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Pay Information — One Time Regular Payroll Payments I

One Time Regular Payroll Pay

Overview

Guidelines

Key Activities

One-time regular payroll payments are additional payments allotted to an employee on a one-time
basis within a single pay period. For example, this screen may be used to correct underpayments
on a regular payroll schedule, and paid on a regular payroll run.

Only A & H roles can create a one-time regular payroll record in order to supplement an
employee’s pay.

The following guidelines apply to One-Time Regular Payroll payments.
= Leave balances should be verified prior to processing a leave payout on this screen.
Adjustments, if necessary, should be made prior to requesting the leave payout.
= Payments processed through this screen will be taxed as a supplemental payment, with
the exception of the following payments types.
= 9170 - Regular Wages
= 0171 - OPS Wages
NOTE: These payments default to be taxed as regular pay, but can be designated to be
taxed as a supplemental payment via the Pay Cycle screen.

The following activities will be covered in this section of the Payroll Information User Guide

Topic Page
Navigating To The One-Time Regular Payroll Pay Screen 3
Creating a One-Time Regular Payroll Payment 5
Editing a One-Time Regular Payroll Payment 8
Deleting a One-Time Regular Payroll Payment 11

Continued on next page
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One Time Regular Payroll Pay, Continued

Pay Information — One Time Regular Payroll Payments I

One Time This section contains iR Ry R R
Regular PayroII the employee’s Employes ID # 99999999 Jane Doe
. . Title: | 37010001 - SECRETARY OF ENVIRONMENTAL PROTECTION Agency: |DEP - Environmental Protection
Pay Screen personal information.
One-Time Regular Payroll Pay->0Overview
Wage Type |VWage Type text Effective Date Amount|Humber | Unit
® |9171 OPSHOURS  |11/30/2005 (5012  |1.00  |Hours This section provides
=== 111 information on all requests.
Menu| |New
One-Time Regular Payroll Pay->Details
rTYDe 9171 * OPS HOURS
Date 11/30/2005
Amount 5012
HumberiUnit 1.00]  Hours
i i FLAIR Account 37102021024370101 000001 000000
Thls_secnon . FLAIR Organization Code
provides the details < PO
Of a I’equest Pay Cycle 4 - Monthly Supplemental Wage Payment
OT Rea=zon Code
Charge Object/Project Activity Sub-Activity
*==|f making a leave payout through this creen please verify the correzponding balances and make any necessary adjustments
*=#|f an amount and hours are entered, the amount paid is effectivety the hours multiplied by the amount{Rate).
\Ed'rt Cancel| | Delete
Key Fields The following table provides details on the key fields found on the One-Time Regular Payroll Pay
screen.
Key Field Description
Type Indicates which pay supplement, (e.g. regular, overtime, or OPS
hours), is being allocated to the Employee.
Date Indicates the pay period when the additional payment should be paid.
Amount Indicates how much in U.S. dollars should be paid to the employee.
Type dictates when to use this field and/or the Number/Unit field.
Number/Unit Indicates how much in hours, percentage or multiples should be paid.
Type dictates when to use this field and/or the Amount field.
FLAIR Account Indicates the State of Florida financial accounting code to which this

one-time payment is tied.

FLAIR Organization Code

Provides additional funding information.

Comments Captures any optional comments related to the one-time payment.

Pay Cycle Indicates how the payment was taxed.

OT Reason Code Ties an additional payment for overtime to a specific reason for the
overtime hours worked.

Charge Object/Project The identification of a work item as defined by the Agency. Ties an

additional payment for regular or overtime hours worked to a specific
charge object or project.

LAST UPDATED ON 12/9/2005
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Pay Information — One Time Regular Payroll Payments I

One Time Regular Payroll Pay, Continued

Accessing The
Screen

Follow the steps below to access the One Time Regular Payroll Pay screen.

