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Salary Planner Overview

» Salary Planner allows units to view and manipulate
budgeted Academic & Open Range Civil Service
employees individually or grouped together by
Organization (Org).

» You may change salary, FTE, Labor Distribution
(FOAPKL codes), and title (Faculty Promotion and
Tenure) for Academic employees. Limit yourself to
salary and FOAPAL changes for Open Range
employees.

» Salary Planner allows you to view an Org's “Average
Rate Increase” by taking the total rate increase for an
Org divided by it's “Total Base Salary.” This
information is required by the Provost Office after
units are locked down.
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Accessing Salary Planner
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Accessing Salary Planner

3. Click Human Resources.
4. Click Salary Planner.
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Accessing Salary Planner

5.  Click the link for your campus.
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6. Type your EnterpriselD and Password in the appropriate
fields.

7. Click the Login button.




Accessing Salary Planner

8. Click Employee.

9. Click Salary Planner.

Employee Main Menu
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Salary Planner Main Menu
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NOTE: The links you see on this page may differ, depending on your
security access.

For example, the “Create Scenario” option is not available to
Colleges or Units.




Edit Scenario

» Most of your time in

Salary Planner will be Salary Planner
spent in the “Edit
Scenario” function. Create Scenario

Cop 2nario

* There are two "views” of ~Fre=rzsmen Lock
employee data: Query Multiple Extracts
~ By Position Attributes
~ By Employee Name




“Edit Scenario”
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“Edit Scenario” Description

» “Extract ID" identifies the Salary Planner extract to
view/work with
* For 2011, the extracts are:
12 COA 2AC
| 2COA 2 OR
12 COA 2 UA
12 COA 2 CS (view-only)

» “12" indicates fiscal year;"“2" indicates UIC campus

Scenario Selection
Extract ID: 12 COA 2 AC ¥

Scenario:  pPRACTICE v
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“Edit Scenario” Description

The “Scenario” field will default to “FINAL".

“Filter Criteria” specifies which of the two views you
wish to use.

* “By Position Attributes™ (next slide) allows you to
select & view by Org.

= “By Employee Name” (see slide 25) allows you to
select and view by Name/UIN; wildcards (% sign) are
permitted.

Filter Criteria
By Position Attributes: &
By Employee Name:

Scenarios:
*PRACTICE is a playground for training/practice for users

*FINAL is the real thing. Make the changes you want uploaded to Banner in the
FINAL scenario
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“By Position Attributes” Filter
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Select individual Organizations, select roll-up ORGs, or use the Click and
CTRL+SHIFT+Click features to select ORGs and Employee Classes.
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“By Position Attributes” Description

“"

» “Organizations” identifies which Org or Sub-org to
view. This Org code is based on the employee’s
Position Budget Org. The list is limited by your Salary
Planner security. Multiple selections are allowable by
using Ctrl+click or Shift+click.

» “"Employee Class” (Optional) identifies which
e-classes to filter by (AA-Acad 9/12 mth Ben Elig, for
example).

» “Faculty Rank” (Optional) identifies which faculty
ranks to filter by (based on PEAFACT information).

» Press “List by Employee” button when finished.

» NOTE: "Summary Totals™ button will display totals by

the Org(s) selected and does not contain individual job
information.

“Records per Page” determines how many records will appear on the
screen.

List by employee lists the search results by the names of your
employees rather than list by position, where you will see a list
of the positions without the employees’ names, especially since
these are pooled positions.




“List by Employee”

Screen
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“List by Employee” Basic Info

*« DO NOT HIT ENTER on this screen!

» Hitting ENTER will press the “Mass Apply” function,

which will discard any data you have entered on the
individual jobs.

* Use the TAB key on your keyboard to navigate from
one field to the next or directly click in the field you
want to go to next.

« Click SAVE often to be safe and save your changes.
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“List by Employee” Basic Info

» Employees are listed alpha-order, grouped by six-digit
Org code, with a total for each Org listed.

» Multiple jobs (in the same Org) for an employee are
combined together in one row (click employee’s name
to see all jobs listed separately — see slide 26).

» FTE & Salary for the department is listed as “Base” and
“Proposed” — typically you would not change “Base”
information.

