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HRS203: myHR Salary Planning

Anna Chapman, myHR Training Specialist
HR Operations | Office of Human Resources

Why Training?




Why Training?

— Gain access to myHR pages

Northwestern

* Required for new salary planning users

— Learn how to navigate pages and new FY19 functionality
— Review salary planning deadlines and resources

New Users Request Access

4, Access Roles

a. Select any myHR Administration access requested. Required training must be completed before access is provided.

|Annual Salary Planning

[ |Merit increase entry

‘Enmr annual merit information, including bonuses and reappointments if applicable.
3 Select one or more population for access: || sttt [ ] Faculty [ ] Research sttt [ Research Faculty [ ] edical Facutey

[ |pepartment Approver
[] [school/Central Approver

HRS203
assign department level approval for salary planning data entry.

|assign school or central

approval for salary planning data entry.

5. Department/Chartstring Security Access

DeptiD. Attach additional sheet if necessary.

HR DeptiD it Name

a. Data Access: List all 6-digit HR DeptiDs that you need access to view/update data; list only the first 4 digits to receive access to all nodes in that

HR DeptiD

Graduate Student Record Access? Yes No

6. Signatures & Approvals

Or, copy Data Access DeptiDs from this existing user:

1 understand that any violation of this agreement is cause for immediate revocation of access, dismissal, or other disciplinary action.

{applicant’s Signature: Date: Internal Use only
Department/Unit Approver’s Signature: Date:
fauthorized School/Unit Administrator’s Signature: Date:

Northwestern
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What is Salary Planning?

What is Salary Planning?

Budget and Salary Planning

FY19 Salary

Position Management
Budgetary Submit Merft | Sept 2018 -
P t PO U omi erit Increases
arameters Reappointments, Aug 2019
Promotions,
Performance ::_)ST'ZI”_ 5/a
Management Close; 6/13 Biweekly:
8/26/18
Faculty/Staff
Open: 6/1* Monthly:
Close: 7/13 9/01/18
*Pending budget

Northwestern 5



What is Salary Planning?

e What is Salary Planning?

— The annual compensation process to enter merit increases
and/or discretionary increase for staff in myHR

— Entry of annual faculty promotions and reappointments

* All entries are done in myHR Administration
— Merit may be entered by SAU or by Employee

Northwestern 6

What is Salary Planning?

* Entry is based on Salary Administration Unit (SAU)
— The grouping of departments responsible for merit increases

* The Salary Administration Plan (Sal Plan) listed is based on
the employee position type

EINCTTE. | Emerr—

Nonexempt Staff Faculty
EXS Exempt Staff LIB Librarians
ITS Information ACS  Academic Faculty
Technology Staff RES  Research Staff
EXC Executive Level Staff REF Research Faculty

Northwestern 7
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What is Salary Planning?

 Employees entering or leaving the department:

- Terminated/transferred employee will fall off your
compensation list overnight

~ Incoming department of transferred employee should
review merit increase entered by old department

-~ Employee on an unpaid leave of absence will be excluded
from the compensation planning process until they return
to active and paid status

Northwestern 8

Planning Dates and Approvers




Salary Planning Dates

Planning deadlines and approvals are different

for employee populations:

Feinberg School of Medicine (FSM)

— Final approval by Feinberg Administration

e Open: 5/4
e Close: 6/13

Northwestern

Salary Planning Dates

Planning deadlines and approvals are different for employee
populations:

Non-FSM Faculty and Librarians
— Final approval by Office of the Provost
¢ 5/1 promotion & reappointments
¢ Open: 6/1*
¢ Close: 7/13

Staff (Including FSM Staff)
— Final Approval by HR Compensation
¢ Open: 6/1*
¢ Close: 7/13

*Pending availability of budgets

Northwestern
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myHR Merit Entry

Basic Overview

Administration

Final approval by HR

Approval Compensation,
Department level, Office of Provost, or

Merit FY2019 School level, or FSM Administration
Salary Adjustment Rejection

Planning Merit Increase

Budget Parameters Discretionary Increase

Performance

Excellence

Northwestern 13



myHR Examples

1. FSM Research Faculty & Staff Merit Increase (Slide#15-38)
« Merit by SAU — REF
¢ Merit by SAU — RES

2. Faculty with Salary Adjustment (Slide #39-71)
* Merit by SAU — Faculty
¢ Reappointment — Faculty
* Promotion — Faculty

3. Staff with Discretionary Increase (Slide #72-105)
e Merit by SAU — Staff
e Merit by Employee — Staff

Northwestern

myHR Examples

1. FSM Research Faculty & Staff

Merit by SAU — REF Faculty*
Merit by SAU — RES Staff*

*FSM users only

Northwestern
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Favorites = Main Menu « » Compensation + > Base Compensation = > Merit Increases 5 Merit by SAU - Res Staff

Main Menu + > Compensation v > Base Compensation~ > Merit Increases = e Merit by SAU - Res Faculty @

New Window | Help

NW Merit by SAU - Res Staff

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

Find an Existing Value

\ ~ Search Criteria

NW Salary Admin Unit| begins with ¥
Salary Administration Plan| begins with ¥
Dept Name| begins with ¥

Case Sensitive

=
Search | Clear | Basic Search @ Save Search Criteria

On either the MERIT BY SAU — RES STAFF or MERIT BY SAU — RES FACULTY pages, enter a Salary
Admin Unit (SAU) and click “Search”.
Note: Research (RES) pages are for FSM users only.

16

Favontes = Masn Menu « 3 Ci » 3 Base G * 3 MentIncreases = 3 Ment by SAL - Hes Stalf

New Window | Heln

NW Merit by SAU - Res Staff

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

Find an Existing Value

| = Search Criteria |

NW Salary Admin Unit| begins with ¥

Salary Administration Plan | beqir

T

Dept Mame | heqir

Case Sensitive

Search Clear | Bagsic Search 0 Save Search Crlena

Search Resulls

View Al First ' 1Bol8 ' Last
NW Salary Admin Ilnitll'lnpl Nama [s.my Administration Plan
435500 MED Breast RES

435500 MED-Clinic RES

4355800 MED-Plash  BES

435500 MED-Thorag RES

435500 MED-Trauma RES

Enter a Salary Admin Unit (SAU) and click “Search”. MErRIT By SAU pages can also be
viewed by clicking “Advanced Search” to refine results.
Note: Results displayed are limited by myHR security access. 17
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Favontes = Masn Menu « 3 Ci » 3 Base G * 3 MentIncreases = 3 Ment by SAL - Hes Stalf

New Window | Helg

NW Merit by SAU - Res Staff

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

| ~ Search Criteria

MW Salary Adrmin Unit| begir

Salary Administration Plan | begir

Dept Mame | beqgins w

Case Sensitive

Search Clear | Basic Search & Save Search Gritena

Search Results

View All First ' 1-8ol8 ' Last
NW Salary Admin Unit |II|.~|1! Name [Sabny Administration I-'Innl
435500 MED-Breasl HES
38501 MED-Cliie~ HES |
435500 MED-Plasti RES
435500 MED-Surg O RES
A35500 MED-Thorac RES
435500 MED-Trauma RES

Select an SAU with the corresponding Department Name and Salary Administration
Plan (Salary Plan). Note: Multiple Departments can be listed under the same SAU.

18
Favorites = Man Menu = » Ci = » BazaC = 3 Mertincreases « > Menit by SAL . Reg Staf
tew vindow | Help | Personaize Page
Merit by SAL - Res Staft
sAU: Sal Plan RES

Total Current Salaries: Total New Salaries:
Goal Merit % Increase Goal Merit Increase Amount

Total % Increase Total Increase Amount:

Parsonalize | Find | View Al || L First ' 1-5ef27 © Last

=Y volac Amount | New Gomp Raie | New Annual Rate | Al Fields |

[ Uept D |Rame 1} Grd |Comp Rate Annual Rate % Incr |New Annd Rt How FTE Sal
Appraval

a +|=
3 e
a 1=
a A=
5 A =
Mass Merit Approval! r Approye
ol Save | |6 Retum o Seasch | 1| PreviousmList | & | Nextinlist | ] Hotdy

Enter the merit value for each employee in one of the five tabs. Only one merit value
(% Increase, Dollar Amount, New Comp Rate, or New Annual Rate) is required; other
fields will calculate automatically.

Note: Tabbing (vs. clicking) between fields allows values to calculate properly. 19
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Favorites = Man Menu = » G = » BazaC = 3 Meritincreases « > Merit by SAL . Reg Staf

tew vindow | Help | Personaize Page
Merit by SAU - Res Staff
SAU: Sal Plan: RES
Total Current Salaries: Total New Salaries:

Goal Merit % Increase Goal Merit Increase Amount

Total % Increase Total Increase Amount:

Personaiize | Find [Viewan | ) L2 Fist ¢ 18ef2r  Lant

ET Doliar Amount || New Comp Rate | New Annual Rate || Al Fields

(Mot |I1np| 1] |Nam ||(r |sim ||:nﬂ|p Hate anmual Rate |'m Incr |New Annd Rt Hrw FIE Sal |
Appraval
i aQ " P Hli=
a +l| =
a, 4 [=
4 '.-\ |-
5 Y 7 |=
Mass Merit Approval! r Approye
ol Save | |G Retum o Seasch | 1| Freviousm List | & | Neatinlist | =] Notfy

Note: Select “View All” to ensure all staff are visible. Also, data can be sorted by clicking
the column header.

20

Favorites = Man Menu = » Ci = » BazaC = 3 Mertincreases « > Menit by SAL . Reg Staf

Mew Window | Heip | Personalize Page
Merit by SAU - Res Staft
SAU: Sal Flan: RES
Total Current Salaries: Total New Salaries:

Goal Merit % Increase Goal Merit Increase Amount

Tetal % Increass: Tatal Increase Amount:

Personaize | Find |[Veews)| )] L Fist| 127 erar ©

s increase  [EEEITAETll  Mew CompRate | Mew Annual Rate | All Ficlds

|m:.'<...| IDGp\ID |uam ||o IGM

Camp Rate Annial Rate

§Imcr |I|mv(omp Rt I“& Incr INM FTE Sal I

a
2 Q +
a =
4 Q +
a, +
a, +
a +
[+ +
a +
10 a +

Note: Select “View All” to ensure all staff are visible. Also, data can be sorted by clicking
the column header.

21
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Favorites = Man Manu « » G = » BazaC = 3 Meritincreases « > Merit by SAL . Reg Staf

hiew Windaw | Help | Personalize Page
Merit by SAU - Res Staff
SAU: Sal Plan: RES

Total Current Salaries: Total New Salaries:

»

Goal Merit % Increase Goal Merit Increase Amount
Total % Increase: Total Increase Amount:

Personaize | Find | view sl |2 [ 0 | Pt 18er27 * Last
ET Doliar Amount || New Comp Rate | New Annual Rate || Al Fields

|,\mg”,",,.,]“"m L |Nam ||(r Isim ||:nﬂ|p Rate Annual Hate l'x. Incr Imm Annd Rt |I|nw FTE Sal I | |
1 aQ . 3

\ wT =
aQ H =
4 '.-\ |-
5 -3 3=
Mass Merit Approval! r Approye
il Save | [ Retum o Seasch | 1| Previowsm List | & | Nextinlist | (=] Moty

To assist planning, data can be downloaded at any time to Excel. Click “Save” to save
myHR data before downloading. Click the spreadsheet icon.
Note: Ensure pop up blocker is off to download items.

22

ps (8) [Protected View] - Excel

Home  Inset  Pagelayout  Formulas  Data  Review  View  ACROBAT @ Tellme.. Anna Chapman £, Share
v PROTECTED VIEW  Be careful—files fram the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing x
Al e % || Merit Approval o

A B C D E F G H I J K =
1 IMeritApprwaI DeptID Name 1] Grd | Comp Rate | Annual Rate | § Incr | New Comp Rt | % Incr | New FTE Sal
2 4114.95 49379.4
3 3957 47434
4 4177.6| 50131.2
5 4583.34 55000.08
6 4377.6] 52531.2]

Select the downloaded item. Data downloaded to Excel appears as it does on merit
increase pages. Click “Enable Editing” to manipulate data.

Note: Ensure pop up blocker is off to download items. -

6/1/18
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Favorites » Main Menu v

> C jon~ > Base Ci

= > Meritincreases» > Meril by SAU - Res Staff

Total Current Salaries:

Goal Merit % Increase

Total % Increase:

‘m Dollar Amount New Comp Rate  New Annual Rate Al Fields.

Sal Plan: RES

Total New Salaries:

Goal Merit Increase Amount

Total Increase Amount:

New Window | Help | Personalize Page

| Find | View Al |7 | Ls'  First * 150f27 ' Last

Merit  fpootin  |Name I Grd [Comp Rate Annual Rate % Incr [New Annl Rt Mew FTE Sal
Approval
+ : -
‘ 1 Q 4114.95 4g379.40| 1.00 49873.20) +|(=]
2 Q | 395700 47484.00
‘ 3 Q ‘ 417760 50131.20
‘ 4 Q | 4583.34 55000.08
5 Q ‘ 437760 5253120 #| =
Mass Merit Approval: v Approve:
‘lsave | [ob RetumtoSearch | # | Previous.in List |4 | Nextin List | ] Notify

Percent Increase Tab

Enter merit value by percentage in the Merit % Increase column and “tab” to update.
The New Annual Rate will calculate automatically.

