WA CASE WESTERN RESERVE

HCM Quick Reference Guide:

Salary Adjustments

Salary Adjustments

URL: www.case.edu/erp/hcm

1. From the left-hand navigation menu,
select Manager Self Service.

2. Select Case Time Reporting.
3. Select Salary Adjustments.

The Salary Adjustments search page appears.

Salary Adjustment
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Pay Period End Date: | = | =Y
EmpliD: begins with

Empl Rcd Nbr: =

Name: begins with

[Ccase Sensitive

Search Clear | Basic Bearch [§) Save Search Criteria

4. Enter the pay period end date by using
the &,

5. Enter the last name of the employee you
would like to make an adjustment for.

6. Click _Zeareh |

The Salary Adjustment page for that group
will appear. You will see information about
each employee including EmplID,
Department, Name, GL Pay Type(account),
Title, and Pay End Dt. Below is the total
dollar amount paid and the distribution for
that employee.

more than one SpeedType, click the
to add another row.

‘ Salary Adjustment
EmplD: 1001075 Red#: 0 DoverEileen PayEndDt: 0773112004

Department:  School of Medicine Title: Post Doctoral Fellow GLPay Type: 725001

Total Distributed This Period: s1708

Adjust
EanCode EamCode Lovel 00000 Bont  dccowt  Amount Percent Stas Beference. Date Posted Adiust
osT 087 OPRSST100 51150 200000 100000 DistPST Conversion Adust
DsT DsT RECVI3T93 2453 101320 32708 100000 DistPST Conversion Adjust

9. Click

the page when you are finished.

7. To make adjustments to the distribution

for a specific distribution entry click M
on the right side of the screen.

The Salary Adjustment Details screen will

appear. You will see information about the
employee and the distribution information

below.

Salary Adjustment Details

EmpliD: 1001075 Red#: 0 Name:  Dover Eileen

PayEndDt: 07/31/2004

Salary Distribution

DistEarn  Eamn Adjust

Code Code  Level OPeedwe Account Amowit  Percent Reference

DST DST OPR587100 511150 200000  100.000 Conversion

DsT DsT 1 OPR5T100 511150 -2000.00

DSt DT 1 511150 200000 [ #dd_JDeicte]

8. Line 1 is the orginal entry. Line 2 is the
credit to the orginal distribution SpeedType.
Please Note: You may change the dollar
amountin Line 2. Line 3 is where you will
enter the SpeedType and Amount to be
charged.

a‘%% If you need to re-distribute between

at the bottom left side of

10.To return to the Salary Adjustment page,

click . You will see the adjustments

posted.
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Emgar, 1001078 Rod=, 0 Dover Etgen Pay Eaed O Qrrsune
Department:  Gehaal of Mescing itk Post Dociorsd Fabiow WPy Type: 725001
Total Distributed This Period: STt

1] o I
EanCode ExnCode Level Speechoe Bamd Bozowl Amant  Peged St Befromce Dipte Posted Adprst
{1:1] oar 0PRSS0 S11150 200000 100000  Coe Agj NP Conwersitn
oPREATIO0 SHID 200000 100030 CorAdie  BerEednend S
e e ; i o Comiontom
GO | oPRENON S0 20000 10ab Cwagne  CORERRR
psT RECVIIN 2450 101310 2100 100060 DSPST  Conwersion Adust

% In column labeled “Status” you will see
one of five values:

= Adj N/Psted: Adjustment Approved Not
Posted

= AdjN/Aprv: Adjustment Not Approved

= Adj Pstd: Adjustment Posted

= Dist N/Pst: Distribution Not Posted

= Dist Pstd: Distribution Posted

* Need Additional Help?
Please contact the Help Desk at x4357.
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