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Medical Center

HUMAN RESOURCES

| Recurring/Additional Payment Authorization Form |

Document guide to assist with processing Recurring/Additional Payments accurately and on a timely
basis, departments are highly encouraged to review the various documents on the Recurring-Additional
Payment web page. NU Values - Recurring-Additional Payment

For assistance with ADIS access and/or completing the Recurring/Additional Payment form, please contact
HR Records at hrrecords@unmc.edu
For questions regarding:
a. Awards and Moving/Relocation Allowance, contact Payroll at unmcpayroli@unmc.edu
b. Wage Types, contact HR Compensation at hrcompensation@unmc.edu

Important Notes:

1. Individuals completing the Recurring/Additional Payments online form for UNMC employees must
have access to ADIS. Contact hrrecords@unmc.edu to request an ADIS user account and enroll
in training.

2. ONLY for UNCA, UNK, UNL and UNO employees will departments complete the
Recurring/Additional Payment Authorization Payment form (PDF/paper version). Departments must
e-mail the completed/signed form (PDF) to hrcompensation@unmc.edu for review. Thereafter, HR
- Records will send the form to the appropriate campus for SAP entry.

3. Forms must be received by HR Compensation/Payroll 3 days prior (Refer to Payroll Schedule for
Recurring and Additional Payments) to the Payroll final (Final Day for Changes). This will allow time
for review, follow-ups, and processing of entries into SAP before the Payroll final.

a. Reference/Review in detail the Payroll Schedule for Recurring and Additional Payments at
the_NU Values - Recurring-Additional Payment web page.

b. Supporting documentation must be attached at the time the form is created in ADIS.

c. The required approval signatures must be on the form (online form in ADIS for UNMC
employees and PDF/paper for UNCA, UNK, UNL and UNO employees) in order to be processed
by HR Compensation/Payroll.

d. Moving Allowance/Relocation payments over $5,000 require Dean and VC of Business &
Finance.

e. The signature routing and approval process may take several days to complete. Please plan
accordingly to ensure that the completed/signed form is received in HR Compensation/Payroll by
the due date.

f. Automated email notifications are prompted to the Preparer and Approver(s) when a step needs
to be initiated and/or is complete.

g. HR Compensation, Payroll and HR Records receive email notifications to prompt review and SAP
entries.

h. Employees will not receive an email notification regarding the approved payment from the
system. Departments are responsible for notifying (via letter or e-mail) employees and uploading
notification in ADIS.

4. Chancellor Approval Requirement:

a. 1404 Overload: If the duration for the recurring pay is for 6 months or more and the amount is
10% or greater (cumulative that includes the percentage increase received for the annual July 1
salary increase) Chancellor’s approval is required.

b. A Salary Increase 10% and Greater Request Form must be completed in addition to the
Recurring/Additional Payment Authorization Form.

5. President Approval Requirement:
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a. 1404 Overload: Academic-Administrative Overload assignment should not exceed 20% of base
salary without prior approval of the President (except summer teaching/research appointment).

The GUIDE provides the steps to the process/workflow of the Recurring/Additional
Payment form. There are four primary sections:

e Creating a Recurring/Additional Payment Form > Pages 2 — 9

e Assigning Approver(s) to the Recurring/Additional Payment Form > Pages 10 — 13

e Retrieving a Recurring/Additional Payment Form in Progress > Pages 14 - 16

e Access to Electronic Forms — Recurring/Additional Payment Report > Pages 17 — 19
e How to Create a Recurring/Additional Payment Form for Amendment > Pages 20 — 27

CREATING A RECURRING/ADDITIONAL PAYMENT FORM
1. Login to ADIS site:

WY unm

(L e (= e PP TR
VT, CEATER

AD IS. —'.ﬁ.:.,adehic Department Information System

(Note: Your menu links might look different depending on your access levels)

2. Retrieve the Personnel Record, Enter -> Last Name of Employee.

ADIS -

Wy Famas

3. From the drop down, Select -> Employee Name.

Page 2 of 28



B o | L]
= =l
Lo i—re b i
L
? K
v k
Dmearae Lol &
L |
= L
"
s By jgovs d ]'|

4. Select -> Personnel Record.

ADIS s

iy Y gm

5. Select -> HR Documents.

ADIS
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PERSONNEL RECORD ELECTRONIC SICNATURE FERSONNEL RECORD
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6. Once in the employee document list, Click -> Add New.

