
Salary Update Process - Non-IOI Locations 
 

To determine the salary amounts currently on file for employees, you can either review each 

employee’s record by performing a Search for the employee’s name on the Employees tab 

and looking on the Employee Home Page: 
 

 

…or you can run a Census Report to see all of your employees and their salaries.  First, be 

sure that pop-up blockers have been turned off.  Then navigate to the Employees tab and 

click on Open Report Generator.   On the Favorites report group click “Census Report 

(RCAB)”.  Then click “Generate Report.”  

 

 



Look for a new window to open, which may be labeled “Grid Display” and which may 

appear behind the Report Generator.  Look for the Salary column towards the right side of 

the report. You can also export this report to Microsoft Excel by clicking “Convert to Excel”. 

 

To update a salary, return to the Employee Home Page and click “Edit” next to the salary amount. 

Then click “Add New Salary.” The current salary and effective date fields will become blank. Enter 

the new salary into that field.  Then enter an Effective Date of 10/01/2014 or later. Next click “Save”.  If 

you enter an Effective Date prior to 10/01/2014, your next invoice will reflect either retro debits or 

credits depending on whether the new salary was higher or lower than the prior salary.   Our 

Life/Long-Term Disability carrier requires an annual update of salaries, so interim updates 

throughout the year are not required at this time. 

 


