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Overview 
The One Time Payment Tool was developed by Business & Financial Services in coordination with 
Information Technology Solutions as a way for department users to submit flat dollar amount payments 
to the UCPath system for payroll processing. The purpose of this tool is to mitigate ongoing issues (see 
above) and provide a single method of submitting flat dollar amount payments for the entire Campus. 
Additionally, the goals are to provide a streamlined and consistent process for submitting one-time, flat 
dollar payments.  

Purpose of Guide 
The intention behind this guide is to assist Departments in using the One Time Payment (OTP) Tool. This 
guide provides detailed information regarding the specific OTP Tool security roles, various screens 
throughout the tool, approval workflow, and walks through scenarios to help users grasp the 
information.  Guidance regarding the policy associated with these types payments should be obtained 
from Human Resources and/or the Academic Personnel Office.  

Security Roles and Responsibilities 
Access to the One Time Payment Tool requires SAAs to assign new roles via the Enterprise Access 
Control System (EACS). Additionally, access to employee information in this tool is driven by 
Accountability Structure in EACS assigned to Transactors, Approvers, and Inquirers. The following grid 
provides an explanation of the roles and related responsibilities associated with the One Time Payment 
Tool. 

EACS Role Name Responsibilities Assigned By 
One Time Payment Tool Transactor • Initiates payment requests in the One Time Payment 

Tool and ensures appropriate documentation to 
support the payment is attached to the request. 

• Individuals assigned to this role should possess 
strong knowledge of Human Resources and 
Academic Personnel policies and procedures.  

Department SAA 

One Time Payment Tool Approver • Requests are routed to the department 
assigned approver.  

• The approver should promptly review the 
request and associated documentation, and if 
appropriate, approve the request. Otherwise, 
the request should be returned to the 
Transactor for additional action as outlined in 
the Approver’s comments.  

• The recommended assignment of this role is a 
Financial Manager, Financial & Administrative 
Officer (FAO), or a Department Head. 

• (Please note: Approvers are also required to 
review any payments where an FAU Activity 
under their department ID is used on a request; 
see FAU Activity Approvers for more 
information). 

Department SAA 

One Time Payment Tool 
Organizational Approver (aka 
Approver 2) 

• If a request exceeds a specified dollar amount (by 
earn code based on configuration), then it will 

Application SAA 
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require secondary approval at the organizational 
level. 

• This role is assigned to the Chief Financial & 
Administrative Officer (CFAO), Org Head or their 
designee. 

One Time Payment Tool 
Department Inquirer 

• Has “inquiry only” access to the tool and cannot 
initiate, cancel, or approve requests.  

• Can only view requests at their accountability 
structure – Department Level. 

• Individuals assigned to this role can use this function 
to reconcile ledgers or review for policy compliance.  

Department SAA 
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Timing of Request Processing 
The key driver to when a One Time Payment request is processed in UCPath is the Pay Period End date. 
Only future Pay Period End Dates can be selected on an OTP Tool Request. It is critical for Transactors to 
select the appropriate pay period end date based on the employee’s pay frequency to ensure the 
payment is processed in the correct pay period.  

Understanding the OTP Tool Processing Schedule and Deadlines 
There are two processing schedules for the OTP Tool: one for Biweekly Payroll Cycles and another for 
Monthly Payroll Cycles.  

 

As an example, if a One Time Payment request needs to be processed on a biweekly-paid employee’s 
12/09/20 Paycheck, a Transactor would need to select 11/28/20 as the Pay Period End Date. Based on 
the Biweekly Processing Schedule above, the deadline to have this request submitted and approved 
would be Monday, 11/30/20 (see dates under Request Approval Deadline column). After the Request 
Approval Deadline for a particular pay period, a request status will update to “Processed”.   

For more information about OTP Tool Processing Schedules, refer to Appendix A - OTP Tool Deadlines. 

OTP Tool Support 
If departments are experiencing issues with the OTP Tool or have concerns that this guide does not 
address, they are urged to reach out to the OTP Tool Support Team at OTPFeedback@ucr.edu.  

 

 

 

  

mailto:OTPFeedback@ucr.edu


One Time Payment Tool  
Training Manual and Guidance  Last Updated: October 7, 2020 

BFS – Business and Financial Services  6 | P a g e  
A Division of Planning, Budget, and Administration  

Page-by-Page Details for Users 
Launching OTP Tool 
To access the OTP Tool, navigate to the OTP Tool via ServiceLink. The OTP Tool will appear under the 
Finance section of ServiceLink.  

 

Transactor Actions 
Landing Page - Transactors 

 

• Begin Request 
o Transactors will click this icon to create a new One Time Payment request. 

• Work in Progress Queue 
o Saved requests that have not yet been submitted will appear in this queue. Transactors 

can either continue editing their requests or cancel their requests.  



One Time Payment Tool  
Training Manual and Guidance  Last Updated: October 7, 2020 

BFS – Business and Financial Services  7 | P a g e  
A Division of Planning, Budget, and Administration  

• Search Requests 
o This screen can be used to view all requests within your accountability structure. This 

includes requests that are a work-in-progress, pending approval, cancelled, and 
processed.  

• Help 
o Link to the feedback email (otpfeedback@ucr.edu ) 
o Support website (coming soon) 
o This Guide (pdf) 

Begin Request Screen 
To create a new One Time Payment request, users will click on the Begin Request icon. 

 

After clicking Begin Request, the Employee Search screen will be displayed.  

Employee Search Screen 

 

On this screen, Transactors will be able to search for the employee who is receiving the One Time 
Payment. The initial filter for this search is Employee Pay Frequency to locate employee information for 
either Monthly employees or Biweekly employees. Additional search criteria include:  

• Employee Name: first and/or last name 
• Employee ID: UCPath employee ID 
• Position Number: UCPath position number 
• Department Search: will display all departments under your accountability structure; allows you 

to create a request for an entire department. 

mailto:otpfeedback@ucr.edu
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Searching by Department 
One Time Payment requests can be initiated for an entire department within a Transactor’s 
Accountability Structure. 

 

By clicking the “Department Search” dropdown, Transactors will see all departments they have access 
to, based on their Accountability Structure.  

 

After selecting a department to search by, all results based on that selection will be displayed in the 
search grid.  

 

By default, all search results in the grid will be selected. Transactors have the option of deselecting 
employees if they should not be included on a One Time Payment request.  
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Transactors have the option of deselecting and manually selecting which employees to include on the 
request for this department. 

 

Searching by Employee 
When searching for an employee, Transactors can search by either the employee’s name or UCPath 
employee ID. 

• The Employee Name search field is flexible in that Transactors can search using first name only. 
The search results will display any employee   

 

Search results will appear below the Employee Search criteria grid. When using just a first name to 
search, you will see results of employees who share that entry.  

• For instance, the name “Andrea” was entered in the Employee Name field. The results displayed 
show closely related names.  

Once you have located the employee receiving the One Time Payment, click on the Box under the Select 
column to move forward with the One Time Payment for that selected employee. Transactors can select 
multiple employees at a time.  
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By clicking the “Begin One Time Payment” button, Transactions will initiate the One Time Payment 
request for the selected employee(s). 

 

Searching by Position Number 
When searching for an employee or employee(s), Transactors can search by the UCPath position 
number. 

• The Position Number search field is flexible in that Transactors can search using just a portion of 
the position number. For instance, they can enter “4001” and click the search button. The 
search results will display position numbers that begin with 4001.   

When a Transactor enters the full Position Number, it will display results for employees who currently 
hired into that Position Number.  
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Prepare Requests Screen 

 

The Prepare Requests screen is where all critical One Time Payment information is entered by 
Transactors for the selected employee.  

! Requests for multiple employees with similar payment attributes should be grouped together. For 
instance, if a payment with the same dollar amount, earn code, and earnings period is needed for a few 
employees within the same department, Transactors should take the opportunity to process the request 
all at once. This will reduce the need for repeated entries. 

Apply Entries to All Selected 
The Apply Entries to All Selected section of the screen is useful when submitting payments for multiple 
individuals who will share similar payment attributes.  
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Transactors have the ability to enter values into any of the attributes and apply them to all entries under 

the Prepare Requests section that are selected with the yellow checkmark.  If submitting a mass 
request for all employees using different Earn Codes, the “Apply to All Feature” will help reduce the 
amount of manual entries on this screen.  

 

The section labeled “Prepare Requests” is where we will enter the appropriate attributes for this One 
Time Payment.  