Manaze Personnel File { Dacuments)
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7. A pop up box will appear. Select -> Electronic Form.
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8. From Doc Type (drop down) Select -> Recurring/Addtnl_Paymnt — Select -> Add.

I File Upioad ® Electronic Formn
Dociment Mame;

Doc Type: | S | -
Mew: & Amendment: L

Ebectronic Sigs: | Vs =

=X __

9. The system will auto populate the employee name, personnel number, employee
position, unit and department.

Recurring or Additional Payment Authorization Form

“instryctions:
I_Fr.l' detaled mlormation and equiremenis_ cick hare

L] W

NOTE > ONCE THE FORM HAS BEEN INITIATED, THE DOCUMENT CAN BE
SAVED/PREVIEWED AT ANYTIME (SEE PAGE 8 Step 14-e on How to Preview PDF/
SEE PAGES 14 -16 on How to Retrieve a Saved Document)

Payment Information

‘ Save Preview PDF -

10. Complete department authorizing payment > Select from the drop down.

If same department as employee, Select -> same department from drop down.
If different department from employee department, Select -> department from drop
down.
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Recurring or Additional Payment Authorization Form
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11. Complete the reasonl/justification section.

Recurring or Additional Payment Authorization Form
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12. If need to add additional information and/or have additional supporting document(s),
attach document using the “Attach Document” feature (below the wage code section).

Please see Wage Types/Payment Types

Payroll will complete the data entry HR Compe
entry

O 0623*** Moving / Relocation

O 4601 Awards O 1401 ad
O 1420 Ju

Attach Document:

Supporting Documentation:

[ Choose File |No file chosen l -

Please see Payroll Schedules

Payment Information

Attach Document:

@MillerG.SupportDoc.Nolew} 8 -

Payment Information

13. Select -> Wage code type for the payment.

The form will only show the Wage Codes/Types based on the employee’s pay period
(biweekly or monthly).
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REFERENCE the link > Wage Types/Payment Types for wage code definitions and
payment types.

Please see Wage Types/Payment Types-

Payroll will complete the data entry HR Compensation will review/HR Records will complete the data
entry

O 0623*** Moving / Relocation
O 4601 Awards ® 1401 Additional Compensation

O 1420 July 1 In Lieu Payment Stipend (Non-Academic Only) - ONE-TIME

14. The system will then populate a ‘line’ under the Payment Information section that will
be for One-Time Payment(s) or Recurring Payment(s). This is determined based on
the wage code that has been selected.

Fai vdeat TiiMerientini

cire-Time Spameadt i |
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Faii g Pay -
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Prior to completing the Payment Information, reference the Payroll Schedules for
Recurring and Additional Payments to determine the appropriate dates and deadlines
that apply.

Please see Payroll Schedules -

Payment Information

One-Time Payment(s)
payment code

a. Click on the plus icon @ {0 enter the payment information. The system
prompts an ‘entry box’. The entry dates is based on which type of payment is
being processed.

DATE > One-Time Payment -> Must be Payment date, Select -> from the ‘drop
down’.

Kodd Oms - Treme Panvmsent

DATE > Recurring Payment -> Must enter a “Start Date” and “End Date”
Start Date: Click -> the calendar and search for date and select.
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End Date: Select -> date from the ‘dropdown’.

NOTE: A ‘pop up’ message will appear for both the One Time Payment and
Recurring Payment if the dates are past the deadline dates as referenced in
the Payroll Schedules. New entry of dates will be required.

There are errors:
-You are past the deadline date of 1171872019 for the payment date of .

NOTE: A ‘pop up’ message will appear for both the One Time Payment and
Recurring Payment to advise the deadline date to have submitted to HR or
Payroll, as referenced in the Payroll Schedules.

To have a payment date of 12/31/2019, this form must be signed and sentto HR before 12/13/2019.

b. Enter -> Payment Amount and Cost Center (do not include dashes).
Select -> Save.

Fodinfbm Torw Paoraes
i 1 =Ll
(Bl Er ] [Ete it
i e |
L

If the cost center does not exist or if entered incorrectly, a pop-up message will
appear.

