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Populate Annual Increment Date


Agencies populate Annual Increment Date field as part of the Hire & Maintain Workforce business processes


Agencies should intentionally set the annual increment date outside the range of the annual increment dates being processed for the following employees:


Employees in their initial Working Test Period


Employees with an unsatisfactory review rating








Central DAS initiates program


Central DAS initiates Mass Step Increase program in “Report and Process Increases” mode





Communication


Agencies perform necessary actions across Human Resources and Payroll. For example, the anniversary date may need to be corrected for an employee prior to executing in “Report and Process Increases” mode











Agencies review reports


Annual Step Increase Report – Contains all employees that will receive a step increase


Annual Step Increase Exception Report – Contains information about employees that have not been processed





Job rows are inserted


The new step increase job rows are inserted to the employee’s job and compensation record with the updated Annual Increment date.  In addition, the Last Increase date on the Employment record is updated with the new job effective date specified on the run control page. 





Start





Central DAS initiates program


Central DAS initiates Mass Step Increase program in “Report Only” mode








Communication


Agencies perform necessary actions across HR and Payroll. For example, payroll may need to be notified of the required online checks after processing in “Report and Process Increases” mode.





End
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