S ï 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. 
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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 
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Salary Adjustment by Adjusted 
Dollar Change  
 
Tab to the field marked Adj $ 
Change.   
 
Enter the total amount of 
Increase/Decrease for the individual 
expressed as a dollar amount. 
 
     Ex: Enter -1000 to give an 
     employee a decrease of $1000  
     per month. 
 
After the Adj $ Change  is entered, 
tab once and Adj Pct Incr, Adj Comp 
Rt, and Adj Annl Rt, will be 
automatically updated to reflect the 
increase. 

 

 
  
 
 

Save 
 
Click the Save button.  

 

 
 

OR  
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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  