Once saved, the system returns to the ‘form’ page and displays the entries
completed.
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c. To add another One-Time Payment for the wage code originally selected or the
payment is being split between more than one cost center, Click -> plus icon

@ and repeat Step 14a-b.

Farmmi Inderagien
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d. The system now populates the additional cost center and additional payment
amount along with the previously entered information.

e. To review the form before next step, Select -> Preview PDF.

Frmrsl brmets
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Recurring or Additional Payment Avthorization Form
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f.  From top of screen, Select-> ‘Electronic Recurring/Additional...’ tab to exit
the Preview PDF.

M Recurring or Additional Payme X Electronic Recurring/Additional Pz X

-~ -~ — -

g. The form can now be further edited and/or entries can be removed.

_‘i
Select -> ' 'to edit the information. Select -> o to remove the
information.

Payment Information

Recurring Payment(s)
e —
_f"x

h. Once the Payment Information is complete, Click -> Save.

The next section is the Proceed to Signature Page steps to assign approver(s).
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ASSIGNING APPROVER(S) TO THE RECURRING/ADDITONAL PAYMENT FORM

It is important that the Preparer knows who the Approver(s) are prior to proceeding. If

the name needing to select as an Approver is not in the listings provided within the drop
down selections — contact HR Records at hrrecords@unmc.edu

1. While still in the Form, Click -> Proceed to Signatures.

Favevert [nfzraaien
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2 R
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A pop-up message appears indicating when the approval signatures will need to be
completed based on the payment date or start date entered previously. Select-> OK.

NOTE: The dates in the message are based on the Payment date entered for a
One-Time Payment and the Start date entered for a Recurring Payment

To have a payment date of 12/31/2019, this form must be signed and sent to HR before 12/13/2019.
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2. Click -> Plus icon L to assign approver(s).
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3. Click -> drop-down in the Select Administrator field and Select -> appropriate name.

Signamarm

{ A st ey T o
Ballari all in apph

Selet Adminstnrin T -
]

s
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S
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7 R, . .

Coopraight 2007 Univeniny of Nelrakia Moedecal Cenier, All Raghiss Beserved

The name selected will then populate to the field.

S i A D

AT s e reormstiperresh e 1Y
Sadawt all o apply
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Copiyright 2007 Universay of N etwasks Medoal Center, All Baghes Besenced

4. If additional signatures are needed, Select -> additional signor.

If Chair or Dean needs to approve this request, Select the appropriate check box(s)
(Note: The ‘Individual’ selection does not apply to Recurring/Additional payments).

5. Click -> Process.
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The system returns to the previous screen where the Plus icon changes to the
£

following icon - . This flags that the form (request) has been submitted for signature.
2 A& - | Miller, Michael §

6. A Workflow Notification email is sent to the Preparer and assigned Approver(s)
indicating that there is an item awaiting review/approval in ADIS.

NOTE: If there are multiple Approvers assigned, the workflow will first go to the
Administrator that has been assigned. The additional signor will receive a
Workflow Notification email once the Administrator has approved.

7. The Approver(s) logs in to ADIS; any items for review/approval will be the first item(s)
that appears on the screen.

ADIS

PERSOIHHEL B

Employes Docume
open sgniapierved document # do type # load date #

&, | Jabnison-Fandk TifacuradddPament. Hovembl19 | Rearring faddind Payments. 11/04.20% -
& | SmvithirS ReuraddiPaymant. Qb on % Requrring faddinl Payments 10733/ 201%

a. The Approver(s) will Click -> Pencil icon & . The Recurring/Additional
payment form will appear for review.

b. The Approver(s) will Select -> ‘By clicking you verify that you have reviewed
the document’. This prompts a display of the form for review.

c. The Approver(s) will Select -> Accept and sign to Approve the payment.
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_Copyright 2007 University of Nebraska Medical Center, AL Rights Reserved
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d. The system will return the Approver back to the approval screen if they have
any other items waiting for review/approval.

e. If the Approver has not acted on the form(s) request(s), the system will prompt an
additional Workflow Notification email to the Preparer as a reminder. This will
occur two days from the due date for HR Compensation or Payroll to receive.

f. If the Approver selects Reject with Comments -> a pop up box appears to enter
reason for rejecting the document and Click -> OK.

