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Common WTE Issues
for Employees




Save vs. Submit for Approval

Time and Leave Reporting

&R Sclect the link under a date to enter hours or days. Select Next or Previous to navigate through the dates within the period.

#* I certify that the time and/or leave entered represents a true and accurate record of my time and/or leave. I am responsible for any changes made to this record
using my ID.

Leave Report

Title and Number: ‘Web Admin and Developer -- 009361-00
Department and Number: Business & Finance Support Services -- 501000
Leave Report Period: Jul 01, 2007 to Jul 31, 2007

Submit By Date: Aug 07, 2007 by 04:30 P.M.

Earning: Annual Leave

Date: Jul 03, 2007

Hg

: L1

Earning Total Total Sunday Monday Tuesday Wednesday  Thursday Friday Saturday
Hours Units Jul 01, 2007 Jul 02, 2007 Jul 03, 2007 Jul 04, 2007 Jul 05, 2007 Jul 06, 2007 Jul 07, 2007

Annual Leave 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Sick Leave 5.5 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Inclement Weather - Leave 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Bereavement - Leave Rptg 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Military Leave - Leave Rptg 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Jury Duty - Leave Rptg 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Voting Leave - Leave Rptg 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Total Hours: 8] 0 0 0 8] 4] 0

Total Units: o 0 0 0 o 0 0

Position Selection ” Comments ” Preview ]( Submit for Approval )I Restart ]
— I

« Save holds your entries but keeps document
In your possession

« Submit for Approval releases timesheet to
supervisor and employee is locked out!




Reporting Holidays & Overtime

 Biweekly employees must enter 7.5 on Holiday Pay line for
University holidays

> If you physically work on the holiday, enter both regular hours
worked AND 7.5 holiday hours

« WTE does not calculate overtime for you, so remember:
» 37.5 hours regular time
» 2.5 hours straight overtime
» Anything above 40 hours is premium overtime

« Overtime is calculated on a Saturday thru Friday basis
» Each biweekly pay period contains two Sat-thru-Fri periods

> Holiday pay hours DO count as regular hours towards premium
overtime, applicable during the work week in which the holiday

fell

> Sick leave, annual leave, etc. do NOT count towards premium
overtime



Reporting Holidays &
Overtime: Examples

Employee A is present at work for 30 hours in week 1, has 1 holiday,
and took 1 day (7.5) as sick leave. The hours reported would be as
follows:

» 7.5 Holiday

» 7.5 Sick Leave

» 22.5 Regular Pay

» 7.5 Straight Overtime

Employee B is present for 37.5 hours in week 1, has 1 holiday and did
not take any other time off. The hours reported would be as follows:

» 7.5 Holiday

» 30.0 Regular Pay

» 2.5 Straight Overtime
» 5.0 Premium Overtime




If You Start It,
Do Something With It!

Pending
D Name and Position Required Action Total Hours Total Units Queue Status Approve or FYI Return for Correction Other Information
U00010252 Sanchelle Reshae Barrett Override 75.10 00 O O Change Time Record
003320 - 00
U00017843 Aaron Paul Brock Override 75.70 0o O O Change Time Record
001274 - 00
00002935 Elaine Calhoun Override 77.20 .00 O O Change Time Record
011099 - 00
U00008532 Samuel Leroy Chambers Qverride .00 .00 O O Change Time Record
003926 - 00
U00001388 Kristen M Clements Override 75.20 .00 O O Change Time Record
001444 - 00
U00001546 William Darrell Huddleston — Override 86.80 .00 O O Change Time Record
002091 - 00
U00017205 Courtney R Mayes Override 54.10 0o O O Change Time Record
003926 - 00 N
U00010200 Nicole I McNeal Override 51.60 .00 O Routing Queue
003926 - 00 e Action and Date \
L00001592 %Olyzcoeoé r_illécohell Override 80.60 -00 O Karen M Parker Originated Jul 18, 2007 01:37 pm >
U00014755 John Freemont Sharpe Override 75.00 .00 O Juli satkins In the
001126 - 00 william Darrell Huddleston In the Queue
U00003352 géc{\;\;ql? ﬁgouse Override 87.50 .00 Joyce A Mitchell In the Queue
U00002571 Trevor Dennis Stack override 77.80 00 3] Angela Graziani Floyd In the Queue
001875 - 00
U00002571 Trevor Dennis Stack Qverride 77.80 O O Change Time Record
001875 - IN
U00002071 Ernestine Stearns Qverride 79.40 .00 O O Change Time Record
002349 - 00
U00010089 Danyell Thompson Override .00 O O Change Time Record
003926 - 00
U00010389 Clifton D Weaver Override 40.00 .00 O O Change Time Record
o _
Error
ID Name and Position Total Hours Total Units Other Information
U00001366 Karen M Parker 00 00 Errors
003290 - 00

