Manager Recommendation for Faculty Merit Increase/Adjustment/Promotion/Retention

A merit recommender needs to complete a Compensation Planning Worksheet when there is a need to recommend a merit
increase/adjustment/promotion/retention for an eligible faculty member in his/her org unit during the annual compensation review process.
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1. Select the Merit Recommender tab

2. Click on Planning Overview
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Planning Overview for testrecommender

Manager Recommendation for Faculty Merit Increase/Adjustment/Promotion/Retention

Manager ooo04014 7 Test Manager

Compensation Review |Faculty Review 2018 [+] o

" Expand Al ColapseAlﬁ'hn Display Progress |

BX Organizational Unit Planning Manager Status Employees

1. Select Faculty Review 2018 from the Compensation
Review dropdown

2. To select an Org Unit, click on the org unit name
(Please note that you can expand org units by clicking
the arrow next to the unit or highlighting unit and
pressing “Expand All”)

3. The status column shows if an org unit is in planning
mode (red circle @), needs approval (yellow triangle /\)
or is already approved (green squarepm)

- Test Org. Unit 1 Test Manager 1 ﬂ 9

B - rsosunen TestManzger 14 @ ! 4. To plan a recommendation, click on Plan and follow the
* TestOrg Unit18 Test Manager 18 al 1 directions below in the PLANNING COMPENSATION
section. Please note it might not be possible to re-plan a

unit if it has been approved by a higher level approver

1. To skip the Overview and directly proceed to planning

BOSTON . . .
recommendations, click on Plan and Submit
Home Employee Self-Service Payroll Coordinator Organizational Chart Merit Approver Finance

Merit Approver Reports

« Plan and Submit

« Review and Approve

« Compensation Information
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Manager Recommendation for Faculty Merit Increase/Adjustment/Promotion/Retention

Compensation Planning (Power iser Mode): Step L (Select Employecs)

4 Prevous  Hext b
i» 1 2 3 4
Select Employees Plan Compensation Dats Review and Submt

Manager 00004014
Compensation Review. |Faculty Review 2018

i) Test Manager

0

1. Select the Compensation Review drop down and click
on Faculty Review

2. Select the Employee Selection drop down and click on
Eligible Direct Reports

Employee Selection: |Ekpbie Orect Reports [ 2] If you are a recommender planning for multiple manager’s
direct reports click here for selection criteria
Employees
Employee BUD Wanag Org: | Unk Postion Job
Test Faculty 1 U99999931 Test Manager 1 Test Org. Unit 1 Research Assistant Professor  Research Assistant Profess
Test Faculty 2 V99999992 Test Manager 1 Test Org. Unit 2 Assistant Professor Assstant Professor
PLANNING COMPENSATION
Compensation Manming: Facelly Review 2018 [Power User Mode), Step 2 (Man Compensation Data)
e — ) 1. Click on Plan Compensation Data
1 i 1 -
Seact [mpoyddt Pl © Compennaeon. Dats Rtvarwe e Sk
Paning Status for Tt Org. Linie 1 y— 2. You can make recommendations for a merit increase in
asa Tast i either of two ways: Worksheet (shown below) mode or
M Individual Planning mode
B Chaujara
Whw: | Dot Domgeraanes | w._m Saly W & . . .
Iy — == . mm,_"ﬁm = T T T TS T T T T S 3.To begln_plannlng for employees in the worksheet
a m T (15 "::{ fubd .?:: [ '::: [T ‘:; SR LS990 "._. mOde’ CIICk On employee name

5/17//2018




BOSTON
UNIVERSITY

Manager Recommendation for Faculty Merit Increase/Adjustment/Promotion/Retention

Screen Overview

Description

Manager- TestManaoer 1. Guideline MeriF/Adjustment Guideline
_ 2. Check Warning messages related to
Salary Planning 5 :
employee’s planning
o 3. Salary History Employee_’s salary history
available in SAP
View: |Defautt Compensation '| =| | Export 4 | Individual Plannine Salary H'rs.turo e 4. Merit % Merit in %
B. Check Name = Rank = Curr Salary /Rate = Merit% Merit Amt S. Me.rit Amt Me_rit in $ ar_nt
6. Adj % Adjustment in %
2 000 7. Adj Amt Adjustment in $ amt
8. Promo % Promotion in %
9. Promo Amt Promotion in $ amt
10. Ret % Retention in %
0 © © 9] Q (1] "AEP 11. Ret Amt Retention in $ amt
Adj% AdjAmt Promo% Promo Amt Ret% RetAmt MNew Salary/Rate BUID Notes 12. Notes These notes do not replace the
. 0.00 - 0.00 - 0.00 Dean’s comments and can be
used to record any additional
information regarding an
increase
4 5/17//2018




