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Notes:

Compensation Business Processes

1. Salary System Administration

-Salary Surveys

Mods

-Annual Increase

" Penny Morrel
la-Position .

Cari Tate
Management Don Lvman
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la. Position Management 1b. Leave Management
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-Managing Leaves
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BYU Enterprise Project Management

PeopleSoft HRMS 8.8 Upgrades Project Revision: 0
Effective Date: 2/11/03

Notes: Compensation: Salary Surveys CMP12
-Compare . -
. . Activity Activity
salaries agalnst .
. CUPA/AON requests Data received from
industry salary data (email) Prepare and send CUPA/OSU/AON Compare data and Proposal sent to CES
out BYU salary data prepare proposal
standards 0 a
-To know how
much to e O e O
. m
increase annual lp |p
salary budget ° 0
e e
e 5 Reports: eCompensation eCompensation
-Executive Project Manager Project Manager
-Staff -
Adrin & = O
-Staff/Admin p
-Faculty (twice) I
=PRI o
y
e Position data MAY e
be used for salary o €
data (should it be in c CES (CHQ)
ommissioners Office

PS?)

Document Electronic
Resource

O: BYU salary data

Document

o

: Salary books

Document

CUPA/AON/OSU
Surey output
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Revision: 0
Effective Date: 2/11/03

Notes:

Determine
salaries and
make annual
increase to
salaries to
remain
competitive with
industry

Compensation: Annual Increase (p.1)

CMP13

Activity

Budget received from
Church Headquarters
for salary increase

Balance with Budget
Office

Activity

Prepare and send

salary sheets to
departments

Activity

Wait for department Enter new salaries

allocation of funds

Send natification

Activity

letters

®@o<o—o3m

Assistant Director/
Compensation Specialist

X

Budget Office

®oo<o—-—o3m

Electronic
Resource

PS Client

Electronic
Resource

Document

PS Reports (Comp.)

@

®@®<o—o3m

Job Analyst

Electronic
Resource

PS Client

Document

Salary Increase
Sheets

o

®@o<o~—o3m
®@o<o—o3m

Job Analyst

Department

Electronic
Resource

S Clien

Document

Completed Salary
Increase Sheets (from
Department)

W:\active-projects\peoplesoft-hrms-8.8-upgrade\teamview\process owner interviews\process maps-compensation

®o<o—-—o3m

o

Job Analyst

Electronic
Resource
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Document

Letters
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Notes:

° Dual salaries until

1st payroll in
September (special
handling required)

Compensation: Annual Increase (p.2)

CMP13

Activity

Manage changes
during transition

o

®@o<o —o3m

Assistant Director/
Compensation Specialist

Electronic
Resource

PS Client

Document

SQR's and queries

Run 1st September
Payroll

Activity

Rebalance with
Budget Office

o

®@o<o —o3m

Assistant Director/

Compensation Specialist

®@o<o—o3m

R

Budget Office

Electronic
Resource

S Clien

Electronic
Resource

Document

PS Reports
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Revision: 0
Effective Date: 2/11/03

Notes:

° Entering position in
PS occurs in

position level
evaluation process

e Consider workflow

component to
automate this
process

Compensation: Establish New Position CMP10

Activity

Department
Requests New
Position

Approve Request

Activity

Notify Dept

=P

Department

Electronic
Resource

= £

) m O

b P

| |

o o]

y y

e e

: VP ASst Dir/Comp Spec
E

" O m O

! P

0 l R

y o

4 y

e  HRC e

E e

m

P

|

o

y

e

§

Asst Dir/Comp Spec

o< o —o3m

¢ Department

Electronic
Resource

Word; Excel

-Request
-Cover Letter
-Spreadsheet

-Approved or
rejected request
-Spreadsheet

Position Approved
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Revision: 0
Effective Date: 2/11/03

Notes:

Changes to PS
that affect
employees and
positions

e For changed job
levels, this step is
already done in the

position level
evaluation process

Compensation: Update Position CMP11
Activity Activity Activity
Department or o
Compensation Approve change Update Notify appropriate Position Updat.e.d goe
People Notified
requests change people
. O . O . O
m m m
p p p
| I I
(o] o] o
y y y
e e e
e e e
Assistant Director/ Secretary Secretary
Compensation
Specialist

Electronic
Resource

Document

Document

PS Client

Request
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Revision: 0

Effective Date: 2/11/03

Notes: Compensation: Hiring Full Time Staff / Administrative Employees (p.1) CMPO7
Activity Activity Activity Activity Activity
. " Employment . L .
PV from department Detern(;ure position Send PV to Services: Post Job Receive application Set Salary Notify dept.
evel Employment rocess & PV from
Services P Employment
Services

O

®®< O —T 3m

Assistant Director

O

®d< O —o3m

Assistant Director

Compensation Specialist Compensation Specialist

Electronic
Resource

PS Client

Document

PV

Document_

PV

@)

