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PLANNING SALARIES

This book provides the information you need for implementing and using the Planning Salaries
module of PeopleSoft Human Resources. You can order the online version by requesting SKU
HRBS8SP1RO, or the hardcopy version by requesting SKU MAHRCr8SP1B 1200.

Overview of Salary Planning introduces the functionality and methods that you can use to set up
salary structures, review employees, and administer salaries with salary increase budgets and
plans.

Setting Up Salary Plans, Grades, and Steps describes how to set up salary structures.

Administering Salary Plans, Grades, and Steps describes how to use the salary structures to
administer salaries in your organization.

Reviewing Employee Performance describes how to set up employee review rating scales,
conduct employee reviews, and view review results.

Budgeting and Planning Salary Increases describes how to set up salary increase budgets, use
them to plan salary increases, and load approved salary increases to employee compensation
records.

Processing Mass Salary Increases describes the salary mass update processes you can run to
update salaries for your entire organization by rate code, job code, or salary plan/pay group.

Viewing Summary Salary Data describes the inquiry pages that provide online data useful in
making salary-planning decisions.

Reporting Salary Data describes the reports you can generate using employee salary data.
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CHAPTER 1

Overview of Salary Planning

The PeopleSoft Human Resources Salary Planning module provides the following features and
functionality:

A system for setting up and implementing salary structures called salary administration plans.
A system for budgeting and planning salary increases by group.

A system for reviewing employee performance and relating the performance review to salary
increases.

Processes for updating salaries with a variety of parameters.
Inquiry pages for viewing salary structures and historical salary data.

Reports for viewing salary structures and historical salary data.

This chapter briefly introduces these areas of functionality.

Terms and Definitions

Because PeopleSoft Human Resources Salary Planning provides a variety of methods for
planning and administering salaries, it is important to recognize the distinction between types of
salary plans.

Salary Administration Plan A plan of salary defaults, grades, and step components.

Salary Increase Plan A plan for increasing the salaries of individual employees

in a group. The salary increase plan is always based on a
group salary increase budget.

Salary Plan When used without further qualification, this term

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL OVERVIEW OF SALARY PLANNING 1-

generally refers to a salary administration plan.

In the Budgeting and Planning Salary Increases chapter of
this documentation, salary increase plans are sometimes
referred to as salary plans.

1
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Setting Up and Administering Salary Administration Plans

1-2

Using PeopleSoft Planning Salaries, you can create salary administration plans with grades and
steps. Use the salary administration plans to assign default compensation packages to employees
at the location, job code, or employee level. You can also use these salary plans to move
employees through step increases manually or automatically.

Basic Salary Administration Plan Process

The following is a list of the basic procedures for setting up and administering salary
administration plans.

To set up and administer salary administration plans:

1. Set up salary plans, grades, and steps.

2. Tie the salary plans, grades, and steps to locations or job codes for defaulting into positions
and employee compensation packages.

3. (Optional) Enter salary raises using the Automated Step Increase process.

4. View salary structures and generate reports.

For more information about setting up salary administration plans, see Setting Up Salary
Plans, Grades, and Steps. For more information about administering salaries with salary
administration plans, see Administering Salary Plans, Grades, and Steps.

Integration of Salary Administration Plans With Other Salary Planning
Business Processes

You can use the salary administration plan to assign a default compensation package to an
employee. After assigning employees to salary plans, grades, or steps, you can modify their
compensation using any of the other methods of planning and implementing salary increases that
are available in the Planning Salaries module, including the following:

¢ Modify an employee’s compensation package manually on the Compensation page.

Run the Automatic Step Increase process if you set up step components in the salary plan.

Tie salary increases to the employee’s performance review.

Create a group salary increase budget and plan, and load the mass increases to the job records.

Run one of the mass salary update processes to process salary changes across your organization
based on percent, pay group, or job code.

OVERVIEW OF SALARY PLANNING PEOPLESOFT PROPRIETARY AND CONFIDENTIAL
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Setting Up and Administering Employee Review

You can conduct salary reviews or performance reviews for your employees. The following are
some of the options available in setting up and administering employee review:

o Set up groups of employees and define the review criteria and method of calculating review
results for the group.

e Conduct reviews by a team of reviewers, and weight each reviewer’s rating.

e Predetermine the review result distribution, view the actual result distribution, and adjust
results if necessary.

e Use the review results to administer salary increases in different ways depending upon the
rating scale you use to review the employee.

o Update the employee’s career plan to reflect goal achievements if the review includes goals
from a career plan.

o View the review results and review history in inquiry pages and reports.

Basic Employee Review Process

To set up and administer employee review:
1. Set up Employee Review tables.

Define competencies, a rating model, a merit scale (optional), review bands (optional) and a
review rating scale.

2. (Optional) Set up a Review Result Distribution.
3. Conduct the employee review.
4, (Optional) View and adjust the Review Result Distribution.

5. Process review results to the employee’s job data record if the rating scale type is
Summation.

6. View review results and generate reports.

@ For more information about setting up and administering employee review, see Reviewing
Employee Performance.
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Integration of Employee Review With Other Salary Planning Business
Processes

How the employee’s review result integrates with other salary planning business processes
depends upon the business processes that you use and their variations.

e The system updates the employee’s review results in the Job Data record.

e The employee’s review information is available in the Salary (Increase) Planning by Group
pages, where you can refer to it when adjusting employee increases.

¢ If you use an Average rating scale to review employees who have a salary increase matrix
associated with their salary administration plan, the system validates proposed salary increases
against your salary increase matrix.

e If you use a Summation rating scale to review employees, you can define the method of
resolving the review results into a salary increase and use an automated process to load the
resulting increases to the employees’ compensation packages.

Setting Up and Administering Salary Increase Budgets and Plans

1-4

You can create salary increase budgets for groups of employees by defining increases for pay
components. The system applies the increase to all employees in the group who have the
component in their compensation package. You can define budget increases by effective date,
effective sequence, action, and action reason and compare multiple proposed budgets for a given
group and budget period.

Create your salary increase plan by applying the budgeted increases to employees in the group.
Manually adjust individual employee’s raises based on compensation history and review results.
You can check the variance between the budget totals and the salary plan totals, and approve the
raises when you’re satisfied. After approving raises, you can load them to the employees’ job
data records where they take effect on the effective date of the budget or the employee’s
anniversary date, depending upon how you defined the budget.

Basic Budgeting and Planning Process

To budget and plan salary increases:

1. Create a salary increase group.

2. Set up defaults and controls for salary increase budgets and plans.

3. Create requested budgets, compare budgets, and optionally approve a budget.

4, Create a salary increase plan by applying budgeted increases to employee compensation and
manually adjusting individual increases.
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5. Approve the salary increase budget and plan.

6. Populate employee records with the approved increases.

@ For more information about setting up and administering salary increase budgets and plans,
see Budgeting and Planning Salary Increases.

Integration of Salary Increase Budgets and Plans With Other Salary
Planning Business Processes

Information from the employee’s salary administration plan, such as compa-ratio and position in
grade, is available for your review while adjusting salary increases for employees in the group.
Similarly, each employee’s current review result is also available to help you adjust individual
raises.

Using Other Mass Salary Increase Processes to Update Salaries

In the Plan Salaries Process menu you’ll find the following three processes to implement salary
mass updates.

e Update by Percent, Amount, or Points.
e Update by Salary Plan / Pay Group.
e Update by Job Code.

In addition to these processes, you can use PeopleTools mass change functionality and templates
to update salary data.

@ For more information about salary update processes, see Budgeting and Planning Salary
Increases.

Viewing Summary Data and Reports

PeopleSoft Human Resources salary planning inquiry pages and reports provide the following
types of summary information:

e Salary plan and grade structures.

¢ Employee compensation history and summaries by employee, group, company, and
department.

e Employee review summaries and distribution analysis.
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For more information about inquiry pages, see Viewing Summary Salary Data.
For more information about reports, see Reporting Salary Data.

Before You Begin

[0

1-6

Before you begin planning employee salaries, make sure control table data and employee job data
exists in PeopleSoft Human Resources tables.

For more information about the control tables in PeopleSoft Human Resources, see Setting
Up Control Tables. For more information about entering employee job data, see Hiring
Your Workforce.

The following are some optional setup steps to consider:
¢ Enable workflow on the PeopleTools Workflow System Defaults page.

Workflow is available in the employee review and salary increase budgeting and planning
business processes.

e Select Rate Code Groups on the Installation Table - HRMS Options page if your organization
applies Percent-type rate codes to groups of pay components.

o Seclect Salary Points on the Installation Table - HRMS Options page if your organization uses
Points-type rate codes.

e Select Multi-Step Grade on the Installation Table - HRMS Options page if you want the system
to automatically enter step components in Job Data.
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CHAPTER 2

Setting Up Salary Plans, Grades,
and Steps

You can set up salary plans with grades only, or with grades and steps. If your organization uses
salary increase matrix guidelines to administer salaries, you can set up a matrix to use as a
reference. You can also associate a review rating scale with salary grades.

Overview of Setting Up Salary Plans

You define your salary plans, grades, and steps on a series of control tables. At each level you
define parameters such as review rating scale and currency that the system enters as default
information at the next level. This overview section introduces you to the setup steps, reviews the
structure of salary plans, and explains how the system manages the defaulting and conversion of
currency in salary plans, grades, and steps.

Overview of the Setup Steps

Depending upon how your organization defines its salary structures, you follow some or all of the
following steps to set up your salary plans:

To set up salary plans/grades/steps:

1. Set up a rating model on the Rating Model Table.

2. Setup a review rating scale on the Rating Scale Table.

@ For more information about setting up rating models and rating scales, see Setting Up
Employee Review Tables.

3. (Optional) Set up salary increase matrix guidelines on the Salary Increase Matrix Table page.
4. Define each salary plan with a unique ID on the Salary Plan Table page.

= You define the standard hours and frequency annualization factors for the plan. These do not
change at the salary grade level.

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL SETTING UP SALARY PLANS, GRADES, AND STEPS 2-1



PLANNING SALARIES JANUARY 2001

= You define a default salary matrix scale, review rating scale, and currency, which you can
change at the salary grade level.

= (German users) Enter tariff information for the salary plan.
5. Assign a series of salary grades to the salary plan on the Salary Grade Table page.

6. (Optional) For each salary grade, set up salary steps with pay components and their
compensation values and currency on the Salary Step Components page.

7. (Optional) Set up labor agreement categorization defaults on the Categorization Defaults
page.

The system uses salary structures to establish default compensation packages. For that reason,
you can reach these same salary plan setup pages through the Administer Workforce menu.

Understanding Salary Plan Structure

You set up each salary plan with a unique ID. The series of grades within all salary plans have
the same IDs, for example grades 001 - 010. Similarly, the steps within grades have the same
IDs, for example steps 1 - 10. So your various salary plans are similar in terms of structure. But
for each plan you establish different monetary value for the grade ranges as well as different pay
components, amounts, percents, and salary points for the salary steps. In this way you create
unique plans with similar structures, but with different compensation.

You then establish default compensation packages by tying the unique salary plans to different
locations, job codes, or individual employees. This defaulting eases your administrative burden
both at hire and when an employee has a job change. To illustrate how this works, assume you
hire an employee into a particular grade and step at one location, then transfer the employee to
another location. When you enter the location change, the system automatically assigns the salary
plan of the new location to the employee. The new salary plan brings with it the same grade and
step structure, but with the compensation appropriate to the new location.

Understanding Currency Defaulting and Conversion in Salary Plans

You specify a default currency code at each stage in the process of defining salary plans, grades,
and step components. The system enters that currency code as the default at the next stage, which
you can change as necessary. You can define grades and steps in multiple currencies to
accommodate your organization’s needs.

The system uses the currency code specified for the organization as the default currency for the
salary plan. The system uses the currency code specified for the salary plan as the default for all
salary grades in the plan. It uses the currency code specified for the salary grade as the default for
all steps within the grade. It uses the currency code specified on the Comp Rate Code table as the
default currency for the rate codes assigned to the step.

The system performs compensation frequency conversion in the currency specified for the rate
code. When the system totals the step components and validates the grade ranges, it converts all
compensation rates to the currency of the grade.
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The following table summarizes the source of the currency code default and the use of the

currency code in calculations:

Salary Plan Level/Page Source of Default Currency | Use in Calculations
Code
Salary Plan The currency code you None (for defaulting only)

Salary Plan Table setup page

selected for the organization
on the Installation table.

Salary Grade The currency code you On the Salary Grade Table
selected for the salary plan page the system displays the
S:laery Grade Table setup on the Salary Plan table. Salary Ranges in the
pag currency of the grade for
each frequency.
Salary Step The currency code you On the Salary Step

Salary Step Components
setup page

selected for the salary grade
on the Salary Grade table.

Components page the system
displays the total
compensation in the currency
of the step for each
frequency.

Salary Step Component

In the grid on the Salary Step
Components setup page

The currency you defined for
the Rate Code on the Comp
Rate Code table.

On the Salary Step
Components page the system
displays the compensation
rate for the rate code in this
currency for each frequency.

For more information about using multiple currencies, see Working with Currencies.

Enterprise Integration Points (EIP) Related to Salary Structures

When you add, delete, or change information in salary structure records, the system automatically
publishes the Salary Plan, Salary Structure, and Salary Structure WFA EIP messages to any other
PeopleSoft or third-party application that subscribes to the message. The message supplies the
updated record information so that the data remains current on every database that subscribes to
the published message. The system publishes the message regardless of which component, page,
or PeopleSoft batch process is the source of the update to the salary structure records.

For more information about the subscribers and technical details of the Salary Plan EIP and
Salary Structure EIP, see Salary Plan, Salary Structure, or Salary Structure WFA. For more
information about PeopleSoft Human Resources Enterprise Integration, see Overview of
Enterprise Integration in PeopleSoft Human Resources. For more information about
enterprise integration points, see PeopleSoft Enterprise Integration PeopleBook
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Setting Up Salary Increase Guidelines

2-4

Use the Salary Increase Matrix page to establish the minimum and maximum percentage
increases permitted for each review rating by position in the range of quartiles across the grade.
This is an optional setup table. You only use this table if you use matrix guidelines in your
organization to plan salary increases. After you’ve set up the initial matrix, you can refer to it
when administering individual salary increases and when creating salary increase budgets and
plans.

The system ties the data in this matrix to salary increase plans and employee Pay Rate Change
pages. It determines where an employee falls in the range by taking salary minus the minimum
divided by the spread. For example, an employee who has a salary of $26,000 in a range of
$250130,000 for the salary grade would fall into the first quartile. (26,000 — 25,000 / 5,000 = 1/5,
or .20, which is in the first quartile.) When the system indicates that an amount is out of range,
you can refer to the matrix to see the overall structure of percentage increase guidelines and make
any necessary adjustments.

Enterprise Integration Points (EIP) Related to the Salary Matrix Table

When you add, delete, or change information in the Salary Matrix records, the system
automatically publishes the Salary Matrix EIP message to any other PeopleSoft or third-party
application that subscribes to the message. The message supplies the updated record information
so that the data remains current on every database that subscribes to the published message. The
system publishes the message regardless of which component or page is the source of the update
to the Salary Matrix records.

For more information about the subscribers and technical details of the Salary Matrix EIP,
see Salary Matrix. For more information about PeopleSoft Human Resources Enterprise
Integration, see Overview of Enterprise Integration in PeopleSoft Human Resources. For
more information about enterprise integration points, see PeopleSoft Enterprise Integration
PeopleBook.

Salary Increase Matrix Table Page

Usage Use the Salary Increase Matrix page to establish the minimum and
maximum percentage increases permitted for each review rating by
position in range.

Object Name | SALARY MATRIX TBL

Navigation e Administer Workforce, Administer Workforce (GBL), Setup,
Salary Increase Matrix Table, Salary Increase Matrix Table

e Administer Workforce, Administer Workforce (USF), Setup,
Salary Increase Matrix Table, Salary Increase Matrix Table
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e Administer Workforce, Plan Salaries (GBL), Setup, Salary
Increase Matrix Table, Salary Increase Matrix Table

Prerequisites | None

Access Enter a SetID and Salary Matrix Code.
Requirements

l( Salary Increase Matrix Table \_

SetiD: SHARE Salary Matriz Code: KCEX

Rating Scale e Al First [ 106 1 [P] Last
‘EffectiveDate:  [01/0171994 (] Status:  [actve 7] [+1[=]
‘Description:  [Evempt Salary Ranges Short Description: [Exempt |
*Rating Scale: W Q) Model:

Salary Increase Matrix

First (4] 1.4 ot 5 O Last

*Review Rating Below Min 1st Quartile 2nd Quartile 3rd Quartile 4th Quartile

Min% Max% Min% Max% Min% Max% Min% Max% Min% Max%
el o Tfiso] [eo [f3o] [o]fioe] o o [ofeo] =]
F Folfzel [olfos] Fo ke Fofo fo fo  EE
B Folfe] [olfo ) Fo e [ o fe fo  EE
Fa o] i ot ot i e o ot 3

Salary Increase Matrix Table page

The following fields are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Effective Date, Status,
Description, and Short Description.

SetID The system displays the SetID you entered when you
accessed the page.

Salary Matrix Code The system displays the Salary Matrix Code you entered
when you accessed the page.

Rating Scale

Rating Scale Select a salary Rating Scale to associate with the matrix.
Valid values are the rating scales you defined in the
Rating Scale table. The rating scale you select must be an
Average rating scale type.

Model The system enters the rating Model you associated with

the rating scale on the Rating Scale setup page.

Salary Increase Matrix

Review Rating Select a Review Rating from the list of valid ratings in
the rating model associated with the rating scale that you
selected.
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Below Min (below
minimum)

1st Quartile

2nd Quartile
3rd Quartile

4th Quartile

JANUARY 2001

Enter a Min % (minimum percentage) and Max %
(maximum percentage). The Below Min column of the
matrix is optional. You do not have to enter minimum and
maximum percentages if your organization does not
permit salaries that are below the minimum for the salary
grade.

Enter a Min % and Max %.

As a general rule, the higher the quartile and the lower the
rating, the lower the percentage increase allowed.

Enter a Min % and Max %.
Enter a Min %and Max %.

Enter a Min % and Max %.

If you use a structure other than quartiles as the basis for establishing salary matrices in your
organization, for example thirds or fifths, you can modify this page to accommodate your
requirements. To do so, ask your human resources project leader, or refer to the
PeopleTools documentation.

Defining Salary Plans

2-6

Use the Salary Plan Table pages to define a unique salary plan ID and the default values for
grades and steps within the plan.

Salary Plan Table Page

Usage Use the Salary Plan Table to define the common characteristics of your
salary plan. German users can use this page to associate a German tariff
and tariff area with the salary plan.

Object Name | SALARY PLAN TABLE

Navigation .

Administer Workforce, Administer Workforce (GBL), Setup,
Salary Plan Table, Salary Plan Table

Administer Workforce, Administer Workforce (USF), Setup,
Salary Plan Table, Salary Plan Table

Define Business Rules, Define Payroll Process (USF), Setup 1,
Salary Plan Table, Salary Plan Table

Administer Workforce, Plan Salaries (GBL), Setup, Salary Plan
Table, Salary Plan Table
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Prerequisites | None
Access Enter a SetID and a Salary Administration Plan.
Requirements
{ Salary Plan Tahle %
SetlD: SHARE Salary Administration Plan: K01 Business Units that use this Setid
First (4] 1.0 1 [P Last
*Effective Date: [otmtrae0] B *Status: [Active | =]
*Description: |CDN Salary Administration Plan
Short Description: ICdn Flan
*Standard Hours: IdD.DD Work Period: IW ﬂ Weekly
*Currency Cote: ICAD Q) Canadian Dollar
Default Salary Matrix Code: IKCNE}{ ﬂ Mon-Exernpt Salary Guidelines
Default Review Rating Scale: IKCD1
Company: |GEII (=Y Global Business Institute
Hourly: |H QJ Hourly Daily: |D QJ Daily Monthhy: |nr| Q Manthly
v B ormany
Tariff: I j
Tariff Area: I Q)
Salary Plan Table page

The following fields are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: SetID, Effective Date, Status,
Description, and Short Description.

Salary Plan

Standard Hours Enter the Standard Hours for this salary plan. The
system will use this value in frequency conversions for
comp rate codes defined with hourly frequency.

Work Period Enter the standard Work Period in which the standard

hours should be completed. The system will use this value
in frequency conversions for comp rate codes defined with
hourly frequency.

For more information about Standard Hours and Work
Period, see PeopleSoft 8 Application Fundamentals for
HRMS, “Setting Up Control Tables”.
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Currency Code

Default Salary Matrix Code

Default Review Rating
Scale

Company

Frequency Defaults

Hourly

Daily
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Select the Currency Code for this salary plan. The default
value is the base currency your organization uses, which
you select on the Installation Table setup page.

The system will use the currency code that you enter here
as the default on the Salary Grade setup page.

If you use salary increase guidelines matrices to plan
salary increases, select a Default Salary Matrix Code.
The system will enter this matrix code as the default for
each grade in the salary plan.

You establish salary matrix codes in the Salary Increase
Matrix table. If you have not yet defined a Salary Matrix,
you can enter this information later.

Once you select a default salary matrix code, the system
populates the Default Review Rating Scale if you have
linked it to the Salary Matrix Code on the Salary Matrix
Table. You cannot change the Default Review Rating
Scale here if it is linked to the salary matrix code.

If you do not use salary matrices in your organization,
select a Default Review Rating Scale. The review rating
scale you select will appear as the default in the Salary
Grade Table. You can override the default if necessary.

If you have not yet defined a review rating scale, you can
enter this information later.

Select a Company code if you want to associate this plan
with a particular company in your organization. This
value is for your reference only; no system processing is
associated with it. You create valid codes on the
Company Table page.

Select a Frequency ID. The system uses the annualization
factor of that Frequency ID when it calculates the daily,
monthly, or annual rate for each component of pay that
you assign to a Salary Step on the Salary Step
Components page. The system stores the valid values in
the Frequency table.

Select a Frequency ID. The system uses the annualization
factor of that Frequency ID when it calculates the hourly,
monthly, or annual rate for each component of pay that
you assign to a Salary Step on the Salary Step
Components page. The system stores the valid values in
the Frequency table.
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[

Monthly Select a Frequency ID. The system uses the annualization
factor of that Frequency ID when it calculates the hourly,
daily, or annual rate for each component of pay that you
assign to a Salary Step on the Salary Step Components
page. The system stores the valid values in the Frequency
table.

For more information about frequency conversions of compensation rates, see Setting Up
and Using Frequencies.

Germany Group Box

German users associate a tariff and tariff area with the salary plan.

Tariff Enter the Tariff associated with this salary plan.
Tariff Area Enter the Tariff Area associated with this tariff and salary
plan.

For more information about setting up tariff areas, see Establishing German Tariff Areas.

Defining Salary Grades and Steps

Use the Salary Grade Tables pages to set up salary grades associated with a salary administration
plan. Depending on how you structure your compensation plans you can set up salary grades
only, or salary grades and salary step components. Salary grades define an appropriate salary
range for an employee assigned to that grade. Step Components define the actual recommended
pay rate by component for an employee assigned to that step.

When you set up salary ranges for a grade, you can tap several sources to determine equitable
rates. You can review salary surveys comparing and contrasting pay practices at similar
organizations, and consider special allowances, bonuses, cost-of-living adjustments, and
executive perquisites. When you’ve determined an equitable range for the salary grade, use the
Salary Grade Table to enter minimum, maximum, and midpoint rates. You can also associate
default labor agreement employee categories and subcategories with salary grades.

For each salary grade you can establish salary step components. You can tie several rate codes to
a salary step. Compensation for the rate codes you assign to the step can be based on a specific
amount, percent, or salary points.
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Salary Grade Table Page

Usage Use the Salary Grade table to specify the minimum, maximum, and
midpoint rates for salary grades. You can set up several salary grades,
in ascending or descending order, within the same salary administration
plan. To create different ranges for the same salary grade, use separate
salary administration plans for each.

Object Name | SALARY GRADE TBLI1

Navigation e Administer Workforce, Administer Workforce (GBL), Setup,

Salary Grade Tables, Salary Grade Table
e Administer Workforce, Plan Salaries (GBL), Setup, Salary Grade
Tables, Salary Grade Table

Prerequisites | Setup a Salary Administration Plan on the Salary Plan Table page.

Access Enter a SetID, Salary Administration Plan, and Salary Grade.

Requirements

{ Salary Grade Table ‘.I Categorization Defaults

SetiD:

Salary Grade:

*Effective Date:

*Description:

Currency Code:

Annual
Maonthly
Daily

Hourly

Salary Matrix Code:
Review Rating Scale:

Salary Step Components
DELIDT Salary Administration Plan: D01 Metal Tariff Salary Plan
&1 Standard Hours: 40.00
First (40 1 .of 1 [P] Last
|D1ID1J’1QBD B *Status: IActi\fe 'l EI
[Grade 1 - white Collar Shart: er
Y
Wﬂ Germany Rating Scale
Iﬁﬂ [LET Range Spread: 30.0 %
Minimum Midpoint Maximurm

SetID

Salary Administration Plan

Salary Grade

Standard Hours

Salary Grade Tables - Salary Grade Table page

The system enters the SetID you entered when you
accessed the page.

accessed the page.

The system enters the salary plan you entered when you

The system enters the Salary Grade ID you entered when
you accessed the page.

The system enters the Standard Hours you defined for
the Salary Plan.
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Salary Grade
Effective Date

Status

Description

Short (description)

Salary Matrix Code

Review Rating Scale

Currency Code

Range Spread

Salary Ranges

Minimum

Midpoint

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL
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The system enters the effective date of the Salary Plan as
the default Effective Date. Change the date if required.

Select the status of the salary grade.

Enter a Description of the salary grade as you want it to
appear in reports.

Enter a Short description of the salary grade.

If you selected a default salary matrix code on the Salary
Plan Table page, the system enters that code as the default.
You can override the default if necessary.

If you selected a default salary matrix code on the Salary
Plan Table setup page, the system enters the Review
Rating Scale tied to the salary matrix. This default value
is not available for change. The default Salary Matrix
Code and Review Rating Scale will appear in the Job
Data pages for employees in the job code using this salary
grade.

If you do not use salary matrices in your organization but
selected a default review rating scale on the Salary Plan
Table setup page, the default appears in the Review
Rating Scale field, which you can override if necessary.

The system displays the Currency Code you selected for
the Salary Administration Plan on the Salary Plan Table
setup page. You can change the currency code if
necessary.

The system calculates the range spread percentage by
dividing the maximum amount by the minimum amount
and subtracting 1.0.

Enter the minimum salary in either the Annual, Monthly,
Daily, or Hourly row. You only have to enter the range
in one frequency; the system calculates the minimum in
the other frequencies.

The system calculates the midpoint as the maximum plus
the minimum divided by two. If you want to use different
midpoints from the ones the system calculates, you can
type over them.

SETTING UP SALARY PLANS, GRADES, AND STEPS
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Maximum

Annual

Monthly

Daily

Hourly

JANUARY 2001

Enter the maximum salary in either the Annual, Monthly,
Daily, or Hourly row. You only have to enter the range in
one frequency; the system calculates the maximum in the
other frequencies.

Enter the annual salary range if that is how you quote the
salary for this grade. Otherwise leave this row blank and
the system will calculate the values for you.

Enter the monthly salary range if that is how you quote the
salary for this grade. Otherwise leave this row blank and
the system will calculate the values for you.

Enter the daily salary range if that is how you quote the
salary for this grade. Otherwise leave this row blank and
the system will calculate the values for you.

Enter the hourly salary range if that is how you quote the
salary for this grade. Otherwise leave this row blank and
the system will calculate the values for you.

For more information about frequency conversions of compensation rates, see Setting Up
and Using Frequencies.

Categorization Defaults Page

Usage Use the Categorization Defaults page to associate the salary grade with
labor agreement categories and subcategories.
Object Name | SALARY GRADE2 TBL
Navigation e Administer Workforce, Administer Workforce (GBL), Setup,
Salary Grade Tables, Categorization Defaults
e Administer Workforce, Plan Salaries (GBL), Setup, Salary Grade
Tables, Categorization Defaults
Prerequisites | Define labor agreements, categories, and subcategories on the Employee
Categorization page.
Access Enter a SetID, Salary Administration Plan, and Salary Grade.
Requirements

SETTING UP SALARY PLANS, GRADES, AND STEPS
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SetlD:
Salary Grade:
Labor Information

Effective Date:

Description:
Labor Agreement:

Employee Categony:

Subcategony:

Subcategory 2:

Salary Grade Tahle ' Categorization Defaults \'. Salary Step Components

DELID Salary Administration Plan:  KD01  Metal Tariff Salary Plan
=1 Standard Hours: 40.00

] First (4] 154 [M] Last
010111 3a0 Status: Active EI

Grade 1 - White Collar

Wﬂ General Agreement
[002— &) white Collarworker
Y
Y

Salary Grade Tables - Categorization Defaults page

The following fields are common to multiple pages and are defined in the preface of this

PeopleBook in PeopleBooks Standard Page Element Definitions: Effective Date, Status, and

Description.

The system enters the same SetID, Salary Administration Plan and description, Salary Grade,
and Standard Hours that appear on the Salary Grade Table page.

Labor Information

Labor Agreement Select a labor agreement from the valid values that you set

up on the Employee Categorization page.

Employee Category Select the employee category from the available options.

Subcategory

Subcategory 2

Select the employee subcategory from the available
options.

If necessary, select the subcategory 2 from the available
options.

@ For more information about setting up categories, see Defining Employee Categories.

Salary Step Components Page

Usage

Use the Salary Step Components page to associate salary components
with salary steps within a salary grade. The information you set up here
will be used as default compensation data when your employees move
into a specific step.

Object Name

SALARY GRADE T3GBL

Navigation

e Administer Workforce, Administer Workforce (GBL), Setup,
Salary Grade Tables, Salary Step Components
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e Administer Workforce, Plan Salaries (GBL), Setup, Salary Grade
Tables, Salary Step Components

Prerequisites | Set up a salary plan and salary grade.

Access Enter a SetID, Salary Administration Plan, and Salary Grade.
Requirements

j Salary Grade Table " Categorization Defaults " Salary Step Components \L

SetiD: DEUDY Salary Administration Plan: KD Metal Tariff Salary Plan
Salary Grade: &1 Standard Hours: 40.00
Salary Grade , First [0 1 cf 1 [ Last

Effective Date:  01/01/1580 Status: Active +1=]
Description: Grade 1 - White Callar Incr Type: | Either 'l Spec Accum: | Q]
al: First (4] 10f3 [ Last

*Step: i Months ta Next Step Increment: [24 [+1[=1

Currency: IDEM =Y Hours to Next Step Increment: |

*‘Rate Code  Seq Details Comp Rate Currency Frequency Percent gfsz;:we Points

KDGGO | [0 | Details 10000000000 =) R Y, =]
| koLz01 | [ ] Details [DEM] <y [ @ oon || = =]

Hourly Rate Daily Rate Monthly Rate Annual Rate
57692308 461.538 10,000.00 120,000.00

Salary Grade Tables - Salary Step Components page

@ Column order for grids may vary by implementation. All columns may not be visible.

