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WEB MERIT BACKGROUND 

THE WEB BASED MERIT ENTRY SYSTEM (A.K.A. “WEB MERIT”) IS DESIGNED TO PROVIDE 
A FLEXIBLE, EASY TO USE ROSTER PROGRAM THAT GENERATES MERIT ROSTERS 
ACCORDING TO A SET OF CAMPUS ESTABLISHED CRITERIA.  ACCESS TO THE WEB 
MERIT DATA FILES IS LIMITED TO AUTHORIZED USERS.

WEB MERIT STREAMLINES THE ADMINISTRATION OF MERITS BY: 

• ELIMINATING THE CREATION OF MULTIPLE SPREADSHEETS 

• INCREASING THE ACCURACY OF THE EMPLOYEE DATA

• AUTOMATING THE COMPENSATION PLANNING PROCESS

• STREAMLINING THE DATA SHARING BETWEEN DEPARTMENTS, CONTROL POINTS AND HUMAN RESOURCES
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WEB MERIT ROLES

WEB MERIT USERS ARE GRANTED ACCESS BASED ON THEIR PARTICULAR ROLE.

• DEPARTMENT: RESPONSIBLE FOR THE INPUT OF EMPLOYEE MERIT RECOMMENDATIONS AND 

PERFORMANCE RATINGS, AS PROVIDED BY THE DEPARTMENT HEAD.  THESE INDIVIDUALS HAVE 

ACCESS TO DEPARTMENT ROSTERS AS ASSIGNED BY THE DEPARTMENT 

HEAD/ORGANIZATIONAL UNIT.

• CONTROL POINT: RESPONSIBLE FOR THE REVIEW AND APPROVAL OF ROSTERS SUBMITTED BY 

DEPARTMENTS WITHIN THE ORGANIZATIONAL UNIT.  THESE INDIVIDUALS HAVE ACCESS TO ALL 

DEPARTMENTS WITHIN THE ORGANIZATIONAL UNIT/ACCOUNTABILITY STRUCTURE, AND WILL 

BE RESPONSIBLE FOR THE FINAL REVIEW AND APPROVAL OF ORGANIZATIONAL UNIT MERIT 

ROSTERS. 
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WEB MERIT ACCESS
USERS MAY ACCESS WEB MERIT THROUGH HUMAN RESOURCE’S WEBSITE AT 

HTTPS://WWW.HR.UCSB.EDU/PPS-UC-PATH/PAYROLLPERSONNEL-SYSTEM-PPS UNDER USEFUL 

LINKS.
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WEB MERIT ACCESS
ONCE YOU LOG IN TO THE WEB BASED VERSION OF PPS USING YOUR PPS USER NAME AND 

PASSWORD, THE SYSTEM WILL DISPLAY THE PPS MAIN MENU.
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WEB MERIT ACCESS

CLICK ON ‘WEB MERIT’ AT THE BOTTOM OF THE MAIN MENU AND YOU ARE PRESENTED WITH 

THE MERIT MENU PAGE.  SELECT THE OPTION ‘MERIT REVIEW/INPUT’ TO ACCESS THE MERIT 

ROSTERS.
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WEB MERIT ROSTER/
PROCESSING STEPS

WEB MERIT ROSTER/PROCESSING STEPS:

 THE WEB MERIT PROCESS INVOLVES A SERIES OF STEPS/PHASES. THE CURRENT STATUS OF EACH 

MERIT CYCLE IS VISIBLE ON THE ROSTER CYCLE LIST.  THE CYCLE STATUS CODES ARE LISTED BELOW.

• U – UNDER CONSTRUCTION

• H – PRELIMINARY MERIT ROSTER OPEN FOR HR AND CONTROL POINT REVIEW

• D – PRELIMINARY MERIT ROSTER OPEN FOR DEPARTMENT REVIEW

• S – FINAL ROSTER OPEN FOR HR & CONTROL POINT REVIEW

• O – FINAL ROSTER OPEN FOR DEPARTMENT INPUT

• N – CLOSED TO DEPARTMENT, OPEN TO CONTROL POINT ONLY

• A – FINAL ROSTER OPEN FOR HR REVIEW ONLY

• R – READY FOR EDB UPDATE 8



WEB MERIT ROSTERS

DEPARTMENT AND CONTROL POINT USERS ACCESS MERIT ROSTERS BASED ON THE 

ACCOUNTABILITY STRUCTURE ESTABLISHED IN THE SECURITY TABLES.

TO OPEN A MERIT ROSTER FROM THE MAIN MERIT ROSTER SELECTION PAGE, SELECT THE RADIO 

BUTTON AND CLICK ON ‘OPEN ROSTER.’
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WEB MERIT ROSTERS

UPON OPENING THE MERIT ROSTER, THE USER IS PRESENTED WITH ONE OR MORE 

DEPARTMENTS, ACCORDING TO HIS/HER ASSIGNED ACCESS RIGHTS. THE SCREEN SHOT BELOW 

DISPLAYS AN EXAMPLE FOR A DIVISION, WITH ALL OF THE DEPARTMENTS UNDER THE DIVISION 

LISTED.  EACH DEPARTMENT REPRESENTS A MERIT ROSTER.
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Web Merit Rules:

Control Point Access = MERITCTL

Department Access = MERITDPT

Based on the accountability structure, the user 

may drill down or navigate up using the links 

displayed.  This example is for the Admin 

Services Division.



