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Workday Advanced Compensation Process: SALX 
Coordinators 

Purpose 
This guide walks through the steps for the SALX Coordinators to enter and submit salary 
increases as part of the Advanced Compensation (SALX) process in Workday.  

Logging into the Workday System  
1. Go to aar.is.colostate.edu 
2. Under “Applications” click “Workday”  
3. Log In with your CSU credentials 

STEP 1: Identify Eligible Population 
The first step in the SALX process is to ensure that all eligible employees are included 
under the right supervisory organization and that their position and salary information is 
correct in Workday. To verify that information, you will run a report and make any necessary 
adjustments within Workday before we launch the SALX process.  

FY27 Eligibility Timeline 
March 9th - Eligibility report will be available. 

March 24-26 – SALX Training. Please do not wait until training to pull this report. This will not 
give you enough time to validate your employees are correct by March 27th. 

March 27th – All updates in Workday must be submitted and FINALIZED. 

Run Eligibility Report for your College/Division 

• Search for “CSU view eligible workers for compensation” in the search bar at the top 
of the home screen and select the “CSU View Eligible Workers for Compensation 
Eligibility Rule” report 
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• In the pop-up screen, select the effective date for the eligibility cutoff (for FY27, this 
is 4/1/2026); the Compensation Rule will default to the “Annual Salary Exercise 
Eligibility (FC & System)”; enter your name, then click “OK” 

 

• The report will populate all the employees that met the eligibility rule for the SALX 
process for your colleges/divisions 

• Review the report for completeness and accuracy of: 
o current salary amounts 
o all the correct employees are on your list 
o all supervisory orgs are correct for your employees – the supervisory org is 

based on the employee’s supervisor and is the person responsible for 
providing the salary increase for the employee   

• Export the report to excel to distribute as needed to department heads/chairs/ 
supervisors to assist in reviewing 

 

• Notes to keep in mind on the report: 
o Annual Work Period and Disbursement Period will be blank for almost all 

admin professionals  
o Salary will show as the actual amount that the person is being paid and is 

already adjusted for the FTE percentage 
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o There should not be any adjunct faculty or state classified employees on the 
list 

Make Any Adjustments in Workday  
If there are any issues with the employee data, you will need to request an adjustment 
within Workday. Below are some issues that may arise that will impact the SALX process 
and next steps to resolve the issues. 

• Employee is showing up under the wrong supervisory organization: Complete the 
“Move Workers” task (see How to Move Workers) 

o Only current managers of the employees or HR Partners can make this 
update in Workday.  

• Salary is incorrect: Complete the “Request Compensation Change” task (see 
Request Compensation Change) 

o HR Partners, Compensation Partners and Business Officers can make this 
change in Workday.  

• Employee is missing from the report: Contact the Office of Budgets help desk at 
salx_budget_office_helpdesk@colostate.edu with the name(s) missing  

o The Office of Budgets will check whether the employee met the eligibility 
conditions for inclusion in the process. If the employee is determined 
eligible, they may be missing if they are assigned to a supervisory 
organization for which you do not have security access; in that case, the 
Office of Budgets will help determine the best course of action to coordinate 
the change between the two departments. 

STEP 2: Input Salary Increases 
The next step in the process is to enter the increases for the employees assigned to you. 
Please coordinate with the supervisors in your area to compile the increases that they 
determined for their employees, then enter them into Workday.  

FY27 Salary Increase Input Timeline 
April 1st – SALX Leads will launch the Salary Raise Exercise 

April 1-30 – Coordinators input merit increases and additional adjustments in Workday 

April 30th – Deadline to submit/finalize increases in Workday 

Navigating Compensation Review Task 
Once the SALX Leads launch the process in Workday, you will receive a task in your 
Workday “My Tasks” page called “Compensation Review: 20(27) SALX Annual Increase 

https://scribehow.com/viewer/How_to_Move_Workers__xwHTWx3ASfiY0Ky9xQJMqA
https://colostate.sharepoint.com/sites/CSUHumanCapitalManagementSystem/SiteAssets/Forms/AllItems.aspx?id=%2Fsites%2FCSUHumanCapitalManagementSystem%2FSiteAssets%2FSitePages%2FJob%2DAids%2FRequest%2DCompensation%2DChange%2Epdf&parent=%2Fsites%2FCSUHumanCapitalManagementSystem%2FSiteAssets%2FSitePages%2FJob%2DAids&p=true&ga=1
mailto:salx_budget_office_helpdesk@colostate.edu
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Process for….”. You may receive more than one task in your inbox depending on the 
supervisory hierarchy in Workday.  

• Click on the task to begin the process; this will show summary information, 
aggregated to the top level of that supervisory organization hierarchy 

• Next, select “View Sub Orgs” at the bottom of the page or under the “Actions” drop 
down  

 

 

o On the next page, select “Propose Awards” under “Actions” to view and enter 
increases for a specific organization 
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o If the drop down has no option for “Propose Awards” but shows “View All 
Awards” instead, it is an organization that you have access to view based on 
the organizational hierarchy but do not have access to edit or assign awards; 
you can ignore these organizations as they will not be included in the salary 
control numbers provided to you by the Office of Budgets 

 

 

• If at any time during the process you need to find or review a specific employee, you 
can select “Search Employees” under “Actions”   

 
o Enter the employee’s name in the Search bar 
o Click on the box to the left of the employee’s name and select “Review” at 

the bottom of the screen 

Enter Merit Increases 

• Once you have selected “Propose Awards,” you will see a grid that shows each 
eligible employee, their current base pay, and fields to select the appropriate merit 
increases and any additional adjustments 
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• You can enter either the appropriate percentage increase under “Merit Increase %” 
or the appropriate increase amount under “Merit Amount” to apply the increase; 
either way, the other field will adjust accordingly 