 Viewing and entering anything to your time

sheet/leave report opens it to you AND your
supervisor (GOOD!)

* Just viewing Igour time sheet/leave report opens it to
YOU ONLY (BAD!)




Strange Error Messages

“Time Transaction Already Exists”

> What it means: Employee attempted to start a time sheet that has already
been initiated and is in an In Progress status.

> This error can occur when a user clicks on the Web browser back button
after previously selecting and starting a time sheet.

“Submit Not Allowed"”
> A record was attempted to be submitted more than once.

> This error can occur when the user double-clicks on the Submit for
Approval button, or if the user attempts to use the Web browser back
button and make changes to the record after it has been submitted.

» No button or link in WTE requires a double-click!

“You have no records available at this time. Please contact your
Payroll Administrator if you have any questions.”

> Your routing/approval queue has an error. (bftech@memphis.edu)
» You may be clicking on the wrong type of time/leave record.

> Your employee record has not been set to 77me/Leave Reporting via the
Web on your NBAJOBS record.



trange Error Messages

 Use online Help in Web Time Entry for
a complete list of errors and warning &
what they really mean.

spectrum

R = & @

Employee Tab e-mail datebook groups admin

& 2

logout  help

SITE \." HELP ’

Personal Information  Student and Financial Aid  Faculty Services Finance

Time and Leave Reporting

&R Select the link under a date to enter hours or days. Select Next or Previous to navigate through the dates within the period.

# Icertify that the time and/or leave entered represents a true and accurate record of my time and/or leave. I am responsible for any changes made to this record
using my ID.

Leave Report

Title and Number: Web Admin and Developer -- 009361-00

Department and Number: Business & Finance Support Services -- 501000

Leave Report Period: Jul 01, 2007 to Jul 31, 2007

Submit By Date: Aug 07, 2007 by 04:30 P.M.

Earning Total Total Sunday Monday Tuesday Wednesday Thursday Friday Saturday

Hours Units Jul 01, 2007 3Jul 02, 2007 Jul 03, 2007 Jul 04, 2007 Jul 05, 2007 Jul 06, 2007 Jul 07, 2007

Annual Leave o] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours

Sick Leave 5.5 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours

Inclement Weather - Leave Rptg 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours

Bereavement - Leave Rptg [} Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours

Military Leave - Leave Rptg 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours

Jury Duty - Leave Rptg ] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours

Voting Leave - Leave Rptg o] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours

Total Hours: 5.5 0 0 0 0 0 4] 0

Total Units: 0 0 0 0 0 0 0 0
Position Selection ][ Comments ][ Preview ] [ Submit for Approval ] [ Restart

Submitted for Approval By:
Approved By:
Waiting for Approval From:

5 owired by
RELEASE: 7.2.1.1 SUNGARD' HIGHER EDUCATION




Strange Error Messages

 Use online Help in Web Time Entry for
a complete list of errors and warning &
what they really mean.

