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To access Compease, you will log in to your Performance Pro account. On the top right-hand side, you
will see a group of icons. Click the Compease icon and it will take you to the site.

\-Ilﬁ! o A

To access your Employee Data for direct reports and downline reporting structure, go to Employee
Master>Employee Maintenane.

Please note you will only have READ ONLY access to this information.

Read Cnly
Pay Range

Job Grade: 0 Fay Rate: 3765351 Compa Ratio: #5.1700

Range Min: 521.4500 Mid Polnt $26.5170 Range Max $32 1800

Employes info
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Merit Increase Planning

You will be able to view, make comments and merit adjustments for your direct reports and downline
reporting structure.

Choose Merit Increase Planning on your tool bar.

r

aliia

Archived Employee

F Job Reports

El Employee Reports

W Merit Increase Planning
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Select Merit Model >Select Model> Choose Merit Increase Effective Year. Click on the Merit

Plan description to enter the Merit Plan.

Range Yoar : 2024

Role: Supervisor

Merit Model Year: 2022 Version: 1 Description: Merit Plan

Select Merit Increase Model
F - - 1
ncrease Effective Year:”
VERSION = DESCRIFTION

Merit Fan

The Matrix will populate, and you will be able to view the Additional Discretionary % should this be
necessary.

Merit Model Year: 2023 Version: 1 Description: 2023 Merit Increase

View Matrix
Compa Ratlo Range
1 2 3 4 3
Performance Level 000% v 91.00% 9101% " 97 00% a7 01% » 103,00%: 103 01% . 169 00% 109 0% » 299 09
High Performer
Valusd Parformer 7E%, 3 75 3 75e 5 TEu,

Contributar

Needs Improvement

Unacceplable 0.00% 2,00 0.00%

Choose Calculate Increase > View Employees. Check box to view hourly employees with an hourly pay
rate.

Role: | Supervisor

Calculate Merit Increase Year: 2022 Version: 65 Description: merit test

overall Total Employees  Budget Total Used  Balance My Overall Total Employees  Budget Totalused  Balance
summary: 15 $10.000.00 $5.369.73 $4,630.21 Summary: 15 $10,000.00 $5.369.79 $4530.21

EMPLOYEE PAY MERIT MERIT NEW NEW LUMP Lump NEW PAY NEW SPVR

NAME PL RATE R % s % $ SUM % SuM's RATE R CMNT RESET




You will see your reporting structure but will only have access to adjust your direct reports until the
downline Supervisors have made their merit recommendations and clicked Finished. Once the downline
Supervisor has clicked Finish, the employee information will open for the upline Supervisor to view the
suggested merit, make additional adjustments and comments, or leave as is.

Calculate Merit Increase Year: 2022 Version: 65 Description: merit test

View Pay Rate as Hourly [ View: | s
Q
overall Toth | Used Balance My Overall Total Employees Budget Total Used Balance
summary: = | E | - - $4,63021 Summary: 15 $10,000.00 $5.369.79 $4630.21
| |y care Begerss
EMPLOYEE PAY MERIT MERIT NEW NEW LUMP LUMP NEW PAY NEW SPVR
NAME PL RATE R % 5 % 5 SUM % SUM S RATE R CMNT RESET
© Bishop. Kyle 5 STSARALES 114.50% 1,50 $5.559036 SLIETO% 14537211 A3 SEAT1AZ SITLVIAS] 125.00% =] a2
$17.50 3 $0.68 $ 0B.15
O Candle, Holden 0 L180 11165 $0.63 0100
©  Lighting, Mack 2 $19.05 94.93% 4.25% $0.81 0.00% $0.00 $19.86
© Peach, Georgla 3 $25.05 103:74% 2.50% $0.00 $26.71 106,33

The employee record can be opened by clicking the + icon next to the employee’s name. Click the x to
collapse the employee record.

Calculate Merit Increase Year: 2022 Version: 65 Description: merit test

View Pay Rate as Howrly |4 View:  a)

overall Total Employees Budget Total Used Balance My overall Total Employees Budget Taotal Used Balance
Summary: 15 $10,000.00 $5369.79 $4.630.21 Summary: 15 $10.000.00 $5.369.79 $4.630.21
EMPLOYEE PAY MERIT MERIT NEW NEW LUMP LUMP NEW PAY NEW SPVR
NAME PL RATE CR L 5 % 5 SUM % SUM § RATE R CMNT RESET
& Bishop. Kybe 5 $158.561.69 174.50% 5.50 $5.550.34 2.1670% $1a83man 1.33% ¥6.8571.52 LRRENRL- A
$17.50 3 0. 3 1
E Candie. Holden tl 2.0 $0.00 1870 £ 2

If appropriate, to make an adjustment to the employee’s merit increase, enter a new percent or a new
dollar amount in the appropriate field.

