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Procedure Examples and Instructions

These examples provide explanations and instructions for entering salary increases. Screenshots are
displayed that demonstrate how to use the SAP Salary Review transaction.

TEXASsk STATE
UNIVERSITY

The rising STAR of Texas

Rev. 07. 2023

MEMBER THE TEXAS STATE UNIVERSITY SYSTEM



Table of Contents

Description of Terms . . . . . . : . 7

Example of entering a 3% merit -increase . . . . . 8

Checking an employee’s cost distribution . . . . . . 10
Changing a previously entered increase . . . . . . 11
Example of an employee not eligible for merit based on date hired - . . . . 12
Example of entering a $50/month merit increase and changing the number of months worked from 12 t0 9 - . 13
Example of entering a 6% merit increase . . . . . . 14
What to do if the allocation is exceeded . . . . . . 15
Saving Salary Review entries . . . . . . . 1/
Printing a copy of Salary Review entries . . . . . . 19
Reviews by Deans and Assistant/Associate Vice Presidents . . . . . 21
Reviews and Approvals by Vice Presidents . . . . . . 23




Before starting the Transaction:

o 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. To access
the Salary Review entry screen for your employees, you will enter your Personnel
Assignment number when directed. SAP Transaction code, ZELST - Employee List, will list
personnel assignment numbers for your organizational unit.

Reviews by Deans and Assistant/Associate Vice Presidents:

o See page 21

Reviews and Approvals by Vice Presidents:
o See page 23




Login Instructions

SAFP Easy Access
1. Logon to the SAP system, preferably using SAP GUI. G ZSALREY 2 H e SHE ahon F @
2. At the SAP Easy Access screen enter transaction ZSALREV SAP Easy Access

3. Click the Enter & button.

o | S| B 2| v -

28 Favorites
=7 23 SAF menu




4. The Texas State Salary Review page will show up. Texas State Salary Review
: . & B @e@@ Sl anon BE @
5. In the Primary Manager section, enter the Personnel Number of -
the manager responsible for entering salary review information. Texas State Saiary Review
O &

Example: 3078

Primary Manager

& Do not change the Validity dates or Effective Date. \ Personnel Nurmnber £
Walidity dates

& The ‘Finalize list on save” box ( [IFinaizelistensave ) /s reserved for the
President and Vice Presidents to indicate final approval of the ATl () 0970172008
increases entered for the employees assigned to an individual End Date a8 /317207
manager. Once this box is checked, the system will not allow any
additional entries,/changes for these employees. \

Effective Date
Il=se Salary as of: 09601/ 2006

6. Click the Execute @& button.

Finalize list

[ ]Finalize list an save




7. This screen will show up

Texas State Salary Review

& B aH s DHE Bhad EE @
Texas State Salary Review
Update list
Manager: Ryan, Betty
Alocated Fund: Method Frds 3B02001 006 2024091006
Original allocated amount: 4 107 .00 1,170,008 1,786 44
Lmount remaining Tor distribution: 4 .1087 .00 1,170,008 1,756, 44
* - Denotes possible basic pay change after last save
T=5LID Pernr Name Position Reason Pctlncr DollarIncr MumMoWork CurrPayMonth ProposedMonth
434028 QeEE3974  Anderson, Arnold Survey Supw o1 Staff Merit o.o6 [cpelc]
434028 0eEE3974  Anderson, Arnold Survey Supwy 0.00 o.oe
434028 0REE3974  Anderson, Arnold Survey Supy 0.00 o.oe
434028 OEEe3a974  Andersaon, Arnold Survey Supy o.ea o.en
434028 0eEE3974  Anderson, Arnold Survey Supw 006 0.0
434028 0BOE3974  Anderson, Arnold Survey Supy o.oe o.oo 12.00 3,622.49 3,622.49
522520 OEE11602  Ashton, Bonnie foto Clk IT o.ee oo
522530 gEe11602  Ashton, Bonnie fotg CTk IT o6 o.en
522530 OEe116082  Ashton, Bonnie fotg Gk IT o.ea o.oa
522530 0BE11602  Ashton, Bonnie Actg Clk II o.oe o.oo
5225630 OEE116082  Ashton, Bonnie foto Clk IT o.ee oo
522530 OEE11602  Ashton, Bonnie fotg CTk IT o6 G.en 12.00 1,932. 00 1,932, 00
394373 QEEE8258  Berry, John Arch Eng Asc @1 Staff Merit o.oo oo
394373 QREEe259  Berry, John Arch Eng Asc 0.00 o.oe
304373 OoEes253  Eerry, John Arch Eng Asc o.ea o.en
394373 0RRE8258  Berry, John Arch Eng Asc 006 0.0
394373 Q0ooEe258  Berry, John Arch Eng Asc 0.00 o.oo
304373 oEpE2253  EBerry, John Arch Eng Asc o.ee oo 12.00 3,260, 00 3,250.00
273788 goeE1311  Compton, Jake Sr Ar En AscC O1 Staftf Merit o EE cle]
273788 0eEE1911  Compton, Jake Sr Ar En Asc 006 0.0
273788 Q0ooE1911  Compton, Jake Sr Ar En Asc 0.00 o.oo
2737E8 goee1311  Compton, Jake Sr Ar En ASC o6 o.en
273788 0eEE1911  Compton, Jake Sr Ar En Asc 006 0.0
273788 08081911 Compton, Jake Sr &r En Asc o.oe o.oo 12.00 4,555.86 4,555.86
4040563 OOEOGE180  Crenshaw, Corey Mapping Clk 01 Staff Merit 2y e Elele]
494953 00OE6188  Crenshaw, Corey Mapping Clk o.08 a.08
494953 ORBEG1 88  Crenshaw, Corey Mapping Clk 006 0.0
494953 OO0O0OE180 Crenshaw, Corey Mapping Clk 0.00 o.oo
494953 000E6188 Crenshaw, Corey Mapping Clk 0.00 g.08
494953 OBE06183 Crenshaw, Corey Mapping Clk o.ea Go.en 12.008 1,498 65 1,498 65
479004 0BOES746 Euling, Martin Suvey Asst 01 Staff Merit o.oe o.oo
470004 QROOSF4E  Euling, Martin Suvey Asst 0.00 o.oe
479004 OREO5T46 Euling, Martin Suvey Asst o6 o.en
4780684 OREEST4E  Euling, Martin Suvey Asst 006 0.0
473004 QROOSF4E  Euling, Martin Suvey Asst 0.00 o.oo
479004 OEEOS746  Euling, Martin Suvey Asst o.ea oo 12.00 1,731.27 1,731.27
oo4923 OEEEA3TE  Fromeyer, Dawid Ast Dir Arch G1 Staftf Merit o AR [Eyele]
0E4923 ORREA3FE  Fromeyer, Dawid Azt Dir Arch 006 0.0
004923 QO0OO370 Fromeyer, Dawid Azt Dir Arch 0.00 o.oo
oE4923 OEEOE3TE  Fromeyer, Dawid fst Dir Arch o.ee oo
oE4923 QEOEE3TE  Fromeyer, Dawid A=t Dir Arch o.06 Q.o
0E4923 0BOEA3YO  Fromeyer, David Ast Dir Arch o.oe o.oo 12.00 4,879.08 4,879.05




