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M/C NS Performance  
Advance Plans Process 

 
Performance Advance Plans are required for certain M/C employees in Non-Statutory 
(NS) positions before they can receive a performance advance.  All filled M/C NS 
positions that are not equated to a grade and all filled M-8 positions are required to be 
on the Performance Advance Plan.  This includes filled positions with and without salary 
ranges.  There is no longer a requirement to list vacant positions on these plans. 
 
Agencies can initiate Performance Advance Plan transactions in NYSTEP and submit 
them to the Division of the Budget (DOB) for approval.  DOB staff can review and 
approve the plans in NYSTEP.  Once a plan has been DOB approved in NYSTEP, 
Position Summary data will be updated to reflect the newly approved rates.  In addition, 
Office of the State Comptroller (OSC) staff can view the approved plans when making 
determinations on related PayServ transactions.   
 
For more information about the performance advance process in general, please see: 
 

 Budget Policy and Reporting Manual Item D-250 Appointments and Salary 
Increases for Exempt Class, Non-Competitive NS and M-8 Positions;  

 Budget Policy and Reporting Manual Item D-280 Performance Advances and 
Merit Awards for Managerial or Confidential (M/C) Employees; and  

 Any relevant Budget Bulletins.   
 
 
 
 
 

 

NOTE: Only those users with access to NYSTEP BDAs will be able to 
access Performance Advance Plans in NYSTEP. 

                                                                                

 

http://www.budget.ny.gov/guide/bprm/d/d250.html
http://www.budget.ny.gov/guide/bprm/d/d250.html
http://www.budget.ny.gov/guide/bprm/d/d280.html
http://www.budget.ny.gov/guide/bprm/d/d280.html
http://www.budget.ny.gov/guide/bprm/bulletins/bulletinindex.html
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Initiating a Performance Advance Plan 

Performance Advance Plans should not be initiated until DOB has released a Budget 
Bulletin with instructions for the payment of performance advances for the fiscal year 
and any General Salary Increases (GSI) have been paid. 
 

1. Click on the NY Title and Position Mgmt > TPM Mass Change > Use> 
Initiate Perf Adv for M/C NS links. 
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2. Enter the 5-digit NYSTEP agency code in the Agency box. 
3. Click on the Add button.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Enter the effective date indicated in the Budget Bulletin in the Effective Date 
box.  The Budget Bulletin that authorizes payment of performance advances 
will contain information on effective dates for payments.  There will be two 
different effective dates – one for Administrative payroll cycle agencies and 
one for Institutional payroll cycle agencies.  
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5. Click on the Initiate this M/C NS Performance Advance button.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. The plan has now been initiated and will be available at the start of the next 
business day.  Click on the OK button. 
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7. For agencies with multiple agency codes (i.e., facilities), a plan should be 
initiated for each agency code.  You can click on the Add button from the 
Initiation screen to start the initiation process for another agency code.  
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Working with a Performance Advance Plan 

Accessing the Page 
 

1. Click on the NY Title and Position Mgmt > TPM Mass Change > Use> 
Performance Advance for M/C NS links. 
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2. Enter the tracking number or agency code and then click on the Search button. 
 
 

 
 
 

3. If there is only one transaction, the transaction will now open and appear on the 
screen.  If there is more than one transaction, click on the link for the transaction 
you want to open. 
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Verifying Information 
 
The NYSTEP M/C Performance Advance Plans use both NYSTEP and PayServ data to 
identify positions, incumbents, rate frequencies, salaries as of the plan’s effective date 
and salary ranges.  
 
The plans are designed to include all filled M/C NS positions that are not equated to a 
grade and filled M-8 positions as of the effective date of the plan.   
 
Agencies should verify that: 
 

 All of the correct positions and incumbents have been included on the plan. 

 The Rate Frequency matches Position Summary Data as of the plan’s effective 
date. 

 The incumbent’s Current Salary, and any Hiring Rate and Job Rate amounts 
are correct. 

