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How To Submit Supplemental Pay Requests Using

Manager Self Service

Supplemental pay requests communicate one-time payment and defined term
payment requests to Human Resources and Payroll to ensure employees are

compensated correctly.

Requests can be submitted using Manager Self Service through the Navigator or My

Team Tile.

Using Navigator:

Navigator > Manager Self Service > Compensation and Stock > Request Supplemental

Pay

Degrees & Certificates

«

Time and Absence

v Employee Self Service

Monthly Schedule

Last Pay Date 03/29/2019

Paychel NavBar: Navigator

Direct Deposit

Compensation History

Company Directory

=
aog

Careers  y ravorites

Personal Details

Qlo

<= | Compensation and Stock

po— Allocate Compensation

Approve Compensation Proposals
Request Ad Hoc Salary Change
E Approve Ad Hoc Salary Change
View Ad Hoc Salary Chg Status
Request Budgeted Salary Change
Pay

Approve Budgeted Salary Change

My Team View Budgeted Sal Chg Status
@ View Compensation History
Team Time

Employee Stock Option Summary

é* i Request Supplemental Pay
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< Employee Self Service Page Title

g}earch Options
Search your Employees [SmllN x ‘ ‘ snrchg

Select Employee 72 rows
N

Name / Title / ID - Record Status / Type

Active
Employee

Active
Employee

Active
Employee

The employees for whom you can submit a supplemental pay request will populate.
You may also search for a specific employee by name or employee ID by clicking the
“search options” arrow and typing into the search bar. Once you select the
appropriate employee the tfransaction will open so you can begin keying the request.

Using the My Team Tile

Select the Manager Self Service drop

v Manager Self Service

5> view Transactions Team Time

> 2l Q

Company Directory Delegation Talent: Degrees&Certifications Open Jobs

A

Create Job Opening

down menu and
then click on the My Team Tile.
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< Manager Self Service My Team

‘ Summary ‘ Compensation Leave Balances

s @ N

Name / Title Directs / Total Department / Location Email / Phone Today's Status

Professor - Pa! ime

-

Locate the appropriate employee and select the green “Related Actions” icon.

& Manager Self Service My Team

| Summary | Compens Actions x
| Time Management >

| E | n
Positi d Fundi >

Name / Title osiion:and:Landing Directs / Total Department / Location Email / Phone Today's Status

Job and Personal Information > =
Compensation >
Development >
Forms >

Clone Position

), Request Paid Leave of Absence

Professor - Part Time

Choose "Compensation.”
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< Manager Self Service My Team

‘ Summary ‘ Compens

¢ Compensation x

g &= |

| View Compensation History

Name / Title

| Request Ad Hoc Salary Change

Q

Professor - Part Time

Choose “Submit Supplemental Pay Request” and the transaction will open so you can

irects / Total Department / Location

Submit Supplemental Pay Request

begin keying the request.

Keying Supplemental Pay Requests

Email / Phone Today's Status

Once you have selected the appropriate employee, begin completing the request.

X Exit

Name
Job Title
Employee ID

- —

Request Supplemental Pay

Submission Date

Request Supplemental Pay

@

P

:

Job Detail

04/09/2019

New Information

Effective Date  05/01/2019
End Date 08/01/2019
Supplemental Pay Type
Defined Term Payments
Pay Code | One-Time Payment
Amount

Combination Code

Changes Made
* Required Field

©)

Review & Submit

e

The

T
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submission date will automatically populate with today's date. The effective date
should be included on all requests and the end date should be included for defined
term payments (those payments for service provided during a specific date range).

x Exit Request Supplemental Pay - :

Name S

Job Title @ @

Employee ID Job Detail Review & Submit

Request Supplemental Pay

Submission Date  04/09/2019
New Information
Effective Date  05/01/2019

EndDate  08/01/2019

Supplemental Pay Type | Defined Term Payments  [v|

Supplemental Pay Code

Academic Admin Assignment
Academic Consortiums
Add to Job Responsibilities

fiie |

Amount

Addendum to Contract
Combination Code Car Allowance
Course Delivery Incentive
Housing Allowance
Overload
- Re::ﬂ:z p.:\de Part of Job Description
Subsistence

Select "Defined Term Payments” to see the related pay codes.

% Exit Request Supplemental Pay »

Name S S

Job Title @ @

Employee ID Job Detail Review & Submit

Request Supplemental Pay

Submission Date  04/09/2019

New Information

Effective Date
End Date
Supplemental Pay Type | One-Time Payment v

Supplemental Pay Code

(e

Critical Hire Incentive
Employee Award

Amount Employee Suggestion Program
Faculty Temp Assignment
Combination Code Goal Based Incentive

Research Subject Fee
Staff Temp Assignment
Changes Made Student Temp Assignment
= Required Field Taxable Fringe

Taxable Moving Expenses
Well Being Incentive

Alternatively, you may select "One-Time Payment” to see those related pay codes.
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Based on the Supplemental Pay Type, Supplemental Pay Codes will populate. Select
the appropriate Pay Type and Code for the payment you are requesting.

x Exit Request Supplemental Pay > H
Name S
Job Title @ @
Employee ID Job Detail Review & Submit

Request Supplemental Pay

Submission Date  04/09/2019

New Information

Effective Date
End Date
Supplemental Pay Type  One-Time Payment v

(e ]

Supplemental Pay Code | Research Subject Fee (]

Amount 50.000

Combination Code 120001107110500000 Q, CAHSS - Music

Changes Made
* Required Field

After you select the appropriate Supplemental Pay Type and Supplemental Pay Code,
add the dollar amount and appropriate combo code.

Review the transaction details and click “next.”

Request Supplemental Pay \ m

Name S S
Job Title @ @

Employee ID Job Detail Review & Submit
)
End Date
Supplemental Pay Type: One-Time Payment ﬂ
Supplemental Pay Code Research Subject Fee ﬂ

Amount®  50.000

Combination Code® 120001107110500000 Q CAHSS - Music

Comments

(ne)

Attachments

No documents have been attached.

Add Attachment

This brings you to a summary page where you should attach applicable support
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documentation, add comments, and then click “submit.”

NOTE: the appropriate forms for supplemental pay requests can be found here:

< Guided Self Service Request Supplemental Pay

‘ 4/ Your transaction request for . . has been successfully submitted for approval.

Submit Supplemental Pay Appr
: Pending
Request supplementa Pay Chain

Skipped Skipped Not Routed

N 21 Noapprovers found N 2 Noapproversfound B @  Mutie Approvers @ -
Level 2 Approver Level 3 Approver Approver s

The transaction will route to your institution-specific workflow for approvals.
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