WEB MERIT ROSTERS (PRELIMINARY)

TWO TYPES OF ROSTERS ARE GENERATED BY WEB MERIT: A PRELIMINARY ROSTER AND A FINAL 

ROSTER. 

THE PURPOSE OF THE PRELIMINARY ROSTER IS TO ALLOW DEPARTMENTS AND 

ORGANIZATIONAL UNITS TO REVIEW THE MERIT ROSTER FOR ACCURACY. 

ERRORS FOUND ON THE WEB PRELIMINARY MERIT ROSTER SHOULD BE CORRECTED IN PPS. 

CORRECTIONS CANNOT BE MADE TO THE PRELIMINARY MERIT ROSTER IN WEB MERIT AND 

DATA CANNOT BE SAVED TO THE PRELIMINARY MERIT ROSTER DURING THIS PHASE. 

11



WEB MERIT ROSTERS (FINAL)

FINAL MERIT ROSTER:
ONCE THE MERIT CYCLE STATUS IS SET TO O (OPEN FOR DEPARTMENT INPUT), THE FINAL MERIT 

ROSTER IS AVAILABLE FOR DATA INPUT BY DEPARTMENT USERS.  

 THE FINAL ROSTER DISPLAYS AN EMPLOYEE’S CURRENT TITLE, SALARY AND GRADE. APPOINTMENT 
AND DISTRIBUTION LINE PAY INFORMATION IS AVAILABLE BY SELECTING AN EMPLOYEE’S NAME ON 
THE ROSTER.  

12

Click on an Employee 

name for more detail

Remember to save any and all updates from 

page to page!  Otherwise you will lose your 

data entries.



WEB MERIT ROSTERS (FINAL)

FINAL MERIT ROSTER – EMPLOYEE DETAIL:

 SELECT AN EMPLOYEE’S NAME ON THE ROSTER, A DETAIL PAGE OPENS IN A NEW WINDOW DISPLAYING 

THE EMPLOYEE’S DISTRIBUTION DATA FOR THE SELECTED APPOINTMENT. DELETIONS AND COMMENTS ARE 

SAVED ON THIS PAGE.
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WEB MERIT ROSTERS (FINAL)

FROM THE EMPLOYEE DETAIL SCREEN, THE USER CAN ENTER COMMENTS FOR AN EMPLOYEE OR 

DELETE THE EMPLOYEE LINE FROM THE ROSTER IF IT HAS BEEN DETERMINED THAT THE EMPLOYEE 

OR THE SPECIFIC LINE IS NOT ELIGIBLE FOR A MERIT.  

DELETED EMPLOYEES CANNOT BE RESTORED ON THE ROSTER.  PLEASE CONTACT HR PRIOR 

TO DELETING EMPLOYEES TO CONFIRM INELIGIBILITY (AMY ARNOLD AT EXT. 4068 OR 

AMY.ARNOLD@HR.UCSB.EDU).

PLEASE NOTE: ANY DISTRIBUTION LINES WITH A DOS CODE OTHER THAN REG (INCLUDING ERT, 

SAS, LNS, ETC.) WILL NOT BE EXCLUDED.  THESE DISTRIBUTION LINES AND OTHERS THAT DO NOT 

REFLECT BASE PAY MUST BE DELETED. 14
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WEB MERIT ROSTERS (FINAL)

FINAL MERIT ROSTER:

FOR EACH MERIT ELIGIBLE EMPLOYEE THE PERFORMANCE RATING AND APPRAISAL DATE MUST BE 

ENTERED ON THE FINAL MERIT ROSTER.  THE AMOUNT OF THE MERIT INCREASE OR THE PERCENT 

INCREASE MUST BE ENTERED. ONCE THE ENTRIES ARE MADE, SELECT “SAVE CHANGES”.
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WEB MERIT ROSTERS (FINAL)

UCSB PERFORMANCE

RATING CHART
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Web Merit Standard Performance Rating Chart

FINAL MERIT ROSTER:
 Within the Final Merit roster, the link to “Perf Rating” in the header will display system-generated 

choices for the performance evaluation codes. Ignore these codes and descriptions, and use the 

chart below.



WEB MERIT ROSTERS (FINAL)

FINAL MERIT ROSTER:

THE SYSTEM WILL WARN THE USER IF A SALARY INCREASE THAT WAS ENTERED RESULTED IN A 

SALARY RATE ABOVE THE ESTABLISHED MAXIMUM FOR THE TITLE CODE.  THE SYSTEM WILL 

DISPLAY THE MESSAGE: “ROM: NEW RATE HAS BEEN SET ABOVE THE MAXIMUM FOR THE 

TITLE CODE.” 

THE TITLE CODE ALSO PROVIDES A LINK TO SALARY RANGE INFORMATION.
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WEB MERIT COST SUMMARY
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COST SUMMARY

THE COST SUMMARY CALCULATES THE CURRENT AND NEW SALARY BASE AND THE ANNUAL 

COST. 