• The Select All and Deselect All buttons are useful when submitting payments for multiple 
employees. An option for Transactors include deselecting specific employees if a request is 
submitted for an entire department, as needed.  
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The Prepare Requests grid contains the following column headers: 

a. Employee ID:  
i. Employee’s unique UCPath ID number. 
ii. Value pre-populated. 

b. Name:  
i. Employee’s Full Name. 
ii. Value pre-populated. 

c. Position #:  
i. Position number this employee is hired in. 
ii. Value pre-populated. 

d. Empl Rcd:  
i. Employee Record Number. 
ii. Employees with multiple jobs will have an empl rcd for each job beginning with 

0, 1, etc.   
iii. Value pre-populated. 

e. Job Code:  
i. Job Title and description.  
ii. Value pre-populated. 

f. Department 
i. Department ID and Description 
ii. Value pre-populated. 

g. Event  
i. Note: this field is a future enhancement. 

h. Earning Begin: 
i. Begin date of earnings period in which work was performed for this payment.  

i. Earning End 
i. End date of earnings period in which work was performed for this payment. 

j. Earning Code 
i. Earn code associated with this payment. 

k. Pay Period End 
i. Payroll Period in which this payment will be processed.  
ii. Note: this date can only be in the future.   

l. Dollar Amount 
i. Flat dollar payment amount. This amount should be a positive number in most 

cases.  Care must be used when entering negative amounts as this may reduce 
an employee’s pay.  

m. Override FAU 
i.  Select this box if this payment needs to be submitted to a specific FAU that is 

different from the employee’s position funding. 
n. Other buttons 

i.    Add Comments to a request. 

ii.      Upload Attachments to a request.  
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Earnings Dates 

 

Selecting the appropriate Earnings Begin Date for this payment is based on the first day of the earnings 
period that applies to this payment. Transactors can either manually enter this date or they can click on 

the  calendar icon to select dates.  

 

When viewing this calendar, Transactors can select a different month and day by selecting the arrows 

next to the current month.    

Additionally, Transactors can select previous years by clicking on the dropdown next to the current 
Month and Year. (Note: it is strongly advised that Transactors take caution when selecting prior months 
or years. This should rarely be required and only done with guidance from a central office). 

 

Selecting the appropriate Earnings End Date for this payment is based on the last day of the earnings 
period in which the work for this payment was performed.   

Select the appropriate Earn Code for this payment from the list of options displayed on the dropdown. 
The Earn Code you select will vary based on your scenario. (Note: available earn codes are managed by 
the Accounting Office).  
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Earnings Codes 
Earnings Codes (or Earn Codes) that have been deemed appropriate for use in the OTP Tool are 
displayed in a dropdown list and maintained by the Accounting Office based on guidance from HR and 
Academic Personnel. Earn Codes are maintained on a table in the OTP Tool and may vary by employee 
type (i.e. Salaried vs Hourly). It is critical to select the appropriate earn code for a One Time Payment to 
ensure that employees are paid appropriately; different earn codes may treated differently for 
retirement, tax withholding, and other assessments. Refer to Appendix C – Earnings Codes for more 
information.  

 

Maximum Dollar Amount by Earn Code 
Certain earn codes have dollar amount thresholds that a request cannot exceed. Transactors will 
immediately receive an error message if a dollar amount on a request exceeds the dollar threshold 
assigned to the earn code being used. Transaction should not be split to by-pass this business rule or 
recorded under an inappropriate earn code; if this type of behavior is identified, access may be removed 
and/or disciplinary action may result.  Question about the thresholds should be directed to 
otpfeedback@ucr.edu for evaluation and direction.    

 

Organizational Approval for Earn Codes 
Certain transactions will require a second-level organizational approval for specific earn codes when the 
request exceeds a certain dollar amount. See Organizational Level (Secondary) Approver Actions for 
more information regarding this role’s responsibilities.  

Pay Period End Date 
When creating a One Time Payment Tool Request, the Pay Period End Date will default to the next Pay 
Period End Date according to the UCPath payroll calendar for that employee type (i.e. monthly vs 
biweekly payroll). This date drives what payroll period this request will be processed in. Only future Pay 
Period End Dates can be used.  

Note: refer to Appendix A - OTP Tool Deadlines for important deadlines and pay period dates.  

mailto:otpfeedback@ucr.edu
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Override FAU on a Request 

 

In some cases, it may be necessary to charge a One Time Payment to an FAU that differs from the 
employee’s position-level funding. When this situation occurs, the Transactor should click on the 
“Override FAU” checkbox to charge this particular payment to a different FAU. This action is optional 
and does not permanently change the position-level funding. Additionally, the Activity code will 
determine who the request will route to for approval. For instance, if an FAU belonging to another 
department is used then the request will route to whoever is set up as the Approver for the Department 
associated with that Activity code.  

If a Transactor determines that they no longer need to override the FAU, they can simply uncheck the 
Override FAU button. The warning message below will pop up just in case this action was not 
intentional.  

 

When entering FAU elements, the tool will begin to validate characters and narrow down values while 
typing.  

 

Transactors can either enter the exact value or select the value displayed on the list as they are typing. 
(Please note, you cannot tab to the next field without making a selection first; users who do this will be 
presented with the “Selection Required” message on the field). If an invalid value is entered, the field 
will display an error message and clear out entries. This safeguard ensures that invalid FAU elements are 
not being used.   

!It is important to note that the OTP Tool validates the combination of the core FAU (Account, Activity, 
Fund, and Function) to help avoid erroneous entries.  
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Splitting an FAU 

 

A payment can be split to multiple FAUs. To do this, click the “add” button on the right side of the 
Amount % field.  

! When splitting a payment by FAU, Transactors should be sure that the Amount adds up to the Dollar 
Amount for the payment. Transactors can also split by percentage, but the total percentage should add 
up to 100% of the Dollar Amount for that payment.  

 

If a payment is split and the Amounts for each FAU do not total the Dollar Amount of the payment, the 
following error will be displayed until corrected: 

 

To correct this scenario, the Transactor can either decrease the Dollar Amount for the payment to $700 
or increase the second FAU Amount to $500, depending on what is appropriate.  
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FAU Override with No Approver 
As mentioned previously,  

An approver must be set up for any Activity code being used on a request. For instance, if a Transactor in 
School of Medicine is submitting a request using an Activity code belonging to the Registrar’s Office but 
there is no approver set up in that department, the Transactor will receive the error message below.  

 

Transactors should reach out to the appropriate Systems Access Administrator to request they assign an 
Approver to the Department that the Activity code rolls up to.  

Adding Request Comments 

 

To add a comment to a request, Transactors can simply click on the “Add a Comment” button. 
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Adding Multiple Rows on a Single Request 

 

In some situations, multiple payments are required for one employee. For instance, an employee may 
have a STAR award and Regular Flat Earnings payment required for their upcoming paycheck (if 
appropriate). The One Time Payment Tool features the ability to submit multiple payments, with 
different earn codes and earnings periods, on a single submission.  

To add multiple rows to a request, click on the + icon to the right side of the Attachments icon. By 

doing this, a second row will appear below. (Note: the plus icon will only display when all fields on the 
row have been inputted). 
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Removing a Row on a Request 
After adding an additional row onto a request, a Transactor can be removed it if it is not needed after 

all. To do this, the Transactor would need to click the  icon to the right of the Attachments icon for 
the row in question.  

 

Action Buttons 

 

Submit One Time Payment 
This button moves the request to the Approval stage. When a Transactor has finished adding all 
required information to a request, they must click “Submit One Time Payment” to complete their 
request. After clicking this button, a confirmation window will be displayed to the Transactor. They can 
then select that they certify to the terms of this request and click “Yes, Submit for Approval”. If they 
decide not to submit the request or if they need to perform additional edits, they must click “Cancel” on 
the confirmation window.  

 

The “Yes, Submit for Approval” button will be greyed out until the Transactor clicks the “I certify to the 
terms” checkbox on this window.   
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After clicking the “Yes, Submit for Approval” button, another window will confirm the request was 
successfully submitted for approval. The window will also display the Request ID. Transactors should 
note the Request ID for future reference. Refer to the “Search Requests Page” section for more 
information on locating a request.  

Saving a Request 
When the “save” button is clicked, the request is saved but not finalized and can be located in the 
“Work-in-Progress” tab. A pop-up window will display once the Save has been finalized and the screen 
will navigate to the Transactors “Work-in-Progress” queue.   
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Reset All 
Selecting the “Reset All” button will clear out all fields on the request. When this button is clicked, a 
warning message will be displayed asking the Transactor if they are sure this is the action they want to 
take. Clicking “reset all” on this warning message will finalize the action.   