Description of Terms

+ Allocated Fund - The specific funding source for employee salaries.

o Primary Fund Group (PFG) are those accounts funded by appropriations, tuition, or designated tuition.
o Other funds displayed are income generating or fee based and exclude grants and gift funds.

« 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).

« Amount remaining for distribution - The amount will decrease as increases are entered.

- 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 2022-2023 fiscal year salary review process.

« TxStID column - Lists the Person ID number of each employee.

« Pernr column - Lists the Personnel Assignment number of each employee.

« Position column - Abbreviations of position titles are listed.

« Reason column - Lists the types of increases available.

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

« Dollarincr column - Used to enter increases by dollar amount per month (i.e., $25.50).

« NumMoWork column- 12 months is displayed for each employee. Modify 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.

« CurrPayMonth column - Displays the employee’s permanent monthly salary as of June 1, 2023 before merit increases. This includes other increases (2%
for those less than $100,00 and equity to $30,000 (if applicable) based on 100% FTE ). It does not include State Longevity and Hazardous Duty Pay,
University Longevity Pay or any other salary changes received after the June 1, 2023 salary freeze date.

« ProposedMonth column - Displays the employee’s revised monthly salary as increases are given.

« Update list button ( 'uedaelist. ) (upper left of screen) — Clicking this button after entering one or more increases updates the Amount remaining for 7
distribution



Example of entering a 3% merit increase

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 ( dateiist)) in the upper left part of the screen.
Note: Click Update list button after entering each employee’s increase.
« If several 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.

Texas Stale Salary Review

& BB e BRE 00 FE @6
te Salary Review
Update list
Manager: Ryan, Betty
Alocated Fund: Method Fnds 30ZE01 006 2024091006
Original allocated amount: 4 107 .00 1,170.00 1,706 44
Amount remaining for distribution: 2,802 96 1,170.00 1,706 44

* - Denotes possible hasic pay change after Tast sawve

Tz5t1ID Fernr Name Pns1t1u( PctInce bollarlncr miolork CurrPayMonth Proposedionth

434028 AOEA3974  Anderson, Arnold Survey Supy Tf Merit 3.00 !__ﬂa,ﬁl/

434028 QOOA3974  Anderson, Arnold Surwvey Supy L L o.0a

434028 QoOE3974  Anderson, Arnold Surwey Supy Q.o o.og

434028 QoOE3974  Anderson, Arnold Surwey Supy Q.o o.og

434028 Qooa3a9v4  Anderson, Arnold Survey Supy 0. a0 o.0a 8
434028 Qooe3974  Anderson, Arnold Survey Supv 0.op o.oe 12 .00 3,622 .43 3,731.16