24

Favorites =

B ~ > Base(:

= 3 Mertincreases « > Menit by SAL . Reg Staf

Total Gurrent Salaries:

Goal Merit % Increase

Total % Increase

Sal Plan. RES

Total New Salaries:

Goal Merit Increaze Amsunt

Total Increase Amount:

tiew Window | Help | Personalize Page

Personaize | Find | Viewad | (2] La Fisst * 1-8of27
stincrease | TSIl | Mew CompRate || Mew Annual Rate | | All Fields
et [DeEtID  [Hame ||o |G|d Comp Rate Annual Rate S Inct Mew Comp Rt [% Incr | Wew FTE Sal
Q 2505 +
7 qQ, +
a =
a £y
5 aQ +
Mass Merlt Approval: M Approve
i Save | [oh Retum o Search | 1 | Previousin List | & | MextinList | 5] Notify
Dollar Amount Tab
Enter merit value by dollar amount in the Merit $ Increase column and “tab” to update.
The New Compensation Rate and Percent Increase will calculate automatically. -

6/1/18
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Favorites » Main Menu v

Ci jonv > Base C w > Meritincreases » > Meril by SAU - Res Staff

New Window | Help | Personalize Page
Merit by SAU - Res Staff
SAU: sal Plan: RES
Total Current Salaries: = Total New Salaries:
Goal Merit % Increase Goal Merit Increase Amount
Total % Increase: Total Increase Amount:
- 8 Personalize | Find | View All| (/] s First * 1:80f27 ' Last
‘ % Increase | Dollar Amount WITURLTRFITEY  New Annual Rate | All Fields
Merit  fpootin  |Name I Grd [Comp Rate New Comp Rt % Incr  [Mew FTE Sal
Approval
‘ 1 Q| 4114 95 414000 061 + |[=
2 Q 3957.00) (=
‘ 3 Q 417760 + | =
‘ 4 Q 4583 34 + | [=
E Q 4377 60) #[=
Mass Merit Approval: r Approve
‘lsave | [ob RetumtoSearch | # | Previous.in List |4 | Nextin List | ] Notify

New Compensation Rate Tab

Enter merit value by dollar amount in the New Compensation Rate column and “tab” to
update. The Percent Increase will calculate automatically.

26

Favorites = Masn Menu =

SAU:
Total Current Salaries:
Goal Merit % Increase

Total % Increase

S Increase | Dollar Amount

» Ci = » BazaC = 3 Mertincreases « > Menit by SAL . Reg Staf

Sal Plan: RES
Total New Salaries:

Gaoal Merit Increase Amount

Total Increase Amount:

Persanalize | Find | View &l | 7| L3 Fist 150127

New conp e [T s s

tew vindow | Help | Personaize Page

Last

7] Grd | Annual Rate New ARt [%incr  |Hew FTE Sal

|u.m
ﬂwmu.llmm ] |mum
1 aQ

Q,
X
A
Mass Merit Approval;

1l Save | [ Retuin o Seasch

v Approve

1| PreviousmList | & | Bextin Lisd = | oty

New Annual Rate Tab

Submit merit value by dollar amount in the New Annual Rate column and “tab” to
updated. The Percent Increase will calculate automatically.

27

6/1/18
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Favorites v Main Menu » Ci ~ » Base tion v 3 > Merit by SAU - Res Staff
New Window | Help | Personalize Page
Merit by SAU - Res Staff
SAU: Sal Plan: RES
Total Current Salaries: Total New Salaries:
Goal Merit % Increase Goal Merit Increase Amount More data
 S— Total Increass Amoun: available | —
%incroase | _Dolar Amount | New Comp Rata _New Annual Rate [Tt oll
Approval |mp| D |Name |ID LGIH Comp Rate Annual Rate % Incr |§ Incr | Chg Amt |New Comp Rt |New Annl Rt FTE
1 & 411495 ag3ra.a0| 126 51.72| 51.720000 416667 50.000.04
2 Q 3957.00 47484.00 |
H i 417760 50131.20)
4 Q 458334 55000.08] [
™ Ja 437760 52531 20
Approve

Mass Merit Approval:

il Save_| i Relum 1o Search

1| Previousin List | 4|

Next in List

=] Notify

All Fields Tab

Any merit value can be entered on the All Fields tab and more data is available to view
(e.g. Percent full-time).

28
Message
New FTE is required for employees in this Salary Plan. (20003,38)
The new FTE field is required for employees in Salary Plans RES and REF. Please enter in the new
FTE
OK
All Fields
% Full Time
40.00
100.00
100.00
100.00
100.00
If merit values are entered, New FTE Salary is required and must be manually
calculated. New FTE Salary = New Annual Salary / New Full-time Percent.
Note: % full time can be found on the “All Fields” tab. 29

6/1/18
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Favorites v Main Menu v > Ci ion» > Base C * > Meritincreases~ » Merit by SAU - Res Staff

SAU: Sal Plan: RES
Total Current Salaries: = Total New Salaries:

Goal Merit % Increase Goal Merit Increase Amount

Total % Increase: Total Increase Amount:

‘m Dollar Amount | New Comp Rale | New Annual Rate | All Fields

[2] Personalize | Find | ViewAll || Ls  First * 1-5of16 ' Last

New Window | Help | Personalize Page

r;g.‘wnl Iuepuu lN-me Im IGMICDmp Rate [Annual Rate I%Im:r New Annl Rt New FTE Sal I l
‘ 1 Q | 47484.00( 2.00 4843369 +|=
‘ 2 Q 47844.00( 1.00 +[=
‘ 3 Q 48663.00( 1.00 49149 6 +|[=
O =
| s]—a +|[=

v Approve

Mass Merit Approval:

iiSave | [ah Retum to Search =] Notify

Note: % full time can be found on the “All Fields” tab.

If merit values are entered, New FTE Salary is required and must be manually
calculated. New FTE Salary = New Annual Salary / New Full-time Percent.

30

Message

Warning -- Merit Approval code must be assigned if data entry has taken place (20003,30)

Please review the Merit Approval field. The value must be assigned if data entry has taken place

_ Cancel

appear if entries do not have a Merit Approval Code assigned.

Once all merit data has been entered, data must be submitted using the appropriate
Merit Approval Code to be routed for Administration approval. An error message will

31

6/1/18
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| o T =TT ey |

bew Window | Help | Personalize Page
SAU: Sal Plan RES
Total Current Salaries: 51 Total New Salaries:
Goal Merit % Increase Goal Merit Increase Amount
Total % Increase: Total Increase Amount:

| Personatize | Find | View 2l | 2] 2 Fist © 18of27
s increase | [Nl | New Gomp Rate | New AnnualRate | AA Fieids

:n:.l:wﬂ Dapt 10 |"""" |'" |[:"‘ |‘-'""'P Hate |sln=r [Nw(.‘mp " l!t. ner |lel 1E Sal
j S 4637940 118 g0 100 Fy
| F_Q 100 +
| 3R QA 1.00 +
| 4 Q 4583 100 ¥
5 = 4378 1.00 +)
Mass Merit Approval: L Approve

0 Save ] (ot Retum lo Search | =] Notify

Enter the Merit Approval Code for each employee. Click the Merit Approval lookup
icon or enter the approval letter directly. If an entry is not ready to finalize, work can
be saved as “P” for planning. Click “Save” to save entries.

32

New Window | Help | Personalize Page
SAU: Look Up Merit Approval
Help
Total Current Salaries: | Select one of the following values.
Goal Merit % Increase [D Deparments
[N No Eniry
Total % Increase: P Planning
IR Rejected
I8 Schools
| % lncrease | _—
erit i |DentiD o (Annual Rate S incr New Comp Rt J%Incr New FTE Sal
Y 49379.40 £
2P & il 47484.00 3
Pl [ 50131.20| =+
4 [ I 55000 08 =}
5 Q i 5253120 =+
Mass Merit Approval: L
Enter the Merit Approval Code for each employee. Click the Merit Approval lookup
icon or enter the approval letter directly. If an entry is not ready to finalize, work can
be saved as “P” for planning. Click “Save” to save entries. 23
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Favorites = IMain Mem = > G - » BaseC = » Mertincreases = > Merit by SAL - Res Staff

Mew Window | Help | Personalize Page

Merit by SAU - Res Staff

SAL: Sal Plan.

@
m

Total Current Salaries: Tatal New Salaries:

Goal Merit % Increase Goal Merit Increase Amount
Total % Increase: Tetal Increase Ameount:

| Pusmlﬁndlv\ewuu.'ll__\. Fust ' 1-5of27 '
s increase | [[EETETENI | Mew Comp Rate || New Aonual Rate | A8 Fislds

BL"‘W.I Dept I |Nan\o ||o |c,.d |(.‘oﬂ|p Rate | Annual Rate |s|na |Nﬂr(.‘nmp Rt |5um INcw FTE Sal
2 : 05T I.' 3857 k.
P Q) 47T B0 +
Mass Merit Approval; | Planning T _fpprove ]
) Save 3+ Resusn o .'
To mass approve employees in the grid, click the lookup icon or enter the merit
approval code in the Mass Merit Approval field. This field automatically populates the
Merit Approval column for all employees in the SAU. Click “Approve” to update all
staff and “Save” to save entries. 34

Favontes v Main Menu » C v > BaseC ion > Meritincreases v > Merit by SAU - Res Staff

Mew Window | Help | Personalize Page

Merit by SAU - Res Staff

SAU: sal Plan: RES
Total Current Salaries: Total New Salaries:
Goal Merit % Increase Goal Merit Increase Amount

Total % Increase: Total Increase Amount:

Personalize | Find |[View 8] /| &5/ First  4270f27

% Increase New Comp Rate | New Annual Rate | Al Fields
L] x‘:"::uul Dept ID INnme ||D Grd Comp Rate (Annual Rate S Incr New Comp Rt |% Incr |New FTE Sal
1P e A ‘ 4114.95| 49379.40 4115 415610/ 1.00
r la 3957.00 47484.00 39.57 3996.57)(| 1.00
Ir o 417760 5013120 4178 421938 100
E= | 4583 31'!' 55000.08 4583 2629.17)|| 100
dF |a 437760 5253120 4378 aa2138]| 100
sl o 4055.25 48663.00 [
1F 525000 6300000
Y 4007.47| 4916964
P o 405593 48671.16
e 3987.00 47844.00

The Mass Approval feature automatically populates the Merit Approval column for all
employees in the grid; not just those on the current view.
Note: Existing merit approval codes of “N” will not change; these codes must be updated

individually. 35
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FSM Research Merit Approval

Planning Entry has taken place or is in process
No Entry No merit increase if employee is not active by 9/1
£ Evaluation Only |Merit not granted to entire SAU based on economic
(Staff only) environment; performance evaluation is entered
Z Zero Merit not granted based upon performance
(Staff only)
Dept Approval | Department level approval
School Approval |School level approval
Rejected Merit has been rejected and must be re-evaluated
Administration |Final Approval from Administration
36
Favorites = Main Manu = » G = » HazaC = 3 Mantincreases » > Merit by SAL . ez Stafl
Mewe Viirkdow | Heln | Personalize Page
SAL: Sal Plan:

Total Gurrent Salaries: Total New Salaries:

Goal Merit % Increase Goal Merit Increase Amount

Total % Increase: Tatal Increase Amount:

Personalize | Find | View Al | L] e First ° 150f27 Last
IEIETT | Oolias Amount | New Comp Rate || New Annval Rale || Al Fields

orit
p— |Hume IID |G|d

Comp Rate (Amnual Rate |‘§§ Imcr |I|uw Annl Rt New FTE Sal l | |

49873 20

=
=

5 || =
=
=

Once planning data entry is complete, submit the “D” department level approval or

“S” school level approval. Click “Approve” to update all employees and “Save”.
37
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Favorites = Main Manu = » G = » BazaC = > Mentincreases » 3> Merit by SAL - Res Staff
e Window | Help | Personalize Page
Merit by SAU - Res Staff
SAU: Sal Plan:
Total Current Salaries: o | Total New Salaries:
Goal Merit % Increase Goal Merit Increase Amount
Total % Increase: Total Increase Amount:

Personalize | Find | View Al | L] e First ° 150f27 Last
BTSN Ooliac Amount || New Gomp Rale | New Annual Rale | All Fields

Murit 1 [PeptiD |Hume IID |G|d|Coulu Fiate [Annual Rate |‘w. Incr |umnnutm New FTE Sal l | |
o a 00 3 45373 70 =)
2 a =
& Y 83,34 -
5 Q T.60 -
Mass Merit Approval; | Department | Approve

i Retum to Search | (] Notify

Once planning data entry is complete, submit the “D” department level approval or
“S” school level approval. Click “Approve” to update all employees and “Save”.

38

myHR Examples

2. Non-FSM Faculty

Merit by SAU — Faculty
Reappointment — Faculty
Promotion - Faculty

Northwestern 39
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Favorites = Main Menu » » Compensation» > BaseCompensationw > Meritincreases » Merit by SAU - Faculty

< Self Service

New Window | Help

NW Merit by SAU - Faculty

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

Find an Existing Value

\ ~ Search Criteria

NW Salary Admin Unit| begins with v ||
Salary Administration Plan| begins with ¥
Dept Name | begins with v

Case Sensitive

el -
Search Clear | Basic Search |2 Save Search Criteria

Enter a Salary Admin Unit (SAU) and click “Search”. MERIT By SAU pages can also be
viewed by clicking “Advanced Search” to refine results.