Calculate Merit Increase Year: 2022 Versiorc 65 Description: merit test

View Pay Rate o Hourly [+ Wiew:

overall Total Employees Budget Total Used Balance My Overall Tatal Emplayees Budger Total Used Balance
Summary: 15 $10.000.00 §5,369.79 46300 Summary: 15 $10.,000.00 $5369.79 5463021
EMPLOYEE PAY MERIT MERIT LUMP LUMP NEW PAY NEW SPVR
NAME PL RATE R % H SUM % SUM § RATE R CMNT RESET
© Bishop. Kyle 5 $158.581.69
o R $17.50 108155 N 066 s, 5 1750 1B8AS
© Candie, Holden 5 $1807 11 .69% 350 S0.63 o $0.00 $1B70 115.60% o 9
©  Ughting. Mack 2 $19.05 24.53% 425% $0.81 0.00% $0.00 §19.85 9897w

H PERFORMANCE 5
SOLUTIONS




Merit Planning will track the amount of funds a supervisor has used. The system will not allow you to go
over the additional discretionary percent assigned on the matrix. If a budget was set, the plan will not
allow you to exceed your total budget.

Calculate Merit Increase Year: 2022 Version: 65 Description: merit test

View Pay Rateas Hourly  [wf View:  aj

overall Total Emplayees  Budget TotalUsed  Balance My Overall Total Employees  Budget TotalUsed  Balance
summary: 15 $10.000.00 $5.369.70 463021 Summary: 15 $10,000.00 536879 3463021

EMPLOYEE PAY Error: LuMP LUMP NEW PAY NEW SPVR

NAME PL RATE R SUM % SUMS RATE R CMNT RESET

Your percent increase of 15.0000% for Candle, Holden

5 $158.581.69 1144 1 4338 S6ETIAY $17311897 125.00% o o
exceeded the matrix limit of 13.5000%. Please try again.

4 51750 ey n.00% $0.00 $17.50 108.15% - =

s 1807 111.69% 1EDW 3063 WA L 31870 11560 (=] Lo

To make a comment about your employee, click on the comment icon in the SPVR CMNT column. A
window will populate for your comment.

Calculate Merit Increase Year: 2022 Version: 65 Description: merit test |

View Pay Rate as Hourly [ View: | an

overall Total Employess Budget Total Used Balance My Overall Total Employees  Budget Total Used  Balance
summary: 15 $10.000.00 $5369.79 $4.530.21 Summary: 15 310,000.00 $5.365.73 3463021
EMPLOYEE PAY Write your comment LuMp LUMP NEWPAY  NEW sevR
NAME PL RATE (<] SUM % SUMS RATE (<] CMNT RESET
M ) Outstanding employes o _ D
© Bishop, Kyle 5 SISESE1EF 1145 23 $6,871.32 SI7AVES  125.00% o
© - A, Sl f 4 $17.50 1081 “ 0.00% $0.00 $17.50 108.15% b
© Candie. Holden 5 ERLEE 111.69% S50 $063 WA NiA $1B70 11560% (a] =5

The comment icon is now blue. Click on icon to review or edit your comment.

Calculate Merit Increase Year: 2022 Version: 65 Description: merit test

View Pay Rate as Hourly  [»f view: &l
Dverall Tatal Employess Budger Total Used Balance My Qverall Total Employees Budget Total Used Balance
Summary: 15 $10,000,00 $5.369.78 $4,630.21 Summary: 15 $10,000.00 $5.360.79 $4.630.21
EMPLOYEE PAY MERIT MERIT NEW NEW LUMP LUMP NEW PAY NEW SPVR
NAME PL RATE CR » $ L) 3 SUM % suMs RATE R CMNT RESET
@ Bishep, Kyle 5 $156,581,69 14,50% 350 $5.550.36 SAETO% $14,537.211 4,33 $6.871.32 517

© Candle, Holden & $1807 111690 3.50% $0.63 MIA MiA $1870 115.E0¢ E 51
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When you have made all edits to all your employees or if your employees are all set, click FINISH. Once
you have clicked Finish, you will still be able to view your plan, but the plan will be locked from making
any further changes. If changes need to be made after, please contact your Company Administrator.

Calculate Merit Increase Year: 2022 Version: 65 Description: merit test
View Pay Rate a5 Hourly [ View: My Direct Renart 4
Overall Total Employees Budget Total Used Balance My Direct Total Employess Budget Total Used Balance
summary: 5 $10,000.0 $5.36 $46302 Repart Summary: 2 $10,000.00 $5,363.79 $4.630.2
EMPLOYEE PAY MERIT MERIT NEW NEW LumMP LUMP NEW PAY NEW SPVR
NAME PL RATE R % s % 3 SUM % SUM S RATE R CMNT RESET
Bishop, Kyle - $15 £ 4 5 9.1670% $14537.2
Space. Cindy 359 4964 21 ! 5 10.0000% 8,945 5430

You will have access to Merit Reports for your direct report and/or reporting structure, before and after
the Merit Planning has been marked as Finished. Reports available are:

e Merit Plan Report

e Employee Pay Change Notification
e Employee Base Salary Statement
e Supervisor Report

w

Emplo
Statement

Supervisor Report
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