10. Texas State Salary Review

Texas State Salary Review
& EIAH e ODRE 0080 EHE @

Texas State Salary Review

Lipdate list
Manager Ryan, EBetty
A Tocated Fund: Method Frds AERZE0100G 2024091006
Original allocated amount : 4,107 .00 1,170.00 1,756 44
Amount remaining for distribution: 2,802 .96 1,170.00 1,756.44

- Denotes possible basic pay change atter Tast sawe

Tx5tID Pernr MName Position Reason Pctlncr DollarInce NumMoWark CurrPaytonth ProposedMonth
434028 0ooe3974  Anderson, Arnold Survey Supy 01 Statt Merit 3.00 108 .67
434028 QoEa3974  Anderson, Arnold Survey Supy [.ea 0.00
434028 0OEE3974  Anderson, Arnold Survey supy [.ee 000
434028 0oEE3974  Anderson, Arnold SUrvey sSupy a.ee 000
434028 0OEE3974  Anderson, Arnold Survey Supw B.ea 0.00
434028 0ooe3ard4  Anderson, Arnold Survey Supy @.eg 0. oo 12.00 3,622,439 3,73 .18
Notes:
- Percentage increases are calculated using the salary displayed in the CurrPayMonth column. Arnold’s monthly salary before the merit increase was
$3,622.49.

«  The dollar value of the 3% merit increase is displayed as $108.67 per month ($3,622.49 X 3% = $108.67).
« A $108.67 per month merit increase for 12 months’ costs $1,304.04 per year.
o Since Arnold’s cost distribution reflects 100% PFG funding, the Amount remaining for distribution has been reduced by $1,304.04.
o Had the cost distribution been less than 100% PFG funding, the Amount remaining for distribution would have been reduced by a proportionate
amount.
O For example, if the funding was split 75% PFG and 25% 3002001006, the Amount remaining for distribution for each fund would be reduced as
follows: PFG by $978.03 ($1,304.04 X 75%) and 3002001006 by $326.01 ($1,304 X 25%).




Checking an employee’s cost distribution

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
& B @ CHE DL BE @
Texas State Salary Review

Back
Cost Distrihution
Inderson, Arnold
Raisze Amount: 108 .67
g1 Staftf Merit
Fernr Cost Center Fund Int Order WBS Elem Cost Pct fmount
AEOA3974 1414000000 2OAQQ1 1006 100 . Q6 108 .67

Note: Click on the Back button ( € ) to return to the salary review screen.

10



Changing a previously entered increase

12. Making changes to increases after the Update list button (/ussseist ) 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 Dollarlncr column. Be aware that the system will hot allow you to change and update the figure in the Dollarlncr column.
» 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 Dollarlncr column will change automatically.
» To change the increase from a percentage-based increase to a dollar-based increase, you must first change the amount in the Pctlncr column
to 0.00 and click the Update list button. Then you can enter an amount in the Dollarlncr 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 Pctlncr column and click the

Update list button.

11




Example of an employee not eligible for merit based
on date hired

13. Employees hired after March 6, 2023 are not eligible for merit increases. While these employees will be displayed, no increase can be entered in
either the Pctincr column or the Dollarincr column.
Example: Bonnie Ashton was hired on March 7, 2023. She is not eligible for a merit increase.

Texas State Salary Review
& I e SRR Ohoasn BE @

Texas State Saiary Review

Update list
Manager : Ryan, Betty
L1located Fund: Method Fnds 3020010086 2024091006
Original allocated amount: 4,107 .80 1.17@.00 1,756.44
Lmount remaining for distribution: 2,802 495 1,17@. 80 1,756, 44

* - Denotes possible basic pay change after last sawve

Tx5tID Pernr Name Position Reason PctIncr LollarIncr NumMolork CurrPayManth ProposedManth
434028 0EAR3974  Anderson, Arnold Survey Supw b1 S5taff Merit 360 108 67
434028 0003974  Anderson, Arnold Survey Supw 0.0 o068
434028 pEAE3a74  Anderson, Arnold Survey Supw o.o0 o, o0
434028 pEAE3a74  Anderson, Arnold Survey Supw 0,00 o, oo
434028 pEAE3a74  Anderson, Arnold Survey Supw 0.o0 o, og
434028 0BE03974  Anderson, Arnold Survey Supw o.6a o.60 12.00 3,622.49 3,731 .16
522530 gEall1602  Ashton, Bonnie sctg C1k II o. a9 o. a9
522530 gEa11602  Ashton, Bonnie fotg C1k II o. a9 o. a9
522530 geai11602  Ashton, Bonnie fotg Clk II 0. a9 o. o9
522530 gEa11602  Ashton, Bonnie fotg Clk II o. a9 o. a9
522530 gEat11602  Ashton, Bonnie fctg Clk II o600 a. o0
522530 ooaEt11682  Ashton, Bonnie fctg Clk II o.oo o.o0 12.00 1.932.00 1.932.00

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




Example of entering a $50/month merit increase and
changing the number of months worked from 12 to 9

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.

