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As a leader of other managers your Merit re... 8Steps (§

Reminders:
- Watch the 2025 Merit Leader Presentation before starting this process.
- If you have Direct Reports in Workday you MUST complete this process
- Ensure all of your direct reports are included in your list as expected. If you are miss-
o ing employees please contact Alex Brandenburg at Alexus.Brandenburg@maryfree-
bed.com.
- Manager merit submissions are due by 6/6/2025
- Performance and Merit conversations are to be had by 7/16/2025
- Statements will be available to employees in their Workday profile by 6/29/2025

STEP 1

Navigate to the Workday Task titled "Compensation Review: 2025 April Hosp
Fiscal Merit Planning for..."

Hello There It's Thursday, May 1, 2025
Awaiting Your Action Announcements
Welcor
a Schedule More Interviews: Abbi Rubbelke - JB100615 Staffing Coordinator (C108584) . you hay
My Tasks - 3 day(s) ago ﬂ:l;J

Compensation Review: 2025 April Hosp Fiscal Merit Planning for Nursing Admin_6100.1
@ (Robin VanderVeen)

My Tasks - 3 day(s) ago

Important Dates
Manager Review: Brandy Vander Pol - JB100666 Unit Secretary (C108745)

e My Tasks - & day(s) ago
DUE 04/27/2025

MAY Time Off
Anna McCarty, Jaysin Ellict - Ut

@ Go to My Tasks (74)

MAY Time Off
Ethan Pous - Umtil May 7, 2025

MAY Anniversary

Team Highlights 6  Christian Nguyen- 6 years

MAY Anniversary
(-3 Amy_Sharp i S .
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https://impl.wd12.myworkday.com/maryfreebed/d/home.htmld
mailto:Alexus.Brandenburg@maryfreebed.com
mailto:Alexus.Brandenburg@maryfreebed.com
https://impl.wd12.myworkday.com/maryfreebed/d/home.htmld

STEP 2

From the task overview, you can view your...

Overall Budget and Spend
Additional Adjustments that were made by you or other leaders in you downline

By clicking 'Sub Orgs' Icon we can take a deeper dive into the leaders that report to you.

a
Onbehalf of: Rabin VanderVeen

= menu

@ Allltems

(2 saved Searches

@

Filters.

Archive

[ Bulkapprove

8, Manage Delegations

@ My Tasks

All Items
Q  Search: Al items

98 Advanced Search

Q search

N

-
w225 Yy l

Review: 2025 April  04/27/2025 ¢

Compensation
Hosp Fiscal Merit Planning for
Nursing Admin_6100.1 (Robin
Vanderveen)

Effective: 07/01/2025

’

P Lo

Organization Summary: Compensation Review: 2025 April Hosp Fiscal Merit Planning 8 =

Overall Budget and Spend

Merit

uso
437,668.34
of 437.728.17

Additional Adjustment
uso

0.00
S50f Pool Sumemary 1 e AEzmo.. =6
5
Organzaion s orgs view propase St w
Q v Awaiting Action

€)oo @
) o vanrveen

<

Run Custom Validations )
- 7

N

a
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STEP 3

The Sub Org View or Organization Summary gives you view into who has

submitted how many positions are included in the org and the percentage of

additional adjustments. Click Actions to take action on a specific org.

Organization Summary: compensation Review: 2025 April Hosp Fiscal Merit Planning

Overall Budget and Spend

Merit

uso
437,668.34
of 437,748.17

% of Pool Summary 7 iters

Additional Adjustment
uso

0.00
of 000

Return to Top Level

Run Custom Validations

Status Positions
ing Action 2 A
mitied
miried 5
Submitied 04 | &
mirted
minied
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https://impl.wd12.myworkday.com/maryfreebed/d/inst/16967!CMeEARoRCgYIAxC_4wISBwoFCKJ6EF8aCgoGCAMQ2uwCEgAaEQoGCAMQ7_QDEgcKBQiiehBf*mqDuJapRvPM~/rel-task/2997$9923.htmld

STEP 4

The actions drop down menu allows you to view employees by that sup org or
search for individual employees.