Step

Action

Click on the My Direct Reports link from the Quick Links list on the People First Home
Page. The Time and Payroll Menu screen will be displayed.

| [T (enagement| Actions Personal o [ Time and Payroi Job Appications| (Health & insurance [Org Wanagement| |

2 | HRPoicy | Logoff

Welcome Sandy Reynolds!
Today is Thursday, January 1, 2004
Your Current Position is ASSISTANT WARDEN-DC
Your Email Address is
Quick Links =t My Alerts | Activities =
— —_— (] 189187 Mr Tracy E Bell has requested ADMIN - JURY DUTY. Please respond using the "Approvals” process.

Aftendance & Leave
Training Management
Performance Management
Job Requisitions

-ob Application [] |Employee 193167 Mir Tracy E Bell has time that is ready for approval for pay period ( 11/07/2003 - 112012003 }
Health & nsurance

[ |211185 Ms Taylor L Wison has requested leave in conjunction with FMLA. Plesse respond using the “Approvals” process
[] |Empioyee 199167 lir Tracy E Bel has time that is ready for approval for pay period ( 1210512003 - 12/18/2003 ).

|:| Employee 211224 Wr Jan H Martin has time that is ready for approval for pay period ( 12/05/2003 - 12/18/2003 ).

Personnel File [] |Please act upon Personnel Action Request form 00000335 for employee Mr Glenn A Willams , Personnel Number 00137032
Org Management
|:| Please act upon Personnel Action Reguest form 00000337 for employee Mr Alex D Carter , Personnel Number 00190666

(] Please act upon Personnel Action Request form 00000339 for employee John Smith , Personnel Number 00000000

h has req FAMILY SICK LEAVE. Please respond using the “Approvals” process.
Click the My Direct Reports qUiCk Carter has requested ANNUAL LEAVE. Please respond using the “Approvals” process.
link to access the Time & Payroll 0
section of the system.

NOTE: For information on logging in to the People First system, refer to the Navigating
the People First Web Site User Guide located in the On-Line Training Tool.

Click the radio button (circle) to the left of the employee’s information on the
Management menu to select the employee.
‘Home [P Actions (Personal nfo | Time and Payrall | Training | Perfarmance [ Staffing| Job Applications | Health & Insurance | Org Management

v | HRPoicy | Logoff
= 2]
Management i={ Search | —
Ready to Navigate: G L Gi
* My Role View | G0 Search by Employee 0/ Search by Position 0
e First Title
Employee Time Entry Approval |% Go " -
[l My Direct Reports Go Last: Pos ID:
Administration Emp ID:
On Call Assignment :v Go
Personal Information Maintenance Results =
Drivers License [ Emg C|ICk on the I‘adIO button Org. Org. Desc
Work Information Maintenance tO Se|eCt al’l emD|0vee
— MAINTENANCE
Action History [v] O D200 ;nr:ﬂ\;u— SErvice oo SUPPORT-LEWVEL | 5550008400 HOLDING UNT
Time and Payroll Audrey Career MAINTENANCE [ |
. 00335208 Calvani Service 55008608 OFFICE SUPPORT-LEVEL | 5550008400 HOLDING UNIT
One-Time Regular Payroll Pay _ Jod OFFICE SUPPORT-LEVEL I
0176562 |00 SES 55013383 - - 5508401010|BISCAYNE
Positions Carter SES
John Career MAINTENANCE
Open/Close Vacancy v [#] 00335516 | | aorvie | 55008508 | OFFICE SUPPORT-LEVEL | 5550009400 o T
Benefits Cory MAINTENANCE
. O 00123351 T SES 55008603 OFFICE SUPPORT-LEVEL | 5550009400 HOLDING UNIT
Benefits | w
= Josephine |Career MAINTENANCE
ereer b (4] 00335119 Contracion | Service 55008608 OFFICE SUPPORT-LEVEL | 5550009400 HOLDING UNIT

NOTE: If there is no Employee Name or Employee ID, then the position is vacant. While
you still maintain this position, no one currently holds it.

LAST UPDATED ON 12/9/2005
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Pay Information — One Time Regular Payroll Payments I

One Time Regular Payroll Pay, Continued

Step Action
3 Select One-Time Regular Pay from the Time and Payroll drop down menu, by clicking
the =1 button.