» You may assign a salary increase, either by percent or
by dollar amount. Be careful when the person has
multiple jobs in the same unit as Salary Planner will
split the increase across the jobs in a manner you may
not like!

* When making changes, follow the salary guidelines
once they are distributed.

If your employees only have one job, this might be the screen where you do most
of your changes. If your employee has multiple jobs, you have to be careful
about entering increases on this screen because the increase will be applied
across all the jobs in that org...you may want to use the Employee Detail screen.

Employee total salary and FTE are listed for reference purposes.
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“List by Employee” Basic Info

» You may click on the person’s name to take you to the
“Employee Detail” screen to change the job’s FTE,
FOAPAL, or to see all jobs listed separately
(See slide 26).

*» You may also click on the job’s Position Number to
take you to the “Job Detail” screen (See slide 30).
Salary Planner will show you what the job currently
looks like in the HR Front End (Job Detail accordion).

Normally, Salary Planner’s “Base” job information and the HR

Front End will match, unless you (or someone) submits a HR
Front End transaction to change the job (FTE, Salary, etc).

When the “Base” Salary Planner information no longer
matches what is “current” in the HR Front End, the “Extract
Status” field will display the word “Changed”.

HR Front End = current information, not proposed changes. SP is looking at
what is current in BANNER, which is also displayed in the HRFE
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“List by Employee” Basic Info

=« After entering one or
more salary lncrease‘s. [*m'] Records 1 - 25 of 67
use the “Page Down" key
or scroll down to the

save button to save your e
changes. SAVE OFTEN!

* This is also the area where you can proceed from one
screen to the next, using the “Next"” and "Previous”
buttons. If you've changed anything on the current
screen, be sure you save first.

Next and previous allows you to go to the next or previous screen to see more
employees. You can adjust the number of employees you see on a screen when
you are on the Position Attributes Filter screen.
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“List by Employee” Mass Apply

Mass Change
Rounding: None

Hourly or Salary: poy  «

Reason Percent Amount Include in Change Totals
All-Merit Increase (CS) Yes

Other No

Across the Board (CS) Yes

| Mass Apply |

» One of the features of the "List by Employee” screen is
the ability to apply a percent increase or a dollar
amount (prorated by FTE) to everyone in the listed
org.

» NOTE: You would not mass apply anything except for
the “All-Merit Increase” category.
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“List by Employee” Mass Apply

Mass Change
Rlﬂlﬂdi"ot 1.00 v

Hourly or Salary: a1,

Reason Percent Amount Include in Change Totals
All-Merit Increase (CS) 2.50 Yes

Other No

Across the Board (CS) Yos

» You may round proposed salaries to the nearest dollar, 10
dollars, or 100 dollars using the “Rounding” drop-down
box.

« After pressing the Mass Apply button, you can still mass
apply a different salary increase or adjust a job to have a
different increase.
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“List by Employee” — Downloading Data

» At the bottom of the “List by Employee™ screen, there
are 2 download buttons for downloading data into
Microsoft Excel.

[Save | [ Reset |

Download Job Data | [ Download Job and Distribution |

Download Job Data shows both the Banner current job detail and the proposed
job detail information. It shows the change amount and change percent by job.

Download job and distribution shows the FOAPAL as well.
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“By Employee Name” Filter

Employee Filter

Last Name:

First Name:
n

Number of Records per Page: 25 o

Ga|

The second way to look at Employees requires
entering a Name or UIN.

If you want a list of everyone that you have security
authorization to make changes to, enter the wildcard %
in the last name field.

* Click“Go".
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“By Employee Name” Filter

* Ifyou used a wildcard search,
the "Search Results” screen will  sesrch Resuns

appear, showing everyone that @ e mmmaies

matched your conditions (alpha =
sort).

* Right-click on a person’s name,
then choose “Open in New
Window". This allows multiple
people to be opened at the
same time.

........

* If your search returned just one

name, this screen will not display et
and "Employee Detail” will
display instead.




“Employee Detail” Screen
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Job Base Data = the base data that was extracted from Banner into salary
planner.

Enter Changes = the area where you can make changes.

See More Details = links to more information about the particular job.
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“Employee Detail” Basic Info

» Each job a person has appears on this screen (even
jobs in other Orgs or non-budgeted but active jobs).

» Jobs in other Orgs are view-only if you do not have
security authorizations to the other Org(s).