Texas Stale Salary Review

& paEeEa SHE HDOon FE @

Texas State Saj'ary Review 15 Cl.|Ck the Update lISt button ( LIRS S )

Update list
Manager Ryan, Betty 16. Note
M located Fund: Method Fnds A0EZ2E01 006 2024091006 ’ . . .
Original allocated amount: 4,107.00 1,170.00 1,756 44 a. John's cost distribution reflects fund 3002001006.
Amount remaining for distribution: 2,802.96 720.00 1,756, 44 b A $5O h . f 9 h $450

. per month Increase for 9 months costs per

* - Denotes possible hasic pay change after last save year
Tx5tID Fernr Name Position Reason PctIncr DollarIncr NumMoWork  CurrPayMonth Proposeditonth  C, From an Original_ a“ocated amount Of $1,170’ the
434028 0oOe3974  Anderson, Arnold Survey Supy 01 Staff Merit 3.00 108 67 N H 1 H H
434028 0OeE3974  Anderson, Arnold Survey Supyv o.oo o.oo Amount remalnlng for dIStrIbUtlon from thls fund haS
434028 0EEe3974  Anderson, Arnold Survey Supy o.og o.og
434028 00003074  Anderson, Arnold Survey Supy T T been reduced to $720 ($1,170 - 450 = $720)
434028 0Eae3974  Anderson, Arnold Survey Supw o.oo o.oo
434028 0Eae3974  Anderson, Arnold Survey Supwv o.oo o.oo 12.008 3,622.49 3,731 .18
R22530 0EE11682  Ashton, Bonnie Aoty Gk II o.oo o.oo
R22530 oEa11682  Ashton, Bonnie Aoty Gk II o.oo o.oo
R22530 oEa11682  Ashton, Bonnie Aoty Gk II o.oo o.oo
R22530 oEa11682  Ashton, Bonnie Aoty Gk II o.oo o.oo
R22530 oEa11682  Ashton, Bonnie Aoty Gk II o.oo o.oo
R22530 0Ea11682  Ashton, Bonnie Aoty Gk II o.oo o.oo 12.008 1,932 680 1,932 680
304373 00oe8259  Berry, John Arch Eng Asc 01 Staff Merit o.oo 5000
304373 00oe8259  Berry, John Arch Eng Asc 0,00 0,00
304373 0opeE259  Berry, John Arch Eng Asc o.oo o.oo
394373 0opeE259  Berry, John Arch Eng Asc o.oo o.oo
394373 0opeE259  Berry, John Arch Eng Asc o.oo o.oo
394373 oooeg2s8  Berry, John Arch Eng Asc o.on o.on 9.00 3,260,008 3,300,008 1:3



Example of entering a 6% merit increase

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.

Texas State Salary Review

18. Click the Update list button ( | uUpdatelist ), @ 210 CQQ@ CHE D0o0 HE @

Texas State Salary Review

Update list
Manager Ryan, Betty
&11ocated Fund: Method Fnds 3002601006 2024091006
Original allocated amount: 4 167008 1,170.00 1,756 44
Amount remaining for distribution: 2,802 896 T20.008 1,756 44

* - Denotes possible basic pay change after last save

Tx5LID Fernr Mame Position Reason Pctlncr DollarIncr HumMaoblork CurrPayMonth Proposeddonth
434028 OpER3g9¥4  Anderson, Arnold Survey Supy 01 Staff Merit 3,60 108 .67

434028 o a.oe o.oe

434028 a.ee o.ae

434028 0 Records not updated. Allocation over expended for a.00 0.00

434028 METHOD a.ee o.ae

434028 o.ee o.ea 12.680 3,622.49 3,731.16
522530 [.oe o.oe

522530 a.ee o.aa

522530 a.0e o.aa

B22530 [.ee o.aa

B22530 v @ o.ee o.ea

522530 BOa11682  Ashton, Bonnie fcty Clk I1 [.oe o.oe 12.00 1,932.00 1,932.00
394373 OpERE253  Berry, John Arch Eng Asc 01 Staff Merit o.en AE . QG

394373 0BAE8253 Berry, John Arch Eng Asc o.oe 0.0a

394373 OEERE259  Berry, John Arch Eng Asc o.ee o.6e

394373 QEERg2s3  Berry, John Arch Eng Asc o.eg 0. ag

394373 OpER8259  Berry, John Arch Eng Asc o.oo 0.00

394373 60008259 Berry, John &rch Eng Asc a.ee o.ae 9.08 3,250.00 3,300, 00
273788 0Bae1911  Compton, Jake Sr Ar En Asc 01 Staff Merit G.0oo oo

273788 opEa1911  Compton, Jake 5r Ar En Asc o.e0 o.60

273788 ooEa1911  Compton, Jake Sr Ar En Asc o.eg o.ag

273788 opEa1911  Compton, Jake Sr Ar En Asc o.o0 .00

273788 opEa1911  Compton, Jake Sr A&r En Asc o.e0 o.60 14
273788 60001911 Compton, Jake Sr Ar En Asc [.oe o.oe 12.680 4 555.86 4 5B5.86



What to do if the allocation is exceeded?

