
Staff Compensation Review: Manager Submission Process
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Start
Meet with 

department/ 
division leaders to 
obtain approvals

Complete all pre-
processing actions 
(review step 9 of 
Process Guide for 

details)

End
Review form and 

emails HRBP missing 
information

Complete 
compensation 

request form and 
obtain signatures

Review form for 
completion and verifies 

all supporting 
documents are 

included. 

Submission 
Reviewed

Not Complete

Complete

HRBP will submit 
request to 

Compensation via 
ServiceNow ticket, 
copying manager

Review request, 
validate criticality level 

and inform Manager via 
ServiceNow ticket.

Conduct 
comprehensive 

analysis. 

Analysis 
outcomes are 

reviewed

Notify manager/
HRBP via the 

ServiceNow ticket

 Add analysis data to 
the Proposal for 

Compensation Advisory 
Team to review.   

Team members will review 
analysis and determine 

funding source (grant/soft 
funded, limited funded, 

etc.) 

Additional 
stakeholders will be 

identified and 
invited to Advisory 

Team meeting.

Meet and discusses 
all proposals 

submitted for 
quarterly review. 

Actions 
Determined Approved

receives notification of 
declined request with 

details regarding future 
review.

Work with manager/Bus 
Ops rep for MSS 

transactions submissions 
(changes that include 

position change) 

Provide employee 
letters for approved 

actions.
Not Approved

Initiate processing of 
changes and notifies 

all appropriate 
parties of actions 

HRMS Team 
processes Pay 
changes/Pay 

Grade updates 
ONLY

Budget Team 
will process 
any budget 

changes
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