®d< O —o3m

Assistant Director

O

®d< O —o3m

Assistant Director

O

®d< O —o3m

Assistant Director

Compensation Specialist Compensation Specialist Compensation Specialist

Document

Application, PV
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Notes: Compensation: Hiring Full Time Staff / Administrative Employees (p.2) CMPO7

PS roster (hiring

i i Activit Activit . ivi
info) using last ity IVity Activity Activity
year's because the ;
report doesn't work. g Receive Employee Approve paperwork File away Employee
Hire Employee file from and update roster Enter new etmployee file
Employment CISYSICl
Services

e () e O e O e O
m m m m
p p p p
[ | I [
0 0 0] (o}
y y y y
e e e e
e e e e
Assistant Director Assistant Director Administrative Assistant/  Administrative Assistant/
Compensation Specialist Compensation Specialist Secretary Secretary
e ()
m
|p Electronic
o Resource o
o]
y
€ Document : Document
e - o EE—
Employment Services PS Client )
Employee file Employee File
Documenis S EEE— Document
Document -
Employee file Employee File

Roster (PS Report)
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Revision: 0
Effective Date: 2/11/03

Notes:

For new position,
this step waits for

approval from HRQ

eThis step is for

new positions only,
To update position
level go to "Update
Position" process

Compensation: Position Level Evaluation CMPO1
Activity Activity Activity Activity Activity Dept. notified.
Dept sends job L. . L » . For existing employee,
description to Receive job Prepare job Determine job Enter New Position Notify dept. set salary [salary admin.
Compensation description from description & level / classification process].
department packet for For new position,
evaluation mtg “ request PV [hiring
process]
E E E E E
p p p p p
I | I I I
0 o] 0 [¢] o]
y y y y y
€ e e e e
e e e e e - )
Job Analyst Job Analyst Evaluation Job Analyst Assistant Dir /
Comp Spec

Document

Job Description

Electronic
Resource

PS Client

Document

Job Description

Committee HRC
Oversight Committee
Asst Dir / Comp Spec

Electronic
Resource

Electronic
Resource

PS Client

MS Word / Email

Document

Evaluation
Committee Report
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personnel action
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Notes: Compensation: Managing Leaves (p.1) @ CMPO02
Types of leaves:
-FMLA (job -
protectgd) o Activity Activity Activity AL Activity
- Medical/disability
-Personal : . Notify Payroll, .
- Non-medical Leave Requested (_:ompensanon Approve Leave Enter in PeopleSoft Benefits, ER/EEO, Notify Employee of
ol receives leave request rights
- Mission form Department,
- Mission President Employee
- Active Duty @
- Military Annual
- Professonal
Development E Q E O E @ E O E O
- Suspension m m m m m
- Work recess p o] p p lp
| | | |
@ Some departments o o o 0 0
use PS client at this y y y y y
step. If we use e e e e 2
workflow, PS client e = e e = e o
will be involved Admln}stratlve Assistant Director Admlnllstranve Admln]stratlve Employee Relations
here. Assistant OR Assistant Assistant
Manager Employment
— Relations E] O
@ For FMLA only Electronic Electronic
o Resource Ip Resource
— o]
Document . y
E— e e
p——— . e PS Client
Request for Document PS Client Payroll
personnel action  — Benefits
ER/EEO P
Request for Dept.
personnel action N N Campus N N
— Employee e
Document Document
Request f°T Document Letter (rights) to
personnel action Employee
Request for
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Revision: 0
Effective Date: 2/11/03

Notes:

If raise is needed,
this goes to salary
increase process.

Compensation: Managing Leaves (p.2

CMP0O2

Wait for employee to
return to work full
time

Activity

Track return from leave

Activity

Enter in PeopleSoft

Activity

Initiate for Raise

O

®d<Oo—oT3m

Administrative
Assistant

Document

Leave Binder

Electronic
Resource

PS Client

O

®d< o —oT3m

Administrative
Assistant

Document

Request for
personnel action
form

Electronic
Resource

PS Client

®O< o —oT3m

-Administrative Assistant

-Assistant Director/
Compenation Specialist

)

®®< O —T 3m

Department
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Revision: 0
Effective Date: 2/11/03

Notes:

Compensation: Managing Sick & Vacation Accrual

CMPO3

Pay Period

Activity

Run Accrual
Process

®@o<o—T3mMm

Electronic

Resource

PS Client

Payroll Confirmed
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Revision: 0
Effective Date: 2/11/03

Notes:

@ Departments use
different methods
for gathering info
about time taken

Compensation: Managing Sick & Vacation Taken CMP0O4
Activity Activity Activity
Pay Period End Enter time taken Download to Confirm Payroll Totals are updated
PeopleSoft