 

Cancel & Return to Search 
If a request needs to be cancelled, a Transactor can click the “Cancel & Return to Search” button. Once 
this is clicked, a message will be displayed asking the Transactor to confirm this selection. Once this is 
clicked, the request will no longer exist.  
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Preventing Duplicate Requests 

 

What Makes a Request Unique  
An OTP Tool request is made unique by the following values: 

• Employee ID 
• Employee Name 
• Position # 
• Empl Rcd # 
• Job Code 
• Earnings Begin Date 
• Earnings End Date 
• Earnings Code 
• Pay Period End Date 

When submitting a new request, the OTP Tool will run a check to verify that there are no pending 
requests with the same combination of the fields/values above. If a request is pending approval or 
approved with the same information, the Transactor will be presented the following message when 
attempting to submit: 

 

Transactors should verify that they have entered the appropriate payment request information and 
attempt to submit the request or cancel the previous request if it is incorrect.  
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Work-In-Progress Queue 

 

Every Transactor will have a Work-in-Progress queue on the landing page of the One Time Payment 
Tool. When requests in their Accountability Structure is saved as a “work-in-progress” or returned to a 
Transactor, they will be accessible in this queue. The number value below the Work in Progress icon 
denotes the number of requests currently in that queue.  

 

The Work-in-Progress queue has several search options for Transactors to use. They can search by an 
employee’s name, UCPath employee ID, or Department. Department values will be based on the 
Transactor’s Accountability Structure.  

 

Values under each column can also be sorted from ascending to descending order or vice-versa, by 
clicking the arrow next to each header.  



One Time Payment Tool  
Training Manual and Guidance  Last Updated: October 7, 2020 

BFS – Business and Financial Services  26 | P a g e  
A Division of Planning, Budget, and Administration  

Resuming a Request in the Work-in-Progress Queue 

 

To resume editing a request via the Work in Progress queue, the Transactor must click the Request ID.  

 

The Edit Request screen will be displayed and a Transactor is able to edit any field on the request. 
Transactors also have the ability to cancel their payment request, upload additional attachments, add 
comments, or simply save changes. Once all changes have been made, a Transactor can click “Submit 
Request for Approval” and the request will route to an Approver and disappear from the Work-in-
Progress queue.   

• Submit Request for Approval 
o Routes request to the appropriate department Approver(s) based on Accountability 

Structure. 
• Close 

o Closes the current screen and makes no changes to request.  
• Cancel Payment Request 

o Cancels request and removes it from the Work-in-Progress queue.  
• Save Changes 

o Commits any changes entered on the request to history.  
o Once clicked, the screen will disappear and the Work-in-Progress queue will be in view. 



One Time Payment Tool  
Training Manual and Guidance  Last Updated: October 7, 2020 

BFS – Business and Financial Services  27 | P a g e  
A Division of Planning, Budget, and Administration  

Uploading an Attachment 
Transactors should always attach supporting documentation to an OTP request to assist with the 
approver’s review of the transaction and for audit purposes. Attachments can include emails providing 
instructions on processing the transactions, pre-approvals, spreadsheets, or any other document type 
that supports this payment request. Approvers will be able to view all attachments and may send a 
request back to a Transactor if the attached documentation is not sufficient.  

 

To upload an attachment to a request, a Transactor must click the Attachments button.  

 

After doing this, the Attachments page will be displayed. Transactors can view existing attachments or 
upload a new file onto the request. To upload a new file, click on the area that says “Drop Files to 
Upload”. When that is clicked, the following screen will be displayed and a file can be selected.  
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After selecting the file to upload, a Transactor can click on the “Open” button. Once complete, a screen 
will be displayed saying “Upload Successful”.  

The attachment file size is limited to 10 MB.  If the file is larger than 10 MB, the following error will 
display: 

 

Click “Clear Uploads” to remove the file and upload a new file that is smaller than 10 MB. 

Another way to upload a file is to drag and drop the file from your Windows File Explorer screen into the 
Upload New File area.  
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When an attachment has been uploaded to the request, it will be displayed in the Existing Attachments 
section. If an attachment needs to be removed, a Transactor would just need to click on the trashcan 
icon. A message will be displayed asking the Transactor to confirm this action by clicking “Delete”.   
Attachments cannot be deleted after the transaction is routed for approval.   

 

Once all attachments have been uploaded, the Transactor can now click on the “Close” button to exit 
the screen and return to the Edit Request page. 
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Viewing Request History 

 

When on the Edit Request screen, Transactors can view the full history of that request by clicking 
Show/Hide Full Request History. This information is captured any time a request is “saved”. The request 
history will capture all activity performed on a request.  

 

Saving Changes 
After editing a request in the Work-in-Progress Queue, Transactors can save their work and move on to 
another task if necessary.  

To do this, Transactors would click the “Save Changes” button.  
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Viewing Approver(s) for Request 
Transactors have the ability to see whose approval queue their request has routed to. Although 
Approvers receive an automated email when a request has been sent to them for approval, Transactors 
may want to know who to contact if they have questions regarding the status of their request.  

Transactors should use the Search Request screen to locate their request. Once the request is found, 
Transactors can click on the Request ID link.  

 

The Request information will be displayed on the screen. Click on the Pending Approval link in the 
History section to view the approvers for this request.  

 

Transactors will see the Approver for this particular request based on the accountability structure. In the 
example above, there is one Approver who has this request in their Approval queue. Click the “OK” 
button to close the screen. 
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 Transactors can also see who is set up as the FAU Activity Approver for the FAU that was used on the 
request. 

 

Cancelling a Request 
Transactors have the ability to cancel any request within their accountability structure. Transactors can 
cancel their request immediately after submitting it for approval and up until their request has been 
processed in the UCPath system. Once a request status has been changed to “Processed”, the request 
can no longer be cancelled. This takes place once information from the request has been submitted to 
UCPath for payroll processing. Refer to the Timing of Request Processing for more information regarding 
timing.  

 

Using the Search Requests screen, locate the request that is being cancelled. Click on the Request ID 
hyperlink to access this request.  
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The Request ID information screen will be displayed on the page. The Transactor should enter detailed 
comments explaining why the request is being cancelled. Click on the Cancel Payment Request button to 
continue.  

 

A message will appear to confirm that the Transactor wants to take this action. Transactors must enter a 
comment to specify why they are cancelling the payment request. After entering a comment, click on 
the “Cancel Payment Request” button to finalize this action. Transactors can also click on the “Close” if 
they no longer wish to cancel the request.  
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The screen above will be displayed once the request has been cancelled. Click “Ok” to exit. Even though 
the request has been cancelled, it will still be visible in the Search Request page with a status of 
“Cancelled”. Transactors can still view the request in history, if needed.  
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Approver Actions 
Landing Page – Approvers  

 

• Approve Requests 
o Requests routed to an Approver based on Accountability Structure will appear in this 

screen. 
o The number below Approve Requests will signify how many pending requests are in the 

queue. (Example above shows there are 6 pending requests).   
o All requests in this queue will have a “Pending Approval” status assigned.  

• Search Requests 
o This screen can be used to view all requests within your accountability structure. This 

includes requests that are a work-in-progress, pending approval, cancelled, and 
processed.  

• Help 
o Support website coming soon. 
o Link to the OTP Tool Guide. 

Please note, if an Approver is provisioned additional roles in the OTP Tool, they will see other options not 
displayed above such as “Begin Request”, “Work-in-Progress”, etc.  

If an Approver is assigned additional roles the OTP Tool, they will see the Role Selection screen when 
they sign in. 

 

They must click “Approver” to view all Approver actions available to them. (Note: if Approver is only 
assigned the Approver role in the OTP Tool, they will not see the Role Selection screen).  
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Approve Request Queue 

 

The Approve Requests queue will display all requests within an Approver’s assigned accountability 
structure that requires their approval. Once a request has been approved or returned to a Transactor 
(Transactor), it will disappear from this queue. 

Each column provides helpful information to an Approver. For instance, employee and job information 
such as name, employee ID, department, and job code are provided on this screen to assist an Approver. 
Additionally, the screen provides information specific to the request such as the Transactor’s name and 
whether or not an FAU has been overridden.  

Approval Tabs 

 

The Approve Requests queue contains various tabs to assist an approver with multiple types of approval 
abilities.  
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Review and Approve Request Screen 

 

To approve a request, an Approver must click on the hyperlinked Request ID.  