Manager Recommendation for Faculty Merit Increase/Adjustment/Promotion/Retention

Salary Planning
w Guideline o

w Faculty Merit

[ 10,300.00 7 10,792.00 (USD) |

w Faculty Adjustment

[ 0.00 /30100 (USD) |

View: Defaut Compensation '| || Exports | Individual Planning | Satargistury

1. To view Guideline, click on Guideline
2. To view Salary History, click on Salary History

3. Enter either a Merit % OR a Merit amount and press

Enter key

4. Enter either Adjustment % OR Adjustment amount

and press Enter key

5. Enter either Promo % OR Promotion amount and

Bl Check Name = Rank = CurrSalary/Rate = Merit % Merit Amt press Enter Key
9‘ 10,300.00
@ TestFacultyl AssistantProfessor 6620300 302 2,00000 6. Enter either Retention % OR Retention Amount and
press Enter Key
& = = ¥ K . _
7. If needed, enter a comment in the Notes field. These
Adj% AdjAmt Prome % Promo Amt Ret% RetAmt MNew Salary/Rate BUID MNotes ,
notes do not replace the Dean’s comments.
* 0.00 000 * 0.00
0.00 0.00 0.00 0.00  0.00 0.00 68,203.00 K To plan for the next employee, click on the next
employee’s name
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ONIVERSTTY Manager Recommendation for Faculty Merit Increase/Adjustment/Promotion/Retention

Compensation Planning: Faculty Review 2018 (Power User M¢ 1. To save your work while planning (highly
4 Previous Next » | recommended), click on Save
» 1 2 30— 2. To export the worksheet data to Excel, click Export.
Select Employees  Plan Compensation Data  Review and Submit All the data will be exported to a file on your local
computer
Planning Status for TestOrg. Unitl In Planning

If you are ready to submit your entries you can proceed to
the submission step below OR if you have saved you’re
entries and need to exit the worksheet you can exit by
Salary Planning closing the window and return to the planning the
worksheet at a later time

Manager: Test Manager

View: | Default Compensation \v! individual Planning | Salary History
Bl Check Name & Rank z CurrSalary/Rate ¥ Merit%
1. Click on Review and Submit once you have planned
Compensation Planning: Faculty Review 2018 (Power User Mode), Step 3 (Review and Submit) for a” yOUf emp|0y993
" : 2 | 3 - 2. If you have no more changes to make, click on Submit
Select Employees Pian Compensation Data Review and Submit Plannlng
Flanning Status for Test Org. Unit 1 R A confirmation message “The compensation planning

has been successfully submitted” is displayed. Close the
window to exit the worksheet

Congratulations! You have successfully submitted merit increase/ adjustment/ promotion and/or retention amounts for your faculty. As the next
step, the recommendation will now need to be approved. You may skip the next sections since you have already planned and submitted data for
your Org. Unit.
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Manager Recommendation for Faculty Merit Increase/Adjustment/Promotion/Retention

Planning for ALL Employees including employees reporting to your Direct Reports

Compensalion Planning (Power User Mode): 5tep 1 (Sedect Employees)

4 Prevous  Hisd B g a
I 1 H 3 =f
fetect Emplayess Pian Comperdaton Dals Rt Bfd Subet
Manaper o000 [ Test Manager 1
Compenaaton Review. |Faculy Revsw 2018 =
Emplayes Selecion: | Empicyees from Crpanizational Unds 1-: “
Grganizatianal Bnite Employees
Select Al Dessiect A1
B Hame Emgicyes BU D Manager Cwganzstonal et Poalion  Job

Tesst Ong. Uinit 1
Test Org. Uinit 1A

Test Faoulty 1 Uooooooa] Test Marager @ Test Ong. Unit D hatrucier  Imafructor A% Lis:

Test Ong. Unit 18
Test Ong. Uinit 10

[ 2 T

Test Org. Unit 1E

[ew Empiyees | IED

Employees from Org Units

Note: This section will show a recommender additional
ways to select employees.

1. Select the Employee Selection drop down and click on

Employees from Organization Units.

