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Keep in mind                  Information Needed 

 

 

 

  

 

Steps: 

 

1. From within the Hire, Change Job or Add Job business processes, click Open to launch the Propose Compensation 

process.  

 

 

 

 

 

2. The Guidelines section does not need to be edited.  This section includes Compensation Package and Grade and will 

prepopulate based on the Employee Type.   

 

 

 

 

 

 

 

 

 Hourly wage or salary of the employee 

 Any allowances that will be part of the compensation package 

 The Actual End Date should be entered on all compensation 

plans except staff salary/hourly plans and tenured faculty 

salary plans 

 

 Propose Compensation is a sub-process that will appear in the 

Hire, Change Job and Add Job business processes 

 There are multiple components that make up a Compensation 

Package such as a salary plan (where base pay is usually 

housed), allowance plans, merit plan and bonus plan 

 Only Salary, Hourly and Allowance plans should be updated 

when applicable. Merit and bonus plans will populate in to the 

compensation package automatically 
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3. Use the Edit Icon   to update the sections of the 

Compensation Package (Salary, Hourly, Allowance).  

 Bi-weekly (hourly) employees rate change is entered 

in the Hourly section.  

 Monthly (salaried) employees should have a monthly 

rate entered in the Salary section.  

 Do not enter both salary and hourly – pick one that 

aligns with type of employee. 

4. Actual End Dates must be entered and maintained for all 

employees except staff and tenured faculty. Click on the 

arrow next to Additional Details. Once the plan details are 

entered, click Done.  

 

The Expected End Date field does not have any impact on 

ending the compensation plan. Actual End Dates must be 

entered for fixed-term employees with a salary plan in order for 

the compensation to stop paying. 

 

If reducing hours, be sure to consider the scheduled weekly 

hours in your calculation of the new pay rate.  For example, an 

employee scheduled at 40 weekly hours, reducing weekly 

hours to 30, should have their new monthly rate reduced by 

25%.  $4,000 per month would become $3,000 per month.  

Hourly rates should not be reduced. Monthly compensation 

does not automatically prorate based on scheduled weekly hours. Monthly compensation muse be entered with the 

actual (prorated) rate upon Hire. 
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If the employee will receive either Period Activity Pay or a One-Time Payment as their compensation, instead of 

compensation administered within the formal Compensation Package, use the minus icon within the salary or hourly 

section to remove the plan row that prepopulates in and click Submit. 

 

5. If completing this process for an academic employee, allowance plans without compensation will automatically popoulate. If 

no allowances will be administered, hover over each plan assignment row and click the Remove Icon  to remove. The 
Propose Compensation step cannot be submitted without removing any unused plan rows.      
  

If allowances will be administered, either use an existing plan row to enter the monthly allowance amount, or add another 

allowance plan by click the Add Icon . Any allowance plans entered here must have Actual End Dates entered. If 

an allowance plan is needed for a staff employee, click the plus icon to add an allowance plan.  

 

6. Click on the Submit Icon  to submit this task. 

 

Once the propose compensation review is complete, the Hire, Change Job or Add Job process will continue on until 

completion.  


