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Quick Reference Guide
COLA/Merit Processing
Non-Exempt Employees 
(revised May 2008)

Use this guide to verify and report COLA and Merit pay transactions for FY 2009 specifically geared to Non-Exempt employees.  Please be aware that Non-Exempt employees have their COLA and Merit 
pre-loaded by the system.  Only Exempt employees and Faculty require increases to be entered, saved, and then approved.  However, all employee information (Faculty, Exempt, and Non-Exempt) should be reviewed.  For Faculty and Exempt employees transaction processing, please refer to the Quick Reference Guide for COLA and Merit Processing for Faculty, and the Quick Reference Guide for COLA and Merit Processing for Exempt Employees.  Please note that the FY09 COLA and Merit Processing User Guide can be downloaded and printed from the myUMB Portal. 
How to:  Review COLA/Merit for a Non-Exempt Employee:

1. Navigate to the UMB Pay Increase Transactions page:

Home > Administer Workforce > Administer Workforce (GBL) > Use > UMB Pay Increase Transactions

2. Keep PSUMB in the SetID field

3. You can only see the employees your security gives you access to, but you have several options for viewing your group of employees:  
· Leave Department and Employee Class fields blank (to get all departments and employees)

· Enter a Department (to restrict the search to employee classes within a specific department)
· Enter an Employee Class (to restrict the search to all departments with that specific Employee Class)

· Enter a Department and an Employee Class 

4. Click [image: image55.png]


 or press [Enter]

5. A list will appear displaying departments and employee class(es) based on your search criteria from step 3.  Click on one of the department or employee class links to open the list of employees.  

6. Observe that employees listed are sorted in alphabetical order

7. You can view employees by 10 rows at a time or all employees.  Click the [image: image2.png]View All



 link to view all.  employees and navigate to the first employee to process, or click the [image: image3.bmp] link to search by employee name.

8. Observe that COLA and Merit amounts are already entered for you (COLA is prorated based on FTE).  

9. Navigate to the Change Amount field for each employee and verify the amounts

10. Navigate to the next employee record and follow step 7

11. You are now ready to run the Pay Increase Report and give to your Approver.  See page 2.
12. It may actually be easier to review all your Non-Exempt employees via the report , since there is nothing you can change or need to save.   
How to:  Run and View the Pay Increase (COLA/ Merit) report

1. Navigate to the UMB Pay Increase Report page (if necessary):

Home > Administer Workforce > Administer Workforce (GBL) > Use > Reports > UMB Pay Increase Report

2. Click the Search button to display all run control IDs or click the  [image: image4.png]Add a New Value



 link to create a new FY09 Run Control ID.

If adding a new Run Control, type the name of the new Run Control ID and click [image: image5.png]


 or press [Enter]
Tip:  Naming conventions can be different for data entry vs. approvers, for example, 2009_pay_increase_entry vs. 2009_pay_increase_approve.

3. You can only see the employees your security gives you access to, but you have several options for viewing your group of employees:  

· Leave Department and Employee Class fields blank (to get all departments and employees)

· Enter a department code (to restrict the report to employee classes within a specific department)
· Enter a Employee Class (to restrict the report to all departments with that specific Employee Class)

· Enter a combination of department and employee class 

Please note:  you can enter multiple departments and/or employee classes by using the Plus Sign (+)
4. Click [image: image6.png]



5. Click [image: image7.png]Process Monitor



 .
6. Click  [image: image8.png]Refresh



 until the report status is [image: image9.png]Success




7. Click on [image: image10.png]Details



, then [image: image11.png]


, then the link for the report (e.g., [image: image12.png]umrpr280 33603.PDF



 )

Print the report to review.
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COLA/Merit Processing
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Use this guide to enter and report COLA and Merit pay transactions for FY 2009 specifically geared to Exempt employees.  Please be aware that COLA and Merit increases must be entered for Exempt employees.  All employee information must be reviewed for accuracy and saved, prior to being approved (and saved).  For Faculty and Non-Exempt employee transaction processing, please refer to the Quick Reference Guide for COLA and Merit Processing for Faculty, and the Quick Reference Guide for COLA and Merit Processing for Non-Exempt.  Please note that the FY09 COLA and Merit Processing User Guide can be downloaded and printed from the myUMB Portal. 

How to:  Enter COLA/Merit for an Exempt Employee:

1. Navigate to the UMB Pay Increase Transactions page:


Home > Administer Workforce > Administer Workforce (GBL) > Use > UMB Pay Increase Transactions

2. Keep PSUMB in the SetID field

3. You can only see the employees your security gives you access to, but you have several options for viewing your group of employees:  

· Leave Department and Employee Class fields blank (to get all departments and employees)

· Enter a Department (to restrict the search to employee classes within a specific department)
· Enter an Employee Class (to restrict the search to all departments with that specific Employee Class)

· Enter a Department and an Employee Class 

4. Click [image: image13.png]


 or press [Enter]
5. A list will appear displaying departments and employee class(es) based on your search criteria from step 3.  Click on one of the department or employee class links to open the list of employees.  
6. Observe that employees listed are sorted in alphabetical order.