40

Favorites « Main Menu = »> Compensation~ > BaseCompensation= > MeritIncreases~ > Merit by SAU - Faculty

< Self Service

New Window | Help

NW Merit by SAU - Faculty

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

Find an Existing Value

\ ~ Search Criteria \

NW Salary Admin Unit| begins with v 280000

Salary Administration Plan| begins with ¥
Dept Name| begins with ¥

Case Sensitive

F N
Clear Basic Search & Save Search Criteria

Search Results

View All First {15015 ' Last
NW Salary Admin Unit|Dept Name |Salary Administration Plan
280000 Ed MS Prog ACS
280000 Ed MS Prog FAC
280000 Educ LOC FAC
280000 Educ Proj FEAC
280000 Education FAC

Enter a Salary Admin Unit (SAU) and click “Search”. MERIT By SAU pages can also be
viewed by clicking “Advanced Search” to refine results.
Note: Results displayed are limited by myHR security access.

41
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Favorites « Main Menu + »> Compensation~ > Base Compensations > Meritincreases« > Merit by SAU - Faculty

< Self Service

New Window | Help
NW Merit by SAU - Faculty

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

Find an Existing Value

\ ~ Search Criteria

NW Salary Admin Unit| begins with v |280000
Salary Administration Plan| begins with v
Dept Name| begins with v

Case Sensitive

F N
Search Clear Basic Search [ Save Search Criteria

Search Results

View All First '  150i5 ' Last
NW Salary Admin Unit|Dept Name |Salary Administration Plan
280000 Ed MS Prog ACS
280000 Ed MS Prog FAC
280000 Educ LOC FAC
280000 Educ Proj FAC

I|280000 Education FAC |

Select an SAU with the corresponding Department Name and Salary Administration
Plan (Salary Plan). Note: Multiple Departments can be listed under the same SAU.

42

Favorites Man Menu « 3 G * 3 BaseC = 3 Merntincreazes = 3 Ment by SAL . Faculty

< Self Service

SAU: Sal Plan: FaC

Total Adjustment

Total Current Salaries: i Total Adj Salaries: .
and Merit Change:
Goal Merit % Incrsase Total Adjustment Total Adjustment %
Amount Change: Changes:
Goal Merit Increase Total Mokt Total Merit %
Amount Amount Change: Change:

Perzanalize | Find | View 100 | /| s First ' 1-5of471 Last

@ Adusiment | Ment_Reagpomiment | Prometon | Al Freids |
[ |I: Eempd | - - [ . - l Position |y pgun l | ‘
mpllD  [Rert g [Home Position Number  [Position Typs  [Position Category  |Position End Date | New Posn End Dt Indsfinie |iocsy oy
1 FAC REG W | | |=
2 FAC REG i | @ #]|[=
FAC VIS H | =

4 FAC REG W | = =
. FAG REG i | - #|[=

Mass Ad] Approval | Apprave Mass Merit Appraval 7L | Apareve

ol Save | [oh Rewm to Search | 1 | Previous in List | & | Nextin List '] hatify.

Six tabs control the data displayed. Salary planning for non-FSM users allows
information beyond merit to be submitted.
Note: Tabbing (vs. clicking) between fields allows values to calculate properly.

43

6/1/18

22



Favorites = Mamn Maru L + = 3 BaseC = 3  Merntincreazes = 3 Ment by SAL . Faculty

< Self Service

SAU: sal Plan: FAC
— Total Adjustment
Total Current Salaries: = Total Adj Salaries: W
and Merit Change:
Goal Merit % Incrsase Total Adjustment Total Adjustment %
Amount Change: Change:
Goal Merit Insrease Total Mark Total Merit %

Amount Amaunt Change: Change:
Perzanalize | Find | View 100 | /| s First ' 1-5of171 Last
Adstment || Ment  Reappomibment || Promelion | All Fields.

Fosition —
[ |Emp| i o T |Posil.inn Number  |Position Type [Po&in’on Category lPosilinn EndDate  |New Posn End Dt llndeﬁni‘n e | ‘
End
1 FAC REG "1E 3=
2 FAG REG "IE 3=
FAC VIS 5 | # 7|=
4 RE W | +| =
5 FAG REG W | ¥ (=
Mass Adj Approval | Approve Mass Merit Appraval 7L | Apareve
) Save | [t Retumto Search | 1 | Previows in List | & | Nextin List '] hatify.

Review the Position Tab. If necessary, enter the New Positon End Date for each
employee. Click “Save”.

44

Favontes + Main Menu~ > C ~ ) BaseC jon~ > MenitIncreases ~ > Menit by SAU - Faculty

< Self Service

New Window | Help | Personalize Page

sAU: Sal Plan: FAC
e Total Adjustment
Total Current Salaries: 71 Total Adj Salaries: )
and Merit Change:
sl MaHE liiciease Total Adjustment Total Adjustment %
Amount Change: Change:
Goal Merit Increase Total Merit Total Merit %

Amount Amount Change Change:
| Find | View 100 | 1] L&' First * 4-50of471 *

Position Merit  Reappointment Promotion Al Fields
Empl 10 [C0P) | [Name ﬁ':jpluval Comp Rt Annual Rt E.Lm sﬁf‘:;!”""" AdjComp Rate  [Ad) Annual Rate  [RP0US! | Ad FTE Salory |%FT  [ad)% FT
1 Q [5,313.430000| 63,761.16) 63,761.00| +|
: :{‘7975 580000 87,319.08] | 87,319.00| 100.00| +|
3‘ @ |5,816.250000| 69,795.00f 69,795 'C‘\‘i 100.00 +
-17 (Q |6,402.200000| 76,826.40} | 76,826.00 100 00| +|
5 Q |4,681.880000| 56,182.56| 56,183.00| | 0| +
Mass Adj Approval Q| _Approve | Mass Merit Approval|_ @ | Approve |
Hsave | |[Gh Retum to Search || #7] Previous inList | 47] NextinList | [=7] Notify
Review the Adjustment Tab; new for non-FSM users. To be used in cases where salary
must first be adjusted (usually due to a change in % full-time) before applying a merit
increase.
Note: Salary must be adjusted before merit increase can be applied. 45
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Comp Rt Annual Rt %:imge gg’:‘:éeo""a' AdjCompRate  |Adj Annual Rate  [AT043 |ag FTE Salary % FT  fadj % FT
5313.430000| 63761.16| @ é é (4] 63,761.00 100.00
7276590000 87,319.08] 1.00 7277 7.349.36 88,192.32)| 87.319.00 100.00
5816250000 69,795.00] -1.00 -58.16 5.758.09 69,097.08 | 69,795.00 100.00] 90.00
5,402.200000| 76,826.40] 023 14.47 6.416.67 77,000.04 | 76,826.00 100.00] 90.00 ||
4,681.880000| 56,182.56] 0.39 18.12 4,700.00 56,400.00 | 56,183.00 100 oo_

If necessary, enter a salary adjustment change value (positive or negative), intended
adjusted rate, and intended percent full-time for the applicable employees.

Note: Salary must be adjusted before merit increase can be applied.
46

Favorites = Main Menu « » G * 3 BaseC = 3 Mertincreases = 3 Ment by SAL - Faculry

< Self Service

e Wingew | Heln | Personalize Page

Merit by SAU - Faculty
sAL: Sal Plan: FAC
— Total Adjustment
Total Current Salaries: ] Total Ad) Salaries: ol Aciustinen
and Merit Change:
Goal Merlt % Increase Total Adjustment Total Adjustment %
Amount Change: Change:
Geal Marit Incroase Total Merit Total Marit %
Amount Ameunt Change: Changs:

Perscnalize | Find | View 100 | (7| L First ¢ 1Sef171
Postion Merit. Reappontment Promotion Al Frelds

[ |El||p| o [EmH ame [;;Jmm, [c.mwm [annualm gh (et DSIBE g Comp Rate 4] Aneual Rate [:;‘g'},‘“ G FTE Sy [%FT  |ndj% FT
1 @ |5313430000 6376116 63,761 00 +
2 +
-1. T Z
5 0y [4.681.880000| 56,182.56 55,183.00 +
Mass Ad] Approval .| Approve Mass Merit Approval O | Approve |
il Save | b Return to Search | 1| Previows in List | & | MNextin List | 5 Notify
If an adjustment occurs, FTE Salary must be manually calculated. Adjusted FTE Salary =
Adjusted Annual Rate / Adjusted Percent Full Time.
Note: Percent Full Time can be found on the “All Fields” tab.
47
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Tovoless | WanMmmi~ > T Bee = ~ 5 Wenty SAU-Fauiy
< Self Service a Q =

®

New Window | Help | Personalize Page

[ Worcby a0 -Focui |

SAuU: Sal Plan: FAC
Total Current Salaries: 5 Total Adj Salaries: Total frdjostment
and Merit Change
Gosl Merit % Incroase Total Adjustment Total Adjustment %
Amount Change: Change
Goal Merit Increase Total Merit Total Merit %
Amount Amount Change: Change:

Personalize | Find | View 1001 | L First * 150f171 ' Last

Position Merit | Reappointment | Promotion Al Fields
g
[Empt 1D -l‘ﬁ'e':g)‘m Name ::Jumal Comp Rt Annuai Rt % é#’*‘;emm adjCompRate  [Ad) Annuai Rate  [ATINE lagy FTE saiary [ FT  |agjs ET | |
change
;: P Q5313430000 6376116 163 86.57) 5,400.00 64,800.00/| 63,761.00 58,320.00 | 100.00| 90.00]|[#] | =]
2 a |7.276590000| 87.319.08 87.319.00 100.00 + =
3[ a|5.816.250000| 69.795.00 69.795.00 100.00
4f Q [6.402.200000| 76.826.40 76.826.00 100.00
5| @ [4.681.880000| 56.18256 56.183.00 100.00
Mass Adj Approval o | Approve | Mass Merit Approval (@, | Approve |

,.' Relum o Search | (1] PraviousinList | 4| NextinList ||(=] Natify

Enter the Adjustment Approval Code for each entry. Click the Adjustment Approval
lookup icon or enter the approval letter directly. If an entry is not ready to finalize,
work can be saved as “P” for planning. Click “Save”.

48

< Self Service

New Window | Help | Parsonalize Page.

Merit by SAU - Faculty

SAU: Sal Plan: FAC
Total Current Salarios: 71 Total Adj Salaries: Total Adjuziment
and Merit Change:
Goal Merit % Increase Total Adjustment Total Adjustment %
Amount Change: Change:
Goal Merit Increase Total Merit Total Merit %
Amount Amount Change: Change:
Look Up Adj Approval
| Postion, | IEFTIRTENN | Mert ,, Bea
[Empi 1D m" Name. mml CompRt | Select one of the following values Igzﬁ | Agj FTE Salary [%FT  |AdisFT
1 P 5,313 430 £3,761.00 58,320.00 | 100.00| 90.00}| [+l |[=]
2 Q |7.2765%0 87.319.00 100.00 #H|=
3 Q (58162501 6979500 100.00 #|=
4 @ |5.402 2001 76,825.00 100.00 [# =]
5 Q| 48681880 56.183.00 100.00 # (=

Mass Adj Approval o Approve. Mass
(il Save | 5t Return o Search | (111 PreviousinList. | o1

Enter the Adjustment Approval Code for each entry. Click the Adjustment Approval
lookup icon or enter the approval letter directly. If an entry is not ready to finalize,
work can be saved as “P” for planning. Click “Save”.
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Favorites » Main Manu > ~ » Base v > Mert »  Merit by SAU - Faculty

< Self Service

New Window | Help | Personalize Page

SAU: Sal Plan: FAC
Total Current Salaries: 71 Total Adj Salaries: Yotabhcrustment
and Merit Change:
Goal Merit % Increase Total Adjustment Total Adjustment %
Amount Change: Change:
Goal Merit Increase Total Merit Total Merit %
Amount Amount Change: Change:

Personakize | Find | View 100 &' | (<) Fist * 150171 ' Last

Position  WTTTENCHI | Merit || Reappointment | Promation | All Figlds

g

Empl g Agjust Dottar Annual

I |Emnlll! RE&M Nama ”Jumd. Comp Rt Annual Rt I":‘Nme |Ch'ame ad) CompRate  [Ad) Annual Rate  |eretel ) FTE Salary l-s T |.m.«.,n | ‘ |
1 2 163 5.400.00 58,32 0| so000|[#|=

12 P a7 3 (=
3 P |@ [5.816250000| 69.795.00 1=
4 P |a |6.402 200000 (=

P |a |4.681.880000| 56.182.56 3=

Mass Adj Approval 5 |y | Approve Mass Merit Approval| /@, |_Approve_|

il Save | lah Retum to Search _||#] PreviousinList | a[| NextinList | (=] Netify

To mass approve employees in the grid, click the lookup icon or enter the merit
approval code in the Mass Merit Approval field. This field automatically populates the
Merit Approval column for all employees in the SAU; not just those on current view.
Click “Approve” to update and “Save”. -

Faculty Merit Approval

Planning Entry has taken place or is in process
No Entry No merit increase if employee is not active by 9/1
£ Evaluation Only |Merit not granted to entire SAU based on economic
(Staff only) environment; performance evaluation is entered
v Zero Merit not granted based upon performance
(Staff only)
Dept Approval |Department level approval
School Approval |School level approval
Rejected Merit has been rejected and must be re-evaluated
Administration | Final Approval from Administration
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Favorites = Main Menu =

< BSelf Service

SAL:

Total Current Salaries:

Goal Merit % Increase

» Compensaion= > BaseC ion =

Sal Plan: FAC
7 Tetal Adj Salaries:

Total Adjustment

Hew Window | Help | Perscnalize Page

Tetal Adjustmant
and Merit Change:

Total Adjustment %

Amount Change: Change:
Goal Merit Increase Total Merit Total Merit %
Amount Amount Change: Change
Personalize | Find | View 100 L7/ Ls' Fist © 1-5of 171
Pasition Promotion All Fields.
Empl ID E:ﬂ,d Nama :;;',‘nnl Comp Rt |!\nnua| Rt I'L Inc |smc |:2|';:.9; |uawcomp Rt |Mew Ann Rt Immi TE Sal |§;"“ |
Q, 5313.430000| 63,761.18 12| %
2 Q 8|
Q 12( [+
4 'L 3| *
5 Q 1|
Maszs Adj Appraval @, Approve Mass Merit Approval M Approve
) Save | [ Return to Search | 4 | Previous inLest | 4 | MNextinList | ] Nolity
Enter the merit value for each faculty on the Merit Tab. Only one merit value (%
Increase, S Increase, New Compensation Rate, or New Annual Rate) needs to be
entered; other fields will calculate automatically. Click “Save”.
Note: Tabbing (vs. clicking) between fields allows values to calculate properly. 5

Favorites = Main Menu =

< BSelf Service

SAL:

Total Current Salaries:

Goal Merit % Increase

» Compensaion= > BaseC ion =

» Merit = 3 Merit by SAU - Faculty

Sal Plan: FAC
7 Tetal Adj Salaries:

Total Adjustment

Hew Window | Help | Perscnalize Page

Tetal Adjustmant
and Merit Change:

Total Adjustment %

Amaount Change: Change:
Goal Merit Increase Total Merit Total Merit %
Amount Amount Change: Change.
Personalize | Find | View 100 | L] L First ' 1-8of171
Pasition Promotion | All Fields.
| |l:|l|BI 0 |;:ﬂrd|mme |:;|’,':n"| Comp Rt |!\nnua| Rt |'L|n= |smc I:\;';:f; |uawcomp Rt |Mewnnnir  [wewFTE sm  [oon
Q 5,312.430000| 63.761.16 12|+
2 Q 5| &
Q 12|+l
4 Q 3| [
5 a, 1|+
Maszs Adj Appraval @, Approve Mass Merit Approval M Approve

) Save | [Gh Return lo Search

1| Previous inList | 4 | Mextin Lisl = Notify

New FTE Salary is required for employees in Salary Plans ACS, FAC, and LIB with merit
increases. Calculate and enter the New Full-Time Equivalent (FTE) Salary. New FTE
Salary = New Annual Rate / Percent Full Time. Click “Save”.

Note: Perfect full-time can be found on the “All Fields” tab. 53
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6/1/18

Favorites » Main Manu v B ~ > Base v 2 ~ » Meritby SAU - Faculty

< Self Service

New Window | Help | Personalize Page

SAU: sal Plan: FAC

Total Adjustment
and Merit Change:

Total Current Salaries: 51 Total Adj Salaries:

Goal Merit % lncrease Total Adjustment Total Adjustment %
Amount Change: Change

Goal Merit Increase Total Merit Total Merit %

Amoant: Amount Change: Change:

Personalize | Find | View 100 1 First ' 1.50f171 ' Last

Posion | Adjustment I8 Reappointment | Promotion | All Fiekds
empio [E728 Juame e et Como B [annvat e Joeme [sine [Sranie Juewcomprt uewam s Jrewere s JEent | |
1 P a| 5313430000 63.761.16] 1.00 54.00/[54.000000 5,454.00 65.448.00
2 Q| 7.276.590000( 87.319.08
3 al ss 250000| 9.795.00
a| 6402200000| 7682640
[5| | 4s81.880000| 5618256
Mass Adj Approval | _Approve| Mass Merit Approval @, |_ Approve |

[l Save | 13t Retumto Search | (1] PreviousinList | ] NestinUist | =] Notfy

Enter the merit approval code for each employee. Click the Merit Approval lookup
icon or enter the letter directly. Click “Save”.

54

< Self Service

New Window | Help | Parsonalize Page.

Morit by SAU
SAU: Sol Plan: FAC

Total Current Salarios: 71 Total Adj Salaries: Total Adjustment

and Merit Change:
Goal Merit % Increase Total Adjustment. Look Up Merit Approval
Amount Change: o
R e Joal M Selact ane of the following values:
Amount Amount Change:
D Depariments
| Position | Adjustment | ‘Promotion, || [N No Entry.
Empiip [E™P!Iname erit . [comp Rt £ Blaity New FTE a1 [Cont
P10 [Record [Approvat [Com® B Rejected o

7 P @& 5313430000 Schools T 12|#|=]
= Cancel |

2 @ | 727es%0000f === 9(l#|=

3 @| 5816250000 2@=|=

4 Q| 6.402.200000 3=

5 @ | 4.5681.880000 n|#H|E

Mass Adj Approval o | Aeprove | Mass Merit A
i) Save | (&% Returnto Search | 1] Previousinlist |« Next i

Enter the merit approval code for each employee. Click the Merit Approval lookup
icon or enter the letter directly. Click “Save”.
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Favorites » Main Manu >

< Self Service

< 7 Bas

< v Went = 3 Wentby SAU-Facully

SAU

Total Current Salaries:

Sal Plan: FAC

7 Towl Adj Salaries:

Total Adjustment
and Merit Change:

New Window | Help | Personalize Page

Goal Merit % Increase Total Adjustment Total Adjustment %

Amount Change: Change:
Goal Merit Increase Total Merit Total Merit %
Amount Amount Change: Change:

Personaize | Find | View 100 | /| Ls'  Fist * 1500171 * Last
|| posiion | Adjustment ITZTM Reappointment | Promotion Al Fislds
Empl [Went 7 Change [Cont

[Jemoo [emas e o e T e i el el e e
| 4 P a| 5313430000 63.761.15] 1.00 54.00/(54.000000 | 5.454.00 65.448.00 [ EIE
| 2 P o] 7.276.5%000 | | | H|=
| 3 P | s816.250000 | I 12|#]| =
| 4 P la| 6402200000 | [ | e||=
= i T 3
|5 P la] 15 1 [ IEEIE
Mass Adj Approval a | _Asprove | Mass Merit Approval |, | Approve |
[if) Save | (ot Retumto Search | # | PreviousinList ||| Nextinlist | =] Notify

The Mass Approval feature automatically populates the Merit Approval column
for all employees in the grid; not just those on the current view.

Note: Existing merit approval codes of “N” will not change; these codes must be
updated individually. .

Favarites « Main Menu = » Compensation~ > BaseC jion > > Merit = »  Ment by SAU - Faculty

< BSelf Service

Hew Window | Help | Perscnalize Page

SAL: Sal Plan: FAC

Tetal Adjustment

Total Adj Salaries:
and Merit Change:

Total Current Salaries: 3

Goal Merit % Increase Total Adjustment Total Adjustment %

Amount Change: Change:
Goal Merit Increase Total Merit Total Merit %
Amount Amount Change: Changs

Personalize | Find | View 100 | L | ks Fird
Position | Adjustment Ilerit Promaotion £l Fields,

Hew -
Empl ||eupp | Indel Explenure Appointment

‘ EmpliD oo cora |Mame Appr  |MPPtERd D1 | New Appt End Ot End Il!‘::‘ Tenure Begin Date Indicatos Annual Renewable

1 Q) |0a8/31/2018 w

2 a |08r3172020 W

"

4 " on-tenure

5 W
Mass Adj Approval Q| Approve Maszs Merit Approval |0 | Approve
i) Save b Restrn 1o Search 1| PreviousinList | 4 | Mextin Lisl (=] Notify

Review the Reappointment Tab; view only for FSM users. If necessary, enter the New
Appointment End Date for each employee.
Note: The position end date may also have to be extended, the position end date must

be equal or greater than the appointment end date. 57
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Favarites « Main Menu = » Compensation~ > BaseC jion > > Merit = 3 Merit by SAU - Faculty

< Self Service

Hew Window | Help | Personalize Page

SAL: Sal Plan FALC
T )
Total Current Salaries: 71 Total Adj Salaries: otal Adjustment
and Merit Change:
Goal Merit % Increase Total Adjustment Total Adjustment %
Amount Change: Change
Goal Merit Increase Total Markt Total Merit %
Amount Amount Change: Change:

Personalize | Find | View 100 | e Fi)
Posibon Adjustmant Ment Reappointment Promaotion Al Fields

| Hew o

Empl Rea) Indef ExpTenure  |Appointment

[ ‘Enlplll} Rocord |Mame nwf" ppt End DL |Naw ApptEnd Dt | :.:1;1 ‘[ulmr 8:1.." L e i Annusl Renewable
1 q pasizns G
2 W Non-tenure

)
5 o)
Mass Adj Approval ©y | Approve Mass Merit Approvall L | Approve
i) Save i Return o Search 1 | Previgus in List | 4 | Mextin List =] Wotify

Enter the Reappointment Approval Code. Click the Reappointment Approval lookup
icon or enter the approval letter directly. Click “Save”.

58

Favarton o an Mem. » i Compeitstione  Hies Compenasion e Mark eresses » | Faappobsinee . Facdly
[ leropivimaifocer |
MIMIH—‘H!'. 1~ Fist ' ASeltTt Laar,
o et TIPS
| [ o [jume |l il el el el g Ty h [l Jowo  Jomies [ | |
[rr— ! Apprine
| Sawe. S Rstuen bo Sesich ] Ity
Reappointment — Faculty page can also be used to submit Reappointments for all
Faculty in an SAU.
59
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Favorites =

< BSelf Service

IMain Menu = » Compensaion= > BaseC

Merit = 3 Merit by SAU - Faculty

SAL:

Total Current Salaries:

Goal Merit % Increase

Sal Plan: FAL

51 Totl Adj Salaries:

Total Adjustment

Total Adjustment
and Merit Change:

Total Adjustment %

Hew Window | Help | Perscnalize Page

Amaount Change: Change:
Goal Merit Increase Total Merit Total Merit %
Amount Amount Change: Change:
) Personalize | Find | View 100 | L] s Fust ' 1-6of171 Last
Postion | _Ad Mest | Promotion [IOTE
| IEnlullD Ig'“"r_‘}_"m Iu..m ]K'pr':‘ Job Cd |Nm Jols Clewh Title New JobTitle
Q, [100042 Q) |Lecturer =
2 Q, (100105 =
Q@ |100057 =
4 Q [100105 =
0, |100042 qQ |L =
Mass Adj Approval @, Approve Mass Merit Approval O, | Approve
) Save | ot Return o Search | 4 | Previous in List | 4 | Nextin List = Notity

Review the Promotion Tab; view only for FSM users. If necessary, enter the 6-digit
New Job Code linked to the promotion for each applicable employee. Click “Save”.
Note: Only promotions with change in compensation are updated on this page.

60

Favorites v Main Menu +

< Self Service

> v > Basa

v > Merith

S Promation - Faculty

SAU:

Sal Pln: FAC

Personaiize | Find | View 100 .- | L

First ' 150f171 L-ll

L Facutty Promotion JRFTITRS

I ::1':‘ D |Naml |Rcr lun cd |Jonnua New Job Cd  |New JobTitle | I I
| 1] & | o|to0042 Lecturer Q || =
[ m | X E|E
‘ 3 Q | Q + |[=
| o[ la | oftworn Q 4 [[=
‘ 5 Q | 100042 [Lecturer Q + | (=
Mass Promotion aQ TS

Approval: -

if) Save_| |l Return to Search _||[=*] Notily

New Window | Help | Personalize Pags

Promotion — Faculty page can also be used to submit promotions for all faculty in the

SAU.

61
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Favorites = Main Menu =

< BSelf Service

SAL:

Tetal Current Salaries:

Goal Merit % Increase

Goal Merit Increase

» Compensaion= > BaseC ion = >

Merit = 3 Merit by SAU - Faculty

Sal Plan: FAL
51 Totl Adj Salaries:
Total Adjustment

Amount Change:
Total Merit

Total Adjustment
and Merit Change:
Total Adjustment %
Change:

Total Merit %

Amount Amount Change: Change:
] Personalize | Find | View 100 | 7| L Fust  1-6of47  Last
——— =
| ]EmullD I't""nfﬂ"' Iu.m. K’;}:‘ Lok Cd |Nw Jols Clewh Title New JobTitle | | |
a fooosz a, |Lecturer 1 [[=
2 Q, joo10s Q 3] | [=
o fooosr I aQ + | [=
4 a |foatos a + | [=
5 a fooosz a, =
Mass Adj Approval | Approve Mass Merit Approval Q| Approve |

st Return 1o Search

1| Previous inList | 4 | Mextin List ] Notity

Mew Windayw | Help | Perscnalize Page

Enter the promotion approval code. Click Promotion Approval lookup icon or enter
the letter directly. Click “Save”.
62

Favorites = Main Manu » > Compensation» > Hase Compansation » > Marit Increases = > Marit by SAL - Faculty

Haw Window | bigiy | Bareonalze Pags

AL Sal Plan: FAC

Tatal uslmun
Total Current Salaries: 5 Total Adj Salaries: otal Adjustmint
and Meril Chamge

Goal Merit % Increase Total Adjustmant Total Adjustemint %
Amount Change: Changs

Goal Marit Increase Total Merit Total Merit %

Amount Amount Change Changs

Position | Adjustment | Mest | Reappointmént | Promation

B

Position [Position End
|anl|u |Hm,‘ Hame |m

[osn nger |Mew Posn
|s|n s [Pmllmm lwmmx [Qm,..., nd |

lmmul.num IF s, [ |cumu

luu |Dw| L] |Il!ulmuw

1 REG ZIE a
2 REG | FE [ o
3 VIS i |- Q
4 REG W | a
s REG W | a

Mass Adj Approval Apprave

Mass Merit Approval A | Approve

i) Sawe_| 5 Roturn 1o Search | 1] PraviousinList_| o] NestinList | =] Notfy

View, enter, and approve all merit values or other changes on the All Fields tab.
Note: Entries on any tab will not be submitted to administration until an approval code of “D” or

“S” is saved.
63

6/1/18

32



Favorites » Main Manu - » C » » BaseC w» > Mertincreases» > Merit by SAU - Faculty

. Salf Service

SAL. Sal Plan: FAL
Tatal Current Salarios: 53 Totsl Adj Salaries: Total Adjustment
and Merit Change:
Goal Morit % Incroass Totsl Adjustmant Totsl Adjustment %
Amount Change: Change:
Goal Merit Increase Total Merit 637 56 Total Merit % 1.00
Amount Amount Change: Change:
| Personalize | Find | View 100 .-| L+ First ' 180f171 ' Last
o i oo = T
|tmn| |mn: 3 ™ Change - [Cont
[ |I-l||pl I 4 [T b=t |<.nmp Rt ]Almual Rt | Inc |s e L " [newcomp Rt [new ana rt New FTE Sal |N ] | |
1 P (=} 5.313.430000 63.761.16| 1.00 53.13 |53.130000 56 64,398.72 64,398.72 124 | l=
2 1 8731908 9|4 |=
3 aQ 69,795.00 12| & | =]
+ (=} TE 82640 5|+ |[=
5 | 46a1880000 5618256 =
Mass Ad] Approval Q| Approve Mass Merit Approval ||, | Approve
ol Save " Heturn to Search | |t | PreviousinList | & | Nexdin List =] Notity

Mew Window | Help | Parsonalize Page

When entries are saved the top calculations will update to reflect the most current
entries from the grid below.

