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INITIATE COMPENSATION REVIEW PROCESS (MERIT)
Workday Job Aid for Leaders or Back Office

The following job aid explains how to initiate the compensation review process as a Leader or Back
Office role. The compensation review process pulls the merit and bonus plans that already have a grade
configuration. Compensation reviews enable to plan for merit increases to base pay, including
promotions, allowances, and lump sum awards. This process can take between one and two

weeks to complete.

Initiating Compensation Review Process for Merit Increases

1. Search for and access the Initiate Compensation Review Process task. The Initiate
Compensation Review Process pop-up window displays.

(O, Initiate Compensation| @)

Initiate Compensation Review Process
Task

View More

2. Select the All > Cone Compensation Review template from the drop-down menu option.

Initiate Compensation Review Process X
Template
Compensation Review Process Template Search =

& Al
Configuration

. Cone Compensation Review “ee
Effantive Nata * MM /DN /VVVY F| i
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3. Complete the following configure process date fields:
a) Effective Date: Effective date determines when base pay changes and bonus
awards take effect.
b) Process Period End Date: Sets the date for employee eligibility, proration calculations, and
performance ratings and for when the payments will take effect.
c) Organization Snapshot Date: Defines the organizations and hierarchical structure for the
review process at this date and time.

4. The Grid Profile Configuration radio button automatically defaults with the relevant calculation
selection that includes all pertinent allowances, one-time payments, adjustments, promotions,
bonuses, and stock plans, and the Award Types Merits or Bonus plans display.

5. Click OK. The Process Details displays for review.

Initiate Compensation Review Process X
b

Template

Compensation Review Process Template ‘ X Cone Compensation Review (=) =

Configuration

0

Effective Date *

MM/DD/YYYY [ ‘

Process Period End Date % | MM/DD/YYYY E ‘

Organization Snapshot Date * | MM/DD/YYYY E ‘

Please select an appropriate grid configuration.

\D Grid Configuration ‘

o Grid Profile Configuration CALC CC Grid Profile — =
Calculation —
Award Types
Merit Plans % Cone Staff Adjustment (=++) =

X Leader Market review (<)

Bonus Plans X Cone Share (-++)

% Leader Short Term Incentive (+++)

(" cance )“?
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6. Addthe Name of the employee. The Description field is optional. The system automatically
completes all other required fields in this section. Scroll down to the Merit Plans.

Initiate Compensation Review Process i#

Process Details

Template Cone Compensation Review
Grid Profile Configuration CALC CC Grid Profile Calculation
Default Effective as of 10/31/2025

Process Period End Date 09/30/2025

Organization Snapshot Date 10/01/2025

6
Name * ]
Description
4
Currency Rate Type *| X current (Default) (=== =
Reference Currency *| X USD (s+9)

Compensation Review Options *

X Cone Health Review Options [2

7. Select the Allow Merit Award Autofill checkbox. This will allow to auto-complete up to 100
employees with the same Merit Plan and individually adjust only those employees that require
changes. The Merit Compensation Snapshot Date defaults to the Process Period End Date.
This can be edited but it is not recommended. Scroll down to the Bonus Plans.

v Merit Plans
Effective Date 10/01/2025
Merit Compensation Snapshot Date * | 16/01/20825 E ‘
Reason * Annual Compensation Review > =
Merit Increase
Allow Merit Award Autofill b
2items =/
a
Days in
Merit Plan Frequency *Process Period Start Date Period
365
Cone Staff Adjustment Annual 10/02/2024
365
Leader Market review Annual 10/02/2024
v
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8. Select the Allow Bonus Award Autofill checkbox. This will allow to auto-complete up to 100
employees with the same Bonus Plan and individually adjust only those employees
that require changes.

v~ Bonus Plans

Effective Date *| 10/81/2025 [
Bonus Compensation Snapshot Date 10/01/2025
Bonus Reason * One-Time Payment > Incentive =
X Compensation Review > Bonus
Payment
Include Employees Terminated During Process Period \7\
Allow Bonus Award Autofill é
2items = [,
A
*Process Period Start Days in
Bonus Plan Frequency Date Period = Plan Targets
( | 365 No
Cone Share Annual 10/02/2024 E
] 365 No
Leader Short Term Incentive Annual 10/02/2024

4

9. Under the Compensation Scorecards Results click the drop-down menu icon and select the
Create Compensation Scorecard Results.

