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Manage Compensation 

Payroll Coordinators
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Upon the completion of the Manage Compensation lesson, you will be able to:

Lesson Objectives:

Objectives

• View and Update an Employee’s Salary
• View an Employee’s Compensation through Individual Compensation Plans
• Award Compensation to an Employee through Individual Compensation Plans
• View an Employee’s Compensation History
• View an Employee’s Total Compensation Statement (When Available)
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•Lesson 7: Manage 
Compensation
Section 1: View an Employee’s Salary

Payroll Coordinators
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Upon the completion of the Manage Compensation: View an Employee’s Salary lesson, you will be able to:

Lesson Objective:

Objective

• View an Employee’s Salary



5

Manage Compensation: View an Employee’s Salary

1

Select the My Client Groups tab 
from the CV360 homepage

2
Select the Person 
Management tile within the 
Apps area
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Manage Compensation: View an Employee’s Salary

3

From the Person Management: 
Search page, key the Name or 
Employee Number of the 
Employee

4
Select the 
Search button

Employees may be searched by 
Name, Person Number, or by 
Keywords
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Manage Compensation: View an Employee’s Salary

5

From the Search Results 
section, select the 
Employee’s Name link

6
From the Employment 
page, select the Panel 
Drawer icon
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Manage Compensation: View an Employee’s Salary

7

Once the Panel Drawer 
opens, select the Change 
Salary link from the 
Compensation section

8

From the Change Salary tab, the 
Coordinator can review the 
current as well as Historical Salary 
Details of an Employee. To see the 
complete Salary Details, select the 
Orange Chevron and select View 
from the drop-down list
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Scroll through the page to see all 
Salary information related to the 
Employee. Details such as the 
Employee’s Salary Basis, Grade, 
Salary Range, and Components can 
be viewed

Manage Compensation: View an Employee’s Salary

9

The Coordinator will 
be able to see the 
complete Salary 
Details as well as the 
Salary Components 
and History
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If you are not taken directly back to 
the Person Search page after 
selecting the Close button, a 
Warning Message may appear. If it 
does, select the Yes button to return 
to the Person Search page

Manage Compensation: View an Employee’s Salary

10

Once the Coordinator has 
completed reviewing the 
Salary details, he/she can 
select the Close button
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•Lesson 7: Manage 
Compensation
Section 2: Update an Employee’s 
Salary

Payroll Coordinators
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Upon the completion of the Manage Compensation: Update an Employee’s Salary lesson, you will be able to:

Lesson Objective:

Objective

• Update an Employee’s Salary
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Manage Compensation: Update an Employee’s Salary

1

Select the My Client 
Groups tab from the 
CV360 homepage

2
Select the Person 
Management tile within the 
Apps area
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Manage Compensation: Update an Employee’s Salary

3

From the Person Management: 
Search page, key the Name or 
Employee Number of the 
Employee

4
Select the 
Search button

Employees may be searched 
by Name, Person Number, or 
by Keywords
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Manage Compensation: Update an Employee’s Salary

5

From the Search Results 
section, select the 
Employee’s Name link

6
From the Employment 
page, select the Panel 
Drawer icon
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Manage Compensation: Update an Employee’s Salary

7

Once the Panel Drawer 
opens, select the Change 
Salary link from the 
Compensation section

8
From the Change Salary tab, 
select the Propose New Salary 
button
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Manage Compensation: Update an Employee’s Salary

9

From the Propose New 

Salary form, select the Start 

Date. In this example, Today’s 

Date will be used

10
From the Action field, select 
Pay Rate Change from the 
drop-down list
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Manage Compensation: Update an Employee’s Salary

11

From the Action Reason field, 
select Merit from the drop-
down list

12

Once the details for the 
Propose New Salary have 
been entered, select the OK 
button
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Manage Compensation: Update an Employee’s Salary

13

Scroll down through the 
page and select the 
Components tab

14

Key in a New Adjustment 
Percentage or a New 
Adjustment Amount. In 
this example, 5% will be 
used as the New 
Adjustment Percentage

If the Adjustment Amount is entered, then the Adjustment Percentage and the new 
Amount will change and will be automatically populated. If the Adjusted Percentage 
is entered, then the Adjustment Amount and the new Amount will change and will be 
automatically populated
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Manage Compensation: Update an Employee’s Salary

15
Once the update has been completed, select the Continue button

16

Review the proposed 
changes. Once 
everything has been 
validated, select the 
Submit button
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If you are not taken directly back to 
the Person Search page after 
selecting the Close button, a 
Warning Message may appear. If it 
does, select the Yes button to return 
to the Person Search page

Manage Compensation: Update an Employee’s Salary

17

Once the Salary Change 
has been submitted, the 
Coordinator can select 
the Close button
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•Lesson 7: Manage 
Compensation
Section 3: View an Employee’s 
Individual Compensation Plan Details

