HUMAN RESOURCES

lllinois State University

Additional Pay

This tutorial will be helpful for those who need to:

1) Submit a request for Additional Pay
2) Review and Approve an Additional Pay request (click link to go directly to section)
3) Review status of an existing Additional Pay request (click link to go directly to section)

Navigation to ISU Additional Pay Request:
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Enter Employee ID of the employee who would receive the Additional Pay (if necessary, use the search

icon to search by name or last name):

Add Additional Pay

Empl ID: | Q

click here to search for
Employee 1D, if necessary

Add Additional Pay

If searching for the Employee ID by name or last name, do the following (otherwise, skip this part):

Look Up Empl D (1) select search type (e.g. "Last Name"lj =
Help

Search by: begins with| |

Cancel |Advanced Lookup

(3) click "Look Up"

Search by: |LastName v |Deginswith |

Look Up Cancel |Advanced Lookup

Search RESI.I":SG‘” click on link to populate Employee IDj

4 1262 ()
Last Name Empl LE £mpl Record Name
r

Click “Add Additional Pay” to continue the request process:

Add Additional Pay

Empl ID: | @y

click "Add Additional
Pay" to conintue

\\‘X\ Add Additional Pay

Last updated by HR Systems (438-8311) Page 2 of 13

Look Up Empl ID x

Add Additional Pay

N

GEI Employee ID is now papulatedj

Add Additional Pay

v.10/26/2018



You will now see the following screen:

Submit Additional Pay Request

Below is the employee you selected for Additional Pay. Please review the
information for this employee and all Additional Pay policies and procedures
prior to approving/submitting. If you have questions about these policies
and/or procedures, please contact Human Resources before submitting.
PLEASE NOTE: All Additional Pays must be submitted prior to work being
complete. *Additional Pay is not for Overload or any work that is assigned
FTE. *Additional Pay is also not to be used in lieu of Overtime. Click Submit
once you have entered the Additional Pay information.

Selected Employee Primary Job Information
Empl 1D Name Department Job Title Pay Group Empl Class
Mennonite College of Instructional Asst Monthly 63-
Nursing Professor 901 NTT Regular
Additional Pay Details
* i i i .
Additional Pay Justification: ,5@ e
can be changed
*Earnings Code: @, *Effective Date: 03/01/2016 |
*Earnings: {Amount Per Pay Period) *Earnings End Date: E|
*Goal Amount:
*Combination Code: @,
Earned Period (if diffierent than Effective & End Dates above) Begin Date: [ End Date: Bl

| acknowledge that by choosing "l agree” that the information | am submitting/approving is true
* Required Field  and accurate and | have had sufficient time to review and seek explanation of the information,
have carefully read the applicable policies and procedures, understand fully the information,
Submit and agree to be bound by this acknowledgement. | further understand that | am responsible for
abiding by all applicable University policies.

' lagree

Feturn to Select Employes

Enter Additional Pay Justification:

Additional Pay Details
*Additional Pay Justification:

optional spell check

enter "Additional Pay
“Earnings Code: Y *Effective Date: 0310112016 | Justification” here
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Enter Earnings Code:

Additional Pay Details

TR T

 or enter "Earmin Look Up Earmings Code
“Earnings: Cude" directly herf.-s Help
Search by: |Eamings Code « |begins with

*Additional Pay Justification: [ either search far ] e Y &
" n m P
Earnings Code”. ‘
*Earnings Code: Onaanae i+

*Goal Amount:

*Combination Code: | |Q5

Look Up Cancel Advanced Lookup

Earned Period (if diffierent than Effactive & End Dates above) Search Results

o adfa G

clickon one of the
codes to populate
the "Earnings Code"
.,lnmlng Allowance
| acknowledge that by choosing "'l agree” thf =& Extra Pay
* Requirad Field  and accurate and | have had sufficient time {C

haa rnrafllmmdﬂmnmmmmmwmm- ﬂm Infnrmafmn

Enter Effective Date (if different from pre-populated date):

Additional Pay Details
*Additional Pay Justification:

[aptiunal date-picker } - F‘

“Earnings Code: | [, *Effective Date: _{03/01/2016 @y *
*Earnings: || (AmountPerPay Period)*l enter “Effective Date" Calendar
*Goal Amount: |:| here, if different from March v (2018 .

pre-populated date
*Combination Code: | |Q>

Earned Period (if differentthan Effective & End Dates above) Begin Date:

-
r
IS

D ot ;oW

w
=
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20 291 22 23 24 25 26

| acknowledge that by choosing "l agree™ that the information | am submitting!

