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1. From the employee’s profie, click Actions. Hover over Comensation to access the drop-

down menu and click Request Compensation Change.  

   

 

2. The Request Compensation Change page displays. Enter the date the change should go into 

effect in the Effective Date field. Typically, the effective date should be at the beginning of a 

pay period. For that reason, you can click the Use Next Pay Period checkbox so the change 

goes in effect on the first day of the next pay period. Select the reason for the 

compensation change from the Reason field. The employee’s name will default in the 

Employee field when the change has been initiated from the employee’s profile. Click OK.  
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3. You can then make your compensation changes.   

Salary Based Compensation Change 

Start by reviewing the information in the Guidelines section of the page. “Salary Grade 

Profile” should be in the Grade Profile field.  
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Scroll down to the Salary section of the page. Edit the salary rate by clicking the Edit icon 

 . Enter the new salary amount in the Amount field. You can also edit via a percentage 

change or amount change. Make sure “Annual” is selected in the Frequency field. Once 

done with all edits, click the Save icon . 
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Once the salary compensation change has been saved, the Assignment Details will show 

the new salary amount as well as the old salary amount. It is also very important to 

remember to click Add and add or re-add any applicable Allowance (Auto), Bonus or Stock 

details that are new or were assigned to the employee prior to the salary change. When 

done, click Submit. 
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Hourly Based Compensation Changes 

Start by reviewing the information in the Guidelines section of the page. “Hourly Grade Profile” 

should be in the Grade Profile field. 

 

Scroll down to the Hourly section of the page. Edit the hourly rate by clicking the Edit icon  .  

Enter the new hourly amount in the Amount field. Make sure “Hourly” is selected in the Frequency 

field. The differential of the increase is reflected in the Amount Change and Percentage Change 

fields. Once done with all edits, click the Save icon .  
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Once the hourly compensation change has been saved, the Assignment Details will show the 

new hourly amount as well as the old hourly amount. It is also very important to remember to 

click Add and re-add the Vacation Rate for legacy Progressive employees if necessary. 

 

Select “Vacation Rate” in Compensation Plan field. The amount entered should be the same 

amount the employee is paid per hour and then select “Hourly” in the Frequency field. Once done 

with all edits, click the Save icon .  
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Incentive Based Compensation Changes 

Incentive pay compensation changes differ from other compensation changes because when 

the change is to take place the actual incentive is calculated at the site and applied on the 

effective date submitted. 

Click the Edit icon   in the Effective Date & Reason section of the page. Enter the effective 

date in the Effective Date field and the reason for the incentive compensation change in the 

Reason field. Click the Save icon .  

 

Review the information in the Guidelines section of the page. “Daily Grade Profile” should be in the 

Grade Profile field for an incentive-based compensation change. 
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Scroll down to the Hourly section of the page. Edit the hourly rate by clicking the Edit icon.  

Enter the new hourly amount in the Amount field. Make sure “Hourly” is selected in the 

Frequency field. The differential of the increase is reflected in the Amount Change and 

Percentage Change fields. Once done with all edits, click the Save icon.  

 

Because the Per Unit Amount does not change and remains at 0.01, no changes in the Unit 

Salary section are necessary. Click Submit. 
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Daily Rate Based Compensation Changes 

Start by reviewing the information in the Guidelines section of the page. “Daily Grade Profile” 

should be in the Grade Profile field.  

 

If the employee is a legacy Progressive employee, scroll down to the Hourly section of the page, 

edit the amount, make sure “Hourly” is selected in the Frequency field, and save the changes. 
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Next, scroll down to the Unit Salary section of the page and complete for both legacy 

Progressive and legacy Waste Connections employees. Make sure “Daily” is in the Frequency 

field and enter the new amount in the Per Unit Amount field and save the changes. Click 

Submit. 

 

4. Once compensation changes route for management approval, you can check the approval 

status from the employee’s profile. Click the Job tab and then click the Worker History  sub-

tab. Find the Compensation Change event under the Business Process column and click on 

it.  
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5. The View Event page displays allowing you to see the details and processes associated with 

the compensation change. Click the Process tab to review the status of the change and the 

responsible person. To review the remaining approval processes, click the Remaining 

Process button. 

 

 

6. Once all approvals are complete, it is recommended that managers review the employee’s 

Allowance, Bonus or Stock details to assure that all are in order. If not, reach out to the 

payroll department to reinstate any that may not have updated with the compensation 

change. If the compsensation change dates back to 2016 please contact your payroll 

analyst to make sure the retro pay is calculated correctly.  

 

 

 


