2014-2015 Salary Review Process — Procedure Example and Instructions

2014-2015 Salary Review Process

Overview:

This example provides explanations and instructions for entering salary increases. Screenshots
are displayed that demonstrate how to use the SAP Salary Review transaction.

Items of Note:

Page 3 Description of Terms (step 7)

Page 4 Example of entering a 3% merit increase (steps 8-10)

Page 5 Checking an employee’s cost distribution (step 11)

Page 6 Changing a previously entered increase (step 12)

Page 6  Example of an employee not eligible for merit based on date hired (step 13)

Page 6 Example of entering a $50/month merit increase and changing the number of
months worked from 12 to 9 (steps 14-16)

Page 7 Example of entering a 6% merit increase (17-18)
Page 8 What to do if the allocation is exceeded (steps 19-24)
Page 10  Saving Salary Review entries (steps 25-27)

Page 12 Printing a copy of Salary Review entries (steps 28-34)

Before Starting the Transaction:

Know your Personnel Assignment number. Employees have been grouped under the managers
(i.e. department heads) to whom they report. To access the Salary Review entry screen for your
employees, you will enter your Personnel Assignment number when directed.

Reviews by Deans and Assistant/Associate Vice Presidents

See page 14.

Reviews and Approvals by Vice Presidents

See page 15.
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2014-2015 Salary Review Process — Procedure Example and Instructions

1. Logon to the SAP system, preferably using SAP GUI.
2. Atthe SAP Easy Access screen enter transaction ZSALREV:

SAP Easy Access
&% || Z5ALREY B AH a0 SHE Bho80 BE @
SAP Fasy Access

& & EB S| v a

Favarites
7 & SAP menu
> [ Office
Cross-Application Components
Logistics
Accaunting
Human Resources
Information Systems
Tools

O O O OO

3. Click the Enter button & .

4. Texas State Salary Review
Texas State Salary Review

& BB e SHE ODhO8 HE @
Texas State Salary Review
P [
Primary Manager
Persannel Mumber &
Walidity dates
Valid Fram Q9/a81/2006
End Date 0a/3142007

Effective Date
Use Salary as of. [a9/e1/2006

Finalize list
1 Finalize list on save
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2014-2015 Salary Review Process — Procedure Example and Instructions

5. In the Primary Manager section, enter the Personnel Number of the manager responsible for
entering salary review information.
Example: 3078

Do not change the Validity dates or Effective Date.

& The Finalize list on save box (LFinalizelistonsave ) jg reserved for the
President and Vice Presidents to indicate final approval of the increases
entered for the employees assigned to an individual manager. Once this box
is checked, the system will not allow any additional entries/changes for
these employees.

6. Click the Execute button @ )

7. Texas State Salary Review

Texas State Salary Review
@ DB e CHE ODhLH BE @B

Texas State Salary Review

Update list
Manager Ryan, Betty
A1Tocated Fund Method Fnds 3002801606 2024091006
Original allocated amount 4,107 .00 1,1708.00 1,756.44
Amount remaining for distribution 4 187 .00 1.170.00 1,766 44