» You may assign individual salary increases to the “All-
Merit Increase” fields as a percent or dollar amount.

* When finished entering data, click the Save button at
the bottom of the screen. Do not hit the Enter key.

Salary Planner calculates the merit increase on the base salary, not the proposed
salary even if there is an FTE change. It calculates solely on the base salary.

For example, if you have a .5 job with a base salary of $50,000, and you increase
the FITE to 1.0, the proposed salary increases to $100,000 due to the FTE
change. But any merit increase will be calculated on the $50,000 salary. So a
percent increase of 10% would show as $5,000 instead of $10,000.
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“Employee Detail” Basic Info

« There are links on this screen to take you to “Job Detail”

(see slide 30), Job Labor "“Distribution™ (see slide 37),and
Job “Comments” (see slide 41).

* If you opened this screen in a separate window, you may
close this window when finished. Otherwise, use the
“List by Employee” link at the bottom of the screen to
return to the “List by Employees” screen.

» There may be “Next" and “Previous™ buttons at the
bottom of the window (depending on how you opened

it) which allows you to navigate from one employee to
another.
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Section 2

Job Details and Changes
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‘“" L BA)
Job Detail” Screen

Job Detall for Position and Suttix 57643~ 00

proded: | Proposes Dase Currant

liactive Date | Aug 16, 2011 |Ju 01, 2011 I Jud 01, 2011

Mithe: / (T-::‘ R ~> Ol MOMY

Hourty Reta: J r What You‘ ] "53..63.4.0:{: : 5 .wl; 3-::54:9:

Annual Salary . ‘/ want to be / 70,000 00 70,009.00 70.000.00

I dfeciveon ] =

IApp st irent Parcent - \/ l 8/16 ‘;vTl 100,00 104.00 100,00

e \/ Change / 1 1 1

Hours par Day: \/ Title for ,‘il 200 00 2.00

Hours par Pay: J Faculty ‘,' 17333 17333 17333

[Rolery Group: | Promotion |- 2oy 10 2080

roble:  / and Tenure [ AN M %

Gl‘ot-’e; J | Here [ TMOFD .;1 UNPFD JAOFD

stn—:‘: \/ 'I.. v L C

—— i | Damthan: = S50
L was . from

islnrumm Fiscol Yoor Budget J 70,000 tw] Exuacted HRFE

Encludae fram Totals: ] 1 ]

* This screen shows what’s current in the HR Front End
g'ob Detail accordion), in order to compare Salary
anner info with HR Front End info.

Current HRFE = actually pulling from Banner, but view in the HR Front End
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“Job Detail” Basic Info

* The job detail screen allows you to change a job’s title.

Typically you would change a job’s title for Faculty
Promotions (Asst Prof to Assoc Prof, etc).

If the person is leaving one job to take another,a HR
Front End transaction should be forwarded ending the
first job and starting the person on a new job.

Be sure to save (at the bottom of the screen) after
changing the job’s title or any base job information.

* You may change “Proposed FTE" up or down for
academics only.
Be sure to move the corresponding changes to salary in
the "Other Amount” column.

For example, if a 50% job at $25,000 is being increased to
100%, change “Proposed FTE" to 1.0 and place $25,000
in “Other Amount”. You may then apply the person’s
salary increase in one of the "All-Merit Increase” fields.

When there is a difference between proposed and current, you get the
CHANGED indicator.
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FTE Changes

Mass Change

Rounding: yone v 1. Tabtothe FTE
Reason Perc indude in Change Totais field in the
Al-Mecnt Incraase (CS) PROPOSED
Other No column.
Actoss the Board (C%) Yo 2 Emefthe new
s FTE.
[ 2oy ]
3 Observe the
\/ ndicates 4 requred Ml amount that is
; populated in the
J:b‘.t.:a(nﬂ Tor Position and mmx_c-:sosav 00 . : All-Merit
| s o I sl v
Mective Date: un 30, 2010 Aug Increase field
Title: CLIN ASST PROF CLIN ASSTWUFLTINASS T PROF
Haurly Ratw: \/ 43.554210 38042807 34.843502
|Anoual Salary: J 1247100 $7. 97680 $7,976.80
Total Change Peroent : on
Total Change Amount: 00
Appointmunt Percaet: J 109.00 100.00 100,00
FTE: \/ C 1 2 §
Maurs per Day: \/ 6.40 6,40 4,90
Maurs per Poy: J 190.06 138,66 138.66
Salary Group: 2011 2050
L .
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FTE Changes