http://bf.memphis.edu/ - Employee Self Service Help - Windows

Troubleshooting {Problems & Error Messages) -
Preblem Reaseon Peossible Selution
Contact HR Records. For students,
Na Employee contact Student Emplovment.
tabin my Employee does naot have a
Spectum arimary jok. There ray be a 24-hour grace
Portal. period before the emplovee tak will
appearin the user's Spectrum
Poral.
Mo time
sheets or Wait for emploves to submit hisfher
leave reports | Ernployee has not record or enter the systern as a
are displayed | submitted atime sheetor | superuser to see the status of
in my Time leave report. employee recards in assaciated
Approval organizations.
channel.
Days are Employee's job started or | Employees can only enter time on
missing on my | ended within a payroll days corresponding to their active
tirme sheet. period. job.
When an approver or proxy enters
Emplovee Self Service as a =
superuser, the Required Action for
tirmeseave records will say
el L
Tl (LTS A still pen’urrﬁ the same functions;
LGN U the override status is a notiﬁcat\lun
EELELS Superuser. that you are inthe system as a
Overridden.
superuser. [fthe appraver or proxy
approves an employee's record
while in the superuser role, the
gueue status (transaction status)
will change to Overridden. 2




Common WTE Issues
for Approvers, Proxies,
and Acknowledgers




Leave Balance Shortages

« Biweekly employees

>

>
>
>

Leave banks cascade from sick leave to annual leave to leave without pay

Biweekly employees’ leave balances are NOT viewable in WTE for
approvers

The system will notify you of any possible leave shortages but will not
prevent approval

Since biweekly employees automatically roll into leave without pay,
overpayment will not occur

« Monthly employees

>

>
>
>

Leave banks cascade still from sick leave to annual leave to leave without
pay, but pay is not docked automatically

Monthly employees’ leave balances ARE viewable in WTE for approvers

The system will notify you of any possible leave shortages but will not
prevent approval

Monthly employees are paid a flat amount per month and would need to
be “docked” manually on a future check, if necessary (contact Employee
Records if this is the case)

=
\S]



Catching Overtime Errors

Always look at the detail, not just the totals!
Your employee may have entered his overtime
incorrectly, but you will not notice this unless
you view the detail. Click the employee’s name
to do this.

Department Summary

&R Select the employee's name to access additional details.

COA: U, University of Memphis

Department: 501000, Business & Finance Support Services
Pay ID: BW, Bi-Weekly

Pay Period: Jul 21, 2007 to Aug 03, 2007

Act as Proxy: Not Applicable

Pay Period Time Entry Status: Closed as of Aug 06, 2007, 10:00 A.M.

[ Select New Department ]

Completed

D Name and Position Required Actio Total Hours Total Un\{s Queue Status Approve or FYI Return for Correction Other Information
U00002692 Carl F Hess 75.00 00 Approved

002459 - 00
U00019098 David I Kelly 75.00 00 Approved

002111 - 00

U00011564 Mary K Rutter
004145 - 03

45.00

.00 Approved




Knowing Your Pay Numbers

Pay numbers for monthly
leave reports correlate to the
number of the month

Pay numbers for biwe_ekI?I
time sheets go numerically
from 1 to 26; an numbers
are listed on the Payroll
Schedules link in the
Time/Leave Reporting
Channel

Fill this form out from top
down, not bottom up!

% spectrum

‘Welcome Daniel M Linton
You sre currently logged in.

Content/Layout

Home =/ TIWYR News spectrum project Portal Team

Time/Leave Reporting BEEE

* Click here to access your leave report {monthly)
+ Click here to access your time sheet (bi-weekly)

Payroll Schedules

Approver Selection

&R Sclect Time Sheets or Leave Request, the Pay Year, Pay ID, Pay Number,

Type of Records:

Year:
:

Govr 55

COA: U, University of Memphis

Department: ALL v

100000, Office of President

102000, University Counsel

108000, Faculty Senate

109000, Affirmative Action

120000, Internal Audit

200000, Provost Office

Sort employees’ 1200105, Faculty Administrative Services
200300, Space Planning

201000, College of Arts and Sciences

202000, Anthropology

202100, Anth C Williams

Sort Order

Sort employees’

