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Navigation 

1.  From the employee profile, 
click the Actions button, 
select Compensation, and 
then select Request 
Compensation Change.
  

 

2. A pop-up will appear with the effective date 
defaulting to the next pay period.  If you wish the 
date to be effective sooner, uncheck the Use 
Next Pay Period box and enter the desired date.   

Click OK to continue. 

 

 

Entering the Compensation Change 

1. Click on the pencil icon in the Effective Date and Reason section. This will open the fields to 

make them editable. Select Request Compensation Change > Base Salary Change. 

Choose the reason for the change from the resulting list. In this example, we use Merit. 
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2.  The Employee Visibility Date section allows the 
change to be visible to the employee at a future 
date. Select a date in the future that allows for 
approval of the change to take place. This ensures 
there is not a premature visibility of the change to 
the employee prior to approval by relevant parties. 

 

3. Scroll down to the section that is either labeled 
Hourly or Salary. The label will correspond to how 
the employee is currently paid. Click on the pencil 
icon to make the field editable. 

The current amount the employee makes is 
present in the Amount field. 

There are three ways to make a change in pay: 

1) Change the Amount box to the new pay rate;  

2) Input a dollar Amount Change; or  

3) Designate a Percent Change.   

 

Note that changing one field will update the others. 

 

 

The Frequency field allows you to change an 
employee from hourly to salary payment or vice 
versa. 

 

 

 

5.  Click                   to finalize your changes.  Once submitted, the compensation request is 
forwarded to the following places for approval: Human Resources, Fiscal Officer, and 
Department Head.  

 

 

 

 

 