Compensation Scorecard Results 1 item mB S
a
Scorecard Results Q Weighted Result
Cone Company Scorecard o ‘ 0.00%
'_ v

10.The Create Compensation Scorecard Results screen displays:
a) Selest the Evaluation Date.
b) Select the Cone Company Scorecard.
c) Click OK.

Create Compensation Scorecard Results

10

Evaluation Date * | 89/05/2025 [

Scorecard * | X Cone Company Scorecard (+++) i=
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11. Click OK again to confirm the Create Compensation Scorecard Results.

Create Compensation Scorecard Results

Evaluation Date 11/20/2025
Scorecard Cone Company Scorecard

Scorecard Description  (empty)

11

foree

12.Enter the percentage Weight Achievement the company obtained during the year the employee is
being compensated. The system will calculate the percentage appropriately. For example: If an
employee has $1000 as a maximum bonus and the company achieved 90% profit, then the
employee would get 90% of the $1,000. The system would adjust the award to $900.

13.Click OK again.

Create Compensation Scorecard Results

Evaluation Date 11/11/2025
Scorecard Cone Company Scorecard
Scorecard Description  (empty)
Default Scorecard Goals Results Profile Scorecard Goals Results
Weighted Results Percent  0.00%
Company Performance Scores 1 item B .3
Scorecard Goal Name Weight Achievement
default scorecard 100.00% 0 &
100% v
4 »
«»] —>
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Manage Impacted Employees

Some employees may be in the middle of an ad-hoc compensation events such as (job changes,
termination, etc.) that may impede the previous process from going through. To ensure all employees
get the Performance Review, administrators must perform the Manage Impacted Employees task.

This process identifies these conflicting events and allow the administrators to send a notification
via email to the responsible party by selecting all or individual employees from a list.

1. Select Open from the You have submitted warning or alternatively select Manage Employee
Processes from the My Tasks > All Items inbox.

You have submitted
Up Next: | | Manage Impacted Employees

View Details

=’

2. Select All employees or select individual checkboxes

Title: INITIATE COMPENSATION REVIEW PROCESS (MERIT)-Workday Job Aid for Leadership and Backoffice
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Manage Employee Processes

Effective Date = 09/05/2025

Prior to Default Effective Date

Select Al
70 items e

Select Empldyee

Click Send Notifications.

On or After Default Effective Date

Parent
Parallel Event Event
Terminate:
(59284)

Data Change:
(20020)

Compensation Change:

10343) -
POS11321 Registered Nurse
(RN) Staff

Data Change:
(36934)

Send Notifications |

Compensation Review: Compensation2 (++)

Effective Date

08/27/2025

08/10/2025

08/10/2025

08/10/2025

Initiated On
07/31/2025
12:15:57 PM

07/28/2025
05:04:15PM

07/29/2025
12:57:45 PM

07/30/2025
02:04:37 PM
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Finalize Process

Some employees may be in the middle of an ad-hoc compensation events such as (job changes,
termination, etc.) that may impede the previous process from going through. To ensure all employees
get the Performance Review, administrators must perform the Manage Impacted Employees task.

This process identifies these conflicting events and allow the administrators to send a notification
via email to the responsible party by selecting all or individual employees from a list.

1. Select Open from the You have submitted warning or alternatively select Manage Employee
Processes from the My Tasks > All Items inbox.

You have submitted
Up Next: || Manage Impacted Employees

View Details

0
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2. From the My Tasks, find the Compensation item and click Finalize.
a
@ My Tasks e All tems 20 tems . Created: 09/05/2025 | Effective:
w & .
09/05/2025
Q Search: All Items LN
All Items
818 Advanced Search Manage Impacted Employees
Compensation Review:
A .
(@  saved Searches ~ Compensation Review: 09/05/2P25 ¢ Compensation2
Compensation2 x:] E
Effective: 09/05/2025

< Filters ~
Effective Date

Archive 09/05/2025

F'y Bulk Approve

& Manage Delegations Manage In Progress Processes
Click the Manage Employee Processes
button to review employees in this process
who currently have other in progress
compensation events. This task may take a
few moments to display.
( Manage Employee Processes )

4
@
v
< » v

3. Click Submit to confirm that the Compensation Review Process continues.

Manage Impacted Employees Compensation Review: Compensation2 (-2

Effective Date  09/05/2025

Important

Upon submitting this step the employee population will be finalized and the process will continue to the next step
defined in your business process. Any employee participation change will need to be manually managed using the
Maintain Employee Participation task
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4. The You have submitted warning displays the next step in the process.