The following fields are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Effective Date, Status, and
Description.

Salary Grade

The system enters the same SetID, Salary Administration Plan and description, Salary Grade,
and Standard Hours that appear on the Salary Grade Table page.

Salary Grade

Incr Type (increment type) If you plan to run a process that automatically moves an
employee to the next salary step, select the increment
type. The following are the valid values:

(None): Select this option if you do not want the system to
use increments, or to clear values entered in error.
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Date Based: Sclect this option if you want the system to
move the employee into the next step based on the
employee’s entry date into the step. If you select Date
Based, the Months to Next Step Increment field
becomes visible.

Either: Select this option if you plan to use Date Based
and Hrs Based at the same time. If you select Either, the
Spec Accum (special accumulator), Months to Next Step
Increment, and Hours to Next Step Increment fields
become visible.

Hrs Based (hours based): Select this option if you want
the employee’s step increase to be based on a number of
hours. If you select Hrs Based, the Spec Accum and
Hours to Next Step Increment fields become visible.

Manual: Select this option if you want increments to only
happen manually rather than being generated by the
system.

Weeks Based: (This value is for US Federal government
users only.)

Spec Accum (special If you selected an Incr Type of Hrs Based or Either, and

accumulator) you use PeopleSoft Payroll for North America, select a
special accumulator from the list of valid values. You
establish special accumulator values on the Special
Accumulator table.

For more information about special accumulators, see
PeopleSoft 8 Payroll for North America, “Defining
Earnings and Using Earnings Codes”.

Salary Step

Step If you are defining a new step, enter the step number. If
you’re modifying a step, select the step number.

Currency Select a currency code for the step. The system enters the
currency code you entered on the Salary Grade table as the
default value. You can change the currency code.
The system displays the compensation totals for the step
on this page in the currency you specify here.

Months to next Step If you selected an Incr Type of Date Based or Either,

Increment enter the number of months that the employee must
remain in this step before being eligible for the next step
increment.
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Hours to next Step If you selected an Incr Type of Hrs Based or Either,

Increment enter the number of hours that the employee must remain
in this step before being eligible for the next step
increment.

Salary Components

Rate Code Select a Rate Code that you want to associate with this
salary step. The valid values in the list are the base pay
components you defined in the Comp Rate Code table.

The system automatically populates certain fields in the
grid based on how you defined the rate code in the Comp
Rate Code table.

Seq (sequence) The system displays 0 as the default Seq number. To
avoid duplicate keys for data rows, enter I or higher if you
associate the same rate code with the same step more than
once. The system issues a warning if you use the same rate
code more than once with the same sequence number.

You would use the same rate code more than once to give
the same rate code different compensation rates for the
same step. This is useful for job splitting.

Details Click the Details button to view details of the selected
Rate Code.
Comp Rate The system displays the default compensation rate that

you defined for the rate code on the Rate Code table. If
the rate code type is Flat Amount, Hourly Rate, or Hourly
Rate + Flat Amount, enter the compensation rate you want
to assign to the rate code for this salary step.

Currency The system enters the default currency code that you
defined for the rate code on the Rate Code table. You can
change the rate code’s currency code for this salary step.

For more information about currency conversions for
salary step components, see Understanding Currency
Defaulting and Conversion in Salary Plans.

Frequency The system enters the default Frequency ID you defined
for the rate code on the Comp Rate Code table. You can
override that frequency here.

Percent If the rate code type for this rate code is Percent, enter the
percent you want to assign to the rate code for this salary
step.
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Rate Code Group

Points

Totals

PLANNING SALARIES

If you selected the Rate Code Groups check box on the
Installation Table setup page, you can apply the rate code
percent to a rate code group. To do so, select a rate code
group from the list of valid values. You define rate code
groups on the Rate Code Groups page.

This field is hidden if you did not select Rate Code
Groups on the Installation table.

If the rate code type for this rate code is Points, enter the
number of points you want to assign to the rate code for
this salary step. You set up the value of each point at the
company level on the Company table.

This field is hidden if you did not select the Salary Points
check box on the Installation table.

The system calculates and displays the total value of the pay components you assigned to the
step. When you save the page, the system warns you if the total is outside the minimum or
maximum ranges that you specified on the Salary Grade Table page.

Hourly Rate

Daily Rate

Monthly Rate

Annual Rate

The system displays the total hourly rate value of all the
rate codes of the salary step in the currency of the salary
step.

The system displays the total daily rate value of all the
rate codes of the salary step in the currency of the salary
step.

The system displays the total monthly rate value of all the
rate codes of the salary step in the currency of the salary
step.

The system displays the total annual rate value of all the
rate codes of the salary step in the currency of the salary
step.

Salary Grade Tables - Salary Step Components: Rate Code Details Page

Usage Use the Details page to view details of the rate code selected on the
Salary Grade Tables - Salary Step Components page.

Object Name | SAL RATECD_SEC

Navigation Click the Details button on the Salary Grade Tables - Salary Step
Components page.
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Rate Code Details Page
Comp Rate Code: MAARML
Description Default MNA Annual
¥ Base Pay [T use Highest Rate
Rate Code Type: Flat Amount
Rate Code Class:

Salary Grade Tables - Salary Step Components: Rate Code Details page

Comp Rate Code The system displays the rate code you selected on the
Salary Step Components page.

Description The system displays the Description defined for the rate
code on the Comp Rate Code table.

Base Pay The system displays whether Base Pay is selected for the
rate code on the Comp Rate Code table.

Use Highest Rate The system displays whether Use Highest Rate is sclected
for the rate code on the Comp Rate Code table.

Rate Code Type The system displays the Rate Code Type defined for the
rate code on the Comp Rate Code table. Valid values are:

Flat Amount: The system enters the rate in each of the
four frequencies: Hourly, Daily, Monthly, and Annual.

Hourly Rate: The system enters the rate in each of the
four frequencies: Hourly, Daily, Monthly, and Annual.

Hourly Rate + Flat Amount: The system enters the rate in
each of the four frequencies: Hourly, Daily, Monthly, and
Annual.

Percent: The system enters the percent in the Percent
column of the grid.

(Salary) Points: The system enters the points in the Points
column of the grid.

For more information about rate code types, see
PeopleSoft 8 Application Fundamentals for HRMS,
“Working with Multiple Components of Pay”.

Rate Code Class The system displays the Rate Code Class, if any, defined
for the rate code on the Comp Rate Code table
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@ For more information about Rate Codes, see Working with Multiple Components of Pay.

Viewing and Reporting Salary Structures

After you define your salary plans, grades, and steps, you can view a summary of the salary
structure online, or print reports that summarize your grade structure or grade and step structure
for each plan.

Salary Structure Summary Page

Usage Use the Salary Structure Summary page to view all salary grades in a
salary plan. This information is helpful when you’re planning salary
increases.

Object Name | SALARY STRUCTURE

Navigation e Administer Workforce, Plan Salaries (GBL), Inquire, Salary
Structure Summary, Salary Structure Summary

Access Enter a Salary Administration Plan.
Requirements
{ Salary Structure Summary

SetiD: SHARE Salary Administration Plan:  KC01 CDN Salary Administration Plan

Currency: CAD Canadian Dollar Default Salary Matriz Code:  KCMNEX Mon-Exempt Salary Guidelines

Company: GBI Globhal Business Institute Default Rating Scale: KCo1

Annual Salary Ranges

Current Range Midpoint Salary Rating

Grade Minimum Midpoint Maximum Spread Progression Matrix Scale
oot 001 cAD 11,142,440 15,586.800 ] 20,081.160/F]  80.0 KCNEX K01
002 002 cAD 16,952,040 = 19,521.200 & 22,110.260/%] 304 -201  KCHNEX KCOM
003 003 CAD 21,195 240 F| 24,377 B40 & 275600408  30.0 188 KCNEXKCO1
004 004 CAD 23,504.040 & 28,298.720 & 330954008 408 138 KCMEXKCO1
005 005 CAD 32,614.400 &) 38,450,200 & 44 304.000/E] 358 -26.4  KCMEX KCO1
006 006 CAD 41,100.200 = 48,651.200 = 56,201.600/%] 367 -208  KCHNEXKCOM
007 007 GAD 54,558 360 &| 63,367 200 &| TIATEO040E| 323 -232 KONEXKCO1

Salary Structure Summary page

@ The fields on this inquiry page are the same as those found on the Salary Grade Table page.
For information about these fields, see Salary Grade Table Page.
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Viewing Salary Structures in Printed Reports

In addition to the inquiry page, the Plan Salaries menu includes three reports in which you can
view salary structures. Some of these reports are also available in the Administer Workforce
menu.

Salary Structure Report

The Salary Structure report (CMPO001) lists all salary grades in descending order by grade. For
each grade, it lists the annual minimum, midpoint, and maximum amount being paid.

The midpoint differential column shows the percent of change between the midpoints in each
grade. The report calculates the range spread percentage by dividing the maximum amount by
the minimum amount and subtracting 1.0.

@ For more information about running this report, see Generating the Salary Structure Report.

Salary Grade Table Report

The Salary Grade Table report (PER706A) lists the SetID, salary plan, and salary grade along
with its description, effective date, currency, and the minimum, maximum, and midpoint rates for
the hourly, daily, monthly, and annual frequencies.

@ For more information about running this report, see Generating the Salary Grade Table
Report .

Salary Grade/Step Table Report

The Salary Grade Table report (PER706B) lists the SetID, salary plan, and salary grade along
with its description, effective date, currency, and the minimum, maximum, and midpoint rates for
the hourly, daily, monthly, and annual frequencies. For each grade, the report also lists each step
with its hourly, daily, monthly, and annual rate. If you select Show Components on the run
control page, the report also lists the pay components for each step.

@ For more information about running this report, see Generating the Salary Grade/Step Tables
Report.
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CHAPTER 3

Administering Salary Plans, Grades,
and Steps

After you set up your salary structures, you can use them to administer salaries in your
organization. You can use these salary plans, grades, and steps to assign default compensation
packages to employees at the location, job code, or employee level. If you create salary steps in
your salary plans, you can move employees through the steps manually or using an automated

process. You can also view employee salary structure information online and in printed reports.

Administering Compensation With Salary Plan Defaults

You specify an employee’s salary administration plan, grade, and step on the Job Data - Salary
Plan Page. When you hire or transfer an employee, the system enters default values in these
fields. You can assign default salary plans, grades, and steps to an employee in one or a
combination of the following ways:

e Associate the salary plan with a location on the Location Table.
o Associate the salary plan with a job code on the Job Code table.
e Assign a salary plan directly to an employee on the Job Data - Compensation page.

Whether you tie salary plans to locations, job codes, or a combination of these, the system
ultimately enters default compensation information on the employee’s compensation record,
where you can change it as necessary. The system verifies that any combinations of salary
administration plans and grades you select are valid and exist in the system. If the combination
does not exist, the system issues a warning message.

@ If you want the system to automatically enter step component rates in Job Data, select Multi-
step Grade on the Installation Table - HRMS Options Page.

@ For more information about the Job Data pages, see Hiring Your Workforce and Updating
Workforce Information. For more information about defaulting of salary plans, grades, and
step components, see Understanding Compensation Defaults.
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Tying Salary Plans to Job Codes or Locations

The system always uses the salary grade and step from the Job Code table. It uses the salary plan
ID to determine the compensation data associated with the grade and step. The salary plan ID can
be tied to the Job Code or the Location.

When deciding whether to tie salary plans to job codes or to locations, consider whether you use
the same job code for employees in many locations of your organization, and whether differences
that affect employee compensation, such as currency or the cost of living, exist among locations.
To set up a salary structure reflecting location differences, tie salary plans to locations in the
Location table. The salary plan associated with the location overrides the salary plan tied to the
job code. When you select a location for an employee in the Job Data pages, the system enters
the salary plan ID from the Location table.

If location differences don’t matter, enter a salary plan ID only in the Job Code table. When you
select a job code for an employee in the Job Data pages, the system enters the salary plan from
the Job Code table.

@ For more information about assigning Salary Plans to locations and job codes, see Setting
Up Control Tables. For more information about defaulting of salary plans, grades, and step
components, see Understanding Compensation Defaults.

Administering Salary Increases
You can administer salary increases in one of the following ways:
e Manually enter salary changes in Job Data Pages or Pay Rate Change pages.
¢ Implement automated step increases using the Automated Step Increase process.
o Tie salary increases to the employee’s performance review.
o (Create salary increase budgets and plans, and load the mass increases to the job records.
e Process mass salary changes across your organization based on percent, pay group, or job code.

The next two topics explain how to enter salary increases manually or by using the Automated
Step Increase process.

@ For more information about salary increase budgets and plans, see Budgeting and Planning
Salary Increases. For more information about mass salary changes, see Processing Mass
Salary Increases.
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Manually Entering Salary Changes in the Job Data Pages

You can manually enter changes to employee salary data using pages in the Administer
Workforce menu. You can enter pay rate changes using either the employee Job Data pages or
the Pay Rate Change pages. For administrative actions, such as promotions and transfers, use the
Job Data pages.

If you’re using salary increase guidelines matrices to administer salaries, when you enter a
compensation rate on the Compensation page in Job Data or Pay Rate Change, the system
compares the compensation rate you enter against the values in the matrix. If the amount you
enter is over or under the guidelines, the system issues a warning message. You can still enter an
out-of-range rate after you acknowledge the message. If you do not permit any out-of-range
salaries in your organization, you can change the warning to an error message so that the system
will not allow any out-of-range salaries to be entered.

@ For more information about changing employee salaries, see Updating Workforce
Information. For more information about changing the out-of-range warning message to an
error message, see PeopleTools documentation.

Entering Salary Increases Using the Automated Step Increase Process

If you enter Date Based, Hours Based, or Either in the Increment Type field in the Step
Components setup page, you can use the Automated Step Increase process (CMP007) to
automatically move qualified employees into the next step. The system automatically inserts a
new job data row for employees who meet the hours or months to next step increment that you
specify when you set up the step components. On the Automated Step Increase process run
control page you can set minimum review conditions that must be met for an employee to move
to the next step.

Running the Process Using the Application Engine, SQR, and Database Agent

You follow a three-step procedure to run the Automated Step Increase process. All three steps
are available in the process Scheduler when you use the Automated Step Increase Process run
control page.

To run the Automated Step Increase process:

1. (Optional) Run the Late Reviews process to notify supervisors about employee reviews that
are late.

2. Run the Application Engine process (CMP007) to find the employees who are receiving a
step increase and load this information to a temporary table.

3. Run the SQR report (CMP007) to review all the data created by running the Application
Engine process.
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4. Run the Database Agent to load all the data to the Job Data pages for your employees.

Running the Late Reviews Process

The Late Reviews process is a database agent process that selects all employees who meet the
following conditions:

o The last review effective date is on or before the date the process runs.

o And the next review date is before the date the process runs or there is no next review date
assigned.

If you have Workflow enabled, this process creates a worklist entry for all managers whose
employees have not yet received a review.

@ For more information about running the Late Reviews process, see Running the Late
Reviews Process.

Automated Step Increase Process Page

Usage Use the Automated Step Increase process to automatically move
employees to the next salary step when they have completed the
required time in the current step. Use this page to enter run control
parameters for the Application Engine process, SQR report, and Data
Base agent process.

Object Name | RUNCTL STEPINCR

Navigation Administer Workforce, Plan Salaries (GBL), Process, Automated
Step Increase, Automated Step Increase

Prerequisites | On the Step Components page select Date Based, Hrs Based, or Either
in the Increment Type field and enter months or hours to next step
increment.

Access Enter a Run Control ID.
Requirements
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‘( Aotomated Step Increase ‘\_

Run Control ID: 1 Report Manager Process Monitor Run
Business Unit: IGEIIBU ﬂ Glohal Business Institute BU
Salary Administration Plan: IKCD1 ﬂ CDMN Salary Administration Plan
Start Date: |U4.|'U1.|'2E|UU (et End Date: |U3I31IEDDD {1
New Job Effective Date: | B
Action: | Fay Rate Change =
Reason Code: IMER QJ Merit
" No Review
First (4] 4.of 4 [¥] Last
N . Total
Rating Review L
Scale Short Desc Rating Short Desc Re!new
Points
0 - (Y | =]

Automated Step Increase Process page

The following fields are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID.

Report Request Parameter(s)

Business Unit

Salary Administration Plan

Start Date

End Date

New Job Effective Date

Action

Reason Code

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL

Select the Business Unit for which you are running the
automated step increase.

Select the Salary Administration Plan for which you are
running the automated step increase.

Enter the beginning date of the period for which you want
to process salary increases.

Enter the last date of the period for which you want to
process salary increases. Only employees who are in the
specified salary plan during the period defined by the
Start Date and End Date are eligible for a step
progression.

If the salary plan you specify on this page has an hourly-
based step progression, enter the New Job Effective Date.

If the salary plan you specify on this page has a date-based
step progression, the New Job Effective Date will be the
previous step entry date plus the number of months
required for the next step increase.

Select an action code for the new job row.

Select a reason code for the new job row.
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Excluding Criteria

You can exclude employees from the automatic increase based on minimum review requirements
or missing review.

No Review Select the No Review check box to exclude employees
from the increase because they have not yet received a
review.

Rating Scale Select a rating scale for which you want to set minimum
criteria.

Review Rating Enter the minimum criteria for employees if the Rating

Scale that you selected is an Average scale type.

Total Review Points Enter the minimum criteria for employees if the Rating
Scale that you selected is a Summation scale type.

Click Run to run this request. Process Scheduler runs the Automated Step Increase process at
user-defined intervals.

@ For more information about the Process Scheduler, see Process Scheduler.

EG Automated Step Increment - Load Auto Step Increments Page

Usage If you use PeopleSoft Human Resources for Education and Government,
use the Load Auto Step Increments process to automatically move
employees to the next salary step when they have completed the
required time in the current step. Use this page to enter run control
parameters for the Application Engine process, SQR report, and Data
Base agent process.

Object Name | RUNCTL _CMP107

Navigation Administer Workforce, Plan Salaries (GBL), Process, EG
Automated Step Increment, Load Auto Step Increments

Prerequisites | On the Step Components page select Date Based, Hrs Based, or Either
in the Increment Type field and enter months or hours to next step
increment.

Access Enter a Run Control ID.
Requirements
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J.f Load Auta Step Increments \'L

Run Control ID: (1 ReportManager  Process manitat Run
SetiD: I r I
Salary Administration Plan: I ﬂ Salary Grade: I ﬂ

Start Date for Step Increments: I ﬂ
End Date for Step Increments: I ﬂ € Report Only

8 Report & Process Increases
Joh Effective Date: | (Bn]
[T Step [ StepEntryDate [~ Compensation Rate [ Change Amount
[ HourlyRate [~ Monthly Rate [T Annual Rate [ Change Percentage

First (4] 14 [M] Last

*Rating Scale: I Q Rating Model: *Review Rating: I_ Ql EI

EG Automated Step Increment - Load Auto Step Increments page

SetID Select the SetID for which you want to process step
increases.

Salary Administration Plan  Select the Salary Administration Plan for which you
want to process step increases.

Salary Grade Select the Salary Grade for which you want to process
step increases.

Start Date for Step Enter the beginning date of the period for which you want
Increments to process salary increases.

End Date for Step Enter the last date of the period for which you want to
Increments process salary increases. Only employees who are in the

specified salary plan during the period defined by the
From Date and Thru Date are eligible for a step
progression.

Job Effective Date If the salary plan you specify on this page has an hourly-
based step progression, enter the New Job Effective Date.

If the salary plan you specify on this page has a date-based
step progression, the New Job Effective Date will be the
previous step entry date plus the number of months
required for the next step increase.

Processing Options

Report Only Select this value if you only want a report of the step
increases for this plan and grade within the time periods,
but do not want to process the increases at this time.
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Report & Process Increases  Select this value if you want to process the increases and
produce a report.

Audit Indicators

Select the indicators you want to include in audit information. Valid values are Step, Step Entry
Date, Compensation Rate, Hourly Rate, Monthly Rate, Annual Rate, Change Amount, and

Change Percent.

Exclusions

Rating Scale Select a rating scale for which you want to set minimum
criteria.

Rating Model The system displays the Rating Model associated with the
selected Rating Scale.

Review Rating Enter the minimum criteria for employees if the Rating

Scale that you selected is an Average scale type.

Viewing Employee Salary Structure Information

After you tie your salary structures to job codes and assign them to employees, you can view the
job code information on the Job Code table, or the employee information in the Job Data pages.

Viewing Salary Survey Data or Midpoints by Job Code

If you use salary survey data to compare your salary structures with other organizations, you can
enter and view this information in the Job Code table. You can enter salary amounts and
associated job codes from the salary survey.

In the Job Code table you can also view the midpoint pay rates for the salary grade tied to a job
code. You’ll see hourly, daily, monthly, and annual midpoint rates, and the currency used.

@ For more information about the Job Code table, see Setting Up Control Tables.

Viewing Compa-Ratios

The compa-ratio calculation is available for you to see where employees’ salaries lie in relation to
the midpoint range for their salary grades. The ratio appears in the Job Data - Compensation page
for each employee.

The system calculates the ratio by comparing the employee salary to the midpoint amount of the
salary grade. If the employee’s current rate is the same as the midpoint, the compa-ratio is 1.00,
or 100 percent of the midpoint. If the rate is above or below the midpoint, the system calculates a
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ratio for the difference between the salary and the midpoint, then adds or subtracts the difference
from 1.00.

Viewing Range Calculations

The percent in range calculation is also available for you to see where employees’ salaries fall
within the range set up for their salary grades. Both this calculation and the compa-ratio appear
in the Pay Rate Change - Compensation page for each employee.

The Range % tells you where the employee's salary falls within the employee's salary grade
range. The system calculates the Range % as follows.

If the employee falls below the Minimum Range, the system uses the following calculation:
Range % = ((EE Salary - Min of Range)/EE Salary) x 100

If the employee falls above the Maximum Range, the system uses the following calculation:
Range % = ((EE Salary - Max of Range) x 100)/Max) + 100

If the employee falls in the Range, the system uses the following calculation:

Range % = ((EE Salary - Min of Range)/(Max - Min)) x 100

Reporting Employee Salary Structure Information

After you assign salary plans, grades, and steps to locations, job codes, or employees, you can run
reports to view lists and comparisons of the data.

Job Grading by Evaluation Points Report

The Job Grading by Evaluation Points Report (CMP002) lists each salary grade in your
organization. It includes all titles within that grade and the job evaluation points that you assign
to the responsibilities of each job title in your organization in the Job Code table. The report also
includes salary survey information and associated point ratios and midpoints.

@ For more information about running this report, see Generating the Job Grading by
Evaluation Points Report.

Compa-Ratio Analysis by Grade Report
The Compa-Ratio Analysis by Grade report (CMP003) compares an employee’s salary to the

others in the same salary grade. It lists each employee in the salary grade and the midpoint
amount of the salaries in that grade. For each employee, the report lists job code, title, name, and
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department ID. The report displays those employees whose Employee Status is Active, Leave of
Absence, Suspended, or Leave with Pay. The last two columns pertain to a compa-ratio
calculation for each employee.

For more information about running this report, see Generating the Compa-Ratio Analysis
Report.

Below Minimum Analysis Report

The Below Minimum Analysis report (CMP004) lists employees making less than the minimum
amount in their salary grade. It lists the salary grades containing employees under the minimum,
the associated minimum amount, the employee’s annual rate, and the amount below both in
amount and as a percentage.

For more information about running this report, see Generating the Below Minimum
Analysis Report.

Above Maximum Analysis Report

The Above Maximum Analysis report (CMPO005) lists all employees whose annual rate is above
the maximum amount for the salary grade. For each employee, the report shows job code and
title, name, department ID, the maximum amount, the employee’s annual rate, and the amount
above maximum both in amount and as a percentage.

For more information about running this report, see Generating the Above Maximum
Analysis Report.
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CHAPTER 4

Reviewing Employee Performance

You can conduct salary reviews or performance reviews for your employees. You can set up
groups of employees and define the review criteria and method of calculating review results for
the group. If you conduct salary reviews, you can determine the review result distribution and
use the review results to administer salary increases in different ways depending upon the rating
scale you use to review the employee. If the review includes goals from the employee’s career
plan, the system updates the career plan to reflect goal achievements.

After you conduct the employee review, you can view the review results and review history in
inquiry pages and reports.

Overview of Review Rating Scales

Review rating scales provide a means of quantifying the overall results of an employee’s review.
You associate a set of competencies with the rating scale and determine the method of scoring
each competency. The method of scoring depends upon whether you are setting up an Average
scale type, Summation scale type, or Review Band scale type. The setup details are covered in
the overview topics for each scale type.

Using Review Results to Administer Salary Increases

The following list summarizes how the system uses the results of each scale type in administering
salary increases.

¢ [f you set up an Average rating scale, the system uses the review results to verify employee
salary increases against a salary increase matrix.

e If you set up a Summation scale type, you also define the method that the system uses to
resolve points into salary increases.

¢ [f you set up a Review Band scale type, the system resolves points into review bands that you
define.

Terms and Definitions

The following terms are important in understanding employee review pages and functionality:
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Rating Model A rating model is a set of codes representing the levels of
performance you assign when evaluating employee
performance. The following is an example of a rating
model:

1 - Excellent

2 - Good

3 - Needs Improvement
4 - Unacceptable

You can set up more than one rating model if appropriate
for evaluating different categories of employees.

Rating Scale Also known as Review Rating Scale. A rating scale
provides a means of quantifying the overall results of an
employee’s review. The rating scale combines a list of
competencies with a rating model and a method of
calculating the employee’s performance in each
competency. The method of calculating depends upon
whether you are setting up an Average, Summation, or
Review Band rating scale type.

Rating Scale Type The rating scale type determines the method of calculating
an employee’s performance in the competencies that you
include in the rating scale. The system provides the
following three rating scale types:

Average. You associate each competency in the rating
scale with a weight expressed as a percent. The system
multiplies the weight by the employee’s rating (selected
from the rating model) to calculate the review results for
each competency.

Summation. For each competency in the rating scale, you
associate each rating in the rating model with a number of
review points. The system converts the employee’s rating
(selected from the rating model) into the points you
assigned to the competency, and adds the results. You
define how the system resolves the total points into a
salary increase.

Review Band. The method of setting up and calculating
the employee’s performance rating is the same as for the
Summation type, but you resolve the total points into a
review band.
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Merit Scale A merit scale is an incremental scale of salary increases
associated with ranges of Summation type review rating
points. You define how the points resolve into salary
increase values for each range of points.

Overview of the Average Rating Scale Type

Use the Average rating scale if your organization uses salary increase matrix guidelines for
planning and administering salary increases.

When you set up the Average rating scale, you associate each competency with a percentage
weight. When you evaluate an employee’s performance in the employee review pages, you select
a rating from the rating model for each competency. The system calculates the employee’s overall
review rating by multiplying the rating for each competency by the weight for the competency
and summing the results.

You can verify and adjust the review result distribution of a group using the Review Result
Distribution pages.

The system uses the employee’s Average scale review rating when verifying salary increases
against the salary increase matrix guidelines. The system verifies that the salary change percent
falls into the matrix for the employee’s review rating and quartile.

@ For more information about entering salary increases, see Administering Salary Increases.
For more information about review result distribution, see Overview of Employee Review
Result Distribution.

Example of Average Scale Calculation

In the following example the rating model is a scale of 1 to 5, where 1 stands for Outstanding
and 5 stands for Unacceptable. This employee’s review rating would be 1.7.

Competencies Weights Employee’s Rating
Decision Making Abilities 40% 1
Communication Skills 25% 3
Judgement 20% 2
Adaptability to Change 15% 1

The following is the calculation of this employee’s rating:

(1 x 0.40) + (3 x 0.25) + (2 x 0.20) + (1 x 0.15) = 1.7
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Overview of the Summation Rating Scale Type

Use the Summation scale type if your organization uses a points system to evaluate employees.

When you set up the Summation rating scale, you associate each rating in your rating model with
review points for each competency that you include. You also define how the system should
resolve the points into the monetary value of salary increases.

When you evaluate an employee’s performance in the employee review pages, for each
competency you select a rating from the rating model. The system calculates the employee’s
overall review rating by converting the rating for each competency into the number of points you
assigned to that rating and summing the points for all competencies. It then resolves the overall
review rating into a salary increase according to the way you defined the resolution of points.

Methods for Resolving Points

On the Rating Scale page you define one of the following four methods of resolving points:
e Amount per point.

You define the amount per point and select a rate code that the system uses to record the
salary increase amount on the Compensation record. You must select a rate code that has the
rate code type of Flat Amount, Hourly Rate, or Hourly Rate + Flat Amount.

e Percent per point.

You define the percent per point and select a rate code or a rate code group to which the
system applies the percent.

o Salary Points per review point.

You define the salary points per point and select a rate code that the system uses to record the
salary increase on the Compensation record. You must select a rate code that has the rate
code type of Points. Use Salary Points must be selected on the Installation table; otherwise
the system issues the message “A rate type of ‘Points’ is not allowed for this installation.”

e Refer to the Merit Scale table.

You select a merit scale; the system resolves the points according to where the total falls in
the merit scale. On the Rating Scale setup page you select a rate code that the system uses to
record the salary increase on the Compensation record. The rate code type of the rate code
that you select must be consistent with the method of resolving points that you defined on the
Merit Scale table.

Example of Summation Scale Calculations
This example illustrates the following three processes:
e Setting up the ratings and points.

e Calculating an employee’s total review rating points.
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e Resolving the points into a salary increase by the four resolution methods.