®@o<o —o3m

O

Department

Electronic
Resource

Electronic
Resource

Kronos

®o< o —o3m

O

Payroll

O

®@o<o —o3m

Payroll

Electronic
Resource

Kronos

Electronic
Resource

PS Database

Electronic
Resource

PS Client
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Revision: 0
Effective Date: 2/11/03

Notes: Compensation: Managing Sick & Vacation Adjustments CMPO5

@ Terminated

employee files At

are audited within Activity Activity Activity Activity y Activity

4 months and ) Employee file

adjustments ngalzén;tes nt Receive Approve Enter Confirm (;c;nfrlcr)rl? Print web reflects

made as needed ~d request for adjustment adjustment adjustment y screens adjustment

adjustment -
adjustment request (closed)

@ Sick leave

assistance &
supplement

OR

Terminated

Employn@

O

®@®<o~—T3m

Administrative

Assistant

O

A

Administrative
Assistant

®@o<o—T3m

®@®<o—T3m

Administrative
Assistant

®@®<o—T3m

|

Administrative

Assistant

oco<o—o3Mm
ﬁ@

®@o<o—o3m

Administrative
Assistant

-y 0) 1 o .
. O c Electronic & Electronic Electronic
- Reseourc Resource Resourc Resource Resource
P
— |
Document o = =
y Kronos . .
e Online PS Client PS Web PS Client
Request for e
Personnel Department e Etectront
Action ¢ ®
Resourc — Resourc

Electronic
Resource

Electroni
©
Resource

PS Client

Document

Screen prints
of PS
adjustment
panel

e

PS Client
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Document

Employee
File
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Revision: 0
Effective Date: 2/11/03

Notes: Compensation: Managing Vacation Carry Over (Year End) CMPO6
@ Detailed payroll Activity Activity Activity
process here Payroll confirmed
Year End Pay Period Run Last Payroll for Limit is applied Make manual and totals are
Year corrections/ updated correctly

@ Taken:

Accrual processes

Because system is
broken

@ Consider electronic
audit trail as option
to screen prints
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adjustments

®o<o—o3m

O

Payroll

Electronic
Resource

PS Client

Electronic
Resource

PS Database

O

®o<o—o3m

Admin. Asst.

Electronic
Resource

PS Client

Electronic
Resource

Y.
1020

Screen Prints




Notes:
@ Process repeats
until ineligible

e Donate from other

employee's vacation
to supplement sick
leave

BYU Enterprise Project Management
PeopleSoft HRMS 8.8 Upgrades Project

Revision: 0
Effective Date: 2/11/03

compensation: anaging >iIC eave Assistance (p.1)
CMPQQ Q
Activity Activity Activity Activity Activity
Department requests Approve assistance Send Form Receive Forms Identify donors Calculate Donation

sick leave assistance

Hours needed

®o<o —o3m

Administrative

A

®@o<o —o3m

A

Administrative

®@o<o—o3m

Administrative
Assistant

Assistant Assistant

. O . O
m m

p p

I I

o o

y y

e e

e e

Department Department

®o< o —o3m

A

Department

o< o —o3m

Administrative
Assistant
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A

Administrative

Assistant

®o<o—-—T3mMm

A

Department
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Revision: 0
Effective Date: 2/11/03

Notes:

@ This step is not

needed for
administrative
employees.

@ Adjust for donor and
receiver

e Disability kicks in, or
employee returns to

work, etc.

Compensation: Managing Sick Leave Assistance (p.2)

CMP09

Activity

Enter hours for Staff
Employee

Payroll runs

®o<o—T3ImMm

Kronos

Activity

Make Adjustments

Activity

Validate Data

®@o<o —o3m

A

Admin. Asst

PS Web Client

®o< o —o3m

A

Admin. Asst

Kronos
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Revision: 0
Effective Date: 2/11/03

Notes:

@ Program for
employees with
disabilities allows a

supplement of
compensation

@ Monthly Payroll

@ Money runs out or

employee returns to
work

@ Process repeats
monthly until

ineligibility

Compensation: Managing Sick Leave Supplement@

CMPO8

Activity Activity Activity
Employee is RESEEITEN
ploy qualifications & Notify Dept Request Pay
approved for
L supplement money
disability . :
amount available;
time available
E E E
) ) e O
p p P
| I I
o o o
y y y
e e e
e e . . e
Benefits Specialist Administrative Department
Assistant
e O e O
4 e O v
r " r
o] |p o]
Sel o y
e
e L . e
Adm|n_|strat|ve e Payroll
Assistant Department
Electronic
Resource —

PS Web

Electronic
Resource

Kronos

-Employee Personnel
File
-Spreadsheet (Cathy's)

Document

Time Card

Payroll is
confirmed;
supplement is
distributed
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Activity

Validate pay and
time is correct

O

®@o<o—oT3m

Administrative
Assistant

Electronic
Resource

PS Web/Client

Document

Spreadsheet
(Cathy's)

No longer eligible