— 202101, Anth S Kedia
RELEASE: 7.0 202000, Biology

203103, Biol B Simco

203106, Biol T Gartner
203107, Biol T Sutter

203108, Biol B Taller

203117, Biol J Cole

204000, Chemistry

205000, English

206000, Foreign Languages
207000, Earth Sciences
208000, History

208100, Oral History

209000, Mathematics

209100, Math B Bollobas
210000, Computer Science
210101, Comp Sci D Dasgupta

211000, Philosophy v




Dude, Where

‘s My Org?

 Until at least one
employee within an
org has started
his/her time sheet or
leave report, that org
will NOT show up in
the Department drop-
down box

« If you have this
situation, select ALL

Approver Selection

&R Sclect Time Sheets or Leave Request, the Pay Year, Pay ID, Pay Number,

Type of Records:

Year:

Pay Number:

et U, Uniiversity of Memphis

Department:

100000, Office of President

102000, University Counsel

108000, Faculty Senate

109000, Affirmative Action

120000, Internal Audit

200000, Provost Office

Sort employees’ 1200105, Faculty Administrative Services
200300, Space Planning

201000, College of Arts and Sciences

202000, Anthropology

202100, Anth C Williams

Sort Order

Sort employees’

— 202101, Anth S Kedia
RELEASE: 7.0 202000, Biology

203103, Biol B Simco

203106, Biol T Gartner

203107, Biol T Sutter

203108, Biol B Taller

203117, Biol J Cole

204000, Chemistry

205000, English

206000, Foreign Languages

207000, Earth Sciences

208000, History

208100, Oral History

209000, Mathematics

209100, Math B Bollobas

210000, Computer Science

210101, Comp Sci D Dasgupta

211000, Philosophy v




Extract Everybody!

EVER leave any employees in your org in
ot Started status
» Even if they didn't work any hours/take any leave

during that pay period, extract them and enter at
least one zero (0), then submit & approve

Pending
m Name and Position  Required Action  Total Hours Total Units Queue Status  Approve or FYI  Return for Correction  Other Information
UDOD18230 Salading All Adoum  Dvernde 41.50 00 ] (] Change Time Record
SW0400 - 00
U00090619 Fatoumata L Diallo Qvernde 50.00 00 0 () Change Time Record
008333 - 0O
U00002930 Dorothy Jean Gillard Ovarnde 75.00 .00 O () Change Time Record
003091 - 00
Approved
il Name and Position Required Action  Total Hours  Total Units  Queus Status  Approve or FYL Return for Correction  Other Information
U00011619 Clay Marin Cooper .00 .00 Overndden
007782 - 03
U00009629 JeVonda Juaneeta Fint 5.20 /00 Overridden
0077682 - 02
V00190130 Grace D Givens 8.00 200 Dverndden
0077082 - 00
UO0B0S794  Doris A Johnson 24.00 .00 Gwverridden
007782 - 03
uDDo11118 Wei LI 15.00 .00 Overridden
007782 - 00
UOD146585 Adam 5 Mallory 19.00 /00 Overridden
007782 - 02
Uo0008415 Rebecca E McMahon 5.00 00 Overndden
oo7782 - 00
UDD009924 Betty Kay Rudolph 3.50 /00 Overnidden
007782 - 03
UD0171591 Matthew A Teal 1.30 .00 Overndden
008333 - 00
In Progress
1 Name and Position Total Hours Total Units Other Information
U0O040494 Derek Matthew Grax 3.00 .00
o
Not Started
1+ Name and Position Other Infermation
UO0014382 Callin James Bastien Extract
oo7782 - 00
U0D135505 Celia K Pruitt Extract
007782 - 00