Texas State Salary Review
@ 3jaH I CQQICHB HOO0 BE @ 19. Note:
Texas State Salary Review

a. The dollar value of a 6% increase would be $273.35 per

Update list
month ($4555.86 X 6%).
Manager : Ryan, Betty .
i Taeated . vethod Frde  amnonnions  smeenions b. A $273.35 per month increase for 12 months would cost
Original allocated it 4,107.00 1,170.00 1,756 44
nggﬁ;gareﬁmﬁ?ﬁgefoimzﬂtrmutmn: 2,802,496 720.00 1,756 44 $3,28020 per year ($27335 X 12)

c. Jake’s cost distribution is attached to fund 20000110086,
which is considered PFG. The Amount remaining for

* - Denotes possible basic pay change after last save

Tx5tID Pernr MName Fosition Reason PctIncr bollarIncr NumMollork  CurrPayMonth ProposedMonth X . . X

434028 QAEE3974  Anderson, Arnold Survey Supy 01 Staff Merit 3,60 10867 w from PFG Funds IS $2’80296

434028 Infarmation oo 6,80 . ’ ey .

434028 280 280 d. Since the 12-month cost of Jake's 6% merit increase

434028 o Records not updated. Allocation over expended far o.oe o.o0

434028 6.00 6.00 N 1 1 H
£34078 METHOD — — - - - ($3,280.20) exceeds the Amount remaining for distribution
R22530 o.oe o.oe .

522530 0,06 0,06 ($2,802.96), the entry will not be accepted for update. An
2N v @ oo oo Information box is displayed, indicating that the PFG

R22530 oa1 1662 Ashton, Bonnie Aotg Clk II o.oe o.oe 12.680 1,932. 00 1,932. 00 .

394373 OAOOEZES  Berry, John hrch Eng Asc 01 Staff Merit | 0 oo 50 A0 allocation has been exceeded.

394373 QaEEazsa  Berry, John Lrch Eng Asc o.o0 o.o0

394373 0OoE8259  Berry, John Arch Eng Asc o.oo o.oo

394373 QaEEazsa  Berry, John Lrch Eng Asc o.o0 o.o0

394373 00002259 Berry, John Arch Eng Asc o.0a o.0a 1 H v H 1
394373 BABOSZ59  Berry, John Arch Eng Asc 6.00 6.00 988 3,250,600 3,300,600 20 CI'ICk the Contlnue (Enter) bUtton on the |nf0rmat|0n bOX'
273788 oaEE1911  Compton, Jake Sr Ar En fAsc 01 Staff Merit 6. oo 0. oo

273788 oaEE1911  Compton, Jake Sr Ar En fAsc o.oo o.oo

273788 Qaee1911  Compton, Jake Sr Ar En Asc o.op o.op

273788 oaEE1911  Compton, Jake Sr Ar En fAsc o.oo o.oo

273788 oaEE1911  Compton, Jake Sr Ar En fAsc o.oo o.oo

273res oagets11  Compton, Jake Sr Ar En Asc o.oe o.oe 12.680 4 585 86 4 555 86



Texas State Salary Review
& 2 dBH €0 CHE B0LH BE @

Texas State Salary Review

Update list 21. Note:

raager: fren, Bty a. An “Allocation over expended” ( € #llacation aver expended ) error message is
HWWDFath Fund: Hethod Fnds 3002001685 2024091085 .
(FO0t 305 i A R R R 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 PFG employees

* - Denotes possible basic pay change after last save

Tr5t1D Pernr Hame Position Reason petIncr DollarIncr NumMoWork  CurrPayMonth Proposedionth

434028 00003974 Anderson, Arnold Survey Supy 01 Staff Merit 3.00 108.67 mUSt be reduced

434028 00003974 Anderson, Arnold Survey Supy 0.88 a.a0

434028 00003974 Anderson, Arnold Survey Supy 0.0d o.a0

434028 00003974  Anderson, Arnold Surwey Supy 0.8 Q.00 , o

434028 00003974 Anderson, Arnold Surwey Supy 0.8 Q.00 1

434028 BBBB3974  Anderson, Arnold Survey Supy 0.88 a.80 12.808 3,622 49 3,731.16 22' Reduce Jake s Increase to 5/)'

522630 BEO11602  Ashton, Bonnie Aoty Clk I 0.88 B.80

522530 pea11602 Ashton, Bonnie fety C1k I g.08 080

522530 0ea11602 Ashton, Bonnie fety C1k I g.08 0.0

522530 poa11602  Ashton, Bonnie fetg Clk I g.08 o.a0 . . -

522530 EOA1162 Ashton, Bonnie Actg C1k 11 9.08 0.0 23. Click the Update list button ( Update list )

522530 BeB11602 Ashton, Bonnie Aoty Clk I 0.88 a.80 12.808 1,932 .00 1,932 .00

394373 BEOOE259  Berry, John Arch Eng Asc 01 Staff Merit 0.00 50. 80

394373 00008259 Berry, John Arch Eng Asc 0.88 a.a0

394373 00008259 Berry, John Arch Eng Asc 0.88 a.a0

394373 00008259  Berry, John Arch Eng Asc 0.0d o.a0 .

