Managers: Annual Merit Awarding —Job Aid

ASSIGNING MERIT INCREASES

Your Workday inbox will have a task(s) labeled Compensation Review: Employee Merit CY

From your inbox:

1. Open the Compensation Review task located in your Workday inbox. If you have multiple supervisory orgs (both
position and job managed organizations (JM)), there will be two separate tasks in your inbox that require assigning
merit. If you do not have subordinate organizations in your management hierarchy, you can directly click on the tasks to

begin proposing merit awarding for your team as in screenshot #1.
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2. If you have subordinate organizations reporting up through management hierarchy with awarding, you will locate the

iew Sub Orgs
same task(s) within your Workday inbox. From there you can select the near the bottom of the
screen to view your supervisory organization as well as any of those reporting to yourself. By locating the

button for your sup org, you’ll be able to select the Propose Awards option and begin awarding your

employees.
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3. To complete the Annual Merit task on behalf of a subordinate organization click in the relevant row and
select the Complete on Behalf option. When completing on behalf, you will be required to confirm the intent and
add a comment. Once this action has been performed, you will be the responsible party for awarding these
employees and they cannot be returned to your lower level leader.
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4. When you click and begin awarding individual employees, you will see information on your employees for your review
located in the “smart panel” to the far right. These show the employee’s current year Performance Rating (provided it
has been completed), any recent Disciplinary Actions (Verbal, Written, Suspension) if any, and current Compensation
Grade Range.

5. Award a pay rate increase for each employee based on performance by entering a percentage (i.e. 3.0%) in the
Proposed Merit Increase % column. The Actual Merit Increase % and the Merit Increase Amount field will automatically
populate. Due to rounding of pennies, the Actual Merit Increase % may slightly differ from the inputted value.

6. If you do not wish to award an employee a merit increase, the “Merit Zero Increase” must be selected to note “Yes”. You
may also provide any comments justifying these zero increases. Employees on a recent disciplinary action or scored as
Underperforming in Position must receive a 0% increase and the system will prevent an award from being allocated.
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7. If you receive any validation errors (warning « and/or critical error ‘.) on an employee, you will need to follow the
comments/prompts and correct your entry for critical errors. Warnings #* alert your attention to an item but won’t

prevent submission and are usually related to a lump sum over max. Critical errors® will prevent submission of
your awards and need to be rectified first prior to finalizing.

8. The budget amount for merit is calculated by Workday when Human Resources launches the merit awarding review — it's a
targeted amount based on employees’ salaries within their supervisory organization as of the snapshot date. The overall
budget and spend indicator will dynamically update as you enter merit increases. Lump sums will also decrement from your
overall budgeted merit amount.

Any “unused” monies will roll up to the next level manager and can be redistributed by them.

If assigning meritin a JM (“Job Managed”) sup org the overall budget will show/stay $0 due to the 0% FTE(s). They can
however be awarded an appropriate merit increase.
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ASSIGNING LUMP SUM AMOUNT

If a merit increase % calculates the new rate over the max of the range, a lump sum amount will automatically populate for the differential

over max based on FTE. The New Base Pay will automatically calculate to the max of the range.

If an employee is at or over the max of the range currently, the merit increase % will auto populate in the lump sum column for those with an

FTE. Employees who are a 0% FTE will require a manually calculated lump sum by the manager.

Important Note: The Lump sum amount is an editable field, however, please allow Workday to calculate the correct lump sum
amount by using the proposed merit increase % for those with an FTE. Only those employees that calculate over max of grade

are eligible for a lump sum amount.
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SUBMITTING MERIT INCREASES

9. Merit submissions will automatically “rollup” through the supervisory organization. The next level and top-level managers
cannot submit their increases until their entire supervisory organization has completed their awarding.

10. If the top-level manager wants to make changes to a subordinate organization, they can “Send Back” using the drop

down under actions . Top level managers can also review and make adjustments if needed.
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