* - Denotes possible basic pay change atter Tast save

Tx5t1D Pernr Name Position Reason PctIncr Dollarincr NumMobork CurrPayMonth ProposedMonth
434028 00803974 Anderson, Arnold Survey Supy 01 5taff Herit o860 o069
434028 0BB03974  Anderson, Arnold Survey Supy 0.80 o.e8
434028 00803974 Anderson, Arnold Survey Supy a.80 6.09
434028 0BB03974  Anderson, Arnold Survey Supy 0.80 o.e8
434028 00803974 Anderson, Arnold Survey Supy a.80 6.09
434028 0EEE3974  Anderson, Arnold Survey Supy 0680 o8 12680 3,622 49 3 622 49
522530 0oe11682  Ashton, Bonnie Acty CTK IT g.80 6.09
522630 OEB116E2  Ashton, Bonnie Actg Clk IT 080 o.oe
522530 0oe11682  Ashton, Bonnie Acty CTK IT g.80 6.09
522530 0o811682  Ashton, Bonnie Actg C1k 1T 080 668
522530 0og11682  Ashton, Bonnie Acty CIK 1T o.80 o.69
522530 0O811682 Ashton, Bonnie Actg CTk 1T B89 6,69 12.008 1,932.00 1,932.00
394373 00e08258  Berry, John Arch Eng Asc 01 Staff Merit 0.80 o.0g
3084373 00008259 Berry, John Arch Eng Asc 0.80 o.o8
384373 0BBO8259 Berry, John Arch Eng Asc 0.80 o.e8
3084373 00008259 Berry, John Arch Eng Asc 0.00 o.o8
384373 DBBO8258 Berry, John Arch Eng Asc 0.80 o.e8
394373 00008259 Berry, John Arch Eng Asc g.80 6,09 12.00 3,250.00 3,250.00
273788 0EBO1911  Compton, Jake S Ar En Asc 01 Staff Merit 080 o.ee
273788 0oeE1911  Compton, Jake Sr Ar En Asc g.80 6.09
273788 0EBO1911  Compton, Jake S Ar En Asc 0.80 o.e8
273788 0oeE1911  Compton, Jake Sr Ar En Asc g.80 6.09
273788 0BBO1911  Compton, Jake Sr Ar En Asc 0.80 o.e8
273788 00801911 Compton, Jake Sr Ar En Asc g.80 6.09 12.00 4, 555.486 4,555.86
494953 DOPOG18E  Crenshaw, Corey Mapping Clk 01 Staff Merit 0. B0 0. o
494953 00006180 Crenshaw, Corey Happing C1k a.80 6.09
4084953 DEPOR180  Crenshaw, Gorey Mapping Clk 0. 80 o aa
494953 00006180 Crenshaw, Corey Happing C1k a.89 o.09
404953 0POOGE180 Crenshaw, Corey Mapping Clk .80 a.ea
494953 00006180 Crenshaw, Corey Mapping C1k 0.80 6,09 12.00 1,498.65 1,498.65
479004 00O05746 Euling, Martin Suvey Asst 01 Staff Merit .00 o.og
479004 DEB05T4E  Euling, Martin Suvey Asst 0.80 o.e8
479004 0PE05746 Euling, Martin Suvey Asst 0,00 o.og
479004 DEB05T4E  Euling, Martin Suvey Asst 0.80 o.e8
479004 00805746 Euling, Martin Suvey Asst g.80 6.09
479004 0ORE5746  Euling, Martin Suvey Asst 060 o8 12080 1,731.27 1,731.27
004923 00008370 Fromeyer, Dawvid Ast Dir Arch 01 5taff Herit o860 o069
004923 DEBOA3YE  Fromeyer, Dawid Ast Dir Arch 0.80 o.e8
004923 00008370 Fromeyer, Dawvid Ast Dir Arch a.80 6.09
004923 DEBOB3YE  Fromeyer, David Ast Dir Arch 0.80 o.e8
004923 00008370 Fromeyer, David Ast Dir Arch a.80 6.09
004923 DOBEA3TE  Fromeyer, Dawid Ast ir Arch .80 o.oe 12680 4,879 .05 4 879.05

Notes: Description of Terms

o  Allocated Fund — The specific funding source for employee salaries.
=  Method Funds are those accounts funded by appropriations, tuition,
or designated tuition.
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2014-2015 Salary Review Process — Procedure Example and Instructions

. Other funds displayed are income generating or fee based and
exclude grants and gift funds.

o  Original allocated amount — Displays the amount allocated to the manager
for Staff merit increases. This amount will fund increases for employees
whose cost distribution reflects full or partial funding from the identified
fund(s).

o  Amount remaining for distribution — The amount will decrease as increases are
entered.

o  Name column — Employees are listed alphabetically. Although six lines are
listed for each employee (allowing for six types of increase), one line will
be used for Staff in the 2014-2015 salary review process.

o  TIxStID column — Lists the Person ID number of each employee.

o  Pernr column — Lists the Personnel Assignment number of each employee.

o  Position column — Abbreviations of position titles are listed.

o  Reason column — Lists the types of increases available.

o Pctincr column — Used to enter increases by percentage amount (i.e., 2.00 %).

o Dollarincr column — Used to enter increases by dollar amount per month

(i.e., $25.50).

o NumMoWork column — 12 months is displayed for each employee. Modify

9 this number if necessary to correctly display the number of months to be

budgeted for an employee. The number in this column is used to calculate
the total cost of any increase entered in the Pctincr or Dollarlncr columns.

o CurrPayMonth column — Displays the employee’s monthly salary as of June
1, 2014 before any increases are added. It does not include State
Longevity and Hazardous Duty Pay.

o ProposedMonth column — Displays the employee’s revised monthly salary
as increases are given.

o Update list button (' Yr=ielist’) (upper left of screen) — Clicking this button
after entering one or more increases updates the Amount remaining for
distribution.

8. Select one Staff employee and enter a merit increase on the 01 Staff Merit line. (01 Staff Merit
is displayed in the Reason column.)
Example: Arnold Anderson is a 12-month employee and is to receive a 3% merit
increase. On Arnold’s 01 Staff Merit line find the 0.00 in the Pctincr column. Change it to
3.00.

