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Objective 
 
Develop an understanding of how to change compensation of a worker. 
 
Outcome 
 
Compensation of a worker in a WIN is changed. 
 
This screen is used to change compensation for workers in either WINs without Contracts or 
Contract WINs. 
 

Your Action … System Response … 

1. Choose EM (Employment) from Main Menu 
and press ENTER. 

The Employment Menu will appear. 

 

 
 

Your Action … System Response … 

2. Choose EE (Maintain Worker with WIN) from 
the Employment Menu and press ENTER. 

The Maintain Worker with WIN Menu will 
appear.  
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Your Action … System Response … 

3. Choose CW (Change Compensation of 
Worker within WIN) from the Maintain Worker 
with WIN Menu and press ENTER. 

The Change Compensation of Worker 
within WIN screen will appear  
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Your Action … System Response … 

4. Choose Modify and enter the following 
fields: 

 
*Agency: The agency code xxxx. 
*WIN: The WIN to be changed. 
*SSN: The Social Security Number. 

 

5. Press ENTER. The system will display the current 
worker’s record. 

6. Enter the following fields: 
 

Requested Effective Date:  The system will 
populate the date of the last active record 
and will change to the current date once 
the record has been submitted for 
approval. 

Approval:  The system will populate with an 
Active and will change to Pending when 
transmitted for approval. 

Contract #:  The system will populate the 
contract number, if applicable. 

Fiscal Year:  The system will populate the 
current fiscal year. 

Hire Date:  The system will populate the 
worker’s hire date. 
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Your Action … System Response … 

Continue entering the following information: 

 

Pay Frequency:  The system will populate 
the K frequency if worker is in a contract 
WIN. 

Pay Method:  The system will populate the 
Hourly pay method. 

Proposed Salary Hourly Rate/Weekly 
Rate/Monthly Rate: Enter the hourly rate 
for all WINs paid on the K frequency. 

Pay Change Reason: System defaults to 
CCOMWIN - Change Compensation on a 
WIN 

Pay Change Start Date: MM DD YYYY.  
The Date the pay change is to be 
effective. 

Transmit for Approval:  Enter "Y"es to 
indicate that the information is complete 
and the request is ready to be sent for 
approval; enter "N"o to indicate the record 
is not ready for approval.  If the approval 
has been approved but not processed, the 
value will be "F" - approved for a future    
date.  If the record has been approved, it 
cannot be modified unless the user first 
withdraws the approval record.                 

 

7. Press ENTER. Approval code will be assigned.  The 
following message will be displayed: 
 
Employee #####-aaaa-W-#-# modified 
successfully OR Pending record has been 
updated - approved by the system. 

 
 


