Supplemental, Bonus/Commission or Other Allowances


Step-by-Step Procedures for Supplemental, Bonus/Commission or Other Allowances
HCM Dept Pay Manager Role

The following step-by-step procedures are listed to provide the steps for each of the different types of earnings.

	Step
	Menu/Field/Page
	Action

	1.0
	Main Menu
	Navigate to the Additional Pay Data page: Payroll for North America> Employee Pay Data> Create Additional Pay



	2.0
	Search Dialog Page
	Select the Employee 

Enter Empl. ID – Ten digit # if known or  Name – (Last Name)

Click [image: image1.png]Search




.

 Click on the hyperlink for the employee.

The Additional Pay Data page appears.

	3.0
	Earnings Code
	Click the Earnings Code lookup icon - [image: image2.png]


. Select the earnings code needed from the list. Listed below are commonly used codes. The lookup icon will display all earnings.   

Earning Code   Description  

AUX                 Auxiliary Pay

BNN                 Bonus Nondiscretionary

BNS                 Bonus Discretionary

CMS                 Commission Earnings

STI                   Stipend

SUM                 Summer Session

SUP                  Supplemental

TFB                  Taxable Fringe Benefits

UNI                   Uniform Allowance 

	
	Effective Date
	Enter the Effective Date as MM/DD/YYYY 

The Default date is the Current Date. All manually entered start dates should be the begin date of the current pay cycle.



	
	Addl. Seq.#
	Enter “1” Every additional pay entry that you set up requires an additional sequence number. The system uses this number to uniquely identify the additional pay and, if necessary, to distinguish it from other rows of data that you set up.

	
	End Date
	Enter the pay period begin date (MM/DD/YYYY) of the first pay period the earning should not be paid. Specify an earnings end date for each additional pay. For example, if you know that the employee will be working in the Controller’s office for only six months, January 2 through June 30, you can enter those dates in the Effective Date and End Date fields, respectively. 



	
	Goal Amount
	Enter a goal amount. This causes the system to stop the additional pay after the amount has been reached. 



	
	Reason
	Indicate the reason the employee is receiving additional pay. Although this field is not used for payroll processing, the system generates a new Pay Earnings record for each additional pay earnings code where you have defined a different reason.

	
	Earnings
	Enter the flat amount to be paid. ($$$$.$$) Note when you tab out of this field you will see the amount extended. Example: 6500.00 or 6500. would appear as $6,500.00



	
	Sep Chk # (separate check number) 


	Enter a check number from 1 to 9 in this field, if you want the additional pay to be paid on a separate check. In one payroll run, the system can produce up to nine separate checks per employee, in addition to the regular paycheck. The additional pay is put on the check that you specify here. If you leave this field blank, the additional pay is included with regular pay in one paycheck. 



	
	Disable Direct Deposit

	Select this check box if the additional pay will be paid by check versus direct deposit to the employee’s bank account. In this case, a separate check is processed for the additional pay amount when a sequence number is entered in the Sep Chk # field. 



	
	Prorate Additional Pay

	Leave Un Checked

	
	OK to PAY
	Click on the OK to Pay box

	
	Applies to Pay Periods
	For Biweekly paid employees Click the First  and Second and Third boxes. (Note:  Some calendar months will have 3 bi-weekly pay periods in them)

	4.0
	Save
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at the bottom of the page to save your entry.

	5.0
	File Completed Request
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