9. Click the Update list button (' Yrealist]) in the upper left part of the screen.

Notes: a. Click this button after entering each employee’s increase.

b. Ifseveral employees’ increases are entered before this button is clicked, and the
sum of the increases exceeds one or more of the Amount remaining for distribution
figures, it may be difficult to determine which employee’s increase caused the
amounts(s) to be exceeded.
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2014-2015 Salary Review Process — Procedure Example and Instructions

10. Texas State Salary Review
Texas State Salary Review
& BABE e DHE fhod BE @8

Texas State Salary Review

Update list
Manager Ryan, Betty
81ocated Fund Method Fnds 3002001006 2024091006
Original allocated amount 4,107 .00 1,170.00 1,786 44
Amount remaining for distribution: 2,802 .96 1,170.00 1,756, 44

- Denotes possible basic pay change after last save

TxstID Pernr Name Fosition Reason FetIncr DollarIncr NumMolork  CurrPayMonth Proposedionth
434028 OEEB3874  Anderson, Arnold Survey Supv 01 Staff Merit 3.80 10867
434028 000833974  Anderson, Arnold Survey Supv 0.80 6.09
434028 OEOB3374  Anderson, Arnold Survey Supv 0.80 o.es
434028 000833974  Anderson, Arnold Survey Supv 0.80 6.09
434028 OEEB3374  Anderson, Arnold Survey Supv 0.80 o.es
434028 000833874  Anderson, Arnold Survey Supy 0.80 6.00 12.00 3,622.49 3,731.16

Notes: a. Percentage increases are calculated using the salary displayed in the CurrPayMonth
column. Arnold’s monthly salary before the merit increase was $3,622.49.
b. The dollar value of the 3% merit increase is displayed as $108.67 per month
($3,622.49 X 3% = $108.67).
c. A $108.67 per month merit increase for 12 months costs $1,304.04 per year.

o  Since Arnold’s cost distribution reflects 100% Method funding, the
Amount remaining for distribution has been reduced by $1,304.04.

o  Had the cost distribution been less than 100% Method funded, the Amount
remaining for distribution would have been reduced by a proportionate
amount.
=  For example, if the funding was split 75% Method and 25%

3002001006, the Amount remaining for distribution for each fund would
be reduced as follows: Method by $978.03 ($1,304.04 X 75%) and
3002001006 by $326.01 ($1,304 X 25%).

11. To check the cost distribution for an employee, double click the employee’s name.
Example: Double clicking Arnold Anderson’s name provides the following display,
which indicates that 100% of his 3% ($108.67 /month) merit increase will be charged
to the Fund listed.

Texas State Salary Review
& A H a6 ODHE fhad HE @

Texas State Salary Review

Back
Cost Distribution
Lnderson, Arnold
Raise hmount: 108 .67
o1 Staff Merit
Pernr  Gost Center Fund Int Order WBS Elem Cost Pet Amount
0OEE3974 1414000000 2000011006 1068, 80 108. 67

Note: Click on the Back button (e') to return to the salary review screen.
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2014-2015 Salary Review Process — Procedure Example and Instructions

12. Making changes to increases after the Update list button (' YPe@elist)) has been clicked:
a.  Once a percentage increase has been entered and the Update list button has been
clicked, the dollar value of the percentage increase is displayed in the Dollarincr
column. Be aware that the system will not allow you to change and update the
figure in the Dollarincr column.

o  To change the amount of the percentage increase, go to the Pctincr column,
change the percentage, and click the Update list button. The amount in the
Dollarincr column will change automatically.

o  To change the increase from a percentage-based increase to a dollar-based
increase, you must first change the amount in the Pctincr column to 0.00 and
click the Update list button. Then you can enter an amount in the Dollarincr
column and click the Update list button.

b.  To increase or decrease a dollar increase entered in the Dollarincr column, enter the
new dollar amount and click the Update list button.

c.  To change a dollar increase entered in the Dollarlncr column to a percentage
increase, enter the percentage in the Pctincr column and click the Update list button.

13. Employees hired after September 3, 2013, are not eligible for merit increases. While these
employees will be displayed, no increase can be entered in either the Pctincr column or the
Dollarlncr column.

Example: Bonnie Ashton was hired on September 5, 2013. She is not eligible for a
merit increase.

Texas State Salary Review
& B dH eea DHE Bhan BFE @B

Texas State Salary Review

Update list
Manager Ryan, Betty
A1Tocated Fund Method Fnds 3602001086 2024091806
Original allocated amount: 4,107 .00 1,176,800 1,756.44
Amount remaining for distribution 2,802 96 1,170 . 80 1,7h6. 44

- Denotes possible basic pay change after last save

Tx5t1D Pernr Name Position Reason PctlIncr DollarIncr NumMoblork CurrPayMonth ProposedMonth
434028 0p003974  Anderson, Arnold Survey Supw 01 Staff Merit 3.00 1028.67
434028 00063974 Anderson, Arnold Survey Supy 0.00 0.00
434028 0p003974  Anderson, Arnold Survey Supw 0.08 0.08
434028 00063974 Anderson, Arnold Survey Supy 0.00 0.00
434028 0p003974  Anderson, Arnold Survey Supw 0.08 0.08
434028 0oee3974  Anderson, Arnold Survey Supy o.oo o.oo 12.00 3,622.49 3,73 .16
522530 00811682 Ashton, Bonnie Actg Clk 11 o.00 o.00
522530 0oe11682  Ashton, Bonnie Actg Clk 11 o.oe o.oe
522530 00811682 Ashton, Bonnie Actg Clk 11 o.00 o.00
522630 OEE11682  Ashton, Bonnie Actg Clk 1T o.oe o.oe
522530 00811682 Ashton, Bonnie fctg Clk 11 o.00 o.00
522530 OEE116E2  Ashton, Bonnie Actog Clk DT o.od o.od 12.08 1,932 80 1.932 08

Notes: In the Reason column for Ashton, the 01 Staff Merit option is not displayed.