Time and Payroll ==|=|Z

Employee Time Entry v Go

Employee Time Entry

Baze Work Schedule Aszignment

Leave and OT Request on Behalf Go
o

One-Time Regular Payroll Pay H

Une-Time Pay Leductions

Recurring Pay Additives & Miltary Pay Go

Recurring Pay Deductions

ClIp

Flexible Work Schedule

Select One-Time Regular Payroll Pay.

Leave Balance Adjustments Go
OT Election

FMLAJFSWP Leave Requesat

JAC [ SCS Time Entry Go

Supplemental Pay
W4WS

Award Payments

§Gross Pay History (Pre-Tax) =
Stop/Cancel Payment |

Tomon BT ALE WP FErrT

4 Click the Go button. The One-Time Regular Payroll Pay screen will be displayed.

Time and Payroll o Iy d

One-Time Regular Payroll Pay v | |Go—— Click the Go button to access the screen.
Positions

Open/Close Vacancy v Go

Benefits

Benefits v Go

Continued on next page
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One Time Regular Payroll Pay, Continued

Pay Information — One Time Regular Payroll Payments I

Creating A One-

Follow the steps below to create a One-Time Regular Payroll Payment.

Time Regular
Payroll Payment

NOTE: Refer to the Accessing The Screen procedures on the previous pages for information on

how to navigate to this screen.

Step Action
1 Click on the New button in the Overview box to display the Details box with the fields
“open” for editing.
One-Time Regular Payroll Pay
Employee ID #: | 99999999 JaneDoe = = _ _
Title: |37002179 - LEGISLATIVE SPECIALIST - DEP Agency: |DEP - Environmental Protection
One-Time Regular Payroll Pay->0verview
Wage Type Wage Type text Effective Date | Amount| Number | Unit
® 9170 REGULAR 103142005 0.00 10.00 Hours
=== 1M
ienu((iiew y¢—— Click the New button to
process the payment.
NOTE: If a payment has never been processed for this employee, the Details box will
display automatically. Click on the Edit button in the Details box. The fields on the
screen will “open” to allow for editing.
2 Complete the appropriate fields for the payment being requested.

Select the payment type.
fsoerltehcet ?;v?nagﬁt One-Time Regular Payroll Pay->Details -
i \Tyue §170 |/ [* REGULAR
Date 01/022004-01H5/2004 | w [*
Amount 1600 Enter the amount OR number/unit to
Edit the FLAIR = 0.00 M add to the Employee’s pay.
FLAR Account
.a(;couni. f {iwﬂ Organization Code
information, i pi
needed T Reason Code b .
: _ Assign a Charge
Charge Object/Project Activity Sub-Activity i ) )
/ =P Object/Project, if

Select OT Reason *{f making a leave payout through this screen please verify the corresponding balances and make any necessary adjustmenjts appllcable
COde, |f app“cable Save | Cancel

LAST UPDATED ON 12/9/2005
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One Time Regular Payroll Pay, Continued

Step

Action

3

Click on the Save button.

For Wage Type... Then...

9170, 9171 Proceed to Step 4.

All other types The One Time Regular Payroll Pay Overview section
will display. No further action required.

One-Time Regular Payroll Pay->Details _
Type 9170 [[** REGULAR

Date 01/02/2004-01/15/2004 | |*

Amount 16.00

Number/Unit 0.00 -

FLAIR Account

FLAIR Organization Code

Comments
OT Reason Code [l
Charge Object/Project Activity Sub-Activity

-

**If making a leave payout through this screen please verify the corresponding balances and make any necessary adjustments

save| gmes——— (lick the Save button to process.

Determine how the payment should be taxed.

If the payment should be taxed as... | Then...

Regular Pay Proceed to Step 5.

Supplemental Pay Select this pay option from the drop down
menu and then proceed to Step 5.

Message Area

Warning message: The Wage Type you have choosen is eligible for Pay Cycle override. The BOSP Default Pay Cycle has been selected below. Press Continue button once done.