Portal Channel Issues

« Double line items

. . . Time Approval FH =
» Sometimes Approvers see duplicates in U, 501000, Business & Finance Support Services
their time approval channels a Bi-Weekly - 15, Period Ending : Jul 20, 2007, Time
. . - - I Sheet
> Fr:(e)fr]e%s(l)? one Ilne Item WI” handle . EF\Mieklv - 15, Period Ending :  Jul 20, 2007, Time
! ee
° Red_ﬂagged items that never go away Update Approval Proxies  Act as Superuser

» Only a major concern for approvers

> Acknowledgers can remove these by
acknowledging all employees (even after the close
of the pay period) and re-logging in

« Remember, proxies do not see anything in Time Approval channel
> As a proxy, the system is not waiting

on you to take action in the same Time Approval HoEH
manner that it is waiting on an
approver to dO SO Update Approval Proxies  Act as Superuser

« The “Update Approval Proxies” link in the Time Approval Channel does not
work but is irremovable. If you need to update your proxies, fill out the
appropriate form on the BFSS Web site.




Other Issues

 Look at your students prior to the day
time sheets are due to ensure they are
listed accurately; deadline day is often
too late to make changes

* If Required Action column says
Override, that means the user currently
logged in would be acting ahead of the
employee who has yet to submit the
document

=
[oe]



Strange Error Messages

“Approval Not Allowed”

>
>

A record was attempted to be approved more than once.

This error can occur when the approver double-clicks on the Approve
button, or attempts to use the Web browser back button to return to
records already approved.

“No hours entered.”

>

>

No hours have been entered into the time sheet and the record is in Error
status.

Biweekly-paid time sheets must always contain at least one zero (0)
entered into an earnings code (Enter Hours) field when the employee
does not have any time to report for the payroll period. Not entering a
zero (0) results with the record being placed in an Error status where it
can not be approved.

The employee (the originator) must restart the time sheet to clear the
error and enter a zero %O) in one of the Enter Hours fields. Then submit
the record for approval.

If the employee originated and submitted the time sheet without enterin
any time, the superuser can not enter time, submit, or approve the record.
The record will remain in error status for payroll processing.

=
©



Other Common Payroll Issues




Extra Compensation Form

Make sure you are using the
latest version of the form. Latest

version online at:
bf.memphis.edu/hr/forms/extracomp.pdf

Make sure name and Banner ID
are for the SAME person

> To make sure you have the correct
information, gou may go to NBAJOBS
in Banner INB. If you have the
appropriate security and the
employee’s home ORG is your ORG,
then you should be able to view the
information.

> Also from NBAJOBS, ?lou can get the
information to complete the
Employee’s Home Department
(Name of Department), the
Timesheet ORG (this is a 6 digit
number on the Payroll Default tab),
and E-Class (obtained from the Jo
Detail tab)

Leave the Payroll area blank

10, After services are performed the signatures below are reguired,

| Aporcyal of Emoioyng ChariAcivity Head Aporoval of Employing DesniDirector

rsity of Memphis Extra Compensation Authurization & Payment

2

. Employes Name |Last, First, ML) Banner 1D

5, Describe Services to be Performed. (B speciic attech additizng sheet 1 nocessasy)

6. Describe formula to determine total pay:
7. Eamings Code/Account Code

3-Munth {Atademic Year) Fuculty [Chet G 12-Manth {Fiscal ear) Facuily Stalf
Academic Year Exira Compenaatizn Summer Comaemsation ok )
Farmegs . arwenn B ] Fimingn | danvem e ]
Cubi Cuin Sk : -
WSl Comiieg TR Mer-Cradt
s | 0 ) A1 Saize 187 | Eie Eslusion oY | s el on 3] e
Serarad Putle Sponsorl
Wisaneh | 038 | 1380 Sataze 158 | Eie s mE | gl Ot e | 138 | £1285E1850
Ot Dl Barsions Ohe Cormiting
Secon | o) ansn | coring 150 | e S nE | sy " 137 | Sisaiags |
i Pulik: Lusl Swveis
Lkl o8 | e Eardch HE | S Conkazt 3| &
adrinslaben
ChenDinecr | 220 | #1288 Pubde Sacern | 138 | &1280n450

