
COS 
Salary   Distribution   Change   (SDC)  

   Process   for  Additional   Compensation   Actions 

Below   is   the   path   to   navigate   to   the   Create   Redistribution   panel.      Enter   the   Pay 
Period   that   you   want   to   redistribute.      Next   enter   either   the   Employee   ID   or   Name 
to   pull   up   their   earnings   record   and   then   hit   the   Search   button. 



 
You   will   see   something   like   this: 
 

 
 
 
 
 
 
 
 
 
 
 



 
Enter   in   the   Comments   box   the   detailed   reason   for   the   salary   distribution   change. 
Look   at   the   Check   Earning   Lines   and   if   there   is   more   than   one   line   (such   as   1   of 
2   as   below)   you   will   need   to   click   on   the   black   arrow   to   pull   up   the   earnings   line 
that   you   want   to   change.  
  

 
 
 
 
 
 
 
 
 



 
The   earnings   to   be   redistributed   will   populate   in   the   Earnings   Distribution   New 
Data   Box   as   seen   below: 
 

 
 
 
The   fields   for   new   project/grant,   new   account   and   new   earnings   will   be   open   so 
that   you   can   make   the   necessary   changes.   Please   note   that   your   total   dollar 
amount   needs   to   be   the   same   as   the   original   amount.      Enter   the   changes. 
 

 
 
 
 



 
Hit   the   Calc   Ben/Taxes   button   and   then   the   Save   button. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 
You   will   see   a   Salary   Redistribution   #.   Click   the   PRINT   ALL   CHECKS   button. 
  

 
 
 
 
 
 
 
 
 
 



 
A   PDF   file   will   be   created   detailing   the   corrected   distributions.      Review   for 
accuracy.   Below   is   a   copy   of   what   it   will   look   like.  
 

 
 
  