Payroll Coordinators
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Upon the completion of the Manage Compensation: View an Employee’s Individual Compensation Plan 
Details lesson, you will be able to:

Lesson Objective:

Objective

• View an Employee’s Compensation through Individual Compensation Plans

This section will walk the Coordinator 
through the steps of reviewing the details 
of an Employee’s Individual Compensation 
Plan (ICP). Some Employees may not be 
eligible to receive additional 
Compensation. In this example, the 
Employee will not have any ICP awarded
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Manage Compensation: View an Employee’s Individual Compensation Plan 
Details

1

Select the My Client Groups tab 
from the CV360 homepage

2
Select the Person 
Management tile within the 
Apps area
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Manage Compensation: View an Employee’s Individual Compensation Plan 
Details

3

From the Person Management: 
Search page, key the Name or 
Employee Number of the 
Employee

4
Select the 
Search button

Employees may be searched by 
Name, Person Number, or by 
Keywords
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Manage Compensation: View an Employee’s Individual Compensation Plan 
Details

5

From the Search Results 
section, select the 
Employee’s Name link

6
From the Employment 
page, select the Panel 
Drawer icon
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Manage Compensation: View an Employee’s Individual Compensation Plan 
Details

7

Once the Panel Drawer 
opens, select the Individual 
Compensation link from 
the Compensation section

8

From the Individual 
Compensation tab, the 
Coordinator can review an ICP 
that has been awarded to an 
Employee. If no ICP has been 
awarded, the Other 
Compensation section will house 
a message indicating that there is 
No data to display
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If you are not taken directly back to 
the Person Search page after 
selecting the Close button, a 
Warning Message may appear. If it 
does, select the Yes button to return 
to the Person Search page

Manage Compensation: View an Employee’s Individual Compensation Plan 
Details

9

Once the Coordinator has 
completed reviewing the 
Individual Compensation 
details or there was no 
ICP to review, he/she can 
select the Close button
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•Lesson 7: Manage 
Compensation
Section 4: Award Compensation to an 
Employee 

Payroll Coordinators
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Upon the completion of the Manage Compensation: Award Compensation to an Employee lesson, you will 
be able to:

Lesson Objective:

Objective

• Award Compensation to an Employee through Individual Compensation Plans
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Manage Compensation: Award Compensation to an Employee 

1

Select the My Client Groups tab 
from the CV360 homepage

2
Select the Person 
Management tile within the 
Apps area
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Manage Compensation: Award Compensation to an Employee 

3

From the Person Management: Search 
page, key in the Name or Employee 
Number of the Employee

4 Select the 
Search button

Employees may be searched 
by Name, Person Number, or 
by Keywords
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Manage Compensation: Award Compensation to an Employee 

5

From the Search Results 
section, select the 
Employee’s Name link

6
From the Employment 
page, select the Panel 
Drawer icon
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Manage Compensation: Award Compensation to an Employee 

7

Once the Panel Drawer 
opens, select the Individual 
Compensation link from 
the Compensation section



35

Manage Compensation: Award Compensation to an Employee 

8

From the Individual Compensation tab, the 
Coordinator can award an ICP to an 
Employee. Additional Compensation could 
be Car Allowance, Travel Allowance, MPO 
Incentive, Fitness Reimbursement, and 
Uniform Allowance. In this example, Car 
Allowance will be awarded. Select the Award 
Compensation button
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Manage Compensation: Award Compensation to an Employee 

9

From the Award Compensation pop-
up, select Car Allowance from the Plan 
drop-down list

10
After selecting the Plan, select 
Car Allowance for the Option 
from the drop-down list
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Manage Compensation: Award Compensation to an Employee 

11

Select the Start Date from which you 
want to reward the Employee with a 
Car Allowance 

12

From the General Information section, 
key in the Amount you want to award to 
the Employee in the Amount field
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Manage Compensation: Award Compensation to an Employee 

13

Select the OK button

14

Select the appropriate
Periodicity from the drop-
down list

If Periodically in the Periodicity is selected, it implies 
the amount will be paid to Employee based on their 
payroll frequency (Regular Monthly or Regular Bi-
Weekly). If another value is selected, the amount will 
get distributed or added according to the Pay Periods
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Manage Compensation: Award Compensation to an Employee 

15

Once the OK button is selected, the 
Allowance will be a row added in the 
Compensation area where you will be 
able to see different details about the 
Allowance provided

16
After reviewing all the details, 
select the Continue button
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Manage Compensation: Award Compensation to an Employee 

17

From the Review page, you will 
be able to see the complete 
details related to the awarded 
Allowance. Once the details 
have been verified, select the 
Submit button