8. Before services are performed, CERTIFICATION OF COMPLIANCE WITH UNIVERSITY PROCEDURES:
EMPLOTEE ard HOME CEPARTMERT. Voa carsty Suirl 15 defvon 1 b Sorlairmm) e in od20n b (e Somil dobi afal nspessliie o D gl s
(el wl e cfoarnend carside of Lo ripen workl setibon. sl b e e mguler work wchedule, meioved aneu e o TS S s basn sebaksed ind

el Lo b, o e Pl v cxmgy e Lshorty ['olics for B Comvgrorsarie=, Wi ek uovdorskes Bral ancais prsmasts o sl compermaais miy
fie rabacaml |2 O iy Bvs gl pag el da g

B =
Ertplogmm Sgnils's D Sgnakicn of Erplgens bt Dazwtn Hisd Duln

0, Beluie seivices are peifeimed, EMPLOYING DEPARTMENT (where services will be charged) completes the fellsaing:

&) Inidex) Fund | Org anizatien fAccount Code /Program  Pay Amoust Duates Wk Performed Payment Date®
1 1
Z 1

1

il Contact Ferzon for FOAR infarmation:

Fhons & Emal
€} | certy Tl a5 the EMPLOYING OFFICIAL | nave ensuned Tt the amanpements for Tols serice and requested payments are In comalance
with LUiniversity Policies and Frocedunes andl that Deparirent or Colepe furds are avalabls for fis payment | understand that | am responsioie
noftying e Faynol SHce IF e above work 15 NOT complets s described,

Signaure of Empioying CharDesarmeant Head Daiz Sigraiure of Emplosing Dxan Calx

) ceriity Shat Shs abows work Ras Dean compisted; Emploes Signamne Diats:

A the EMPLOYIMG Offiolaic, we cart®y that the cardoss wene provided a6 decoribed abows and tat funds ams avallable for paymant,

ki Approved by, b} Aporovad by

Parward fhe original conpisted and sigasd fam o Paprol. Ratals an sddticasld sogy o pour meards.

SPAYMENT WILL BE PROCESSED ON THE REXT RECULAR PAYROLL AFTER WORE I COMPLETED PROVOED
Trii PROPESLY COMPLETED FORN 5 RECEIVED IN PAYROLL NO LATER THAM THE FIFTH DAY OF THE WONTH 10 BE Paid

A Povviwion Hoawed ! Wegasts (viftion / dn Eqasl igerian e Mimeisg Acbon Livessaiy




Extra Compensation Form (cont.)

* Be sure to mark the Earnings S
Code/Account Code section S ——
(Section 7). o T Vo |

« Make sure the FOAP _ S
information is correct in Section |m,,,m
9. Incorrect FOAP information

7. Eamings Code/Account Code
A

will result in charges going to B
the wrong account. 1 X < Y P R e e
> If you do not know your FOAP, \ | [ T Tl S Tl [ 8=

you may find out the Fund, T ——

8. Before services are performed, CERTIFICATION OF COMPLIANCE WITH UNIVERSITY PROCEDURES:
EMPLOYEE and HOME DEPARTMERT . e oSy thirl 15e & efions 12 be ferloifmd ai in ad20on W 15e somial dolic o mpessliiBes o e rgule’ |0

ORG and Program via Self- Ty L C T e e e D L

Joe rabarel 1 s Uity Srsaph pasol dadision

Service by typing in the Index T
num b er. & 9. Befure sevices ars peiformed, EMPLOVING DEPARTMENT (whers services will bs charged) complites the Follswing:

&) Inidex) Fund | Org anizatien fAccount Code /Program  Pay Amoust Duates Wk Performed Payment Date®

