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Originating an Ad Hoc Salary Change Transaction



From the PAWS Employee Portal
(https://paws.augusta.edu), select the 
“All Apps” icon from the Quick Access 
Bar.

https://paws.augusta.edu/


From the PAWS Employee Portal ALL 
Apps page, select PeopleSoft HRMS 
link.



Log in using your AU NetID and Password. This 
would be the same ID and password that you use 
to log into Outlook.



Navigate to the Manager 
Dashboard. 

Main Menu > Manager Self 
Service > Manager Dashboard



Select the “Actions” 
down arrow next to the 
employee’s name and 
then:

Compensation and 
Stock > Request Ad Hoc 
Salary Change



Enter the “Salary 
Change Date”.  



Enter the Change 
Amount in a 
dollar amount.

Select “Calculate 
New Total.



Select “Reason” 
for Salary Change 
via hour glass.

Select appropriate 
reason code from 
search results.



Add any necessary 
comments in the 
comment box.

Select “Submit”.



Approvals will 
automatically 
populate.  If you 
do not need to 
add additional 
approvers/review
ers, you have 
successfully 
completed the Ad 
Hoc Salary 
Change 
transaction.

If you need to 
add additional 
approvers or 
reviewers, please 
see the next slide.



1. Select a green (+) sign in 
the approval routing.

2. In the pop-up box enter 
the User ID for the 
approver/review you 
would like to add, this will 
be their AU Net ID. You 
can sear for an 
approver/reviewer by 
selecting the search box. 

3. Select “Insert”.



New approver/reviewer has been included in the approval string.  
Select “Save Approval Changes”. 



You have successfully created an Ad Hoc Salary Change and added an 
approver/reviewer.