* Requirad Field — and accurate and | have had suﬁment tlme to review and seek explanation of
hawe carafu

(@] CurrentDate [#)

the informatinn

Enter Earnings (Amount Per Pay Period):

Additional Pay Details

*Additional Pay Justification: @

4 enter "Earnings" here <

*Earnings Code: | |, (amount per Pay Period) 0310172016 |5
*Earnings: (Amount Per Pay Period) *Earnings End Date: | |
*Goal Amonnt-
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Enter the Earnings End Date (represents first day the earnings will not be paid):

Additional Pay Details

*Additional Pay Justification: Eumiunm date-picker 1 -

*Earnings Code: | |3, *Effective Date: 0310172016 |5

*Earnings: I:I i(Amount Per Pay Period) *Earnings End Date: '
*Goal Amount: I:l s Calendar
enter "Earnings
*Combination Code: | =X End Date" here march v |[2016 ¥
S M T W T F S
Earned Period (if different than Effective & End Dates above) Begin Date: | | 12 3 4 5
8 7 g 10 11 12
12 14 15 16 17 18 10

20 21 22 23 24 25 26
27 28 28 30 M

| acknowledge that by choosing "l agree” that the information | am submitting/ap

* Required Fisld ~ and accurate and | have had sufficient time to review and seek explanation of th

have carefully read the applicable policies and procedures, understand fully the

Submit and agree to be bound by this acknowledgement. | further understand thatlam re

ahidinn b _all annlicahle Lnivare ity ooliciaes

@] Current Date [¥)

Enter Goal Amount (total additional pay):

Additional Pay Details
*Additional Pay Justification: @

P
*Earnings Code: | |2, *Effective Date: 0310172016 |5
*Earnings: |:| {Amount Per Pay Period) *Earnings End Date: |:|EJ

*Goal Amount: I .I (F_enter "Goal Amount” here]

*Combination Code: | \p}L (total Additional Pay)

Enter Combination Code:

Additional Pay Details

*Additional Pay Justification: @
4

*Earnings Code: a6
g I:lQB either search for "Combination Code" Eﬂ
*Earnings: I:I (Amount Per Pl (see example screenshots to follow) ... B

*Goal Amount: /

*Combination Code:

.. O enter "Combination

Code" directly here [ End Date: I:lEﬂ
Iy

Earned Period (if different than Effective & End Dates above)
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If searching for the Combination Code, do the following (otherwise, skip this part):

Look Up Combination Code

Help &

Search by: | GL Combination Code v |begins withj i

Look Up Cancel I: dvanced Lookup I4l) click "Advanced Lookup"j

Search Results

I Look Up Clear | Cancel [Basic Lookup

Look Up Combination Code

-~ GL Combination Code: | pegins with v
Only the first 300 results can be displayed -~ D soapo — -
View 100 o 13000630 3 \ escription: contains v | Administration
GL Combination Code N
Look Up Clear Cancel Basic Lookup
U4
¥ Search Results
Look Up Combi (2) change drop-down to "contains” ,;7 X D 177 G
& Fep .

GL Combination Code: begint/with v fil ;3’“‘53‘0”_51'\5"“_':’5‘;3"0"

S = — - * usiness Administration
Description: contains v Jadministration| ,/, Business Administration Assoc

‘4

Business Administration Schola
Educational Administration
ORL Administration

5 3) type keyword to
Search Re; (4) click "Look Up" s(ea)rch by gg: ripton
Only the first 30U Testns Carrueuisprayed.
View 100
GL Combination Code

4 13000300

ORL Administration

(5) click on appropriate code to
populate the Combination Code

Enter the Earned Period (if different than the Effective Date and Earnings End Date):

Help

Additional Pay Details

*Additional Pay Justification:

*Earnings Code:

Y

*Earnings:

*Goal Amount:

L ]

*Combination Code: |

@,

*Effective Date:

I:I iAmount Fer Fay Period) *Earnings Engl.Datas

==

03/01/284=

optional date-picker )

enter "Begin
Date" here

b 1
Yy

enter "End
Date" here

Earned Period (if differentthan Effective & End Dates above) Begin Date: ifzn*te:
Calendar
March L 2016
| acknowledge that by choosing "1 agree™ that the information lam subm| = » 7 7T 4
*Required Field ~ and accurate and | have had sufficient time to review and seek explanat ot i ; i 130 N
have carefully read the applicable policies and procedures, understand Al MO B Or
Submit and agree to be bound by this acknowledgement. | further understand th P P e
abiding by all applicable University policies. 27 28 20 30 31
I lagree
] Current Date [¥)
Return to Select Employee
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Your screen should be similar to this before submitting the request:

Submit Additional Pay Request

Below is the employee you selected for Additional Pay. Please review the
information for this employee and all Additional Pay policies and procedures
prior to approving/submitting. If you have questions about these policies
and/or procedures, please contact Human REesources before submitting.
PLEASE NOTE: All Additional Pays must be submitted prior to work being
complete. *Additional Pay is not for Overload or any work that is assigned
FTE. "Additional Pay is also not to be used in lieu of Overtime. Click Submit
once you have entered the Additional Pay information.

Selected Employee Primary Job Information

Empl ID Name Department Job Title Pay Group Empl Class
Mennaonite College of Instructional Asst Monthly 63-
Mursing FProfessar 901 AR

Additional Pay Details

*Additional Pay Justification: |Explain the nead for additional pay here... E
£
*Earnings Code: EXP |Q Extra Pay *Effective Date: 03/01/2016  |[=]
*Earnings: $100.00| (Amount Per Pay Period) *Earnings End Date: |08/01/2016  |[x]
*Goal Amount: 5500.00
*Combination Code: @,
Earned Period (if different than Effective & End Dates above) Begin Date: |03/01/2016 |[5] End Date: |08/01/2016 |[5]

Read disclaimer and check “I agree” in the checkbox, then click the Submit button:

| acknowledge that by choosing "l agree” that the information | am submitting/approving is true
* Required Field  and accurate and | have had sufficient time to review and seek explanation of the information,

have carefully read the applicable policies and procedures, understand fully the information,
and agree to be bound by this acknowledgement. | further understand that | am responsible for
abiding by all applicable University policies.

(2] click "Submit"
Feturn to Select Employes

(1) click checkbox to agree
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You should now see a confirmation window that the Additional Pay request has been submitted (Note:
this example screenshot was taken in a test environment, which explains the purple-colored theme):

Approve Additional Pay Request
Submit Confirmation

g The Submit was successful.

Approve Additional Pay
:Pending
Approve Additional Pay

Pending Not Routed Not Routed Not Routed Not Routed Not Routed
) b ) ) Multiple Approvers ) Multiple Approvers
G) Submitter's Supervisor @ Employee Approval B Employee's Supervisor @ Employee’'s Dean/Administrator @ Budget Office B Human Resources
click 'OK' to close the Submit
Confirmation window

You should also receive an e-mail confirmation similar to this:

Submitted - ISU Additional Pay Request - - Your request was submitted for approval

Your request was successfully submitted. This request requires approval(s) before it will be saved to the database. You will be notified when it is
approved or denied.

Transaction Name: ISU Additional Pay Request
Employee Name:
Submitted:

Jobcode:
Department:
Emplovee Class:

Paygroup:
To view the status of this request, go to:

https://hcmsup-internal illinoisstate.edw/psp/TISUSIEMPLOYEE/HERMS/c/ISU CUSTOM PAY.ISU ADDLPAY VW.GBL?
Page=ISU ADDLPAY REQ&Action=U&TRANSACTION NER=10392

This communication was sent via iPeople. Please do not reply to this email.
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Review and Approve an Additional Pay request (return to top)

Navigation to ISU Approve Additional Pay:

1)
Submit Time My Profile More
g
. @ o000
Direct Deposit Benefits Leave Balances
S OR
inn & 95 o[
U
B O
2)

Paychecks

| Approve Additional Pay

View Additional Pay

Request Additional Pay
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You will now see the following screen (click on link to open up particular request):

Approve Additional Pay Request
Select an Additional Pay Request

The list below contains current and historical additional pay requests. Click on a transaction number to view details.

Additional Pay Requests
Transaction

. Additional Pay Date Workflow Status Empl ID Name Department Empl Class

03012016 In Approval Process

02/01/2016 In Approval Process
B click on link to open
up request

(Note: this example screenshot was taken in a test environment, which explains the purple-colored theme)

To approve the Additional Pay request, enter comments and check the disclaimer before clicking on
Approve or Deny:

Approve Additional Pay Request

This lrensaction requires an action on your part. Enter your comments {opeonal) in
he area provmdad, then chick the Approve o Deny button lo process thes request