1 1

> If you type in an invalid Index : :
number, the Fund, ORG and : ‘

Program from the previous Mm?,;:mumh e e e
query WILL NOT disappear. — |

Signaure of Empioying CharDesarmeant Head Daiz Sigraiure of Emplosing Dxan Calx

Please check to make sure emeatm———
there IS nOt lllndex nOt Valld" at )1 oeriity i ihe above wark hat been pompinted: Employee Sinatre: ot

A the EMPLOYIMG Offiolaic, we cart®y that the cardoss wene provided a6 decoribed abows and tat funds ams avallable for paymant,

the top. S —

| Aporcyal of Emoioyng ChariAcivity Head Aporoval of Employing DesniDirector
1 comp

A Povviwion Hoawed ! Wegasts (viftion / dn Eqasl igerian e Mimeisg Acbon Livessaiy




Extra Compensation Form (cont.)

« Make sure ALL
signatures are
completed (Sections
8, 9 and 10). Missin
signatures will delay
In payment
to the employee.

« Employee cannot be
paid for services unti
AFTER the work is
completed (the
month AFTER the
dates of service).

The University of Memphis

Extra Compensation Authorizatisn & Payment Reguest

1 2
Employee Name [Last, First, M.L) Banner 10
3. -
Employee’s Home Department Timesheet Org EClass *Pusition Mo “Suffix |
4
* R Title

5. Describe Services to be Performed. (Be specifc; aftach additienal sheet T necessary)

G. Describe formala to determine total pay:

7. Eamlnls cDﬂtEiCEﬂuﬂt Code

9-Month {Acadamie Vear| Faculty {Ches Do) 12-Marith {Fiical Faar) Facelty) Stal
tiss Summer Comaersaticn ek Cal)
Farnie T e -
Cub  Cul
et Flz=-Crishl HanCradt
s ni I=sluchon 22 £1242 e LTl 133 £1252
[ Rm—— sl
Hueh | 138 Fasmnich os | s OHtr Swvices | 138 | SI280E1850
G Coiomling
S - - L LRl 5 LI LEIsoEIga0
Pl Dul Sefvci
Sardce 3E ¥Ei =i 133 £1280
Adrinslalee
ChanDiecr | 320 | 61248 Trubdic Sarvicn | 138 | #128ndsn

perfarmed, CERTIFICATION OF COMPLIANCE WITH UNIVERSITY FROCECURES!

Uik el ool 15 o Toa ragul o

v fox ke S D Daen sc*ebed and
. v Tty

B. Before services are
EMFLOTEL and HOWE DEPARTMERT. Veu oSy il 15a §89viom i be parloimied o i ad2iom 5 e somial 40
= il o oo il e = Lo b . i

wlere seryices will be charged ) completes the Tellewing:

&) Index/Fund Ovganicatien/Accownt Code /Prograim  Pay Amownt Dates Werk Peaformed Payment Date®
1 5
z 5
R 5,
) Contact Ferson for FOAR
Hana Fhoas ® il
c} 1 cority & EMFLOYING OFFICIAL | have snsured fat the amangements for fhis service and raquested pay = |n compliance
with Uinl cies and Frocedures and ihat Depariment or Colizge funds are avaliabie for iz payment. | understand that

g e Fayrol S¥ce F fne above work I5 NOT complete as descoribed.

| & kgnaune of Erpinying CranDeartment Head Dale Sigraure of Empicsing Dean

10. After services are performed the signatures below are required.
) | oariify that the abave werk fas besn compisted: Empioyee Sinatne: Date:,

hs EMPLOYING Cffiolaic, we oart®y that the carvioss ware providad ac decoribed abows and that fencs ars avaiabile for pay

[=1] Dy, b} Aporoved Dy
Aporoval of Emoioyng Chan'Acivity Head Aporoval of Employ nector
orkginal om plsted and sigasd fanm in Fuyroll Rstaks an sddiicasl sy lo e,
TATHENT WL M lHE HEXT REGLLAR PATROLL AEY M ETED PROWOED

Trilé PROPERLY COMPLETED FORM 5 HECENES THE FIFTH DAY OF THE MONTH To BE Paid
A Tevienawe Howed of Regents imifston £ An Enanl Dpsertnit Trmeive Azkon Lty




Part-time Regular Positions

* When recording hours for regular part-time
employees, make sure that hours recorded as
regular do not exceed those that are budgeted per
pay period.