64

Favorites » Main Manu - » C » » BaseC w» > Mertincreases» > Merit by SAU - Faculty

SAU. Sal Plan: FAL

Total Adjustment
and Merit Change:

Total Current Salaries: Total Adj Salaries:

How Window | Help | Pacsonalize Page

il Save | (2 Rotuen to Search | 3] Praviousin List_| 4] Mextin List | ] Notify

Goal Merit % Incroase Total Adjustment Total Adjustment %
Amount Change: Change:
Goal Mot Increase Tatal Merkt 537 56 Total Merit % 1.00
Amount Amount Change: Change:
Parsonakize | Find | View 100 | = First ‘ 1500171 ' Last
Position P it Al Flelds.

I ||:mp| o |§mu Naeme: |:"D-‘;"‘°m |L‘ompm ]Almud Rt |-.»m |1 Inc Shanoe |N!wf_‘0n|p Rt |New.mmm |N!\~TTE ol |§:‘" I | |
1 P a, 5.313.430000| &3 6| 1.00 53.13 |53.130000 53 64,398.72 64, 350.72 12| L=
2 Q a( ] |[=
1 a 12|#|=

aQ | J|H=
5 a, =1IE
Mass Ad] Approval o | Apprave Mass Merit Approval |3 | Approve

To assist planning, data can be downloaded at any time to Excel. Click “Save” to save
myHR data before downloading. Click the spreadsheet icon.
Note: Ensure pop up blocker is off to download items.
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Favorites ~ Main Menu »

Self Service

SAU:

Total Current Salaries:

Goal Merit % Increase

~ > Base -

sal Plan: FAC

Total Adj Salaries:

Total Adjustment

v » Meritby SAU - Faculty

Total Adjustment
and Merit Change:

Total Adjustment %

A Q =

Vindow | Helo | Personalize Page

6/1/18

Amount Change: Change:
Goal Merit Increase Totsl Marit Total Merit %
Amount Amount Change: Change:
Personalize | Find | View 100 | /| Lis  First * 150171 ’ Last
Position || Adustment [lF7SI8 | Reappointment | Promotion || All Fieids
Empl ID E"":;ﬂlmm I""’,"m_i Comp Rt Annual Rt [%inc |Sinc ohange  |NewcompRt |WewamRt  |NewrTesal  [SST I ‘
T T
1 P la| 5313430000 1.00 53130000 5,366.56 643987 12|[# (=]
2 [ la| 727859000 8731908 | s|l+|=]
3 [ Q| 5816250000\ 69,795.00 12|[#|=]
4 Q| 6402200000 7682640 o|H|=
5 @ 4681880000\ 5618256 | n|#=|=

Mass Adj Approval @ | Approve | Mass Merit Approval |, | Approve |

alSave | ot Relumio Search | ff | Previousinlist |4 | Nextinlist | =] Nolify

Bl psxis o]

(St ] x

Select the downloaded item.
Note: Ensure pop up blocker is off to download items.

66

ps [Protected View] - Excel = [m}
Home  Insert  Pagelayout  Formulas  Data  Review  View  ACROBAT  Q Tellmewhat Anna Chapman &} Share
) PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit i's safer to stay in Protected View. Enable Editing x
AL < f || EmpliD o
A B c D E F G H 1 J K L M [«
1 | EmplID |Empl Record Name Merit Approval| Comp Rt | Annual Rt |% Inc| $inc | Change Amount | New Comp Rt | New Ann Rt | New FTE Sal [ Cont Pd
2 P 5531343 6376116 1| 5313 5313 536656 64,39872| 64,398.72 12
3 7,276.58| 87,319.08 9
4 5,816.25 69,795.00| 12
5 6,402.20| 76,826.40| [
3 468188 56,18256 11
7 P 5,958.76( 71,505.12 11

Data downloaded to Excel appears as it does on merit increase pages. Click “Enable
Editing” to manipulate data.
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Favorites Main Menu v > ~ > BaseC ~ > Meritincreases v >  Merit by SAU - Facully

< Self Service

New Window | Help | Personalize Page

SAU: Sal Plan FAC

— Total Adjust it
Total Current Salaries: 5 Total Adj Salaries: e

and Merit Change:
Goal Merit % Increase Total Adjustment Total Adjustment %
Amount Change: Change:

Goal Merit Increase Total Merit Total Merit %
Amount Amount Change: Change:

Personalize | Find | View 100] L'/ | L& First ¢ 150171 ' Last

Position || Adjustment | [J]IZE0 | Reappointment || Promotion | AllFields

IEmnI D :':'::NINnnu et var [Comp Rt AnnualRt  |%Inc |$inc ﬁm NewCompRt |NewAnnRt |NewFTE Sal IS;’“ | | |
1/1055305 0|Katz Kyla Brundage [P || 5313430000 63.761.16 1.00 53.13//53.130000 5,366.56 64,398 72
2|1058018 0|Rankin Jane Louise Q| 7276590000 ©7319.08
[ - Pusater Kimberly 2 - .
5371 y s !
3|2587148 (] oo Q| 5816250000 60,795.00
41018535 0 |Block Frances K | 6.402200000) 76:826.40
52532577 0|chw Carolyn Grace Q| 4581880000 5618256
Mass Adj Approval a |_Approve | Mass Merit Approval @ |_Approve |

[F\Save | G Retum to Search | 1] Previousin List_| 4[] Nextin List | =] Notiy

Note: Select “View All” or “View 100” to ensure all employees are visible. Also, data can
be sorted by clicking the column header.

68

Favorites » Main Menu + » G » » BasaC > Merit Increases » > Merit by SAU - Faculty

€ Self Service

Mew Window | Halp | Parsonalize Pags

SAL: Sal Plan: FAC

Total Adjustment

Total Current Salaries: 1 Total Adj Salaries !
and Merit Change:
Goal Merit % Increase Total Adjustment Total Adjustment %
Amount Change: Change
Goal Marit Incranse Total Merit Total Marit %
Amount Amaount Change: Change

Personalize | Find | View5 1" | Ly First * 110001171 ' Last

| \uPosition [ Wit | i otion | All Fislds

[ |tmn|ID |El’u'u.|"m |:';"":mt|cnmpm ]Mnum |-.mc |$Im: ] [mcmnnkt Wewann Rt |New FTE Sal [,c,ﬂ”'“l | ]
1 [+ } 5313 [} & 100 [ 00 ] A 64 3% 6 3 12 12| 8=
2 a 100 1217 12770000 9|4l |l=
. .."' 10 | 2| |=
4 Lo} [ 1.00 HENS
5 Q 1.00 472,10 1|1 =
a E(E
T a + |[=

v Review all tabs to update necessary appointment and merit increase data on the
MERIT BY SAU — FACULTY page. Submit approval codes for all entries. Click “Save”.

Note: Select “View All” or “View 100” to ensure all employees are visible.
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Faculty Merit Approval

Planning Entry has taken place or is in process
No Entry No merit increase if employee is not active by 9/1
£ Evaluation Only |Merit not granted to entire SAU based on economic
(Staff only) environment; performance evaluation is entered
Z Zero Merit not granted based upon performance
(Staff only)
Dept Approval | Department level approval
School Approval |School level approval
Rejected Merit has been rejected and must be re-evaluated
Administration | Final Approval from Administration
70
Favorites v > > Base ¥ » Mertincreases~ »  Merit by SAU - Faculty

New Window | Help | Personalize Page
Merit by SAU - Faculty
SAU: Sal Plan: FAC
Total Adjust
Total Current Salaries; ) Total Adj Salaries: otal Adjustment
and Merit Change
Goal Merit % Increase Total Adjustment Total Adjustment %
Amount Change: Change:
Goal Merit Increase Total Merit Yotal Mark %
Amount Amount Change: Change:

AESocaon| o Ve Ay .-I1 TR, S TOTATI - ATee

Rosition | Adjustment [T | Reappointment | Promotion | Al Fields

[Empl [ Merit U Change Cont
|Emmm Emol [ame et Jcomo e |mm ol Rt |!.|n< |§mc |Amml |mw|:ﬂmpn| newannmt  [newrrEsa  [Co | | ‘
3 D |a | @ |=
P Ia HES
0 o n|#]=
| & D o n|=|=
B D S

Mass Adj Approval | Approve Mass Merit Approval D@ |_Approve

* Returnto Search | [t | Previous n List | & | Nextinlist | =] Notify

Once planning data entry is complete, submit the “D” department level approval or
“S” school level approval. Click “Save”.
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myHR Examples

3. Staff with Discretionary Increase

Merit by SAU — Stalff
Merit by Employee — Staff

Northwestern 72

Favontes = Mamn Manu = > G » » BaseC = »  Meritincreases = 3 Ment by SAU - Staff

< Self Service

NW Merit by SAU - Staff

nter any informanon you have and cick Search. Leave fieds biank for a st of all values.

| = Search Criteria

Case Sensitive

Search Glear, | Basic Search &7 Save Search Griteria

Enter a Salary Admin Unit (SAU) and click “Search”. MERIT By SAU pages can also be
viewed by clicking “Advanced Search” to refine results.
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Favontes = Man Manu = > G * » BaseC = » Mertincreases = > Ment by SAU - Staff
< Self Service

NW Merit by SAU - Staff

Enter any informanon you have and cick Search. Leave fields biank for a st of all values.

[~ Search Griteria

Dept Hame | bagne with

Case Sensitive

Search Results

Wiew All First ' r#cls ' Last
MW Salary I pt Name _|satary Plan,
42000 WED-Buehie EXS
442000 MED-Cr He EXS
442000 MED-Humani EXS
442000 MEDQ:-IPHN EXS
442000 Megd-Cirily  EXS
442000 MED-Byshie NEX
442000 MED-Ctr He NEX
442000 MEDJPHM NEX

Enter a Salary Admin Unit (SAU) and click “Search”. MERIT By SAU pages can also be
viewed by clicking “Advanced Search” to refine results.
Note: Results displayed are limited by myHR security access.

74

Favontes = Mam Menu = > G » » BaseC = » Merntincreases = > Ment by SAU - Staff
< Self Service

i Window | Heln
NW Merit by SAU - Staff

Enter any informanon you have and cick Search. Leave fields biank for a st of all values.

[~ Search Griteria

NW Salary Admin

Case Sensitive

Search Glear | Basic Search & 5 Search Col

Search Results

Wiew All First ' r#cls ' Last
MW Salary I pt Name _|satary Plan,
42000 WED-Buehie EXS
442000 MED-Cr He EXS
442000 MED-Humani EXS
44 ME-IPHM _EXS
|"’!2WJ Med-Cirila  EXS |
442000 MED-Eyehie NEX
242004 HED-Cr He MNEX
442000 MEDJPHM NEX

Select an SAU with the corresponding Department Name and Salary Administration
Plan (Salary Plan). Note: Multiple Departments can be listed under the same SAU.
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Favorites » Main Menu = > G ~ 3 BaseCi ionw > Merit > Merit by SAU - Staff

< Self Service A Q = ®

New Window | Help | Personalize Page

Merit by SAU - Staff

SAU: Sal Pin: MEX . ReCalculate | Salary Planning Instructions
Budgeted Merit % Incr: g, Dudasid Disesutinary. - % Total Current Salaries

Budgeted Discretionary §: L
Budgeted Merit § Incr Total New Salaries:

Total Discretionary % Spent: 0.009% - 1 ”
Total Merit % Spent 000% oo e 000%  Total % Salary Increase: %

fotal Discretionary $ Spent: 0.00
Total Merit § Spent: 0.00 Total Budget 0.00
Total § Increase: 0.00

Total Budget § Remaining

Personalize | Find | View All| (2 s First ' 1-50f89 ' Last

m Dollar Amount  New Annual Rate Al Fields

Merit |ne0iD | Dept Name Job Title D Name Grd |Quanitle]  Comp Re Annl Rt Perf Eval Perf Eval Staws | Merit%
AEZI Incr
1 & ProgAsstz 22 120000 43,299 90 |Achieving Q@ |Activated
| 2/ e TeshSupSpe 27 470000 57,357 36 |Achieving Q |Actvated
3| AdmnAsst3 21070000 43,994 16 |Achieving Q,|Actvated
o Ja| ProgAsst2 21290000 41,675.18 |Achieving Q |Activated
s Ja| TeshSupSpe 28 710000 47,957 18 |Achieving Q@ |Actvated

Mass Merit Approval | | |_Approve |

Ll save | [ah Retumito Search |4 | PreviousinList |4 | NextinList | =] Notify

Top calculations and a grid of all staff in that SAU will display. New for FY19, the
Performance Evaluation column will automatically populate the Performance
Excellence rating nightly from myHR Learn.