14. Select the next Staff employee to receive a merit increase and enter the increase on the 01
Staff Merit line.
Example: John Berry is a 9-month employee and is to receive a $50 per month merit
increase. On John’s 01 Staff Merit line find the 0.00 in the Dollarincr column. Change it to
50.00. In the NumMoWork column change the 12 to 9.

15. Click the Update list button (' Urdatelist )
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16. Texas State Salary Review
Texas State Salary Review
& B dH eea DHE Bhan BFE @B

Texas State Salary Review

Update list
Manager Ryan, Betty
Mlocated Fund Method Fnds 3002001006 2024091006
Original allocated amount: 4,107 .00 1,170,080 1,756.44
Amount remaining for distribution: 2,802.96 720,080 1,756.44

* - Denotes possible basic pay change atter 1ast save

Tx5t1D Pernr Name Position Reaszon PctIncr DollarIncr NumMoblork CurrPayMonth Proposedtonth
434028 00003974  Anderson, Arnold Survey Supw 01 Staff Merit 3.00 108.67
434028 0EBA3974  Anderson, Arnold Survey Supy 0.o0 0.o0
434028 00863974 Anderson, Arnold Survey Supy 0.00 0.00
434028 0EBA3974  Anderson, Arnold Survey Supy 0.o0 0.o0
434028 00863974 Anderson, Arnold Survey Supy 0.00 0.00
434028 0OEE3974  Anderson, Arnold Surwey Supv o.oe o.oe 12.08 3,622 49 3,731 .16
522530 0o811682  Ashton, Bonnie Acty Clk 11 o.00 o.00
522630 OEE11682  Ashton, Bonnie Actg Clk 1T o.od o.od
522530 0o811682  Ashton, Bonnie Aoty Clk 11 o.00 o.00
522630 OEE11682  Ashton, Bonnie Actg Clk 1T o.od o.od
522530 0o811682  Ashton, Bonnie Aoty Clk 11 o.00 o.00
522530 0o811682  Ashton, Bonnie Actg Clk 11 o.o6 o.o6 12.680 1,932 .00 1,932 00
394373 000@8259  Berry, John Arch Eng Asc a1 staff Merit o.00 50.00
304373 0PEE8259  Berry, John Arch Eng Asc 0.08 0.08
394373 00068259 Berry, John Arch Eng Asc 0.00 0.00
304373 0PEE8259  Berry, John Arch Eng Asc 0.08 0.08
394373 0oees2ss8  Berry, John Arch Eng Asc o.oo o.oo
394373 00068259 Berry, John Arch Eng Asc 0.00 0.00 9.80 3,2508.00 3,300.00
. N . . .
Note: John’s cost distribution reflects fund 3002001006.

a

b. A $50 per month increase for 9 months costs $450 per year.

c. From an Original allocated amount of $1,170, the Amount remaining for distribution
from this fund has been reduced to $720 ($1,170 — 450 = $720).

17. Select the next Staff employee to receive a merit increase and enter the increase on the 01
Staff Merit line.
Example: Jake Compton is a 12-month employee and is to receive a 6% merit
increase. On Jake’s 01 Staff Merit line find the 0.00 in the Pctincr column. Change it to
6.00.

18. Click the Update list button (= Urdatelist )
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19. Texas State Salary Review

Texas State Salary Review
@ B dB CeQ  CHEIODOHDIEE @

Texas State Salary Review

Update list
Manager Ryan, Betty
Mlocated Fund Method Fnds 3002001006 2024091006
Original allocated amount: 4,107 .00 1,170,080 1,756.44
Amount remaining for distribution: 2,802.96 720,080 1,756.44

- Denotes possible basic pay change after last save

Tx5t1D Pernr Name Position Reaszon PctIncr DollarIncr NumMoblork CurrPayMonth Proposedtonth
434028 00063974 Anderson, Arnold Survey Supy 61 Staff Merit .00 108.67
434028 o.08 o.08
434028 0.00 0.00
434028 o Records not updated. Allocation over expended for [l 0.00
434028 WETHOD 0.00 0.00
434028 o.oe o.oe 12.08 3,622 49 3,731 .16
522530 o.00 o.00
522530 o.o6 o.o6
522530 o.00 o.00
522530 o.0e o.0e
522530 v @ o.00 o.00
522530 UoET1682  Ashion, Bonnie Actg CTk IT o.0e o.0e 12.680 1,932.00 1,932,080
394373 0oees2ss8  Berry, John Arch Eng Asc 61 Staff Merit o.oo 50.00
304373 00008259 Berry, John Arch Eng Asc 0.00 0.00
384373 DBBAB25S  Berry, John Arch Eng Asc 0.00 0.00
3084373 00008259 Berry, John Arch Eng Asc 0.00 0.00
384373 DBBAB25S  Berry, John Arch Eng Asc 0.o0 0.o0
394373 00068259 Berry, John Arch Eng Asc 0.00 0.00 9.80 3,2508.00 3,300.00
273788 0EEEA1911  Compton, Jake Sr Ar En Asc 81 Staff Merit 6.00 0.00
273788 0oee1911  Compton, Jake Sr o Ar En Asc o.00 o.00
273788 BBEA1911  Compton, Jake Sr Ar En Asc 0.00 0.00
273788 0oee1911  Compton, Jake SroAr En Asc o.00 o.00
273788 0eEA1911  Compton, Jake Sr Ar En Asc 0.oa 0.oa
273788 0oee1911  Compton, Jake SroAr En Asc 0.00 0.00 12.680 4,555 86 4,555 86