394373 BOOOS259  Berry, John Arch Eng Asc 0.8 Q.00 24. NOte

394373 BOOO8259  Berry, John Arch Eng Asc 0.88 a.80 9.060 3,250.00 3,300.00 ,

273788 BEBO1911  Compton, Jake Sr Ar En Asc 01 Staff Merit 6.00 080 H

273788 gooe1911  Compton, Jake Sr Ar En fdsc 0.88 o.a0 a ‘Jake s Increase has been accepted and the Mt
273788 0ega1911  Compton, Jake Sr fr En Asc g.08 080 .. . . .

273788 GEDDIG11 Conpton, Jake 5r Ar En hsc 0.00 0.00 remaining for distribution reduced to $69.48.
273788 0oe01911  Compton, Jake Sr Ar En Asc 0.08 Q.00

273788 0oge1911  Compton, Jake Sr fr En Asc 0.08 o.a0 12.00 4,555 86 4 555 .86 ere .

494953 OABA1G0 Crenshaw, GCorey Wapping Gk B1 Staff Merit [ Ap B0 b. Additional entries or Changes to PFG employees
494953  0OOOB180 Crenshaw, Corey Mapping Clk 0.08 0.60

4944953 OOOOG180 Crenshaw, Corey Mapping C1k 0.88 a.a0 H Nt
{01953 000061AD Cranehaw, Corey sopot CIk 000 000 may be made in order to allocate the remaining
484953 00006180 Crenshaw, Corey Mapping Cl1k 0.00 Q.00

4944953 UOBAG180 Crenshaw, Corey Mapping Clk 0.08 0.a0 12.00 1,498 65 1,498 .65 $69.48.

479004 BOBOST46  Euling, Martin Suvey fsst A1 5taff Merit [.88 B.60

479004 BEBOST4E  Euling, Martin Suvey fsst 0.88 B.80

479004 HOOO5T46  Euling, Martin Suvey fsst 0.88 o.a0

479004 OOOO5T46  Euling, Martin Suvey fsst 0.88 o.a0

479004 00005746 Euling, Martin Suvey fsst 0.08 o.a0

479004 0OBa5T4G Euling, Martin Suvey fsst 0.08 o.a0 12.00 1,731.27 1,731.27

004923 00OO03TO  Fromeyer, David Ast Dir Arch 01 Staff Merit 0.e8 Q.0

004923 BEBOO370  Fromeyer, Dawid Ast Dir Arch 0.88 B.80

oo4923 BEOOO37O  Fromeyer, Dawid Ast Dir Arch 0.88 B.80

004923 OOOOO370  Fromeyer, Dawid Ast Dir Arch 0.88 a.a0

004923 00000370 Fromeyer, David Ast Dir Arch 0.0d o.a0

004923 0OBaa3TH  Fromeyer, Dawid Ast Dir Arch 0.08 0.a0 12.00 4,879.05 4,879.05
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Saving Salary Review entries

Texas State Salary Review
V] Bl HICeH DHEB 8008 EFE @

Texas State Salary Review

Undate list
Hahager: Ryan, Betty
Alocated Fund: Method Fnds 3002001006 2024091006
Original allocated amount: 4 107 .00 1,170, 00 1,756 44
Amount remaining for distribution: 6948 T20. 00 1,756 44

25. Continue entering increases. When all increases and
Changes have been entered, click the Save button ( ) * . Denotes possible basic pay change after last save

TxSLID Fernr Name Fosition Reason FctIncr bollarIncr HumMoWork  CurrPayMonth Froposedionth
1 IEI 1 434028 QBEA3974  Anderson, Arnold Survey Supy 01 Staff Merit 3.00 10867
& Remember tO CIICk the Save bUtton ( . ) prlor tO 434028 QEEA3974  Anderson, Arnold Survey Supy 0.00 o.oa
. . . . 434028 0O003974  Anderson, Arnald Survey Supy o.08 a.00
leaving the transaction or all entries made since 43625 0BEO3IET4 Anderson. Arnold Survey Supy 0.8 .68
. . 434028 QEEA3974  Anderson, Arnold survey Supy 0.00 o.oa8
the last Save action will be lost. 434098 @OOA3974  Anderson. Arnold Survey Supy Nl o.a0 1200 3,622 40 3,731 16
522530 BEE11602  Ashton, Bonnie hetg Clk 11 o.08 a.00
522530 BEE11602  Ashton, Bonnie hetg Clk 11 o.08 a.00
522530 Be11602  Ashton, Bonnie Aoty Clk I 0.0e g.00
22530 BEE11602  Ashton, Bonnie Aoty Clk DI 0.00 0.oa8
522530 0011602  Ashton, Bonnie Aetg Clk 11 o.08 a.00
522530 11602  Ashton, Bonnie hetg Clk 11 o.08 a.o0 12.08 1,932.008 1,932 .00
394373 0OREE253  Berry, John Arch Eng hsc @1 Staff Merit o.08 50. 00
394373 0OQ0E8259  Berry, John Arch Eng hsc 0.0e g.00
394373 QBEAE259  Berry, John Arch Eng Asc 0.00 o.oa8
394373 0BEAE258 EBerry, John Arch Eng Asc 0.00 o.oa
394373 OBEAE259  Berry, John Lrch Eng fAsc 0.60 o.oa
394373 0OQ0E8259  Berry, John Arch Eng hsc 0.0e g.00 9.00 3,250,600 3,300, 00
273Ta8 0BEA1911  Compton, Jake Sr Ar En Asc 01 Staff Merit 5.00 227.79
2T3ras 0BEA1911  Compton, Jake 5r Ar En Asc 0.00 0.oa8
273TEE 0EEA1911  Compton, Jake Sr Ar En Asc 0.08a o.oa
273aras OEEA1911  Compton, Jake Sr Ar En fAsc 0.60 o.oa8
273788 Bee1911  Compton, Jake Sr Ar En hso 0.0e g.00
273Te8 QEEA1911  Compton, Jake Sr Ar En Asc 0.00 0.o8 12.00 4 555 .86 4,783 .65
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Texas State Salary Review