 

The Review and Approve screen will display all details for this particular request. In this example, the 
request is for an employee named Andrew Jones in the amount of $2,200. The request does not have an 
FAU override since the check box under that column is unmarked. As an Approver, the request can 
either be approved or returned back to the Transactor if there are changes required. When routed back 
to a Transactor, they can either perform changes to the request and submit it for approval again or 
cancel the request completely.   

Approvers are encouraged to carefully review all information on a request. For instance, Approvers 
should review all attachments, earnings dates, earn codes, and FAU values prior to approving a request. 
If changes are needed, Approvers can return requests back to the Transactor.    
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Overview of Approver Buttons 

 

• Approve Request – After clicking this button, the Approver will be presented with a Confirm 
Approval screen. They must select the checkbox to indicate that they approve this request (and 
the certification statement), then click “Yes, Approve!”.  

 

 

• Return to Transactor – This button allows Approvers to return a request to the original 
Transactor. Approvers are encouraged to use this in situations where the request needs to be 
revised or cancelled by a Transactor (e.g. incorrect FAU used, Incorrect earnings code, employee 
not approved for payment, etc.). 
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Approving FAU Override on a Request 
When a request contains an FAU override, Approvers must either approve or deny the FAU being used. 
Requests will route to an Approver based on the Activity being used. For instance, this request is using 
activity A01206, which falls under D01100 – Accounting. This request is routed to this Approver based 
on this Activity code. If no Approver was set up in the tool for this Activity, a Transactor would have 
been presented a “warning” message prior to them submitting the request. Refer to FAU Override with 
No Approver section for more information.  
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Denying FAU Override on a Request 
Approvers have the option to deny the FAU being used for a request. To do this, they would click on the 
“Deny FAU” button as seen below.  

 

After clicking the “Deny FAU” button, the Approve Request button will deactivate, and the Approver will 
only be able to return the request to the Transactor. Approvers should enter detailed comments to 
explain why the FAU used on the request is being denied. This will assist Transactors when they either 
edit the request or cancel it.  

Attempting to Approve a Request Initiated by the Approver 
By design, Approvers are not permitted to approve requests that they transacted. Approvers may see 
their own requests in the Approve Requests screen due to their Accountability Structure set up.  

 

An Approver who attempts to approve a request they created will see the message above. The “Approve 
Requests” button will be inactive and prevent them from approving. 
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Routing a Request Back to a Transactor 
Rather than denying a request completely, Approvers can return requests back to the original 
transactor. This gives Transactors the opportunity to make any necessary changes detailed by the 
Approver, then submit for approval again. 

To perform this action, Approvers click on the “Return to Transactor” button on the request.  

 

Comments are required when returning a request back to a Transactor. Approvers should be as detailed 
as possible so that Transactors can either edit the request or cancel it completely.   

 

 

Once comments have been entered, the Approver can click the Return to Transactor button. 

 

Approvers will receive the message above. They can click “Yes, Return to Transactor” to complete the 
task. The original Transactor will receive an email notification regarding this action. They can access this 
request in their “Work-in-Progress” queue and either edit and resubmit the request or cancel it 
completely, if appropriate.  
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FAU Activity Approvers 
In some situations, it may be appropriate for a Transactor to use an FAU from a different department. 
For instance, a Transactor in School of Medicine (SOM) could create a request for an employee in their 
department, but use an FAU belonging to Engineering. When this scenario occurs, the request will route 
to the appropriate approver(s) in Engineering, based on the Activity Code in the FAU being used. This 
logic is determined by whoever is set up as the Approver for the department that the Activity is under. If 
multiple FAUs are being used on a single request, each Approver will be required to either Approve or 
Deny the FAU being used for the payment. This additional approval will ensure another unit’s FAU is not 
erroneously charged. 

Please note that an FAU Activity Approver is functionally the same role as a standard Approver in the 
OTP Tool. The following scenario demonstrates how multiple Approvers may need to collaborate on 
specific requests.  

Approver A - Point-of-View 
In this example, Request ID 1002099 requires an approval from two Approvers in different departments. 
The employee receiving the payment is in Department D02013 – SOM Finance & Administration.  

  

This request routed to Approver A because they are set up as the Approver for the department (SOM 
Finance & Admin) that the employee receiving the payment works in. Approver A is responsible for 
reviewing, approving, or returning all requests in this department. To access this request, Approver A 
would view the “Pending Approval” tab of their Approve Requests queue. 
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In additional for being responsible for the Approving the request, Approver A would also need to 
approve or deny the FAU being used in the red box above. The FAU information in the orange box 
belongs to Financial Planning & Analysis, which will require approval from Approver B.  

When Approver A clicks “Approve Request”, the message below will appear on their screen 

 

Approver A must confirm the approval by checking the “I certify” box and clicking “Yes, Approve”. After 
doing this, they will receive a message to inform them that the request is partially approved until 
Approver B takes action. 
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Approver B - Point-of-View 

 

Using the same Request ID 1002099, Approver B received the request, to approve or return, due to one 
of the FAUs being used on the request. This request would appear in the “FAU Activity Approval” tab of 
their Approve Requests queue. Approver B is only responsible for approving the FAU being used in the 
orange box below (or Activity A01175).  
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The Approval from Approver A will be recorded on the request under the History section. Approver B 
can simply click “Approve Request” to capture the approval for the request and for the FAU under their 
accountability structure. 

When both portions of the request are approved, the request status will update to “Approved” and 
ready to process in the upcoming payroll. 
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Organizational Level (Secondary) Approver Actions 
Landing Page – Organizational Level Approver 

 

• Approve Requests 
• Search Requests 
• Help 

 

Approvers will receive the message above after approving a request that requires organizational level 
approval.  

Approving Requests 
Certain situations require organizational approval. When this occurs, the request will route to the 
Organizational/Second Approver based upon the accountability structure associated with the request.   
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To access requests that require this type of approval, Organizational/Second Approvers would access 
their Approve Request screen. The request will appear in the Pending Second Approval queue. They 
would then click on the request ID to begin. 

 

The request in this example has already been approved by a first-level Approver based on the 
information in the history section of the screen above. For this scenario, the transaction triggered an 
organizational approval based on the earn code and dollar amount involved.  

The Organizational/Second Approvers should carefully review the request to ensure the transaction is 
appropriate. If the transaction is not appropriate, Second Approvers can click on the “Return to 
Transactor” button and request a correction. If they are ready to Approve the request, they would 
simply click on the “Approve Request” button. 
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The request will capture all approvals on the history portion of the screen. In this example, the section 
outlined in red is the Organizational/Second Approver’s activity.  
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Inquirer Actions 

 

Departments can establish a Department Inquiry role to allow department personnel to view any 
requests within their accountability structure, without giving them the ability to transact in the OTP 
Tool. Department Inquirers will only have access to the Search Requests and Help screens. 

Search Requests Page 

 

The Search Requests Page is available to all roles in the OTP Tool. This page allows users to view any 
request in history including pending, processed, and cancelled requests within their accountability 
structure.  
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The Search Requests page allows Inquirers to searching for a requests using the Request ID, employee’s 
name, employee ID, earnings periods, and many other fields.  

Searching by Request ID 

 

To search by a Request ID, enter the value into the Request ID field. Click “Search Request ID” to execute 
the search and display results below.  

 

Searching for Request by Employee Name 
To search for a request by an employee’s name, simply enter their name in the Employee Name field, 
then click “Search Name”. Results will be displayed under the search criteria area. 
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! Take note of the Request Status selected before clicking the search button. If a request cannot be 
found, try updating the Request Status to “All” before executing the search.  

 

Searching for a Request by Employee ID 

 

To search for a request by Employee ID, enter the exact UCPath employee ID in the Employee ID field. 
Click on the Search Employee ID button to execute the search. Results will be displayed under the search 
area.  



One Time Payment Tool  
Training Manual and Guidance  Last Updated: October 7, 2020 

BFS – Business and Financial Services  52 | P a g e  
A Division of Planning, Budget, and Administration  

Searching for Requests by Department  

 

To view requests for a particular department, select the dropdown list on the Department Search field. 
Only departments within your Accountability Structure will be displayed in the dropdown. Results based 
on this selection will be displayed below the search area.  

 

Searching for Requests by Request Status 
The Search Requests page offers a filter by Request Status. To use this filter, click on the dropdown on 
the Request Status field and make a selection. Refer to Appendix B - Request Statuses for additional 
information regarding each Request Status.  
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Searching for Requests by Earn Code 

 

The Search Requests page offers a filter by Earn Code that was used on the request. To use this filter, 
click on the dropdown on the Earn Code field and make a selection. 