Assigning Points to Ratings and Competencies

Rating Model Decision Team Technical Communication
Making Work Skills

1: Excellent 12 pts 8 pts 15 pts 8 pts

2: Very Good 8 pts 6 pts 10 pts 6 pts

3: Acceptable 5 pts 4 pts 6 pts 4 pts

4: Unacceptable 0 pts 0 pts 0 pts 0 pts

Employee Review Points Calculation

Competency Review Rating Points

Decision Making 2: Very Good 8

Communication 3: Acceptable 4

Technical Skills 1: Excellent 15

Team work 2: Very Good 6

Total Review Points | 33

Salary Increase Calculations

Point Point Value Increase Applied to Compensation

Resolution

Amount 10 German Marks 10 x 33 =330DM Applied to the rate code
(DM) per point specified on the Rating Scale

table

Percent .1% per point 001 x33=3.3% Applied to all base rate codes

or the rate codes defined in the
rate code group specified on
the Rating Scale table

Salary Points 1 point per review | 5 x 33 =165 FRF Applied to the rate code
point specified on the Rating Scale
(The point value table
defined on the
Company table in
this example is 1
point = 5 French
Francs (FRF)

Merit Scale Determine the Amount, percent, Applied to the rate code
group into which or salary points, specified on the Rating Scale
the total review according to the table or the rate code group
points fall on the resolution method | (percent) specified on the
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Point Point Value Increase Applied to Compensation
Resolution

Merit Scale table. you defined for the | Merit Scale table
point range on the
Merit Scale table

Processing Summation-Type Review Results

If you resolve summation-type review points through a merit scale, you can verify and adjust the
review result distribution before processing the employees’ review results to their Job Data
records.

When you are satisfied with the summation-type review results, you can run the Review Results
to Job Data process to load the review results data and the salary change data into each
employee’s Job Data record.

@ For more information about the Review Results to Job process, see Running the Review
Results to Job Data Process. For more information about review result distribution, see
Overview of Employee Review Result Distribution.

Overview of the Review Band Rating Scale Type

Use the Review Band scale type if your organization uses a points system to evaluate employees
and classifies the points into review bands with unique alphabetic or numeric IDs.

When you set up the Review Band rating scale, you associate each rating in your rating model
with review points for each competency that you include.

When you evaluate an employee’s performance in the employee review pages, for each
competency you select a rating from the rating model. The system calculates the employee’s
overall review rating by converting the rating for each competency into the number of points you
assigned to that rating and summing the points for all competencies. It then resolves the overall
review rating into a review band according to the way you defined review bands on the merit
scale table.

After you review employees and the system calculates their review bands, you can use the
Review Result Distribution pages to verify and adjust the review results.

Setting Up a Review Band Rating Scale

To set up a Review Band rating scale:
1. Define review band IDs on the Review Band Table page.

2. Assign review band IDs to ranges of review rating points on the Merit Scale Table page.
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3. Setup a Rating Scale on the Rating Scale table pages.
= Select a merit scale on which you have defined review bands on the Rating Scale page.
= Select Competencies on the Competencies page.

= Assign ratings and points to the competencies on the Ratings and Points page.

Overview of Employee Review Result Distribution

You can define how you want the various employee review results to be distributed over a group
population and optionally associate the group with a salary increase budget. After you review
employees, you can view the distribution results and variances. If desired, you can adjust review
results to match your desired distribution and budget. It is important that you define your group
carefully and review all employees in the group by the same method.

To set up and use employee review result distribution functionality:
1. Define an employee group using Group Build pages.

Before you can set up a review result distribution, you must use the Group Build pages to set
up groups that are clearly defined and don’t overlap. An employee cannot be a member of
more than one group for which you are defining and evaluating a review result distribution.
For that reason it is very important that you use the Group Build operand “in list” with
caution when you define review result distribution groups. Use the Group Member Overlap
report that is part of the Group Build menu to identify any overlapping groups.

@ For more information about setting up groups, see Working With Groups.

2. (Optional) Define a salary increase budget for the employee review group.

@ For more information about setting up budgets, see Budgeting and Planning Salary
Increases.

3. Define the desired review result distribution on the Review Result Distribution setup page.

On this page you also select the review type and review rating scale for the group. It is
important that all members of the group receive identical reviews. You can optionally
associate a budget ID with the review group and distribution.

4. Review the employees in the group using the Employee Review by Group page and the
Employee Review page.

5. Verify the review result distribution on the Review Result Distribution inquiry page.
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If you associated a budget ID with the review result distribution, the system displays the
budgeted amount, the actual salary increase amount for the actual distribution, and the
variance between the two.

6. Verify and adjust the review result distribution on the Employee Review Result Distribution
inquiry page.

On this page you can see individual employee review results in addition to the group
distribution results. You can access an employee’s Employee Review page to adjust the
review result in order to achieve the desired distribution.

7. Print the Employee Review Result Distribution report.

Examples of Review Result Distribution

The review result distribution option is available if you use an Average type rating scale, a
Review Band type rating scale, or a Summation type scale with point value resolution defined
through a merit scale. The following examples illustrate how your distribution might look in each
of these situations:

Average rating scale

Review Rating # of People Desired Actual Variance
with this Result | Distribution Distribution

1 - Excellent 20 10% 20% +10%

2 - Good 50 50% 50% 0%

3 - Average 30 40% 30% -10%

Review Band rating scale

Review Band # of People Desired Actual Variance
with this Result | Distribution Distribution

S 20 10% 20% +10%

A 50 50% 50% 0%

B 30 40% 30% -10%

Summation rating scale associated with a merit scale that resolves points into an
Amount

Amount per # of People Desired Actual Variance
Point with this Result | Distribution Distribution
DM500 20 10% 20% +10%
DM1000 50 50% 50% 0%
DM1500 30 40% 30% -10%
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Summation rating scale associated with a merit scale that resolves points into a

Percent

Percent per # of People Desired Actual Variance
Point with this Result | Distribution Distribution

20% 20 10% 20% +10%
10% 50 50% 50% 0%

5% 30 40% 30% -10%

Summation rating scale associated with a merit scale that resolves points into

Salary Points

Salary Points # of People Desired Actual Variance
per Point with this Result | Distribution Distribution

15 20 10% 20% +10%

10 50 50% 50% 0%

5 30 40% 30% -10%

Setting Up Employee Review Tables

Before you can conduct employee reviews, you must define competencies, rating models and
rating scales. Depending on the rating scale you are using, you might also be required to define a
merit scale table and/or review bands. If you use review result distribution functionality, you
must also define the distribution.

To set up employee review tables:
1. Define competencies on the Competency Table page.

Competencies are the criteria you use to review employees, such as Leadership, Technical
Knowledge, or Adaptability to Change. You can use competencies that you’ve defined for
other business processes or define competencies specifically for employee reviews in
connection with salary planning.

2. Define rating models on the Rating Model Table page.

Rating models represent the levels of performance you assign when evaluating employee
performance, such as Excellent, Good, Needs Improvement, and Unacceptable. You can set
up more than one rating model if appropriate for evaluating different categories of
employees.

3. (Optional) Define review bands on the Review Band Table page.

If you use review bands to determine salary increases, you define alphabetic or numeric
review band IDs.

4. Define merit scales on the Merit Scale Table page.
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A merit scale is an incremental scale of salary increases associated with ranges of
Summation-type review rating points. You define how the points resolve into salary increase
values for each range of points.

You must set up a merit scale under the following conditions:

= [f you plan to set up a review result distribution with a Summation-type rating scale, you
must resolve your review points using a merit scale.

= [f you use a Review Band-type review rating scale, you use the Merit Scale Table setup page
to assign a review band ID to each range of rating points.

Otherwise you do not have to set up a merit scale.

5. Define rating scales on the Rating Scale Table page.

@ For more information about rating scales see Overview of Review Rating Scales.

6. (Optional) Define a review result distribution on the Review Result Distribution setup page.

Enterprise Integration Points Related to Employee Review Tables

When you add, delete, or change information in the Rating Model or Rating Scale records, the
system automatically publishes the Rating Model EIP or Review Scale Tables EIP message to
any other PeopleSoft or third-party application that subscribes to the message. The message
supplies the updated record information so that the data remains current on every database that
subscribes to the published message. The system publishes the message regardless of which
component or page is the source of the update to the Rating Model or Rating Scale records.

@ For more information about the subscribers and technical details of the Rating Model EIP or
Review Scale EIP, see Rating Model or Review Scale Tables. For more information about
PeopleSoft Human Resources Enterprise Integration, see Overview of Enterprise Integration
in PeopleSoft Human Resources. For more information about enterprise integration points,
see PeopleSoft Enterprise Integration PeopleBook.

Defining Competencies

Competencies are the criteria you use to review your employees. Use the Competency Table page
to add, update, or review competencies that you associate with rating scales for employee review.

You can also access the Competency table through the Manage Competencies menu. For salary
planning and employee review you may use competencies that you define for other business
processes or you can define new competencies.
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For more information and complete documentation of this page, see Competency Table

Setup Page.

Rating Model Table Page
Usage Use the Rating Model Table page to define a set of alphabetic or
numeric codes for rating an employee’s performance. You can define
more than one rating model for use with different rating scales.
Object Name | RATING MDL TBL
Navigation e Administer Workforce, Administer Workforce (GBL), Setup,
Rating Model Table, Rating Model Table
e Administer Workforce, Plan Salaries (GBL), Setup, Rating Model
Table, Rating Model Table
Prerequisites | None
Access Enter a Rating Model ID.
Requirements
{ Rating Model Table
Rating Model: KCO1
Description ey All First [ 1011 [ Last
*Effective Date:  [01/0111880 | 3] staws:  [Actve 5] [+1=]
*Description: |Canadian Fating Model Short: ICdn hodel
First (4] 1.4 ot 4 [P] Last
*Rating *Description g:ggﬂ ption
|1_ |Exceeds Job Requirements |Exceeds El
|2_ |AS Expected |Expected El
|3_ |Impr0vementRequired |Imprv Reqg El
[T [Does notmeet.Job Requirements [rat Met =

Rating Model Table page

The following fields are common to multiple pages and are defined in the preface of this

PeopleBook in PeopleBooks Standard Page Element Definitions: Effective Date and Status.

Rating Model

Description

Description

The system displays the Rating Model ID that you entered
when you accessed the page.

Enter a description of the rating model.
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Short (description) Enter a short description of the rating model.
Ratings
Rating Enter an alphabetic or numeric code to represent the rating

you are defining. You can add as many rows as necessary
to define the ratings in your rating model.

If you use the Employee Review pages to review
employees, you must define ratings with numeric codes.
The system cannot calculate averages for alphabetic
ratings.

Description Enter a description of this rating.

Short Description Enter a short description of the rating.

Review Band Table Page

Usage Use the Review Band Table page to define review bands that you can
assign to ranges of review rating points on the Merit Scale table.

Object Name | REVIEW_BAND TBL

Navigation Administer Workforce, Plan Salaries (GBL), Setup, Review Band
Table, Review Band Table

Prerequisites | None

Access Enter a Review Band ID.
Requirements
{ Review Band Table
Review Band: A
Description siew Al First (4 1011 [ Last
*Effective Date: 0170171930 | ‘Status: | Active -] [+1=1
Description: |Re\riew Band A

Short Description: IA

Review Band Table page

The following fields are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Effective Date and Status.

Review Band The system displays the Review Band ID that you entered
when you accessed the page.
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Description
Description Enter a description of the review band you are defining.
Short Description Enter a short description of the review band.

@ For more information about using review bands, see Overview of Review Rating Scales.

Merit Scale Table Page

Usage Use the Merit Scale Table page to define groups of review result points.
Each group represents a range of points. For each group you define the
method of resolving review points into a salary increase. You can
resolve points in terms of amount, percent, or salary points. You can
also associate the groups with a review band.

You must set up a merit scale if the review rating scale type is Review
Band. This table is optional if the rating scale type is Summation. This
table does not apply if the rating scale type is Average.

Object Name | MERIT SCALE TBL

Navigation e Administer Workforce, Manage Performance (USF), Setup,
Merit Scale Table, Merit Scale Table

e Administer Workforce, Plan Salaries (GBL), Setup, Merit Scale
Table, Merit Scale Table

Prerequisites | If you are defining review rating point ranges for review bands, you
must first define review band IDs on the Review Band table.

Access Enter a Merit Scale ID.
Requirements
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{ Merit Scale Tahle Y
Merit Scale: KAMT
Description First (4 101 1 (] Last
Effective Date:  [01/01/1580 Status:  |Active ~] [+1[=]
*Description: |Am0unt Short: IAmount
First [ 1.2 ot 2 [¥] Last
N Rate Code Salary  Review
Group From To Amount Currency Percent Group points  Band
[ [ Jio | [rocoooo0 & [uso @y [+]1[=]
[ [1 [[2v | [z00.00000 ] [usD Q) =1
Merit Scale Table page

The following fields are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Effective Date, Status,

Description, and Short.

@ Column order for grids may vary by implementation. All columns may not be visible.

Merit Group
Group

From

To

Amount

Currency
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Enter an identifier for the first range of review points you
are defining. The value you enter here can be either a
number or letter, or combination of the two.

Enter the beginning value in the range of review points for
this group. For example, your first group could have a
range of values from 1 to 10. Your second group could
have values from 11 to 20 and so on.

Enter the final value in the range for this group.

If you resolve points in terms of a flat amount, hourly rate,
or hourly rate + flat amount, enter the amount that
corresponds with this group of points.

On the Rating Scale setup page you will select the rate
code, frequency, and currency the system should use for
merit increases associated with that rating scale.

Select the currency code associated with the Amount.

All other fields on this page are unavailable for data entry
if you entered an Amount and Currency.
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If you resolve points in terms of a percent, enter the
percent that corresponds with this group of points.

If you do not want the percent increase to apply to all of
the base rate codes in an employee’s compensation
package, select a Rate Code Group to which the percent
should apply.

This field is hidden if you did not select Use Rate Code
Groups on the Installation Table.

All other fields on this page are unavailable for data entry
if you entered a Percent and Rate Code Group.

If you resolve review rating points in terms of salary
points, enter the points that correspond with this group of
points.

This field is hidden if you did not select Use Salary Points
on the Installation Table.

All other fields on this page are unavailable for data entry
if you entered Salary Points.

If you use the Review Band rating scale type, enter the ID
of the review band that you want to associate with this
group of points.

@ For more information about Salary Points and Rate Code Groups, see Working with
Multiple Components of Pay. For more information about using review bands, see
Overview of Review Rating Scales.

Defining Rating Scales

Use the Rating Scale Table pages to define your review rating scales. You use these pages
differently depending upon whether you are setting up an Average, Summation, or Review Band
rating scale type. The following table illustrates how you use these pages for the various rating

scale types.

Scale Type | Rating Scale Page Competencies Page Ratings and Points

Select a rating model. | percents to the

Page
Average Define the rating scale | Select Competencies. Not used for Average
ID. scale type

Assign weighting

competencies.
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Scale Type | Rating Scale Page Competencies Page Ratings and Points
Page

Summation | Define the rating scale | Select Competencies. Assign a number of
ID. points to each rating in
Select a rating model. the rating model.
Define the resolution
of points into a salary
increase.

Review Define the rating scale | Select Competencies. Assign a number of

Band ID. points to each rating in
Select a rating model. the rating model.
Select a merit scale.

For overview information about setting up and using each of these three rating scale types,
see Overview of Review Rating Scales.

Rating Scale Table - Rating Scale Page
Usage Use the Rating Scale page to define a rating scale, its rating model, and
its type. For Summation scale types you also define the method of
resolving points into salary increases.
Object Name | REVIEW RATING TBLI1
Navigation e Administer Workforce, Administer Workforce (GBL), Setup,
Rating Scale Table, Rating Scale
e  Administer Workforce, Administer Workforce (USF), Setup,
Rating Scale Table, Rating Scale
e Administer Workforce, Manage Performance (USF), Setup,
Review Rating Table, Rating Scale
e Administer Workforce, Plan Salaries (GBL), Setup, Rating
Scale Table, Rating Scale
Prerequisites | Define a rating model. Define a merit scale if you want to associate the
rating scale with a merit scale, or if the rating scale type is Review
Band.
Access Enter a Rating Scale ID.
Requirements
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{m Competencies ' Ratings and Points
Rating Scale: PAS
Description 1
*Effective Date: M [Exi] *Status: I Active - l =
*Description: |Perr0rmance Appraisal System Short Descr: W
*Rating Model: mﬂ FPerformance Appraisal System Scale Type: | j
Merit Scale: l_ aQ
Rate Code: I— Ql
Frequency: l— Q) Currency: I_ Q)
Amount: I— Change Percent: I—
Percent: l— Rate Code Group: |—g
Salarypoints: | | Percent of Points: [ |

Rating Scale Table - Rating Scale page

The following fields are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Effective Date, Status,
Description, and Short Descr (short description).

Defining a Rating Model
Rating Model

Scale Type

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL

Select a rating model from the list of valid values, which
you define on the Rating Model Table setup page.

Select a Scale Type from the following values:

Average: Select this value if your organization uses a
system of weighted averages to review employee
performance. If you select Average, all remaining fields
on this page become hidden.

Rev. Band (review band): Select this value if your
organization uses a point system to evaluate employee
performance and resolves those points into review bands.
If you select Rev. Band, all remaining fields become
unavailable for data entry with the exception of the Merit
field.

Sum (summation): Select this value if your organization
uses a point system to evaluate employee performance and
resolves those points into salary increases.

For more information about scale types, see Overview of
Review Rating Scales.

REVIEWING EMPLOYEE PERFORMANCE
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Defining the Method of Resolving Rating Points

In these fields you define how you want the system to resolve review rating points into salary
increases. Certain fields become unavailable for data entry depending upon the scale type that

you selected, the method that you select for resolving points, or the rate code type of the rate code

that you select.

Merit Scale

Rate Code

Frequency

Currency

REVIEWING EMPLOYEE PERFORMANCE

If you selected Rev. Band as the Scale Type, select the
merit scale that defines the review bands and point ranges
that you want the system to apply to this rating scale.

If you selected Sum as the Scale Type and you want to
resolve points according to the definition of point ranges
on a merit scale, select the merit scale ID from the list of
valid values.

If you resolve rating points into a flat amount or hourly
salary increase, select the rate code that you want the
system to enter into the Job record when it loads the
increase.

If you resolve rating points into a percent increase, select
the rate code (or Rate Code Group) to which you want
the system to apply the percent.

If you resolve rating points into salary points, select the
rate code to which you want the system to apply the
points.

The system displays the rate code description and rate
code type.

Note. The rate code type of the rate code you select must
be consistent with the method of resolving points.

Select the compensation frequency of the salary increase.
Valid values are stored on the Frequency table.

Select the currency in which you want to pay the salary
increase.
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Amount Enter the amount of the salary increase per point if you
selected a rate code that has Flat Amount, Hourly Rate, or
Hourly Rate + Flat Amount as the rate code type. The
system adds this amount to the employee’s current
compensation for the rate code when it loads the review
results to the Job record.

For example, an employee’s annual compensation for the
selected rate code, NAANNL, is $50,000 USD. You
define the value of each review point as $100 annually.
The employee earns 20 review points, so the system adds
$2,000 to the employee’s compensation for the rate code.
The new annual compensation rate for NAANNL is
$52,000.

Change Percent Enter the percent of increase that you want to add to the
rate code compensation if you selected a rate code that has
Flat Amount, Hourly Rate, or Hourly Rate + Flat Amount
as the rate code type.

For example, an employee’s annual compensation for the
selected rate code, NAANNL, is $100,000 USD. You
define the value of each review point as .1 percent. The
employee earns 30 review points, so the system adds 3
percent to the employee’s compensation for the rate code.
The new annual compensation rate for NAANNL is

$103,000.

Percent Enter the percent of the salary increase per review point if
you selected a rate code that has Percent as the rate code
type.

Rate Code Group Select the rate code group on which you want the percent

increase to be calculated.

Salary Points Enter the number of salary points you want the system to
calculate for each review rating point. The system adds
these points to the compensation for the rate code that you
selected.

For example, an employee’s current salary points for the
selected rate code, NABPO1, is 100 points. You define
the value of each review point as 1 salary point. The
employee earns 30 review points, so the system adds 30
salary points to the current salary points for the rate code.
The new salary points for NABPOI is 130.
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Percent of Points Enter the percent of increase that you want to add to the

number of salary points applied to the selected rate code.

For example, an employee’s current salary points for the
selected rate code, NABPO1, is 100 points. You define
the value of each review point as 1 percent of salary
points. The employee earns 30 review points, so the
system adds 30 percent of the current salary points to the
total salary points for the rate code. The new salary points
for NABPO1 is 130.

Rating Scale Table - Competencies Page

Usage

Use the Competencies page to associate specific competencies with your
rating scale.

For Average rating scale types, you specify the relative weights of
competencies.

Object Name

REVIEW RATING TBL2

Navigation

e Administer Workforce, Administer Workforce (GBL), Setup,
Rating Scale Table, Competencies

e Administer Workforce, Administer Workforce (USF), Setup,
Rating Scale Table, Competencies

e Administer Workforce, Manage Performance (USF), Setup,
Review Rating Table, Competencies

e Administer Workforce, Plan Salaries (GBL), Setup, Rating
Scale Table, Competencies

Prerequisites

Define competencies on the Competency Table setup page.

Access
Requirements

Enter a rating scale ID.

Rating Scale:
Description

Effective Date:

f Rating Scale )‘ Competencies \{ Ratings and Points ‘.

PAS

view Al First (€ 1011 [P] Last
01/01M1380 Description: Performance Appraisal System El

Competencies

Seq Weight

Nbr Competency ®)

[ [oz0s QJ Teamwark and cooperation o =1
|2_ |051 3 Q Technical Knowledge IF =1

Total Percent: 50
First [4] 1.2 ot 2 [ Last

Rating Scale Table - Competencies page
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The following elements are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Description.

Description

Rating Scale The system enters the Rating Scale ID you entered when
you accessed the page.

Effective Date Select the effective date of the rating scale for which you
want to enter or update competencies.

Total Percent The system displays the accumulated total as you add

competencies and weighting percents.

Competencies

Seq Nbr (sequence number)  The system automatically numbers the rows in sequence.

Competency Select a competency from the list of valid values, which
you define on the Competency table.

Weight (%) This field is only visible if the rating scale type is
Average.

Enter a weighting percent for each competency. The total
of all weighting percents must be 100%.

Rating Scale Table - Ratings and Points Page

Usage Use the Ratings and Points page to assign a number of review rating
points to each value in your rating model for each competency you
defined for the rating scale.

Use this page only if the rating scale type is Summation or Review
Band.

Object Name | REVIEW RATING TBL3

Navigation e Administer Workforce, Administer Workforce (GBL), Setup,
Rating Scale Table, Ratings and Points

e Administer Workforce, Administer Workforce (USF), Setup,
Rating Scale Table, Ratings and Points

e Administer Workforce, Manage Performance (USF), Setup,
Review Rating Table, Ratings and Points

e Administer Workforce, Plan Salaries (GBL), Setup, Rating
Scale Table, Ratings and Points

Prerequisites | Define rating model. Associate competencies with the rating scale.

Access Enter a rating scale ID.
Requirements
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|/ Rating Scale " Competencies " Ratings and Pairts \_

Rating Scale: FPAS

Effective Date: 01/01/1980 Description:  Ferfarmance Appraisal System EI
|0513 QJ Technical Knowledge [+1=]
Review e Review

Rating Description Points

Fg Unacceptable IU =1

IE_E Minimally Successiul |1 =]

Ia_ﬂ Fully Successiul |3 =]

IT@ Superior |5 =1

Rating Scale Table - Ratings and Points page

Description

Rating Scale The system enters the Rating Scale ID you entered when
you accessed the page.

Effective Date Select the effective date of the rating scale for which you
want to enter or update competencies.

Competency

Competency Select one of the competencies you defined for the rating

scale using the next and previous buttons, or add a new
competency from the list of valid values.

Ratings and Review Points

Review Rating Select a review rating from the values you defined in your
rating model.

Review Points Assign a number of points to the selected review rating for
the selected competency.

By assigning different review points to the same rating for
different competencies, you can implicitly weight the
different competencies.

Review Result Distribution Setup Page

Usage Use the Review Result Distribution page to define the desired
distribution of employee review results. You can use this optional setup
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page for rating scales when the rating scale type is Average or Review
Band. You can also use it for Summation rating scale types if you
resolve the point value by means of a merit scale.

Object Name | REVIEW_RESULT DIST

Navigation Administer Workforce, Plan Salaries (GBL), Setup, Review Result
Distribution, Review Result Distribution

Prerequisites | Set up clearly defined groups that do not overlap using Group Build
pages.

Access Enter a Group ID.

Requirements

[ Review Result Distribution 7

Group ID: KUons klJons
Review Distribution Firt (4 106 1 [¥] Last
*Effective Date:  [04/01/2000 | ] Status: [Active ~] [+1=]
Description: |KUDI35 - Average Review Result Dist Short Desc: IKUDDS
Review Type: | Salary =l KU1 Salary Matrix Code: |KUNE}{ Q)
Rating Scale: kKUt | Q i .
fikuot Q) Rating Model: KUD1 Budget ID: | Q

Total Percent: 100

Desired Review Distribution

Review Rating Desired Distribution

1 [rom =
2 [z000 =1
3 [Fo0 =1
4 [rooo =]
5 0.00 =
B [o:00 =
7 0.00 =1

Review Result Distribution page
@ Visible fields vary by implementation.

Group ID The system enters the Group ID that you entered when
you accessed the page. It also displays the description of
the group.

Review Distribution

Effective Date Enter the date on which you want this review result

distribution to be active for the group.

Status The system enters Active by default.
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Description

Short Desc (short
description)

Review Type

Salary Matrix Code

Rating Scale

Rating Model

Budget ID

Total Percent

JANUARY 2001

Enter a description of this review result distribution.

Enter a short description of this review result distribution.

Select the type of review. This is important to verify that
all members of the group receive identical reviews.

If the rating scale type is Average, select the salary
increase guidelines matrix that you associate with this
rating scale for this group of employees.

Select the rating scale you are using to evaluate this group
of employees.

The system enters the rating model you associated with
the rating scale on the Rating Scale table.

This field is optional, and can only be used if your rating
scale type is Summation and you defined the resolution of
points using a merit scale in terms of an amount. If those
conditions are met and you created a salary increase
budget for this group ID, enter the budget ID here.

The system dynamically sums and displays the
accumulated percent total as you enter or change percents
for each review result in the Desired Review Distribution
grid. The total must be 100 percent when you save the

page.

Desired Review Distribution

The system displays the appropriate columns according to how you defined the rating scale.

Group

From
To

Amount

Percent

Salary Points
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The system enters the IDs that you assigned to groups
(ranges) of points on the Merit Scale table.

The system enters the beginning rating of each group.
The system enters the ending rating of each group.

(Summation scales) The system enters the Amount you
defined on the merit scale for resolution of points in this

group.

(Summation scales) The system enters the Percent you
defined on the merit scale for resolution of points in this

group.

(Summation scales) The system enters the Salary Points
you defined on the merit scale for resolution of points in
this group.

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL



JANUARY 2001

Review Band

Review Rating

Desired Distribution

Conducting Employee Reviews

Use the Employee Review pages to enter detailed information on salary reviews, performance

PLANNING SALARIES

(Review Band scales) The system enters the review band
you defined for this group.

(Average scales) The system enters the Review Ratings
that you defined for your rating scale.

For each group or review rating, enter the percent of the
total review that you desire in your outcome.

reviews, or both. Multiple reviewers can conduct reviews on each employee, and you can weight

the reviewers’ results. You can access the Employee Review page for an individual employee
directly or by first accessing the employee’s review group on the Employee Review by Group

page.

The following table summarizes the Employee Review pages:

Employee Review Page

Usage

Employee Review

Record dates and results of the employee’s
review and select the rating scale.

Reviewers

Each reviewer uses this page to conduct the
review. You indicate the weighting factor for
each reviewer. The system provides the list of
competencies that you included in the rating
scale and appropriate review fields. Each
reviewer can access a page to record comments
of any length about the evaluation of each
competency.

Comments

Each reviewer can use this page to record
comments about the overall review.

Goals

Use this page to review or specify employee

goals and objectives. You can include goals

from the career plan. The system updates the
employee’s career plan with information you
enter on this page.

Employee Review by Group

Use this page to view a list of all employees in a
review group and to access the Employee
Review page for each employee in the group.

You’ll also find the Employee Review pages in the Plan Careers menu. To enter review
information, you can use either page; they are the same.

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL

REVIEWING EMPLOYEE PERFORMANCE



PLANNING SALARIES JANUARY 2001

Before You Begin

Before you track employee review details, specify default review rating scales for employees in
the Job Data, Salary Plan page. The rating scale you enter there tells the system which
competencies and rating model to use for the employee. In some cases you can use a different
rating scale for the review, but the system will issue a warning. If the rating scale type is Review
Band, you cannot change the rating scale for the review.

Employee Review Page

Usage Use the Employee Review page to record dates and results of employee
reviews and to select the rating scale.

Object Name | EMPLOYEE REVIEW 1

Navigation e Develop Workforce, Plan Careers, Use, Employee Review,
Employee Review

e Administer Workforce, Plan Salaries (GBL), Use, Employee
Review, Employee Review

e Develop Workforce, Plan Successions (GBL), Use, Employee
Review, Employee Review

Prerequisites | Set up the rating scale.

Access The system will prompt you for an EmplID (employee ID) and
Requirements | Employment Red Nbr (employment record number).

Employee Review Reviewers Caomments Goals

O'Flaherty,Seamus Patrick Employes ID: KGOO0S Empl Red#: 0
Review Details e A First (0 1061 [B] Last
*Effective Date: [pzrz0/2000 & Review Type: [salary =] +1=]
From/To Date: [ToinTi1988 & [03/202000 ] Mext Review Date:  [03r30:2001 | ]

Business Unit: GBROZ Sales and Marketing - UK

Department: KGOO0G Sales and Marketing - M. Ire Company: KG1

Joh Code: Ki30004 Sales Representative Position:

Rating Scale: Imﬂ Competency Management Scale Scale Type:

Rating Model: PECM Competency Management Scale

Review Rating: |4_g 4-very Good

Employee Review page
The following fields are common to multiple pages and are defined in the preface of this

PeopleBook in PeopleBooks Standard Page Element Definitions: (employee) ID, Empl Recd#,
Effective Date, Business Unit, Company, and Department.

The system displays the employee’s name, employment status, ID, and record number.
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Review Details

Review Type Select a review type. Valid values are the following:

Both: Select this value if the review is both a Salary and a
Performance review.

Empl Fdbck (employee feedback)
Initl Rtng (initial rating)

Intrm Rtng (interim rating)

Offcl Rtng (official rating)
Performance

Salary

Self Assmt (self assessment)

If you have defined a review result distribution for this
employee’s group, you will not be able to change the
review type.

From/To Date Enter the beginning and ending date of the review period.
Next Review Date Enter the next review date if you know it.
Position The system displays the employee’s position as of the

review date.

Job Code The system displays the employee’s job code as of the
review date.

Review Results Details

Different fields appear in this section of the page depending upon the rating scale type. The
following table lists the visible fields for each rating scale type.