76

< Merit by Employee - Staff

B Windaw | Helo | Personalize Pacd
Merit by SAU - Staff

AL $al Pin: NEX | RoCalolals, | etary Planemg Instuchars
Budgeted Marit % Iner- MR DL :: % Total Gurrent Salaries
Budgeted Discretionary 5: =
Budgeted Merit § Incr Total New Salaries:
Total Discretionary % Spent: 000% -~
Tetal Marit % Spant: T R 0% Total % Salary increase: 0.00%
0.00
Total Merit $ Spent: 600 Total Budget 0.00
Total § Increase: 000
Tasal Gusnsa £
Message |
! Performance Evaluation Cannat be Blank | T
Warit rfEval | Merit %
Apge Dept 10 |umm. Perf Eval oy T
The PeopleCode program executed an Ermor statement, which has produced this message ]

[ =

2| o, Teshsy O lm:hwng Q, |Activated

3| o, Admn Az 2T TR0 TITTE] Achieving Q |Activated

4 a ProgAsst2 21.290000 41,675.18 Achueving 0, |Activated

5 a ! TeshSupSpe 28710000 AT 957 18 Achueving 0, |Activated

Mass Merit Approval | |3 | Approve_|

[l Save ||ioh Retunto Search | %] Previousinbist | o | Mextinlist | ) Nowty |

Note: The rating is required to submit merit increase values. Performance Evaluation
column cannot be deleted or left blank; an error message will appear. If manual changes
are entered, the nightly process will override data. Please update Performance

Excellence ratings directly in myHR Learn. .
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Favorites » Main Menu > G ¥ > BaseCe v >

Meritincreases » > Merit by SAU - Staff

< Self Service

New Window | Help | Perscnalize Page
SAU: Sal Pin: NEX ReCalculate Salary Planning Instructions
Budgeted Merit % Incr % BRigutac IHAEfti Snay, s % Total Current Salaries
Budgeted Merit $ Iner Bedgeted Discationasy §: Total New Salaries:
Total Merit % Spent :m: :w“m"” :’:Pm Total % Salary Increase: %
o M st voo fotal Discretionary § Spent ) Total Budget 0.00
Total § Increase: 0.00
Total Budget § Remaining
Personalize | Find | View All| (| s First ' 1-50f89 ' Last
Dollar Amount  New Annual Rate Al Fields ]
x‘”i" DeptID anp:Nnme IJDIJ Title ] D anmu IGrd ]Quanlle] Comp Rt Annl Rt Perf Eval Perf Eval Status| ”;:i‘r%
1 |Frog 22 120000 43299 90| Achieving @ |Activated
2|l ih’-shﬁu,ﬂﬁ 57,357.36 | Achie
3\7 Q Vlaamnr«» o |pchicng |Activated ii
I |Pragasstz 41,675.18 | Achieving [ |
r\ <} :Trsh‘au:S:-Er 47957 18| Achieving
Mass Merit Approval Q| Approve
i\ Save | [oh Retumnto Search || % | PreviousinList |4 | NextinList | [=] Notify
Enter the merit value for each staff member in one of the four tabs. Only one merit
value (% Increase, Dollar Amount, or New Annual Rate) is required; other fields will
calculate automatically.
Note: Tabbing (vs. clicking) between fields allows values to calculate properly. 8

Favariies = > G » » Baseli -

MentIncreases » 3 Ment by SAU . Staff

£ Self Service

e Window | Help | Berscoalize Page

SAU: sal Pin: NEX ReCalculate Salary Planning Intryctions

Budgeted Merit % Incr: Budgeted Discretianary %: % Total Current Salaries
Budgoted Discrotionary §:
Budgeted Merit § Incr Total New Salaries:

Total Discretionary % Spent

Total Merit % Spant: 0.008 Tetal % Salary Increase: %

Tatal Discretionary § Spent Total Budget

Towal Merit § Spant

Total § Increase:

Total Budget § Remaining
Personalize | Find | View Ml | | e Fist © 1-5of89  Last
Dollar Amount. New Annual Rate All Fredds.

|:;:I' |(»|1n|1 [mp: Nams |JM| Tila [ il Hama | Grd |qmn||a| Comp Rt Annl By Part Eval

Marit %
Imer
) Q,
Mazs Merit Approval | ) | Approve
il Save | ot Returndo Search | 8 | Previous in List | 4 | Mestin List | 5 Natify
% Increase Tab:
Enter merit value by percentage in the Merit % Increase column and “Tab” to update.
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6/1/18

5 Ment by SAL . Stall

biew oo |
| et by 5002 502t |

83 Pin X ReCaicutmte |  Salary Placcis;
Budgeted Discrationary %

Budgeted Marit % bnc

Total Current Sataries
Budgetsd D

onary §
Budgated Mavit § incs Total Hew Salaries

uary % Spant
Totsl Mart % Spent

Total % Salary increase:
Total Discretionary § Spent -
. Total Budget
Total Mart § Spent
Total § Increass:

Total Budget § Remaining

s ] el el Eval | Mack Harw FTE
B e T T Il ol T T s

Mass MermApproval | ) | Approve

P Rustusn o Search. | #] Prevous o List._| . st it =7 oty

% Increase Tab:

Enter merit value by percentage in the Merit % Increase column and “Tab” to update.
New annual rate will calculate automatically. Click “Save”.
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Favariies » Main Menu = » G * » Basel

»  Meritincreases » > Menit by SAL - Staff

< Self Service

Mew Wingow | Help | Perscnalos Pags
Marit by SAU - Staff
SAU: Sal Pln: NEX ReCaiculate Salary Planning Instuctions
. Budgeted Discrationary %:
Budgeted Merit % Iner: %

% Total Current Salaries
Budgeted Discretionary §: .

Budgeted Merit § Incr Total New Salaries:

Total Marit % Spant Tatal Biscretianary % Spent Total % Salary Increase:

Total Discretionary § Spent:
Total Merit § Spent:

Total Budget

Tatal § Increase:

Total Budget § Remaining

Personalze | Find | View Al| L7 | s First ‘15 of 58 Last
— New Annual Rate | A ik
:;L"’ ||an| i} |11|1|'v| Nama |Jnn Titke [ ] ]Nam ]c;m lL!uln\lh| Comp Rt | Annl Rt l Fart Eval

Pert Eval Status | Marit § Incr |
@ Proghsst2 43,288.90 | Achiewing
2| ey TeshSupSpe
3 la admn

ProgAsst?

Mass Merit Approval 0, Approve

i\ Save | [oh RetumntoSearch | | PreviousinlList | & | Mextinlist | [ Moufy

Dollar Amount Tab:
Enter merit value by dollar amount in the Merit $ Increase column and “Tab” to update.
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> Mentincreases = »  Ment by SAU - Staff

New Window | Help | Personaige Page
Merit by SAU - Staff

SAU: $31 Pin: NEX ReCaicuaie | Salary Planning nsiructions
Budgeted Merit % Iner: - uddeted CEssritionary % % Toual Current Salaries.

Budgeted Merit § Incr Bunnel.!d DI“"“OTJW & Total New Salaries:

o e Spe ik (D 009% smyrs .
Total Merit $ Spent: R RNk e 000 Torl Budget

Total § Increase: 0.00
Total Budget § Remalning

Personaicze | Find | View Al | | Lv' First ' 15089 ' Last

% Increase iNew Annual Rate Al Fields,

[ o Joouo [oosrime Jowrme | 0 [oome [ou Jowose] corom | mva | reien [ ot [ g e | e W

I a o S48100

3 .Y

a

Q
wass et Appeovl e D
 Retum to Search. 1_| Previous m List & | Nextin List ° Nty
Dollar Amount Tab:
Enter merit value by dollar amount in the Merit $ Increase column and “Tab” to update.
New compensation rate will calculate automatically. Click “Save”.
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Favorites v Main Menu ~ > G ionv > Base C w» » Merntincreases~ >  Ment by SAU - Staff

< Self Service

Mew Window | Help | Personalize Page
Merit by SAU - Staff
SAU: Sal Pin; NEX ReCalculate |  Salary Planning Instructions
iscreti %:
i ,, Budgeted Discretionary %: ——

Budgeted Discretionary $:
Budgeted Merit $ Incr Total New Salaries:

Total Discretionary % Spent

Total Merit % Spent: 000% 1m0 ‘s Total % Salary Increase: %
otal Discretionary $ Spent: 000 e
Total Merit § Spent: Total Budget 0.00
Total § Increase: 0.00

Total Budget $ Remaining

Personalize | Find | View Al 1| Ly Fist * 150789 ' Last

% Increase | Dollar Amount m All Fields.

r“i" DeptID |Dept Name Job Title | D Name l Grd |Quartite]  Anni Rt Perf Eval Perf Eval Status | Merit ‘:““' P':“I;l‘
1l ProgAsst2 | 4329990 |Ac |Activated
2| e TeshSupSpe | 57,357.36|/Achievin vated |
kY AdmnAsst | 43,994 16| Achiev Q_|Actvated |
4 o ProgAssi2 | 4167518 |Achieving Q |Activated |
s la TeshSupSpe| ‘ 47,957 18 | Achieving Q |Activated |
Mass Merit Approval | || Apprave,
) Save o Return to Search 1| PreviousinList |4 | NextinList =] Notify.

New Annual Rate Tab:
Enter merit value by dollar amount in the Merit Annual Rate column and “Tab” to update.
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Favontes v Main Menu v

< Self Service

> Compensation~ » Base Compensation= >

Meri Increases Mt by SAU - Staff

SAU: Sal Pin:

Budgeted Discretionary %:
Budgeted Merit % Incr: %

Budgeted Discretionary §:
Budgeted Merit$ Incr

Total Discretionary % Spent:
Total Merit % Spent: 0.00%

Total Discrationary § Spent
Total Merit $ Spent: 00

Personalize | Find | View Al | (2] Ly First ' 180189 ' Last

NEX ReCalculate Salary Planning Instructions

% Total Current Salaries
Total New Salaries:

000%  Total % Salary Increase:

000 Total Budget
Total § Increase: 000

Total Budget § Remaining

New Window | Heln | Bersonalize Page

9% Increase

Doilar Amount All Fields.

[E;.‘;" |I‘.llp|ID |n-pxmm. |JohTIlll | D Name |G(d |uuann.| Annl Rt Part Eval Part Eval Status
1 la ProgAsst2 : 43,299 90  Achieving @ |Activated
[ Q | TeshsupSpe 57,357.36 | Achieving @ |Activated 5800464 54,370.35
a AdmnAssta 43,994 16| Achieving Q |Activated

e Praghsst2

TeshSupSpe

Mass Merit Approval | Q| Approve._|

b Retum to Search | 1| PreviousinList | 4] NextinList

<] Notiy,

Achieving

3 | Achieving

New Annual Rate Tab:

Enter merit value by dollar amount in the Merit Annual Rate column and “Tab” to update.

New annual rate will calculate automatically. Click “Save”.
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Favorites . Main Menu v

< Self Service

> Compensaton~ 5 Base Gompensaton= o

Mert Increases = > Merit by SAU - Staff

SAU $al Pin:

Budgeted Discretionary %:
Budgsted Merit % Incr: %

Budgsted Discrationary §:
Budgeted Merit $ Incr
Total Discretionary % Spent
Total Merit % Spent: 0.00%

Total Discretionary $ Spent:
Total Merit § Spent

nalize | Find | ViewAll || L& First * 180189 ° Last

NEX ReCalculate Salary Planning Instructions

% Total Current Salaries
Total New Salaries:
000%  Total % Salary Increase: %
0.00  Total Budget

Total § Increase:

Total Budget $ Remaining

New Window | Help | Personalize Page

P il New Annual Rate [T
[:IZ;:,' |D-pnn |n-pm.mn |.rnhm|- | ) Name |c-¢ |uuann.| Annl Rt Parf Eval PartEval Smpps || MeritAnall || Merkt, | New | [iNew FTE
1 Ja ProgAsst2 43,299 90| Achieving 4416120 200 44,161.2C

shSupSpe

a |Progasstz

TeshSupSpe
Mass Merit Approval | | Approve |

) Save | [ch Retum to Search | 7| PreviousinList_| 4| Nextin List

] Notify,

57,357.36 | Achieving

43,994.16| Achieving

New Annual Rate Tab:

Note: New annual rate will automatically round to a number that can be paid biweekly

or monthly.
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v v 7 Wi by SAU - Siafl

Newe Window | Lielo | Personaize Pane

Sai Pin: NEX ReCaiculate |  Salany Planning Instructions

Budgetsd Merit % Incr s Do 4 Total Current Salaries
Budgeted Discretionary §:

Budgeted Merit§ Incr Total New Salaries

Total Discrationary % Spent . %

Total Merit % Spent: S is Total % Salary Increase:

otal Discrationary § Spent: y00

Total Merit § Spent 000 Total Budget

Total § Increase:

Total Budget § Remaining
Personaiize | Find | View M| L] L3 First * 15of89 ' Last
s%increase | Dokar Amount | New Annual Rare . [N

ProgAsst2
Q
Q
Mass Merit Approval 2 Approve

fSave | o Rewmio Search |5 Previous st | Nextin ist_| = Nouty

All Fields Tab:
View and enter all merit values on the “All Fields” tab. If available in budget,

discretionary increase values are available on this tab. Enter a new discretionary value
in the appropriate Discretionary column.