 

Search for Requests by Date Created 
The Search Requests pages offers flexibility for transactors to search for requests by the dates they were 
created. For instance, a transactor can enter a date range if they need to search for a variety of 
requests.  
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Email Notifications 
Transactors and Approvers receive email notifications throughout the cycle of a payment request. Most 
email notifications will contain certain information about the request, such as the Request ID, employee 
name, earnings period, and payment amount. 

Emails to Transactor 
Transactors will receive the following email when they submit a request for approval. 

 

Transactors will receive the following email when their request has been returned to their Work-in-
Progress queue by an Approver. 
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Transactors will receive the following email when their request has been approved.  

 

Transactors will receive this email when an FAU on a request has been denied and the request has been 
returned to their Work-in-Progress queue. 

 

Transactors will receive the following email when they cancel their request.  
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Emails to Approver 
Approvers will receive this email when a request has been routed to them for approval. They can click 
on the “One Time Payment Tool” link to access the request. 

 

FAU Activity Approvers will receive the following email when a request contains an FAU that requires 
their approval. This notification will contain the FAU(s) requiring their review/approval. 
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Approvers will receive the following email when an FAU has been denied and the request has been 
routed back to the Transactor. 

 

Emails to Org/Second Approver 

  

Organizational/Second Approvers will receive the notification when a request requiring a second 
approval routes to their queue.   
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Instructions – Walk Through of Scenarios 
Transactors 
Submitting a Request for One Employee 
Walk-Through 1: Submit a One Time Payment request for one Biweekly employee with no FAU override. 

1. To create a new One Time Payment request, click the Begin Request icon on the Transactor 
Landing Page. 

2. After clicking Begin Request, the Employee Search screen will be displayed.  

 

3. On this screen, you will be able to search for the employee who is receiving the One Time 
Payment. Select “Biweekly” from the Employee Pay Frequency dropdown.  

 

4. Enter the employee’s name or UCPath employee ID to search for the employee receiving the 
One Time Payment. In this scenario, enter the UCPath Employee ID.  

 

5. Click on the Search Employee ID button to execute the search.  
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6. Search results will appear below the Employee Search criteria grid. When using just a first name 
to search, you will see results of employees who share that entry. 

 

7. Once you have located the employee receiving the One Time Payment, click on the check box 
under the Select column.  

8. Click on the “Begin One Time Payment” button to continue. 

 

 

9. The section labeled “Prepare Requests” is where we will enter the appropriate attributes for this 
One Time Payment. Begin by clicking into the Earnings Begin field to select the appropriate 
Earnings Begin date for this request. Refer to Earnings Dates Detailed section for more 
information.  

a. In this scenario, we will select 6/30/2020.  
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10. Select the appropriate Earnings End Date for this payment. This date should be the last day of 
the earnings period in which the work for this payment was performed.  

a. In this scenario, we will select 6/30/2020.  
11. Select the appropriate Earn Code for this payment from the list of options displayed on the 

dropdown. The Earn Code you select will vary based on your scenario. Refer to the Earnings 
Code section for additional guidance.  

a. In this scenario, select “XSC – Star Spot Award Central”.  

 

12. In this scenario, we will not be overriding the FAU value so skip over this box. 
13. Enter the appropriate payment amount in the Dollar Amount field. In this scenario, we will enter 

$500.  
14. Click on the Add Comments icon. 

 

15. Enter a comment to provide the Approver with appropriate details regarding the nature of this 
payment. Then click “Save Comment”.  

 

16. Upload any necessary files that will assist the Approver with approving this request. It is also 
recommended for Transactors to attach any additional supporting documentation to reference 
if questions should arise. This can include emails, spreadsheets, or other files. Once all files have 
been attached, click “Close”.  
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17. Review all entries on the page one last time, just to verify no information was entered 
incorrectly. Once ready to submit, click on the Submit One Time Payment button.  

18. A confirmation message will be displayed. Be sure to review the message, then select the “I 
certify” check box and click Yes, Submit for Approval.  

 

19. The request will now be routed to the appropriate Approver set up for this Accountability 
Structure. Be sure to note down the Request ID for future reference.  
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Submitting a Request – One Employee – FAU Override 
Walk-Through 2: Submit a One Time Payment request for one employee and override the FAU.   

1. To create a new One Time Payment request, click the Begin Request icon on the Transactor 
Landing Page. 

2. After clicking Begin Request, the Employee Search screen will be displayed.  
3. On this screen, you will be able to search for the employee who is receiving the One Time 

Payment. Select “Biweekly” from the Employee Pay Frequency dropdown.  

 

4. Enter the employee’s name or UCPath employee ID to search for the employee receiving the 
One Time Payment. In this scenario, enter the UCPath Employee ID.  

5. Click on the Search Employee ID button to execute the search.  
6. Search results will appear below the Employee Search criteria grid. When using just a first name 

to search, you will see results of employees who share that entry. 
7. Once you have located the employee receiving the One Time Payment, click on the check box 

under the Select column.  
8. Click on the “Begin One Time Payment” button to continue. 

 

9. The section labeled “Prepare Requests” is where we will enter the appropriate attributes for this 
One Time Payment. Begin by clicking into the Earnings Begin field to select the appropriate 
Earnings Begin date for this request. Refer to Earnings Dates Detailed section for more 
information.  

a. In this scenario, we will select 7/02/2020.  
10. Select the appropriate Earnings End Date for this payment. This date should be the last day of 

the earnings period in which the work for this payment was performed.  
b. In this scenario, we will select 7/02/2020.  

11. Select the appropriate Earn Code for this payment from the list of options displayed on the 
dropdown. The Earn Code you select will vary based on your scenario. Refer to the Earnings 
Code section for additional guidance.  

c. In this scenario, select “UNT – Uniform Allowance-Taxable”.  
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12. Enter the appropriate payment amount in the Dollar Amount field. In this scenario, we will enter 
$1,000.  

13. To use an FAU specific to this request, click on the “Override FAU” checkbox. Click into the 
Account field. 

 

14. Begin entering a valid UCR account value. In this scenario, we will enter “500110”.  

 

15. Enter a valid UCR activity value. In this scenario, we will enter A01420.  

 

16. Enter all remaining & required FAU elements. In this scenario, we will enter Fund Code 20000 
and Function Code 68.  

17. Click on the Add Comments icon. 
18. Enter a comment to provide the Approver with appropriate details regarding the nature of this 

payment. Then click “Save Comment”.  

 

19. Upload any necessary files that will assist the Approver with approving this request. Once all 
files have been attached, click “Close”.  
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20. Review all entries on the page one last time, just to verify no information was entered 
incorrectly. Once ready to submit, click on the Submit One Time Payment button.  

21. A confirmation message will be displayed. Be sure to review the message, then select the “I 
certify” check box and click Yes, Submit for Approval.  

 

22. The request will now be routed to the appropriate Approver set up for this Accountability 
Structure. Be sure to note down the Request ID for future reference. Since an FAU override was 
used on this request, the FAU will require approval from whoever is assigned as the Approver 
for the Activity Code being used.  

 

  



One Time Payment Tool  
Training Manual and Guidance  Last Updated: October 7, 2020 

BFS – Business and Financial Services  65 | P a g e  
A Division of Planning, Budget, and Administration  

Submitting Requests – Employee with Multiple Jobs 
Walk-Through 3: Submit a One Time Payment request for an employee with multiple jobs and override 
FAUs.  

1. To create a new One Time Payment request, click on the Begin Request icon on the Transactor 
Landing Page. 

2. After clicking Begin Request, the Employee Search screen will be displayed.  
3. On this screen, you will be able to search for the employee who is receiving the One Time 

Payment. Select “Biweekly” from the Employee Pay Frequency dropdown.  
4. Enter the UCPath employee ID to search for the employee receiving the One Time Payment.  
5. Click on the Search Employee ID button to execute the search.  
6. Results will be displayed for all jobs within the Transactor’s accountability structure belonging to 

the employee. For instance, the employee below has two jobs in D01117 – Recreation/Student 
Rec Center. The employee record number value for each row distinguishes jobs. For purposes of 
this exercise, we will refer to Empl Record 0 as “Job 1” and Empl Record 1 as “Job 2”. 

a. ! Keep in mind that there will be two unique requests submitted in this scenario since 
payments are being requested for two different jobs. Refer to the section labeled What 
Makes a Request Unique for additional information.  