Average Summation Review Band

Rating Scale Rating Scale Rating Scale

Scale Type Scale Type Scale Type

Rating Model Rating Model Rating Model

Review Rating Total Review Points Resulting Review Band
Total Review Amount Final Review Band
Total Review Salary Points | Status
Total Review Percent Loaded to Job
Status
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Average

Summation Review Band

Loaded to Job

Review Results Details Field Definitions

Rating Scale

Scale Type

Rating Model

Review Rating

Resulting Review Band

Final Review Band
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Select a review rating scale from the valid values, which
you set up on the Rating Scale Table setup page.

If the rating scale type is Average, the system issues a
warning message if the salary matrix scale associated with
the rating scale you select does not match the salary
matrix associated with the rating scale on the employee’s
Job record.

If the rating scale type is Summation, the system issues a
warning if the rating scale does not match the rating scale
in the employee’s Job record.

If you have defined a review result distribution for this
employee’s group, the Rating Scale populates from the
Review Result Distribution setup page and you will not be
able to change the rating scale on this page.

The system displays the scale type of the rating scale that
you select.

The system issues a warning if the scale type of the rating
scale that you select is different from the scale type of the
scale associated with the employee’s compensation
record.

The system displays the rating model you associated with
the rating scale, and the description of the rating mode.

This field is visible only if the rating scale type is
Average.

Select a review rating. The system issues a warning if the
figure you enter here is not equal to the rounded, weighted
average on the Reviewers page.

If the rating scale type is Review Band, the system enters
the review band into which the employee’s total review
rating points fall. You can change the Resulting Review
Band if desired. If you change this value, the system
enters the new value in the Final Review Band field when
you save the page.

If the rating scale type is Review Band, the system enters
the review band into which the employee’s total review
rating points fall. If you change the Resulting Review
Band, the system updates the Final Review Band.
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Total Review Points

Total Review Amount,
Total Review Percent or
Total Review Salary Points

Status

Loaded to Job

PLANNING SALARIES

The system calculates and enters here the total review
points from the Reviewers page.

Depending on the resolution of rating points that you
specified on the rating scale, the system calculates and
displays either the Total Review Amount, Total Review
Percent, or Total Review Salary Points as the result of
the review.

(For Summation and Review Band scales only.)

Select the status of this review. The system enters
Proposed as the initial value. Valid values for this field
are Approved, Ineligible, No Increase, Processed, and
Proposed. You must change the status to Approved
before the salary change will load to the Job Data records
for the employee.

(For Summation and Review Band scales only.)

The system selects Loaded to Job after you load changes
to the Job record by running the Review Results to Job
Data process.

For more information about loading review results to Job,
see Running the Review Results to Job Data Process.

Employee Review - Reviewers Page

Usage Each reviewer uses the Reviewers page to conduct the employee review.

Object Name | EMPLOYEE REVIEW 2

Navigation ¢ Develop Workforce, Plan Careers, Use, Employee Review,
Reviewers

e Administer Workforce, Plan Salaries (GBL), Use, Employee
Review, Reviewers

e Develop Workforce, Plan Successions (GBL), Use, Employee
Review, Reviewers

Prerequisites | None

Requirements

Access Enter an employee ID.
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[ Ermployes Review " Reviewers W Comments | Goals |
OFlaherty,Seamus Patrick Employee ID: KG0004 Empl Rcd#: 0
Review Details First [ 1011 [ Last
Effective Date:  03/30/2000 Next Review Date: 03/30/2001 +1=1
Business Unit: GARRO2 SaM Salary Administration Plan: G017 06
Joh Code: K0005  SREP

First (4 14 [M] Last

*Evaluation Type: IR_ Q) ‘Reviewer ID: IW Q]  Factor weight: W % +1[=]
Competency Short Desc Weight {%2) Rating Short Desc
[ &l owntime Fi Fal sooa =]
Wﬂ Works pres IQD— |4_g Wery Good =]
IW@ Management ISD— |4_g very Good =1
Total Percent: Weighted Average:

Weight (%): 100

Employee Review - Reviewers page

Column order for grids may vary by implementation. All columns may not be visible.

The following fields are common to multiple pages and are defined in the preface of this

PeopleBook in PeopleBooks Standard Page Element Definitions: (employee) ID, Empl Red#,

Effective Date, and Business Unit.

The system displays the employee’s name, status, ID, and record number.

Review Details
Job Code

Next Review Date

Salary Administration Plan

Reviewers

Evaluation Type

Reviewer ID

Factor Weight
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The system displays the Job Code that you entered on the
Employee Review page

The system displays the Next Review Date that you
entered on the Employee Review page

The system enters the employee’s salary plan, grade, and
step.

Select an evaluation type. Valid values are
Approved/Official, Subordinate, Customer, Executive
Committee, Mentor, Peer, Supervisor/Manager, and Self.

Select the reviewer’s ID. The system displays the
reviewer’s name.

Enter the weighting percent for this reviewer. The total
weight of all reviewers for a review date must be 100%.
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Competencies

The following table lists the fields that are visible and available for data entry for each of the

rating scale types:

PLANNING SALARIES

Click the Order by Competency button to refresh the
Competencies grid.

Average Summation Review Band
Competency Competency Competency
Weight (%) Rating Rating

Rating Points Points

Total Percent

Total Review Points Total Review Points

Weighted Average

Competencies Field Definitions

Competency

Short Desc

Weight (%)

Rating

Short Desc

Points

Total Percent

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL

The system enters the competencies you defined for the
rating scale on the Rating Scale table. You can enter
additional competencies that are specific to the employee.

The system enters the short description of the competency.

(For Average scale only.) The system enters the weight
percent that you assigned to the competency when you set
up the rating scale. If you add a competency, enter it’s
weight percent. The total of weight percents must be 100
percent for the employee.

Enter the review rating you want to give the employee for
this competency. Valid values are the values in the rating
model that you associated with the rating scale.

The system enters the short description of the rating from
the rating model table.

(For Summation and Review Band scales only.)

The system enters the points you assigned to the rating for
this competency on the Ratings and Points setup page.

Click the EE Review Rating Comment button to access
the Reviewer’s Comment page, where you can enter
comments about the review rating for this competency.

(For Average scale type only.)

The system enters the total of the competency weights.
The total must be 100 percent.
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Weighted Average (For Average scale type only.)

The system displays the sum of the competency ratings
multiplied by their weight percents.

Total Review Points (For Summation and Review Band scales only.)

The system displays the total of review points for this
reviewer for all of the competencies.

Review Totals

Weight (%) The system displays the total percent of reviews
completed. For example, if reviewer 1 has 50 percent
weight and reviewers 2 and 3 each have 25 percent
weight, this field will show 75 percent after reviewers 1
and 2 have completed their reviews.

Total Review Points (For Summation and Review Band scales.)

The system displays the total review points for the reviews
completed so far.

Review Result To calculate the review result, the system multiplies the
total review score for each reviewer by the reviewer
weight (taken as a percentage), and sums these weighted
review scores.

For Summation and Review Band scale types, the system
enters this value on the Employee Review page.

Employee Review - Reviewers: Comment Page

Usage Each reviewer can use this page to enter comments about an individual
competency.

Object Name | EMP_RVW RATING SEC

Navigation Click the button at the end of the grid row for the competency that you
want to comment on.

Comment: | (=)
[ |

Employee Review - Reviewers: Comment page

Enter your comments. Click OK to return to the Reviewers page.
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Employee Review - Comments Page

Usage Each reviewer can use the Comments page to enter comments about the
overall review. The same reviewer can record comments related to
reviews for different evaluation types. You can enter comments of any
length.

Object Name | EMPLOYEE REVIEW 3

Navigation e Develop Workforce, Plan Careers, Use, Employee Review,
Comments

e Administer Workforce, Plan Salaries (GBL), Use, Employee
Review, Comments

e Develop Workforce, Plan Successions (GBL), Use, Employee
Review, Comments

Prerequisites | None

Access Enter an employee ID.
Requirements

/ Employee Review " Reviewers " Comments Y Goals

O'Flaherty, Seamus Patrick Ermployee ID: KG0005 Empl Rcd#: 0

Effective Date: (13/30/2000 Next Review Date: 03r3002001 EI
Business Unit: GBRO2 SAM Salary Administration Plan:  1<G01 06
Job Code: Kiz0005 SREP

wiew Al First [0 4.0t 1 [P] Last
Evaluation Type:  SuperisorManager EI
Reviewer ID: KG0002 Haopkins Dewi
Comment: Seamus has started well. ;I

Employee Review - Comments page

The following fields are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: (employee) ID, Empl Red#,
Effective Date, and Business Unit.

The system displays the employee’s name and status.

The system displays the following information from the Employee Review and Reviewers pages:
Next Review Date, Salary Plan/Grade/Step, and Job Code.
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Reviewers

Evaluation Type Select an evaluation type. Valid values are
Approved/Official, Subordinate, Customer, Executive
Committee, Mentor, Peer, Supervisor/Manager, and Self.

Reviewer ID Select your reviewer ID. The system displays the
corresponding name.

Comments Enter comments of any length.

Employee Review - Goals Page

Usage Use the Goals page to review or specify employee goals and objectives.
If the employee has a career plan in PeopleSoft Human Resources, you
can choose to include short-term goals and objectives from the career
plan. Type in any other goals and objectives resulting from the
employee review. You can enter text longer than the displayed field
space.

Object Name | EMPLOYEE REVIEW 4

Navigation e Develop Workforce, Plan Careers, Use, Employee Review, Goals

e Administer Workforce, Plan Salaries (GBL), Use, Employee
Review, Goals

e Develop Workforce, Plan Successions (GBL), Use, Employee
Review, Goals

Prerequisites | None

Access Enter an employee ID.
Requirements

/| Employee Review | Reviewers | Comments | Goals \L

O'Flaherty, Seamus Patrick Emploves ID: KGO00S Empl Red#: 0
Effective Date: 0373052000 Next Review Date: 033052001 EI
Business Unit: GBRRO2 Sah Salary Administration Plan:  |£G01 06
Joh Code: KE0004 SREP

Include From Career Flan %

*Mbr Goal ‘Status Actual Completion
Date

[ [ciose a dealin 15 gays | Met =] |ozrmeszo00 [ =1

Employee Review - Goals page
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The following fields are common to multiple pages and are defined in the preface of this

PeopleBook in PeopleBooks Standard Page Element Definitions: (employee) ID, Empl Rcd#,

Effective Date, and Business Unit.

The system displays the employee’s name and status.

Review Details

The system displays the following information from the Employee Review and Reviewers pages:
Next review Date, Salary Plan/Grade/Step, and Job Code.

Goals

e/

Nbr (number)

Goal

Status

Actual Completion Date

Click the Refresh IDs button to load the goals from the
employee’s career plan.

Enter the sequence number for goals that you add.

The system displays goals that you load from the
employee’s career plan. You can enter goals.

Select a goal status. Available values are Exceeded, Met,
and Not Met.

If the Goal Status is Exceeded or Met, enter the date on
which the employee achieved the goal.

When you select a status of Met and the goal is also in the
employee career plan, the system enters this date for short-
term goals in the Actual Completion Date field in the
Career Goals page. But keep in mind that if you change
this information a second time, for example, change a met
goal back to unmet, the system does not update the
information in the employee career plan again—you’ll
need to update the date in the career plan manually.

@ For more information about career goals and plans, see Creating Career Plans.

Employee Review by Group Page

Usage Use the Employee Review by Group page to view a list of all employees
in a review group during the current review period defined for the group.
From this page you can access the Employee Review page for each
employee.

Object Name | EE REVIEW_GRP
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Navigation e Develop Workforce, Plan Careers, Use, Employee Review By
Group, Employee Review By Group

e Administer Workforce, Plan Salaries (GBL), Use, Employee
Review By Group, Employee Review By Group

Prerequisites | None

Requirements

Access Enter a Group ID.

J( Employee Review By Group \_
Group ID: kLI00z2 Kooz
11011 of 11 Total in Group: 11
EmpliD Empl Rcd#  Hame EE Review
K0G00z2 0 Michta lssac EE Revie
KoG004 0 Aguilino,Beatrice EE Review
KOGO0G 0 Fuddephatt,Leo EE Revieu
KoG004 0 Hunsherger,Catlton EE Review
KOG010 0 Bickham,Debroah EE Revieu
KUon3 0 Tipman,Scott EE Review
Kuonas 0 votava, Teresa EE Revieu
KUo104 0 Dewherry Kithy EE Review
KU0114 1 Dell Ermmylou k EE Review
KUTROZ 0 Gardner,John EE Review
KUTROS 0 Masterson Marie EE Review

Employee Review By Group page

Group ID

Total in Group

Get Group

Group Employees
EmplID

Empl Red#

Name
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The system displays the Group ID you entered when you
accessed the page.

The system displays the total number of members in the
group.

Click the Get Group button to load the list of group
members into the page. Use the navigation buttons to
display portions of the group at a time.

The system displays each group member’s employee ID
number.

The system displays each group member’s employment
record number.

The system displays each group member’s name.
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Click EE Review to go to the employee’s Employee
Review page.

For more information about the employee review page,
see Employee Review Page.

Viewing Employee Review Information

PeopleSoft Plan Salaries provides four inquiry pages for reviewing employee review information.

Even if you do not define a desired review result distribution, you can use the Review Result

Distribution inquiry pages to view the distribution of review results for your review groups.

EE With No Current Review Inquiry Page

Usage Use the EE with no Current Review (employee with no current review)
page to identify employees who have not been reviewed during the
review period that you identify on this page. This is important if you
have defined a review result distribution. The review result distribution
will not be reliable unless everyone in the group has received a review.

Object Name | EE NO CURR RVW_INQ

Navigation Administer Workforce, Plan Salaries (GBL), Inquire, EE with no
Current Review, EE with no Current Review

Prerequisites | None

Access Enter a group ID.

Requirements

Group 1D: Kooz

1to100f10

J( EE with no Current Review \_

Start Date: |1nm1x1999 =Y

Employees with no Current Review

EmpliD Hame

Business Unit Rcd# Company Department Job Code Position Humber 5al Plan Grade
KOG002 0 Michta,lssac

GBIBU  GBIBU GBI Kunnz Benefits K014 KUD1 004
KOG004 0 Aguilino Beatrice

GBIBU  GBIBU GBI Kunnz Benefits K013 KUD1 005

K002
EndDate:  [11/3011993 Q] Review Type: | Salary =l %
Total in Group: 10 Get Group |

First (4 1.10 ot 10 [P] Last

EE with no Current Review page
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Group ID The system displays the group ID you entered when you
accessed the page.

Parameters

Start Date Select the beginning date of the review period you are
checking. Dates entered in the From Date field on the
Employee Review page are the only values available.

End Date (through date) Select the ending date of the review period you are
checking. Dates entered in the To Date field on the
Employee Review page are the only values available.

Review Type Select the review type that you are checking in this review
period. Valid values are Approved/Official, Subordinate,
Customer, Executive Committee, Mentor, Peer,
Supervisor/Manager, and Self.

iy Click this button to refresh the list of employees who have
not had a review of the specified review type in the
defined review period.

Total in Group The system displays the total number of members in the
group.

Get Group Click the Get Group button to refresh the employees in
the group.

Employees With No Current Review

The system displays the following data from the employee’s Job record: EmplID, Name,
Business Unit, Red# (record number), Company, Department, Job Code, Position Number,
Salary Plan, and Grade.

For more information about these fields, see Hiring Your Workforce.

EE Review Result Distribution Inquiry Page

Usage Use the EE Review Result Distribution (employee review result
distribution) page to view each employee’s review result and the group’s
desired result distribution, the actual distribution, and the variance.

Object Name | EE REVW RESLT INQ

Navigation Administer Workforce, Plan Salaries (GBL), Inquire, EE Review
Result Distribution, EE Review Result Distribution

Prerequisites | Define a review result distribution on the Review Result Distribution
setup page.
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Access Enter a group ID.
Requirements

J.fEE Review Result Distribution

Group ID: Kooz KLaoz
Mo terns Found K @ Total in Group: 2 Giet Group I
Effective Date:  01/01/2000 KIJO02 - Summation Review Result Dist
Review Type: Salary Rating Scale:  Amount Rat Rating Model: Exernpt
Budget 1D: Salary Matriz Code:  KURNEX
Employee Review Result
EmpliD Hame Review Rating Short Desc EE Review
EE Review

Desired Review Distribution

Group From To  Amount People Desired Dist Actual Variance
1 1 10 100.000000 i 50.00 i -80
2 11 20 200.000000 i 20.00 i -20

EE Review Result Distribution inquiry page

@ Column order for grids may vary by implementation.

Group ID The system displays the group ID you entered when you
accessed the page.

Count of Records The system displays the number of records that meet the
criteria.

Total in Group The system displays the number of employees in the
group.

Get Group Click the Get Group button to refresh the eligible group

members. Use the Previous and Next buttons to view
chunks of group members.

Review Distribution

Effective Date The system displays the effective date and description of
the Review Result Distribution that you defined for the

group.

The system loads into this page the current review results
as of the current date for all employees in the group.

Review type Select the review type.

Rating Scale The system displays the rating scale you associated with
this group, effective date, and review type.
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Budget ID If you specified a budget ID when you defined the review
result distribution, the system displays the budget ID.

Salary Matrix Code If you specified a Salary Matrix when you defined the
review result distribution, the system displays the salary
matrix code.

Employee Review Result

The fields that are visible in this section vary depending upon the rating scale you used to review
the employee. Only the Final Review Band field is updateable; all other fields are for display

only.
EmplID The system displays the employee’s ID number.
Name The system displays the employee’s name.
Review Rating (Average scale type.)
The system displays the employee’s review rating.
Short Description (Average scale type.)
The system displays the short description of the review
rating.
Final Review Band (Review Band scale type.)

The system displays the employee’s final review band.
You may change this value for individual employees to
achieve the desired review result distribution. When you
save this page, the system updates the Final Review Band
field on the Employee Review page, but leaves the
Resulting Review Band field unchanged on that page.

Total Review Salary Points  (Summation scale type with resolution of review points
into salary points.)

The system displays the employee’s total salary points
resulting from the review.

Total Review Percent (Summation scale type with resolution of review points
into percent.)

The system displays the employee’s total percent resulting
from the review.

Total Review Amount (Summation scale type with resolution of review points
into amount.)

The system displays the employee’s total amount resulting
from the review.
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EE Review Click this link to return to the Employee Review page
where you can make adjustments in the employee’s
review results.

Desired Review Distribution

The system displays the review results in the Desired Review Distribution grid according to the
rating scale and method of resolving review points, as detailed in the previous grid. In addition, it
displays the following information:

Group The system displays the groups of point ranges as you
defined them on the Merit table.

This field is hidden if the rating scale type is Average.

From The system displays the beginning result value in the point
range for this group.

This field is hidden if the rating scale type is Average.

To The system displays the final value in the range for this
group.

This field is hidden if the rating scale type is Average.

People The system displays the number of people in this group
(Summation scales), review band (Review Band scales),
or the number of people who achieved this review rating
(Average scales).

Desired Dist (desired The system displays the percent distribution that you

distribution) defined for this level of performance when you defined
the review result distribution. If you did not define a
desired distribution for the group, the system enters 0.

Actual The system displays the actual review result distribution.

Variance The system displays the variance between the desired
distribution and the actual distribution. If you did not
define a desired distribution for the group, the system
enters 0.

Review Result Distribution Inquiry Page

Usage Use the Review Result Distribution inquiry page to view the desired and
actual review distribution of the group along with the variance. If you
associated the review result distribution with a budget, you can also
view the budgeted amount, actual amount, and the variance.

Object Name | REVW_RES DIST INQ
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Navigation Administer Workforce, Plan Salaries (GBL), Inquire, Review Result
Distribution, Review Result Distribution

Prerequisites | None

Access Enter a group ID.
Requirements

J( Review Result Distribution \_

GroupID:  ogns5 K005
From Date: ID'IIEIHEDDEI B Thru Date: |12I31IQDDD B Review Type: | Salary j %
Review Distribution dl  First [0 1011 [ Last
Effective Date: 0450152000 K005 - Average Review Result Dist
Rating Scale: KO Rating Model:  KLU01 Merit Scale:
Salary Matrix Code: KILMNE Budget 1D:
Desired Review Distribution
Seq Rating People DesiredDist Actual Variance
11 0 10.00 0 -10
22 ] 20,00 ] -20
33 0 60.00 0 -60
44 0 10.00 0 -10
55 0 0.00 0
[} ] 0 0.o00 0
TT 0 0.00 0
Budget: Actual Amount: Variance:

Review Result Distribution page

@ Column order for grids may vary by implementation. All columns may not be visible.

Group ID The system displays the group ID you entered when you
accessed the page.

From Date Select a review From Date. Valid values are the review
dates you defined on the Employee Review page.

Thru Date Select a review Thru Date. Valid values are the review
dates you defined on the Employee Review page.

Review Type Select a review type.

Y Click the Search button to load the review result
distribution information into the grid. You must first
select the Group ID, From and Thru Dates, and Review
Type parameters.
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Review Distribution

Effective Date If more than one review took place within the date
parameters, select the review result distribution for this
group that you want to view in this page.

Rating Scale The system displays the rating scale that you defined for
this review result distribution.

Rating Model The system displays the rating model that you defined for
this review result distribution.

Merit Scale The system displays the merit scale that you defined for
this review result distribution.

Salary Matrix Code The system displays the salary matrix code that you
defined for this review result distribution.

Budget ID The system displays the budget ID that you defined for
this review result distribution.

Desired Review Distribution

The system displays the review results for each group of ratings that you defined on the merit
scale, or each rating in your Average scale. The details of the fields in this grid are the same as
the Employee Review Result Distribution inquiry page.

Budget

Budget The system displays the amount you budgeted for salary
increases.

Actual Amount The system displays the actual amount of the salary
increases for this group and this review.

Variance The system displays the variance between the budgeted

and actual amounts.

Review History Page

Usage Use the Review History page to track an employee’s reviews over time.

Object Name | REVIEW HISTORY INQ

Navigation Administer Workforce, Plan Salaries (GBL), Inquire, Review
History, Review History

Prerequisites | None

Access Enter an employee ID and Review Type.
Requirements
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{ Review History

O'Flaherty, Seamus Patrick ID:  KGO00S Empl Rcd Nbr: 0

Review Type: Salary
Employee Review

Rating Scale Resuft Review Details
Eff Date Scale Short Desc Scale Type Model Short Desc
037302000 PSCM Comp Mgmt PSCM  Comp Mamt

Review History: Rating Scale page

" Review Histary
OFlaherty, Seamus Patrick ID:  KGOOoS Empl Rcd Nbr: i}
Review Type: Salary
Emplovee Review
Rating Scale Resuft Review Detsils
Eff Date Scale Rating Short Desc
03r30/2000 PSCM 4 Very Good

Review History: Result page

{ Review History

O'Flaherty,Seamus Patrick Ix  KGOO0A Empl Rcd Hbr: 0

Review Type: Salary
Employee Review

Rating Scale Result Review Details
EffiDate  Scale Mo ShortDesc
Scale

0373072000 PSCM

Review History: Review Details page

@ The fields on this page are the same as those found on the Employee Review page. For
information about these fields, see Employee Review Page.

Processing Employee Reviews

The system provides a process to identify employees who have not received a review and to
notify the appropriate managers. If you use a Summation-type rating scale, you can process
salary increases based on the review results to the employees' Job records.

Running the Late Reviews Process

The Late Reviews process is a database agent process that selects all employees who meet the
following conditions:

4-44 REVIEWING EMPLOYEE PERFORMANCE PEOPLESOFT PROPRIETARY AND CONFIDENTIAL



JANUARY 2001 PLANNING SALARIES

o The last review effective date is on or before the date the process runs.

e And the next review date is before the date the process runs or there is no next review date
assigned.

If you have Workflow enabled, this process creates a worklist entry for all managers whose
employees have not yet received a review.

Late Reviews Process Page

Usage Use the Late Reviews Process page to run the Late Reviews Process.

Navigation Administer Workforce, Plan Salaries, Process, Late Reviews

Access Enter a Run Control ID.
Requirements

{ Late Rewiews

Run Control ID: 01 Report Manager Process Monitor Run

Late Reviews process page

Run Control ID The system displays the Run Control ID that you entered
when you accessed the page.

Click Run to run this request. Process Scheduler runs the Late reviews process at user-defined
intervals.

@ For more information about Process Scheduler, see Process Scheduler.

Running the Review Results to Job Data Process

The Review Results to Job Data process loads the following information into the employee’s Job
Data record:

e Review Date.
e Summation rating scale review points.
* Monetary salary changes that result from the Summation rating scale review.

The process does not update the Job record with results of an Average or Review Band rating
scale review.
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Procedure for Running the Process

Before running the Review Results to Job process, you can run the Review Result Distribution
report to confirm the results that will be loaded to the Job and Compensation records.

The Review Results to Job process involves running both an Application Engine process and a
Database Engine process. These two processes must be run in the correct order.
To Run the Review Results to Job Process:
1. Run the Application Engine process.
= The process populates a temporary table with updated job and compensation data.

= The process then creates a new compensation package in the employee’s compensation
record.

2. Run the Database Agent process immediately following step 1. This process updates the
employee Job records for the group you specified as the parameter for the process.

Review Results to Job Data Page

Usage Run the Review Results to Job Data process to update Job Data records
for employees you reviewed by a Summation-type rating scale.

Object Name | RUNCTL REVTOJOB

Navigation Administer Workforce, Plan Salaries (GBL), Process, Review
Results to Job Data, Review Results to Job Data

Prerequisites | Run this process for Summation scale types only.

This process will load records to Job Data only if the review status on
the Employee Review page is Approved.

Access Enter a Run Control ID.
Requirements

l( Review Results to.Job Data \_
Run Control ID: 01 Report Manager Process Monitor Run
Group ID: IKD002 ﬂ Department KDOO2
Joh Effective Date: [pinerzont
Action: |Pay Rate Change =]
Reason Code: IMER QJ Merit

Review Results to Job Data page
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Run Control ID The system enters the Run Control ID you entered when
you accessed the page.

Group ID Select the group ID you are processing changes for.

Job Effective Date Enter the date on which you want the new job row to take
effect.

Action Select an Action from the list of translate values.

Reason Code Enter a Reason Code for your Action. Valid values are

established on the Action Reason Table in the Administer
Workforce menu.

Click Run to run this request. Process Scheduler runs the Review Results to Job process at user-
defined intervals.

For more information about Process Scheduler, see Process Scheduler.

Reporting on Employee Reviews

In addition to the online inquiry pages, the system provides two printed reports that summarize
employee review results.

Employee Review Audit

The Employee Review Audit report lists employees in the group who have completed the review
process and those who have not. The report provides the following information for each
employee in the group who has a completed review:

o The reviewer’s name and weighting factor.

e The employee’s rating scale and review rating.

e The average of the employee’s review ratings over time.
e The employee’s next review date.

You can use this report as a reminder to schedule interviews.

For complete information about this report, see Generating the Employee Review Audit
Report.
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Employee Review Result Distribution

You can print the Employee Review Result Distribution report to view review results by
employee along with review result distribution, review distribution variances, budget amounts,
and budget variances.

@ For complete information about this report, see Generating the EE Review Result
Distribution Report.
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Budgeting and Planning Salary
Increases

Create salary increase budgets for groups of employees by defining increases for pay
components. The system calculates the increase for all employees in the group who have the
component in their compensation package. You can define budget increases by effective date,
effective sequence, action, and action reason and compare multiple proposed budgets for a given
group and budget period.

Create your salary plan by applying the budgeted increases to employees in the group to calculate
default increases. Manually adjust individual employee’s raises based on compensation history
and review results. You can check the variance between the budget totals and the salary plan
totals, and approve the raises when you’re satisfied. After approving raises, you can load them to
the employees’ job data records where they take effect on the effective date you defined.

Overview of the Salary Increase Budgeting and Planning Business
Process

The following list outlines briefly the steps in the salary budgeting and planning process. The
topics in this section explain these steps in further detail.

To budget and plan salary increases:

1. Create a salary increase group using group build pages.

@ For more information about step 1 see Planning Salary Increases by Group.

2. Establish default salary plan controls.

3. Set up group-level controls for specific plan periods.

@ For more information about steps 2 and 3 see Setting Up Controls for Salary Increase
Budgets and Plans.

4. Create requested budgets by pay component.
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5. Compare proposed budgets and make adjustments.

6. Approve a budget or go directly to salary planning without approving the budget first.

For more information about steps 4 - 6 see Budgeting Group Increases.

7. Establish a salary increase plan for employees in the group based on the budget.
8. Manually adjust increases of individual employees in the group.
9. Compare salary plan figures with budget figures.

10. Finalize and approve the salary increase plan.

For more information about steps 7 - 10 see Planning Group Salary Increases.

11. Populate employee records with planned, approved increases.

For more information about step 11 see Loading Salary Changes to Compensation Records.

Terms and Definitions

The following terms are used throughout the salary increase budgeting and planning pages:

Salary Increase Budget A budget for increasing compensation rates for specified
pay components. The budget is defined by employee
group and calculates increases equally for all group
members who have the budgeted rate codes in their
compensation packages.

Salary Increase Plan A plan for increasing the salaries of individual employees
in a group. The salary increase budget forms the default
salary increase for group members who have the budgeted
pay components in their compensation packages. In the
salary increase plan you can manually adjust the budgeted
increase at the level of individual employees in the group.

Requested Budget The salary increase budget as it is defined and submitted
for approval on the Group Increase Budget pages.

Current Budget The salary increase budget as it is adjusted by the
approver . The system uses the current budget for variance
calculations in salary planning by group.
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Planning Salary Increases by Group

You create your salary increase budgets and plans by employee groups. You can define employee
groups by department, by job code, or by any other criteria that suit your salary planning needs.
After you set up your group’s default budget, you use the group ID as the highest level key in all
of the salary budgeting and planning pages.

Defining Salary Plan Groups

You define employee groups using pages in the Manage Human Resources menu. You can
define groups specifically for salary budgets and plans, or use employee groups that you have
defined for other purposes in your organization.

For more information about defining groups, see Working With Groups.

Setting Up Controls for Salary Increase Budgets and Plans

When you create salary increase budgets and plans, you first need to set up control data that the
system uses to determine employee eligibility for salary increases. You set up sets of default
control data that you can modify at the group level.

Overview of Plan Defaults

The following steps outline the procedures for setting up default controls and the purpose and
function of the defaults created in each step.

To set up default controls for salary increase budgets and plans:
1. Define plan default IDs on the Plan Default Table page.

In this step you name the plan default IDs. The plan default ID is the key you will use to
access the Salary Plan Default Values page in the next step.

2. Define plan default control values on the Salary Plan Default Values page.

The plan default ID you create in step 1 is the key that identifies the set of default values that
you create in this step. On this page you define default budget and salary increase plan
control dates, currency defaults, the level of proration, the salary increase method, and
eligibility dates. You use this set of control values as a starting point for defining group level
controls in the next step.

