
Click a direct report’s name listed on the right to

see their worksheet.

Review the Merit Rate increases and comments

they have submitted.

If you do not agree with the recommendation,  

you can reject the worksheet.

2

Click the Rollup tab on your PRP Compensation

Worksheet. This opens a view of your complete

reporting hierarchy.

You can expand the list on the left to view all PRP

eligible indirect reports.

VIEW DIRECT REPORTS’ WORKSHEETS
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ROLLUP TAB

View & Reject a PRP Compensation Worksheet
This guide shows you how to view your direct reports’ 

PRP Compensation Worksheets and return a worksheet for revision. 

Before you begin... See our easy guide to RivCo Talent login and navigation.
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Select the worksheet you want to

return.

Choose a Rejection Reason from the

drop-down.

Enter additional comments, up to

255 characters total.
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ADD REJECTION REASON 

AND COMMENTS

You will receive an email when the

worksheet is returned to you. View the

changes and click Approve when you

are ready to submit your worksheet.

Important: When you submit your

worksheet, you are also approving all

downline worksheets.

Click Reject when finished.

The worksheet will be returned to

your direct report. 

They will view your rejection reason

and comments, revise their

worksheet, and send it back to you.
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REJECT WORKSHEET
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APPROVE REVISED

WORKSHEETS
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Click Save if you have additional actions to

perform. 

Click Approve when you are ready to resubmit

your worksheet to your manager.

APPROVE/RESUBMIT YOUR WORKSHEET

View the Rejection Reason and any comments

your manager entered.

Update the Merit Rate % and enter additional

comments as needed, up to 255 characters total.

REVISE YOUR WORKSHEET
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Revise and Resubmit a 
PRP Compensation Worksheet

This guide shows you how to quickly make changes and resubmit a 

PRP Compensation Worksheet your manager has returned to you. 

Before you begin... See our easy guide to RivCo Talent login and navigation.