Sefocied Linployee Bamary Job istormabon

£ 10 Nastre Department Mk Tivke Poy Crove Empl Owsn

Addaonm Pay Detats
Additonal Pay Jusaficason: :
| —— _ —

Earmings Code: ep Extva Pay Efmctrs Dats CA1DOE
Eamigs: $1Z000 (Amount Por Fay Pocea)  Enmings Ead Date: o0Y2015
Goal Amount: 513000
Cotbinasion Cods:
Farned Parod  of affersnt han Efecive & Enc Dates above) Begin Dote: fad Date
Trams Nbr;
Wocrkfiow Stats: In Agproval Frocess
Hoguestar:
Approve Additional Pay

* iPending

Approve Addsionsl Pay
Pending Mot Routed Not Routed Kot Hosnd ot Rowed Not Rowsed
(©] r & ' B S y & WUNDI ASDIOVIVE ™ Mistzio Appeoners
Supriers Bugerynor Exployee Approval Ergarpee s Gaparymor = Dvgavee's Dean/Aomemyane Sugget OMos Harwn Reaoerces

—
Appeover Nama:
Coomant: #RIT COmmPTTL beve,
t: F‘, = I neceriay
- ) T acknowiedge $at by choosing 1 agroe™ that the iam app g 15 truo ond
Sk erw tn agee 1w | BCCUTIEE 30d Ehizve hat sulliciont Bime b review and seek explanation of Se miormation, have
oo | carchdly read the apphcatie pokcies aad [ and agroe 1o
. Badound by this 1 further enderstand that | am resgonsbie 1or abiding by ail
T appicable Unversy podcies:
‘B o ] click one of These Satmony
agrea = — 3= Sgprovw or Deny
g [om 1 — ,

(Note: this example screenshot was taken in a test environment, which explains the purple-colored theme)
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You will now see a confirmation window similar to this:

Approve Additional Pay Request

Submit Confirmation

4

The Submit was successful.

click "OK" to exit
this window

(Note: this example screenshot was taken in a test environment, which explains the purple-colored theme)

To go back in later to review the status of the request, your screen should look similar to this:

Approve Additional Pay Request

Thes ransaction requires an action on your part. Enter your comments {opticnal) in
the araa proveded. then cick the Approve ar Deny button o procass this raquest

Setun 1t £ rptoye imary Jut midematue

[N I [ ) Ertndd Cana

AsiBoas Pay ustication :
—— N

Earmings Code: [t Exdon Py 1§ Mecinm Ouate 22012016

Emmings oantans

Gowl Amownt:
Comtenation Code

315000 (oot Fot Pay Feooa)  Esmings End Dade:
S15000

Eanmd Period
Traas Wiw;

Workhow Suanes:
Requester;

Approve Additional Pay

Pending
Apuraee AGHIO! Py
Appunved

v

Of oFecerr than ERecove & Ead Dntes abowe !

o Approval Paacuas

Approved A Appraeed Approved
J Trgayen s Sogarimnt v “
BEE 3w

’
Dt s fowows v
BoVE 9N

©  Comments
Ry, X 28

Approved -

Trgsoywe igpraeel
QI 2 0P

Trgsoyess Daaribavmuyats:
QRVIL . 30 P

0226016 - 301 PM

T MOPIS1E - 259 PM

Appronm -
: 5 * C at02N16 - 2:58 PM

b view |
Srrarests

Pendling

'V @

fot Houned
Miskire Az prons
Besget Dt¥ce 4 '!

—ran

ik Agsticams

(Note: this example screenshot was taken in a test environment, which explains the purple-colored theme)
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Review status of an existing Additional Pay request (return to top)

Navigation to ISU View Additional Pay Status:

1)
CIIpIoy o
Submit Time Leave Balances
U=
- aa @
(SR
Benefits Direct Deposit
. s
ﬁ (Z? © i
Tax Forms
)
1095
2)

Paychecks

= Approve Additional Pay

@ Additinnal@

Request Additional Pay
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You will now see a list of your Additional Pay requests similar to this (click on a transaction Number link to
view the details of the request):

Additional Pay Requests

Transaction

Number Additional Pay Date Workflow Status EmpliD Name Department Empl Class
01/112016 Denied $is0ge90
03/01/20186 Approved
03/01/2015 Approved
e ___l,_]jfo click a link to open request
010w
01/01/20186 Denied
11/0172015 Approved
09/01/2015 Approved

Contact information:

v For more information on submitting your time, please contact Human Resources at 438-8311
v If you are having access issues, please contact 438-4357
v More training resources available at http://hr.illinoisstate.edu/
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https://hr.illinoisstate.edu/managers/ipeople/