3. Define budget and salary increase plan default control values at the group level on the Sal
Plan Group Default Values page.
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You enter this page by specifying a group ID. In the page you select a plan default ID (step
1) to populate this page with values you associated with the ID in step 2. Even if you don’t
change any of the default values for the group, you must open the Sal Plan Group Default

Values page and save the data before you can create salary increase budgets or plans for the

group.

The values you save on this page are the default control values the system enters on the
Group Increase Budget page and Salary Planning by Group page when you establish salary
increase budgets and plans for this group.

Administering Plans by Employee Anniversary Date

If you select Employee Anniversary Date as the salary increase method on the Salary Plan Group
Default Values page, use the following guidelines when setting up the group increase budget:

o The budget period must be an entire year. For example, if the budget start date is 4/1/2000, the
budget period end date must be 3/31/2001.

® You can define only one increase in the budget. (You cannot define multiple increases by
effective date and effective sequence if administration is by employee anniversary date.)

e The effective date of the budget increase must be the same as the budget period start date. The
employee’s anniversary date will be the effective date of the increase in the employee’s job
data row.

e Run the Create/Refresh Anniversary Dates process before loading the increases to Job data.

Plan Defaults Table Page

Usage Use the Plan Defaults Table page to define an ID code that you will use
as a key to a set of salary increase plan default values that you will set
up on the Salary Plan Default Values page.

Object Name | CONTROL TBL

Navigation Administer Workforce, Plan Salaries (GBL), Setup, Plan Default
Table, Plan Defaults Table

Prerequisites | None

Access Enter a Plan Default ID
Requirements
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{ Plan Defaults Tahle
Plan Default ID: KD
Description Wiy All First (4] 101 1 (M Last
*Effective Date: [orotigsn B cstatus:  [Active ~] [+1=1
*Description: |F'Ian Default 1

Short Description: IDef1
Plan Defaults Table page

Plan Default ID The system displays the plan default ID you entered when
you accessed the page.

Description

Effective Date Enter the date on which you want this plan default ID to
be effective.

Status Select a status.

Description Enter a description of the plan default ID that you are
creating.

Short Description Enter a short description of the plan default ID that you

are creating.

Salary Plan Default Values Page

Usage Use the Salary Plan Default Values page to define default budget and
salary increase plan control dates, currency defaults, the salary increase
method, eligibility dates, and salary increase effective date.

Use the default values you set up here when you define salary increase
plans for employee groups.

Object Name | SAL PLAN _CONTROL

Navigation Administer Workforce, Plan Salaries (GBL), Use, Salary Plan
Default Values, Salary Plan Default Values

Prerequisites | Define a Plan Default ID on the Plan Default Table.

Access Enter a Plan Default ID.
Requirements
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‘( Salary Plan Default Yalues \_

¥ All Employees at the Same Time

Plan Default ID: [l Plan Default 1

*Budget Period Start Date: M@ {Increases effective between
*Budget Period End Date: [o3rztiz001 | these dates)

*Salary Planning Start Date: M@ (As of date for base salaries)
*Currency Code: Wg US Dollar

Level of Proration: IM—ﬂ Wonthly

"Default Rate Type: [oFFic |y Official Rate

Hew Hire Eligibility Date: IU#IEIHEUUEI ﬂ (Cutoff for inclusion in plan)

" Employee Anniversary Date

Salary Plan Default Values page

Plan Default ID

Default Values
Budget Period Start Date

Budget Period End Date

Salary Planning Start Date

Currency Code

Level of Proration

Default Rate Type

BUDGETING AND PLANNING SALARY INCREASES

The system displays the Plan Default ID you entered
when you accessed the page. It also displays the
description.

Enter the beginning date of the budget plan’s effective
period.

Enter the ending date of the budget plan’s effective period.
The system uses the start and end dates that you enter here
to verify that the increases you plan take effect between
the two dates.

Enter the salary planning start date. The system uses
salary amounts in the system as of the Salary Planning
Start Date as the basis for its calculations for new
increases.

Select the currency code that you want the system to enter
as the default currency code when you create salary
increase plans. The system enters the base currency value
in the Primary Permission List Preferences Table defined
for your User ID as the default value.

The system displays budget and salary plan calculations in
the frequency that you select here. The available values
are from the Frequency table.

Select the Rate Type that you want the system to enter as
the default for your salary increase plans. Valid values are
the exchange rate types you previously established on the
Currency Rate Type table. The system uses this rate type
for all currency conversions.
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Salary Increase Method

Select one of the two options as the default method of implementing salary increases under your
salary increase plans. You can change the method when you define salary increase plans for
specific groups.

All Employees at the Same  Select this option if you want all salary increases under

Time your salary plans to be implemented for all employees at
the same time. If you select this option, the New Hire
Eligibility Date field becomes available for data entry.
The effective date of the employees’ salary increases will
be the effective date you define for the increase on the
Budget Requested page.

Employee Anniversary Date Select this option if you want salary increases under your
salary plans to be implemented on the employee’s
anniversary date. The anniversary date can be the
employee’s hire or rehire date. If you select this option,
the New Hire Eligibility Date field becomes unavailable
for data entry.

If you select this option, your budget period must be an
entire year and the effective date of the budget must be the
budget period start date. You can define only one increase
in the budget. You also need to run the Create/Refresh
Anniversary Dates process before loading salary increases
to the job record.

For more information about anniversary dates, see
Administering Plans by Employee Anniversary Date.

Eligibility Dates

New Hire Eligibility Date If you selected All Employees at the Same Time as the
salary increase method, this field becomes available for
data entry.

Enter the cutoff point for employees to be included in the
plan. Any employees hired after this date will not appear
in the budget or plan. This date must be prior to the
Salary Planning Start Date.

Sal Plan Group Default Values Page

Usage Use the Sal Plan Group Default Values page to establish default control
values for salary increase budgets and plans that you set up for a
particular group ID. The system populates this page with the default
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plans.

values you defined on the Salary Plan Default Values page. You can
change the default values for the group.

Even if you don’t change any of the default values, you must open this
page and save the data before you can create salary increase budgets or

Object Name | SAL PLAN _CNTRL_GRP

Navigation Administer Workforce, Plan Salaries (GBL), Use, Sal Plan Group
Default Values, Group Default Values

Prerequisites | Set up a group ID.

Requirements

Access Enter a Group ID.

{ Group Default Values

% All Emplovees at the Same Time

Group ID: KUDO5 KUDDS
Group Default Values First (4 154 [M] Last
*Plan Default ID: | Ty, Plan Default 1 [+1[=]
Start Date: 0450142000 End Date:  03/31/2001
*Budget Period Start Date: M @ {Increases effective betweean
*Budget Period End Date: [par17z001 &) these dates)
*Salary Planning Start Date: M @ (45 of date for hase salaries)
*Currency Code: [usoQ US Dallar
“Lewvel of Proration: IM— Q| Manthly
"Defauit Rate Type: [oFFic &) Official Rate

Hew Hire EIigihiIityDate: |D4.|'U1.|'QDDD @ (Cutofffor inclusion in p|an)

" Employee Anniversary Date

Sal Plan Group Default Values page

Group ID

Group Default Values
Plan Default ID

Start Date

End Date

BUDGETING AND PLANNING SALARY INCREASES

The system displays the ID and description of the group
you entered when you accessed the page.

Select the Plan Default ID whose values you want the
system to enter on this page as the default control values
for this group. You set up the default values for Plan
Default IDs on the Salary Plan Default Values page.

The system displays the Budget Period Start Date that you
entered for this Plan Default ID on the Salary Plan Default
Values page.

The system displays the Budget Period End Date that you
entered for this Plan Default ID on the Salary Plan Default
Values page.
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The system populates the remaining fields on this page with values from the Salary Plan Default
Values page; the fields are identical. You can change the values if you want to set up different
defaults for this group. When you have reviewed all dates and values, save the information.

@ Even if you don’t change any of the default values, you must open this page and save the
data before you can create salary increase budgets or plans.

@ For more information and complete documentation of these fields, see Salary Plan Default
Values Page.

Budgeting Group Increases

Before you can create a salary increase plan for an employee group, you first set up a group
increase budget. To request a budget you enter the requested amount, percent, or points by base
rate code. The system calculates the requested budget and current budget automatically. It
calculates the increase for all group members who have the rate code in their compensation
package.

You define budgets by effective date, effective sequence, and action/action reason. This structure
matches the job key structure and enables you to perform multiple actions on the same rate code
on the same date for the same action reason. Budgeting by effective date also enables you to
budget for different action/action reason combinations that take effect on different dates within
the same budget.

@ If the plan specifies salary increases by Anniversary Date, you can only define one increase
in the budget, which must have the budget period start date as the effective date. The
effective date in the job record will be the employee’s anniversary date.

You can create multiple requested budgets (with distinct IDs) for the same group and budget
period and compare them on the budget inquiry pages, but you can approve only one budget for a
single group and budget period start date.

After you create your requested budget you can send it for approval or use it directly for planning
employee salary increases. The approver can make changes in the budget before approving it.

Overview of Salary Increase Budgeting Procedures
The following steps outline how you use the Group Increase Budget pages, the Budget
Calculation process, and the Budget Comparison Inquiry pages. Notice that you have the

following choices in how you use these pages:

* You can calculate a budget using either online processing in the Group Increase component
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pages or the Budget Calculation batch process. You’ll want to use the batch process if your
group is very large.

o [f you create more than one budget for the same group and budget period, you can compare
budgets during the approval process or skip the budget comparison steps.

® You can approve a budget on either the Group Increase - Budget Requested page or the Budget
Comparison - Comparison inquiry page.
To establish a salary increase budget for a group:

1. Create a group using group build pages.

@ For more information about creating groups, see Working With Groups.

2. Set up salary plan control values for the group.

@ For more information about setting up salary plan controls, see Setting Up Controls for
Salary Increase Budgets and Plans.

3. Assign a budget ID and describe the budget on the Group Increase Budget - Budget
Description page.

You can set up a number of different budgets with distinct budget IDs for the same group in
the same budget period and compare these budgets in the Budget Comparison Inquiry pages.
You can approve only one budget for a single group and budget period start date.

4. Define the effective date, sequence, action, and action reason, for the budget increase on the
Group Increase Budget - Budget Requested page.

= You can perform multiple actions on the same rate code on the same effective date for the
same action reason.

= You can budget for different action/action reason combinations that take effect on different
dates within the same budget. (Do not do this if the increases are administered by
Anniversary Date.)

5. Enter salary increases by rate code on the Group Increase Budget - Budget Components page.

6. Calculate the requested and current budget amounts by clicking the Calculate button on either
the Budget Components page or the Budget Requested page, or by running the Budget
Calculations application engine process. If your group is large, you’ll want to use the
application engine process.

= The system enters the calculated totals of the requested budget in the Requested and Current
rows on the Budget Requested page.
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7. Submit the budget for approval by clicking the Request Approval button on the Budget
Requested page.

8. Compare budgets (if you created more than one budget for the same group and budget start
date) on the Budget Comparison Inquiry pages.

= Select budgets to compare from a list of all budgets for the group and budget start date on the
Budget Comparison - Budgets page.

= Select a budget and view its variance compared to others on the Budget Comparison -
Comparison page.

= View the selected budget’s details at the rate code level on the Budget Comparison -
Components page.

9. Approve the budget without modification by selecting the Budget Approved check box on the
Budget Comparison - Comparison page.

10. Modify the current budget, approve it, or use it for salary planning without approving.

= To modify the budget, change the values in the Current Budget grid on the Budget
Components page.

= To approve the budget, select Budget Approved on the Budget Requested page.

11. Use the approved or unapproved budget as the basis for creating a salary increase plan.

@ For more information about creating a salary increase plan, see Planning Group Salary
Increases.

Establishing Group Increase Budgets

Use the Group Increase Budget pages to define budgets for a group and budget period. The
following table summarizes how you use the three pages in this component.

Page Name Function

Budget Description Assign a budget ID and enter a description of the budget.

Budget Requested Define the effective date, sequence, actions, and action
reasons.

View requested and current budget totals.
Submit a budget for approval.
Approve a budget.

Budget Components Define requested increases by rate code in the Requested
Budget section.

Modify the increases by rate code in the Current Budget
section.
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@ For more information about salary increase budgeting procedures, see Overview of Salary
Increase Budgeting Procedures.

Standard Field Definitions for the Group Increase Budget Component
The following fields are common to all of the Group Increase Budget pages.

Group ID The system enters the ID and description of the group you
entered when you accessed the page.

Budget Period The system displays the control dates you set up for the
group in the Sal Plan Group Default Values page.

Level of Proration The system displays the level of proration you set up for
the group in the Sal Plan Group Default Values page.

Budget ID The system displays the Budget ID you entered when you
accessed the page.

Total Count The system displays the total count of employees in the
group as of the salary plan start date.

FTE (full time equivalency)  The system displays the FTE for the group as of the salary
plan start date.

Total Annual Salaries The system displays the total salaries of group members as
of the salary plan start date in the currency you selected on
the Sal Plan Group Default Values page. The currency
code is displayed. This amount is the base for calculating
the requested and current budget percent and amount.

The Total Annual Salaries value is the sum total of
salaries of employees who meet the following criteria:

e They are in the group as of the salary plan start date.

e Their employee status is Active, Leave of Absence,
Leave with Pay, or Suspended.

e They’re eligible for an increase as of the salary plan
start date.

e Ifyou are using the A/l Employees at the Same Time
increase method, the employee’s hire date is before
the New Hire Eligibility date you defined on the Sal
Plan Group Default Values page.
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Group Increase Budget - Budget Description Page

Usage Use the Budget Description page to assign a Budget ID and describe a
salary increase budget for a group of employees. You can set up a
number of different budgets with distinct budget IDs for the same group
in the same budget period. You can compare these budgets in the
Budget Comparison Inquiry pages.

Object Name | GROUP INCR BUDGETI

Navigation Administer Workforce, Plan Salaries (GBL), Use, Group Increase
Budget, Budget Description

Prerequisites | Set up group default values on the Sal Plan Group Default Values page.

Access Select a Group ID and Budget Period Start Date.
Requirements

Enter a Budget ID.

{ Budget Description ‘.I Budget Eeguested Budget Components

Group 1D: kLI00s kL00s

Budget Period: 040172000 - 033142001 GetGroupl

Level of Proration:  Monthly

Budget ID: klI005-B1

*Description: |KUDDS - Budget 1

Short Description: IKUDDS—EH

Salary Planning Start Date:  04/01/2000 New Hire Eligibility Date: 0440172000

Total Count: 20 FTE: 11.25  Total Annual Salaries: 246,202,768 USD

Group Increase Budget - Budget Description page

The following fields are common to multiple pages in this component and are defined under the
Standard Field Definitions for the Group Increase Budget Component: Group ID, Budget
Period, Budget ID, Level of Proration, Total Count, FTE, and Total Annual Salaries.

Retrieving Group Information

Get Group Click the Get Group button to retrieve or refresh the
Total Count, FTE, and Total Annual Salaries
information for this group ID.

Budget

Description Enter a description of the Budget you are defining. This
description can be up to 50 characters in length.

Short Description Enter a short description.
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Group Default Values

Salary Planning Start Date = The system displays the Salary Planning Start Date you
set up for the group in the Sal Pan Group Default Values

page.

New Hire Eligibility Date If you’re administering salaries by the All Employees at
the Same Time method, the system displays the New Hire
Eligibility Date you set up for the group in the Sal Pan
Group Default Values page.

Group Increase Budget - Budget Requested Page

Usage Use the Budget Requested page to define the action and action reason
for the budget and to view requested and current budget totals. You can
also use this page to submit a budget for approval, to modify and
approve the budget, and to approve the salary plan associated with the
budget.

Object Name | GROUP_INCR BUDGET?2

Navigation Administer Workforce, Plan Salaries (GBL), Use, Group Increase
Budget, Budget Requested

Prerequisites | None

Access Select a Group ID, Budget Period Start Date, and Budget ID.
Requirements

Budget Description ' Budget Requested Y Budget Companents

Group ID: KLI00s KLInos

Budget Period: D4101/2000 - 033172001 BudgetID:  KUD5-B1 Level of Proration:  Manthly
View Al First (4] 1orz K Last

*Effective Date:  [10/01/2000 | (] Seq: [o +1=1

*Action: |PavR10hg 'l Reason: IMER Q) erit Ll Requesmppmval|
Budget Manager: I Q) Red#: ID

Percent Armaunt Date Budget Approved [
Requested: 07o ?1,521.649@ I @ Grand Totals
Current: 0.70 7501 64aE | Ed] Amt: 71,024 307000 ]
Planned Increases: 071 497,25 | B O 070
Variance: 0.01 -907.25 & Salary Plan Approved [
Total Count: 20 FTE: 11.25 Total Annual Salaries: 846,292 768 USD

Group Increase Budget - Budget Requested page

The following fields are common to multiple pages in this component and are defined under the
Standard Field Definitions for the Group Increase Budget Component: Group ID, Budget
Period, Budget ID, Level of Proration, Total Count, FTE, and Total Annual Salaries.
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Budget
Effective Date

Seq

Action

Reason

Budget
Manager

Red#

PLANNING SALARIES

Select an effective date for the action and action reason associated with
this budget.

The effective date enables you to budget for different action/action reason
combinations that take effect on different dates within the same budget.

By using the Seq (sequence number) in association with the Effective
Date and Action Reason, you can perform multiple actions on the same
rate code for the same effective date and same action reason.

Note. If you administer salary increases by Employee Anniversary Date
under the plan, you can only define one increase in the budget, which must
have the salary plan start date as the effective date.

If you enter an additional Action with the same effective date and action
reason, increase the sequence number by one integer. The system assumes
the first action to have a sequence number of 0, so enter a sequence
number of 1 for your second use of the same action code for the same
effective date and action reason.

Select an Action that is associated with this budget. Valid values for this
field include Demotion, Pay Rt Chg (pay rate change), Posn Chg
(position change), and Promotion.

Select a Reason from the valid list of Action Reason Code values,
established on the Action Reason Code table.

The system enters the Manager ID defined for the group when the group
was defined. You can override this ID if necessary. When you enter the

manager ID, the system automatically updates the Red# (record number)
with the manager’s employee record number.

The system enters the employee record number of the Budget Manager
you identified.

After you enter or change rate codes and increase values in the Requested
Budget or Current Budget grids on the Budget Components page, click the
Calculate button to calculate the budget and populate the Requested and
Current Percent and Amount fields on this page.

The system calculates the total for the group based on the following data:

e Increases in employees’ compensation rate codes that you enter in the
Budget Components page.

e Budget Period parameters you define for the budget.
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Request
Approval

Percent

Amount

Date

Requested

Current

Planned
Increases

Budget
Approved

Grand Totals

Amt (amount)
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After you complete the budget calculation, click the Request Approval
button to send a workflow notifying the approving manager to review the
budget. (Workflow must be enabled.)

Enter the date in the Requested Date field.

In this column the system displays the total percent change in salaries. It
calculates this figure for the components you enter for this budget on the
Budget Components page.

In this column the system displays the change in total salaries. It calculates
this figure for the components you enter for this budget on the Budget
Components page.

Enter the date that you are requesting this budget (on the Requested line)
or approving the budget (on the Current line) or approving the salary plan
(on the Planned Increases line).

The system enters this date if you approve the budget on the Budget
Comparison - Compare inquiry page.

The information in the Requested line represents the amount being
requested for salary increases.

The information in the Current line represents the budget as revised by
the approver on the Budget Components page. This is the amount
available for distribution to group members on the Propose Raises page.

The system displays the total increases you define in the salary increase
plan associated with this budget. All amounts are displayed in the budget
currency and frequency.

To approve the budget, the approving manager first enters the Date on the
Current budget row and then selects Budget Approved when satisfied
with all of the budget figures.

The system selects this check box if you approve a budget on the Budget
Comparison - Compare inquiry page.

Only one approved budget can exist at one time for a single group and
budget period start date.

For more information about budget approval and approval validation, see
Approving a Budget.

The system enters the total increases according to the current budget,
calculated and displayed at the level of proration defined for the budget.
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% (percent)

Variance

Salary Plan
Approved
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The system enters the percentage of increase between the sum of the
annualized salaries as of the start date of the plan and the calculated
increased salaries in the current budget.

After you create a salary increase plan associated with this budget, the
system displays the variance between the salary plan amount and the
current budget amount.

If the variance is displayed as a positive amount, the salary plan exceeds
the budgeted amount. If the variance is displayed as a negative amount,
the planned salaries fall short of the budgeted amount.

The approving manager selects Salary Plan Approved to approve the
plan. Salary Plan Approved must be selected to load the salary increases
to Job Data.

Group Increase Budget - Budget Components Page

Usage Use the Budget Components page to enter and calculate increases for
group members by base pay rate codes. The system calculates the totals
for the group and displays them on the Requested Budget page.

Object Name | GROUP_INCR BUDGET3

Navigation Administer Workforce, Plan Salaries (GBL), Use, Group Increase
Budget, Budget Components

Prerequisites | None

Access Select a Group ID, Budget Period Start Date, and Budget ID.

Requirements

j/ BudgetDescription 4 Budget Requested " Budaet Components \L

Group ID: KLI005 KLIo0s
Budget Period:  04/01/2000 - 0331/2001 Budget ID:  KU005-B1 Level of Proration:  Manthly
Wi . First [l 1072 D Last
Eff Date: 10/01/2000 Seq: 0 Action: PAY PayRtChyg Reason: MER Merit EI
Requested Budget
|: Amourts i Changes '.I
Rate Code Total Increase Currency Frequency
[NAANNL (@] Default Ma 5967 032967 [USD  [A =

Current Budget
|: Amourts i Changes '.I

Rate Code Total Increase Currency Frequency
[NAANNL (@] Default MA 5957.032057 [USD @ [A Q =1

Group Increase Budget - Budget Components: Amounts page
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Multiple views of this page are available by clicking the tabs in the scroll area. We
document fields common to all views first.

Common Page Information

The following fields are common to multiple pages in this component and are defined at the
beginning of this section in Standard Field Definitions for the Group Increase Budget
Component: Group ID, Budget Period, Budget ID, and Level of Proration.

Eff Date (effective date)

Seq

Action

Reason

Select a budget by effective date.

Select a budget by sequence if there is more than one
budget for this group, budget period, budget ID, effective
date, and action/action reason.

Select a budget by action if there is more than one budget
for this group, budget period, budget ID, and effective
date.

Select a budget by action/reason if there is more than one
budget for this group, budget period, budget ID, effective
date, and action.

After you enter or adjust the details of the requested
budget or current budget by rate code in the grids, click
the Increase Calculation button to calculate the budget
totals. The system updates both the Current budget totals
and the Requested budget totals on the Budget Requested

page.

For better performance if your group is large, you can use
the Budget Calculation application engine process instead
of this button.

For more information about the Budget Calculation
application engine process, see Calculating the Budget.

Requested Budget - Amounts Tab

See the above exhibit for a view of this tab.

Rate Code

BUDGETING AND PLANNING SALARY INCREASES

Select a base pay rate code for which you want to budget
an increase. The system calculates the budget for all
employees in the group who have this rate code in their
compensation package.
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Total Increase The system displays the result of the calculation for all
employees in the group who have the rate code in their
compensation packages. It shows the total increase
amount for the rate code, in the currency and frequency of
the rate code. For example, if there are 5 employees in
the group who have the rate code and you increase the
amount by 100 USD, the amount in this field is $500 USD
(5 x 100).

Currency The system displays the currency you defined for the rate
code in the Comp Rate Code table.

Frequency The system displays the frequency you defined for the rate
code in the Comp Rate Code table.

Changes Tab

Requested Budget
|-' Amounts )_' Changes '|

Change Change Percent Add
Percent Points of Points Percent

[neanmC @] [z400.000000 [ =]

Current Budget
|-' Amounts }_' Changes '|

Change Change Percent Add
Percent Points of Points Percent

[MaanmL QJ [2400.000000 [ +1=]

Rate Code  Change Amount

Rate Code  Change Amount

Group Increase Budget - Budget Components: Changes page

You enter increases differently depending upon the rate code type of the rate code that you enter.
The following table shows the fields available for entering increases for each of the rate code

types.

Rate Code Type Available Fields for Entering Increases

Flat Amount, Hourly Rate, Change Amount, Change Percent

Hourly Rate + Flat Amount

Percent Add Percent

Point Change Points, Percent of Points

Change Amount If the rate code type is Flat Amount, Hourly Rate, or

Hourly Rate + Flat Amount, you can enter a change
amount for the rate code. The system calculates the
budget by adding this new amount to the compensation for
the rate code.

If you enter a Change Amount, the Change Percent field
is cleared.
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Change Percent If the rate code type is Flat Amount, Hourly Rate, or
Hourly Rate + Flat Amount, you can enter a percent of
increase in the amount for the rate code. The system
calculates the budget by adding this percent increase to the
compensation for the rate code.

If you enter a Change Percent, the Change Amount field
is cleared.

Change Points If the rate code type is Points, you can enter an additional
number of points for the rate code. The system calculates
the budget by adding this number of points to the points
for the rate code and multiplying by the point value that
you define in the Company table.

If you enter a Change Points, the Percent of Points field
is cleared.

Percent of Points If the rate code type is Points, you can enter a percent of
increase in the number of points for the rate code. The
system calculates the budget by adding this percent
increase to the points for the rate code and multiplying by
the point value that you define in the Company table.

If you enter a Percent of Points, the Change Points field
is cleared.

Add Percent If the rate code type is Percent, you can enter an additional
percent for the rate code. The system calculates the
budget by adding this percent to the percent for the rate
code.

Current Budget Amounts and Changes

As you enter the Requested Budget details, the system copies them into the Current Budget grid.
The approver can adjust the budget in the Current Budget grid. When you click the Increase
Calculation button or run the Budget Calculation process, the system calculates and enters the
adjusted totals in the Current Budget row on the Requested Budget page.

The fields in this section are identical to the fields on the Requested Budget Amounts and
Changes tabs.

Calculating the Budget

The system calculates the requested and current budget using online processing when you click
the Increase Calculation button on the Budget Components page or the Budget Requested page.
For better performance with large groups, calculate the budget using the Budget Calculations
application engine process instead of the Increase Calculation button.
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Budget Calculation Page

Usage Use the Budget Calculation page to run the Budget Calculation
application engine process. This process calculates the total budget
amount and percent for the rate code increases you enter on the Budget
Components page. It enters the totals in the Requested and Current data
rows on the Budget Requested page.

You can also calculate the budget using online processing if the group is
small. For large groups, use this application engine process.

Object Name | RUNCTL CALCBUDGET

Navigation Administer Workforce, Plan Salaries (GBL), Process, Budget
Calculation, Budget Calculation

Prerequisites | Define a group increase budget.

Access Enter a run control ID.

Requirements

{ Budget Calculation
Run ControlID: (1 Beport Manager Process Monitar Run
Group ID: [<uiood Ql kuoot
Budget Period Start Date: IDdID1 2000 g
Budget ID: [funmer @ KD - Budgst 1
Budget Calculation page

The following fields are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID.

Group ID

Select the ID of the group whose budget you want to
calculate.

Budget Period Start Date Select the budget period start date of the budget you want

Budget ID

to calculate.

Select the ID of the budget you want to calculate.

Click Process Request to run this request. Process Scheduler runs the Budget Calculation
process at user-defined intervals.

@ For more information about Process Scheduler, see Process Scheduler.
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Budget Comparison Inquiry Pages

Use the Budget Comparison inquiry pages to compare budgets when you have created more than
one possible budget for the same group and budget period start date. You can only compare
budgets that you created for the same group ID and budget period start date.

The following table lists the pages in the Budget Comparison component and the function of
each.

Page Name Function

Budgets inquiry page Displays a list of the budgets for the selected group and
budget period start date. The system displays the
description of each budget along with its requested
amount and requested percent.

Select the budgets you want to compare and click the
Compare button.

You can approve a budget by selecting the Budget
Approved check box.

Comparison inquiry page The system displays the budgets that you selected on the
Budgets inquiry page. Select the Variance check box next
to the budget that you want to compare to the others. The
system displays the amount that each budget varies from
the selected budget.

You can approve a budget by selecting the Budget
Approved check box.

Components inquiry page The system displays the details of the components (rate
codes) associated with the budget selected on the
Comparison inquiry page.

Standard Field Definitions for the Budget Comparison Inquiry Component
The following fields are common to all of the Budget Comparison inquiry pages.

Group ID The system displays the group ID that you enter when you
access the page.

Budget Period Start Date The system displays the budget period start date that you
enter when you access the page.

Budget Comparison - Budgets Page

Usage Use the Budgets page to view a list of proposed budgets for the specified
group ID and budget period start date. The system displays the
description of each budget along with its requested amount and
requested percent.
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To compare the budgets, select the budgets you want to compare and
click the Compare button.

You can approve a budget by selecting the Budget Approved check box.
Object Name | BUDGET COMPAR3 INQ

Navigation Administer Workforce, Plan Salaries (GBL), Inquire, Budget
Comparison, Budgets

Prerequisites | Set up more than one group increase budget for the group ID and budget
period start date.

Access Enter a group ID and Budget Period Start Date.
Requirements

{  Budgets ‘Hgomparisnn Components
Group ID: Kuoos klJons Compare |

Budget Period Start Date:  04/01/2000

Budget ID Short Desc Effective Date Seq Action Reason
W KUD05-B1 KLI005-B1 10/01/2000 0 Pay Rt Chg M erit
W KUD05-B81 KLI005-B1 04/01/2000 0 Pay Rt Cho M erit

Budget Comparison - Budgets page

@ Column order for grids may vary by implementation. All columns may not be visible.

The following fields are common to multiple pages in this component and are defined at the
beginning of this section in Standard Field Definitions for the Budget Comparison Component:
Group ID and Budget Period Start Date.

Viewing Budget Information

The system displays the budget description of each budget you created for the specified group ID
and budget period start date. The fields on this page are the same as those found on the Group
Increase Budget -Budget Requested Page.

@ For more information about these fields see Group Increase Budget - Budget Requested
Page.

Selecting Budgets to Compare

Check box Select the check box at the beginning of the grid row for
each budget that you want to compare with other budgets
on the next page in the component.

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL BUDGETING AND PLANNING SALARY INCREASES 5-23



PLANNING SALARIES

5-24

JANUARY 2001

Compare Click the Compare button to load the selected budgets

into the Comparison inquiry page.

Budget Comparison - Comparison Page

each budget varies from the selected budget.

Usage Use the Comparison page to view the variance between one budget and
all others that you selected on the Budgets inquiry page.