Notes: a. The dollar value of a 6% increase would be $273.35 per month ($4555.86 X

6%).

b. A $273.35 per month increase for 12 months would cost $3,280.20 per year
($273.35 X 12).

c. Jake’s cost distribution is attached to fund 2000011006, which is considered
Method. The Amount remaining for distribution from Method Funds is $2,802.96.

d. Since the 12-month cost of Jake’s 6% merit increase ($3,280.20) exceeds the
Amount remaining for distribution ($2,802.96), the entry will not be accepted for
update. An Information box is displayed, indicating that the Method allocation
has been exceeded.

20. Click the Continue (Enter) button (#') on the information box.
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21. Texas State Salary Review

Texas State Salary Review
& & Ji< o0 CHE DDOoH EE @

Texas State Salary Review

Update list
Manager : Ryan, Betty
A located Fund Method Fnds 3002001 086 2024091006
Original allocated amount 4,107 .00 1,170 .00 1,756, 44
Amount remaining for distribution 2, B02.96 720,00 1,756.44

* - Denotes possible basic pay change after last sawe

TxsSt1D Pernr Name Position Reason PctIncr Dollarlncr NumMoWork CurrPayMonth Proposedionth
434028 00pR3974  Anderson, Arnold Survey Supy 01 Staff Merit .00 10867

434028 BOEB3374  Anderson, Arnold Survey Supy o.oe o.oe

434028 60003974  Anderson, Arnold Survey Supy 6.00 6.08

434028 00pA3974  Anderson, Arnold Survey Supy o.oe o.o8

434028 BOEB3874  Anderson, Arnold Survey Supy o.oe o.oe

434028 60003974  Anderson, Arnold Survey Supy 6.00 6.08 12.00 3,622.449 3,71 .16
522630 noe11682  Ashton, Bonnie Actg Clk IT o.oo o.oe

522530 60811602  Ashton, Bonnie Actg C1k 11 6.0a 6.08

522530 60811602 Ashton, Bonnie Actg C1k 11 6.00 6.08

522630 BoE11682  Ashton, Bonnie Actg Clk IT o.oo o.oe

522530 60811602  Ashton, Bonnie Actg C1k 11 6.00 6.08

522530 60811602 Ashton, Bonnie Actg C1k 11 6.0a 6.08 12.00 1,932.00 1,932.00
394373 60008259 Berry, John Arch Eng Asc a1 Staff Herit () 50,08

304373 00pEs259 Berry, John Arch Eng Asc 0.oe o.on

394373 BOEE8253  Berry, John Arch Eng Asc o.oe o.oe

394373 60008259 Berry, John Arch Eng Asc 6.00 6.08

304373 00pAs259 Berry, John Arch Eng Asc o.oe o.o8

394373 noOes25d  Berry, John Arch Eng Asc o.oo o.oe 900 3,250 08 3,300 .00
273788 60881911 Compton, Jake Sr Ar En Asc 61 Staff Merit 6.00 608

273788 BOEE1911  Compton, Jake Sr Ar En Asc o.08 o.o8

273788 60881811 Compton, Jake Sr Ar En Asc 6.0a 6.08

273788 00pe1911  Compton, Jake Sr Ar En Asc o.oe o.on

273788 BOEB13911  Compton, Jake S Ar En Asc o.oe o.oe

273788 60081811 Compton, Jake Sr Ar En Asc 6.00 6.08 12.00 4,555, 86 4,555 .86
404953 00PEE180 Crenshaw, Corey Mapping Clk 01 Staff Merit o.ee o.oe

4843953 BOPEE180 Crenshaw, Corey Mapping Clk o.oe o.oe

494953 60006180 Crenshaw, Corey Happing Clk 6.00 6.08

494953 BOBPE180  Crenshaw, Corey Mapping Clk o.08 o.o8

494953 60006180 Crenshaw, Corey Happing C1k 6.0a 6.08

494953 B0006180 Crenshaw, Corey Happing Clk 6.00 6.08 12.00 1,498 65 1,498.65
479004 BOPES746 Euling, Martin Suvey Asst 81 Staff Merit o.oe o.oe