7. You can view employees by 10 rows at a time or all employees.  Click the [image: image14.png]View All



 link to view all  employees and navigate to the first employee to process, or click the [image: image15.bmp] link to search by employee name or employee ID.

8. Observe that COLA amounts are already entered and cannot be edited.

9. Navigate to the Change Amount field for the first employee’s Merit and enter the dollar amount for the Merit increase (dollars and cents).
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Navigate to the next employee record and follow steps 8 & 9.

11. When finished with the data review, navigate to and click [image: image16.png]& save)




12. You can [image: image17.png]& save)



as often as you like.
13. You are now ready to run the Pay Increase Report and give to your Approver.  See next page.    
Please note, you have to click the SAVE button.  Clicking the SAVE button notifies eUMB to process the  Merit amounts you entered.

How to:  Run and View the Pay Increase (COLA/ Merit) report

1. Navigate to the UMB Pay Increase Report page (if necessary):

Home > Administer Workforce > Administer Workforce (GBL) > Use > Reports > UMB Pay Increase Report

2. Click the Search button to display all run control IDs or click the  [image: image18.png]Add a New Value



 link to create a new FY09 Run Control ID.
a. If adding a new Run Control, type the name of the new Run Control ID and click [image: image19.png]


 or press [Enter]
Tip:  Naming conventions can be different for data entry vs. approvers, for example, 2009_pay_increase_entry vs. 2009_pay_increase_approve.

3. You can only see the employees your security gives you access to, but you have several options for viewing your group of employees:  

Leave Department and Employee Class fields blank (to get all departments and employees)

Enter a department code (to restrict the report to employee classes within a specific department)
Enter a Employee Class (to restrict the report to all departments with that specific Employee Class)

Enter a combination of department and employee class 

Please note:  you can enter multiple departments and/or employee classes by using the Plus Sign (+)

4. Click [image: image20.png]



5. Click [image: image21.png]Process Monitor



 .
6. Click  [image: image22.png]Refresh



 until the report status is [image: image23.png]Success




7. Click on [image: image24.png]Details



, then [image: image25.png]


, then the link for the report (e.g., [image: image26.png]umrpr280 33603.PDF



 )

Print the report to review.
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Quick Reference Guide
COLA/Merit Processing
 for Faculty
(revised May 2008)

Use this guide to enter and report COLA and Merit pay transactions for FY 2009 specifically geared to Faculty employees.  For all Faculty, please note that COLA is pre-loaded by the system, and can be edited.  Merit increases must be entered for Faculty employees.  All employee information must be reviewed for accuracy and saved prior to being approved.  For Exempt and Non-Exempt employee transaction processing, please refer to the Quick Reference Guide for COLA and Merit Processing for Exempt Employees, and the Quick Reference Guide for COLA and Merit Processing for Non-Exempt Employees.  Please note that the FY09 COLA and Merit Processing User Guide can be downloaded and printed from the myUMB Portal.
How to:  Enter COLA/Merit for an Faculty Employee:

1. Navigate to the UMB Pay Increase Transactions page:

Home > Administer Workforce > Administer Workforce (GBL) > Use > UMB Pay Increase Transactions

2. Keep PSUMB in the SetID field.
3. You can only see the employees your security gives you access to, but you have several options for viewing your group of employees:  

· Leave Department and Employee Class fields blank (to get all departments and employees)

· Enter a Department (to restrict the search to employee classes within a specific department)
· Enter an Employee Class (to restrict the search to all departments with that specific Employee Class).  

· Enter a Department and an Employee Class 

4. Click [image: image27.png]


 or press [Enter]
5. A list will appear displaying departments and employee class(es) based on your search criteria from step 3.  Click on one of the department or employee class links to open the list of employees.  
6. Observe that employees listed are sorted in alphabetical order.

7. You can view employees by 10 rows at a time or all employees.  Click the [image: image28.png]View All



 link to view all.  employees and navigate to the first employee to process, or click the [image: image29.bmp] link to search by employee name.

8. Observe that Faculty COLA amounts are already entered for you.  These amounts cannot be edited.  COLA is pro-rated based on FTE, unless they are Geographic Full Time (GFT).  