The system displays the budgets that you selected on the Budgets
inquiry page. Select the Variance check box next to the budget that you
want to compare to the others. The system displays the amount that

Object Name | BUDGET COMPARI1 INQ

Comparison, Comparison

Navigation Administer Workforce, Plan Salaries (GBL), Inquire, Budget

Prerequisites | Select budgets on the Budgets inquiry page.

Access Enter a group ID and Budget Period Start Date.
Requirements

Budgets Comparison Components
Group ID: KUDOS KUDOS

Budget Period Start Date:  04/01/2000

Budget 1D Eff Date Seq Action Reason Requested Amount  Requested Pct  Variance Amount Variance

10/01/2000 0 PAY  MER 71621.649 U |

04/0142000 0 PAY  MER 71024.397 0.71 -

Requested Budgets First (0 1202 [ Last

Budget Budget
Approved Approval Date

o Edl
I |n4m1r2000@

Budget Comparison - Comparison page

Column order for grids may vary by implementation. All columns may not be visible.

The following fields are common to multiple pages in this component and are defined at the
beginning of this section in Standard Field Definitions for the Budget Comparison Component:

Group ID and Budget Period Start Date.

Requested Budgets

The system displays the budget description and the Requested Amount and Requested Pct for
each budget that you created for the specified group ID and budget period start date.

Variance Select Variance for the budget that you want to compare to the other

budgets in the page.
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Amount
Variance

Budget
Approved

Budget
Approval
Date
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The system displays the amount that each budget varies from the budget that

you selected in the Variance field.

You can approve a budget on this page by selecting Budget Approved in
the budget’s data row on the grid. You must also enter a Budget Approval
Date.

You can only approve one budget for a group ID and budget period start
date.

e Once you approve a budget increase of one budget, the Budget
Approved check boxes for any other budget are unavailable for entry.

® You can approve a budget increase only if all increases with prior
effective date and sequence in the budget are already approved.

For more information about budget approval and approval validation, see
Approving a Budget.

When you approve a budget on this page, the system updates the Budget
Approved field on the Budget Requested page.

Enter an approval date for the budget you approved.

Budget Comparison - Components Page

Usage Use the Components page to view budget details by rate code associated
with the budget selected in the Variance check box on the Comparison
inquiry page.

Object Name | BUDGET COMPAR2 INQ

Navigation Administer Workforce, Plan Salaries (GBL), Inquire, Budget
Comparison, Components

Prerequisites | Select a budget on the Comparison inquiry page.

Access Enter a group ID and Budget Period Start Date.

Requirements
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Budgets Comparison | Components

Group ID: KUoos klJons
Budget Period Start Date: 04;01/2000

Requested Components

Amourts Changes
BudgetlD EffDate  Seq Action Reason Ez;i Compensation Rate Currency Frequency
klJoos-B1 100142000 0 MAAMMNL 8967.032067 USD A
klJoos-B1 0401/z2000 0 MAAMML £000.000000 LSD A

Budget Comparison - Components: Amounts page

Budgets Comparison I.f Components

Group ID: Kuoos klJons
Budget Period Start Date:  04/01s2000

Requested Components

Amourts Changes
Rate Code Change Amount Change Percent Change Points  Percent of Points  Add Percent
MAANML 2400.000000
MAANML 1200.000000

Budget Comparison - Components: Changes page

@ Column order for grids may vary by implementation. All columns may not be visible.

The following fields are common to multiple pages in this component and are defined at the
beginning of this section in Standard Field Definitions for the Budget Comparison Component:
Group ID and Budget Period Start Date.

Requested Components

For the budget that you selected in the Variance field on the Comparison inquiry page, the system
displays the budget description and the requested budget details by rate code. The fields on this
page are the same as those found on the Group Increase Budget - Budget Components page.

@ For more information about these fields, see Group Increase Budget - Budget Components
Page.

Approving a Budget

You can approve a budget by selecting Budget Approved and entering an approval date on either
the Group Increase - Budget Requested page or the Budget Comparison — Comparison page. The
system automatically updates the Budget Requested page if you approve the budget on the
Budget Comparison inquiry page. You can approve only one budget for a single group ID and
budget period start date.
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Because a single budget ID can have multiple budgeted increases, the system performs the
following checks to ensure that only one budget ID is approved for a single group ID and budget
period start date:

e When you select either Budget Approved or Salary Plan Approved for any increase with
effective date and effective sequence within a group budget, the system will make sure that no
other budget ID for the same group has been approved.

e When you select either Budget Approved or Salary Plan Approved for any increase with
effective date and effective sequence within a group budget, the system will make sure that the
increases within the budget that have a previous effective date/sequence have already been
approved. This is because each subsequent effective date/sequence budget calculation is
performed based on previous budgeted increments.

You can use a budget for a salary increase plan without approving the budget first. However,
before you can run a process to load the salary changes to the Job Data records, the following
approvals must be completed:

o Salary Plan Approved must be selected on the Budget Requested page.

o The individual employee increases must be marked Approved on the Summarize and Approve
Raises page.

@ For more information about budgeting procedures, see Overview of Salary Increase
Budgeting Procedures.

Planning Group Salary Increases

Use the Salary Planning by Group pages to create salary increase plans by group. The system
loads the group members and their default, budgeted increases into the page, where you can view
them one by one. In addition to details of the employee’s compensation package by rate code, the
pages provide information about the employee’s compa-ratio, position in range, last increase date,
salary history, and review results. This information helps you make decisions about adjusting the
budgeted increase for individual employees without looking elsewhere in the system.

Overview of Salary Increase Planning Procedures

The following procedure outlines how you use the Salary Planning by Groups pages to create
salary increase plans.

To create a salary increase plan:

1. Create a group, define salary plan controls, and establish a group increase budget.

@ For more information about the procedure listed in step 1, see Overview of Salary Increase
Budgeting Procedures.
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2. Run the Salary Plan Calculation process to apply the budgeted increases to the compensation
packages of employees in the group.

If the group is small, you can use online processing instead of the batch process. To use
online processing, click the Increase Calculation button (the calculator) after entering the
Propose Raises page.

3. Adjust budgeted increases at the individual level by rate code on the Propose Raises page.

After making changes, you can click the Refresh Budget (flashlight) button on the
Summarize and Approve Raises page to update the current budget on the Requested Budget

page.
4, View summary information on the Summarize and Approve Raises page.
5. Approve employee raises on the Summarize and Approve Raises page.

= You can approve all raises by clicking the Approve All button.

= Alternatively, you can approve or deny raises by changing the status of each employee
individually.

6. Approve the Salary Plan on the Budget Requested page.

Integration of Employee Reviews and Salary Increase Planning

If you use salary increase guidelines matrices in salary planning, when you enter new salary
amounts the system calculates whether the figure is under, over, or meets increase guidelines
established for the review rating and position in range. To perform these calculations, the system
uses the matrix code and rating scale in the employee’s Job Data record.

Before entering employee review data in salary increase plans or tracking employee review
details, specify default review rating scales for employees in the Job Data, Salary Plan page.

If you use salary increase budgets and plans to administer increases, the system updates the
employee record with the rating you enter on the Propose Raises page and displays the review
date. You can view this information in both the Job Data, Salary Plan page and the Pay Rate
Change - Salary Plan page.

Calculating Salary Increases Based on the Budget
The system can calculate employee increases using either of the following methods:

e The Salary Plan Calculation application engine process.

The Salary Plan Calculation application engine process calculates default employee salary
increases by applying the group increase budget increases to the pay components in the
employees’ compensation packages. The results of the calculations appear on the Salary
Planning by Group pages. This process is recommended for calculating large groups.
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¢ Online processing on the Propose Raises page.

Click the Increase Calculation button on the Propose Raises page to use online processing.
Online processing is identical to the batch processing, but is more suited to calculating small
groups. You click the Increase Calculation button only to load default raises by applying
budget increases to the plan members. After you adjust individual increases, use the Refresh
Budget button on the Summarize and Approve Raises page if you want to update the budget.
If you click the Increase Calculation button after adjusting individual increases, the individual
adjustments will be wiped out as the system returns to the default budgeted increases only.

Salary Plan Calculation Page

Usage Use the Salary Plan Calculation page to run the Salary Plan Calculation
application engine process.

Object Name | RUNCTL SALPLNGRP

Navigation Administer Workforce, Plan Salaries (GBL), Process, Salary Plan
Calculation, Salary Plan Calculation

Prerequisites | Enter employee raises in the Propose Raises page.

Access Enter a run control ID.
Requirements

‘( Salary Plan Calculation \_
Run Control ID: 01 Report Manager  Process Monitor Run
Group ID: IKUDD1 ﬂ R1I001
Budget Period Start Date: |D4ID1IQDDD g
Budget ID: [fonoier Q) KUDDA - Budget 1

Salary Plan Calculation page

Run Control ID The system displays the Run Control ID you entered
when you accessed the page.

Group ID Enter the ID of the group for which you want to calculate
salary increases.

Budget Period Start Date Enter the start date of the budget for which you want to
calculate salary increases.

Budget ID Enter the ID of the budget for which you want to calculate
salary increases.

Click Process Request to run this request. Process Scheduler runs the Salary Plan Calculation
process at user-defined intervals.
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For more information about Process Scheduler, see Process Scheduler.

For more information about the salary increase planning business process, see Overview of
Salary Increase Planning Procedures.

Proposing and Approving Raises

Use the Salary Planning by Group pages to apply and adjust budgeted salary increases at the
individual level and to approve raises. The following table summarizes how you use the pages in
this component.

Page Name Function

Propose Raises Load group members into the page. During calculation
(batch or online) the system calculates default raises by
applying the budgeted increases to the corresponding pay
components in each employee’s compensation package.

View the details of each employee’s salary increase,
including compa-ratio and percent in range.

View the details of each employee’s compensation
package and manually adjust the budgeted increase or add
pay components.

View the employee’s review results. Enter or change the
review results.

View the employee’s salary history.

Summarize and Approve View the grand totals of the salary increase plan.

Raises View the budget description by rate code for each

action/action reason.
View a summary of each employee’s salary increase.

Enter a ranking for employees if desired.

Approve raises for each employee individually by
selecting a status or approve all raises by clicking a
button.

For more information about salary increase planning procedures, see Overview of Salary
Increase Planning Procedures.
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Propose Raises Page

Usage Use the Propose Raises page to apply the group increase budget to the
pay components of the employees in the group. You can also manually
enter pay components and modify salary increases for employees in the
group.

Object Name | SALARY PLAN GRP

Navigation Administer Workforce, Plan Salaries (GBL), Use, Salary Planning
by Group, Propose Raises

Prerequisites | You must create a group increase budget for the employee’s group.

Access Enter a group ID, budget period start date, and budget ID. The budget
Requirements | does not have to be approved before you use it for salary increase plans.

]( Propose Raises | Summarize and Approve Raises |

Group ID: K0S Kuaos Budget ID:  KUDDS-B1  KUODS-B1 RequestLoad|
Budget Period Start Date:  04/01/2000 - 0331/2001 Start Dt: 04/01/2000

110 25 of 38 ] [ Total in Group: 19 Get Group |

Propose Raises

EmpliD Rcd# Month Last Incr
*Eff Date Seq *Action  Reason Hew Annual Rate Annual %
Increase % Amount New Comp Rate  Job CurrFreq Mew New %Rng
Ratio
loo3s 1] Quilligan,Shawn 99.0
|1nm1xznnn B |n IF'AY Q) IMER Ql 99612.20/F| USD 16
29626 2,400.00 2| &,301.07 & USD Monthly 1.96 160.4

Pay Components

[~ Amounts N Ghamges
Rate Code  Seq New Comp Rate gﬁ:‘r’ency New Frequency gg:::ent

[neanmC | &[0 | [51606.40 CEEE Y =]

Ry @) o 2308 so v & =]

» Employee Salary History

Propose Raises page

@ Column order for grids may vary by implementation. All columns may not be visible.

Identifying the Budget
Group ID The system displays the group ID you entered when you
accessed the page.

Budget ID The system displays the budget ID you entered when you
accessed the page.

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL BUDGETING AND PLANNING SALARY INCREASES 5-31



PLANNING SALARIES JANUARY 2001

Budget Period Start Date The system displays the budget period start date you
entered when you accessed the page.

Start Date The system displays the salary planning start date that you
associated with this budget ID on the Budget Description
page.

Request Load If you have workflow enabled, click Request Load after

you have made all manual changes on this page and are
ready to approve the salary plan and load the salary
increases to the employee Job Data records. When you
click this button the system sends a worklist entry to the
Personnel Administrator, who can then perform any
necessary approvals and run the process to load the salary
changes to Job.

This button is hidden if you do not enable workflow.

For more information about approvals, see Approving a
Budget.

Get Group Click Get Group to load the group into the page and to
make sure the employees displayed in the page are
currently eligible group members.

The system also updates the Total Annual Salaries on the
Summarize and Approve Raises page when you click Get
Group, because a change in the group affects the group’s
totals.

Note. When you refresh the group with the Get Group
button the system does not calculate the default proposed
budgeted increases for employees added to the group.
Click the Increase Calculation button to populate the
page with the default budgeted increases for all current
group members.

The system loads the page in chunks of group members.
Use the Previous and Next buttons to select the data of
the employee you want to view.

Total in Group The system displays the total number of employees in the
group.
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Propose Raises

PLANNING SALARIES

Click the Increase Calculation button to calculate and
load the default budgeted increases for group members.
You do not click this button if you use the Salary Plan
Calculation process before entering this page.

Note. Do not click this button after adjusting employee
raises on this page unless you want to return to the
budgeted increases without any modifications.

The system enters default proposed increases based on the budget you identified when you
entered the page. It applies calculations only to budgeted rate codes that are already in the
employee’s compensation package. If you want to add additional salary components to the

employee’s compensation package or to increase components that were not budgeted for, you

must add these manually in the Pay Components grid on this page.

EmplID (employee ID)

Empl Red# (employment
record number)

Eff Date

Seq

Action

Reason

New Annual Rate

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL

The system displays the employee’s ID number and name.

The system displays the employee’s employment record
number.

Select a budget increase within the budget by selecting the
effective date you defined for the budget increase.

Select the sequence number of the action that you defined
for the budget increase on the Budget Requested page.

This sequence number determines the order in which the
salary increases are compounded if there is more than one
action/reason in the budget for the same effective date.
For example, the first action/reason results in an increase
in the amount of compensation for a rate code from
$50,000 to $53,000. The second action/reason results in
adding 3 percent to the same rate code. Because of the
sequence, the system calculates and adds 3% of $53,000.

Select the action that you defined for the budget increase
on the Budget Requested page.

Select the action reason that you defined for the budget
increase on the Budget Requested page.

The system calculates and displays the employee’s new
annual rate by applying the budgeted increase for this
effective date, sequence, action, and reason to the
applicable rate codes in the employee’s compensation
package.
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Increase % (increase
percentage)

Amount

New Comp Rate

Job Curr/Freq (job currency
and frequency)

New Annual Rate

Month Last Incr (months
since last increase)

Annual %

New Ratio

New % Rng (new percent in
range)

Pay Components

JANUARY 2001

The system displays the employee’s total increase % as of
this effective date, sequence, action, and action reason for
all components of the budget increase that are in the
employee’s compensation package.

The system displays the amount of the employee’s total
increase for this effective date, sequence, action, and
reason for all components of the budget that are in the
employee’s compensation package.

The system displays the employee’s new compensation
rate as of this effective date, sequence, action, and reason.
The New Comp Rate is displayed in the Job Curr/Freq
shown on the page.

The system displays the currency code and frequency
specified in the employee’s Job record. This is the
currency and frequency in which the calculations are
displayed.

The system displays the employee’s new annual
compensation rate as of this effective date, sequence,
action, and reason.

The system displays the number of months since the
employee’s last increase.

The system displays the employee’s annualized change in
terms of percent.

The system displays the employee’s new compa-ratio. The
system calculates the compa-ratio figure from the data in
the Salary Grade table.

The system displays the employee’s new percent in range.
The system calculates the percent in range figure from the
data in the Salary Grade table.

Most of the fields in this grid default from the information you defined on the Group Increase
Budget - Budget Components page. The system populates the grid when you enter the page after
running the calculation process or after you enter the page and click the Increase Calculation
button. To recalculate and refresh the data on the Budget Requested page after you manually add
or change data here, click the Refresh Budget button (the flashlight image) on the Budget
Description section of the Summarize and Approve Raises page.
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@ Do not click the Increase Calculation button after you make manual changes on this page
because you will lose your manual changes. Instead, use the Refresh Budget button (the
flashlight image) on the Budget Description section of the Summarize and Approve Raises
page. The Refresh Budget button updates the requested budget on the Budget Requested

page.

Amounts Tab

See the above exhibit for a view of this tab.

Rate Code The system displays the rate codes in the employee’s
compensation package. If you are manually entering a
new data row you can select a rate code from the valid
values.

Seq The system displays the sequence number of the rate code
in the compensation package.

New Comp Rate The system displays the compensation rate for the rate
code after applying the new amount, percent, or points.

New Currency If you want the rate code to have a different currency, you
can select that currency here.

New Frequency If you want the rate code to have a different frequency,
you can select that frequency here. Valid values are
stored on the Frequency table.

New Points If you proposed an additional point value for the rate code,
the system displays the new point value here.

New Percent If you proposed a different percent value for the rate code,
the system displays the new percent value here.

New Rate Code Group You can select a different rate code group for the percent
Name increase.
Changes Tab
|-' Amourts )‘ Changes '|
Change Base
Rate Code Seq Change Amount Percent Comvert Comprt Pay Apply FTE
[NaannC @ [0 [z400.00 |4877 4300533333 @ N =]
[rarRLY @ o 4000533333 @ N =1

Propose Raises - Pay Components: Changes page
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Rate Code The system displays the rate codes in the employee’s
compensation package. If you are manually entering a
new data row you can select a rate code from the valid
values.

Seq The system displays the sequence number of the rate code
in the compensation package.

Change Amount The system displays the proposed change in the amount of
compensation for the rate code, in the currency and
frequency of the rate code.

Change Points If the rate code type is Points, the system displays the
proposed change in the points for the rate code. You can
enter a value for a new data row if the rate code type is
Points.

Change Percent The system displays the proposed percent of change in the
compensation for the rate code.

Convert Comprt (converted  The system displays the compensation rate for the rate
compensation rate) code converted to the employee's compensation frequency
and currency.

Base Pay The system displays whether this rate code is included in
the employee’s base pay.

Apply FTE The system indicates whether Apply FTE is selected for
this rate code in the Comp Rate Code Table.

Employee Review Rating and Salary History

Click the arrows to expand the Employee Review Rating and Employee Salary History sections.

Effective Date:
Rating Scale:
Rating Model:

Propose Raises - Employee Review Rating page

Employee Review Rating

In this section you can view or enter the results of the employee’s review. The fields in this
section are the same as those found on the Employee Review page.

@ For more information about the Employee Review Rating fields, see Employee Review
Page.
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Employee Salary History - Rates tab

¥ Employee Salary History
.1 Rates i Salary Grade '.I

Job
Job EffDt EffSeq

Action Reason Rating Comp Rate Currency Frequency Change Percent Change Amount

Propose Raises - Employee Salary History: Rates page

In this section you can view each salary change in the employee’s salary history over time. The
fields in this section detail each salary change and are the same as those found in the employee’s
Job record.

Job EffDt (job effective date) The effective date of the change in the employee’s

compensation.
Job EffSeq (job effective The effective sequence of the change in the employee’s
sequence) compensation.
Action The action that resulted in the change in the employee’s

compensation, as recorded in the Job record.

Reason The action reason that resulted in the change in the
employee’s compensation, as recorded in the Job record.

Comp Rate (compensation The employee’s compensation in the Job record for this

rate) Job EffDt and Job EffSeq, Action, and Reason.

Currency The currency of the employee’s compensation in the Job
record for this Job EffDt and Job EffSeq, Action, and
Reason.

Frequency The frequency of the employee’s compensation in the Job
record for this Job EffDt and Job EffSeq, Action, and
Reason.

Change Percent The percent of change in the employee’s compensation for

this Job EffDt and Job EffSeq, Action, and Reason.

Change Amount The amount of change in the employee’s compensation for
this Job EffDt and Job EffSeq, Action, and Reason.

Employee Salary History — Salary Grade Tab

¥ Employee Salary History
|-' Rates }‘ Salary Grade '|

Joh EffDt éi?fgeq Salary SetlD  SalPlan Grade Comp-Ratio Month Last Incr

Propose Raises — Employee Salary History: Salary Grade page
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Job EffDt (job effective date) The effective date of the change in the employee’s

compensation.
Job EffSeq (job effective The effective sequence of the change in the employee’s
sequence) compensation.
Salary SetID The SetID associated with the employee’s salary.
Job EffDt (job effective date) The effective date of the change in the employee’s
compensation.
Job EffSeq (job effective The effective sequence of the change in the employee’s
sequence) compensation.
Sal Plan (salary plan) The salary plan associated with the employee’s job row.
Grade the salary grade associated with the employee’s job row.
Comp-Ratio (compa-ratio) The employee’s compa-ratio for this job row, calculated

from data in the Salary Grade table.

Month Last Increase The number of months since the previous salary increase.

Summarize and Approve Raises Page

Usage The Summarize and Approve Raises page shows the totals by effective
date, effective sequence, action, and action reason as well as the overall
grand totals of your planned salary increases. It also shows the status of
employees’ increases, the action reason codes associated with their
increases, and their new compensation rates. You can also rank all of the
employees in the group.

You can click an Approve All button to mark all salary increases as
Approved on this page.

Object Name | SAL PLAN GRP_APPR

Navigation Administer Workforce, Plan Salaries (GBL), Use, Salary Planning
by Group, Summarize and Approve Raises

Prerequisites | None

Access Enter a group ID, budget ID, and plan period start date.
Requirements
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Summarize & Approve Raises

f Propose Raises )’ Summarize and Approve Raises \_

Group ID: KUoo1 Ko Budget ID:  K10001-B1 KUa01-B1
Plan Period:  04/01/2000 - 033172001 Start Dt: 04/01s2000
Approve All |
Total Annual Salaries: 20241 24_04@ Ush Average Percent: 0.00

Rank *Status EmpliD Rcd# Eff Date Seq Action Reason Comp Rate éﬂtr]r Freg Annual Increase

ID_ Proposed | KOGOO3 0 04/01/2000 0 PAY  MER ?242.00@ UsD It

ID_ IProposed 'l KOGO0S 0040152000  0OPAY  MER 4182.00 & UsD M

ID_ |Pr0posed 'l KOGOO7 0 04/01/2000 0PAY MER 4182008 UsD M

ID_ IPerosed Yl KoG0oa 0 04i0172000 0 PAY  MER 5202.00@ UsD It

ID_ IPerDsed 'l Kuooos 0 04:01/2000 O PAY  MER 5156.6?@ UsD s

¥ Budget Description First (€] 1.0t 1 [¥] Last
Lewel of Proration:  Monthly Current Budget Amount: 143,811.043 E UsD  Awg Pct: 0.00 %
Eff Date: 04/01/2000  Seq: 0 Action: PAY Pay Rt Chyg Reason: WER herit
Ez:ji Total Increase Chng Amit Change Pct  Add Percent Chng Pts Pct of Pis Currency Frequency
MAHRLY 24.081000 5.00 LUsD H

Summarize and Approve Raises page

@ Column order for grids may vary by implementation. All columns may not be visible.

Group ID

Budget ID

Plan Period

Start Dt (start date)

Approve All

Grand Total

Total Annual Salaries

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL

The system displays the group ID you entered when you
accessed the page.

The system displays the budget ID you entered when you
accessed the page.

The system displays the start and end dates you defined
for this budget ID.

The system displays the salary planning start date that you
defined for this budget ID.

Once you have finalized the plan, click the Approve All
button to mark all increases with the Approved status.
Increases must have the Approved status to be loaded into
the employees’ job records by the Load All Salary
Changes process or Load Salary Changes for Group
process.

The system displays the total of all of the salaries in the
salary plan.
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Avg % (average percent)

Y

JANUARY 2001

The system displays the percentage of increase between
the sum of the annualized salaries as of the start date of
the plan and the calculated increased salaries in the plan.

Click the Refresh button after you make modifications to
the salary increase plan. The system updates the Grand
Totals.

Summarize & Approve Raises

The system displays the following information for each employee in the group. With the
exception of the Rank and Status fields, this information is identical to the information on the

Propose Raises page.

Rank

Status

EmplID

Red#

Eff Date

Seq

Action

Reason

Comp Rate
Job Curr/Freq

Annual Increase

Enter a Rank number if you want the employees to appear
in an order other than by employee ID. You can use this
field for force ranking, such as listing employees from the
highest increase to the lowest.

The Status defaults to Proposed. The following are the
valid values for this field: Approved, Ineligible, No Incr
(No Increase), Processed, and Proposed. These values are
stored in the Translate table.

The system displays the employee’s Converted Annual
Increase from the Propose Raises page.

@ For more information and definition of these fields, see Propose Raises Page.

Budget Description

In the Budget Description section, the system displays the following information as it appears on
the Budget Requested and Budget Components pages.

5-40 BUDGETING AND PLANNING SALARY INCREASES

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL



JANUARY 2001 PLANNING SALARIES

Level of Proration
Current Budget Amount
Avg Pct (average percent)

Y Click the Refresh Budget button to update the Requested
Budget row on the Budget Requested page with the
manual changes you made on the Propose Raises page.

Note. If you do not click this button, the manual changes
you made on the Propose Raises page will not be reflected
in the requested budget totals.

Eff Date

Seq

Action

Reason

Rate Code

Total Increase

Chng Amt (change amount)
Change Pct ( change percent)
Add Percent

Change Pts (change points)
Pct of Pts (percent of points)
Currency

Frequency

@ For more information and definition of the Budget Description fields, see Group Increase
Budget - Budget Description Page and Group Increase Budget - Budget Components Page.
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Loading Salary Changes to Compensation Records

5-42

After you approve your salary increase plans and budgets, you can load the salary increases to the
employees’ Job records. The system provides the following two database agents for processing
salary increases:

o Load All Salary Changes process. Run this process to load all approved salary increases for the
budget period start date that you specify, irrespective of the group ID.

o [oad Salary Changes for Group process. Run this process to load all approved salary increases
for the group ID and budget period start date that you specify.

Both processes insert a new row for the employee in the Job record and the Compensation record.
In addition to the new compensation rate, the new record contains the effective date, sequence,
action, and action reason that you defined for the increase on the Budget Requested page.

Prerequisites

Before you can run these processes to load salary changes to the Job Data records, the following
approvals must be completed:

e Salary Plan Approved must be selected on the Budget Requested page.

o The individual employee increases must be marked approved on the Summarize and Approve
Raises page.

Refreshing Anniversary Dates
If you administer the salary plan by anniversary date, run the Create/Refresh Anniversary Dts

(dates) process before loading increases to the Job record. Refreshing the anniversary dates
ensures the accuracy of the effective date of the increase.

Create/Refresh Anniversary Dts Page

Usage This process is only needed if your Salary Increase Plan is based on
Employee Anniversary Dates as specified on the Salary Plan Group
Default Values page. Running this process will populate a temporary
table with required anniversary dates of employees in your group.

Object Name | RUNCTL GRPANNV

Navigation Administer Workforce, Plan Salaries (GBL), Process,
Create/Refresh Anniversry Dts, Create/Refresh Anniversry Dts

Prerequisites | Define the group.

Access Enter a Run Control ID.
Requirements
BUDGETING AND PLANNING SALARY INCREASES PEOPLESOFT PROPRIETARY AND CONFIDENTIAL
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Run Control ID: 01

Group ID:

Budget ID:

].f CreatefRefresh Anniversry Dts \_

Budget Period Start Date: |D4ID‘IIZDDD ﬂ

BReport Manager Process Monitor Run
IKUDD1 Q] kuont

IKUDD‘I—EI'I Q) kU001 - Budget 1

Create/Refresh Anniversary Dts page

Run Control ID

Group ID

This system displays the Run Control ID that you entered
when you accessed the page.

Enter the ID of the group for which you want to refresh
anniversary dates.

Budget Period Start Date Enter the start date of the budget for which you want to

Budget ID

refresh anniversary dates.

Enter the ID of the budget for which you want to refresh
anniversary dates.

Click Process Request to run this request. Process Scheduler runs the Salary Plan Calculation
process at user-defined intervals.

@ For more information about Process Scheduler, see Process Scheduler.

Load All Salary Changes Page

Usage Use the Load All Salary Changes page to run the Load All Salary
Changes database agent process. The process loads all the new rows
into your employees' job and compensation records for the budget date
you specify.

Object Name | RUNCTL CMP006

Navigation Administer Workforce, Plan Salaries (GBL), Process, Load All
Salary Changes, Load All Salary Changes

Prerequisites | The salary increase budget must be approved. Each employee increase
that you want to load must have approved status on the Summarize and
Approve Raises page.

Access Enter a Run Control ID.

Requirements
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J.f Laoad All Salary Changes \_

Run Control ID: 01 Report Manager Process Monitor Run

Budget Period Start Date: |04/01/2000
Load All Salary Changes page

The following fields are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: User ID and Run Control ID.

Entering Process Parameters

Budget Period Start Date Enter the budget period start date for which you want to
load salary changes. The system will load salary changes
for all groups that have approved salary increase budgets
and plans defined with this budget period start date.

Click Process Request to run this request. Process Scheduler runs the Load All Salary Changes
process at user-defined intervals.

@ For more information about Process Scheduler, see Process Scheduler.

Load Salary Changes for Group Page

Usage Use the Salary Changes for Group process page to run the Load Salary
Changes for Group database agent process. The process loads all the
new rows into your employees' job and compensation records for the
group ID and budget date you specify.

Object Name | RUNCTL CMP006 GRP

Navigation Administer Workforce, Plan Salaries (GBL), Process, Load Salary
Changes For Group, Parameters

Prerequisites | The salary increase budget must be approved. Each employee increase
that you want to load must have approved status on the Summarize and
Approve Raises page.

Access Enter a Run Control ID.
Requirements
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{ Parametars

Run Control ID: 01 Report Manadger Process Monitor Run
Group ID: IKUDD1 g kLot
Budget Period Start Date: |D4ID1IQDDD ﬂ

Load Salary Changes for Group page

Entering Process Parameters

Run Control ID The system displays the Run Control ID you entered
when you accessed the page.

Group ID Enter the group ID for which you want to load salary
changes.

Budget Period Start Date Enter the budget period start date for which you want to
load the group’s salary changes.

Click Process Request to run this request. Process Scheduler runs the Load Salary Changes for
Group process at user-defined intervals.