86
Favorites v Main Menu + » G » » Base s * 3 Mentincreases 3 Ment by SAL - Staff
b Wi | b | Prsanaize Page
potevarsuus | Mot | Mot | oMot | st | Osewionays | S | T [ oo [onpmn | e [rress [MulTElaer [ vossesn
A 200 0.44 22 5 4416120 200 0 B61.30 £4.9E Chaprman A
hapman Anna
All Fields Tab:
Note: Non-exempt staff can only receive discretionary dollar amount to be added to
hourly rate.
87

6/1/18

44



Favoriles » Main Menu

New Window | Help | Personalize Page

> Compensalion» > Base Compensation~ > Meril Increases = > Meri by SAU - Staif

Merit | Mert Werit Werit | Discretionary

Perf Eval Stotus | o lnee | siner | compRt | Annual Rate % Incr DiscrLump o’y
ctivated 1.00 3056 399 50 0.25

\ctivated 104 4222| 408333 4900000

Activated

\ctivated

\ctivated

Towl | Totl New  |Annual New New FTE Std
%ince | Sincr | CompRt |ChgAmt | AnniRt {”E Al I Sal |"' af [Nrs | Updad By
1.25| 49.450850,

104 42220000) 408333 50864

5p|Chapman Anna
50|y

48,990 96 48,493 32| 48,569 96| 100,00/ 37 50| Capman Amna

48,500.04 100.00{37.50

All Fields Tab:

Note: Exempt staff can receive discretionary percentage to be added to merit increase
total or discretionary lump sum, which is a one time payment.
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Favorites = > > e

Maw Windew | Hele | Parsenalize Page

= 7 Meril by SAU - Slall

Medit Medit Werit Merit Discretionany . Total
EaTE s“‘“"I Sincr | 8 nor I(‘«nu R | Anewal Rate | % bner ]"“"' Lump Sum $ | o

poctivated
b cobvated

Totsl Wew  [Ansusl N
5 Iner Comp A1 _|Chg Amt Aneil Rt

Kew FTE St
Irn:su | .~ I-an E l Updated Dy
155 A7 47608 |47 476,08 100.0

17 £ [Chapman Anna

6 08

404111 48,493.32 | 48,493, 32 | 48,453 32| 100.00 |37 50 | Lhapman.Anna

All Fields Tab:

planning process.

More data columns are available in the “All Fields” tab and can be helpful during the
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Favortes + ManMenuw > Compensation~ > BaseCompensaion~ > Menitincreases~ > Ment by Employee - Staft

A Q=EE@

New Window | Help
NW Merit by Employee - Staff

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

[ = Search Criteria

NW Salary Admin |

Dept Name | begin:

Salary Administration Pian| be

Case Sensitive

Clear | Basic Search (& Save Search Criteria

If a discretionary increase is submitted, the MERIT BY EMPLOYEE - STAFF page must be
updated with a reason for each applicable staff member.

90

= & Mot by Empioyon - Stafl

e Windorw | Haln | Parsonalize Pags

D Name: SAL
Sal Fin: Sed His: Grd: Salary Planning Insinuctions
et 10: Dept Hams: Fesn End Dt # Posn Indat End
Fos 8 Type: STF  Catg: NEX New Posn End Ot: = Méw Posn Indef End
Marit Increase
Meiit Appr: P |0, PerfEval A Y, PerfEvel Staus  Actwated
% FT: Mt % lace: 250 Discrationary 5: 0,16 | Total % Iner
‘I::‘:mp g Herksiner Discratianary % Inexz| 055 Anmual Chy Ame
Annl Re 3 Mt Comp Rt New Comp Rz
FTE Sal: Mlasit Annl He: Hew Annl Rt
Quantile 4 Comment Adfust vile Hew FTE Sak
Frep Appr: a Appt End De: < Indef End Tenure:
New Appt End: W New Indet End Cont Per
| Prometion
Jb Cd: Job Tithe
From Appr: New Job Cd: Hew JabTitle:
| Audit |
Updated Dy Update DateTime:
Pert Eval Last Updatod by BATCH Parf Eval Last Update Date Time: 032172018 2.3

R o Sech| (21 ey

The MERIT BY EMPLOYEE - STAFF page displays individual employee information. The
Comment field must be completed to apply a discretionary increase.
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Favarites Main Manu = * »  Base L] =+ Moot by Empioyon - Stafl

g ingow | Hain | Parsonaize Pags

1D: Hame: SAL;
Sal Fin: Std Hirs Grd Salary Planning Instructions
Dt 10: Dt Harme: Prwn Enel Dt % Poge Indef ind
Fos 8 Type: STF  Catg: NEX New Posn End Ot: = Méw Posn Indef End
Merit Increase
Merit Appr: PG Perf Eval Ak %, Pee Eval Status Actatad
T Mt % lace: 250 Discrationary 5: 0,18 Total % Iner 306
Comp y Mo iner > Oincrationary % iner:| 558 Annual Chg Ame 174
i 5% 3 Mesit Comp Rt New Comp Ru:
FIE Sal 5% W el Rt
Quanily 4 Conameat Covered tasks for EE on leave Nerw FTE Sal 58725 00
- a Appt End De: # Indat End Tenure:

Mew Appt End: W New Indef End Cont Per

| Premotion

Job Cd: Job Tithe:

From Appr: New Job Cd: Hew JobTitle:

| At |
Updated
Fort Eval Last Updated by

Update Date Time:

Porf Eval Last Update Date Time: "3 03212018 230 46P0

BATCH

i) Save | | Rewrn 1o Search | =] Moty

Note: The MERIT BY EMPLOYEE — STAFF page allows users to see when the Performance
Excellence rating was last updated. The Performance Excellence rating is uploaded
automatically from myHR Learn; batches are uploaded nightly.
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Favontes = Mamn Manu = > G » » BaseC = » Mertincreases = ;> Ment by SAU - Staff

< Self Service

NW Merit by SAU - Staff
Enter any informanion you have and chick Search. Leave fiedds biank for a list of all values.

- Search Criteria

Case Sensitive

Search Glear | Basic Search & 5 Search Col

Return to the MERIT B SAU - STAFF page. Enter the Salary Admin Unit (SAU) and click
“Search”.
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Favorites v Main Menu » > G v > BaseC

» > Meritincreases» >  Merit by SAU - Staff

< Self Service

New Window | Help | Personalize Page

Sal Pin: NEX ReCalculate Salary Planning Instructions
Budgeted Discretionary %:

Budgeted Merit % Incr:

% Total Current Salaries
Budgetad Discrationary $:

Budgeted Merit § Incr Total New Salaries:

Total Discrationary % Spent: 0.02% . ; -
Total Merit % Spent: [ T —— &5 02%  Total % Salary Increase: 028%
fotal Discretionary $ Spent:
Total Merit $ Spent Total Dddget
Total § Increase:
Total Budget $ Remaining
Personaiize | Find DI st Azorss Lo
% Increase New Annual Rate || All Fields
Merit DeptID  |Dept Name Job Title D Name Grd |Quartile Comp Rt Annl Rt Perf Eval Perf Eval Status | Merit § Incr
Appr
8| o FinAsst 22.160000|  43,378.20| Achieving Q |Activated 028
Q AdmnAsst2 21620000  42,321.15|Achieving Q [Activated 018
i lasiitece Rk |
Q AcctCordSr 38.140000|  74,659.05| Achieving Q |Activated 0.10]|
1| e ProdEqupSp 26300000\  54,914.40| Achieving Q [Activated 039
12 la AcctSpecsr 23020000\ 24,032 88| Achieving Q [Activated 0.46)
|
Mass Merit Approval | @ |_Approve.

HSave | [oh RetumntoSearch | t | PreviousinList |4 | NextinList | [=]Notify

At any time, click the “Recalculate” button to update the top calculations. The “Total”
fields will update to reflect the most current entries from the grid below.
Note: The “Recalculate” button does not save entries.
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Favorites v Main Menu > G ~ > Base(

w > Mentincreases» >  Ment by SAU - Staff

< Self Service

New Window | Help | Personalize Page

SAU sal Pin. NEX | ReCalcuiate Salary Planning Instructions

Budgeted Discrationary %: h
Budgeted Merit % Incr: i peredLiscmdonary % Total Current Salaries
Budgeted Diseretionary §

Budgeted Merit $ Incr Total New Salaries:

Total Discretionary % Spent:

Total Merit % Spent 000% roin . Total % Salary Increase: 000%
9% Total Discretionary $ Spent: e
Total Merit § Spent: 0.00 Total Blidgat 009
Total § Increase 0.00
e Total Budget § Remaining
Personalize | Find | View All| . First ' 150f89 ' Last
% Increase | Dollar Amount  Né oo ,m
Merit Joeptin [DeptN Job Tit o |w Grd |Quartits|  Comp R Annl R Pert Eval Pert Eval St Mariugl| | Moo
Appr |05Pt ept Name ob Title Jame rd |Quartile omp Rt nnl Rt erf Eval erf Eval Status. % lncr $loer
. L
ProgAsst2 22120000|  43,289.90  Achieving Q |Activated
TeshSupSpe 57,357.36| Achieving Q |Activated
AdmnAsst3 43,994.16| Achieving a
ProgAsst2 21290000|  41,675.18| Achieving
TeshSupSpe 28710000  47,957.18| Achieving
Mass Merit Approval Q| Approve

[5h Returnto Search | 4 | PreviousinList | 4 | NextinList || Notify

To assist salary planning, data can be downloaded at any time to Excel. Click “Save” to
save myHR data before downloading. Click the spreadsheet icon.
Note: Ensure pop up blocker is off to download items.
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Favorites » Main Menu » > G ~ 3 Base > 3

Meritincreases » >  Ment by SAU - Staff

< Self Service

New Window | Help | Personalize Page
Merit by SAU - Staff
SAU: Sal Pin NEX ReCalculate | Salary Planning Insiructions
Budgeted Merit % Incr: . TN Discastionwy ot % Total Current Salaries
Budgeted Discretionary §: 0.00 i
Budgeted Merit $ Incr Total New Salaries:
Total Discretionary % Spent: 9 y —_—
Total Merit % Spent 0% 1o Drvered iy 000%  Total % Salary Increase: 0.00%
otal Discretionary pent. 0.00
Total Merit § Spent: 0.00 Total Budget 008
Total $ increase: 0.00
Total Budget $ Remaining
Personalize | Find | View Al | (/| L First ¢ 150169 ' Last
% Increase | Dollar Amount | New Annual Rate XTI
g;; lDapl D Iﬂlp( Name Job Title | o ]Nnmn Grd |Quartile] Comp Rt Annl Rt Perf Eval ] Perf Eval Status 5??:; ;‘If"c“,
. T
1 Ja ProgAssiz 22120000|  43,289.90| Achieving Q |Activated
2| Ja TeshSupSpe ‘ 27.470000|  57,367.36| Achieving Q |Activated
3 o, AdmnAsst3 | 21.070000| Achieving Q [Activated
4 ProgAsst2 pal 29000[}1 41675.18| Achieving Q |Activated
5 28 "TEIEZ‘L‘i 47 957 18 | Achieving Q |Activated
Mass Merit Approval Q| Approve |
x| Save | [t Retunto Search | 1 | Previousinlist |4 | Nextinlist | ] Notify
‘ .
Bl psads A Showall | X
Select the downloaded item.
Note: Ensure pop up blocker is off to download items. o

) [Protected Vi ® - 0 X

Home  Inset  Pagelayout  Formulss  Data  Review  View  ACROBAT  Q Tell mewhat

Anna Chapman £} Share

o PROTECTED VIEW fromthe 'to edit, it's safer to stay in Protected View. Enable Editing x

A1 ~ £ | MentAppr -
A B 4 D 3 F G _H ] J K L M N o -

1

2 IMEfIU\ppr Deptid|  DeptMame Job Title n Name \em Quartile |Comp Rt| AnnlRt | PerfEval |Perf Eval Status | Merit § incr | Merit Comp Rt | Merit % Incr

3 [ProgAsst2 22.12| 43,293.90|Achieving |Activated 0.44) 22.56| 2|

4 Tesnsupspe 27.47| 57,357.36|Achieving |Activated 0.31] 27.78| 1.12)

5 [AdmnAsst3 21.07| 43,994.16/Achieving |Activated 0.26) 21.33 1.25)

6 [ProgAsst2 21.29| 41,675.18/Achieving |Activated

7 I Teshsupspe 2671 47,957.18|Achieving_|Activated 0.36] 2,07 125

8 Progassta 23] 45,022.50|Achieving_|Activated 0.29] 23.29) 125

9 [Adminassta 29.11] 56,982.83| Achieving_|Activated 0.29] 25.4) 1]

10 [ FinAsst 226 43,378.20|Achieving_|Activated 0.28] 24 125

n L [Admnasst2 21.62] 42,321.15Achieving _|Activated 0.16} 21.7 0.75]

12 |AcctCordSr 38.14| 74,659.05|Achieving |Activated 0.1 38.24| 0.25

Data downloaded to Excel appears as it does on merit increase pages. Click “Enable
Editing” to manipulate data.
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< Merit by Employee - Staff

Newe Windaw | Heln | Personalize Paos

SAL: 8al Pin MEX. ReCalcutate. Salary Planning Insiuctons
Budgeted Merit % Incr: 4, Dudgeted Discretionary %: % Total Current Salaries

Budgeted Discretonary & :
Budgeted Merit § Incr Total New Salaries:

Total Discrationary % Spent:

Total Merit % Spent: Total % Salary Increase.