479004 60005746 Euling, Martin Suvey Asst 6.00 6.08

479004 O0PASY46 Euling, Martin Suvey fAsst o.ee o.o8

479004 BOPES7A6  Euling, Martin Suvey Asst o.oe o.oe

479004 60005746 Euling, Martin Suvey Asst 6.00 6.08

479004 noOes746  Euling, Martin Suvey Asst o.oo o.oe 12 .00 1,731.27 1,731.27
004923 60000370 Fromeyer, David Ast Ddr Arch a1 Staff Herit 6.00 6.08

004923 00EAO37O  Fromeyer, Dawid Ast Dir Arch o.oe o.o8

004923 BOEEO3Y0  Fromeyer, Dawid Akst Dir Arch o.oe o.oe

004923 60000370 Fromeyer, David Ast Dir Arch 6.00 6.08

pp4923 BOOPO3FE  Fromeyer, David Ast Dir Arch o.08 o.o8

004923 60000370 Fromeyer, David Ast Ddir Arch 6.0a 6.08 12.00 4,879.08 4,879.059
|@ Allocation over expended [ |ZSALREV

Notes: a. An “Allocation over expended” (& Allocation ever expended ) error message is
displayed at the bottom left of the screen.
b. With an Amount remaining for distribution of $2,802.96, either Jake’s increase
must be reduced or one or more increases entered for other Method-funded
employees must be reduced.

22. Reduce Jake’s increase to 5%.

23. Click the Update list button (- UrdaElist}),
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24. Texas State Salary Review

Texas State Salary Review
& BOH eeH OHE SDo8 HE @B

Texas State Salary Review

Update list
Manager: Ryan, Bettw
M Tocated Fund: Method Fnds 3002001086 2024091 0BE
Original allocated amount: 4 187 .00 1,170.680 1,756.44
Amount remaining for distribution: 69.48 720.00 1,756.44

® - Denotes possible basic pay change after last save

Tx5t1D Pernr Mame Position Reason PctIncr DollarIncr NumMoWork CurrPayMonth ProposedMonth
434028 00803974  Andersan, Arnold Survey Supy 81 staff Merit 3.80 10867
434028 00R03974  fAnderson, Arnold Survey Supw 0.00 o.ea
434028 BOBO3874  Anderson, Arnold Survey Supy 0.80 o.e8
434028 00803974 Andersan, Arnold Survey Supy 0.80 6.09
434028 POR03974  Anderson, Arnold Survey Supy 0.BpE 0.0
434028 00803974 Andersan, Arnold Survey Supy 0.80 6.00 12.680 3,622.49 3,731.16
522530 00811602 Ashton, Bonnie Actg CTk IT 0.80 6.0
522630 BOa11602  Ashton, Bonnie Actg Gk IT o.ee o8
522530 0o0811602  Ashton, Bonnie Acty CIK IT 0.80 6.0
522530 BO0811602  Ashton, Bonnie Actg CTk I1 0.80 6.09
522530 BOBE11602  Ashton, Bonnie Actg Clk IT o.ee ()
522530 00811602 Ashton, Bonnie Acty CIk I1 0.80 6.09 12.680 1,932.00 1,932.00
304373 POROBZ53  Berry, John Arch Eng Asc B1 staff Merit 0.BE h0 0P
394373 00808258 Berry, John Arch Eng Asc 0.80 6.09
304373 00p08259 Berry, John Arch Eng Asc 0.00 o.o8
394373 BOBOB253  Berry, John Arch Eng Asc 0.80 o.es
394373 00808259 Berry, John Arch Eng Asc 0.80 6.09
394373 00808259 Berry, John Arch Eng Asc 0.80 6.09 9.80 3,250.00 3,300.00
273788 BOBO1911  Compton, Jake S Ar En Asc 01 Staff Merit 5.080 227 .79
273788 00801911 Compton, Jake Sr Ar En Asc 0.80 6.0
273788 00001911 Compton, Jake Sr Ar En Msc 0.00 o.ea
273788 BOBO1811  Compton, Jake S Ar En Asc 0.80 o.es
273788 00801911 Compton, Jake Sr Ar En Asc 0.80 6.0
273788 OOEE1911  Compton, Jake Sr Ar En Asc o.ee o.oe 12.00 4 6BG 86 4,783 65

Notes: a. Jake’s increase has been accepted and the Amount remaining for distribution
reduced to $69.48.
b. Additional entries or changes to Method-funded employees may be made in
order to allocate the remaining $69.48.