 

7. Since a One Time Payment is needed for both jobs, click on the check box under the Select 
column for each row.  

 

8. Click on the “Begin One Time Payment” button to continue. 



One Time Payment Tool  
Training Manual and Guidance  Last Updated: October 7, 2020 

BFS – Business and Financial Services  66 | P a g e  
A Division of Planning, Budget, and Administration  

 

 

9. The section labeled “Prepare Requests” is where the appropriate attributes are entered.  
10. We will begin by entering the appropriate attributes for the first row on this grid, which will be 

Job 1. Begin by clicking into the Earnings Begin field to select the appropriate Earnings Begin 
date for this request. Refer to Earnings Dates Detailed section for more information.  

a. In this scenario, we will select 7/02/2020.  
11. Select the appropriate Earnings End Date for this payment. This date should be the last day of 

the earnings period in which the work for this payment was performed.  
a. In this scenario, we will select 7/02/2020.  

12. Select the appropriate Earn Code for this payment from the list of options displayed on the 
dropdown. The Earn Code you select will vary based on your scenario. Refer to the Earnings 
Code section for additional guidance.  

a. In this scenario, select “UNT – Uniform Allowance-Taxable”.  
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13. Enter the appropriate payment amount in the Dollar Amount field. In this scenario, we will enter 
$1,000.  

14. To use an FAU specific to this request, click on the “Override FAU” checkbox. Click into the 
Account field. 

 

15. Begin entering a valid UCR account value. In this scenario, we will enter “500130”.  
16. Enter a valid UCR activity value. In this scenario, we will enter “A01265”.  
17. Enter all remaining & required FAU elements. In this scenario, we will enter Fund Code “20025”, 

Function Code “68”, and Cost Center “CKARI”.  
18. Click on the “Add Comments” icon to add a comment specifically for this payment.  

 

19. Click on the “Attachments” icon to add any supporting documentation to assist the approval of 
this particular payment. 

20. Now we will move on to the second row for Job 2.  

 

21. Begin by clicking into the Earnings Begin field on the second row to select the appropriate 
Earnings Begin date for this job.  

a. In this scenario, we will select 7/03/2020.  
22. Select the appropriate Earnings End Date for this payment. This date should be the last day of 

the earnings period in which the work for this payment was performed.  
a. In this scenario, we will select 7/03/2020.  
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23. Select the appropriate Earn Code for this payment from the list of options displayed on the 
dropdown.  

a. In this scenario, select “RGN – Regular Pay-Non Base”.  

 

24. Enter the appropriate payment amount in the Dollar Amount field. In this scenario, we will enter 
$2,000.  

25. Click on the “Override FAU” checkbox to use an FAU specific to this request. Click into the 
Account field. 

26. Begin entering a valid UCR account value. In this scenario, we will enter “500130”.  
27. Enter a valid UCR activity value. In this scenario, we will enter “A01266”.  
28. Enter all remaining & required FAU elements. In this scenario, we will enter Fund Code “64070, 

Function Code “68”, and Cost Center “CKMBI”. 

 

29. Click on the Add Comments icon. 
30. Enter a comment to provide the Approver with appropriate details regarding the nature of this 

payment. Then click “Save Comment”.  

 

31. Upload any necessary files that will assist the Approver with approving this request. Remember 
that these attachments will only be for the $2,000 payment we just entered for Job 2. Once all 
files have been attached, click “Close”.  

32. Review all entries on the page one last time, just to verify no information was entered 
incorrectly. This includes all earnings dates, earnings codes, dollar amounts, comments and 
attachments entered on this request. Also, be sure to verify the appropriate FAUs have been 
used. 
 



One Time Payment Tool  
Training Manual and Guidance  Last Updated: October 7, 2020 

BFS – Business and Financial Services  69 | P a g e  
A Division of Planning, Budget, and Administration  

33. Once ready to submit, click on the Submit One Time Payment button.  

 

34. A confirmation message will be displayed. Be sure to review the message, then select the “I 
certify” check box and click Yes, Submit for Approval.  

 

35. Since two payments were submitted for different jobs, there will be two requests created with 
unique Request IDs.  

36. The requests should now be routed to the appropriate Approver set up for this Accountability 
Structure. Be sure to note down the Request ID for future reference. Since an FAU override was 
used on these requests, the FAU will require approval from whoever is assigned as the Approver 
for the Activity Code being used. 
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Submitting Requests by Department 
Walk-Through 4: Submit One Time Payment requests for select employees within the same department 
and override the FAU.  

1. To create a new One Time Payment requests by department, click on the Begin Request icon on 
the Transactor Landing Page. 

2. After clicking Begin Request, the Employee Search screen will be displayed.  
3. On this screen, you will be able to search for the employees who are receiving a One Time 

Payment. In this scenario, we will select “Monthly” from the Employee Pay Frequency 
dropdown.  

4. Select the appropriate department value from the Department Search dropdown. Values are 
displayed based on the accountability structure for the Transactor. In this scenario, we will 
select D01040 – CNAS Dean’s Office.  
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5. Results based on the department selected will be displayed on the grid as displayed above. Click 
on the Begin One Time Payment button to proceed.  

a. ! Keep in mind that there will be two unique requests submitted in this scenario since 
payments are being requested for two different jobs. Refer to the section labeled What 
Makes a Request Unique for additional information. 

b. ! When a Transactor begins a request for an entire department, they will be able to 
deselect employees if there are any that should not be included in this request.  
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6. The Prepare Requests page will display all Monthly employees in the selected department. 

 

The page will only display up to 25 employees at a time. Select the “Next” button to view other pages if 
there are more than 25 employees included in this instance.  

7. In this scenario, we will be submitting payments for the selected employees using the same 
earnings period, earn code, pay period end date, and dollar amount. Use the Apply Entries to All 
Selected feature at the top of the screen.  

 

8. Click into the Earning Begin field. Select July 28th, 2020 on the calendar. 
9. Click into the Earning End field. Select July 28th, 2020 on the calendar. 
10.  Click into the Earning Code field. Select “XSC – STAR/SPOT Award Central” from the dropdown 

list.  
11. The Pay Period End date field will be pre-populated to correspond to the next monthly payroll 

processing schedule. In this scenario, we will not change that value. 
12. Enter $500 in the Dollar Amount field. 
13. Since we are not overriding the FAU, skip over this field and click on the “Apply to All Selected” 

button.  
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Continuing a Request in the Work-in-Progress Queue 
Walk-Through 5: Transactor has saved request as a work-in-progress and no wants to continue editing.  

 

1. Click on the “Work-in-Progress” queue to begin. 

 

2. Enter the appropriate Employee ID to find the request. In this scenario, we will enter 10039921. 
3. Click on the “Search Employee ID” button to execute the search.   

a. The Work-in-Progress screen will display all requests that match the searched value.  
4. Click on the Request ID to continue editing the request.  
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5. In this scenario, we are going to update the earn code to “FRA – Faculty Recruitment 
Allowance”, then submit the request. Click on the “Submit Request for Approval” button to 
continue.   

6. A confirmation message will be displayed. Click on the checkbox next to “I certify to the terms” 
then click “Confirm & Submit”. 

 

7. After submitting the request, the following message will be displayed to confirm that the 
submission was successful. The request will then route to the appropriate Approver. 
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Cancelling a Request 
Walk-Through 6: Transactor cancels a request that they submitted for approval. 

Transactors have the ability to cancel their requests before the payment is processed in the UCPath 
system. See Understanding the OTP Tool Processing Schedule and Deadlines for more information 
regarding the OTP Tool Deadlines. 

1. Go to the “Search Requests” page in the tool. 

 

2. In order to begin, we must locate the Request being cancelled. In this scenario, we will use 
Request ID 1001697. Enter this value in the Request ID field, then click Search Request ID to 
execute the search.  

3. Click on the hyperlinked Request ID to view the request. The request details will be displayed 

 

a. Note: Transactors should attach any additional documentation to support the 
cancellation before proceeding. This can include emails, spreadsheets, memos, etc. Click 
the Attachment button to upload this supporting documentation. 
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4. Click on the Cancel Payment Request button. 

 

5. A window will be displayed to confirm this is the appropriate action. Transactors will also be 
required to enter a comment explaining why the request is being cancelled.  

a. Enter a comment and click “Cancel Payment Request”. 
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6. A window will be displayed confirming the request has been cancelled. Click OK to close the 
window.  

 

7. Transactors will still be able to see the activity/history on this request by using the Search 
Request page.  
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Approvers 
Approving a Request for One Employee with No FAU Override 
Walkthrough 1: An Approver reviews and approves a request for a single employee with no FAU 
override. 