THE COST SUMMARY REPORTS WHETHER THE ROSTER IS OVER OR UNDER THE CONTROL 

PERCENT AND BY WHAT DOLLAR AMOUNT.

THE COST SUMMARY ALSO CALCULATES THE FISCAL YEAR COST CALCULATED BY THE NUMBER 

OF MONTHS FROM THE MERIT EFFECTIVE DATE TO JUNE 30.
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COST SUMMARY

WHEN REVIEWING THE COSTING REPORT PROVIDED BY WEB MERIT, MERITCTL AND MERITDPT 

WEB MERIT USERS SEE:
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COST SUMMARY

 THE COST SUMMARY WILL NOT CALCULATE CORRECTLY IF AN EMPLOYEE LINE CONTAINS A RNF 

(RATE NOT FOUND) ERROR.  THE EMPLOYEE LINE MUST BE CLEARED, CHANGES SAVED, AND THE 

CALCULATE BUTTON CLICKED AGAIN. 

 RNF (RATE NOT FOUND) ERRORS CANNOT BE CORRECTED.  THE EMPLOYEE LINE SHOULD BE DELETED 

FROM THE FINAL MERIT ROSTER. CONTACT AMY ARNOLD IN HUMAN RESOURCES BEFORE 

PROCESSING THE MERIT OUTSIDE OF WEB MERIT.

 THE COST SUMMARY REFLECTS AN OVER SPENT MERIT ALLOCATION WITH A (-) NEGATIVE FIGURE, 

AND AN UNDER SPENT MERIT ALLOCATION WITH A POSITIVE FIGURE.

 THE COST SUMMARY WILL NOT UPDATE UNTIL THE CHANGES MADE TO THE MERIT ROSTER 

HAVE BEEN SAVED.
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REPORTS AND APPROVALS
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REPORTS AND APPROVALS

THE WEB MERIT USER HAS THE OPTION TO EXPORT THE FOLLOWING REPORTS:

• EMPLOYEE ROSTER (EXPORT TO EXCEL OR PDF)

• EMPLOYEE DELETES (EXPORT TO EXCEL)

STEPS TO EXPORT THE DATA:

 FROM THE ROSTER SCREEN CLICK ON “SELECT DOWNLOAD” THEN SELECT ROSTER, DELETES, OR 
ROSTER PDF.  SELECT “GO.”  THE DATA WILL BE AUTOMATICALLY EXPORTED TO EXCEL OR PDF.  

23



REPORTS AND APPROVALS

DEPARTMENTS:

DOWNLOAD THE MERIT DATA FROM THE “FINAL MERIT ROSTER” AND THE “COST SUMMARY” 
INTO AN EXCEL WORKSHEET TO MAINTAIN A HARD COPY RECORD OF THE MERIT 
RECOMMENDATIONS FOR THE DEPARTMENT.  

ACCESS TO THE WEB MERIT SYSTEM WILL BE DISABLED ONCE THE MERIT PROCESS IS 
COMPLETED.  

FOLLOW THE INSTRUCTIONS PROVIDED BY YOUR CONTROL POINT CONCERNING APPROVALS 
AND SUBMISSION OF THE MERIT RECOMMENDATIONS.  

CONTROL POINTS:

 REVIEW, FINALIZE, OBTAIN APPROVALS FROM DEANS OR VICE CHANCELLORS, ETC., AND 
SUBMIT TO SANDRA PEREZ IN THE BUDGET & PLANNING OFFICE. 
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TIPS & TRICKS

DO NOT USE THE BACK ARROW BUTTON TO NAVIGATE WITHIN THE “FINAL MERIT ROSTER”.  
THE BACK ARROW BUTTON WILL UNDO YOUR CHANGES.  SELECT THE “BACK TO DEPT” LINK 
WITHIN THE MERIT ROSTER TO RETURN TO THE DEPARTMENT LIST.

SAVE EACH ROSTER PAGE AS YOU MOVE THROUGH YOUR DEPARTMENT’S ROSTER ENTERING 
MERIT INFORMATION.  IF YOU DON’T SAVE EACH PAGE, ONCE YOU MOVE TO THE NEXT PAGE 
ALL OF YOUR DATA WILL BE LOST.

THE “RESET” BUTTON WILL CLEAR ALL DATA ENTERED ON THE MERIT ROSTER, ONLY IF THE DATA 
HAS NOT YET BEEN SAVED OR THE “CALCULATE” BUTTON HAS NOT YET BEEN SELECTED.
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QUESTIONS?

HUMAN RESOURCES

 KATHY MOORE -- EXT. 7137 OR KATHY.MOORE@HR.UCSB.EDU

 GENERAL MERIT PROGRAM QUESTIONS

 AMY ARNOLD -- EXT. 4068 OR AMY.ARNOLD@HR.UCSB.EDU

 GENERAL MERIT PROGRAM AND/OR WEB MERIT QUESTIONS

BUDGET & PLANNING

 SANDRA PEREZ -- EXT. 4052 OR SANDRA.PEREZ@UCSB.EDU

 FUNDING QUESTIONS
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