ESThal I i i 0 Fiod g alio QT OOCLRTIGTL

The Reject with Comments action will prompt the document status to
Additional Modifications. The Preparer will receive a Workflow Notification
email and can then retrieve the form to further change/correct any items needed.
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See RETRIEVING A RECURRING/ADDITONAL PAYMENT FORM IN
PROGRESS section (Pages 14 — 16)

8. Once aform has been approved, based on the wage code selected for the payment, a
Workflow Notification email will go to the Preparer, HR Compensation or Payroll
indicating there is an item ready for review in the Electronic Forms —
Recurring/Additional Payment Report in ADIS.

9. HR Compensation/Payroll will review and HR Records/Payroll will process the
payment(s) via data entry to the employee’s record in SAP. The status is changed
to SAP Completed and the form is saved to the employee’s documents in ADIS.

Payroll will complete data entry

4801 Awards B5F3 Outstandsng Performance Stpend mossacuety asvry

HR Compensation will review /| HR Records will complete data entry

1401 Addstional Compensation joue-tes Pavarst) X 1404 "Overload mor 1o ERCOLD 3% OF BASE SALARY)
1420 July 1 In Lieu Payment Stipend mos-acasime oar 1419 New Faculty / Retention Stipend (facuutr cur)

4605 Honoranum jong-Ti PavMERT]|

lverinad susgnmests for Academc-Adminnitafre thould nof srceed F9% of kave wulary withoul pror sppoovad of Bie Praudent jeacep! wemmer fnachingirenerch sppomnimend)

UnitDepartment will complete data entry

1410™ Supplemental Compensation Stipend 1412 Sumimer Instructional

1413 Summer Research
A Tuly sgaed loppaeenisl Compes irben Ples Termi of Emplopment Agreemenl covermg B gapeest peiod)s] suil be &0 Se iod aded = ADVL o oy suppieme slsl Gompen L Bos

NOTE: If the wage code you selected is one of those listed above within
“Unit/Department will complete data entry”, proceed to the ACCESS TO
ELECTRONIC FORMS - RECURRING/ADDITIONAL PAYMENT REPORT section
(Pages 17-19) once the Workflow Notification email has been received.

RETRIEVING A RECURRING/ADDITONAL PAYMENT FORM IN
PROGRESS

1. Select -> Personnel Record.
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2. Select -> HR Documents

ADIS

+* HOME PERSONNEL RECORD CLINICAL ELCHHCATION RESEARCH REPORTS MOEE THIBCE MEML

PERSONNEL RECORD ELECTRONIC SIGNATURE PERSONNEL RECORD
Changs Asgister Electremic Séprature Feport Ad-Hoc Heports
Sigrature Documents Documnent Admin

-

Peronnel hMar;
Publicaticnt Summary

3. Search for an employee using the search box on the top right corner to access their list
of documents.

Anls Worsday, Movamar [, 208 @ E

PEESCeREL, BECORD RESTARCH REPORTS L

dctvanced Mo
Manage Personnel File (Documents)

‘ Manday, October 21, 2079 @ ! Palafon .
- Palafox, Erik 55 5 .

LSSl Tl

4. Locate the document which needs to be finished and in the lock/use column, Click ->

Attributes. icon
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UNMC ITS-Application Services DEVELOPMENT * #

ADIS

- HOME HR. RECORDS PERSOMMEL RECORD RESEARCH REPORTS MORE QUICK MENU

Manage HR File (Documents)

Dept HR. Documents Personnel Records {Documents) Action Templates
Dept HR Documents
HR Documents for: Palafox, Erik
Attributes

Docurnent Name: Date Expires:
Filename: License/DocE:
Document Type: State Izcued:
Content Type: Load by admin:

Filesize: Load by DeE::
Date Loaded: Action Template:

Add Mew Delete Llock Unlock

Action Templates for: Palafox, Erik

open share  lockiuse document [ doc type date *
: - ) lafoxE. RecurringAdd|Payments.Nov2019  Recurring/Additional Payments 11/04/2019

5. In the Attributes section, Click -> Edit

UMMC ITS-Application Services DEVELOPMENT * #

ADIS

* HOME HR. RECORDS PERSONMEL RECORD RESEARCH REPORTS MORE QUICK MENU

Manage HR File (Documents)

