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Request Compensation Change 
1. From the Workday homepage - in Search Bar type in Employee’s name 

and go to their profile page. 
 

 
 
 
 
 
 
 
 
 

Overview: 
This job aid provides step-by-step guidance on how to create incentive-based 
compensation changes.  

This job aid covers the following: 

• Request Compensation Change 
• Calculate Hourly Amount 
• Upload supporting documentation 
• Review and submit 
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2. Select Actions → Compensation → Request Compensation Change 
 

 
 

3. Enter the required information for Effective Date and Reason:  
• Click the calendar and select the Effective Date of Change  

(you cannot select a past date, select the actual future effective date, 
or click the box for “use the next pay period”) 

• Select Employee Name 
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• Select Request Compensation Change > Allowance Plan Change  

 

 
• Fill in Reason  

o Select Allowance Plan Change > Adding Allowance Plan – 
Incentive 

 

o Select All Compensation Plans  
o Click on all appropriate incentives 
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Calculate hourly amount  

1. Confirm current grade and step 

 

 

2. Determine the percentage for the increase (5%, 10%, etc.) from the 
supporting documents. 

3. Review pay plan for current grade and step with increase and determine 
the incentive dollar amount.   
• Example: Grade 16 step K $28.88 with incentive of 10% would be four 

steps on pay plan; Grade 16 step O $31.87.  Subtract $28.88 from 
$31.87 and this amount equals the total dollar incentive to be keyed in 
= $2.99 in this example.  
(IMPORTANT: Calculating incentive without using pay plan could result 
in a different amount from the MCPB). 
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Upload supporting documentation 
1. Attach appropriate supporting files  

• Acceptable files include: Approval letter or Email of Approval. 

 

 

 

Review and Submit 
1. Review all information on this page and hit submit? 
2. To Verify change, go to the employee’s profile page and click 

compensation 
3. Click Pay change history and click on the resent compensation task.  
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