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To run a Merit Summary Report click the following menu items:

Go ( Process Financial Information ( GT Financial Planning
Report ( Merit Summary ( Add or Update/Display
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Enter report criteria:
Use any combination of report criteria.

· Budget Period – Type the appropriate budge period.  
· This is not a required field, but it is a good practice to always enter a Budget Period to avoid tons of pages from being sent to your printer.
· Campus – Type or select the appropriate campus if you wish to run a report at a level higher than home department.

· School – Type or select a relevant school within the campus to filter the output at this level.

· Division – Type or select a relevant division within the school to filter at this level.

· Department – Type or select a relevant department within the division to filter at this level.

· Home Department – Type the desired home department.
· This is not a required field.  If you leave this field blank your report will display all departments you are authorized to view.
· HR Generalist – Type the ID for an HR Generalist.  Each HR Generalist is responsible for specific departments.  Use this parameter to view all departments associated with an HR Generalist.  (ex. Lori Varma would run for her areas)

· Employee Class check boxes – check the Employee Class boxes in any combination to expand or narrow your report output. 
· Ignore Staff Without Raises check box – Checking this box allows you exclude people who did not receive raises from the report output.
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NONRX
 NORX

TOTAL
DEPTID
DEPT NAME
ACCOUNT

FTE
BASE SALARY
RX RAISES
RX PCT

RAISES
  PCT  

 PCT 

OTHER AMT
BONUSES
0000
Administration
00000

7.00
1,500,000.00
    0.00
0.00%

0.00
0.00%

0.00%

0.00

0.00




00001

6.00
   33,000.00
    0.00
0.00%

0.00
0.00%

0.00%

0.00

0.00




00002

5.00
  160,000.00
    0.00
0.00%

0.00
0.00%

0.00%

0.00

0.00




00003

9.00
  423,257.40
8,148.21
1.93%
    4,984.41
1.17%

3.10%

0.00

0.00




00004

3.00
    2,000.00
    0.00
0.00%

0.00
0.00%

0.00%

0.00

0.00
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-------

----
-------

------

----------
--------

Total Deptid 
0000

30.00
2,118,257.40
8,148.21
1.93%
    4,984.41
1.17%

3.10%

0.00

0.00
FTE - 


Full Time Equivalent





BASE SALARY – Shows the total base salary by account code.





RX RAISES- Shows the dollar amount of the RX raise.





RX PCT- Shows the % of base salary that makes up the RX Raises.





This means 8,148.21 is 1.93% of 423,257.40.





NONRX RAISES- Shows all other raises. 





NORX PCT- Shows the % of base salary that makes up the Non RX Raises.





This means 4,984.41 is 1.17% of 423,257.40.





TOTAL PCT – Shows the RX Percentage + The No RX Percentage.





OTHER AMT- Shows all other amounts. 





BONUSES- Shows bonus amounts. 





Note: the merit summary report data may only be viewed from the desktop if the user has an application such as SwiftView.  If SwiftView is not available the user must send the reports directly to the printer.
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