Dept HR Documents Personnel Records {Documents) Action Templates
Dept HR. Documents
HR Documents for: Palafox, Erik
Attributes
Document Name: Date Expires:
PalafoxE.RecurringAddiPayments.Mov2019 . Load by admin:
i Filename: Erik Palafox
PalafoxE.RecurringAddIPayments.Mov2019 Load by Dept:
Document Type: IT Development and Operations
Recurning/Additional Payments Action Template:
Content Type: None

apalicatcn.-"E-:IF

size:
Date Loaded:

11/04/2019

Add New| Edit Delete| Lock | UnlLock

Action Templates for: Palafox, Erik
open re lockiuse & document ¥ doc type date =

A PalafoxE. RecurringAdd\Payments.Nov2019 | Recurring/Additional Payments 11/04/2019

6. The Saved Form is retrieved and can continue completing the form referencing the
steps in the CREATING A RECURRING/ADDITONAL PAYMENT FORM section
(pages 2 - 9).
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Recuiting or Additional Payment Authorization Form
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ACCESS TO ELECTRONIC FORMS — RECURRING/ADDITIONAL
PAYMENT REPORT

Page 17 of 28



The status of the Recurring/Additional Payment forms are tracked via this report based on
selecting the various statuses which also defines the workflow process:

New/In Progress > Preparer is processing the form (has started creating form and has saved).
Signature Routing > Preparer has assigned Approver(s) and signatures are pending.

Pending Review > Approver(s) has/have signed and HR Compensation or Payroll reviewing the
form(s).

Reviewed > HR Compensation or Payroll has reviewed the form(s) and ready for HR Records or
Payroll to process payment entry into SAP.

SAP Completed > Entry has been made into SAP and the form is completed

Additional Modifications > can be prompted by the Approver, HR Compensation and/or Payroll
primarily of there is additional information needed or a change/correction needs to be made.
Declined > can be prompted by the Approver, HR Compensation and/or Payroll if there is a need to
do so.

1. Login to ADIS site:

W unN

P T OF MEREERE
n

MERIEL AT

T

.ﬂ:mﬁ a.:héadéhic Department Information System

(Note: Your menu links might look different depending on your access levels)

2. Select -> PERSONNEL RECORD then Select -> Document Admin.

ADIS

m !IEDNNEL RECORD CLINICAL EDUCATION RESEARCH

ELECTRONIC SIGNATURE FERSONNEL RECORD

Electronic Signature Report Ad-Hoc Reports

HR Documents
Personne! Summary

Publications Sumimany

3. Select -> View Reports.

Select the Document Admin Page

VIEW AD HOC DATA
VIEW REPORTS

Doc Mgmt Queue

ACTIVE TEMPLATES
ORPHAN DOCUMENTS

close

4. Select -

> Electronic Forms — Recurring/Additional Payment Report.
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ADIS Document Reports

Unit: Business and Finance

report name % report type El
Academic Administration PDF
Active Paid Faculty PDF
Faculty - Active Templates HTML
Faculty - Special Appointments with End Dates PDF
Faculty - Expired Documents HTML
Faculty - List PDF
Faculty - Missing Document Types by Template HTML
Faculty - Missing Mew Hire Documents HTML
Electronic Forms - Stipend Report HTML
‘E lectronic Forms - Recurring/ Additional Payment Report HTML
Employee - Orphan Documents HTML
Faculty - Orphan Templates (Includes Declined) HTML
Faculty - Part Time PDF
Faculty - Promotions FDF
Faculty - Separated, Missing Documents HTML
Faculty - Tenured PDF
Faculty - Will Expire Documents HTML
Full Faculty Appointments PDF
HP Renewals PDF
Volunteer Faculty - Missing Mew Hire Documents HTML

5.

The system prompts the report based on a given status. Click -> Status drop down to
display other statuses and Select -> to retrieve the selected status report.

Status of Reviewed > are forms that are ready to be entered to the employee record
in SAP.

The Unit/Department will do the data entry on wage types below (then edit to SAP
Complete status). HR Records/Payroll will complete all other wage types.

