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Click 'My Team.'
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Click 'My Team.'
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In this field, click '...' for the

employee you'd like to issue an

individual compensation for, then

select 'Individual Compensation.'
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Click 'Add.'
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Select the relevant plan and option.
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Fill in the mandatory fields.

Start Date is the date you would

like this payment to begin.

End Date is the date you would like

this payment to end.

Ongoing should not be selected if it is an

option.

Amount is the dollar amount that will be

issued bi-weekly to this employee.

Goal Amount is the total payment that will

be spread over the desired time period.  

Hours will only be entered if applicable.

Override costing information is not required

to submit the request, but may be available

if the payment should post to another cost

center.
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Click 'Save.'
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Click 'Continue.'
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Add comments and attach relevant

documents. It is recommended to

attach proof of the necessity for the

ICP.

NOTE: You must click 'Save Comment' to

save your comment.
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Click 'Submit.'

10/10

Back



Congratulations! You have successfully set up an individual

compensation plan.
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