@ For more information about Process Scheduler, see Process Scheduler.
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CHAPTER 6

Processing Mass Salary Increases

In the Plan Salaries Process menu you’ll find three processes to implement salary mass updates.
This section describes the following three processes and how to run them:

o Updating Salaries by Percent, Amount, or Points.
e Updating Salaries by Salary Plan / Pay Group.
o Updating Salaries by Job Code.

In addition to these processes, you can use PeopleTools mass change functionality and templates
to update salary data.

Updating Salaries by Percent, Amount, or Points

Use the Update by Pct (percent), Amount, Points process to perform salary updates by rate code.
Depending upon the rate code type, you specify the salary change as a change in amount, percent,
or points. The process calculates the new employee compensation rates and inserts job data rows
using the effective date and action/reason you specify.

Running the Process Using the Application Engine, SQR, and Database
Agent

You follow a three-step procedure to run the Update by Pct, Amount, Points process. All three
steps are available in the Process Scheduler when you use the Update by Pct, Amount, Points
Process run control page.

To run the Update by Pct, Amount, Points process:

1. Run the Application Engine process (CMP009) first to apply the percent, amount, or point
changes to the rate code.

2. Run the SQR report (CMP009) to review all the data created by running the Application
Engine process.

3. Run the Database Agent to load all the data to the Job Data record for your employees.
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Update by Pct, Amount, Points Process Page

Usage Use the Update by Pct, Amount, Points page to run the Application
Engine, SQR, and Database Agent processes to generate salary mass
salary updates by pay component.

Object Name | RUNCTL CMP009

Navigation Administer Workforce, Plan Salaries (GBL), Process, Update by
Pct, Amount, Points, Update by Pct, Amount, Points

Prerequisites | None

Access Enter a run control ID.
Requirements

J( Update by Pct, Amount, Points \_

Run Control ID: 01 Report Manager Process Monitor Run

Mew Job Effective Date: |04m1 12000 B

Action: |Pay Rate Ghange =l
Reason Code: IMER ﬂ M erit ¥ Show Components?
Changed Components
Change Add Change Percent
Rate Code  Change Amount Percent Percent Points  of Points Currency Freguency
||NAANNL =\ [5.00 [usd Q] [ Ql =]

Update by Pct, Amount, Points Process page

The following fields are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID.

Report Request Parameters

New Job Effective Date Enter the date that you want the new job row to take
effect.

Action Select an action code for the mass update.

Reason Code Select an action reason code for the mass update.

Show Components Select Show Components if you want the pay

components to appear on the report.
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Changed Components

You enter increases in this grid differently depending upon the rate code type of the Rate Code
that you enter. The following table shows the fields available for entering increases for each of

the rate code types.

PLANNING SALARIES

Rate Code Type

Available Fields for Entering Increases

Flat Amount, Hourly Rate,
Hourly Rate + Flat Amount

Change Amount, Change Percent

Percent

Add Percent

Point

Change Points, Percent of Points

Rate Code

Change Amount

Change Percent

Add Percent

Change Points

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL

Select a base pay rate code for which you want to process
an increase. The system calculates the increase for all
employees who have this rate code in their compensation
package.

If the rate code type is Flat Amount, Hourly Rate, or
Hourly Rate + Flat Amount, you can enter a change
amount for the rate code. The system calculates the
increase by adding this new amount to the compensation
for the rate code.

If you enter a Change Amount, the Change Percent field
is cleared.

If the rate code type is Flat Amount, Hourly Rate, or
Hourly Rate + Flat Amount, you can enter a percent of
increase in the amount for the rate code. The system
calculates the increase by adding this percent increase to
the compensation for the rate code.

If you enter a Change Percent, the Change Amount field
is cleared.

If the rate code type is Percent, you can enter an
additional percent for the rate code. The system calculates
the increase by adding this percent to the percent
compensation for the rate code.

If the rate code type is Points, you can enter an additional
number of points for the rate code. The system calculates
the increase by adding this number of points to the points
for the rate code and multiplying by the point value that
you define in the Company table.

If you enter a Change Points, the Percent of Points field
is cleared.

PROCESSING MASS SALARY INCREASES
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Percent of Points If the rate code type is Points, you can enter a percent of
increase in the number of points for the rate code. The
system calculates the increase by adding this percent
increase to the points for the rate code and multiplying by
the point value that you define in the Company table.

If you enter a Percent of Points, the Change Points field

is cleared.

Currency Select the currency in which you want the rate code to be
calculated.

Frequency Select the frequency with which you want the rate code to

be calculated.

Click Run to run this request. Process Scheduler runs the Update by Pct, Amount, Points process
at user-defined intervals.

@ For more information about Process Scheduler, see Process Scheduler.

Updating Salaries by Salary Plan / Pay Group Process

This process enables you to perform salary grade or step updates for all employees in a salary
grade. This is particularly useful if the compensation has changed retroactively. You can use pay
group parameters or salary plan parameters to run the update.

The system performs the following processes for all employees in the specified pay group or
salary grade during the time period specified:

e For grade changes: Checks the Salary Grade table for any changes in minimum, midpoint, and
maximum pay rate during the specified dates for the employee’s job. If it finds a pay rate
change, it enters a new job row with the effective date of the grade change, action of PAY (pay
rate change), and action reason of ADJ (adjustment).

e For step changes: Compares the compensation package of the employee with the package of
the step. If it finds a change in the step, it enters a new job row with the effective date of the
step change, the new package, the action of PAY (pay rate change), the action reason of ADJ
(adjustment), and marks it manual.

Running the Process Using the Application Engine, SQR, and Database
Agent

You follow a three-step procedure to run the Update by Sal (salary) Plan / Paygroup process. All

three steps are available in the Process Scheduler when you use the Update by Sal Plan /
Paygroup Process run control page.
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To run the Update by Sal Plan / Paygroup process

1. Run the Application Engine process (CMP008) first to apply the update to the salary plan or
pay group.

2. Run the SQR report (CMP00S) to review all the data created by running the Application
Engine process.

3. Run the Database Agent to load all the data to the Job Data pages for your employees.

Update by Sal Plan / Pay Group Process Page

Usage Use the Update by Sal (salary) Plan / Paygroup page to update the job
compensation rate when the salary grade or step changes retroactively.

Object Name | RUNCTL CMP008

Navigation Administer Workforce, Plan Salaries (GBL), Process, Update by Sal
Plan / Paygroup, Update by Sal Plan / Paygroup

Prerequisites | None

Access Enter a Run Control ID.
Requirements
Update by Sal Plan f Paygroup \_

Run Control ID: 01 Report Manager Process Monitor Run
Start Date: |n1m1xzuuu B [/ Show Components?
End Date: IDEIEQIEDDD @
Compamy: I Ql
Pay Group: I Q
Business Unit: ICAND1 Q) Setid for CANOT BU
Salary Administration Plan: IKCD1 Ql COM Salary Administration Plan
Salary Grade: IDD1 ﬂ Standard Pay Grade 1

Update by Sal Plan / Paygroup Process page

The following fields are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID.

Report Request Parameters

Start Date Enter the beginning date of the period for which you want
to update salaries.
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[0

End Date Enter the ending date of the period for which you want to
update salaries.

Show Components Select Show Components if you want the pay
components to appear on the report.

Paygroup Parameters

If you are updating salaries by pay group, specify the pay group in these fields.

Company Select the company for which you want to update salaries.
Pay Group Select the pay group for which you want to update
salaries.

Sal Plan / Grade Parameters

If you are updating salaries by salary plan and grade, specify the plan and grade in these fields.

Business Unit Select the business unit for which you want to update
salaries.

Salary Administration Plan  Select the salary plan for which you want to update
salaries.

Salary Grade Select the salary grade for which you want to update
salaries.

Click Run to run this request. Process Scheduler runs the Update by Sal Plan / Paygroup process
at user-defined intervals.

For more information about Process Scheduler, see Process Scheduler.

Updating Salaries by Job Code Process

6-6

You can use the Update by Job Code process to update salary data for all employees in a job code
when you change the job code salary administration plan, grade, or step in the Job Code table.
The process inserts a new job row with the action and action reason codes you specify on the run
control page. The effective date of the change is the From Date that you specify as the run control
parameter.

Update by Job Code Process Page

Usage Use the Update by Job Code page to reclassify a job code.
Object Name | RUNCTL CMPO010

PROCESSING MASS SALARY INCREASES PEOPLESOFT PROPRIETARY AND CONFIDENTIAL
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Navigation Administer Workforce, Plan Salaries (GBL), Process, Update by
Job Code, Update by Job Code
Prerequisites | None
Access Enter a Run Control ID.
Requirements
(" Update by Joh Code Y
Run Control ID: 01 EReport Manager Process Monitor Run
Business Unit: IGEIIEIU Q) Global Business Institute BU
Job Code: IKCDD4 ﬂ Computer Programimer
Start Date: |D1m1xznnn B
End Date: |D4xamznnn B
Action: |Pav Rate Ghange =l
Reason Code: IADJ Q) Adjustment

Update by Job Code Process page

The following fields are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID.

Report Request Parameters

Business Unit Select the business unit for which you want to update
salaries.

Job Code Select the job code you are updating.

Start Date Enter the beginning date of the period for which you want

to update salaries. The system uses the From Date as the
effective date of the salary change.

End Date Enter the ending date of the period for which you want to
update salaries.

Action Select the action code that you want the system to enter on
the new job row for the salary update.

Reason Code Select the action reason code that you want the system to
enter on the new job row for the salary update.

Click Run to run this request. Process Scheduler runs the Update by Job Code process at user-
defined intervals.
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@ For more information about Process Scheduler, see Process Scheduler.

Using Mass Change Templates to Update Salary Data

In addition to the mass salary increase processes in the Plan Salaries menu, we deliver templates
for implementing mass salary changes using PeopleTools mass change functionality.

@ For more information about using mass change templates to update salary data, see Using
Mass Change. For more information about the mass change templates provided for updating
salary data, see Salary Change Templates.
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CHAPTER 7

Viewing Summary Salary Data

The Plan Salaries Inquire menu contains three pages that provide online summary salary data.
These pages can be helpful when you make salary increase decisions, no matter which method of
salary planning you choose.

Standard Field Definitions for Salary Data Inquiry Pages
The following fields are common to many of these inquiry pages:

Compa-Ratio A calculation that shows where employees’ salaries lie in
relation to the midpoint range for their salary grades.

For more information about Compa-Ratio, see
“Administering Salary Plans, Grades, and Steps”.

Percent in Range A calculation that shows where employees’ salaries fall
within the range set up for their salary grades.

For more information about Percent in Range, see
“Administering Salary Plans, Grades, and Steps”.

Viewing Compensation History

The Compensation History page shows the starting salary and all subsequent increases an
employee has received. It does not display every administrative action; for example, it does not
show job movements. It does show the Hire and Rehire actions and any administrative action
that results in a change in salary data.

In addition to standard compensation information, you can see the number of months since the
employee’s last increase. You can see also how long the employee has been in a salary grade, as
of today. The details by pay component appear in a grid at the bottom of the page.

Compensation History Page

Usage Use the Compensation History page to view the history of all pay rate
changes the employee has received to date. This is particularly useful as
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a reference when planning new increases.

Object Name | COMP_SUMMARY

Navigation ¢ Administer Workforce, Administer Workforce (USF), Inquire,
Comp Summary, Compensation Summary

e Develop Workforce, Plan Careers, Inquire, Compensation
Summary, Compensation Summary

e Administer Workforce, Plan Salaries (GBL), Inquire,
Compensation History, Compensation History

e Develop Workforce, Plan Successions (GBL), Inquire,
Compensation Summary, Compensation Summary

e Develop Workforce, Plan Successions (USF), Inquire,
Compensation Summary, Compensation Summary

Prerequisites | None

Access Enter an employee ID.
Requirements
[ Compensation History |
_O'Flahemr,Seamus Patrick I KGOO0A Empl Roo#:
Company: BIUK JohTitle: SREF Hire Date:  10/01/1999
Description: Sales and Marketing - LK Location: Belfast County: BF S Country: GBR
Department: ShiMIR
Compensation %) First (4 108 1 [P] Last
Eff Date Seq Action Comp Rate Frequency Rating Setid Plan Grade Step/ Entry Dt
# Mos Reason Annual Rate Increase Amount/Pct Compa RtoPIR#FYTS
1000141999 0 Hire 2,658.33(F]] GBP Monthly GBROT KGO1 08 10/01/1999
31,899.91 @ 125 1182 048
[~ Amourts Yy Chemges %
Rate Code Seq Details Comp Rate Currency Frequency Points  Percent Rate Code Group
KG0001 0 Details 2166.66 & GBP Manthly
KEzom 0 Details ?25.00@ GBP Quarterly 10.000
KGTOO1 0 Details 3000.00E]] GBP Annual

Compensation History: Amounts page

@ Multiple views of this page are available by clicking the tabs in the scroll area. We
document fields common to all views first.

The following fields are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: ID, Empl Red# (employee
record number), Company, Job Title, Hire Date, Description, Location, Country,
Department, and SetID.
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The following fields are common to multiple pages in this component and are defined at the front

of this section in Standard Field Definitions for Salary Data Inquiry Pages: Compa-Ratio and

Percent in Range.

Common Page Information

For each salary change the system displays the following data from the employee’s job and

compensation records:

Eff Date (effective date)

# Mos (number of months)
Seq (sequence)

Action

Reason

Comp Rate (compensation

rate)

Annual Rate

Frequency
Rating

Increase Amount

Increase Percent

Plan

Grade

Step

Entry Date

Compa Rto (ratio)

PIR (percent in range)

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL

The effective date of the employee’s salary change.
The number of months since the last increase.

The sequence number of the salary change action.
The action that resulted in a salary change.

The action reason that you defined for the action.

The employee’s compensation rate as of this effective
date, sequence, action, and reason.

The employee’s new annual rate as of this effective date,
sequence, action, and reason.

The frequency of the employee’s compensation rate.
The employee’s review rating.

The amount of the employee’s increase for this effective
date, sequence, action, and reason.

The percentage increase for this effective date, sequence,
action, and reason.

The employee’s salary administration plan for this
effective date, sequence, action, and reason.

The employee’s salary grade for this effective date,
sequence, action, and reason.

The employee’s salary step for this effective date,
sequence, action, and reason.

The date the employee entered the step.

The employee’s new compa-ratio for this effective date,
sequence, action, and reason. The system calculates the
compa-ratio figure from the data in the Salary Grade table.

The employee’s new percent in range for this effective
date, sequence, action, and reason. The system calculates
the percent in range figure from the data in the Salary
Grade table.

VIEWING SUMMARY SALARY DATA
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#Yrs (number of years) The number of years the employee has been in this grade.

Amounts Tab

See the above exhibit for a view of this tab.

For each salary change this page displays pay component details from the employee’s job and

compensation records. In the Amounts tab, the system displays the description of the pay
component before the salary change.

JANUARY 2001

Rate Code

Seq (sequence)

Details

Comp Rate (compensation
rate)

Currency

Frequency

Points

Percent

Rate Code Group

Changes Tab

Pay Components
Amounts | Changes

The rate code of the salary change.
The system displays the rate code sequence number.

Click Details to access the Comp Rate Code page for
more information about the rate code.

The compensation rate associated with the rate code.

The currency associated with the rate code.
The frequency associated with the rate code

If the rate code type is Points, the system displays the
number of points defined for this rate code.

If the rate code type is Percent, the system displays the
percent defined for this rate code.

If the rate code type is Percent, the system displays the
rate code group to which the percent applies.

Rate Code Seq Change Amount

kGO0 1]
kKGCO0 0
KGTO01 ]

Change Points Change Percent Apply FTE Converted Comp Rate

= 2166.660000
= 241 BEEOO0D
I} 250.000000

Compensation History: Changes page

In the Changes tab, the system displays the details of the salary change.

Change Amount

Change Points

VIEWING SUMMARY SALARY DATA

If the rate code type is Flat Amount, Hourly Rate, or
Hourly Rate + Flat Amount, the system displays the
change amount associated with the rate code.

If the rate code type is Points, the system displays the
change points associated with the rate code.
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Change Percent

Apply FTE

Converted Comp Rate

Comp Rate Code Page

PLANNING SALARIES

If the rate code type is Percent, the system displays the
change percent associated with the rate code.

This box is selected if you elected to apply FTE
calculations to frequency calculations of this rate code.

The system displays the new compensation rate for the
rate code converted to the employee's compensation
frequency and currency.

Usage Use the Comp Rate Code page to view additional information about the
compensation rate code from the Comp Rate Code table.

Object Name | COMP_RATECDS SEC

Navigation Click the Details link on the Compensation History: Amounts page.

Comp Rate Code

Comp Rate Code: KOGRCH
Description Glohal Base RC Hourly
[¥ Base Pay [T Use Highest Rate
Rate Code Type: Hourly Rate
Rate Code Class:

Compensation History - Comp Rate Code page

Comp Rate Code

Description

Base Pay

Use highest Rate

Rate Code Type

Rate Code Class

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL

The system displays the rate code selected on the
Compensation History page.

The system displays the description of the rate code as
entered in the Comp Rate Code table.

Base Pay is selected here if it is selected for the rate code
in the Comp Rate Code table.

Use Highest Rate is selected here if it is selected for the
rate code in the Comp Rate Code table.

The system displays the rate code type associated with the

rate code in the Comp Rate Code table.

The system displays any Rate Code Class associated with
the percent-type rate code in the Comp Rate Code table.
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For more information about the fields on this page, see Comp Rate Code Table - Comp Rate
Code Table Page.

Viewing Employee Ranking

The system provides two inquiry pages for viewing how employees rank in terms of
compensation within a job code. Both pages group employees by salary plan and show the
current ranges for the salary plan and grade. You can use this information to compare
compensation to the minimum, maximum, and midpoints for the grade, and to determine whether
employees in a job code are being paid equitably in each location.

¢ The Employee Ranking by Job Code page lists employees by name and employee ID, and
displays their location, annual rate, compa-ratio, and percent in range. Use a link to the Salary
Components page to view the details of the selected employee’s compensation package.

e The Ranking by Job Code - No Name page lists employee compensation without displaying
names and employee ID numbers, to preserve privacy. The page sorts employee compensation
by currency in descending order of salary amounts, and displays the location, annual rate,
compa-ratio, and percent in range.

Employee Ranking by Job Code Inquiry Page

Usage Use the Employee Ranking by Job Code page to view how employees
rank in terms of compensation within a job code.

Object Name | JOB_RANKING

Navigation ¢ Administer Workforce, Manage Performance (USF), Inquire,
Employee Ranking by Job Code, Employee Ranking by Job
Code

¢ Develop Workforce, Manage Positions (USF), Inquire,
Employee Ranking by Job Code, Employee Ranking by Job
Code

e Administer Workforce, Plan Salaries (GBL), Inquire, Employee
Ranking by Job Code, Employee Ranking by Job Code

Prerequisites | None

Access Enter a Job Code.
Requirements
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l( Emplovee Ranking by Job Code \_

SetlD: SHARE Joh Code: Accounting Clerk
Manager Level:  MNon-Mgr Job Function: Finance and Accounting Joh Famiby:
Salary SetlD: SHARE PlaniGrade/Step:  |KC02
Current Annual Ranges ¥
SetlD  Sal Plan Grade Step Min/Annual Midpt/Annual Maxiinnual Currency Co
SHARE KCO01 Cdn Plan o045 23,504.04 5| 28,209.72 5 33,085.40F| CAD GBI
Compensation Ranking Wiem A First 2
EmplID Hame Annual Rate Company SetlD Location Comp-Ratio %Rng
Kizoon3 Roogers, Cynthia A 23|u1u_uu@ CAD GBI CAMNSE KCEKDD 0.81 =21 @
Kcono3 Rogers,Cynthia A leum_uuﬂ CAD GBI SHARE KCEKOD 0.81 =21 @

Employee Ranking by Job Code page

The following fields are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: EmplID, Name, Company,
SetID, and Location.

Job Code Description

The system displays the following information about the job code that you selected when you
accessed the page:

SetID

Job Code
Manager Level
Job Function
Job Family
Salary SetID

Plan/Grade/Step

@ For more information about these fields, see Job Code Table - Job Code Profile Page.

Current Annual Ranges

The system displays the following description of the salary plan and grade of the job code:

SetID
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Sal Plan (salary plan)
Grade
Step

Min/Annual (minimum
annual)

Midpt/Annual (midpoint
annual)

Max/Annual (maximum
annual)

Currency

Company

JANUARY 2001

The minimum salary in the grade expressed in annual
frequency.

The midpoint salary in the grade expressed in annual
frequency.

The maximum salary in the grade expressed in annual
frequency.

For more information about these fields, see Salary Grade Table Page.

Compensation Ranking

The system displays the following information for each employee. Employees are listed in order
from the highest compensation to the lowest.

EmplID (employee ID)
Name

Annual Rate
Company

Currency

SetID

Location

Comp-Ratio (compa-ratio)

% Rng (percent in range)

VIEWING SUMMARY SALARY DATA

Click the Component Details button to access the Salary
Components page, where you can view the employee’s
compensation details by pay component.
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Employee Ranking by Job Code - Salary Components Page

Usage Use the Salary Components page to view the details of the employee’s
compensation package associated with the current Job data row.

Object Name | COMP_EMPL RANK_SEC

Navigation Click the button on the Employee Ranking by Job Code page.

Salary Components
Rogers, Cynthia A D: KCooo3 Empl Rcd#: 0
Compensation Rate: 285.00 Q CAD Comp Freiq: B Biwaekly

Pay Components
{ Amourts Y Changes

Rate Code Seq Details Comp Rate Currency  Frequency Points Percent Rate Code Group
NAHRLY 1] 14758 cAD H

Employee Ranking by Job Code - Salary Components: Amounts page

@ Multiple views of this page are available by clicking the tabs in the scroll area. We
document fields common to all views first.

The following fields are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: ID, Empl Red#, and
Currency.

Common Page Information

The system displays the following information for the selected employee:

Compensation Rate The employee’s annual compensation rate.
Comp Freq (compensation The employee’s compensation frequency.
frequency)

Pay Components

This section displays the details of the compensation package associated with the employee’s
most current job data row displayed on the Employee Ranking by Job Code page.

Amounts Tab
See the above exhibit for a view of this tab.

For each salary change this page displays pay component details from the employee’s job and
compensation records. In the Amounts tab, the system displays the description of the pay
component before the salary change.

Rate Code The rate code of the salary change.
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Seq (sequence) The system displays the rate code sequence number.

Details Click Details to access the Comp Rate Code page where
more information about the rate code is displayed.

Details Click the Details button to see the details of the Rate
Code definition.

Comp Rate (compensation The compensation rate associated with the rate code.

rate)

Currency The currency associated with the rate code.

Frequency The frequency associated with the rate code.

Points If the rate code type is Points, the system displays the

number of points defined for this rate code.

Percent If the rate code type is Percent, the system displays the
percent defined for this rate code.

Rate Code Group If the rate code type is Percent, the system displays the
rate code group to which the percent applies.

Employee Ranking by Job Code - Salary Components: Changes Tab

JANUARY 2001

Salary Components
Rogers, Cynthia A 1D: KCooo3 Empl Rcd#: 1]
Compensation Rate: 28500 E CAD Comp Freq: B Biweaekly

Pay Components
Amounts {  Changes Y

Rate Code Seq Change Amount Change Points Change Percent ?{]Ew Converted Comp Rate

MNAHRLY 0 1.000000 & FcEic 885.000000

Employee Ranking by Job Code — Salary Components: Changes page

In the Changes tab, the system displays the details of the salary change.

Change Amount If the rate code type is flat amount or hourly rate, the
system displays the change amount associated with the
rate code.

Change Points If the rate code type is Points, the system displays the

change points associated with the rate code.

Change Percent If the rate code type is Percent, the system displays the
change percent associated with the rate code.

Apply FTE This box is selected if you elected to apply FTE
calculations to frequency calculations of this rate code.
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Converted Comp Rate The system displays the new compensation rate for the
rate code converted to the employee's compensation
frequency and currency.

Ranking by Job Code - No Name Page

Usage Use the Ranking by Job Code - No Name page to view how employees
rank in terms of compensation within a job code. To protect privacy,
employee identification does not appear in the page.

Object Name | JOB_RANKING NO _EE

Navigation ¢ Administer Workforce, Manage Performance (USF), Inquire,
Ranking by Job Code - No Name, Ranking by Job Code - No
Name

e Administer Workforce, Plan Salaries (GBL), Inquire, Ranking
by Job Code - No Name, Ranking by Job Code - No Name

Prerequisites | None

Access Enter a job code.
Requirements

J( Ranking by Job Code - Mo Name ‘\_

SetlD: SHARE Job Code: K001 Accounting Clerk
Manager Level: Man-mMar Job Function:  Finance and Accounting
Salary Administration Plan: |KC02  Grade: Step: Joh Family:

Current Annual Ranges

SetiD  Plan Grade Min/Annual Midptiannual Maxiinnual Company
SHARE KCO01 CdnPlan 004 23,504.04 5] 28,209.72 5 33,005.40%| CAD GBI
Compensation Ranking First (4 12 062 [ Last
Annual Rate Currency Rating Company Location Grade Date ¥1s Grade Comp-Ratio % Range
23,010.00@ CAD GBI Regina 0381 211988 1248 0.81 =21
73,010.00&)| CAD GBI Regina 03121988 12.5 0.81 -21

Ranking by Job Code - No Name page

All of the fields on this page are the same as fields on the Employee Ranking by Job Code page,
with the addition of the following fields:

Rating The employee’s review rating.
Grade Date The date the employee entered the salary grade.
Yrs Grade (years in grade) The number of years the employee has been in the grade.

@ For more information about the remaining fields on this page, see Employee Ranking by Job
Code Inquiry Page.
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Viewing Job Evaluations

7-12

A job evaluation is a method of ranking job codes relative to one another. You create job
evaluation criteria in the Job Code table, assigning points for Knowhow, Accountability, and
Problem-solving skills. In the Job Evaluations by Grade inquiry page, you can view the
evaluation information alongside the managerial level and function of each job code. Job codes
are sorted in descending order by total points.

You can also generate the Job Grading by Evaluation Points report (CMP002), which provides
similar information.

Job Evaluations by Grade Page

Usage Use the Job Evaluations by Grade page to compare job evaluation
criteria among job codes within a salary plan and grade.

Object Name | JOB_EVALUATIONS

Navigation e Administer Workforce, Manage Performance (USF), Inquire,
Position Evaluations by Grade, Job Evaluations by Grade

e Develop Workforce, Manage Positions (USF), Inquire, Job
Evaluations by Grade, Job Evaluations by Grade

e Administer Workforce, Plan Salaries (GBL), Inquire, Job
Evaluations by Grade, Job Evaluations by Grade

Prerequisites | None.

Access Enter a SetID, Salary Administration Plan, and Salary Grade.
Requirements

‘( Job Evaluations by Grade \_

SetID: SHARE
Salary Administration Plan:  KC01  CODMN Salary Administration Plan
Salary Grade: om Standard Pay Grade 1

Minimurn: 11,142 44 5 Micipoint: 15,696.80 & Maximum: 20,051.16/8| CAD

Job Evaluation
SetlD Joh Code Short Desc Total Points  Job Function Manager Level Knowhow Accountability Problem-Solving

Job Evaluations by Grade page

Identifying a Salary Grade

The system displays the SetID, Salary Administration Plan, and Salary Grade that you entered
when you accessed the page.
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Current Annual Ranges

The system displays the following information about the salary grade, as you defined it on the

Salary Grade Table page:

Minimum Minimum annual compensation in the grade.
Midpoint Midpoint annual compensation in the grade.
Maximum Maximum annual compensation in the grade.

Job Evaluation
SetID

Job Code

Short Descr (description)
Total Points

Job Function

Manager Level

The SetID associated with the job code.

The job codes in the grade

The short description of the job code.

The total evaluation points associated with this job code.
The job function associated with this job code.

The managerial level associated with this job code.

Knowhow The system displays the number of points associated with
this criterion for this job code.
Accountability The system displays the number of points associated with

Problem-Solving

this criterion for this job code.

The system displays the number of points associated with
this criterion for this job code.

For more information about the fields on this page, see Salary Grade Table Page.
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CHAPTER 8

Reporting Salary Data

[0

PeopleSoft Human Resources salary planning reports provide the following types of summary

information:

e Salary plan and grade structures.

¢ Employee compensation history and summaries by employee, group, company, and

department.

e Employee review summaries and distribution analysis.

This section provides a description of each report and information on how to run it.

For more information about generating reports, see Introduction to PeopleSoft Reporting.

For a complete listing of all PeopleSoft Human Resources reports by Report Name, see List

of Reports in PeopleSoft Human Resources.

List of Planning Salaries Reports

Report Name Report ID | Location Global
or Local
Above Maximum Analysis CMPO005 | Administer Workforce, Plan GBL
Report Salaries (GBL), Report, Above
Maximum Analysis
Automated Step Increase CMPO007 | Administer Workforce, Plan GBL
Report Salaries (GBL), Process,
Automated Step Increase
Below Minimum Analysis CMP004 | Administer Workforce, Plan GBL
Report Salaries (GBL), Report, Below
Minimum Analysis
Compa-Ratio Analysis Report | CMP003 | Administer Workforce, Plan GBL
Salaries (GBL), Report,
Compa_Ratio Analysis
Departmental Salaries Report | PER012 Administer Workforce, Plan GBL

Salaries (GBL), Report,
Departmental Salaries
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Report Name Report ID | Location Global
or Local
EE Review Result Distribution | PER026 Administer Workforce, Plan GBL
Report Salaries (GBL), Report, EE
Review Result Distribution
Employee Compensation PERO13 Administer Workforce, Plan GBL
Changes Report Salaries (GBL), Report,
Employee Compensation
Changes
Employee Review Audit PEROOS Administer Workforce, Plan GBL
Report Salaries (GBL), Report,
Employee Review Audit
Employee With Merit Report | PER041 Administer Workforce, Plan GBL
Salaries (GBL), Report,
Employee with Merit
Employee Without Merit Per042 Administer Workforce, Plan GBL
Report Salaries (GBL), Report,
Employee without Merit
Job Grading by Evaluation CMPO002 Administer Workforce, Plan GBL
Points Report Salaries (GBL), Report, Job
Grading by Evaluation Pts
Salary Change Mass Update CMPO009 | Administer Workforce, Plan GBL
by Percent, Amount, Points Salaries (GBL), Process, Update
Report by Pct, Amount, Points
Salary Change Mass Update CMPO008 Administer Workforce, Plan GBL
by Salary Plan / Pay Group Salaries (GBL), Process, Update
Report by Sal Plan / Paygroup
Salary Grade Table Report PER706A | Administer Workforce, Plan GBL
Salaries (GBL), Report, Salary
Grade Table
Salary Grade/Step Tables PER706B | Administer Workforce, Plan GBL
Report Salaries (GBL), Report, Salary
Grade/Step Tables
Salary History by Employee CMPO11 Administer Workforce, Plan GBL
Report Salaries (GBL), Report, Salary
History by Employee
Salary History by Group CMPO14 | Administer Workforce, Plan GBL
Report Salaries (GBL), Report, Salary
History by Group
Salary History for Company PERO023 Administer Workforce, Plan GBL
Report Salaries (GBL), Report, Salary
History for Company
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Report Name Report ID | Location Global
or Local
Salary Mass Update by Job CMPO10 | Administer Workforce, Plan GBL
Code Report Salaries (GBL), Process, Update
by Job Code
Salary Structure Report CMPO001 | Administer Workforce, Plan GBL
Salaries (GBL), Report, Salary
Structure

Generating the Salary Structure Report

The Salary Structure report lists all salary grades in descending order by grade. For each grade, it
lists the annual minimum, midpoint, and maximum amount being paid.

