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Subsequent Cycles Guide

Welcome back to SimplyMerit! We're excited to support you as you launch your next compensation cycle.
This guide is designed for HR administrators who have previously used SimplyMerit and are preparing to kick off a new cycle. It has been updated to reflect the latest SimplyMerit releases, including User Control, enhanced email controls, letter distribution updates, Standard Exports guidance, and the Employee Portal.

☐ Step 1: Schedule Your Refresh Call
Before making any changes to your SimplyMerit environment, we strongly recommend scheduling a Refresh Call. This foundational conversation sets the stage for everything that follows. Here is a link to the Refresh Call calendar: https://meetings.hubspot.com/simplymerit/simplymerit-refresh-new 
What We'll Cover Together:
· Cycle Retrospective: Review how your last cycle performed and identify what worked well versus what needs adjustment
· New Features Overview: Walk through platform updates and new capabilities since your last cycle
· Timeline & Logistics: Confirm your new cycle timeline, key milestones, and points of contact
· Cycle Components: Discuss which elements you will be running (merit, bonus, equity, performance ratings, total rewards statements, and/or Employee Portal access)
· Letter Templates and Distribution: Discuss letter generation, collect letter template needs early, and confirm whether letters will be exported, sent to managers, sent directly to employees, or published to the Employee Portal

Refresh Call Date: Click or tap to enter a date.

☐ Step 2: Reset Your Environment
Resetting doesn't mean starting from scratch. Your admin settings, configurations, and templates remain intact. We're simply clearing out the previous cycle's employee data and inputs to create a clean slate for your new cycle.
1. Lock Planning Access
Location: Config > User Control
Toggle on the “Lock Out Planning Users” option in the “Company-wide Settings” area to prevent managers and delegates from accessing the application while you are preparing it for your next cycle.
Why This Step Matters: This prevents accidental communications to managers, delegates, employees, or portal users while you're configuring and testing your new cycle.
2. Reset Employee Data
Location: Config > System Control
Click the "Reset Employee Data" button. This action will:
· Create an automatic backup of your previous cycle's employee data, which is accessible on the Standard Exports configuration screen
· Clear all employee records from the current environment
· Preserve all administrative settings, configurations, templates, letter assets, and account-level settings
· Retain all user accounts and permissions
Important: This step is irreversible for the current cycle, but your backup ensures you can reference previous data if needed.


☐ Step 3: Configure Your New Cycle Settings
With your environment reset, now's the time to review and update your configuration settings for the new cycle.
Location: Config 
Critical Settings to Review:
· Budget Amounts: Update total compensation budget for merit and confirm which modules are applicable to this cycle (merit, bonus, equity, total rewards, and/or Employee Portal)
· Timeline: Set your cycle start dates, prorations, and approval reminders
· Active Features: Enable/disable components and customize the user interface, including features that affect letters, reporting, manager access, and portal visibility
· User Control: Review Core Access, Planning Access, Portal Access, Send Emails, View Only, invitation status, last sign-in information, and bulk updates
· System Control: Review go-live readiness, SSO, lock settings, enhanced letters, file naming, reset notes, system notes, and HR admin notes
Pro Tip: Use this opportunity to implement lessons learned from your previous cycle. Did managers need clearer guidelines? Were deadlines too tight? Do employees need direct access to letters through the portal? Now's the time to make those adjustments.

☐ Step 4: Load Your New Data
Now it's time to populate your clean environment with current employee data and any supplementary information needed for your cycle.
1. Load Your Employee Census
Location: Config > Data Import > Dynamic Importer
Upload your current employee file using the Dynamic Importer. This should include:
· Employee demographics and job information
· Current compensation data
· Manager relationships and organizational structure
· Location, currency, access-related fields, and other relevant fields
Reference: Consult your SimplyMerit Data Dictionary for field definitions, required formats, and templates.
2. Load Bonus Data, Equity Data, and Performance (if applicable)
After confirming your census data is accurate, upload any additional compensation elements:
· Bonus Plans: Target amounts, eligibility criteria, proration rules
· Equity Grants: Grant types (RSUs, options, etc.), vesting schedules, target values
· Performance Data: Ratings, review dates, or other performance metrics

☐ Step 5: Prepare Adjustment Letters and Portal Distribution Early
If you plan to generate adjustment letters for employees, early preparation is crucial for success. SimplyMerit now supports several distribution options, including admin download, manager distribution, direct employee delivery, and Employee Portal publication.
Why Early Matters: Letter template development, testing, previewing, distribution planning, and portal publication setup take time. Starting early ensures we can build, review, and perfect your letters before launch pressure builds.
What We Need from You:
· Letter templates in DOCX or PDF format
· Clear instructions for conditional logic (e.g., different letters for different employee types)
· Examples of how variables should populate and what variables to use, including any differences by letter type or employee group
· Timeline for when letters will be needed and how they should be distributed (download, manager delivery, direct employee email, or Employee Portal)

Best Practice: Send your templates and instructions to us as soon as possible after your Refresh Call. This gives our team adequate time to build, test, preview, and refine everything before your launch date. We’ll work with you throughout the coding process.