The submission will go through an 
approval process. Once it has 
been reviewed and approved by all 
the Approvers, it will be reflected in 
the database
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If you are not taken directly back to 
the Person Search page after 
selecting the Close button, a 
Warning Message may appear. If it 
does, select the Yes button to return 
to the Person Search page

Manage Compensation: Award Compensation to an Employee 

18

Once the Coordinator has 
completed submission, 
he/she can select the 
Close button
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•Lesson 7: Manage 
Compensation
Section 5: View an Employee’s 
Compensation History Details

Payroll Coordinators
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Upon the completion of the Manage Compensation: View an Employee’s Compensation History Details 
lesson, you will be able to:

Lesson Objective:

Objective

• View an Employee’s Compensation History 
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Manage Compensation: View an Employee’s Compensation History Details

1

Select the My Client 
Groups tab from the 
CV360 homepage

2
Select the Person 
Management tile within the 
Apps area
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Manage Compensation: View an Employee’s Compensation History Details

3

From the Person 
Management: Search page, 
key in the Name or Employee 
Number of the Employee

4
Select the 
Search button

Employees may be 
searched by Name, Person 
Number, or by Keywords
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Manage Compensation: View an Employee’s Compensation History Details

5

From the Search Results 
section, select the 
Employee’s Name link

6
From the Employment 
page, select the Panel 
Drawer icon
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Manage Compensation: View an Employee’s Compensation History Details

7

Once the Panel Drawer 
opens, select the View 
Compensation History 
link from the 
Compensation section

8

From the View 
Compensation History tab, 
the Coordinator can review 
the Employee’s overall 
Compensation History
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If you are not taken directly back to 
the Person Search page after 
selecting the Close button, a 
Warning Message may appear. If it 
does, select the Yes button to return 
to the Person Search page

Manage Compensation: View an Employee’s Compensation History Details

9

Once the Coordinator has 
completed reviewing the 
Compensation History 
details, he/she can select 
the Close button
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•Lesson 7: Manage 
Compensation
Section 6: View an Employee’s Total 
Compensation Statement Details

Payroll Coordinators
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Upon the completion of the Manage Compensation: View an Employee’s Total Compensation Statement 
Details lesson, you will be able to:

Lesson Objective:

Objective

• View an Employee’s Total Compensation Statement (When Available)

This section will walk the Coordinator 
through the steps of reviewing the details 
of an Employee’s Total Compensation 
Statement. Total Compensation 
Statements are generated once a year. The 
Statements will only be available once the 
Statements have been generated
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Manage Compensation: View an Employee’s Total Compensation Statement 
Details

1

Select the My Client 
Groups tab from the 
CV360 homepage

2
Select the Person 
Management tile within the 
Apps area
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Manage Compensation: View an Employee’s Total Compensation Statement 
Details

3

From the Person Management: 
Search page, key in the Name or 
Employee Number of the Employee

4
Select the 
Search button

Employees may be searched by 
Name, Person Number, or by 
Keywords
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Manage Compensation: View an Employee’s Total Compensation Statement 
Details

5

From the Search Results 
section, select the 
Employee’s Name link

6
From the Employment 
page, select the Panel 
Drawer icon
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Manage Compensation: View an Employee’s Total Compensation Statement 
Details

7

Once the Panel Drawer 
opens, select the View 
Total Compensation 
Statement link from 
the Compensation 
section

8

From the View Total 
Compensation Statement 
tab, the Coordinator can 
review an Employee’s Total 
Compensation Statement. 
If the Statements have not 
been generated, the page 
will indicate that No 
Statements are currently 
available
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If you are not taken directly back to 
the Person Search page after 
selecting the Close button, a 
Warning Message may appear. If it 
does, select the Yes button to return 
to the Person Search page

Manage Compensation: View an Employee’s Total Compensation Statement 
Details

9

Once the Coordinator has 
completed reviewing the 
Total Compensation 
Statement details or the 
Statement has not been 
generated, he/she can 
select the Close button
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Manage Compensation: Knowledge Check

A. Twice

B. Three times

C. Once

D. Four times

How frequently are Total Compensation Statements generated (in a year)?
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Manage Compensation: Knowledge Check

A. Twice

B. Three times

C. Once

D. Four times

How frequently are Total Compensation Statements generated (in a year)?

The correct answer is C. Total Compensation Statements are generated once a year
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Manage Compensation: Knowledge Check

A. True

B. False

ICP stands for Individual Compensation Plan. 

True or False?
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Manage Compensation: Knowledge Check

A. True

B. False

ICP stands for Individual Compensation Plan. 

True or False?

The correct answer is A. ICP stands for Individual Compensation Plan
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Identify a Participant in the audience to share their screen and complete the following exercise:

Course Exercise:

Assignment:

• View an Employee’s Total Compensation Statement