 Salary Range amounts are accurate. 
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The incumbent’s current salary should include any General Salary Increases (GSI) as of 
the effective date of the plan.  If a GSI was paid at the beginning of the fiscal year or 
after the last plans were approved, salary ranges will automatically be increased by the 
GSI percentage for incumbents. 
 
If a GSI was automatically applied to a salary range, the GSI Applied Box will default to 
Yes.  If a GSI was: 
 

 Withheld or the incumbent did not receive a GSI and the Current Salary is correct, 
click on the down arrow in the GSI Applied box and change the indicator to No. 

 

 Withheld or the incumbent did not receive a GSI and the Current Salary is 
incorrect, click on the down arrow in the GSI Applied box and change the 
indicator to No, and contact your Budget Examiner to have the salary corrected. 

 
The Hiring Rate and Job Rate will automatically be adjusted on the plan to include the 
GSI if Yes is selected in the GSI Applied column.   
 
 

 
 
 
 
If any Current Salary, Rate Frequency, Hiring Rate or Job Rate amounts are 
incorrect, contact your Budget Examiner.  Please include BDA or compensation 
adjustment information that shows the correct salary, rate frequency or hiring and job 
rates. 
 
The Salary Range is automatically calculated by NYSTEP and should be equal to the 
Job Rate minus the Hiring Rate.  Any problems with the range amounts should be 
reported to your Budget Examiner. 
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Making Recommendations 
 
To be advance eligible, an employee has to have a salary range, be below the Job Rate, 
and have served at least 13 pay periods in a qualifying position prior to the effective date 
of the plan.  (Employees who have a salary range, but are below the Hiring Rate, are not 
eligible for an advance.)   
 
For advance eligible employees: 
 

1. Click on the down arrow next to the Served at least 13 PPs box for the 
incumbent and select Yes. 

 
 
 
 
 
 

2. Click on the down arrow next to the Advance Eligible box for the incumbent and 
select Yes or Partial.   

 
 
 
 
 
 
 
 
 

3. NYSTEP will now calculate the Proposed Advance and the Requested Salary 
will be updated to include the advance.   
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When NYSTEP calculates the advance amount (one-sixth of the salary range and not to 
exceed the job rate) and applies it to the current salary, if the Requested Salary is 
higher than the Job Rate, the Requested Salary will be capped at the Job Rate.  The 
Advance Eligible box will automatically be changed to Partial and the Proposed 
Advance will reflect the partial advance amount.   
 
For employees who are not advance eligible: 
 

1. Click on the down arrow next to the Served at least 13 PPs box for the 
incumbent and select Yes if the incumbent served more than 13 pay periods in a 
qualifying position prior to the plan’s effective date or No if he/she has not. 

2. Click on the down arrow next to the Advance Eligible box for the incumbent and 
select No if he/she is not advance eligible or Withheld if the advance is withheld. 

 
 
 
 
 
 
 
 
 
 
 
 
 

3. For all employees, type any necessary comments in the Comments box. 
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Submitting a Performance Advance Plan 

 
Before a plan is submitted for DOB review, agencies should obtain any necessary 
internal approvals.  Also, all rows for employees who have a range and may be advance 
eligible must be worked before the plan can be submitted. 
 
To submit a plan to DOB for review and approval: 
 

1. Ensure all rows are worked and all information is accurate. 
2. Click on the Approve button. 

 
 

 
 

3. Click on the Yes button when the approve this request message appears. 
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The Approval Process and Approved Plans 

Once a plan has been approved by DOB, Position Summary Data will be updated for 
positions receiving an advance.  Rate information will be updated with the Job Rate for 
the approved position.  A worklist item will be sent to the Agency Requestor indicating 
the plan has been approved. 
 
OSC staff will be able to review DOB approved plans in NYSTEP and can use the 
information for making determinations about PayServ transactions.   
 

Approved Plan 
 

 
 
 

Position Summary Data 
 

 
 

 


