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The Salary Administration Module (SAM) in PeopleSoft 
HCM is used to view the salary pool for your employees, 
assign salary increases to employees in your group, review 
a summary report of the assigned salaries, and submit 
those salary increases for approval.

Logging In

1. Open your browser, and enter the URL
www.princeton.edu/selfservice.

2. Click the Log in menu option, or the Log in here link, 
enter your NetID and then your password, and if 
prompted, answer your security question.

3. Navigate to Manager Self Service > Salary Admin 
Module > Manage Pool & Salary Increases.

4. If you see a grid listing multiple groups, you must 
select the group with which you want to work by 
clicking the radio button next to the Salary Cycle 
Name.

5. If you are responsible for multiple groups, the Group 
Summary page is displayed. Click on the Group code 
link to open the Employee Detail page for that group.

Tip! If you are responsible for only one group, the 
Employee Detail page opens automatically.

Things You Should Know

Before beginning, verify (near the top of the page) that the 
Group Status is UPDATE, and (in the Group Information 
section) that your Salary Pool % is greater than zero. 

Possible Group Status values include: 

You will receive an e-mail when 
 your salary pool is distributed to you, 
 a group is returned to you for corrections, 
 an employee’s salary increase is corrected after 

you have submitted your group salaries, 
 an employee has had a change of status, job, or 

salary while your group is in Update status, and

 your supervisor approves your increases.

Your VP, dean, chair, director, or area head will also receive 
an e-mail when you submit your group increases. 

The action update audit trail for the group is displayed at 
the bottom of the page.

Planning Your supervisor has not allocated your 
salary pool, and you cannot enter increases.

Update You may enter salary increases.

Submitted You have entered all salaries and submitted 
the group increases for approval.

Approved Salaries have been approved by your VP, 
dean, chair, director, or head of area.

Final HR has approved salaries in all 
departments.

Closed Salaries were updated on the employees’ 
JOB records.
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What’s on the Employee Detail Page?

Status of group.
Enter an increase 
percentage here and 
click Apply Default to 
apply to all employees.

Information that identifies the group and the 
action being taken.

Allocated increase pool 
and total current base.

A running balance is 
displayed.

Click the Job Info tab 
to see job data,

The Salary Info tab shows 
current FTE salary and 
base salary for each 
employee in your group. A 
link at the end of the row 
provides Salary History.

The employees are sorted 
by grade. To change the 
sort, click on a column title.

The Save button lets you 
save entries and come 
back later to make 
changes.
The Undo button reverses 
entries processed since 
the last Save.
Submit sends your group 
for approval, and is final.

Enter the increase for each 
employee by typing the 
percentage,

...the amount of the 
increase,

...or the new base salary.

The other fields will be updated along with the New FTE Salary 
field, when you tab out of the field where you entered a value.

Exception codes 
allow you to flag 
special cases, for 
example, to provide 
the reason for an 
employee not 
receiving an 
increase.

To find a specific 
employee, click 
Find and enter the 
last name.

To see more than 
10 employees, 
click View All.

To download the 
grid as an Excel 
spreadsheet, click 

Click to display a summary report.
Tips!

http://www.princeton.edu/selfservice
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Reviewing Job and Salary History

On the Employee Detail page, review the information about 
each employee on the Salary Info tab. 

To see an employee’s five-year salary history, click the Sal 
Hist link on the Salary Info tab. A new window (in IE) or a 
new tab (in Firefox) opens, showing the Job & Salary 
Information tab. 

The salary fields are on the right end of each row. 

When you are finished with the 5-Year Employee Salary 
History page, if the page opened in a new window, close 
that window. If the page opened in a new tab, close the tab, 
not the window.

If you want to see the person’s hire date, years in grade, 
position title, or department, click the Job Info tab.

Entering Salary Increases

As a starting point, you can use the Apply Default % 
feature to apply the same percentage increase to all of your 
employees. You can then adjust the increase for any 
employees who should receive a different percentage.

To apply the same increase percent to all:

1. On the Employee Details page, enter the increase 
percentage in the Default % field.

2. Click the Apply Default  button.

To apply individual increases:

1. On the Employee Details page, enter the increase 
amount in any of three ways:

 type the increase percentage in the Incr % field
 type the increase amount in the Incr Amt field
 type the new base salary in the *New Base field

The other fields will be adjusted automatically when 
you tab out of the field where you entered a value. 

Tip! The Group Information pool balances above the 
Employees grid will also adjust automatically as you 
allocate increases, showing the percentage and 
amount spent, and the percentage and amount 
remaining to be allocated.

2. If you need to flag a person as an exception for this 
salary cycle, select one of the following reasons in the 
Exception field:

Tip! When you select an Exception code that flags the 
person as ineligible, the increase and new base fields 
are closed for entry, and the value displayed is zero. If 
you change the Exception back to an eligible value, 
the fields are re-opened. In either case, the pool is 
adjusted accordingly.

3. If you need to interrupt your session, you can save the 
work you have already done by clicking the SAVE 

 button. Then you can come back later to 
finish entering salaries. 

4. When you have entered all the increases, click the 
Summary Report link to see how you’ve distributed 
your increase percentages. If necessary, make any 
adjustments and rerun the report. When you are 
satisfied, print the report, and close the report tab or 
window. (Tip! To print the report in Internet Explorer, 
under File >Print Preview, and in the toolbar select 
Landscape orientation and Shrink to Fit at 85%.)

5. When you are ready to submit the increases for 
approval, click the SUBMIT   button.

When the page is refreshed, the fields are closed to 
input, and the Group Status is changed to 
SUBMITTED.

6. If a group is returned to you for correction or change, 
make your adjustments by repeating the steps above. 

Reason for salary change

Salary 
fields - 
Base, 
Hourly, & 
FTE

Click Job Info to see more 
information  

Important! Applying a default increase to all employees 
removes any previously entered increase amounts and 
percentages.

EXPCTEDTERM The person is expected to terminate or 
retire before the salary increase date.

HIREINELIG The person was hired after the eligibility 
date and is not eligible for an increase.

HIRE_ELIG The person was hired before the eligibility 
date, and may be eligible for an increase. 

LTD The person is on long term disability and is 
not eligible for an increase.

NEW2GRP The person transferred into the group and 
may be eligible for an increase.

P4P_0 The person is not eligible for an increase 
for performance reasons.

POSTPONE The person is not eligible for an increase 
now, but may be later.

PROMOINEL The person was promoted after the 
eligibility date and is not eligible for an 
increase.

RETIRE The person is retiring on or before the 
salary increase date.

TERM The person is terminating or resigning on 
or before the salary increase date.

TRNSFINELG The person transferred after the eligibility 
date, and is not eligible for an increase.

XAATHLETIC For use by Athletics only.

Note: The system times out after two hours.
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