One-Time Regular Payroll Pay->Details
Pay Cycle | 2 - Mentnly Reguisr Payments «———1 Select the appropriate tax option
Pay Cycle Definitions from the drop down menu

2 MONTHLY REGULAR PAYMENTS
4 MONTHLY SUPPLEMENTAL WAGE PAYMENT - Monthly supplemental payments may include additional moenies owed and/or
nen-recurring payments such as annual leave, ick leave, uniform allowance, etc. Additi 5 p may be
submitted for the supplemental payrell or on the originating agency’s regular payroll.

* The two primary situations, which would require a '2 - MONTHLY REGULAR PAYMENT', would be :

1. The employee's payment is issued in error and requires cancellation. A reissued payment must be submitted on a supplemental
payroll or through the On-Demand Payroll System.

2 An employee's payment was not issued due to an administrative or processing error. The employee data must be submited for
payment on a supplemental payroll or through the On-Demand Payroll System.

** The two primary situations, which would require a '4 - MONTHLY SUPPLEMENTAL WAGE PAYMENT', would be :

1. The employee did receive payment from a regular biweekly or menthly payroll but is owed additional monies.

2. The agency wishes to make a Non-recurring payment. This includes, but is not limited to, Monthly Mileage Allowance

(thiz can only be paid on the Supplemental Payroll), Annual leave, Sick leave, etc.

NOTE: For supplemental payments utilizing "4 - MONTHLY SUPPLEMENTAL WAGE PA™
withholding tax is compute: g the akternative tax method or the flat tax method, whicl
No mizcellansous deductions wil be taken

ver possible the

Continue

NOTE: Additional information regarding pay cycle options is provided on the screen.

LAST UPDATED ON 12/9/2005
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One Time Regular Payroll Pay, Continued

Step

Action

5

Click on the Continue button. The One-Time Regular Payroll Pay Overview screen will
be displayed.

Message Area

Warning message:The Wage Type you have choosen is eligible for Pay Cycle override. The BOSP Default Pay Cycle has been sslected below. Press Continue button once done.
One-Time Regular Payroll Pay->Details

Pay Cycle | 2 - Monthly Regular Payments R

Pay Cycle Definitions

2 MONTHLY REGULAR PAYMENTS

4 MONTHLY SUPPLEMENTAL WAGE PAYMENT - Monthly supplemental payments may include additienal monies owed and/or
noen-recurring payments such as annual leave, sick leave, uniform allowance, etc. Additionally, supplemental payments may be
submited for the supplemental payrel or on the eriginating agency’s regular payroll.

** The two primary situations, which would require a '2 - MONTHLY REGULAR PAYMENT', would be :

1. The employee's payment is izsued in error and requires cancellation. A reissued payment must be submitted on a supplemental
payroll or threugh the On-Demand Payroll System.

2. An employee's payment was not izzued due to an administrative or processing error. The employee data must be submited for
payment on a supplemental payroll or through the On-Demand Payroll System.

** The two primary situations, which would require a '4 - MONTHLY SUPPLEMENTAL WAGE PAYMENT', would be :

1. The employee did receive payment frem a regular biweekly or menthly payroll but iz owed additional monies.

2. The agency wishes to make a Nen-recurring payment. This includes, but is not limited to, Monthly Mileage Allowance

(thi= can only be paid en the Supplemental Payroll), Annual leave, Sick leave, etc.

NOTE: For supplemental payments utilizing 4 - MONTHLY SUPPLEMENTAL WAGE PAYMENT
withholding tax is computed using the alternative tax method or the flat tax method, whichever
ho miscellansous deductions will be taken

thenever possible the

s e———roy Click on the Continue button

Verify the request is reflected accurately in the Overview box. The effective date should

reflect the last day of the pay

One-Time Regular Payroll Pay-=Overview

New request will Wage Type Wage Type text Effective Date | Amount Humber| Unit

be listed in the »O 9170 REGULAR 12(15/2005  |0.00  [10.00 |Hours
Overview section.
O [s170 REGULAR 03/24/2005 (4500 |10.00 |Hours
=l=l=]=] 11

Menu | |Mew

NOTE: The effective date will reflect the last day of the pay period.

