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Introduction

This procedure applies to all ISRs that 
result in an increase in employees’ salary, 
i.e. Salary Changes, Return from LOA, 
Position Attribute Change, Hours Change, 
Reassignment and Return from Temp 
Inactive



Retroactive salary increases impacting 
sponsored accounts (9xxxxxxx) with an 
ISR effective date (begin date) within 3 
months of the date approved and 
completed in HRSS will be entered as 
indicated on the ISR. Budget distribution 
will be changed retroactively and 
prospectively as indicated on the ISR. 

Procedure



Scenario 1: Retro Salary Change within 3 month processing 
window with multiple funding sources.
ISR:



View of the Base Pay tab on IT 9027 (Base Pay and Labor 
Distribution) after the ISR has been processed.  The salary 
has been updated according to the ISR.



View of the Labor Distribution tab.  The distribution changed 
based on what was indicated on the ISR.



View of the Period Review tab.  The default cost center is not 
being used to support the employee’s salary.



Retroactive salary increases impacting 
sponsored accounts (9xxxxxxx) that have an 
ISR effective date that exceeds 3 months from 
the date the ISR is approved and completed in 
HRSS will have the retroactive portion 
(difference) allocated to the control salary 
account. The budget distribution will not be 
updated. Instead, the department is required to 
process an Eform to change distribution 
retroactively and prospectively.

Procedure



Scenario 2: Retroactive salary increase ISR effective 01/01/07 
with change in funding sources outside 3 month processing 
window.  At least one budget is a sponsored account.
ISR:



View of the Base Pay tab of Base Pay and Labor Distribution 
(IT 9027) after the ISR has been processed.  The salary has 
been updated according to the ISR.



View of the Labor Distribution tab.  The distribution remained 
the same.



Overview of Base Pay and Labor Distribution. The base pay 
on each future dated record was updated with new salary 
information. 



Retroactive Hires and Reinstatements for 
both sponsored and non-sponsored 
accounts will be entered as indicated on 
the ISR. 
Retroactive salary increases for non 
sponsored/cost centers will be entered per 
ISR.

Procedure



Scenario 2: Retroactive salary increase ISR with change in 
funding sources.  All funding sources are cost centers or non-
sponsored funds.  In this scenario the effective date is 
irrelevant according to the outlined procedure



View of the Base Pay tab of Base Pay and Labor Distribution 
(IT 9027) after the ISR has been processed.  The salary has 
been updated according to the ISR.



View of the Labor Distribution tab. The distribution has 
changed based on the ISR.



View of the Period Review tab.



Procedure
Retroactive and prospective decreases in 
salary will not have a 3 month processing 
requirement.  Master data will be updated 
as indicated on the ISR (base pay and 
labor distribution information).



Scenario 3: Retroactive salary decrease with sponsored 
funds.  A future dated action exists.
ISR:



View of the Base Pay tab of Base Pay and Labor 
Distribution (IT 9027) after the ISR has been processed.  
The salary has been updated according to the ISR.



View of the Labor Distribution tab.  The distribution 
changed based on what was indicated on the ISR.



View of the Period Review tab. The default cost center is 
not being used to support any of the employee’s salary.



Overview of Base Pay and Labor Distribution (IT9027). The 
base pay on each future dated record was updated with 
new salary information.



Conclusion

ISRs that: 
Result in an increase in salary 
Are effective within 3 months from the 
date processed in HRSS

Will be processed as indicated on the ISR
Except when grant is closed/inactive

Funds to be charged to closed/inactive grant will be 
allocated to control salary



Conclusion

ISRs that:
Result in an increase in salary 
Are effective outside the 3 month processing window
Contain at least one (1) line sponsored funds 
(9xxxxxxx)

Will be processed only updating the salary. The labor 
distribution will not be changed for any funding source 
(sponsored or non-sponsored). The department must 
submit an Eform to update labor distribution. 



Conclusion

ISRs that:
Are Hires, Reinstatements, or result in a 
decrease in salary

Will be processed as indicated on the 
ISR.
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