Up Next: Compensation Administrator | Manage Impacted
Employees

You have submitted ?

View Details
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Configure Pools

Now the system has calculated all the workers in the pool, their base pay, the amount available for

the bonus and merit awards and multiplies it by the target percent, finally provide then sums for all
workers in the organization and the total eligible earnings.

1. The Pool Controls default to all selected. When these checkboxes are selected it allows for
rounding numbers and leaving some amount of money to use later.

e Allow for Holdbacks and Overages are available to enable less than 100% of pool

amounts and overages for awarding more than the assigned pool amount to a
particular employee.

¢ Display Remaining Pools display the total money on holdbacks and overages.

4
Configure Pools Compensation Review: Compensation2 G-

Reference Currency USD

Pool Controls

Allow Pool Holdbacks

Allow Pool Overages

Display Remaining Pools

2. Workday calculations are by default Bottom-Up. The Pool Amount and Percent of Eligible

Earnings can be modified if the Calculation is changed to the Top-Down formula. The pool can
be change until the process is closed.

3. Select the Prefill Employee Merit Awards and the Prefill Employee Bonus Award checkboxes.
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4. Click Finalize.

Default Merit Calculation

Default Bonus Calculation

workday.

Calculation * () Top-Down

o Bottom-Up

Pool Amount

Percent of Eligible
Earnings

Calculation * @ Top-Down

O Bottom-Up

Pool Amount ‘

Percent of Eligible ‘
Earnings :

Total Eligible Earnings

Estimated Cost

Total Eligible Earnings

Estimated Cost

Prefill Employee Merit
Awards

Prefill Employee Bonus
Awards

Hide Pool/Spend

i( Review Plan Funding ) ( Cancel )

5. Confirm the configuration and click Submit.

Conﬁgure Pools Compensation Review: Compensation2 ()

Reference Currency  USD

5

Hide Pool/Snend
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Distribute the Pools

Once the pools have been configured, the pools must be distributed. The complete
compensation pool distribution summary within the organization displays and the pool will
be able to be distributed down to all employees. The Pool Distribution Summary shows

the top of the organization.

T
1. Click the icon with a down arrow ==} to drill down into the direct report’s organizations.
= MENU N2 CONE HEALTH Q) search O @ é 8
¢ ltem1of20 ¢ @& .- v

Created: 09/07/2025

(3]

Distribute Pools ]

Compensation Review:

Holdback

Merit Bonus
uSsD usD

CNO and VP Patient Care Services Greensboro Mark...

Pool Distribution Summary 5 items HE| = [V
Sub Orgs Organization # of Positions Merit Bonus
CNO and VP Patient Care Services 5 24,090.54 1,000.00

Greensboro Market

Executive Director Associate Regional 792 1,147,723.24 938,047.49
CNO WCC Y :

* Chief Nursina Officer Behav Health-Exec 132 144,952.01 151,475.00

o Director -

¥ Executive Director Associate Reaional 979 1,173,875.35 1,161,928.71
CNO MCH
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2. Click Return to Top Level or continue drilling down. Note: The Merit and Bonus
columns can be adjusted to change the amounts allocated.

= MENU N2 CONE HEALTH Q Search O Cp § 2

Distribute Pools

Compensation Review: Compensation2:CNO and VP Patient Care Services Greensboro Market (Elsie Graves (66225))
(SUP177) (=

Holdback
Merit Bonus
usD N usD
0.00 0.00
of 3,142,942.44 of 2,943339.75

> Executive Director Associate Regional CNO WCC (A...