Salary Structure Report Page

As Of Date:

Language: IEninsh vl

Usage Use this run control page to run the Salary Structure report.
Navigation Administer Workforce, Plan Salaries (GBL), Report, Salary
Structure
Access Enter a Run Control ID.
Requirements
{ Salary Structure
Run Control ID: 04 Beport Manager Process Wonitor Run

—

Salary Structure Report page

The following elements are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID, Language,

As Of Date.

Click Run to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.
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Salary Structure Report

Description The Salary Structure report lists all salary grades in descending order by
grade. For each grade, it lists the annual minimum, midpoint, and
maximum amount being paid.

Report ID CMPO001

Type of SQR

Report

Parameters As of Date

Source RUNCTL_ASOFDATE

Source SAL GRADE TBL, SAL PLAN TBL
Records

Sorted By Salary Administration Plan, Salary Grade

The midpoint differential column shows the percent of change between the midpoints in each
grade. The report calculates the range spread percentage by dividing the maximum amount by
the minimum amount and subtracting 1.0.

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or PeopleSoft HRMS Reporting Tools (for
hard copy users).

Generating the Job Grading by Evaluation Points Report

The Job Grading by Evaluation Points report lists each salary grade in the organization along with
salary data for all titles within that grade ordered by the job evaluation point assignment.

Job Grading by Evaluation Points Report Page

Usage Use this run control page to run the Job Grading by Evaluation Pts
(points) report.

Navigation Administer Workforce, Plan Salaries (GBL), Report, Job Grading
by Evaluation Pts

Access Enter a Run Control ID.

Requirements
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J( Job Grading by Evaluation Pts \_

Run Control ID: (1 EeportManager Process Monitor Run

Language: IEninsh vl

As Of Date: I
Job Grading by Evaluation Points Report page

The following elements are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID, Language,
As of Date.

Click Run to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.

Job Grading by Evaluation Points Report

Description The Job Grading by Evaluation Points report lists each salary grade in
the organization. It includes all titles within that grade ordered by the
job evaluation point assignment. Use the evaluation points to assign
value to the responsibilities of each job title in your organization and
consequently a compensation value to each salary grade. The report also
includes salary survey information and associated point ratios and
midpoints.

Report ID CMP002

Type of SQR

Report

Parameters As of Date

Source RUNCTL _ASOFDATE

Source JOBCODE TBL, SAL GRADE TBL, SAL PLAN TBL

Records

Sorted By Salary Administration Plan, Salary Grade, Total Evaluation Points
(descending order)

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or PeopleSoft HRMS Reporting Tools (for
hard copy users).
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The Compa-Ratio Analysis report compares an employee’s salary to the others in the same salary

grade.

Compa-Ratio Analysis Report Page

Usage Use this run control page to run the Compa_Ratio Analysis report.

Navigation Administer Workforce, Plan Salaries (GBL), Report, Compa_Ratio
Analysis

Access Enter a Run Control ID.

Requirements

].f Compa_Ratio Analysis \_

Run Control ID: 01 Report Manager Process Monitor Run
Language: IEninsh vl
As Of Date: I

Compa - Ratio Analysis Report page

The following elements are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID, Language,

As of Date.

Click Run to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.

Compa-Ratio Analysis Report

Description The Compa-Ratio Analysis report compares an employee’s salary to the
others in the same salary grade.

Report ID CMP003

Type of SQR

Report

Parameters As of Date

Source RUNCTL_ASOFDATE
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Source EMPLOYMENT, JOB, JOBCODE TBL, PERSONAL DATA
Records
Sorted By Salary Administration Plan, Salary Grade, Job Code, Employee Name

The report lists each employee in the salary grade and the midpoint amount of the salaries in that
grade. For each employee, the report lists job code, title, name, and Department ID. The report
displays those employees whose Employee Status is Active, Leave of Absence, Suspended, or
Leave with Pay.

The last two columns pertain to a compa-ratio calculation for each employee. This means a
comparison of the employee’s salary to the midpoint amount of the salary grade. If the
employee’s current rate is the same as the midpoint, the compa-ratio is 1.00—or one hundred
percent of the midpoint.

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or PeopleSoft HRMS Reporting Tools (for
hard copy users).

Generating the Below Minimum Analysis Report

The Below Minimum Analysis report lists all employees whose annual rate is below the
minimum amount for the salary grade.

Below Minimum Analysis Report Page

Usage Use this run control page to run the Below Minimum Analysis report.

Navigation Administer Workforce, Plan Salaries (GBL), Report, Below
Minimum Analysis

Access Enter a Run Control ID.
Requirements

J.f Below Minimum Analysis \L

Run Control ID: 01 ReportManager Process Monitor Run

Language: IEninsh vl

As Of Date: I

Below Minimum Analysis Report page
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The following elements are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID, Language,
As of Date.

Click Run to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.

Below Minimum Analysis Report

Description The Below Minimum Analysis report shows employees making less
than the minimum amount in their salary grade.

Report ID CMP004

Type of SQR

Report

Parameters As of Date

Source RUNCTL_ASOFDATE

Source EMPLOYMENT, JOB, JOBCODE TBL, PERSONAL DATA
Records

Sorted By Salary Administration Plan, Salary Grade, Job Code, Employee Name

The report lists the salary grades containing employees under the minimum, the associated
minimum amount, the employee’s annual rate, and the amount below both in dollars and as a
percentage. The report displays those employees whose Employee Status is Active, Leave of
Absence, Suspended, or Leave with Pay.

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or PeopleSoft HRMS Reporting Tools (for
hard copy users).

Generating the Above Maximum Analysis Report

The Above Maximum Analysis report lists all employees whose annual rate is above the
maximum amount for the salary grade.
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Above Maximum Analysis Report Page

Usage Use this run control page to run the Above Maximum Analysis report.

Navigation Administer Workforce, Plan Salaries (GBL), Report, Above
Maximum Analysis

Access Enter a Run Control ID.

Requirements

Run Control ID: 01

As Of Date:

]( Ahove Maximoam Analysis \L

Language: I English vl

ReportManager  Process Monitor Run

__

Above Maximum Analysis Report page

The following elements are common to multiple pages and are defined in the preface of this

PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID, Language,

As of Date.

Click Run to run the report using Process Scheduler.

For more information about Process Scheduler, see Process Scheduler.

Above Maximum Analysis Report

Description The Above Maximum Analysis report lists all employees whose annual
rate is above the maximum amount for the salary grade.

Report ID CMPO005

Type of SQR

Report

Parameters As of Date

Source RUNCTL_ASOFDATE

Source EMPLOYMENT, JOB, JOBCODE TBL, PERSONAL DATA.

Records

Sorted By Salary Administration Plan, Salary Grade, Job Code, Employee Name

For each employee, the report shows the job code and title, name, department ID, the maximum

amount, the employee’s annual rate, and the amount above maximum both in currency and as a
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percentage. The report displays those employees whose Employee Status is Active, Leave of
Absence, Suspended, or Leave with Pay.

For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or PeopleSoft HRMS Reporting Tools (for
hard copy users).

Generating the Automated Step Increase Report

8-10

This report enables you to view the automated step increase changes that will be made to
employees’ Job records before you decide to run the related database agent to actually update the
Job records. The report displays the employees’ previous and new Salary Plan, Grade, and Step.

Automated Step Increase Report Page

Run this report as the second step in the three-step procedure you follow to run the Automated
Step Increase process. All three steps are available in the Process Scheduler when you use the
Automated Step Increase Process run control page.

For more information about this process and the Automated Step Increase Process run
control page, see Entering Salary Increases Using the Automated Step Increase Process.

Automated Step Increase Report

Description After running the Automated Step Increase application engine process,
you can run the Automated Step Increase SQR report. This report
enables you to view the changes that will be made to employees’ Job
records before you decide to run the related database agent to actually
update the Job records. This report displays the employees’ previous and
new Salary Plan, Grade, and Step.

Report ID CMPO007

Type of SQR
Report

Parameters Business Unit, Salary Administration Plan, Start Date, End Date
(through date), New Job Effective Date, Action Code, Reason Code,
Excluding Criteria of No Review, Rating Scale, Review Rating, Total
Review Points

Source RUNCTL_STEPINCR
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Source PERSONAL DATA, STEP INCR TMP
Records

Sorted By EmplID

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or PeopleSoft HRMS Reporting Tools (for
hard copy users).

Generating the Salary Change Mass Update by Salary Plan/Pay
Group Report

Generate this report after running the Update by Salary Plan/Pay Group application engine
process. The report displays the employees’ previous and new compensation package. Run the
database agent to load all of the data to the Job Data records.

Salary Change Mass Update by Salary Plan / Pay Group Report Page

Run this report as the second step in the three-step procedure you follow to run the Update by Sal
(salary) Plan / Paygroup process. All three steps are available in the Process Scheduler when you
use the Update by Sal Plan / Paygroup Process run control page.

@ For more information about this process and the Update by Sal Plan / Paygroup Process run
control page, see Updating Salaries by Salary Plan / Pay Group Process.

Salary Change Mass Update by Salary Plan / Pay Group Report

Description After running the Update by Salary Plan / Pay Group application engine
process, you can run the Update by Salary Plan / Pay Group SQR report.
This report enables you to view the changes that will be made to
employees’ Job records before you decide to run the related database
agent to actually update the Job records. This report displays the
employees’ previous and new compensation package.

Report ID CMPO008

Type of SQR
Report
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Parameters Start Date, End Date, Show Components; Pay group parameters:
Company and Pay Group; Salary Plan / Grade parameters: Business
Unit, Salary Administration Plan, Salary Grade.

Source RUNCTL_ CMPO008

Source PERSONAL DATA, CMP00S TMP
Records

Sorted By The SQR processes data in EmplID order.

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or PeopleSoft HRMS Reporting Tools (for
hard copy users).

Generating the Salary Change Mass Update by Percent, Amount,
Points Report

Generate this report after running the Update by Percent, Amount, Points application engine
process. The report displays each employee’s previous and new compensation rate. Run the
database agent to load all of the data to the Job Data records.

Salary Change Mass Update by Percent, Amount, Points Report Page

Run this report as the second step in the three-step procedure you follow to run the Update by
Percent, Amount, Points process. All three steps are available in the Process Scheduler when you
use the Update by Percent, Amount, Points Process run control page.

@ For more information about this process and the Update by Percent, Amount, Points Process
run control page, see Updating Salaries by Percent, Amount, or Points.

Salary Change Mass Update by Percent, Amount, Points Report

Description After running the Update by Pct, Amount, Points application engine
process, you can run the Update by Pct, Amount, Points SQR report.
This report enables you to view the changes that will be made to
employees’ Job records before you decide to run the related database
agent to actually insert new Job records. This report displays each
employee’s previous and new compensation rate.

Report ID CMPO009
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Type of SQR
Report
Parameters New Job Effective Date, Action, Reason Code; Changed Components:

Rate Code, Change Amount, Percent Amount, Change Percent, Change
Points, Percent of Points, Currency, and Frequency.

Source RUNCTL_CMPO009
Source PERSONAL DATA, CMP009 TMP
Records

Sorted By The SQR processes data in EmplID order.

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or PeopleSoft HRMS Reporting Tools (for
hard copy users).

Generating the Salary Mass Update by Job Code Report

Generate this report after running the Update by Job Code application engine process. The report
displays the employees’ previous and new Salary Admin Plan, Grade, and Step. Run the database
agent to load all of the data to the Job Data records.

Salary Mass Update by Job Code Report Page

Run this report as the second step in the three-step procedure you follow to run the Update by Job
Code process. All three steps are available in the Process Scheduler when you use the Update by
Job Code Process run control page.

@ For more information about this process and the Update by Job Code Process run control
page, see Updating Salaries by Job Code Process.

Salary Mass Update by Job Code Report

Description After running the Update by Job Code application engine process, you
can run the Update by Job Code SQR report. This report enables you to
view the changes to the Salary Administration Plan, Grade and/or Step
that will be made to employees’ Job records before you decide to run the
related database agent to actually insert new Job records. This report
displays the employees’ previous and new Sal Admin Plan (salary
administration plan), Grade, and Step.
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Report ID CMPO10

Type of SQR
Report

Parameters Business Unit, Job Code, Start Date, End Date, Action, Reason Code

Source RUNCTL_CMPO10
Source PERSONAL DATA, CMP010 TMP
Records

Sorted By EmplID

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or PeopleSoft HRMS Reporting Tools (for

hard copy users).

Generating the Salary History by Employee Report

The Salary History by Employee report provides information about each salary change for an

employee during a specified time period.

Salary History by Employee Report Page

Usage Use this run control page to run the Salary History by Employee report.

Object Name | RUNCTL CMPO11

by Employee, Salary History by Employee

Navigation Administer Workforce, Plan Salaries (GBL), Report, Salary History

Access Enter a Run Control ID.
Requirements

J( Salary Histary by Emplayee \_

Run ControlID: 01 Report Manadger Pracess Monitar

Run I

EmpliD:  «

[T Show Components?

Salary History by Employee Report page

The following elements are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID, EmplID.

Click Run to run the report using Process Scheduler.
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@ For more information about Process Scheduler, see Process Scheduler.

Report Request Parameter(s)

Show Components Select Show Components if you want to show details of

step components on the report.

Salary History by Employee Report

Description This report shows each salary change for an employee during a specified
time period. For each salary change, it lists the associated job action,
effective date, job code and title, salary grade, compensation rate,
monetary amount, and percentage of change. For each employee
included, you’ll find the employee ID, employee type,
regular/temporary, and full-time/part-time.

Report ID CMPO11

Type of Crystal

Report

Parameters EmplID

Source RUNCTL _CMPO11

Source COMPSUMMRPT VW

Records

Sorted By Effective Date

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or PeopleSoft HRMS Reporting Tools (for

hard copy users).

Generating the Salary History by Group Report

The Salary History by Group report provides information about the salary changes for the
employees in a group during a specified time period.

Salary History by Group Report Page

Usage

Use this run control page to run the Salary History by Group report.
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Object Name | RUNCTL CMPO014

Navigation Administer Workforce, Plan Salaries (GBL), Report, Salary History
by Group, Salary History by Group

Access Enter a Run Control ID.
Requirements

‘( Salary Histary by Group \_

Run ControlID: 01 Report Manager Process Monitof Run I

Group ID: I (=Y [ Show Components?
Salary History by Group Report page

The following elements are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID.

Click Run to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.

Report Request Parameter(s)

Group ID Enter the ID of the group for which you want to run this
report.
Show Components Select Show Components if you want to show details of

step components on the report.

Salary History by Group Report

Description This report shows the salary changes for the employees in a group
during a specified time period. For each salary change, it lists the
associated job action, effective date, job code and title, salary grade,
compensation rate, monetary amount, and percentage of change. For
each employee included, you’ll find the employee ID, employee type,
regular/temporary, and full-time/part-time.

Report ID CMPO014

Type of Crystal

Report

Parameters Group ID

Source RUNCTL_CMPO14
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Source COMPSUMMRPT VW, SAL PLN GRP RES TBL
Records
Sorted By SetID and Department

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or PeopleSoft HRMS Reporting Tools (for

hard copy users).

Generating the Employee Review Audit Report

The Employee Review Audit report provides information about employees in the group who have

completed the review process and those who have not.

Employee Review Audit Report Page

Usage Use this run control page to run the Employee Review Audit report.
Object Name | RUNCTL PERO00S8
Navigation ¢ Administer Workforce, Manage Performance (USF), Report,
Employee Appraisal Audit, Employee Review Audit
e Administer Workforce, Plan Salaries (GBL), Report, Employee
Review Audit, Employee Review Audit
Access Enter a Run Control ID.
Requirements

Run Control ID: 01

Group ID:

J.f Emploves Review Andit \.I_

ReportManager Process Monitor Run

Language: IEninsh vI

| =y

Employee Review Audit Report page

The following elements are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID, Language.

Report Request Parameter(s)

Group ID

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL
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Click Run to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.

Employee Review Audit Report

Description The Employee Review Audit report lists employees in the group who
have completed the review process and those who have not.

Report ID PERO00S8

Type of SQR

Report

Parameters Group ID

Source RUNCTL PERO008

Source EMPLOYEES, EMPLOYEE REVIEW, REVIEW REVIEWER

Records

Sorted By Group ID, Employee Name

The report provides the following information for each employee in the group who has a
completed review:

e The reviewer’s name and weighting factor.

e The employee’s rating scale and review rating.

o The average of the employee’s review ratings over time.
e The employee’s next review date.

You can use this report as a reminder to schedule interviews.

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or PeopleSoft HRMS Reporting Tools (for
hard copy users).

Generating the Departmental Salaries Report

This report provides an alphabetical list of employees by department, basic job data information,
and a breakdown of pay rates for each.
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Departmental Salaries Report Page

Usage Use this run control page to run the Departmental Salaries report.

Object Name | RUNCTL ASOFDATE LC

Navigation Administer Workforce, Plan Salaries (GBL), Report, Departmental
Salaries, Departmental Salaries

Prerequisites | Run the Refresh Employees Table process.

Access Enter a Run Control ID
Requirements

{ Departmental Salaries

Run Control ID: 01 BeportManager Process Monitar Run

Language: I English vi

Departmental Salaries Report Page

The following elements are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID, Language.

Click Run to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.

Departmental Salaries Report

Description This report provides an alphabetical list of employees by department,
basic job data information, and a breakdown of pay rates for each.

Report ID PERO12

Type of SQR

Report

Parameters None

Source RUNCTL ASOFDATE LC

Source EMPLOYEES, JOB, PERSONAL DATA
Records

Sorted By Department ID, Employee Name

This report provides an alphabetical list of employees by department, basic job data information,
and a breakdown of pay rates for each. Job data includes date hired, employee type (salaried,
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hourly, or exempt), full or part-time, regular or temporary, job code, job title, and supervisor

name.

Pay rate information includes pay group, salary grade, and pay rates broken down by hourly,
daily, monthly, and annual amounts.

Department level totals include all employees, employee type, full or part-time employees, and

regular or temporary employees. You’ll also find a grand total for all departments.

For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or PeopleSoft HRMS Reporting Tools (for

hard copy users).

Generating the Employee Compensation Changes Report

8-20

This reports provides information about employees who have had compensation rate changes
within a selected time period.

Employee Compensation Changes Report Page

Usage Use this run control page to run the Employee Compensation Changes
report.

Object Name | RUNCTL PERO13

Navigation Administer Workforce, Plan Salaries (GBL), Report, Employee
Compensation Changes, EE Compensation Changes

Access Enter a Run Control ID.

Requirements

l( EE Compensation Changes \_

Run Control ID: 01 ReportManager  Process Monitor Run
Language: I English vl
Start Date: | Bl [ Show Components?

End Date: | B

Employee Compensation Changes Report page

The following elements are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID, Language.
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Report Request Parameter(s)

Start Date Enter the beginning date of the time period that you want
to report.

End Date Enter the ending date of the time period that you want to
report.

Show Components Select Show Components if you want to show details of

step components on the report.

Click Run to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.

Employee Compensation Changes Report

Description This reports lists employees who have had compensation rate changes
within a selected time period.

Report ID PERO13

Type of SQR

Report

Parameters Start Date and End Date range

Source RUNCTL_PERO013

Source EMPLOYMENT, JOB, PERSONAL DATA

Records

Sorted By Department ID, Employee Name, Effective Date

The report lists the following information for each employee rate change: name, employee ID,

date hired, employee type (salaried, hourly, exempt), job code/title, salary grade, and
compensation rate.

The last four columns show the date of each compensation rate change, the amount and
percentage of the change, and the job action that prompted it.

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or PeopleSoft HRMS Reporting Tools (for
hard copy users).
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Generating the Salary History for Company Report

This report provides information about each salary change for an employee during a specified

time period.

Salary History for Company Report Page

Usage Use this run control page to run the Salary History for Company report.

Object Name | RUNCTL PER023

Navigation Administer Workforce, Plan Salaries (GBL), Report, Salary History
for Company, Salary History for Company

Access Enter a Run Control ID.

Requirements

Run Control ID: 01

Start Date:

End Date:

]( Salary Histary for Company \_

Language: IEninsh vl

Repott Manadger  Process Monitor Run

I [exi] [T Show Components?
I 4l

Salary History for Company Report page

The following elements are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID, Language.

Report Request Parameter(s)

Start Date Enter the beginning date of the time period that you want
to report.

End Date Enter the ending date of the time period that you want to
report.

Show Components Select Show Components if you want to show details of

step components on the report.

Click Run to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.
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Salary History for Company Report

Description This report shows each salary change for an employee during a specified
time period.

Report ID PERO023

Type of SQR

Report

Parameters Start Date and End Date

Source RUNCTL PERO023

Source EMPLOYMENT, JOB, PERSONAL DATA

Records

Sorted By Department, Employee Name, Effective Date

For each salary change, the report lists the associated job action, effective date, the job code and
title, salary grade, compensation rate, the monetary amount, and the percentage of the change.
For each employee included, you’ll find the employee ID, employee type, regular/temporary, and
full-time/part-time.

For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or PeopleSoft HRMS Reporting Tools (for
hard copy users).

Generating the EE Review Result Distribution Report

This report provides information about employee review results by group ID and review time
period.

EE Review Result Distribution Report Page

Usage Use this run control page to run the EE (employee) Review Result
Distribution report.

Object Name | RUNCTL PERO026

Navigation Administer Workforce, Plan Salaries (GBL), Report, EE Review
Result Distribution, EE Review Result Distribution

Access Enter a Run Control ID.

Requirements
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J( EE Review Result Distribution \_

Run Control ID: 01 Report Manager Process Monitor Run

Language: IEninsh vI

Group ID: I— =\
Start Date: | (]
End Date: | Ed

EE Review Result Distribution Report page

The following elements are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID, Language.

Report Request Parameter(s)

Group ID Enter the ID of the group on which you want to report.

Start Date Enter the beginning date of the time period that you want
to report.

End Date Enter the ending date of the time period that you want to
report.

Click Run to run the report using Process Scheduler.

For more information about Process Scheduler, see Process Scheduler.

EE Review Result Distribution Report

Description This report shows employee review results by group ID and review time
period.

Report ID PERO026

Type of SQR

Report

Parameters Group ID, Start Date, End Date

Source RUNCTL_PERO026

Source REVIEW_DISTRIB, REVW_SCALE TBL, MERIT GROUP_TBL,

Records SAL PLAN GRP RES, EMPLOYEE REVIEW

Sorted By Group ID, review time period, employee.

For each employee the report lists ID, name, review date, review type, and review outcome. The
report also displays the desired and actual review result distribution and distribution variance. If
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the distribution group is associated with a budget ID, the report shows the desired and actual
budget and budget variance.

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or PeopleSoft HRMS Reporting Tools (for
hard copy users).

Generating the Salary Grade Table Report

This report provides salary grade information from the Salary Grade Table.

Salary Grade Table Report Page

Usage Use this run control page to run the Salary Grade Table report.

Navigation Administer Workforce, Plan Salaries (GBL), Report, Salary Grade
Table

Access Enter a Run Control ID.

Requirements

{ Salary Grade Tahle 4

Run Control ID: 01 Report Manager Process Monitor Run

Salary Grade Table Report page

The following elements are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID.

Click Run to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.

Salary Grade Table Report

Description This report lists the salary administration plan and salary grade,
description, effective date, currency, and the hourly, daily, monthly,
annual minimum, maximum, and midpoint rates for each grade.

Report ID PER706A
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Type of Crystal report
Report

Source PRCSRUNCNTL
Source SAL GRADE TBL
Records

Sorted By SetID, Salary Grade.

For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or PeopleSoft HRMS Reporting Tools (for
hard copy users).

Generating the Salary Grade/Step Tables Report
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This report provides salary grade and step information from the Salary Grade/Step Table.

Salary Grade/Step Tables Report Page

Usage Use this run control page to run the Salary Grade/Step Tables report.
Object Name | RUNCTL PER706B
Navigation e  Administer Workforce, Administer Workforce (GBL), Report,
Salary Grade/Step Table, Salary Grade/Step Tables
e Administer Workforce, Administer Workforce (USF), Report,
Salary Grade/Step Table, Salary Grade/Step Tables
e Administer Workforce, Plan Salaries (GBL), Report, Salary
Grade/Step Tables, Salary Grade/Step Tables
Access Enter a Run Control ID.
Requirements
].f Salary Grade/Step Tables \L
Run Control ID: 01 Report anager Process Monitor Run
Language: IEninsh vi
[ Show Components?

Salary Grade/Step Tables Report page

The following elements are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID, Language.
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Report Request Parameter(s)

Show Components Select Show Components if you want to show details of
step components on the report.

Click Run to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.

Salary Grade/Step Tables Report

Description The report lists the salary plans, grades and steps, the grade description
and the date the grade is effective. It also shows the hourly, daily,
monthly and annual ranges of each component along with the currency
and frequency.

Report ID PER706B

Type of Crystal

Report

Parameters Components

Source RUNCTL PER706B

Source SAL GRADE TBL, SAL RATECD_ TBL
Records

Sorted By Set ID, Salary Grade, Salary Step

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or PeopleSoft HRMS Reporting Tools (for
hard copy users).

Generating the Employee With Merit Report

The employee With Merit report lists all employees who have received a merit increase during
the period entered on the parameter page.

Employee with Merit Report Page

Usage Use this run control page to run the Employee with Merit report.
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Navigation Administer Workforce, Plan Salaries (GBL), Report, Employee
with Merit
Access Enter a Run Control ID.
Requirements
{ Employee with Merit 5
Run Control ID: (1 BeportManager Process Monitor Run
Language: IEninsh vl
Start Date: | (1]
End Date: | 2

8-28

Employee with Merit Report page

The following el

ements are common to multiple pages and are defined in the preface of this

PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID, Language.

Report Request Parameter(s)

Start Date

End Date

Enter the begin date of the period for which you want the
system to report the data.

Enter the end date of the period for which you want the
system to report the data.

Click Run to run the report using Process Scheduler.

For more information about Process Scheduler, see Process Scheduler.

Employee With Merit Report

Description The employee With Merit report lists all employees who have received a
merit increase during the period entered on the parameter page.

Report ID PERO0O41

Type of SQR

Report

Parameters Start and end dates

Source RUNCTL_FROMTHRU

Source JOB, PERSONAL DATA, COMPENSATION, REVW_SCALE TBL

Records

REPORTING SALARY DATA
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Sorted By Company, location, department, salary administration plan, grade, step,
employee ID

Criteria for Selecting Employees With a Merit Increase

An employee is listed on this report if the following conditions are met during the time period
specified:

e The employee’s summation-type employee review on the Employee Review pages has
Approved status.

e The review result has been loaded to the Job record using the Review Result to Job Data
process.

This process inserts a new row into Job, updating the employee’s compensation package. The
effective date is the employee review effective date. The rate code inserted is the rate code
associated with the rating scale in the review rating scale table.

o If the rating scale in the Job data record and the rate code in the Compensation record are the
same as those defined in the Rating Scale table, the employee is listed on the report.

Calculating Percents and Averages

The report displays compensation rates and percents at the level of the employee. At the end of
the list for the company location, it displays the average comp rates and percents for the company
location. At the end of the report it displays the average comp rates and percents locations in the

company.

Comp Rate The employee’s compensation rate.

% For each employee, the report displays a percent by
calculating the employee’s comp rate / comp rate of all
employees during the period.

Average Comp Rate For each company location, the report displays the
average compensation rate by calculating the sum of all
compensation rates / number of employees in the company
location.

Average % For each company location, the report displays the

average percent by calculating the sum of the employee %
/ number of employees in the company location.

Total Average Comp Rate At the end, the report displays the total average comp rate
of all companies by calculating the Average Comp Rate of
all company locations / the number of employees in all
company locations.

Total Average Percent At the end, the report displays the total average percent of
all companies by calculating the sum of the Average % of
all company locations / the number of employees in all
company locations.
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The employee’s compensation rate.

For each employee, the report displays a percent by
calculating the employee’s comp rate / comp rate of all
employees during the period.

For each company location, the report displays the
average compensation rate by calculating the sum of all
compensation rates / number of employees in the company
location.

For each company location, the report displays the
average percent by calculating the sum of the employee %
/ number of employees in the company location.

At the end, the report displays the total average comp rate
of all companies by calculating the Average Comp Rate of
all company locations / the number of employees in all
company locations.

At the end, the report displays the total average percent of
all companies by calculating the sum of the Average % of
all company locations / the number of employees in all
company locations.

For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or PeopleSoft HRMS Reporting Tools (for

hard copy users).

Generating the Employee Without Merit Report

8-30

The Employee Without Merit report lists the employees who do not meet the criteria of the
Employee With Merit report for the specified time period.

Employee Without Merit Report Page

Usage Use this run control page to run the Employee without Merit report.

Navigation Administer Workforce, Plan Salaries (GBL), Report, Employee
without Merit

Requirements

Access Enter a Run Control ID.

REPORTING SALARY DATA
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J( Emplovee without Merit \_

Run Control ID: 01 ReportManager Process Monitor Run

Language: IEninsh vl

Start Date: | {1
End Date: | B

Employee without Merit Report page

The following elements are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID, Language.

Report Request Parameter(s)

Start Date Enter the begin date of the period for which you want the
system to report the data.

End Date Enter the end date of the period for which you want the
system to report the data.

Click Run to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.

Employee Without Merit Report

Description This report lists all employees who have not received a merit increase
during the period entered on the parameter page. All employees not
selected by the criteria of the Employee with Merit report are listed on
this report.

Report ID PER042

Type of SQR

Report

Parameters Start and end dates

Source RUNCTL_FROMTHRU

Source JOB, PERSONAL DATA, COMPENSATION, REVW_SCALE TBL

Records

Sorted By Department, salary administration plan, grade, step, employee ID.
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@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or PeopleSoft HRMS Reporting Tools (for
hard copy users).
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