Employee Incentive Job Aid
Audience: Dept. HR Partners

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

Request Compensation Change
1. From the Workday homepage - in Search Bar type in Employee’s name
and go to their profile page.

@ Q Search

Good Morning, JUAN RODRIGUEZ

Awaiting Your Action

Assign Roles for TRAINING SPECIALIST effective 07/21/2025
E My Tasks - 16 hour(s) age
DUE 07/23/2025
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2. Select Actions — Compensation — Request Compensation Change

((Actions ) ©C001 County Cc

Actions Worker
Frequently Used

View Worker History

Start Job Change

View Worker History by.

9 Request Compensation...

Benefits
Business Asset

B Business Process

Calendar
Compensation
Job Change

Manage Work

L Organization

Payment

View Estimated Compensation fc

Payroll

View Reimbursable Allowance Pl

Payroll Interface

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

Request Compensation Change X

Effective Date *

88/02/2025 [0

Employee * | [search
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¢ Select Request Compensation Change > Allowance Plan Change

Compensation

Effective Date * a v

Request Compensation Change >

Allowance Plan Change

Request Compensation Change > 5
Base Salary Change

Request Compensation Change > N
Conversion

Request Compensation Change » 5
Variable Compensation Change

Search =

> Details

e Fillin Reason
o Select Allowance Plan Change > Adding Allowance Plan -
Incentive

Reason #

Search

& Request Compensation Change
> Allowance Plan Change

. Allowance Plan Change > Adding
Allowance Plan - Incentive

(T Allowance Plan Change > Adding
L/
~ Allowance Plan - K9

™ Allowance Plan Change > Adding
~ Allowance Plan - SWAT

(™) Allowance Plan Change > Editing
(W,
~ Allowance Plan

(T Allowance Plan Change > Removing
L
~  Allowance Plan

o Select All Compensation Plans
o Click on all appropriate incentives

& All Compensation Plans

. Additional Education Incentive

Auto Allowance

(_) Education Incentive

() Employee Development

Incentive
'f:)' Expense Allowance
() FTO Pay
() Ko Pay
'f:J' Special Response Team

SWAT Pay

Search
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Calculate hourly amount

1.

Confirm current grade and step

Compensation Plan A Vv

Additional Education
Incentive

Frequency *

® Hourly (-

»  Additional Details

Determine the percentage for the increase (5%, 10%, efc.) from the

supporting documents.

Review pay plan for current grade and step with increase and determine

the incentive dollar amount.

e 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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Compensation Plan Qv

Additional Education — =
Incentive pe

> Additional Details

Upload supporting documentation
1. Attach appropriate supporting files
e Acceptable files include: Approval letter or Email of Approval.

Drop files here

Select files

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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ot

_ B e

HUMAN RESOURCES ASSISTANT

Actions

Pay Change History o items

= = )

Effective Date Compensation Action Reason

09/28/2024 #d-hac Compensation Change Request Compensation Change » Base Salary Change »
Updating Salary/Hourly Amount

09/28/2024 Ad-hoc Compensation Change Request Compensation Change > Base Salary Change >
Job Updating Salary/Hourly Amount
Compensation 03/30/2024 Lateral Move Compensation Change Lateral Move > Job Change > Job Change
Benefits

10/14/2023 Ad-hoc Compensation Change Request Compensation Change > Base Salary Change >

Lindating Salacy/Houdy Amaint

Totals 1item G HETkE.S

Total Salary & Allowances Total Base Pay| Currency Frequency

28.88 27.48) USD Hourly

Compensation

Compensation Package _ Mobile County

Grade Grade 15
Step K-27.48USD

Total Base Pay Range 20.44 - 20.44 USD Hourly

Company MCC Mobile County Commission

Plan Assignments 2 items =f
Effective Date Plan Type Compensation Plan Assignment
10/15/2022 Hourly Hourly Plan 27.48 USD Hourly

07/22/2023 Allowance Employee Development Incentive 1.40 USD Hourly: Individual Target
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