":]?[]Uuﬁ |_-| @

A
Merit Additional Adjustment  Actions

0.00% ( Actions )

8%

Search Employees
9% 0.00% View All Employees

0.00% ( Actions ¥ )

1%

STEP 5

From this view you can review the individual employees and make adjustments
if needed. See breakdown of fields below.

Employee Details: this will include the employees name, job profile, and sup org.
Manager: Lists the employee's direct upline for the position in review.

Performance Rating: Lists the post-calibrated performance score which is driving the
merit adjustment.

Current Base Pay: Lists the employees current base rate in hourly or annual dollars depen-
dent on their type of pay.

Frequency: Lists whether the employee is hourly or salaried (annual)

Target %: Lists the target % for merit increase based on performance and any applicable
prorations

Merit Increase %: Editable field for the merit increase NOTE: Managers are only able to
adjust merit +/-.25%; generally adjustments should not need to be made. You will receive
an error if you adjust more than .25%

Merit Increase $: Editable field for the merit increase in dollars/cents. As you adjust dollar
amounts, other fields will adjust accordingly. NOTE: Managers are only able to adjust merit
+/-.25%; generally adjustments should not need to be made. You will receive an error if
you adjust more than .25%

Merit New Pay: Employee’s rate of pay after Merit adjustment
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Market adj% & Market adj$: this will house any market adjustment data if applicable for
your group.

Final Rate: Employees final rate inclusive of merit and applicable market adjustments.
Comments: you are welcome to leave comments, these will be visible by your uplines and
HR, but not to employees.

Summary Box: as you click through employees, the summary box shows a basic employee
data such as FTE and Hire date.

HAETS

|§

ppppp
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STEP 6

IMPORTANT: If you adjust more than .25% you will get a validation error. Please

contact Alex Brandenburg if you believe an adjustment beyond this amount
needs to be made.

-

Details ~ Manager - Performance Rating Current Base

Robin @ High Solid Performer (3) 17

VanderVeen

Robin High Solid Performer (3) 17
VanderVeen
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https://impl.wd12.myworkday.com/maryfreebed/d/inst/16520!CIiBARoRCgYIAxC94wISBwoFCKJ6EF8aEQoGCAMQvuMCEgcKBQiiehBfGgoKBggDENrsAhIAGhEKBggDEO-kAxIHCgUIonoQXw~~*PWPZZ7B0lOU~/rel-task/2997$10857.htmld

STEP 7

Error Example:

Them =amE= @]
Employee. Severity Validations Message
Critical Manager cannot acjust planned mert % by - Manager cannot adjust planned mefit % by ase$  MeritNewPay  MarketAdi%  MarketA: .
more/less than 0.25% more/less than 0.25%
4 » 080 | 760 | 000y | ors| | 08162021
% FTE

| ursing Adrrin_8100.1
(Robin VandeVeen) Parttime - 0%
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STEP 8

You can also export this list to excel by clicking the excel icon in the top right

corner. However, submission and edits must still be made in Workday.

Rehire Date

W 08/16/2021

Last Base Pay Inc

0.0% - $17.00 - &
Conversion

Hire Date

08/16/2021

FTE

Part time - 0%
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STEP 9

You may also run a number of reports based on the subordinate organization
you have selected, or your own sup org.

Employees Affected by Parallel Events

Mer
Employees Needing Re-Evaluation

Employees Pending Organization Change

Employees Removed from Compensation Review * Performance Rating Current Base Pay Adj % Market A
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STEP 10

When you are ready to submit or review other orgs click 'continue’

Continue.

STEP 11

Navigate to other orgs to review or 'return to top level' for final submission.

