
- Confirm balancing activities
- Error Checks
- Communicate error correction 
  to UW CAT Divisional Admin 
- Confirm adherence to Pay Plan 
   guidelines

- Perform Central CAT Admin 
   Balancing Activities
- Communicate any issues to 
  institutions
- Make changes based on 
  issues found

- Review upload log to ensure all IPS and AAP rows 
   loaded 
- Run CAT error reports
- Monitor Div/Dept. targets and allocations
- Confirm adherence to pay plan guidelines
- Monitor New Hires, Terminations, Position change
- Monitor Sabbatical, LOA
- Run expected job end date report

- Run BSUM & Budget Summary reports
- Confirm Planning Allocations to budget reports
- Confirm FTE Targets
- Confirm Fund Targets
- Confirm Major Class
- Confirm Program Code
- Confirm Permanent/Grad FTE Targets

In
st

it
u

ti
o

n
al

 C
en

tr
al

 
C

A
T 

A
d

m
in

.
D

ep
ar

tm
en

ta
l 

A
d

m
in

D
iv

is
io

n
al

 C
A

T 
A

d
m

in
H

R
 (

C
en

tr
al

 a
n

d
 

D
iv

is
io

n
al

)
Le

ad
er

sh
ip

U
W

 S
ys

te
m

 C
A

T 
A

d
m

in

Run the CAT- 
Initialization Report 
(IR) based on load 

criteria

Copy-paste data 
from the IR into the 

Institutional 
Planning 

Spreadsheet (IPS) 
or spreadsheets

Upload IPS(s) to 
CAT for all Divisions 
using “Add to CAT” 

run control

1.0 Main Compensation Administration Business Process (All Staff) – Compensation Administration Tool

Review completed 
IPS for errors

Monitor, edit, and 
clean up CAT Data 

Determine load 
criteria (budgeted 

population)

Provide input on 
Merit adjustments 

for eligible staff 
(University Staff & 

LI/AS/FA)

Distributes IPS to 
Divisional Users

Notify Instit. 
Central CAT Admin 

that balancing is 
complete

Determine total 
budget and total 

allocated for merit

Update IPS  by 
entering Funding 

Changes

Provide input on 
Merit adjustments 

for eligible staff 
(University Staff & 

FA/LI/AS)

Update Additional 
Adj Tab by entering 

Vacant Positions 
and other Budget 

Adjs

Monitor, edit, and 
clean up CAT Data 

Review merit 
allocation

Complete 
balancing exercise 
in the CAT and AAP

Perform final 
confirmation and 

reconciliation

Complete 
balancing exercise 
in the CAT and AAP

Notify UW System 
CAT Admin that 

balancing is 
complete

Will the IPS be 
used as an analytical tool to 

change compensation or 
funding data?

No

Yes

4 5 6 7

8

9

13 14 16 17 23

29

26
27

30 31

Update IPS  by 
entering Merit and 

other 
Compensation 

Increases

12

Lock out Users/
Institutions

Turn off FY view

Coordinate with 
other departments 

on shared 
employees’ merit 

and funding 
information

Run CAT to Mass 
Update Load

Run CAT to 
Commitment 

Accounting Load

32 33 3635

28

- Review comments
- Correct ‘red’ cells

Enter 
Compensation 
Increases and 

Funding Changes in 
the CAT

Enter Vacant 
Positions and other 

Budget 
Adjustments in the 

AAP

21 22

11a

11c

11b

Set up current Fiscal 
Year configuration 

(turn on view 
access for all users)

Provide institutional 
configuration 

information for 
upcoming Fiscal 

Year

- Merit
- Promotions
- Offer Letters

Review CAT users 
and ensure security 
roles are accurate 

and up to date

Upload IPS to CAT 
for all Divisions 

using “Add to CAT” 
run control

18

Add Vacant Pos. 
and other Budget 

Adjs using EPM 
query for previous 

FY data

19

Coordinate with 
other divisions on 
shared employees’ 
merit and funding 

information

20

Coordinate with 
other divisions on 
shared employees’ 
merit and funding 

information

15

1 2

3a

34

Set up institutional 
configuration for 
upcoming Fiscal 

Year

- Fiscal Year Update/View Status (Open – All 
Users)
- Rate Calculation Type (Cumulative or Off 
Original Base)
- Available Action Reason Codes
- Calculation Method by Action Reason Code
- Continuing Staff Base Calculation Method
- Edits (SFS or Budget) to use on funding rows 
with Ok to Load unchecked

3c

Review and Update 
Standard Budget 

Edits, as applicable

3b

Request HRS Job 
Data Feed to be 

turned off

Analyze and 
interpret 

institutional pay 
plan guidelines

Turn off Automatic 
HRS Job Data Feed

10

24

25
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Run the CAT 
Initialization Report 
(IR) based on load 

criteria

Copy/paste data 
from the IR into the 

Institutional 
Planning 

Spreadsheet (IPS) 
or spreadsheets

1.1 New Hire Business Process (All Staff) – Compensation Administration Tool

Turn off Automatic 
HRS Job Data Feed

Monitor, edit, and 
clean up CAT Data 

1 2

Check for 
employees who 

exist without 
funding in the IR/

IPS

Enter New Hire (job 
and/or Funding 

information) in the 
CAT or IPS

Add budgeted 
population to the 
CAT (using IPS or 

manual entry)

Run HRS Change & 
Record Errors 

reports

Check for New 
Hires

New Hire 
identified?