Unit/Department will complete the data entry

14107 Supplernental Compensation Stipend
) 1412 summer Instructional
14132 Summer Research

The entries to SAP can be made by either referencing the PDF form (action column) or
if there numerous forms, an Export to Excel is available. This downloads the
information needed to process the SAP entries. (can copy/paste from report to SAP
fields).

NOTE: If there is more than one line for the form (due to multiple cost centers, etc.),
only need to select SAP Complete action once in ADIS.

Electronic Forms - Recurring/ Additional Payment Eeport

Uit D et Extue
Canqus *| | Rasiowrsd v
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Example of Excel Report
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A 8 c o 3 3 s " ) « . ™ N o » a
status  Te™°" Eirst  Last EmpDept Emp Business 1, .+ Authorizing Pmt Type Type Desc Frequenc One-Time .\ pate EndDate "2V™™ Costcenter Position Added b
nel# Unit y Date m
HR
Compensation/Staffing Business and HRIS Data/Records ~ Huerta,
Reviewed 187853 Pamela Smith /HRIS Finance HR Benefits 1401 Additional Compensation  Biweekly  11/21/2019 100 3143230264 Technician Anthony
HR
Compensation/Staffing Business and Talent Acquisition Huerta,
Reviewed 157634 Michael Miller /HRIS Finance General Education 1404 Overload Monthly 11/27/2019 12/31/2019 5000 3143230244 Specialist Anthony
HR
Compensation/Staffing Business and Talent Acquisition Huerta,
Reviewed 157634 Michael Miller /HRIS Finance General Education 1404 Overload Monthly 11/27/2019 12/31/2019 5000 3143230244 Specialist Anthony
HR HR
Compensation/Staffing Businessand ~ Compensation/Staffing Supplemental Talent Acquisition Miller,
Reviewed 157634 Michael Miller /HRIS Finance /HRIS 1410 Compensation Stipend Monthly 12/31/2019 12/31/2019 500 3143230244 Specialist Michael
HR HR
Compensation/Staffing Businessand ~ Compensation/Staffing Talent Acquisition Miller,
Reviewed 157634 Michael Miller /HRIS Finance /HRIS 1413 Summer Research Monthly 11/27/2019 11/27/2019 5 3143230244 Specialist Michael
7. Once the payment has been entered to the employee record in SAP, go back to ADIS
Electronic Forms - Recurring/ Additional Payment Eeport
Urii.' Dapt St s
Cantjus *| | Rasiowrsd ¥
S ol Espodt 1o Exnel
o "
[habotlo) s " i 7 ohe-tine o HM e, 06 dooe] A
sctine sitis 8 5 & At 8 iwie e et ® Dutitenw jesiagiorizng il 8 hies Tordac @ eeawos S5V BN e endours SUNT SR 0 pomen ¢ 10 N
i Senseen 154 = Lo [ o : i

8. Click -> drop-down box, Select SAP Completed and Select ->Update.

-

Update Recurring/ Additional Payment Status

Update recurring/additional payment status for:
Smith, Pamela S
11/21/2019

Current Status:
Reviewed

Set Status:

[ sAP Completed v -

Update Cancel

The SAP Completed status saves the completed form to the employee’s documents in
ADIS.

Move on to the next payment listed on the exported spreadsheet. Then once entered
into SAP, go back over to ADIS and complete step # 8 again.

Repeat this process until all payments on the spreadsheet have been entered into SAP
and processed as “SAP Completed”.

The SAP Completed status will prompt a Workflow Notification email to the Preparer
informing that the payment request has been processed.
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HOW TO CREATE A RECURRING/ADDITIONAL PAYMENT FORM FOR

AMENDMENT

A Recurring/Additional Payment form is an “Amendment” when the Recurring/Additional payment has
been processed and:

1.
2.

Department needs to end payment PRIOR to the original end date that was submitted
Department needs to change the payment amount (increase or decrease amount).

A Recurring/Additional Payment form is NOT an “Amendment” when the Recurring/Additional payment
has been processed and:

1.

1.

Department needs to change Cost Center(s) allocation(s). In this case, department completes
Cost Center(s) change(s) as following:
a. Complete PAF with funding change and upload PAF in ADIS or Email
Chain/Spreadsheet(s) with funding changes, and
b. Enter change in SAP using the University - Funding Change action - wage code 1401
Additional Compensation
Department needs to “Extend” payment date to future date. This is a “Renewal” of a
Recurring/Additional payment. Thus, a new Recurring/Additional Payment form must be
completed.