(] g dBRBeOH CHEB fhoad BHE @
[13 2
27. A “Records saved” message ( @Rewerdssaed ) appears Texas State Salary Review
H Update list
at the bottom of the screen and the salary review ’
transaction iIs Comp[ete_ Allocated Fund: Method Fnds 3002001006 2024091006
Original allocated amount: 4 107.08 1,170.008 1,756 . 44
Amount remaining for distribution: G948 720.00 o.00
. = .
Note: Further entries and changes may be made after perotes possibile basic pay change after Tast save
55E1\/|r]gg tf](a t|‘E1r]5;El(:t|()r]. Tx5t1D Pernr Name Fosition Reason Pctincr DollarIncr WumMoWork  CurrPayMonth Proposedionth
434028 QEOO3974  Anderson, Arnold Survey Supy 01 Staff Merit 3.00 108 .67
434028 Oeoa3974  Anderson, Arnold Survey Supy @.o8 o.oe
= 434028 0poa3974  Anderson, Arnold Survey Supy @.oa o.oe
H 1 434028 Oeoe3974  Anderson, Arnold Survey Supy @.oe o.oe
/1\ Once again, remember to click the Save button ( & )
. l . r1 . ll . (j . 434028 poeE3g974  Anderson, Arnold Survey Supy [. o8 0.oe 12.00 3,622.49 373116
522530 poe11602  Ashton, Bonnie Aoty Ck I [ o8 0.oe
prior to eavmgt e transaction or all entries made since e e e hord Ok 11 oo boen
. . 522530 poe116e2  Ashton, Bonnie Aoty Ck I O. o6 o.oe
the last Save action will be lost. 522530 DAA11682 Ashton, Bonnie icty 1k 1T 0.00 0.00
522530 poe116e2  Ashton, Bonnie Aoty Clk I O. o6 o.oe
522530 poe116e2  &shton, Bonnie Aoty C1k I O. o6 o.oo 12.00 1,832,600 1,932.00
394373 0poeg253  Berry, John Arch Eng Asc g1 Staff Merit @, oa 50.008
394373 0poes259  Berry, John Arch Eng Asc @.oe o.oe
394373 0poes253  Berry, John Arch Eng Asc @.oe o.oe
394373 0poes259  Berry, John Arch Eng Asc @.oe o.oe
o o 394373 0poes259  Berry, John Arch Eng Bsc [0 0.oe
Th ran 10N |1 m 394373 OOO0S259  Berry, John &rch Eng Asc .08 .88 308 3,750 60 3.300.00
273788 poea1g911  Compton, Jake Sr & En Asc 01 5Statt Merit 5.00 227.79
273aras Qeee1911  Compton, Jake Sr Ar En Asc Q.00 0.0
273788 aeoe1911  Compton, Jake Sr Ar En Asc @.o8 o.oe
2737488 geoe1911  Compton, Jake Sr Ar En Asc @.oa o.oe
2737488 geoe1911  Compton, Jake Sr Ar En Asc @.oa o.oe
273788 poeE1911  Compton, Jake Sr &r En Asc [ o8 o.oe 12.00 4 555,86 4 783.65
. . . . 494953 OOoRE18A8  Crenshaw, Caorey Mapping Clk 01 Staff Merit [.oe o.oo
If you desire to print a copy of the salary review entries, 494353 GOODIED Crenshaw. Corey Mapning C1k 9,00 0.0
494953 O00AB180 Crenshaw, Corey Mapping Clk 0.0@ 0.08
H 1 494953 OoeEs18e  Crenshaw, Corey Mapping C1k b. o6 o.oe
follow the instructions on the next two pages.
494953 OoeEE180  Crenshaw, Corey Mapping Clk O. o o.oe 1z2.00 1,498 65 1,498 65
473004 OeOA5F46  Euling, Martin Suvey fAsst g1 Staff Merit [.oe o.oe
473004 Opoa5¥46  Euling, Martin Suvey fAsst @.oa o.oe
470004 OpoR5Y46  Euling, Martin Suvey fAsst @.oe o.oe
474004 OEOR5¥46  Euling, Martin Suvey fAsst a.oe o.oe
474004 OEOR5¥46  Euling, Martin Suvey fAsst a.oe o.oe
470004 HOOE5746  Euling, Martin Suvey fAsst [ o8 o.oe 12.00 1,731.27 1,731.27
op4923 OE0EB3YA  Fromeyer, David Ast Dir Arch g1 5taff Merit 3.08 146 .37
oo4923 OooEe3Te  Fromeyer, David Lst Dir Arch b. o6 o.oe
oR4923 QBOOE3T0  Fromeyer, Dawid Aet Dir Arch .oo 0.0
op4923 OEORE37A  Fromeyer, David Lst Dir Arch @.o8 o.oe
op4923 OEORE37A  Fromeyer, David Lst Dir Arch @.o8 o.oe
oo4923 OOOEE370  Fromeyer, David bzt Dir Arch 0.0 0.oe 12.00 4,879,065 5 025.42
B21026 0poegs41  Green, Noragene Mail Carrier g1 Staff Merit [.oe o.oo