LAST UPDATED ON 12/9/2005
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One Time Regular Payroll Pay, Continued

Editing A One-
Time Regular
Payroll Payment

Follow the steps below to edit a One-Time Regular Payroll Payment.
NOTE: Refer to the Accessing The Screen procedures on the previous pages for information on

how to navigate to this screen.

Step

Action

1

Click on the radio button in front of the payment to be changed in the Overview box.
The specifics of that payment will display in the Details box.

One-Time Regular Payroll Pay

One-Time Regular Payroll Pay->Overview

Click on the radio Wage Type|Wage Type text|Effective Date| Amount| Number | Unit

button to Select —»‘:? 9170 REGULAR 12/15/2005 0.00 10.00 Hours

the payment O l9t70 REGULAR 03242005 (4500 |10.00 |Hours
=== 1M
Menu | | New

One-Time Regular Payroll Pay->Details

ﬁvne 9170 |* REGULAR
Date 12115/2005
Amount 0.00
Number/Unit 10.00] | Hours
) FLAR Account
T_he detalls are < FLAR Organization Code
displayed here Comments
Pay Cycle 3 - Biweekly Supplemental Wage Payment

OT Reason Code

Charge Object/Project Activity Sub-Activity

*If making a leave payout through thiz screen please verify the correspoending balances and make any necessary adjustments

*=|f an amount and hours are entered, the amount paid iz effectively the hours multiplied by the amount{Rate).

Edit Cancel| Delete

Click the Edit button to open the fields to allow for editing

Click on the Edit button in the Details box. The fields will “open” for editing.

One-Time Regular Payroll Pay-=-Details

Type 9170 * REGULAR
Date 11/30/2005

Amount 0.00
Number/Unit 10.00] | Hours

FLAIR Account 3T102021024370101000001000000
FLAIR Organization Code
Comments

Pay Cycle 4 - Monthly Supplemental Wage Payment
OT Reason Code
Charge Object/Project Activity Sub-Activity

**If making a leawe payout through this screen please verify the corresponding balances and make any necessary adjustments

**If an amount and hours are entered_the amount oaid i= effectiveh the hours multiolied bw the amountiRate)

LAST UPDATED ON 12/9/2005
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One Time Regular Payroll Pay, Continued

Step Action
3 Update the appropriate fields.

One-Time Regular Payroll Pay->Details

Type 9170 |* REGULAR

Date 11430/2005

Amount 000 } Change the amount OR
Change the Number/Unit 10.00] [ Hours v number/unit, if appropriate
FLAIR account { FLAIR Account 3710202102437010100000100000(
information, |f FLAIR Organization Code
appropriate LTTEE

Pay Cycle 4 - Monthly Supplemental Wage Payment

OT Reason Code hd

/ Charge Object/Project Activity sl Change the Charge
<

Object/Project, if
Change OT Reason  tur making a leave payout through this screen please verify the corresponding balances appropriate

COde, if appropriate {4 an amount and hours are entered, the amount paid is ffectively the hours muttiplied by the amount(Rate).

Save| | Cancel

NOTE: Only certain fields can be edited.
4 Click on the Save button.

For Wage Type... Then...

9170 0r 9171 Proceed to Step 5.

All other types The One Time Regular Payroll Pay Overview section
will display. No further action required.

One-Time Regular Payroll Pay->Details

Type 9170 |* REGULAR

Date 11/30/2005

Amount 0.00
Number/Unit 10.00] | Hours  |w|

FLAIR Account 3710202102437010100000100000(

FLAIR Organization Code

Comments

Pay Cycle 4 - Monthly Supplemental Wage Payment

OT Reason Code 1™
Charge Object/Project Activity Sub-Activity

-

**|f making a leave payout through this screen please verify the correzponding balances and make any necessary adjustments

**|f an amount and hours are entered, the amount paid is effectively the hours multiplied by the amount(Rats).

Save @eme=t— (lick the Save button to process.