Total Discretionary § Spent

Total Merit § Spent: Total Budget

Total § Increase: 000
Total Budget § Remaining

Personalize | Find [View#8] /| L Fist ' 150f59 ' Last
% Increase: m New Annual Rate | Al Fields

M [an‘lD lDepﬂNme |Johli|le [ ] ]Name |Grd [Quunilel Ceompre )[ Anal Rt Perf Eval Perf Eval Status | Merit § Iner
| |Propasst2 IC\ k column heading to g Jfictated | 0

2 a TeshSups, 0, | Actvated 0.31
3oy Adrmnfsstd Q |Activated
4 Q Froghssi2 Q, [Activated
5 @y TeshSupSee @, |Activated
Mass Marit Approval 0| Approve
[l Save | (= Retumnto Search | f | PreviousinList |4 | Hestin List | ] Netify

Note: Select “View All” to ensure all staff are visible. Also, data can be sorted by clicking
the column header.
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Favonites » Main Menu « » ~ > BaseCe > * > Meritby SAU - Staff

< Self Service

New Window | Help | Personalize Page

Merkby sa -5 |

SAU: sal Pin: NEX ReGalculate. |  Salary Planning Instructions
Budgeted Merit % Iner: g iawoad Discretionaty %: % Total Current Salaries

Budgeted Discretionary $: i
Budgeted Merit § Incr Total New Salaries

Total Discretionary % Spent:

[rotal Merit % Spent: S i Total % Salary Increase: 0.00%
fotal Discretionary § Spent: i
[Total Merit § Spent Total Budget 0.00
Total § Increase: 0.00

Total Budget § Remaining

Personaize | Find | Views| /| Li  First ‘ 1690f59 ° Last

9% increase | IRl | New Annual Rate | | All Fields

:;;ir' Dept 1D [DinlNlmr |JohTilla | [} Name |Grd IQulmlel Comp Rt | Annl Rt N Perf Eval Perf Eval Status | Merit § Incr ""’"R‘f“"‘Fl Lpsbid
1 Q| ProgAsst2 Achieving 044 | 2256 200
2| 7« i pe = achieving "~ arae
3 Ja| | admnassta Achieving 21.33
4 o ProgAssi2 Achieving 2156
s Ja| 8[Achieving 038 2007 128
s la Proghsstd Achieving 2326|128
7|l AdminAsstd Achieving 9 20.4 1.00
s o TFinasst IAchieving .28 24| 125
o la [admoassz Achieving 016 278 o075
o a Accicons: 5| Achieving 010
| Ja| ProdEqupSp )| Achieving 2669|150
2] q‘ [— 24,032.88  Achieving 045 2348 2od) |
v' Enter the merit value for each staff member in one of the four tabs on the
MERIT BY SAU — STAFF page. Click “Save” to save all entries.
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Favorites = A » Ci » 3 BaseC won = > Mentincreases «  » Ment by SAL . S1aff

e Windaw | Help | Personalize Pao

SAU: Sal Pin: NEX ReCalculate |  Salary Planning Instructions
Budgeted Merit % Incr: ,, Budgeted Discretionary % % Total Current Salaries
Budgeted Discreticnary §: .
Budgeted Merit § Incr Total New Salaries:
Total Discretionary % Spent: e X
Total Merit % Spent: 0008 Total % Salary Increase:

Total Discretionary § Spent: Tetal Budget

Total § Increass: 000

Total Merit § Spent: 000
Total Buegst § Remaining

Personalize | Find | View All | 7| L+ First ' 18of8 ' Last
suincrease | el bewAnnual ate | Al Fiekds

het | Depti |Deul Hame |Ju|.| Titke | [ IN.uu |G||J]Duu|lilul Comp Rt I Anl R I Pul Eval Perl Eval smm] Mu-ilslm:ll
1|7 la, Proghsst? 43,799 50| Actueving .44
2lp o TeshSupSpe 57,357 36| Actueving 031
AdmnAssta 43,994.16| Achieving 021

|Prog 41,675.18| Achieving 021

TeshSupSpe 28710000 47,957 18 Achvewng Q@ |Activated 036

Mazs Merit Approval O Approve

20 Retumto Search =] Moty

Enter the Merit Approval Code for each staff member. Click the Merit Approval lookup
icon or enter the approval letter directly. If an entry is not ready to finalize, work can

be saved as “P” for planning. Click “Save”.
100

l

< Merit by Employee - Staff

Merit by SAL - Staff

AL Sal Pin: NEX . ReCaicutate | Salary Flanning insiuctions
Budigeted Merit % Incr: w e Look Up Merit Appr "
EBudgetad
Budgeted Merit § Incr bele
. Total Disd Select one of the following values D00%
Total Merit % Spent; 000% e pied
0.00
Total Merit § Spent: 060 0 Depirtments
E Eerf Evaluation Qnky 000

98| k& meieciea e
| ssinciease | [ETIIUNRTN] . e anuai Rate, | | |3 Sstecls

2 &

l]f;’: Dapt i Iu.p. Nama st Tiie — fr [ et Eval Part Eval Status umslul‘
e PropAsst o 00| chieving Q| petatad 04|
zle Ja TeshSupSpe 7.8 Achioving Q |ctwvated a1

| 3 | AdmnAssta b4 16| achenng Q |actrvated oz
4 o ProgAssi2 75.18| Achieving @ | Actrvated 021
5| la : TeshSupSpe E7 18| Achienng a, |Activated 038

Mazs Merit Approval | |Q | Approve. | | |

Enter the Merit Approval Code for each staff member. Click the Merit Approval lookup
icon or enter the approval letter directly. If an entry is not ready to finalize, work can

be saved as “P” for planning. Click “Save”.
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Favorites = Main Menu = » Ci = 3 BazeC = 3 Mamincreases « 3 Ment by SAL . Saff

< Merit by Employee - Staff

e Windaw | Help | Personalize Pao

SAU: sal Pin: NEX ReCalculate Salary Planning Instructions
Budgeted Discreti ! 8

Budgeted Merit % Incr: g o ocamedUiscretionany * Total Current Salaries
Budgseted Discretionary §: :

Budgeted Merit § Incr Total New Salaries:

Total Discretisnary % Spent: Total % Salary increase:

Total Budgst

Total Marit % Spent:

Total Discrationary § Spent:
Total Merit § Spent:

Total § Increase:

Tetal Budget § Remalning

Personalze | Find | View ANl | (| s First ' 1-60f69 ' Last

suincrease | [T aral  Mew Annual Rate | Al Fiskds

|:;I’1': |Dl:pl|0 |DculNamu |Ju|.|'li||e | in Name |Grd]0ua|lilu[ Camp Fu ] Annl Rt [ Pust Eval Pul[EvoISla!uslMu-i!SIm'll

a1
4 oy 0.21
5 Q TeshSupSpe 036
Mass Merit Approval 7 [O] Approve
o Save T Relum 1o Search =] MNatify
To mass approve staff in the grid, click the lookup icon or enter the merit approval
code in the Mass Merit Approval field. This field automatically populates the Merit
Approval column for all staff in the SAU. Click “Approve” to update and “Save”.
102

Favorites = Main Menu = » G » » Base = > Mentincreases » > Ment by SAU - Staff

< Merit by Employee - Staff

e Window | Heln | Persanalize Page

sAU: Sal Pin: NEX FReCalculate | Salary Plarning Insirucions
Budgeted Merit % Incr: s DBudgeted Discretionary % % Total Current Salaries

Budgsted Discretionary §: .
Budgeted Merit § Incr Total New Salaries:

Total Discretionary % Spent:

Total Merit % Spent: Total % Salary Increase: 0.00%

Total Discrationary § Spant:

Total Budget
Total § Increase:

Total Merit § Spent.

Total Budgst § Remaining

Personalize | Find |[View 5| (7| L3 Fiest < 188089 ' Last

suincrease | el bew Annual ate | Al Fiekds

:‘;;‘: Dept ID |DuplN¢|l|e IJubTi!Iu I 0 Hame |G|d Iﬂuullilrl Camp Fu | Anal Fx | Pedt Eval mr:msmalmnsmc-
! =Y 72 120000 o | Actvated 0.44
o, |Actvated
oy, | Activated
4 Q 02

a Y, |Actvated 0

1F o | Activated 0
P, 02

Y Activated 0.16

1 LY 40000|  74,659.05| Achieving o,

The Mass Approval feature automatically populates the Merit Approval column for all
staff in the grid; not just those on the current view.
Note: Existing merit approval codes of “E”, “N”, or “Z” will not change; these codes must

be updated individually. 103
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Staff Merit Approval

Planning Entry has taken place or is in process

No Entry No merit increase if employee not active by 9/1
Evaluation Only |Merit not granted to entire SAU based on economic
(Staff only) environment; only performance rating is entered
Zero Merit not granted based upon performance

(Staff only)

Dept Approval | Department level approval

School Approval |School level approval

Rejected Merit has been rejected and must be re-evaluated

Administration | Final Approval by Administration

104

Favorites = Main Menu = » G = > BaseC

SAU: Sal Pin:
Budgeted Discratienary %
Budgeted Merit % Incr:
) Budgeted Discretionary $:
Budgeted Merit § Incr
Tetal Discradenary % Spent:
Total Merit % Spent:

Total Discretionary § Spent:
Total Merit § Spent.

Personalze | Find | View ANl | (| s First ' 1-60f69 ' Last
s increase | IRl Mew Annusi Rate | Al Fiskds

| |:‘;;'!‘ |ncpno |DeplNamn |Joh'li||e | D Name

= 3 Mamincreases = 3 Ment by SAL . Saff

Bew Window | Help | Barscnalize Pag

ReCalculate Salary. Planniog Insiouclions

Total Current Salaries
Total New Salaries:

Tetal % Salary Increase:
Total Budget

Total § Increase:

Total Budget § Remaining

| Grd lDuaniIc[ Comp Rt l Annl Rt [

Parf Eval Perf Eval Status. l Marit § Incr |

Prog

] Save | [t Rewnio Search | %] Nalify

021
Oy, |Activated 021
@ | Activated 036

“Save”.

Once salary planning data entry is complete, submit the “D” department level
approval or “S” school level approval. Click “Approve” to update all staff members and
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FY19 Considerations

FY19 Faculty New Functionality

e All (NU & FSM) faculty planners have the ability to adjust
salary
— New Salary Adjustment feature in myHR

— Salaries must be adjusted before merit increases are applied
* Typically due to a change in % full-time

* Some pages are “view only” for FSM users
— Position, Reappointment, Promotion
— These planning tasks are completed by FSM Administration

Northwestern 107
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FY19 Faculty Considerations

* Faculty Salary Adjustment Example:
— Faculty Member Smith has an administrative appointment
which carries 10% FTE
— This administrative appointment is ending and their
primary appointment FTE has to first be changed to 100%

— The salary then needs to be adjusted accordingly
¢ Must be adjusted before merit increase can be applied

¢ Negative or positive adjustments or full intended rates can be
entered

Northwestern 108

FY19 Staff Considerations

* New: Performance ratings uploaded automatically
from myHR Learn

— Uploaded nightly; will override any manually entered
rating in the system

— Performance Excellence and review discussions for staff
will continue beyond merit deadlines
* Performance rating cannot be deleted and/or merit
increase cannot be submitted without performance
rating
— Error message will appear

Northwestern 109
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FY19 Staff Considerations

Determining Merit Increases:

1

2.

3.

. Merit Pool

— Merit Pool assigned to each Salary Administration
Unit (SAU) by budgetary parameters

Individual Performance

— Year-end ratings on Performance Excellence
evaluations

Current Pay Rate
— Consider where the employee falls in the salary grade

Northwestern 110

FY19 Staff Considerations

Discretionary increases

— An additional discretionary amount may be available to recognize
key contributors; dependent upon the budgetary parameters

— A discretionary increase may be granted with or without a merit
increase

— Justification must be provided by using the MERIT BY EMPLOYEE —
STAFF page

— HR Compensation maintains final approval

Exempt Staff: Paid as a lump sum or added to annual rate
Non-Exempt Staff: Added into hourly rate

Northwestern 111
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FY19 Deadlines

* Feinberg deadlines
Open:5/4
Close: 6/13

* Faculty deadlines
5/1 reappointment and promotion
Open: 6/1*
Close: 7/13

e Staff deadlines
Open: 6/1*
Close: 7/13

*Pending availability of budgets

Northwestern

Resources

112
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Next Steps

1. New users must submit General Security Access
Form to: myhr-security@northwestern.edu

— New users will receive a confirmation email once
access is granted

2. Review annual performance excellence and salary
planning materials online on the Compensation
webpage

3. Log into myHR to enter merit and salary details

Northwestern 114

Open Lab Sessions
Chicago Open Labs: Evanston Open Labs:
Tarry Research, 300 E Superior St Rebecca Crown Center, 633 Clark St
e Tues 5/15 e Thurs5/17
* Tues 6/5 e Wed6/6
* Wed6/13 * Thurs 6/14
* Tues 7/10 e Wed7/11
Northwestern 115
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Additional Resources

Annual Salary Planning

Belcow 3.8 basic overview of the salary planeing process. The salary planning fool may be accessed

e Calendar
¢ Tools and Guides

» Staff Excel Templates
e Salary Planning Queries

e Contacts List

Aeamrses 1na Ma: renisiy

Northwestern 116

Questions?
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