Pool Distribution Summary 9 items x:] =8,

Sub Orgs  Organization # of Positions Merit Bonus
Executive Director Associate Regional CNO WCC 13 49,934.25 159,047.49

‘:3:; Nurs Dir MHC Emergency Dept 176 153,030.10 176,000.00

£ Nursing Director Birthing Suites 125 201,810.25 125,000.00

£ Nurs Dir MHC Pediatrics 90 116,858.96 90,000.00

‘43-‘ Nursing Director Mat Assessment OB Specialty Care 118 180,148.79 118,000.00

£ Director Neonatal NP 26 65,138.10 26,000.00

3] Nursing Director Neonatal ICU 122 201,061.13 122,000.00

\_E_\ Nursing Director Mother Baby-Lactation-Perinatal Educ 113 161,098.46 113,000.00

Return to Top Level i

3. Click Go To Final Review after all the numbers have been reviewed and approved.
Note: There won't be another opportunity to change the pools. The Distribute
Employee Pools Approval screen displays. Confirm the pools once more. Enter a
Comment if needed.

[E]] Chief Nursing Officer Behav Health-Exec 132 144,.952.01 151,475.00
Director
1% Executive Director Associate Reaional 979 1,173,875.35 1,161,928.71
- CNO MCH :
1% Executive Director - Associate Regional 591 657 301 20 AANRAR 55 v
Go To Final Review i
v|
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4. Click Submit. At this point in the process the system will start creating the inbox tasks

that will go each of the leaders.

Distribute Employee Pools Approval

Compensation Review:

Holdback
Merit
0% usD
0.00

of 3,142,942.44

Bonus

usb

0.00

of 2,943,339.75

Pool Distribution Summary 6 items = [ E
a
Organization # of Positions Merit Bonus
CNO and VP Patient Care 5 24,090.54 1,000.00
Services Greensboro Market
Executive Director Associate 792 1,147,723.24 938,047.49
Regional CNO WCC
Chief Nursing Officer Behav 132 144,952.01 151,475.00
Health-Exec Director
Executive Director Associate 979 1,173,875.35 1,161,928.71
Regional CNO MCH
Executive Director - Associate 591 652,301.30 690,888.55
Regional CNO WL
Total: 2499 3,142,942.44 2,943,339.75
v

enter your comment

4

m Ca ncel
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5. Click Done to confirm the beginning of the distribution process. The Launch Awards Proposals
screen displays.

Distribute Employee Pools Approval

Compensation Review:

Overall Process Compensation Review: Compensation2

Overall Status In Progress

Process

Current Process  Compensation Review:

Process Status In Progress

Process History 1item

AE=ma . BE

Due Person (Up

Process Step Status Completed On Date to 5) All Persons  Comment

Distribute Pools Distribute Pools Processing 0

5

6. Click Launch to confirm the launch of the email tasks and Admins have a Control Page access to
the entire process. When leaders get their task, they will only have to click Submit.

Launch Award Proposals Compensation Review: Compensation2

Reference Currency USD

Award Pool Totals

enter your comment

=

2 items HlnN |
a
Award Type Estimated Amount Pool Amount Holdback Amount Reserve Amount Total Pool Amount
Merit 314294244 3,142,942.44 0.00 0.00 3,142942.44
Bonus 2943339.75 2,943,339.75 0.00 0.00 2,943,339.75

Title: INITIATE COMPENSATION REVIEW PROCESS (MERIT)-Workday Job Aid for Leadership and Backoffice
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Control Page

On the Compensation Review: Control Page, Admins can manage the Process, review the Details
and manage Employee Participation.

1. Click the Details tab.

Compensation Review: Compensation2 Control Page

Compensation Review: Compensation2

Merit Bonus
usD usb
of 3,142,942.44 of 2,943,339.75

Process Details | Employee Participation

Search Employees Finalize Compensation Review Pr...

2. The Details tab display all the process details. Click Employee Participation.

Process Details Employee Participation !

Process Details

Template Cone Compensation Review
Grid Profile Configuration CALC CC Grid Profile Calculation
Default Effective as of 09/05/2025

Process Period End Date 09/05/2025

Organization Snapshot Date  09/05/2025

Rlamn n tinnd
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3. The Employee Participation tab allow for the following actions: Add employees to the process,

complete audit changes, remove employees, and more. Click the Process tab.