25. Continue entering increases. When all increases and changes have been entered, click the
Save button ("=).

& Remember to click the Save button ( ) prior to leaving the transaction or all
entries made since the last Save action will be lost.
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2014-2015 Salary Review Process — Procedure Example and Instructions

26. Texas State Salary Review

Texas State Salary Review
& & Ji< o0 CHE DDOoH EE @

Texas State Salary Review

Update list
Mlocated Fund Method Fnds 3002001008 2024091006
Original allocated amount 4,187.00 1,170,800 1,766.44
Amount remaining for distribution 6948 720 .00 o.oe

* - Denotes possible basic pay change after last save

Tx5t1D Pernr Mame Pogition Reasan PctIncr Dollarincr NumMakork  CurrPayMonth Propogedionth
434028 BOEB3874  Anderson, Arnold Survey Supy 81 Staff Merit 3.08 10867

434028 00003974  Anderson, Arnold Survey Supy 6.00 6.08

434028 QOOE3974  Anderson, Arnold Survey Supv 0.0 o.o8

434028 BOEB3874  Anderson, Arnold Survey Supy o.oe o.oe

434028 00003974  Anderson, Arnold Survey Supy 6.00 6.08

434028 o374 Anderson, Arnold Survey Supy o.oo o.oe 12 .00 3,622 49 3,731 .16
522530 60811602  Ashton, Bonnie Actg C1k 11 6.0a 6.08

522530 60811602 Ashton, Bonnie Actg C1k 11 6.00 6.08

522630 BoE11682  Ashton, Bonnie Actg Clk IT o.oo o.oe

522530 60811602  Ashton, Bonnie Actg C1k 11 6.00 6.08

522530 60811602 Ashton, Bonnie Actg C1k 11 6.0a 6.08

522530 Boe11682  Ashton, Bonnie Actg Clk IT o.oo o.oe 12 .08 1,932 .08 1,932 .00
394373 60008259 Berry, John Arch Eng Asc a1 Staff Herit 6.00 50. 008

304373 BOOE8253  Berry, John Arch Eng Asc o.08 o.o8

394373 60008259 Berry, John Arch Eng Asc 6.0a 6.08

304373 00pEs259 Berry, John Arch Eng Asc 0.oe o.on

394373 BOEE8253  Berry, John Arch Eng Asc o.oe o.oe

394373 60008259 Berry, John Arch Eng Asc 6.00 6.08 9.069 3,250.00 3,300.00
273788 A0p81911  Compton, Jake Sr Ar En Msc 01 Staff Merit 5.00 227.79

273788 BEEB1811  Compton, Jake S Ar En Bsc o.oe o.oe

273788 60881911 Compton, Jake Sr Ar En Asc 6.00 6.08

273788 BOEE1911  Compton, Jake Sr Ar En Asc o.08 o.o8

273788 60881811 Compton, Jake Sr Ar En Asc 6.0a 6.08

273788 60081911 Compton, Jake Sr Ar En Asc 6.00 6.08 12.00 4,555 86 4,783,685
494953 BOPEE180 Crenshaw, Corey Mapping Clk 81 Staff Merit o.oe o.oe

494953 60006180 Crenshaw, Corey Happing Clk 6.00 6.08

404953 00PEE180 Crenshaw, Corey Mapping Clk o.oe o.o8

4843953 BOPEE180 Crenshaw, Corey Mapping Clk o.oe o.oe

494953 60006180 Crenshaw, Corey Happing Clk 6.00 6.08

494963 BOOBE188  Crenshaw, Corey Mapping Clk o.oo o.oe 12 .00 1,498 65 1,498 65
479004 60005746 Euling, Martin Suvey Asst 61 Staff Merit @.0a @.08

479004 00pES7Y46 Euling, Martin Suvey fAsst o.oe o.on

479004 BOPES746 Euling, Martin Suvey Asst o.oe o.oe

479004 60005746 Euling, Martin Suvey Asst 6.00 6.08

479004 O0PASY46 Euling, Martin Suvey fAsst o.ee o.o8

479004 noOe5746 Euling, Martin Suvey Asst o.oo o.oe 12 .08 1,731.27 1,731.27
004923 60000370 Fromeyer, David Ast Ddr Arch a1 Staff Herit 3.00 146.37

004923 00EAO37O  Fromeyer, Dawid Ast Dir Arch o.oe o.o8

004923 BOEEO3Y0  Fromeyer, Dawid Akst Dir Arch o.oe o.oe

004923 60000370 Fromeyer, David Ast Dir Arch 6.00 6.08

pp4923 BOOPO3FE  Fromeyer, David Ast Dir Arch o.08 o.o8

004923 60000370 Fromeyer, David Ast Ddir Arch 6.0a 6.08 12.00 4,879.08 5,025.42
521026 00pE9541  Green, Noragene Mail Carrier 01 Staff Merit o.oo o.on

@ Records saved L |ZSALREV

27. A “Records saved” message (& Retords saved)) appears at the bottom of the screen and the
salary review transaction is complete.

Note: Further entries and changes may be made after saving the transaction.

& Once again, remember to click the Save button (*=) prior to leaving the
transaction or all entries made since the last Save action will be lost.

The transaction is complete.