Mass Change Move the
Reunding! pone = amounts from the
Resson Percen o Include in Change Tutals All-Merit
All-sent Increase (CS) Y Increase fields
Other 2 1o the Other
ACross the Board (CS) Yoz fields
ool Delete (actually
— use the delete
J - Inchcates & required feld key) the amounts
in the All-Merit
Job Detail tar Position and Suffix GIS8T - 00 Increase fiolds
Model:
Etoctive Date Aug Tab to the Hours
Tl CLIN ASST PROF CLIN A per Day field in
[Hourty Rate: J 34.842407 the PROPOSED
column
{Annual Batary J 72471.00
Tatal Changs Percent : 000
Totol Change Amount : 000
Appontment Parcant | J 100.00 100.00 100,00
: .8
FTE: J IR 8
Hours par Day! J / 8.00 \ €.40 €.40;
Hours por Pay: J \m/ 13866 138.66)
Selery Group: 2011 20104 2010

Other = FTE Changes

All Merit Increase = any additional money above the FTE change

DO NOT USE “ACROSS THE BOARD” = locks Salary Planner for everyone

and no other changes are allowed
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FTE Changes

Mass Change
Rounding! pone =

Reston Percent Amaunt
All-Mont Increase (C5)

ACross the board (CS)

Apply

J - Inchcates a required feld

tnclude in Change Totals

Yes

Other 25.00 1445420 No

Yos

(Appointmant Parcant \/

Job Detail far Position and Sudffix GISaaT - 00
Model:
Efective Date
Titbe: CLIN ASST PROF q
[Hourly fate: J 34842407
|annusal Batary J 72471.00
Tatal Changs Percent : 0.00
Totol Change Amount 000
10000

ns.J

Hours par Day: J

Hours por Pay: \/

Selary Group:

Use the following
formula te determine
new hours per day:

Proposed FTE* 8.0
hours = Proposed
Hours per Day

For this exampie, it is
1.0FTE * 8.0 hours =
8.0 for the new
Propesed Hours per
Day

Type in the Proposed
Hours Per Day

Tab to the Hours per
Pay field and use the
followang formula to
determine new hours
Per pay

Propesed FTE * 173,33
hours = Proposed
Hours per Pay

For this example, it is
1.0 FTE * 173.33 hours
= 173,33 for the new
Proposed Hours per
Pay

Hours Per Day

*Proposed FTE * 8.0 hours = Proposed Hours per Day

*Example: 1 FTE * 8.0 hours = 8.0 for the new Hours per Day

Hours Per Pay

*Proposed FTE * 173.33 hours = Proposed Hours per Pay

*Example: 1 FTE * 173.33 = 173.33 for the new Hours per Pay
*VERY IMPORTANT to update Hours Per Pay
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FTE Changes

‘:':“ ":“, ‘9"’. 10, Apply salary
unging: -
L == Percest Include in Change Totals morbes in A¥-
waron ncdude ol
#1-Meart Incrense (C5) :4 Merit Increase
: fiedd
Othar 25,00 14454 20 N
401035 the Board (C5) Yes 11, Hit Save at
L bottom of screen
Aoy |
J = ndicates 8 recured fisld
Job Detall for Position and Suffix C35687 - 00
Model: Proposed Base: Current,
Effective Date; Jun 20, 2010 Aug 16, 2009 Jun 16, 2010
Tithe: CLIN ASST FROF CLIN ASST FROFICLIN ASST FRO
|Hourly Rate: J 35530347 34.843502 34 843502
Annual Salary: J 7392042 57,976.80 57,576,800
Totad Change Percant : 2.50
Totad Change Amuust : 144042
Appolntment Percont: J 100.00 100 .00 100,00
FYE: J L B a
Hours per Day: J 3.00 A0 6,40
Hours per Pay! J 173.33 13065 133, 66
Salary Group: 2011 2010] 2010
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Section 3

Labor Distribution Changes
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“Job Labor Distribution” Screen