Login to ADIS site:

WY uNMC

I Y O MR RRARE A
VDA, DT

.ﬁ:DJﬁ - Academic Department Information System

2.

(Note: Your menu links might look different depending on your access levels)

Retrieve the Personnel Record, Enter -> Last Name of Employee.

ADIS - -

by Famas

|||||
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3. From the drop down, Select -> Employee Name.

Bpl o, s
= &l
[ e —rm i
L]
¢ 4
&
Dmegtge L ullos &
L}
5 I
"
i [ FEY ]'|

4. Select -> Personnel Record.

ADIS o

My Mg

5. Select -> HR Documents.

ADIS

m PEFECHHEL FECORD CLiMaCa EDUCRTHIH FESEARCH REFORTS WORE

PERSONNEL RECOED ELECTRONIC SICNATURE FPERSONNEL RECORD
LCrangs Sagitar flactrenic ignutura Fepart Az Hoo Faports
Sgrature: Daoenents l Documsal ddmis
Persnrel Suinfiang

Publicaiom Summany

6. Once in the employee document list, Click -> Add New.

Manaze Personnel File { Dacuments)
T 17 Cemurerm Ferpeug feromm [foossem Lo Terwiam
- - i I a' Sl - i

Dagt HA Doy
A Deoamernis ber. Falafoo Eri

datimn Inmmidien bt Mudalen, -8
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7. A pop up box will appear. Select -> Electronic Form.

B File Ugioas | Electrrnic Farn
Dowrwreerd. Mo

Fis Hara

e Hon Pl

Mo Tvpez |

Ihahronic Sy | o

EFa e i

i DS

8. From Doc Type (drop down) Select -> Recurring/Addtnl_Paymnt — Select ->
Amendment -> Select -> Add.

' File Upiosd @ Bectronbc Form
[hoscurmeen t Mame;

Do Typs: —
Y — _

Electronic Siegs: Vs

.. S—

9. The system will auto populate the employee name, personnel number, employee
position, unit and department.

Recurring or Additional Fayment Authorization Form

Instryctions:
For detailed mlarmation and equi chick har.

NOTE > ONCE THE FORM HAS BEEN INITIATED, THE DOCUMENT CAN BE
SAVED/PREVIEWED AT ANYTIME (SEE PAGE 8 Step 14-e on How to Preview PDF/
SEE PAGES 14 -16 on How to Retrieve a Saved Document)

Payment Information

‘ Save Preview PDF -
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10. Complete department authorizing payment > Select from the drop down.

If same department as employee, Select -> same department from drop down.
If different department from employee department, Select -> department from drop
down.

Recurring or Additional Payment Authorization Form

[oter oty | ]

uitica: W0 smgioyes b u =W epartmant-i

Integration: defauk posi | Business and France ] Gereral Supply

trwn? autheris want-#
Sect 2

11. Complete the reasonljustification section.

Recurring or Additional Payment Authorization Form

[ npu W faigues personne sgmper (o gyl
[ i tiga ppigrer Dugine: uni il H
| witegration: deteusk posi | | Business and France | [

m-m:- ping pywesiie ?|

rployes’1 pay pared: maa thiy b ey L ]

reamonnbfestion [187% cher s e it L -

Ealped WAth & pEoieot

12. If need to add additional information and/or have additional supporting document(s),
attach document using the “Attach Document” feature (below the wage code section).

Please see Wage Types/Payment Types

Payroll will complete the data entry HR Compe

entry
O 0623 Moving / Relocation

O 4601 Awards O 1401 A¢
O 1420 Ju

Attach Document:

Supporting Documentation:

[ Choose File |No file chosen ] -

Please see Payroll Schedules

Payment Information
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Attach Document:

DMillerG.SupportDoc.Novzm9 & -

Payment Information

13. Select -> Wage code type for the payment.

The form will only show the Wage Codes/Types based on the employee’s pay period
(biweekly or monthly).