9. Navigate to the Change Amount field for the first employee’s Merit and enter the dollar amount for the Merit increase (dollars and cents).  *** DO NOT combine FYC as part of the Merit increase ***
10.  If the employee will be getting FYC then Navigate to the Standard Hours (Std Hrs) field and enter their standard hours and press [TAB] – this will cause the FTE to be calculated automatically and take you to the Change Amount field.  *** If Std Hrs are left as zero and the FYC Change Amount is entered, this employee will error out with an exception *** 
11.  If the employee is getting FYC then enter the Change Amount and press [TAB] – this will automatically calculate the Change Percent.
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Navigate to the next employee record and follow steps 8 thru 11.

13. When finished with the data entry, review your work, then navigate to and click [image: image30.png]& save)




14. You can [image: image31.png]& save)



as often as you like.
15. You are now ready to run the Pay Increase Report and give to your Approver.  See next page. 
Please note, you have to click the SAVE button.  Clicking the SAVE button notifies eUMB to process the Merit amounts you entered and FYC if entered.

How to:  Run and View the Pay Increase (COLA/ Merit) report

1. Navigate to the UMB Pay Increase Report page (if necessary):

Home > Administer Workforce > Administer Workforce (GBL) > Use > Reports > UMB Pay Increase Report

2. Click the Search button to display all run control IDs or click the  [image: image32.png]Add a New Value



 link to create a new FY09 Run Control ID.
If adding a new Run Control, type the name of the new Run Control ID and click [image: image33.png]


 or press [Enter]
Tip:  Naming conventions can be different for data entry vs. approvers, for example, 2009_pay_increase_entry vs. 2009_pay_increase_approve.

3. You can only see the employees your security gives you access to, but you have several options for viewing your group of employees:  

a. Leave Department and Employee Class fields blank (to get all departments and employees)

b. Enter a department code (to restrict the report to employee classes within a specific department)
c. Enter a Employee Class (to restrict the report to all departments with that specific Employee Class)

d. Enter a combination of department and employee class 

Please note:  you can enter multiple departments and/or employee classes by using the Plus Sign (+)
4. Click [image: image34.png]



5. Click [image: image35.png]Process Monitor



 .
6. Click  [image: image36.png]Refresh



 until the report status is [image: image37.png]Success




7. Click on [image: image38.png]Details



, then [image: image39.png]


, then the link for the report (e.g., [image: image40.png]umrpr280 33603.PDF



 )

8. Print the report to review.
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Quick Reference Guide
Approving COLA/Merit Processing
for Exempt & Faculty
Use this guide to approve COLA & Merit pay transactions for FY 2009.  Please note that the FY09 COLA and Merit Processing User Guide can be downloaded and printed from the myUMB Portal. 

How to:  Approve COLA and Merit:

1. Navigate to the UMB Pay Increase Report page:

a. Home > Administer Workforce > Administer Workforce (GBL) > Use > Reports > UMB Pay Increase Report

2. Click the  [image: image41.png]Add a New Value



 link to create a new Run Control ID
3. Type the name of the new Run Control ID and click [image: image42.png]


 or press [Enter]
4. You can only see the employees your security gives you access to, but you have several options for approving your group of employees:  

· Leave Department and Employee Class fields blank (to get all departments and employees) – this will approve all departments and employees you have access to

· Enter a department code (to restrict the report to employee classes within a specific department) – this will approve all employees within that specific department
· Enter a Employee Class (to restrict the report to all departments with that specific Employee Class) – this will approve all employees within a specific employee class for all departments you have access to

· Enter a combination of department and employee class to approve employees for only that specific combination

5. Please note:  you can enter multiple departments and/or employee classes by using the Plus Sign (+)
6. Click to enter a checkmark in the Approve checkbox field.  
7. Click [image: image43.png]



8. Click [image: image44.png]Process Monitor



 .
9. Click  [image: image45.png]Refresh



 until the report status is [image: image46.png]Success




10. Click on [image: image47.png]Details



, then [image: image48.png]


, then the link for the report (e.g., [image: image49.png]umrpr280 33603.PDF



 )

11. Print the report to review.

How to Set up and Configure your myUMB Portal Page With eUMB News

Here’s what it can look like when you are done.  A three (3) column layout with eUMB News in the 
center column.  

Summary:  how to add the eUMB News pagelet to your portal page:

1. Log in to the portal

2. Click on Content

3. Select the page(s) you would like to have on your portal (select eUMB News)

4. Click Save

5. Click on Layout

6. Choose 2 or 3 columns from the basic layout area

7. Select topics one at a time and move them from column to column and/or up and down till you 
have the desired layout

· You can also select and delete pagelets here as well
8. Click Save

Instructions to add content and change the layout:

1. Log in to the myUMB portal

2. Click on the Content link
3. Select the page(s) you would like to have on your portal (select eUMB News)

4. Click Save
5. Click on Layout (see illustration below instruction #2 above)
6. Choose 2 or 3 columns from the basic layout area

7. Select topics one at a time and move them from column to column and/or up and down till you have the desired layout

· You can also select and delete pagelets here as well
8. Click Save
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