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Contact Human Resources with any questions  

 906-487-2280 

Annual Raise Process Instruction Manual 



 

2 P drive: Administration/Salary Raise Process/Instructions/ 2019-2020  Raise Process Instructions—Salary Planner 

 

Page 2 

Merit Lump Sum EPAFs 



3 P drive: Administration/Salary Raise Process/Instructions/ 2019-2020  Raise Process Instructions—Salary Planner 

 Merit Lump Sum EPAFs Merit Lump Sum EPAFs 

Page 3 



4 P drive: Administration/Salary Raise Process/Instructions/ 2019-2020  Raise Process Instructions—Salary Planner 

 Merit Lump Sum EPAFs 

Page 4 



 

5 P drive: Administration/Salary Raise Process/Instructions/ 2019-2020  Raise Process Instructions—Salary Planner 

 

Page 5 

Merit Lump Sum EPAFs 



 

6 P drive: Administration/Salary Raise Process/Instructions/ 2019-2020  Raise Process Instructions—Salary Planner 

 Merit Lump Sum EPAFs 

Page 6 



 

7 P drive: Administration/Salary Raise Process/Instructions/ 2019-2020  Raise Process Instructions—Salary Planner 

 

Page 7 

Merit Lump Sum EPAFs 



 

8 P drive: Administration/Salary Raise Process/Instructions/ 2019-2020  Raise Process Instructions—Salary Planner 

 

Page 8 

Merit Lump Sum EPAFs 



 

9 P drive: Administration/Salary Raise Process/Instructions/ 2019-2020  Raise Process Instructions—Salary Planner 

 

STEP 4:  Select: 

• Your Organization # (s) 

• Employee Class:  All 

• Select: List By Employee 

The annual merit increase process consists of inputting the merit raises using the Banner product Salary Planner.  

Follow the step by step instructions below. Position management data will not be available during the raise process. 

NOTE— Lump Sum EPAF’s must be completed and submitted before they will become visible in Salary Planner.  

               

 

 

 

 

 

 

 

 

 

STEP 3:    Extract ID: 2020 Annual Raise 

Process 

• Scenario: ARP SEP 19 

• Filter by: Position Attributes  

• Click Select 
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STEP 1:  Login to Banweb  

https://www.banweb.mtu.edu 

 

STEP 2:     Select: 

•  Employees  

•  Salary Planner 

•  Edit Scenario 

Annual Merit Increases 

https://www.banmirror.mtu.edu


 

10 P drive: Administration/Salary Raise Process/Instructions/ 2019-2020  Raise Process Instructions—Salary Planner 

 Inputting Raise Amounts cont. 

Step 5:   Review  Salary Planner columns 

Step 6:  Input raises by $ amount or by percentage.   

NOTE: Do not use the ENTER button.  Use the SAVE button which is easily accessed by clicking “Jump to Bottom” 

under each org.  

 

Step 7:  Use summary totals, located at the bottom of the page, to review totals. 

                  

 

Step 8:  Click SAVE at the bottom of the page.    

 

 

 

 

 

 

For questions, please contact Human Resources 906-487-2280.                                                          
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                Locking  Down the System 

During the raise process, each area will set their deadline for inputting raises.  Once all  

raises have been entered, the department will “lock down” their area to indicate they have 

completed their input.  Locking the system at the VP unit level prevents any additional edits  

from the department levels below.   

.   

 

Step 2:    Extract : 2020 Annual Raise Process 

• Scenario : ARP SEP 19 

• Select Lock Status: All            

• Enter your Org #  or leave blank to  
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Step 1:    Login to Banweb 

• Select Salary Planner 

• Select Organization Lock 

Step 3:     Locking Orgs 

• Check the CHANGE box next to org/s 

• Click  UPDATE button 

Step 4:     Unlocking Orgs 

• Check the CHANGE box next to org/s 

• Click  UPDATE button 
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 WebFOCUS Raise Process Worksheet 

STEP 4:  Select: 

• Your Organization #  

• Employee Class:  All 

Below are instructions on how to run and use the WebFOCUS Raise Process Worksheet. This EXCEL worksheet is  

designed to assist you when determining raises amounts for general and non-general funded employees.  
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STEP 1:  Login to Banweb  

https://www.banweb.mtu.edu 

STEP 2:  Follow the basic  instructions to log into Salary Planner 

(found on page 9) 

STEP 2:  The link will take you to the log-in screen for WebFOCUS.  Utilizing your ISO userID 

and password, log into WeFOCUS. The report will generate and automatically download. 

NOTE: All data in Salary Planner will show up in your WebFOCUS worksheet. 

This worksheet is used as a guide and can NOT be uploaded back into Salary Planner. 

 

STEP 3:    Extract ID: 2020 Annual Raise Process 

• Scenario: ARP SEP 19 

• Filter by: Position Attributes  

STEP 1:   The Raise Process Worksheet is locat-

ed on the top left of the first screen 

WebFOCUS Raise Process Worksheet— This helpful worksheet will assist you when preparing for the raise 

process and reviewing raises for general fund, non-general fund, and merit  lump sum amounts. 

STEP 5:  Enter your proposed raise amounts into Salary Planner 

• Ensure that all Merit Lump Sum EPAF’s have been created and submitted prior to starting this step  

(see page 2-8) 

• Save 

• Move to top of the first screen to access the WebFOCUS Raise Process Worksheet 

https://www.banmirror.mtu.edu
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 WebFOCUS Raise Process Worksheet 

STEP 3:  The following columns will display current salary information, raise amounts  

                entered, and proposed salary for general fund and non-general fund: 

CURRENT SALARIES: Columns D, E, F, G, and H represent the current salary information. 

  

 

PROPOSED SALARIES: Columns I, J, K, L, M, N, and O represent the proposed raise amounts 

entered and proposed salary.* 

*The proposed raise amounts are distributed based the most recent position labor distribution in Banner. 

 

MERIT LUMP SUMS: Columns P, Q, R, S, T and U represent the Merit Lump Sum EPAFs 

 previously created.* 

* In order to view Merit Lump Sums in Salary Planner and the WebFOCUS worksheet, they must be created and submitted prior to 

starting the raise process. Merit lump sum distribution is based on the information entered in the EPAF. 

Below provides a view of the report. The next page will provide valuable tips for using both Salary Planner 

and this worksheet. 
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NOTE: Click ENABLE EDITING when Excel worksheet opens.   
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                Helpful Tips 
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Here are helpful tips for using Salary Planner and the Raise Process Worksheet together. 

 

TIPS 

  Run the Raise Process Worksheet during the raise process to check % amounts,  

double check totals, and ensure all data is entered. 

 

 Run the Raise Process Worksheet at the end of the raise process for final review before 

locking down your department’s amounts. 

 

 If you have two screens, open Salary Planner in one screen and the Raise Process Work-

sheet in another.  Using the worksheet, you can determine the correct amounts to 

 enter into Salary Planner.  After saving your Salary Planner data, a new report will need 

to be run. 

 

 

NOTE:  The Raise Process Worksheet will only export data from Salary Planner.  The  

worksheet can not be uploaded back into Salary Planner. 

 

 

Contact Human Resources with any questions  

 906-487-2280 