Job Labeor Distribution

@ Setect he pertart Ik 59 churge the Smponet Jok Labor Ouiviutor. Setect A0 & e recond 1n add dabicton moeds

Cestridution
Newve and 10 Laws Dt 631557441
BaaRion et and b CATRAD - 00 088 MONT
FPAF Trananction @

Qurrand
Eoaiedediend T
3 L (0

o Vet e T

e Faa et Typelcait Typedtiesd
IR | I
o100

BYapets
CKIntveixnd _ for pecawt Proy v et Type ot Tyre drenEnoavbrencs Override Ead Oute R
5 T Y S5 ST i | I T S— ~ To Change a
Current
(roposed oM AT - FOAPAL
Indenfand 0 A Frowaw - VI . - ]
3 JOOOL MO0 218 S00802001 | 1 ~—
e T " ToAdd a New
= FOAPAL

NOTE: Do not enter 0% FOAPALSs; they will prevent the record from uploading.
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“Job Labor Distribution” Info

» This screen shows Job Labor Distribution(s) active in
the HR Front End as of the time of the extract, which
may or may NOT match the proposed Job Labor
distribution. The proposed job labor distribution
(academics only) in Salary Planner defaults from the
Position Labor Distribution screen in the HR Front
End (Position Data accordion).

* To edit a FOAPAL or remove a FOAPAL completely,
click on the Proposed Percent field of the FOAPAL
you wish to change and see the next slide.

» To add a FOAPAL, click the “Add a new record” link
and see the next slide.

» Once you chanie/add the Job FOAPAL(s), you can
copy the FOAPAL(s) to the position by clicking on the
“Copy Job Distribution to Position™ button.

What will be proposed to be effective on 8/16 in terms of funding will come
from the position labor distribution for the ACs. If you do not want what is on
the position, you’ll need to either change the position labor distribution in
advance of the extract or in salary planner after the extract.
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Adding/Changing FOAPALs

* To add a FOAPAL, enter
each of the FOAPAL
segments, along with the
“Percent” of funding (note: ==
the “Amount” field is view- =
only). =

Periest

b

* To change an existing et A B A
FOAPAL, just change the
existing segment data and

click “Save”. « All job FOAPALs
* To delete a FOAPAL, click must total 100% when
“Remove”. multiple FOAPALs

are present.
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Section 4

Job Comments
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“Job Comments” Screen

Job Comments

Name and TD: Jane Doe 631597463
Position-Suffix and Title: C04073 - CO DIR MGMT
Last Updated by: Kerneth Scott

Last Updated on: n 22, 2010
Comments:

[ save | [ meser |

* Job Comments are VERY important when making changes in
Salary Planner beyond simple Salary Increases. These comments
are uploaded to Banner during the upload process.
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Section 5

Locking Subordinate Users

(for College HR users only)

FOR COLLEGE HR USERS ONLY
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Locking Subordinate Users

» Access to Salary Planner is to specific organization
codes.

» Users with access to organization codes that are
higher in the organizational structure can lock
subordinate users from making changes.

» This may be appropriate when a college or
department sets deadlines for lower level
organizations.

FOR COLLEGE HR USERS ONLY
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Locking Subordinate Users

Salary Planner

Select g
Organization

Lock,

e
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Locking Subordinate

Users

Baarch

Organization Lock Selection

QR Seect i Bact 12 00 SCenata. SONCT I Lok STanus A1 1 digay OngarRat

wrtd OAGIKLYION YO Ve JUTNNTY U0 I O Oy ) it
Etrect 100 Mo W A
Sawark FRAL e A
Lok Statis: af .4
yamn -
Sirvi | 4

aguiess of

SN0 o Chedte 3 AtANa Low

Select the
Extract ID.

Select the FINAL
Scenario,

Select All for
Lock Status.