ﬂ, Nursing Admin_6100.3 (Mattie Rice) / Submitted

| Nursing Admin_6100.4 (Kendall Lisenbee) 4 Submitted
[ 3 Nursing Admin_6100.5 (Timothy Johnson) / Submitted
‘ﬁ, Nursing Education_6105.1 (Anna McCarty) d Submitted

( Run Custom Validations )
Return to Top Level
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https://impl.wd12.myworkday.com/maryfreebed/d/inst/16520!CIiBARoRCgYIAxC94wISBwoFCKJ6EF8aEQoGCAMQvuMCEgcKBQiiehBfGgoKBggDENrsAhIAGhEKBggDEO-kAxIHCgUIonoQXw~~*PWPZZ7B0lOU~/rel-task/2997$10309.htmld

STEP 12

When you are ready to complete, click 'submit'.

k Run Custom Validations )

( Search Employees )

STEP 13

Enter any necessary comments and click on 'Submit' again.

With this. action you are submitting your own and all of the organizations in your hierarchy.
You willno longer be able to edit any proposals

Comment [My downlines and subordinate downlines are complete.| J
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STEP 14

Click on Done or navigate away from this page.
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STEP 15

You will see your overall status as 'Submitted' if you and all your downlines
have completed merit review.

a
Onbehalf of: Rabin VanderVeen

= menu Q search Jﬁ é GO

Organization Summary: Compensation Review: 2025 April Hosp Fiscal Merit Planning (= LE T

Overall Budget and Spend

Merit Additional Adjustment
uso 0% usp

437,668.34 0.00

of 43774817 of 000

% of Pool Summary 1 tem HEHTkEO.S E
a
o . - R RN v, PO
Nursir 100.1 (Robin & Q Submitted an 79.98% noo%
Y Vancerve

Run Custom Validations

Search Employees
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STEP 16

To view submitted data navigate to your workday inbox and click archive form
the task menu.

| All Items
4%  Advanced Search Abbi Rubbe
(2 saved Searches v
£ Filters v
Archive

[.?y Bulk Approve

£, Manage Delegations
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https://impl.wd12.myworkday.com/maryfreebed/d/task/2998$44084.htmld?refresh=true&ref=%2Fmaryfreebed%2Finst%2F16967%21CMeEARoRCgYIAxC_4wISBwoFCKJ6EF8aCgoGCAMQ2uwCEgAaEQoGCAMQ7_QDEgcKBQiiehBf*mqDuJapRvPM%7E%2Frel-task%2F2997%249924.htmld

STEP 17

Search for or click on "Compensation Review 2025.." and click "More Details"

T
=wo B Q search fPP0
%

() MyTasks - Archive fr— o1 o5012025- Subined

Q  search: Archive t View Participant Detail Event FH =
[[]  Allltems
e Compensation Review: 2025 April Hosp Fiscal Merit Planning for Nursing Admin_6100.1 (Rabin
W Advanced Search VanderVeen)

From Last 0 Days

(5} Saved Searches ~
= For Nursing Admin_6100.1 (Robin Vanderveen)
Compensation Review: 2025 AprilHosp 042772025 | g
Fiscal Merit Planning for Nursing Participant State  Submitted
£ Filters ~ Admin_6100.1 (Rebin VanderVeen)
Overall Process  Compensation Review: 2025 April Hosp Fiscal Merit Planning
05/01/2025 - Submiitted
Overall Status  In Progress.
[El  Archive

Details  Process

[7  Bulkapprove Continue o see mare details.

&, Manage Delegations )
More Details
. )

STEP 18

From here you can navigate through merit data as you did when it was 'live’

On behatt of: Robin VanderVeen

=wew [ Q search P Lo

Organization Summary: compensation Review: 2025 April Hosp Fiscal Merit Planning G LT

Overall Budget and Spend

Merit Additional Adjustment
uso 0% uso

437,668.34 0.00

of 43774817 of 000

% of P Summary 1 e AB=do. B
Organization Sub Orgs. View. Status. Positions. Merit Additional Adjustment  Actions
@ Nursing Adiin_6100.1 (b A @ Saatd o e Lo
VanderVeen)

Run Custom Validations

( searchemployees )
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