» Example: An employee is a 80% employee, so therefore
scheduled to work 30 hours a week. The total number of
REGULAR hours that should be recorded for them on the
Web should not exceed 60 hours, as this will cause an
overexpenditure in your budget.

> If the employee works more than 60 hours, then you need
to record the amount over 60 hours as Straight Overtime.
Keep in mind that the same rules apply regarding when
they enter premium overtime (must have over 40 hours in
one week).
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Adjustment Payrolls

 Adjustment payrolls may cause current year budget
to be overexpended

» When any adjustment payrolls are run, they will
be charged to the same account code (ie. 61610)
as the current year expenditures. This could cause
an overexpenditure if the funds are not budgeted
for that in the current fiscal year.

» The best way to try to prevent this is to make
sure all your paperwork is in by the appropriate
deadlines so that the employees can be paid
during the regular payroll process.
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FAQs

« How can | tell who has been charged to my
FOAPAL?

> You can review the NHRDIST through e~Print or you ma
view the NHIDIST or NHIEDST on INB. The NHRDIST an
NHIDIST are by ORG and the NHIEDST is by employee. The
dates on each of these reports/forms are driven by the PAY
DATE (check date), not the pay period dates. The NHRDIST
is run separately for the different pay ID (BW or MN), but
NHIDIST will pick up both IDs if both pay IDs had check
dates during the period for which you are querying. For the
NHIDIST, you do not have to have a Finance Document
number, but it can helﬁ to narrow down charges if both pay
IDs were paid during that time. The *FC is for the fringe
benefits that are now beinﬁ_charged as a percentage grate)
of an employee’s salary. This is new with FY2008.
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FAQs (cont.)

« How can I tell if an employee has a job
and therefore will get paid?

»You may view the employee’s job
assignment on NBAJOBS. You should go
and review the dates and the rate of pay
on the Jobs Detail tab. On the Payroll
Default tab, you need to review the
Timesheet ORG. This is especially critical
for student workers as that drives how a
timesheet will show up on WTE and who
will be able to approve it.
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FAQs (cont.)

« How can I tell if one of my employees got paid and
if they have a check to pick up or direct deposit?

» PHICHEK is the form you can access to find out this
information. It is by employee. Using the drop-down
arrow by year, you may select which payroll you want to
view. Only payrolls with disposition of 70 are completely
processed. Once you have selected which one you are
questioning, you may click ‘Next Block’ and it will populate
the information. In ‘Document Type’, it will either show
‘Check’ or ‘Direct Deposit’. If it is a check, the employee
will need to take a photo ID to the Bursar’s Cashier
Windows to pick up the check. Caution: The checks are
only kept at the Bursar’s office for approximately 1 week
after the date the check is due to the employee. If you are
in question as to whether it is still over there or over at the
Payroll Office, please call the Payroll Office at 3841 to find
out.
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FAQs (cont.)

« How can | get a copy of my last pay stub as proof of
Income?

» Unfortunately, the Payroll Office is unable to reproduce
those check stubs that are emailed to your University of
Memphis email account. It is highly suggested that you
print out the pay stub and/or file it away for access at a
later time as needed.

| didn’t get my direct deposit notification. Am |
getting paid?
» Sometimes the direct deposit notification registers as “Junk

Mail.” You may need to check your “Junk Mail” on your
email account and/or check the junk mail options.
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Other Questions?

HR Program Guide: bf.memphis.edu/spectrum/hr

Web Time Entry (webtime@memphis.edu)
Employee Records (emprecords@memphis.edu)
Payroll (payroll@memphis.edu)

Student Employment (678-3708 or 678-3680)