2. Click on an Org Unit name (you can select multiple
by clicking different units).

3. Click on Show Employees

Compensation Planning: Facully Review 2018 (Power User Mode), Step 2 (Plan Compensation Data)
4 Prevoss et b | Sawe

* 1 . - 2 . - - -
Selea Enpioyres Plan Compensation Data Revew and Suome

Planning Status for Tost Qrg. Unit 1D N Pacveg

Masager T3t Manager 1D

Salary Pansiog
[» Cocemne
View Defact Comgeraxion’ v | Lasat s |¥ s
B O nave o Rask o CumrSamny /Bt v UertS WerkAst AQS AQASt Prome PromoAnt Set% ReAst New Selry /st Notes
* . > 000 * 0
@ TestFacuity 1 ©eae00 oo 000 806 808 000 020 000 000 ease [

1. Click on Plan Compensation Data.

2. You can plan in either of two ways: Worksheet mode
or Individual Planning mode. To access instructions for
Individual Planning, click here

3. Click on an employee’s name to plan for the employee
in worksheet mode
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Manager Recommendation for Faculty Merit Increase/Adjustment/Promotion/Retention

Screen Overview Description
Manager: Test Manager 1D 1. Guideline Guideline for
Salary Planning Merit/Adjustment
categories
(1] 2. Salary History Employee’s salary history
: available in SAP
View: | Defautt Compensation | w | | Exports | Individual F'lannirue Salary Histl:rre e 3. Check Warning messages related
B Check Name = Rank = CurrSalary/Rate = Merit% Merit Amt to employee’s planning
9 - 0.00 4. Merit % Merit in %
5. Merit Amt Merit in $ amt
6. Adj % Adjustment in %
@ e e e @ m w 7. Adj Amt Adjustment in $ amt
Adj% AdjAamt Promo% Promo Amt Ret% HetAmt New Salary /Rate BUID Notes 8. Promo % Promot!on !n %
9. Promo Amt Promotion in $ amt
- 000 - o - o0 10. Ret % Retention in %
11. Ret Amt Retention in $ amt
12. Notes These notes do not replace
the Dean’s notes and may
be used to record any
additional information
regarding an increase
8 5/17//2018




Manager Recommendation for Faculty Merit Increase/Adjustment/Promotion/Retention

Salary Planning
+ Guideline o

w Faculty Merit

[ 10,300.00 / 10,792.00 (USD} |

w Faculty Adjustment

[ 0.00/801.00 (USD) |

Wiew: |Defautt Compensation *| = || Export 4 | Individual Planning | Satar-gismry

1. To view Guideline, click on Guideline

2. Toview Salary History available in SAP, click on
Salary History

3. Enter either a Merit % OR a Merit amount and press
Enter key

4. Enter either Adjustment % OR Adjustment amount
and press Enter Key

5. Enter either Promo % OR Promotion amount and

BE. check MName = Hank = Curr Salary / Rate = Merit % WMerit Amt
© 103000 press Enter Key
@ TestFaculty1 Assistant Professor 66,203.00 3.02 2,000.00 . . .
6. Enter either Retention % OR Retention Amount and
o o) Q S é, press Enter Key
Adi% AdjAmt Promo % PromoAmt HRet% HetAmt New Salary/Rate BUID Notes 7 If needed. enter a comment in the Notes field. These
L R L _ notes do not replace the Dean’s comments.
0.00 0.00 0.00 0.00  0.00 0.00 £2.203.00 K
To plan for the next employee, click on the next
employee’s name
9 5/17//2018




BOSTON
ONIVERSTTY Manager Recommendation for Faculty Merit Increase/Adjustment/Promotion/Retention

Compensation Planning: Faculty Review 2018 (Power User M 1. To save your work while planning (highly
4 Previous Next » l recommended), click on Save
» 1 2 3 —— 2. To export the worksheet data to Excel, click Export.
Select Employees Plan Compensation Data Review and Submit All the data will be exported to a file on your local
computer
Fasting SuS TOUSTER Ol [k T Ranoen If you are ready to submit your entries you can proceed to

the submission step below OR if you have saved you’re
entries and need to exit the worksheet you can exit by
Salary Planning closing the window and return to the planning the
worksheet at a later time

Manager; Test Manager

» Guideiine
View::DefaulConvensax-on‘;'_ Individual Planning | Salary History
B Check Name & Rank 4 CurrSalary/Rate v Merit %

1. Click on Review and Submit once you have planned
for all your employees

Compensation Planning: Faculty Review 2018 (Power User Mode), Step 3 (Review and Submit) 2 If vou have no more changes to make. click on Submit
. YOu nhav , Cll u |

Planning.