I

Process Details Employee Participation

Actions v

Add Employee To Compensation Review Process

Compensation Review Employee Changes Audit

Compensation Review Manage Employee Processes

Employees in Waiting Period for Compensation Review Process
Maintain Compensation Review Process Employee Participation
Newly Eligible Employees to Compensation Review Process

Remove Employee from Compensation Review Process

4. The Process tab graphically displays the In Progress vs. Completed reviews. If changes are

needed and a leader reaches out for help, click Search Employees.

Process Details Employee Participation

Search Employees | Finalize Compensation Review Pr...
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5. The Compensation Review Process Search Employees (Default) displays.
a) Use the Search bar.
b) Select a Manager or Employee.

c) Select all results or one individual result.

d) Click Review.

Compensation Review Process Search Employees (Default) &>

Compensation Review Compensation Review: Compensation2

Current Search 79 Results 1 selected
Save Clear All
- RN Per Diem Unit Based reviewed by Compensation Review:
> Supervisory Organization Compensation2 ; _ ) ) )
- N Director WL (Ly [& 10424)) (SUPS61) | Ly c 10424) | NU238N - RN Per Diem Unit
Parhmpatmn Status ursing Director WL (Lyndsey Currin ( )) ( ) | Lyndsey Currin ( )| er Diem Unif
Based
> Employee ) ) ) )
- Registered Nurse (RN) 3 Staff reviewed by Compensation Review:
Compensation2
~ Manager ° Nursing Director WL (Lyndsey Currin (10424)) (SUPS561) | Lyndsey Currin (10424) | NU226N - Registered Nurse
(RN) 3 Staff
< , , ) ,
Registered Nurse (RN) Staff reviewed by Compensation Review:
Compensation2
Nursing Director WL (Lyndsey Currin (10424)) (SUP561) | Lyndsey Currin (10424) | NU183N - Registered Nurse
(RN) Staff
- Nursing Secretary reviewed by Compensation Review:
Compensation2
= Nursing Director WL (Lyndsey Currin (10424)) (SUP561) | Lyndsey Currin (10424) | SS140N - Nursing Secretary
> Supervisory Organization m °
v

6. Click Continue to return to the Control Page.
Note: In this screen, admins can adjust the award amount by clicking over the
percentages or dollar amounts.

Compensation Review Process Search Employees Results

Compensation Review: Compensation2 (-2

1 item Merit Bonus LE| =
~Employee~ Primary Compensation Basis Merit Plan Merit Target Percent  Merit Increase % New Total Base Pay Change %
Cone Staff Adjustment 3.00% 0.00% 0.00% &

Nursing Director WL
(Lyndsey Currin (10424))
(SUPS61) v

4 (2R} >

C Continue )( Search Again )
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7. Select from other Actions before finalizing the process.

8. Click the Finalize Compensation Review, when no reviews are In Progress.

Compensation Review Process Maintain Pools

Compensation Review Process Status Report By Hierarchy
Compensation Review Process View Organization
Compensation Review Recalculate Bonus Targets

0 Compensation Review Update New Organization Data

Recalculate Pool and Awards

Search Employees | alize Compensation Review P

Finalize Compensation Review Awards
1. Click the Confirm checkbox.
2. Enter anoptional comment.

3. Click Submit.

Finalize Compensation Review Awards

Important Information  With this action the Compensaticn Review Shared
Participation step will be final. Awards will no longer be
available for editing.

Confirm * ?

enter your comment

Process History

< >
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Release Compensation Review Statements

This step creates and sends all the Compensation Review Statements in PDF and makes them visible
to the employees.

1. Complete all required fields.

2. Click Submit.

Release Compensation Review Statement

The Release Compensation Review Statement task is required to prepare the Compensation Review Statement and generate
the statement PDF.

The Statement Release Date determines when statements become available to managers or administrators. Workday makes
compensation review statements visible to employees on the latest of either the Employee Visibility Date or the Effective Date

configured on the compensation review process.

If you want employees to see their statement sooner, access the Set Compensation Review Statement Visibility task.

Compensation Review Process Compensation Review: Training Test Launch

Compensation Review Statement Rule * Cone Health Compensation 2 =
Review Statement

Statement Release Date *| 89/17/2025 E ‘

Generate Statement PDF

Start Date MM/DD/YYYY [ ‘

Start Time X 9:00 AM = ‘

Time Zone GMT-05:00 Eastern Time (New =
York)

enter your comment
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