Leave
Organization
Blank,

Chck Submit.
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Locking Subordinate Users

Change Organization Lock 7. Click on the
Organization
Parsmeters code 1o dnill
Extract 101 10 COA 2 AC deeper into the
Scenario: FaNAL organizatonal
Lock Status: a hiararchy.
Organization: 2 - Checago Campus OR

Drill From Organization: 2 - Chicago Campus

8 Select the
Organization Lock Status

Organization tile Lock $tatus Change Change

AL A Chancellor Locked A checkbox to lock
A2 VC for Extarmal Affars Locked [~ or unlcck the

B1 Provost & VC Acad Affrs - Aced  Locked = organization

B2 Provost & VT Acad Affairs Lockud =] code(s)

B3 Pre st & VC Acad Affrs - -CCJM Locked = 9 Click Upd.t‘ 10
Cl Vice Chanc Admnistrative Sves Locked r change the lock
D1 Heaslthcare System, UIC Lackad r status

El VC for Reseerch Locked r

Fi Vice Chancsior for Student Affrs  Locked r

Gl VE for Human Resowrces at UIC Lackoed r

Vi UA - Fadlties Fanning & Frograms Lacked r

21 Chicago General Use Roilop Locked r

4 4 control - Organiaetons Locked r

fevew | Update | &

hooss Organizaton Lock




Locking Subordinate Users

Change Organization Lock

10, Notice that the
Lock Status has

Lock changes subimitted bave been applied

Parameters

Extract 1D: 10 COA 2 AC

Scenario: FinAaL

Lock Status: Aan

Organization:

Drill From Organization: 2 - Chcago Campus

Organization Lock Status »
Orgoanization Title ock Stabys Change
Al Chancelior

ne VC for External Affars Urdocked

B1 Provost & VC Acad Affrs - Aca Urdocked

B2 Provost & VC Acad Affairs Urdocked

B3 Provost & VG Acad Affrs - COM Unéocked r
c1 Vice Chanc Administrative Svcs Locked r
o1 Healthcaras System, UIC ih ot r
El VIC for Researacn Locked r~
F1 Vice Chancellor for Student Affrs  Locked r
G VE For Human Resouroes at uIc Locked r
vl LA - Facilities Planring & Frograms Locked -
Z1 Chicago Geners Use Rollup Lackued | =
e Control « Organizatiors Locked r

Roview | Updato

changed for the
organizatons
selected in the
previous scraen

11, In this example
users with access
o organizations
A1~ B3 can ednt
the extract.
Users with
access below Al
- B3 could not
edit. Users with
C1-Z2 access
also cannot edit
bacause the
‘Lock Status” is

cked..

Choose Ovgamnzat
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Section 6

Miscellaneous Tips and Information
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Adding People/Jobs to Salary Planner

» Salary Planner does not permit adding or deleting of
employees or jobs directly. Instead, we use the
“Add/Delete” process to add jobs and to remove jobs.

* Ifa job isn't budgeted correctly in the HR Front End
“Budget Profile” field, updating the field will result in
the job being added to or deleted from Salary Planner
during the next add/delete cycle.

» The add/delete process does not update
changes to FOAPALs, if the FOAPAL was
changed after the original extract date.

You will need to keep track of any FOAPAL changes that you make after the
extract of the final scenarios in early July and make sure that, if these are still to
be effective in August, that you change them in salary planner.
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HR Transactions

» Changes to appointments that are effective prior to
8/16/1 | for academics and 8/21/1| for open range civil
service will require a HR Front End transaction since
Salary Planner can only apply changes effective 8/16 for
academics and 8/21 for open range civil service.

* If a change to the job detail information is made in
Banner after the extract, but before the upload, those
changes should be updated in the base column of the
job detail screen by the department.

» Job changes effective after 8/16 for academics and 8/21
for open range civil service cannot be entered until
after Salary Planner upload occurs.

Anything that is effective prior to 8/16 should be handled via normal operating
procedures. If something is entered into the job detail screen in Banner after the
extract which is effective prior to the upload (determined by job detail effective
date), then the department should update the base column in the job detail screen
in salary planner.
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Links

» UICHR Salary Planner webpage:

» UA Salary Planner Reports & Job Aids:

» University HR Reports (under Salary Planner heading):
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UICHR Contact

*  UICHR Help Desk — General Salary Planner Questions
— Phone 413-4848
— Email:

Faculty Affairs HR Contact
For questions regarding Faculty:
*  Faculty Affairs HR

— Phone 355-2412

— Email: facult

HR Service Center Contact
For questions regarding Academic Professionals or Civil Service:
*HR Service Center
-Phone: 413-3490
-Email:
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Medical Center HR Contact
For questions regarding Medical Center
processing:

*Teri Blain
-Phone: 413-1476
-Email:
-Fax: 996-8081
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