4 Previous Hext b Submit Planning

I 1 2 3l 4

Select Employees Plan Compensation Data Review and Submit

A confirmation message “The compensation planning
has been successfully submitted” is displayed. Close the
window to exit the worksheet

Congratulations! You have successfully planned and submitted a FACULTY recommendation for the direct reports of the managers in your org.
unit. As the next step, the recommendation will now need to be approved. You may skip the next section.
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Manager Recommendation for Faculty Merit Increase/Adjustment/Promotion/Retention

Planning for Employees in INDIVIDUAL PLANNING Mode (as opposed to Worksheet Mode)

Salary Planning

* Guidelne
w Faculty Merit
Test Org. Uit 1 [10,200.00 1 10.752.00 (USD} | Remaining: 482,00 (US0)
w Faculty Adusiment

[0.00/901.00 (USD) | Remaining: 501.00 (USD)

INDIVIDUAL PLANNING

Highlight an employee (or employees) and click on
Individual Planning to bring up an individual’s details

Test Org. Lnit 1
Wiew: | Defsut Compensation v! Export 4 Salary History
Salary Planning
[~owewe € 1. To view the guideline for the Merit/Adjustment
v Facuty et categories click on Guideline
Test Org. Unit 1 10.320.00 7 10.752 00 (WS0) Remaring 43200 (USD)

w Fatuly Aduatment

Test Org. Unit 1 000 / 501,00 (USD) Remanng 501 00 (US0)

[ | (o v » i o Panning
Name Tes Facuty 1 Wansger Test Uanager Curr Base Rate 10710000
Lol 19993999] Rank. Assatant Professor Dato ot Hire 07012016
Cost Ctr HEONC MIED Date in Rank 10202016 Check o
Employee Group Facuty Ful-Tire Covered Dy NeaTeswre Tk NTT  Notes U Q
» Tie 16000 Comtract End Dato 06002013
New Salary / Rate 110,100 00 Assign Duration 12 Moath . 52 Weeta
Mens Faculty Reteotion Faculty o Promotion Faculty o
Pacaing Orp Unt Test Org. Unit 1 Aet % 000 % Promo % 000 %
Corr Salary / Rate 107 900,00 uso Ret At 000 yso Promo Amt 000 ysp
Vert % 280 ")
Vert Amt 3.000 €0 uso
Tacuity Review 2017 facuity Review 2017 faculty Review 2097
Effectve Date 0T01017 Effectve Date: 07012017 Effectve Date orRLR0?
Mert Ast 210002 uso Ret At 000 uso Promo Amt 0.00 uso
Mert % 200 % Ret % 0m - Promo % 000 »
Frequency. Armualy freguescy Anrusty Frequency Zrnualy

Adgstment Faculty o

A4 % 020 %
Ad) At Q.00 yso
Faculty Review 2017

Effectve Date TV

Ad Ant e uso
A% 0 -
Fregeescy Anrusly

2. Enter either Merit % OR Merit Amount and press
Enter key

3. Enter either Retention % OR Retention Amount and
press Enter key

4. Enter either Promo % OR Promotion Amount and
press Enter key

5. Enter either Adj % OR Adjustment Amount and
press Enter key

6. Click on Notes to enter a comment. These notes do not
replace the Dean’s comments

7. Click on arrows next to employee name to move
between employee records

11
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Manager Recommendation for Faculty Merit Increase/Adjustment/Promotion/Retention

Salary Planing

[+ Guisene

w Faculy Mert

Test Org. Unit 1 10,300,00 1 10,752.00 (USD) | Remaining: 482 00 USD)

= Faculy Adpsiment
Test Crg. Unit 1 [ 0,00 /501,00 (USD)

4 ‘c.:=::;'.'r] *| ]

| Remaining: 901.00 (USD)

1. Atany time to return to table format, click on Table
Planning

Compensation Planning: Faculty Review 2018 (Power User M
4 Previous Next b |

I» 1 2 3
Select Employees Plan Compensation Data Review and Submit

Planning Status for TestOrg Unit1 In Planning

Manager: Test Manager

Salary Planning
mi:m'ﬂ“lCOmcnsalnn‘:;} Individual Planning | Salary History
B Check Name 4 Rank 4+ CurrSalary/Rate v Mert %

1. To save your work while planning (highly
recommended), click on Save

2. To export the worksheet data to Excel, click Export.
All the data will be exported to a file on your local
computer

If you are ready to submit your entries you can proceed to
the submission step below OR if you have saved you’re
entries and need to exit the worksheet you can exit by
closing the window and return to the planning the
worksheet at a later time

12
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BOSTON
UNIVERSITY Manager Recommendation for Faculty Merit Increase/Adjustment/Promotion/Retention

4 Previous Mext b Submit Planning

» 1 2

S

Select Employees Plan Compensation Data

Review and Submit

Compensation Planning: Faculty Review 2018 (Power User Mode), Step 3 (Review and Submit)

1. Click on Review and Submit once you have planned
for all your employees

2. If you have no more changes to make, click on Submit
Planning

A confirmation message “The compensation planning
has been successfully submitted” is displayed. Close the
window to exit the worksheet

Congratulations!_You have successfully planned & submitted a recommendation for a merit increase/adjustment/promotion/retention for your

FACULTY. As the next step, the recommendation will now need to be approved.
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