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Login to Workday 18 Steps

STEP 1

Click for the worker
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https://impl.wd12.myworkday.com/maryfreebed2/d/inst/autocompletesearch/247$2677.htmld?refresh=true&ref=%2Fmaryfreebed2%2Ftask%2F2998%2444084.htmld#TABTASKID=2998%2431865
https://impl.wd12.myworkday.com/maryfreebed2/d/inst/autocompletesearch/247$2677.htmld?refresh=true&ref=%2Fmaryfreebed2%2Ftask%2F2998%2444084.htmld#TABTASKID=2998%2431865


STEP 2

Select the worker object. 

STEP 3

Click on Actions
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STEP 4

Hover on Compensation > Click on Request Compensation Change
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STEP 5

Select the appropriate effective date for compensation change

Note: you can future date, current date, or post date effective. Workday is smart enough to 
make mid pay period changes.
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https://impl.wd12.myworkday.com/maryfreebed2/d/inst/247$2677/rel-task/2997$237.htmld


STEP 6

Click on OK
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STEP 7

Click on Reason and select the appropriate reason. 

For off cycle increases you'll typically select 'Market Adjustment'
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STEP 8

Note the guidelines will show us the compensation range for the assigned job
 profile. 
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STEP 9

Click on Edit for the appropriate comp package. 
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STEP 10

Enter the new Compensation dollar amount for hourly, for salary changes you
 need to enter the annualized amount prorated for FTE (if applicable) under
 the Salary section instead of Hourly. 
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STEP 11

Note the amount change and percent change automatically calculate. 
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STEP 12

All off cycle compensation increases require leadership approval. Please
 attach that approval to the request. 

Note an error will populate if you do not upload an attachment.
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STEP 13

Click on Select files to upload your approval document. 

STEP 14

Enter a description of the document uploaded. 
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STEP 15

Select 'Other Documents' as the 'Category'

STEP 16

Review your work and Click on Submit
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STEP 17

Click on Submit
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STEP 18

Click on You have submitted and the process now sits with the Compensation 
Partner for review and approval.  Once Compensation Partner approves the 
process is complete. 

# Checking on pending Compensation Requests. 5 Steps
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https://impl.wd12.myworkday.com/maryfreebed2/d/inst/1$247/247$2677.htmld?refresh=true&ref=%2Fmaryfreebed2%2Finst%2F1%24247%2F247%242677%2Ehtmld#TABTASKID=2998%2431865


STEP 19

Click on View Details on the pop that appears after you click submit. 

If you 'lose' the pop up navigate to the worker profile click "Actions" > hover over worker history 
> click view worker history by category
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STEP 20

Click on Details and Process

STEP 21

Click on Process
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https://impl.wd12.myworkday.com/maryfreebed2/d/inst/1$247/247$2677.htmld?refresh=true&ref=%2Fmaryfreebed2%2Finst%2F1%24247%2F247%242677%2Ehtmld


STEP 22

Click on Alexus Brandenburg (Compensation Partner)

STEP 23

Click on Remaining Process to view upcoming process steps. 
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