Continued on next page
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Pay Information — One Time Regular Payroll Payments I

Step

Action

5

Determine how the payment should be taxed.

If the payment should be taxed as... | Then...

Regular Pay

Proceed to Step 6.

Supplemental Pay

Select this pay option from the drop down
menu and then proceed to Step 6.

VWarning message: Tl

Message Area

‘Yage Type you have choosen
One-Time Regular Payroll Pay->Details
Pay Cycle | 2 - Monthly Regular Payments

Pay Cycle Definitions

2 MONTHLY REGULAR PAYMENTS

4 MONTHLY SUPPLEMENTAL WAGE PAYMENT - Monthly supplemental payments may include additional monies owed and/or
nen-recurring payments such as annual leave, sick leave, uniform allowance, etc. iti - p may be
submitted for the supplemental payroll or on the originating agency's regular payroll

is eligible for Pay Cycle override. The BOSP Default Pay Cycle has been selected below. Press Continue button once done.

——— Select the appropriate tax option
from the drop down menu

** The two primary situations, which would require a '2 - MONTHLY REGULAR PAYMENT', would be :

1. The employee’s payment is issued in error and requires cancellation. A reissued payment must be submitted on a supplemental
payroll or through the On-Demand Payroll System.

2. An employee’s payment was not issued due to an administrative or processing errer. The employee data must be submitted for
payment on a supplemental payroll or threugh the On-Demand Payroll System.

** The two primary situations, which would require a '4 - MONTHLY SUPPLEMENTAL WAGE PAYMENT', would be :

1. The employee did receive payment from a regular biweekly or monthly payroll but is owed additional monies.

2. The agency wishes to make a Non-recurring payment. This includes, but is not limited to, Monthly Mileage Allowance

(thiz can only be paid on the Supplemental Payroll), Annual leave, Sick leave, etc.

NOTE: For supplemental p.
withholding tax is comp
No mizcellangous deduction:

s utilizing

vill be taken

Continue

NOTE: Additional information regarding pay cycle options is provided on the screen.

g the alternative tax method or the fla

4 - MONTHLY SUPPLE

r possible the

Click on the Continue button. The One-Time Regular Payroll Pay Overview screen will

be displayed.

Message Area

Warning message:The Wage Type you have choosen
One-Time Regular Payroll Pay->Details
Pay Cycle | 2 - Monthly Regular Payments

Pay Cycle Definitions
2 MONTHLY REGULAR PAYMENTS

4 MONTHLY SUPPLEMENTAL WAGE PAYMENT - Monthly supplemental payments may include additienal monies owed andfor
non-recurring payments such as annual leave, sick leave, uniform allewance, etc. Additionally, supplemental payments may be
submitted for the supplemental payrol or on the originating agency’s regular payroll.

is eligible for Pay Cycle override. The BOSP Default Pay Cycle has been selected below. Press Continue button once done.

** The two primary situations, which would require a '2 - MONTHLY REGULAR PAYMENT', would be :

1. The employee's payment is issued in error and requires cancellation. A reizssued payment must be submitted on a =supplemental
payroll or through the On-Demand Payroll System.

2. An employee's payment was not issued due to an administrative or processing error. The employes data must be submitted for
payment on a supplemental payroll or through the On-Demand Payroll System.

** The two primary situations, which would require a '4 - MONTHLY SUPPLEMENTAL WAGE PAYMENT', would be :

1. The employee did receive payment from a regular biweekly or monthly payroll but is owed additional monies.

2. The agency wishes to make a Non-recurring payment. This includes, but is not limited to, Monthiy Mileage Allowance

(thiz can only be paid on the Supplemental Payroll}, Annual leave, Sick leave, etc.