REFERENCE the link > Wage Types/Payment Types for wage code definitions and

payment types.
Please see Wage Types/Payment Types -
Payroll will complete the data entry HR Compensation will review/HR Records will complete the data
- entry
) 0623*** Moving / Relocation
O 4601 Awards - ® 1401 Additional Compensation
O 1420 July 1 In Lieu Payment Stipend (Non-Academic Only) - ONE-TIME

14. The system will then populate a ‘line’ under the Payment Information section that will
be for One-Time Payment(s) or Recurring Payment(s). This is determined based on
the wage code that has been selected.

Fai vdeat TiiMerientini

cire-Time Spameadt i |

o et (ode DRk dabe paFTiesE g S RIS

Faymirze Ladarmanca

Faii g Pay -
-}
-';i -’lnmt code nbark dake ared dabe payment amounk coat conkar

Prior to completing the Payment Information, reference the Payroll Schedules for
Recurring and Additional Payments to determine the appropriate dates and deadlines
that apply.

Please see Payroll Schedules -

Payment Information

One-Time Payment(s)

payment code

a. Click on the plus icon ¥ {o enter the payment information. The system

prompts an ‘entry box’. The entry dates is based on which type of payment is
being processed.

DATE > One-Time Payment -> Must be Payment date, Select -> from the ‘drop
down’.

Page 25 of 28



Reid s - Tome Panment

ey o

i1 Aot
L.:__-n_f L -'_l_.' et Arpont {50 W
| narEny . [

Coi Denbet e

s -

DATE > Recurring Payment -> Must enter a “Start Date” and “End Date”
Start Date: Click -> the calendar and search for date and select.
End Date: Select -> date from the ‘dropdown’.

NOTE: A ‘pop up’ message will appear for both the One Time Payment and
Recurring Payment if the dates are past the deadline dates as referenced in
the Payroll Schedules. New entry of dates will be required.

There are errors:
-You are past the deadline date of 11/18/2019 for the payment date of .

NOTE: A ‘pop up’ message will appear for both the One Time Payment and
Recurring Payment to advise the deadline date to have submitted to HR or
Payroll, as referenced in the Payroll Schedules.

To have a payment date of 12/31/2019, this form must be signed and sentto HR before 12/13/2019.
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b. Enter -> Payment Amount and Cost Center (do not include dashes).
Select -> Save.

F il T Tew Parveesd
= ' - [ !
a

If the cost center does not exist or if entered incorrectly, a pop-up message will

appear.
Once saved, the system returns to the ‘form’ page and displays the entries
completed.
Frrmu [nfzmanion 1
P I-; T DT (D0 [ L R AT RS CHL ey
- sipm e
. Sann _I‘l'u.'l:'fl?ﬁr _Rn:l-:l‘h SnEuEE Ruﬂ_

c. To add another One-Time Payment for the wage code originally selected or the
payment is being split between more than one cost center, Click -> plus icon

@ and repeat Step 14a-b.

Farmmi Inferaaien

e Thires S5 pres
+ ’ BTN O Dby TR CETF AT Al EEHL IENTET

K i HATAYIO <E k] 2R
Fracsard 4o Sgneures Faga

Saww Franwsy FOF

d. The system now populates the additional cost center and additional payment
amount along with the previously entered information.

[T TUP R A

Prawd
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e. To review the form before next step, Select -> Preview PDF.

Recurring or Additional Payment Avthorization Form
Foar deiaded ivlarmrarian 8nd regidremams ich nars

Loy il Kctan Frmoassl & 1STAH
sratem Scaosisd Ermplrpsa Pag P
Bhraras ardl

A Morihly Noameky

P S Flsmaidvio gl ki) Paryrens] Prosediisns 107 v Como b Soladons
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f.  From top of screen, Select-> ‘Electronic RvnglAdditional...’ tab to exit
the Preview PDF.

M Recurring or Additional Payme X Electronic Recurring/Additional Pz X

-~ -~ — -

g. The form can now be further edited and/or entries can be removed.

L ]

Select -> “ 'to edit the information. Select -> E to remove the

information.

Payment Information

Recurring Payment(s)

@

8
i =

h. Once the Payment Information is complete, Click -> Save.

The next step is the Proceed to Signature Page steps to assign approver(s),

See page 10 — 13. One these steps have been completed then the form for

amendment will go through the normal approval/review/entry process. Once

the form for amendment has been been processed the prepare will receive a

workflow notification.
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