
Ending Compensation on Faculty Summer Appointments 
Use this process to retroactively end the compensation on faculty summer appointment when 

compensation end date was not entered during initial appointment. 
 

1) Initiate Request Compensation Change for employee whose compensation needs to be ended. 
• Enter effective date: Use the end date of the prior summer appointment as the effective 

date.  
• Select position: choose employee’s summer position 

 
2) Reason: Select Other Salary Action  

 

 

Joe Professor 



3) Under Salary, click Additional Details. 
Enter the Actual End Date of the faculty member’s summer appointment to remove the 
compensation after the summer term has ended. 

 
4) Enter Comment: Ending summer compensation 

 
5) Submit. 

 
Routing: 

• HR Contact initiates 
• Faculty Partner approves 
• Department Head (Manager) approves 
• Executive Approver (Damon S.) approves 
• Routes back to HR Contact for costing allocation 

 