NOTE: For supplemental p
withholding tax is computed
No mizcellaneous deduction:

= utilizing

will be taken

g the atternative tax method or the flat tax method, whicheve

4 - MONTHLY SUPPLE

ENTAL WA

AYMENT, w r possible the

ssin¢———oy Click on the Continue button

LAST UPDATED ON 12/9/2005

Continued on next page

Page 10 of 12 I



Mﬁl

One Time Regular Payroll Pay, Continued

Pay Information — One Time Regular Payroll Payments I

Step

Action

7

Verify the request is reflected accurately in the Overview box. The effective date should
reflect the last day of the pay

One-Time Regular Payroll Pay->0Overview

New request will Wage Type |[Wage Type text Effective Date Amount Number Unit
belistedinthe P |a170 REGULAR 12/15/2005  (0.00  |10.00  |Hours
Overview section.
O (w170 REGULAR 032412005 45.00 10.00 Hourzs
=== 1
Menu| |New

NOTE: The effective date will reflect the last day of the pay period.

Deleting One-
Time Regular
Payroll Payment

Follow the steps below to delete a One-Time Regular Payroll Payment.

NOTE: Refer to the Accessing The Screen procedures on the previous pages for information on
how to navigate to this screen.

Step

Action

1

Click on the radio button in front of the payment to be changed in the Overview box.
The specifics of that payment will display in the Details box.

Click on the radio
button to select
the payment

The details are
displayed here

—>® 9170 REGULAR 121572005 0.00 10.00 Hours
O 9170 REGULAR 03/24/2005 45.00 10.00 Hours
==z 1M
Menu| | Hew

KType 9170 |* REGULAR
Date 12/15/2005
Amount 0.00
Number/Unit 10.00] | Hours

One-Time Regular Payroll Pay

One-Time Regular Payroll Pay->Overview

Wage Type|Wage Type text Effective Date Amount|Number | Unit

One-Time Regular Payroll Pay-~Details

FLAR Account
FLAR Organization Code

Ci

\L

Pay Cycle 3 - Biweekly Supplemental Wage Payment
0T Reason Code
Charge Object/Project Activity Sub-Activity

*If making a leave payout through this screen please verify the corresponding balances and make any necessary adjustments

*If an amount and hours are entered, the amount paid is effectively the hours multiplied by the amount{Rate).

Edit Cancel| Delete

LAST UPDATED ON 12/9/2005
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One Time Regular Payroll Pay, Continued

Step

Action

2

Click on the Delete button in the Details box. A pop-up message box will be displayed.

One-Time Regular Payroll Pay->Details

Type 8170 * REGULAR

Date 11/30/2005

Amount 0o.00
Number/Unit 10.00] | Hours

FLAIR Account 37102021024370101000001000000

FLAIR Organization Code
Comments

Pay Cycle 4 - Monthty Supplemesntal VWage Payment
OT Rea=on Code
Charge Object/Project Activity Sub-Activity

**If making a leave pavout through this =creen please verify the correzponding balances and make any necessary adjustments

==If an amount and hours are entered, the amount paid is effectively the hours multiplied by the amount(Rate).

Edit Cancel 4—‘ Click the Delete button to delete a payment.

Click on the OK button in the box. The payment will be deleted and the One-Time
Regular Payroll Pay Overview screen will be displayed.

One-Time Regular Payroll Pay->Details

Type 3170 REGULAR Microsoft Internet Explorer
LR R "'?r) Warning! Record will be deleted. Would you like to continue?
Amount 0.00

Number/Unit 10.00] | Hours I aK l [ Cancel ]

FLAIR Account 3710202102437010100

FLAIR Organization Code f

Comments Click on the OK button

Pay Cycle 4 - Monthly Supplemental Wage Payment | {g de|ete the pavment

QT Rea=zon Code

Charge Object/Project Activity Sub-Activity

**|f making a leave payout through this =creen please verify the correzponding balances and make any necesszary adjustments

**|f an amount and hours are entered, the amount paid is effectively the hours multiplied by the amount{Rate).

Edit Cancel| |Delete

Verify that payment has been deleted in the Overview box.
One-Time Regular Payroll Pay-=Overview
Wage Type Wage Type text Effective Date | Amount Number| Unit
O (170 REGULAR 03/24/2005 45.00 10.00 Hourz

o e 1M

The payment that was canceled

Menu| | New should no longer be listed.

LAST UPDATED ON 12/9/2005
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