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A Mid-Year Position Increment routine exists that will allow mass incrementing of 

positions to adhere to the results of the contract negotiations.  Frequently, contract 

negotiations are settled in the middle of the fiscal year, but may be considered effective 

as early as the beginning of the fiscal year or may even be effective after the current date.  

  

✓      If the nature of the current fiscal year’s Retro is to provide an increase for the 

entire work calendar for the positions, DO NOT use this routine.  Refer to the 

Retro Pay Procedures documentation for instructions using this method. 

  

PRIOR fiscal year Retro entitlements can not be processed using this routine.  Refer to 

the Retro Pay Procedures documentation for instructions regarding prior year Retro. 

  

This routine is designed to End an existing position as of a specified date and Add a new 

position beginning the day after that end date.  During the process, employees may be 

incremented by step or percentage directly.  Another option is to update the salary 

schedules, then run this process to realize the new values for each step without actually 

increasing the step number manually on the employee position tabs. 

  

The old position will be assigned an end date and then prorated accordingly.  A new 

position is added using the same settings as the first position, but will be created in a ‘Not 

Incremented’ position status.  By creating a position using this status, Salary Schedules 

may be updated with the newly settled contract rates. 

  

Incrementing and Activating routines that are normally used during the EOY Fiscal Year 

Rollover may be used to process these new positions.  Additionally, it may only be 

necessary to use the Mass Update Routine to finish the modifications to these new 

positions. 

  

http://www.cap-comp.com/Robofiles2/WebHelp/Employee_Maintenance-HR/Routine_WC_MassUpdateRoutines.htm#MassUpdateRoutines


   

 
  

Select the Update button to generate the list of employee positions that meet the criteria. 

  

 
  

If errors are encountered during the process, a dialog box will appear.  Decide how to 

proceed; either Continue with the Updating or Stop the routine. 

  

 
  

Once the entire process is complete, a full list of all errors will be displayed and may be 

printed. 

  



   

 
  

The employee previously had only one position for the fiscal year. 

  

 
  

Once the routine has completed successfully, the first position is ended according to the 

date specified, then a second position is added as ‘Not Incremented’ status.  Each 

position’s salary will be prorated as necessary and adjustments on the Pay Schedule will 

reflect these changes. 

  



   

 
  

A large negative adjustment will appear for the old position, and once the new position is 

activated, a large positive adjustment will appear, offsetting the negative 

amount.  Review the pay schedule to verify that the 2 adjustment amounts are located on 

the same check date and check sequence. 

  

 
  

After all of the new positions have been created, modify the Salary Schedules, Position 

Tables or Employee Position tab salary amounts to the new values. 

  

On the Salary Schedule, use the mass update options found in WinCap Basics to increase 

the values. 

http://www.cap-comp.com/Robofiles2/WebHelp/WinCap_Basics/Mass_Replace_Options.htm


   
  

 
  

When the new position is Incremented, Approved, or Activated it will draw in this new 

default value and prorate accordingly.  The methods used to make these changes need to 

be chosen after careful evaluation of the specific scenario.  Each setting may be achieved 

either by using the options in the EOY Rollover menu or through the Mass Update 

Routine.  Each of the 3 settings is described below, along with some general guidelines as 

to which routine to use to make the change.  As always, keep in mind that each position 

may be updated manually on an individual basis. 

  

These status settings may also be used for filtering the positions at different stages.  Once 

a position is Incremented, it is generally Activated without being Approved first.  The 

approval is assumed when the Position is Incremented. 

  

✓      During the year as individuals are given positions, those positions are added as 

an Approved status because they did not exist and therefore could not be 

Incremented. 

  

The Approved and Pending Approval status options may be used to isolate certain groups 

during the process.  For example, maybe all employees that follow a Salary Schedule will 

move from Not Incremented to Incremented to Activated.  Employees that do not follow 

a schedule but will receive a percentage increase may also follow that same path. 

  

For employees that will receive new salaries using varying percentage increases, 

manually change their values directly on the position tab.  Their status may be changed to 

Approved so that when the Incremented employees are filtered to run the Mass Activate 

routine, these Approved positions will not be included.  Then the routine may be run 

again to Activate positions with an Approved status.  It simply provides flexibility for 

grouping and levels of review. 

  

http://www.cap-comp.com/Robofiles2/WebHelp/Employee_Maintenance-HR/Routine_WC_MassUpdateRoutines.htm#MassUpdateRoutines
http://www.cap-comp.com/Robofiles2/WebHelp/Employee_Maintenance-HR/Routine_WC_MassUpdateRoutines.htm#MassUpdateRoutines


   
✓      All tables should be updated before attempting to change the employees’ 

position status. 

  

✓      ONCE A POSITION IS ACTIVATED IT CANNOT BE DE-

ACTIVATED.  Review all data carefully before Activating any positions at any 

time. 

  

  

Incrementing 

Occasionally a contract is settled mid year which requires that the employees actually 

increase their step.   

  

 
  

If this is the case, theIncrement Salaries routine should be used to move to the new step 

for the new position.  Choose the ‘Increment Step’ option. 

  

 
  

This routine may also be used for employees that should receive a percentage increase 

but do not follow a schedule.  Choose the ‘Percentage Increase’ option. 

  

 
  

Sometimes it is beneficial to indicate that a position is ‘Incremented’ even though they 

will not actually move up a step.  The mass update routine may be used to locate ‘Not 

Incremented’ positions and change them to ‘Incremented’.  This will capture the new 

Step values without moving up a step. 

  



   
When using the Increment Salaries routine, a report will be generated showing the Old 

Base and New Base values.  This report should be used to verify both; the Step value and 

the New Base. 

  

 
   

Approved 

Using the mass update routine, positions may be set to an Approved status.  As 

mentioned above, this could be useful for grouping or to indicate a different level of 

review. 

  

 
  

Prior to Activating 

The Employee Position Report should be run to perform a final review of the position 

data.  Only after all data is accurate should the Activation process be performed. 

  

Activated 

While positions may be Activated directly from a Not Incremented status, this option 

offers no method of review prior to Activating the positions.  Even if the position does 

not need a true Increment, the positions status should be changed to Incremented or 

Approved using the Mass Update Positions routine prior to actually Activating the 

positions.  Once the new values have been verified and all data is accurate, then proceed 

to the Mass Activate Positions with Salary/Encumbrance routine. 



   

  

 