1. To review and approve a One Time Payment request, the Approver must sign into the tool and 
access the Approve Requests page.   

 

2. After clicking Approve Requests, all pending requests pending approval for this Approver will be 
displayed on the Approve Requests grid.  

3. Click on the hyperlinked Request ID that is being reviewed and approved. In this scenario, we 
will click Request ID 1000845. 

 

4. After clicking the Request ID, a screen with all request information will be displayed.  
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5. Approvers should carefully review all values entered on the request by the Transactor to ensure 
requests are accurate and in compliance with UC policies and procedures. That includes the 
employee information (i.e. name, ID, position), earnings period, earnings code, dollar amounts, 
attachments, and transactor comments. 

a. Note: Approvers should carefully review supporting documentation attached to the 
request. If supporting documentation is missing, Approvers should return the request 

back to the Transactor.   
6. Enter a comment in the Comments field prior to approving the request. It is recommended for 

approvers to acknowledge that they are approving the request.  
a. Example: I approve this request.  

 

7. Once ready to approve, click on the Approve Request button.  
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8. A message will be displayed to ask the Approver to confirm this action. Click on the “I approve 
this Request” check box. 

9. Click on the “Yes, approve” button to continue.  

 

10. A message will be displayed confirming the request has been approved. 
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Approving a Request for One Employee with an FAU Override 
Walkthrough 2: Approver reviews and Approves a Request for a single employee with an FAU override.  

1. To review and approve a One Time Payment request, the Approver must sign into the tool and 
access the Approve Requests page.   

2. After clicking Approve Requests, all pending requests pending approval for this Approver will be 
displayed.  

3. Click on the hyperlinked Request ID that is being reviewed and approved. In this scenario, we 
will click Request ID 1001707. 

 

4. After clicking the Request ID, a screen with all request information will be displayed.  

 

5. Approvers should carefully review all values entered on the request by the Transactor to ensure 
requests are accurate and in compliance with UC policies and procedures. That includes the 
employee information (i.e. name, ID, position), earnings period, earnings code, dollar amounts, 
attachments, FAU override (if applicable) and transactor comments. 
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a. Note: Approvers should carefully review supporting documentation attached to the 
request. If supporting documentation is missing, Approvers should return the request 
back to the Transactor.  

6. To review attachments, click on the “Attachments” button. 
a. In this scenario, there are two attachments displayed. Approvers can open the files and 

determine if the documentation supports the approval. Click the “Close” button to exit 
the page. 

 

7. Review the FAU Override values entered on the request to ensure this funding source is 
authorized for this OTP request.  

a. ! Although there is FAU validation that occurs when the Transactor is creating the 
Request, it is important to note that Approvers should still verify that the FAU or FAUs 
being used is appropriate for this payment. 

  

b. Click on the Approve FAU button to acknowledge FAU is appropriate.  

 

8. Enter a comment in the Comments field prior to approving the request. It is recommended for 
approvers to acknowledge that they are approving the request.  

a. Example: Request approved; FAU override approved as well.  
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9. Once ready to approve, click on the Approve Request button.  

 

10. A message will be displayed to ask the Approver to confirm this action. Click on the “I approve 
this Request” check box. 

11. Click on the “Yes, approve” button to continue.  

 

12. A message will be displayed confirming the request has been approved. The Transactor of the 
request will receive an email notifying them of the approval. (Note: Refer to Emails to 
Transactors for more information).  
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Returning a Request to the Transactor 
Walkthrough 3: Approver returns the request back to the Transactor after reviewing; determines the 
request is missing supporting documentation.  

1. To review and approve a One Time Payment request, the Approver must sign into the tool and 
access the Approve Requests page.   

2. After clicking Approve Requests, all pending requests pending approval for this Approver will be 
displayed.  

3. Click on the hyperlinked Request ID that is being reviewed and approved. In this scenario, we 
will click Request ID 1001706. 

 

4. After clicking the Request ID, a screen with all request information will be displayed.  

 

5. Approvers should carefully review all values entered on the request by the Transactor to ensure 
requests are accurate and in compliance with UC policies and procedures. That includes the 
employee information (i.e. name, ID, position), earnings period, earnings code, dollar amounts, 
attachments, FAU override (if applicable) and transactor comments. 
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a. Note: Approvers should carefully review supporting documentation attached to the 
request. If supporting documentation is missing, Approvers should return the request 
back to the Transactor.  

6. To review attachments, click on the “Attachments” button.  
a. In this scenario, there is no supporting documentation attached to the request. The 

approver should not approve this request until the Transactor uploads sufficient 
documentation to support the request. This information will be helpful for 
historic/auditing purposes, especially when an FAU override is performed. 

 

7. Enter a comment in the Comments field prior to returning the request. Approvers should 
provide instructions for correcting the request.  

a. In this scenario, the Approver can say: Request is missing supporting documentation. 
Please upload XYZ email and spreadsheet then resubmit for approval.  

8. Once ready to return, click on the Return to Transactor button. 
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9. A message will be displayed to ask the Approver to confirm this action. Click on the “Yes, Return 
to Transactor” button to continue.  

 

10. A message will be displayed confirming the request has been returned to the Transactor. The 
Transactor of the request will receive an email notifying them of the action. Click “OK” to exit 
the screen. 
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Denying an FAU Override on a Request 
Walkthrough 4: Approver determines that the FAU being used on a request cannot be approved. 

1. To review and approve a One Time Payment request, the Approver must sign into the tool and 
access the Approve Requests page.   

2. After clicking Approve Requests, all pending requests pending approval for this Approver will be 
displayed.  

3. Click on the hyperlinked Request ID that is being reviewed and approved. In this scenario, we 
will click Request ID 1001708. 

 

4. After clicking the Request ID, a screen with all request information will be displayed.  

 

5. Approvers should carefully review all values entered on the request by the Transactor to ensure 
requests are accurate and in compliance with UC policies and procedures. That includes the 
employee information (i.e. name, ID, position), earnings period, earnings code, dollar amounts, 
attachments, FAU override (if applicable) and transactor comments. 

a. Note: Approvers should carefully review supporting documentation attached to the 
request. If supporting documentation is missing, Approvers should return the request 
back to the Transactor.  
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6. To review attachments, click on the “Attachments” button. 
a. In this scenario, there are two attachments displayed. Approvers can open the files and 

determine if the documentation supports the approval. Click the “Close” button to exit 
the page. 

 

7. Review the FAU Override values entered on the request to ensure this funding source is 
authorized for this OTP request.  

a. ! Although there is FAU validation that occurs when the Transactor is creating the 
Request, it is important to note that Approvers should still verify that the FAU or FAUs 
being used is appropriate for this payment. 

 

8. In this scenario, the Approver determines the FAU on this request is not appropriate for this 
payment. Enter a comment in the Comments field explaining why the FAU is being denied. 
Approvers should provide instructions for correcting the request. 

 

Please Note: comments must be entered before clicking the “deny FAU” button.  

9. Click on the Deny FAU button.  
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10. A message will be displayed to ask the Approver to confirm this action. Click on the “Deny FAU” 
button to continue.  

 

11. A message will be displayed confirming the request has been returned to the Transactor. The 
Transactor of the request will receive an email notifying them of the action. Click “OK” to exit 
the screen. 
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Approving a Request with an FAU from Another Department (Multiple Approvers) 
Walkthrough 5: Transactor split the payment with an FAU from another department. The request will 
need to be reviewed and approved by the FAU Activity Approver assigned to the Activity code being 
used.  

Steps for FAU Activity Approver 
The steps listed below are for an FAU Activity Approver to follow. For more information, please refer to 
the FAU Activity Approver section of this guide.  

In this scenario, the request is using an FAU that belongs to the School of Medicine (SOM). Although the 
employee receiving the payment on this request is in D01132 – Infrastructure and Systems Ops, an FAU 
Activity Approver in the SOM must review/approve the FAU belonging to their department/ORG.  

1. To review and approve a One Time Payment request, the FAU Activity Approver must sign into 
the tool and access the Approve Requests page.  

2. After clicking Approve Requests, the FAU Activity Approver will see three separate tabs in their 
queue. They must click on the “FAU Activity Approval” tab to access this request.  

 

3. The FAU Activity Approver must now locate the request that is being reviewed. In this scenario, 
the Approver must click on request ID 1002116. 
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4. After clicking the request ID, the Request and Approve screen will be displayed. This FAU Activity 
Approver is only responsible for approving their portion of the request.  

