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UMB Regular Employee FY 2009 COLA & Merit Processing

This document is a step-by-step instruction guide to enter, edit, report and approve Merit and COLA pay transactions for FY 2009.  Please be aware that Non-Exempt employees will have their COLA and Merit pre-loaded by the system.  Only Exempt employees and Faculty require increases to be entered, saved, and approved.  However, all employee information (Faculty, Exempt, and Non-Exempt) must be reviewed.  Non-Exempt employees who do not meet performance standards will have their Merit removed by Compensation.  

Again all employee information must be reviewed, but only Faculty & Exempt must be saved, and approved.  Faculty transaction processing is a little different and will be covered in a separate section of this handout.  Approving COLA and Merit pay transactions is also covered in a separate section of this handout.  Lastly, sorting and printing Excel documents is included for your convenience.  

Getting Ready

To best prepare for processing Merit/COLA transactions:

1. Get your employee list together (spreadsheet, hand-written list, etc.).

2. Understand that the Pay Increase  is sorted by:  Department, Employee Class, then by Employee Name.  This maybe different than your list.  Making them match may assist you in more easily processing the transactions.  See pages 9 & 10.

3. Validate the number of employees and names by comparing your list of employees to the list in eUMB.  This can be done by running the UMB Pay Increase Report and comparing it to your list.  The Pay Increase Report will have up to 3 rows per employee.

4. Once you have verified the list of employees to process, enter the data (and Save), then report the data.  If you find errors you can go back and edit and Save the data.  Then report it again.  If correct, your Approver can now report and approve, then report.  

Step by Step – Review COLA and Merit for Non-Exempt employees

1. Navigate to the UMB Pay Increase Transactions page:
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Home > Administer Workforce > Administer Workforce (GBL) > Use > UMB Pay Increase Transaction


That will open the Search Page:
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2. Keep PSUMB in the SetID field

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 

· Click [image: image1.png]


 or press [Enter]
3. 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.  

4. Observe that employees listed are sorted in alphabetical order.
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COLA and Merit example for Non-Exempt employees
5. 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 or employee ID.

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

7. Navigate to the Change Amount field for each employee and verify the amounts.
8. Navigate to the next employee record and follow step 7.
9. Non-Exempt employees are preloaded into the PITP as Saved and Approved, so nothing further needs to be done other than the review.  
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Step by Step - Enter COLA and Merit for Exempt employees

Follow steps 1-5 for Non-Exempt employees.

6. Observe that the COLA amount is already entered for you and the Merit amount is zero.

7. Navigate to the Change Amount field for the first employee’s COLA and verify the dollar amount for the COLA increase.

8. [TAB] to the Merit row 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.

10. When finished with the data review, navigate to and click [image: image4.png]& save)




11. You can [image: image5.png]& save)



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

Step by Step - Enter COLA and Merit for Faculty
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Follow steps 1-5 for Non-Exempt employees

6. 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).  

7. 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 ***

8.  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 FYC Change Amount is entered, employee will error out with an exception *** 
9.  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 6 thru 10.

11. When finished with the data entry, review your work, then navigate to and click [image: image6.png]& save)




12. You can [image: image7.png]& save)



as often as you like.
13. You are now ready to run the Pay Increase Report and give to your Approver
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 Report on COLA and Merit for all employees
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: image8.png]Add a New Value



 link to create a new FY08 Run Control ID.

If adding a new Run Control, type the name of the new Run Control ID and click [image: image9.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: image10.png]



5. Click [image: image11.png]Process Monitor



 .
6. Click  [image: image12.png]Refresh



 until the report status is [image: image13.png]Success




7. [image: image35.wmf]Click on [image: image14.png]Details



, then [image: image15.png]


, then the link for the report (e.g.,  )
Print the report to review.
Opening/Viewing/Printing a Report You’ve Already Run 

After you have run a report, you may wish to do other things and return to check on its progress.  Or, you may wish to return to it and view/print at a later time.  Use the Process Monitor to: 
1)  check the status (initiated, processing, success) of your report after you have run the report and navigated to other areas of eUMB, 2)  view/print a report you’ve run but haven’t viewed or printed, 3)  view/print a report that you ran within the last 20 days.  
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Navigate to the Process Requests breadcrumb as follows:

[image: image37.png]Home » PeopleTools » Process Monitor » Inquire » Process Requests



Click on [image: image16.png]Details



, then [image: image17.png]


, then the link for the report.  ).

Print the report and review.

Step by Step - Approving Fiscal Year 09 COLA/Merit 

Note:  Only those who have the Approver role can approve.  The Approval process will show the same results that the data entry person ran to review their work.  The only difference is that Approvers will see an Approve checkbox.  It is recommended that Approvers create and run 2 separate reports – one for reviewing and one for approving.  Name them differently, for example, FY09_pay_increase_review and FY09_pay_increase_approve.  That’s because the one you create and run for reviewing will have the Approve checkbox inactive (unchecked) and the one you create and run for approving will have the approve checkbox active (checked).  The first report (without checking the Approve box) is used  to review transactions before they are approved.  

How to:  Approve COLA and Merit:

1. Navigate to the UMB Pay Increase Report page:

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

2. Click the  [image: image18.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: image19.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:  

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

b. Enter a department code (to restrict the report to employee classes within a specific department) – this will approve all employees within that specific department
c. 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

d. Enter a combination of department and employee class to approve employees for only that specific combination
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Please note:  you can enter multiple departments and/or employee classes by using the Plus Sign (+)
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Click to enter a checkmark in the Approve checkbox field.  
6. Click [image: image20.png]



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



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



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




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



, then [image: image25.png]


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



 )

10. Print the report to review.

Sorting Data In Excel Using the Menu Bar

The Sort Menu Bar allows you to apply more than one sort at the same time, up to three (3) levels.  It also assumes that the first row of your data is a "header row", namely, the names of the fields (or columns) of your data.

To use the Sort Menu Bar, simply click in a single cell in your data area, then click on Data, Sort from the Menu Bar.  When the Sort dialogue box appears, choose the column name for each column (header) you want to sort by and the sort order (ascending or descending).  Note that Excel defaults to your data having a header row and you have the option to change it.
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The screenshot above is a good example of how Excel selects the data area for you.  Notice that the first row is not selected - that's because it is considered a header row and will not be sorted with the rest of the rows.

If you want to sort more than three, here’s a tip: write out the columns you wish to sort – left to right (on a sheet of paper).  Then sort the fields, 3 at a time, right to left!

Note:  If you are using this to sort information for FY06 Pay Increases, remember that your eUMB page sorts data by Department, then by Employee Class, then by employee name.

Page Break Preview in Excel

Another quick and easy way to see what you will print before you print it is to use the Page Break Preview feature.  This feature allows you to drag and drop your print margins quickly and easily.  Simply turn on the feature, click OK at the prompt and then drag the blue border lines to the appropriate column and/or row and let go.  It’s that easy.

· Click on View, Page Break Preview, in the Menu Bar

· Read the dialogue box that appears and click OK

· Drag and Drop the column margin indicator line (colored blue) to the column and/or row desired

· What you see is what will print!


You will also have the ability to change the page break on rows.  Again, when you scroll down, a blue sine will indicate what Excel thinks should be your print area.  Change it by simply dragging the blue line to a new location (up or down).  
























































