Perform Final 
Reconciliation

Lock out All 
Institutional Users

Remove vacant 
from the AAP (if 

applicable)

Perform 
rebalancing

Run HRS Change & 
Record Errors 

reports

Enter New Hire (Job 
and Funding 

information) in the 
CAT

Check for New Hire

New Hire 
identified?

Enter 
Compensation 
Increases and 

Funding Changes in 
the CAT

Enter New Hire (Job 
and Funding 

information) in the 
CAT

Yes Yes

3

5

6 7

8

9

10

12 13 14

15

16

18

17

19

21

New Hire 
identified?

4

Yes

Remove vacant 
from the AAP (if 

applicable)

11

20 22

NoNo

No

- Run HRS Change Report to Identify New Hires 
that do not exist in the CAT
- Run the Record Error Report to identify 
Employees without Funding in the CAT

- Run HRS Change Report to Identify New Hires 
that do not exist in the CAT
- Run the Record Error Report to identify 
Employees without Funding in the CAT
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1.2 Termination Business Process (All Staff) – Compensation Administration Tool

Run HRS to CAT 
Compare report to 
identify terminated 

employee

Delete employee 
record from CAT
(home dept. of 

terminated 
employee)

Perform 
rebalancing if 

needed

Termination 
identified?

Yes

9

10

11

13

Add a vacant 
position in the AAP

(if applicable)

12

Run HRS to CAT 
Compare report to 
identify terminated 

employee

Delete employee 
record from CAT
(home dept. of 

terminated 
employee)

Perform 
rebalancing if 

needed

Termination 
identified?

Yes

17

18

19

21

Add a vacant 
position in the AAP

(if applicable)

20

Run the CAT 
Initialization Report 
(IR) based on load 

criteria

Copy/paste data 
from the IR into the 

Institutional 
Planning 

Spreadsheet (IPS) 
or spreadsheets

Monitor, edit, and 
clean up CAT Data 

2

Check for 
Terminations

Add budgeted 
population to the 
CAT (using IPS or 

manual entry)

Check for 
Terminations

Perform Final 
Reconciliation

Lock out All 
Institutional Users

Check for 
Terminations

Enter 
Compensation 
Increases and 

Funding Changes in 
the CAT

3 7 8 14 15 16 23

Turn off Automatic 
HRS Job Data Feed

22 24

Aware of 
termination?

Verify termination 
in HRS

Delete employee 
record’s row from 

IPS

1

4

5

6

No No

No
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1.3 Transfer Business Process (All Staff) – Compensation Administration Tool

Run the HRS to CAT 
Compare report to 

confirm position 
number change

Deletes employee 
record with old 

position number 
from CAT

Communicate 
between divisions if 

necessary

New division adds 
employee to CAT 
with new position 

number

10

12

14

15

Transfer 
identified? 

11

Yes

Add a vacant 
position in the AAP 

(if applicable)

13

Remove vacant 
position in the AAP 

(if applicable)

16

Run the HRS to CAT 
Compare report to 

confirm position 
number change

Deletes employee 
record with old 

position number 
from CAT

Communicate 
between divisions if 

necessary

New division adds 
employee to CAT 
with new position 

number

20

22

24

25

Transfer 
identified? 

21

Yes

Add a vacant 
position in the AAP 

(if applicable)

23

Remove vacant 
position in the AAP 

(if applicable)

26

Run the CAT 
Initialization Report 
(IR) based on load 

criteria

Copy/paste data 
from the IR into the 

Institutional 
Planning 

Spreadsheet (IPS) 
or spreadsheets

Monitor, edit, and 
clean up CAT Data 

2

Check for Transfers

Add budgeted 
population to the 
CAT (using IPS or 

manual entry)

Check for Transfers
Perform Final 
Reconciliation

Lock out All 
Institutional Users

Check for Transfers

Enter 
Compensation 
Increases and 

Funding Changes in 
the CAT

3 8 9 17 18 19 28

Turn off Automatic 
HRS Job Data Feed

27 291

No No

Aware of 
transfer?

Verify transfer in 
HRS

<Old Division> 
Delete employee 
record’s row from 

IPS

Yes

4

5

6

<New Division> Add 
employee record to 

CAT using new 
position number

7

No
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Compensation Administration Tool Business Processes
Legend

Process Step

Decision 
Point

The process step represents an action taken by a CAT resource during a process. It represents a series of individual steps performed in sequence 
and/or concurrently to achieve a business objective. Each step has a unique numeric that corresponds to the most common order in which the 
processing is undertaken.

A  process decision where the entity can take more than one possible route to the next process step/activity. The business rule governing this 
decision dictates the next step within the process. 

Gray
These steps represent the high-level CAT business process, used to provide context for the New Hire, Termination and Transfer exception 
business processes.

Orange Green
These steps represent points in time throughout the Comp Admin cycle that a CAT admin needs to check for a new hire/termination/transfer and 
the subsequent steps to handle that action in the CAT.

Purple

Document A document that is used, received or distributed during this step.
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