If you desire to print a copy of the salary review entries, follow the instructions on the next
two pages.
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2014-2015 Salary Review Process — Procedure Example and Instructions

28. To print a copy of the salary review entries:
S5l in the upper left corner of the screen.

29. A dropdown box of options will appear:

€ Create Session
_]_ Eng Session
Lzer Profile
Serdces
Litlifigs
A1 Lis)
Sapdces for Objec
My (Hojeets

Owiy Spool Requests

Crem Jobis
Shor Message

434028 OO0O39T4
522530  DO011602
622510  DOR11602
522510  DOA11602
522530 (0011602

HB Sua Qi

, [ew
v
!
Hethod Frds
i 4,107 880
Liom 64 48

¥ change atter Tast save

Positio

Aranld  Burvey

oy Arapld Survey
Andarson, Arnold - Burvey
Anderson, Arnold Eurvey
Anderson, Arnold Survey
Ashton, Bomnie .'.I:T.!] (]
Rehton, Bomnie .l.ctg (1]
Ashton, Bomnie retg €1
Aehton, Bomnis Actg C1

, and an additional box of options will appear:

30. Place your cursor on = -5t
€ Craate Session ME @S Do
_T: Eng Sessian
Llzer Profile ' e
L Serices '
= Utilities
&11  Lisi #| Print Cul+F | Fnas
01 zgpdess for Ghjoct Eind Ciri+r 00
AR 48
My Qbjecis g
= Cwn Spool Requests Sand e
Chm Jobs L=t Hisader
= Shor Massage
T8 Statss Fositiol
i3 Logem Arnold Survey |
- S irnold Survey |
434028 00803974 Anderson, Arnold Burvey |
434008 00003974 Anderson, Arnold Survay |
434028 000374 Anderson, Armold Survey |
434028 0ORO3IATL  Andersom, Arpold Survey |
5x530 aa11602 Ashton, Bonnie actg N1
Lreb il gae11602  Ashton, Bonnie &ctg G

31. Click = Erint

Ctrl+F
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2014-2015 Salary Review Process — Procedure Example and Instructions

32. A Print Screen List box will appear:

mHumber of pages
@ Print all

() Printfram page

v Propeties. % [H

33. Verify/enter the name of the Output Device (i.e., printer).

34. Click the Continue (Enter) button M) on the information box.

Printing is complete.
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Reviews by Deans and Assistant/Associate Vice Presidents

1. You will need the Personnel Assignment number of each of your direct reports. To review
the entries made by your managers for their employees, use the transaction described on
pages 2-11 above.

To display the entries made by a particular manager, enter that manager’s Personnel
Assignment number on the initial Texas State Salary Review:
Texas Stale Salary Review

@ B dd e@@ LR tnon BE @
Texas State Salary Review
@&

Primary Manager
Personnel Mumber [E4

Walidity dates
Walid From 09/a1 /2006
End Date 08/31/2007

Effective Date
Use Salary as of: 09701/ 2006

Finalize list
[IFinalize list on save

2. You may change the Staff Merit amounts entered by each of your managers. Remember,
however, that any changes you enter for a Method-funded employee will be limited by the
remaining merit pool allocation for that group of employees. The system will not allow you
to overspend the original allocated amount for that group.

3. If you change any of the entries made by a manager, remember to click the Update List
button (' YreaEliEt’) to implement your changes. Then save your entries by clicking the Save

button ("=") before you close the transaction.

4. Notify your Vice President when you have completed reviews of the entries made by your
direct reports.
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Reviews and Approvals by Vice Presidents

1. You will need the Personnel Assignment number of each manager in your division who
made Salary Review entries. To review the entries made by your managers for their
employees, use the transaction described on pages 2-11 above.

To display the entries made by a particular manager, enter that manager’s Personnel
Assignment number on the initial Texas State Salary Review:
Texas Stale Salary Review

@ B dd e@@ LR tnon BE @
Texas State Salary Review
@&

Primary Manager
Personnel Mumber [E4

Walidity dates
Walid From 09/a1 /2006
End Date 08/31/2007

Effective Date
Use Salary as of: 09701/ 2006

Finalize list
[IFinalize list on save

2. You may change the Staff Merit amounts entered by each of your managers. Remember,
however, that any changes you enter for a Method-funded employee will be limited by the
remaining merit pool allocation for that group of employees. The system will not allow you
to overspend the original allocated amount for that group.

3. If you change any of the entries made by a manager, remember to click the Update List
button (' YreaElist’) to implement your changes. Then save your entries by clicking the Save

button (*=") before you close the transaction.

4. Final Approval of a Manager’s List. To indicate your final approval of a manager’s list and
prevent any further changes/entries for the employees assigned to the manager, use the

Back button (e') to return to the initial Texas State Salary Review screen. Verify that the
manager’s Personnel Number is displayed in the Primary Manager section:
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Texas State Salary Review

&

ala @ €@ CHE SDLOHD BRE @ m

Texas State Salary Review

@ &

Primary Manager
Personnel Mumber

a07s

Walidity dates
Walid From 09/e1 /2006
End Diate 08/31/2007
Effective Date
Use Salary as of: 09/e1 /2006

Finalize list
[[IFinalize liston save

5. Click on the Finalize list on save box (JFinalize liston save )

6. A checkmark will appear, confirming that this manager’s list has been locked:

Finalize list

Finalize list on save

7. Click the Execute button © )

8. Click the Save button =" .

9. Enter another manager’s Personnel Number to initiate review of entries or close the

transaction.

The review and approval process is complete.
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