 

• As you enter the increases, the salary amount under “Proposed Base Pay” will 
automatically adjust for the individual 

o You will be required to enter comments in the "Merit Notes” field in the 
following circumstances, otherwise Workday will not allow you to submit the 
final increases 

o If the increase is below 0.5% or above 10.0%, add a note explaining the 
reason for the percentage increase 

o If the increase is 0%, specify ‘A’, ‘B’, or ‘C’ flag as defined below and add a 
comment explaining the situation (e.g., ‘B - Performance Issues’); please 
refer to the SALX Guidelines for more detailed guidance on each of these 
situations 

• ‘A’ Zero Increase Flag: For future pay increase later than July 1, as 
determined by existing contract 

• ‘B’ Zero Increase Flag: Continuing employment but no salary increase 
due to performance related issues 

• ‘C’ Zero Increase Flag: No salary increase due to one of the following 
situations (include dates in the comments section) 

a. Individual is a new hire – not here long enough to evaluate 
performance and receive an increase  

b. Change in duties/title is pending   
c. Recent out-of-cycle salary increase  
d. No raise for reasons other than performance 

• Due to the FY27 budget constraints, senior leadership has decided that the salary 
control for an employee who is leaving the University prior to July 1, 2026 cannot be 
reallocated to other employees. You must apply the average merit increase of 3% for 
all employees who are resigning or terminating prior to July 1, 2026. 
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Enter Additional Adjustments 

• You can also enter any additional adjustments in the grid, either in the “Additional 
Adjustment %” field or the “Additional Adjustment Amount” field; as with the merit 
increases, the fields will adjust based on whichever field you enter 

o Any additional adjustment will require you to select a reason under 
“Additional Adjustment Reason” and a comment under “Additional 
Adjustment Notes” 

o When you click on the reason field – Pick “Request Compensation Change 
> Compensation review Additional Adjustment” and then pick your 
reason from the list.  

 
o Please Note: anyone receiving an additional adjustment must receive at 

least the University average merit increase; please refer to the SALX 
Guidelines for additional information on the review and approval process for 
adjustments 

• There is a rounding rule on the merit increase so if an error is showing 
that the merit increase is less than 3%, we recommend increasing 
the merit amount by $1 instead of updating the merit percentage 

 

 



SALX User Documentation 
 

Office of Budgets  8 

Resolve Warnings 

• Workday will show any issues with an employee’s increase in the “Warnings” 
column 

 

• Click on the number displayed by the red diamond to see the specific warnings for 
that employee’s submission; in the example below, an additional adjustment was 
populated without adding the required notes or ensuring that the merit increase was 
at least 3% 

 

STEP 3: Review the Increases 
Once you have entered all the increases for your assigned areas, you will complete a final 
review and approval before submitting the increases for review. 

FY27 Submission Timeline 
April 30th – Deadline to email signed summary report to the SALX Helpdesk - 
salx_budget_office_helpdesk@colostate.edu 

Check for Issues 

• Make sure there are no issues that need to be resolved by checking the summary 
page under the “Issues” column (if there are no issues you will not see this column) 
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• You can click on the “Critical” link for each organization with issues to drill into the 
specific records that are causing the issues 

• Resolve the issues before finalizing the Summary Report 

Run the Summary Report 
The summary report is both a tool for use throughout the process and for final review as 
well as the mechanism to get approval on the increases from the Dean or Vice President 
before submitting the increases. This report is the best way to check that the total amount 
awarded through merit increases is equal to or lower than the salary control number 
provided by the Office of Budgets in aggregate.  

• Search for “CSUS compensation review” in the search bar and select “CSUS 
Compensation Review Calculations – Employee Details” 

 

• In the pop-up screen under “Compensation Review Event,” select “In Progress,” then 
select the Compensation Review option for the appropriate fiscal year 
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• Next, select the highest-level supervisory organization that you are coordinating in 
the “Organizations” field 

o There will be options for both the department on its own and the department 
that includes the title and name of the person at the top of the organizational 
hierarchy; the report will only work if you select the option that includes the 
title and name 
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o Click “Include Subordinate Organizations” to ensure it pulls data for all 
eligible employees in that hierarchy 

• Once the report runs, validate the salary increases by employee in the report; you 
can export it to Excel to do checks and analysis 

 

o Make sure the total amount in the “Merit Target Amount” column is equal to 
or less than the salary control number provided by the Office of Budgets for 
the organization assigned to you for that college/division 

o If any increases appear incorrect or if the total allocated is higher than the 
salary control number, click back into the grid in the My Tasks page and fix 
the increases, then run the report again 

• Once you have verified that the increases in the report are correct, save it as a PDF 
file, add a signature line for your Dean/VP, and coordinate with them to review and 
sign the file 

• Submit the signed report to the SALX Help Desk by April 30th by sending it to 
salx_budget_office_helpdesk@colostate.edu 

STEP 4: Submit the Increases 
Once you have received final approval and sign off on the report, you can submit the 
increases in Workday 

• Select the “Submit Directs” button at the bottom of the screen if you are viewing the 
suborganizations 

 

• Alternatively, you can submit all of the increases for your area from the top summary 
page by clicking “Submit Directs” Under “Actions” 
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• The Workday hierarchies are complicated. For some users, the compensation 
review task will no longer appear in their task list after they submit the increases for 
their organizations, while others will still see the task if there are related pending 
actions in other organizations. If you have clicked the submit button, no further 
action is needed unless the Office of Budgets reaches out to you, even if it is still 
showing up in your task list.  
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