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COMPENSATION PLANNING 

In Compensation Planning, administrators can create plans to request salary increase and bonus 
recommendations from managers. Managers, often referred to as Reviewers within compensation 
plans, will receive tasks to complete these recommendations.  

To access the task for your direct reports, you must have one of these roles:  

• Manager  

• Submit Compensation Recommendations 
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Task Notifications 

When a plan is launched that includes some or all your direct reports, you will receive a task. 

• To adjust your text and email notifications settings, go to My Settings, click the Notification 

Preferences tab. 
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You will find Compensation Planning tasks assigned to you in two spots:  

 The task widget on your homepage 

 Under Me -> Tasks & Notifications 

 

Submitting a Task 

When you open a task, you will see a list of your direct reports included in the compensation plan. 

Depending on the settings your administrators used, you may see all your reports or a subset. Your 

task will ask you to submit salary changes and/or one-time payments, depending on the plan settings. 

At the top of the page, you will see the date your submission is due. 

• You can enter a salary recommendation as a percentage, a dollar amount, or just enter the 

desired new salary. Once you enter a value in one of those fields, the other two will re-

calculate accordingly.  

• Once you have adjusted the salary and/or rewarded one-time payments appropriately, 

click Submit Plan. This will initiate any approval processes configured and allow your 

administrators to see your recommendations. 

• The pay changes are not immediately effective and require additional action from your 

administrators.  
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Compa-Ratio 

If your organization uses pay ranges, you will also see the employee’s new compa-ratio recalculating 

as you enter recommendations. You can use compa-ratio to understand how an employee's salary 

compares to the midpoint of their position's pay range. Compa-ratio is a measurement of an 

employee’s salary compared to the midpoint of their position’s pay range. This ratio is calculated 

using the following formula: 

• Compa-Ratio = Salary ÷ Pay Range Midpoint 

Example: if John earns $54K per year and the annual salary range for his job is $40K to $80K, the 

midpoint would be $60K =0.90. Meaning, John is earning 90% of the midpoint of his salary range. He 

is close to the midpoint; earning about average for his position.  

• Ratios below 1.00 indicate the employee is paid below the midpoint (just like John, in our 

example), while a ratio at 1.00 means the employee is paid at midpoint, and a ratio above 1.00 

means the employee is paid above midpoint.  

• Compare the compa-ratios for multiple employees to quickly see who is earning significantly 

more or less than others in the same position. 

 

Budgets and Limits 

Your administrators might set up budgets and limits that are enforced when you’re submitting 

recommendations.  

• Budgets: At the top of the page, you will see how much is budgeted for salary increases 

and/or one-time payments. As you enter recommendations, you can see how much of your 

budget has been used vs. how much is remaining. If you go over your budget, the bar will turn 

red.  

• Limits: If the plan has limits on how small or how large of a reward you can provide, you will 

be alerted with a red box around a field if you enter a recommendation that doesn’t fit within 

the limits. You will not be able to submit your recommendations until these are corrected. 

(Image on the next page) 
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Sharing Letters with Employees 

After the plan is finished, your administrators might leverage a feature to create notification letters for 

telling employees about the pay changes. If this is the case, you might get a notification about letters 

being distributed to you. 

 After a letter is distributed, reviewers with employees who qualify for that specific letter will 

receive a task. If multiple letters are shared, reviewers might receive multiple tasks. 

 

 The task list displays all employees who you submitted recommendations for, as long as they 

qualified for the letter. To view the letter before sharing, under the employee's name, click View 

Notification.  

 

 To share out the letter with an employee, in the Action/Status column, click Share 

Notification. This adds the letter to the employee's Documents screen in their employee profile, as 

shown in this screenshot:  

(Image on the next page) 
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Note:  Anyone with access to the employee's Document screen can see the letter, 
including the employee. A letter can be shared only with each employee once. 
Upon sharing, the administrator will see the updated status. Notification shared 
by reviewer, on their view, as well.  

 

 

 After you share all documents appropriately, you can click Distribution Completed to close the 

task and move it to your History. 

 

 

 


