Employee Pay Change

workday.

1. From the employee profile,
click the Actions button,
select Compensation, and
then select Request
Compensation Change.
Andrea Jones
Position Title
| . EI Request Compensation Change @
Aogussttneiinet 5 =
Manage Period Activity Pay Assignments
Academic Faculty > | View Compensation
Benefits > View Compensation History
View Compensation History - All Past and Present Positions
Business Process >
View Compensation Basis Details
Calendar . View Estimated Compensation for a Period
Compensation > View Reimbursable Allowance Plan Activity
defaulting to the next pay period. If you wish the
date to be effective sooner, uncheck the Use Effective Date * | 02/61/2024 [ \
Next Pay Period box and enter the desired date. Use Next Pay Period
Click OK to continue. Employee «| xAndrea Jones - = ‘
3.  The form will open for editing. Click in the Reason field.

Select Request Compensation Change > Base Salary Change.

From the resulting list select Base Salary Change >

Effective Date *
| |
. * Effective Date * -
Effective Date - & v ¢ Request Compensation Change
| 01/15/2024 [ | 81/15/2624 [ ‘ > Base Salary Change
— Base Salary Change > Market
Use Next Pay Period Adjustment
Use Next Pay Period Request Compensation Change > > .
Yes Base Salary Change Iﬁ\!,] Base Salary Change > Merit @
* Request Compensation Change = .
Reason Modify Allowance Plan > () Base Salary Change > Temporary
— — Additional Duties
- Search =
Search =
> Details > Details
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4. The Compensation section displays.
There are three ways to make a change

in pay: Compensation Plan
Salary PIanEl
Total Base Pay Range
Amount *
1) Change the Amount box to the new 55,000.00
pay rate;
Amount Change
2) Input a dollar Amount Change; or 3,000.00
Percent Change
3) Designate a Percent Change. 5.45
Currency *
% USD - =
Note that changing one field will update Frequency *
the others. —
X Annual - =
5 Additional Details
5. Click to finalize your changes. Once submitted, the compensation request is

forwarded to the following places for approval: Human Resources, Fiscal Officer, and
Department Head.
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