@ Records saved 18
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Printing a copy of the salary review entries

30. Place your cursor on system , then List , and an additional box of options will appear.
28. Click menu . in the upper left corner of the screen.

31. Click = Print Ctrl+P
29. A dropdown box of options will appear:

m System , vdKE @ - System ’ New GUIWindn;'J Ctrien 15T - H H- :j Vil i__l

Hel > findow
e ) Texas Relp . Close GUI Window
Texad —— User Prafile 3
Manager: Services »
Manager: .
Rllocated Fund: Utilities 3
Allocated Fund: Method Fnds Original allocated amount: List » Print Chrl+p
Original allocated amount: 12,335.00 Amount remaining for distribut T ) -
Amount remaining for distribution: 0.20 Services for Object Eind... Cerl+F
My Qb]ects » Save »
* — Denotes possible basic pay
Own Spool Requests
* - Denotes possibkble basic pay change after last save 0 -p a Send
Own Jobs List Header
Tx5tID Pernr Hame Short Message Unicode Display b Dol
Tx5tID Pernr HName Pogition - —
Status... 0.00
Log Off 0.00
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32. A Print Screen List box will appear:.

[ Print Screen List

Output Device IFrnntend Printer p Windows Default Printer
Mumber of Copies 1
Page Area

* Everything

Page 0 to 0

Froperties

Print Time Immediately w

o Properties | [

33. Verify/enter the name of the Output Device (i.e., printer).
34. Click the Continue (Enter) button () 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 slides 3-18 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 State Salary Review

& aaB @@ SHE DTOoD FAE @6
Texas State Salary Review
Primary Manager

Personnel Mumber &
Validity dates

Yalid From 091 /2006

End Date 0al31 2007
Effective Date

Llze Salary as of, 09/l /2006
Finalize list

[IFinalize list on save

21



2. You may change the Staff Merit amounts entered by each of your managers. Remember, however, that any changes you enter for a PFG 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 ( ' Uedateiist| ) to implement your changes. Then save
your entries by clicking the Save button ( E ) 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 slides 3-18 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 State Salary Review

V] BlaB @@ DHE anhoan BE @6
Texas State Salary Review
P &
Primary Manager

Personnel Wumber £
Walidity dates

Walid From Q9701 /2006

End Date o831 tzo07
Effective Date

Jze Salary as of, [09/01 /2006
Finalize list

[JFinalize 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 PFG 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. 23



3. If you change any of the entries made by a manager, remember to click the Update List button ( ' ussaenst| ) 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 ( € ) to return to the initial Texas State Salary Review screen. Verify that the manager’s Personnel
Number is displayed in the Primary Manager section:

Texas State Salary Review 5. Click on the Finalize list on save box ( [LIFinalizeliston save )
(V] B 4H @ SDHE OO0 BEE @

Texas State Salary Review 6. A checkmark will appear, confirming that this manager’s list has been
D & locked: _Finalize list -

Finalize list on save

FPrimary Manager

FPersonnel Mumher 3078
Walidity dates .

valld From 09/01 /2005 7. Click the Execute button (&5 .

End Date 08/31/2007

Effective Date 8 CI.|Ck the Save button .

Use Salary as of: [08/01/2006

Finalize list 9. Enter another manager’s Personnel Number to initiate review of entries or
[ Finalize list an save .

close the transaction.

The review and approval process is complete. 24



Contacts

Merit pools or other budgetary issues:
Budget Office | 512-245-2376 | budget@txstate.edu

Grant Funded Positions:
Office of Sponsored Programs | 512-245-2102 | grants@txstate.edu

Staff Salary Review Questions:
Human Resources | 512-245-2557 | hr(@txstate.edu

Faculty Salary Review Questions:

Faculty and Academic Resources | 512-245-2/86 | FacultyResources@txstate.edu
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