☐ Step 6: Handle Historical Data and History Shift
If you're incorporating prior year data for trend analysis, manager context, or reporting purposes, this step ensures your historical information aligns properly with your new cycle.
Historical Data Upload
Upload prior year compensation data, performance ratings, or bonus information that will provide valuable context during your current cycle.
History Shift Consideration
Depending on your configuration changes between cycles, you may need to apply a history shift to align historical data with your current plan structure.

☐ Step 7: Review Access, Email Controls, and Employee Portal Settings
Before launching, ensure your system is accessible to the right people and that email communications are intentionally enabled. User Control is now the central place to manage user-level access, invitations, email delivery, portal access, and view-only settings.
Location: Config > User Control and Config > Employee Portal
1. Access, Email, and Portal Settings to Check:
· Core Access: Controls whether a user can sign in to SimplyMerit. If toggled off, the user is locked out of SimplyMerit.
· Planning Access: Controls whether a manager or delegate can access the planning experience
· Portal Access: Controls whether an employee can access the Employee Portal
2. Send Emails and Company-Wide Email Pauses
Review the per-user Send Emails toggle for users who should receive routine SimplyMerit notifications. Also review company-wide controls such as Pause ALL SimplyMerit Emails and Pause All Emails Except Invitations/PW Resets before sending invitations or reminders.

☐ Step 8: Final Readiness Assessment
Before going live, we'll conduct a comprehensive validation to ensure everything is perfectly aligned and ready for launch. We recommend scheduling this 2-3 days before launch.
What We'll Review Together:
· Email Readiness: Invitations, routine notifications, password resets, reminders, and company-wide pause settings are configured intentionally
· Data Validation: Census accuracy, budget totals, bonus, and equity eligibility
· Configuration Verification: All settings reflect your new cycle requirements, 
· Access Permissions: Admin, manager, delegate, and employee portal permissions are properly configured
· Letter Validation: Preview letters by employee, review sample outputs, confirm distribution method, and validate portal publication if applicable
· Launch Timeline: Finalize internal communication strategy and launch schedule
Final Readiness Assessment Date: Click or tap to enter a date.

☐ Step 9: Launch Your Cycle
With everything validated and ready, it's time to go live with your new compensation cycle.
1. Ready SimplyMerit to Go Live and Allow Communications
Location: Config > System Control and Config > User Control
Use the go-live controls in System Control to transition SimplyMerit from setup into an active allocation cycle. Confirm manager lock settings, change locks, SSO behavior, and email settings before invitations are sent.
2. Invite Your Managers and Delegates
Send invitations based on your launch plan. For SSO customers, confirm whether invitations are needed or whether users should open SimplyMerit through SSO. For non-SSO users, invitation emails and password reset emails must be allowed by your email settings.
3. Monitor Progress
Once invitations are sent, use the Manager Activity and User Control dashboards to:
· Track manager login and submission rates
· Monitor cycle progress, access status, invitation status, email settings, etc.
Remember: You can still make configuration or data changes during a live cycle if needed. The system remains flexible even after launch.
Launch Date: Click or tap to enter a date.

Post-Launch Support & Ongoing Partnership
Once your cycle is live, our support doesn't stop. You're entering an ongoing partnership designed to help you continue getting the most out of SimplyMerit.
Here's what to expect post-launch:
· While your managers are working in SimplyMerit, our work continues with designing, building, previewing, testing, and distributing Adjustment Letters.
· Build your extract report for updating changes to your HCM / Payroll systems at the end of the cycle
· In addition to your CSM, our Support Team is always available by clicking the "Contact SimplyMerit Support" link at the top of your Configuration screen to help with technical questions, system updates, access issues, email settings, portal questions, or anything urgent.
· You'll receive a handcrafted Insights Report from our consulting team highlighting trends, outliers, and opportunities within your data. Click the [image: ]icon at the top of your Configuration screen to schedule the Insights Report review call.
· As the cycle winds, we want to hear from you! What went well? What are the opportunities for improvement? How can SimplyMerit and our team better support you? Click on the [image: ] icon at the top of your Configuration screens to schedule the After-Action Review. Your feedback directly impacts our product roadmap!

Need Help?
Your Customer Success Manager is your primary point of contact for strategic guidance and cycle planning.
Technical Support is available at support@simplymerit.com for technical questions and issues, system questions, or troubleshooting.
Consulting Services are available through MorganHR for compensation strategy, market analysis, and pay equity support.

Final Thoughts
Launching a new compensation cycle with SimplyMerit is a collaborative process designed to make your complex work simpler and more effective. By following these steps and leveraging our ongoing partnership and the latest SimplyMerit tools, you will be equipped to manage merit, bonus, equity, performance, letters, employee portal access, and total rewards cycles with confidence.
Remember: We're here to support you every step of the way. From planning through completion, your success is our success.
Welcome to your new cycle. Let's make it your best one yet!
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