 

5. FAU Activity Approvers should carefully review all values entered on the request by the 
Transactor to ensure requests are accurate and in compliance with UC policies and procedures. 
That includes the employee information (i.e. name, ID, position), earnings period, earnings code, 
dollar amounts, attachments, FAU override, and transactor comments. 

a. Note: Approvers should carefully review supporting documentation attached to the 
request. If supporting documentation is missing, Approvers should return the request 
back to the Transactor.  

6. To review attachments, click on the “Attachments” button. 
7. Review the FAU Override values entered on the request to ensure this funding source is 

authorized for this OTP request.  

a. ! Although there is FAU validation that occurs when the Transactor is creating the 
Request, it is important to note that Approvers should still verify that the FAU or FAUs 
being used is appropriate for this payment. 

b. Click on the Approve FAU button to acknowledge FAU is appropriate.  

 

8. Enter a comment in the Comments field prior to approving the request. It is recommended for 
approvers to acknowledge that they are approving the request.  
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9. Once ready to approve, click on the Approve Request button.  

 

10. A message will be displayed to ask the Approver to confirm this action. Click on the “I approve 
this Request” check box. 

11. Click on the “Yes, approve” button to continue.  

 

12. In this scenario, the request still needs approval from another FAU Approver for department 
D01132 – Infrastructure and Systems Ops. The following message will be displayed: 
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Steps for Request Approver 
The steps listed below are for a Request Approver to follow. For more information, please refer to the 
Review and Approve Request section of this guide.  

Continuing with the prior scenario, the request is using an FAU that belongs to the School of Medicine 
(SOM). This FAU Activity Approver has already approved the FAU, but the request must still be 
reviewed/approved by an Approver in D01132 – Infrastructure and Systems Ops. 

1. To review and approve a One Time Payment request, the Approver must sign into the tool and 
access the Approve Requests page.  

2. After clicking Approve Requests, the Approver will see three separate tabs in their queue. They 
must click on the “Pending Approval” tab to access this particular request.  

3. The Approver must now locate the request that is being reviewed. In this scenario, the Approver 
must click on request ID 1002116. 

 

4. After clicking the request ID, the Request and Approve screen will be displayed. This Approver is 
only responsible for approving their portion of the request.  
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5. Approvers should carefully review all values entered on the request by the Transactor to ensure 
requests are accurate and in compliance with UC policies and procedures. That includes the 
employee information (i.e. name, ID, position), earnings period, earnings code, dollar amounts, 
attachments, FAU override, and transactor comments. 

a. Note: Approvers should carefully review supporting documentation attached to the 
request. If supporting documentation is missing, Approvers should return the request 
back to the Transactor.  

6. To review attachments, click on the “Attachments” button. 
7. In this scenario, we can see that the FAU belonging to Activity A02093 has already been 

reviewed and approved by an FAU Activity Approver. This is important for Approvers to note 
because their approval will be the final step in getting this request processed. 
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8. The Approver must now review the FAU Override values entered on this request to ensure this 
funding source is authorized for this OTP request.  

a. ! Although there is FAU validation that occurs when the Transactor is creating the 
Request, it is important to note that Approvers should still verify that the FAU or FAUs 
being used is appropriate for this payment. 

b. Click on the Approve FAU button to acknowledge FAU is appropriate.  

 

9. Enter a comment in the Comments field prior to approving the request. It is recommended for 
approvers to acknowledge that they are approving the request.  

10. Once ready to approve, click on the Approve Request button.  

 

11. A message will be displayed to ask the Approver to confirm this action. Click on the “I approve 
this Request” check box. 

12. Click on the “Yes, approve” button to continue.  
13. Since all portions of the request have been approved by the FAU Activity Approver and Request 

Approver, the request is now ready to be finalized and processed in the upcoming payroll. The 
following message will be displayed: 
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Organizational/Second Approver 
Walkthrough 6: Request routes to Organizational/Second Approver due to dollar amount threshold 
assigned to earn code.  

1. To review and approve a One Time Payment request, the Second Approver must sign into the 
tool and access the Approve Requests page. 

 

2. After clicking Approve Requests, all pending requests pending approval for this Approver will be 
displayed on the Approve Requests grid. Click on the Pending Second Approval tab. 

 

3. Click on the hyperlinked Request ID that is being reviewed and approved. In this scenario, we 
will click Request ID 1002126. 

4. After clicking the Request ID, a screen with all request information will be displayed.  
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5. Org/Second Approvers should carefully review all values entered on the request by the 
Transactor to ensure requests are accurate and in compliance with UC policies and procedures. 
That includes the employee information (i.e. name, ID, position), earnings period, earnings code, 
dollar amounts, attachments, FAU, and transactor comments. 

a. Note: Org/Second Approvers should keep in mind that the request routed to them due 
to the dollar amount attached to the earn code. They should carefully review the details 
of this request before approving or returning. 

6. Enter a comment in the Comments field prior to approving the request. It is recommended for 
approvers to acknowledge that they are approving the request.  

7. Once ready to approve, click on the Approve Request button.  
8. A message will be displayed to ask the Approver to confirm this action. Click on the “I certify and 

approve this Request” check box. 
9. Click on the “Yes, Approve” button to continue.  

 

10. A message will be displayed confirming the request has been approved. 
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Appendix A – OTP Tool Deadlines 
Biweekly Payroll Deadlines 
To access Biweekly Payroll Deadlines for OTP Tool, navigate to: 

• https://accounting.ucr.edu/payroll-coordination > Payroll Calendars > One Time Payment > 
Biweekly OTP Tool Schedule > 2020 

 

Monthly Payroll Deadlines 
To access Monthly Payroll Deadlines for OTP Tool, navigate to: 

• https://accounting.ucr.edu/payroll-coordination > Payroll Calendars > One Time Payment > 
Monthly OTP Tool Schedule > 2020 

 

 

 

  

https://accounting.ucr.edu/payroll-coordination
https://accounting.ucr.edu/payroll-coordination
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Appendix B – Request Statuses 
For each request, a status will be assigned to assist the user in determining where the request is in the 
process. Below is a list of the statuses and definitions. 

Request Status Description 
Initiated When a request is started by a Transactor but has not been saved as a 

work-in-progress.  
 

Work‐In‐Progress When a request is saved by a Transactor but not submitted for approval. 
 
 

Cancelled When a request is cancelled by a Transactor within the accountability 
structure of the request. Note: only Transactors can cancel requests. 
 

Pending Approval When a Transactor first submits a request; not yet approved by the 
Department Approver. 
 

Pending Org/Second 
Approval 

When an Approver approves a request that exceeds the dollar amount 
threshold and requires exceptional approver from the 
Organizational/secondary approver.  
 

Returned to Transactor When an Approver returns a request during the approval process. The 
Approver will be required to leave comments for clarification. The request 
is then routed back to the Transactor’s Work-in-Progress queue.  

Approved Pending Submission to UCPath; When a request has been approved by an 
Approver is on the Staging Table waiting to be submitted to UCPath 
through the automated interface (I-618) file for that pay period. 

Processed Final status of a request that has been submitted to UCPath for processing 
on the next pay cycle. 
 

Request Scenarios 
Request Statuses are denoted in the chevron patterns below. Each item walks through a different 
scenario to show where the statuses can vary.  

Standard Flow 

 

Initiated

•Request 
initiated in tool.

Work in 
Progress

•Initiator saved 
request

Pending 
Approval

•Initiator submits 
request for 
approval.

Approved

•Approver 
approves the 
request.

Processed

•Data submitted 
to UCPath via I-
618 interface 
based on pay 
schedule.
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Standard Flow – Second Approval Required 

 

Request Cancelled 

 

Returned to Transactor by Approver 

 

Returned to Transactor by Org/2nd Approver 

 

 

 

Initiated

•Request initiated 
in tool.

Work in 
Progress

•Initiator saved 
request.

Pending 
Approval

•Initiator submits 
request for 
approval.

•Approver 
approves the 
request.

Pending 2nd 
Approval

•Request routes 
to 2nd Approver 
since request 
exceeds the 
dollar amount 
threshold by 
earn code.

Approved

•2nd Approver 
approves the 
request.

Processed

•Data submitted 
to UCPath via I-
618 interface 
based on pay 
schedule.

Initiated

•Request initiated in tool.

Work-in-Progress

•When a request is saved by 
an initiator but not 
submitted for approval.

Cancelled

•When a request is cancelled 
by an Initiator.

Initiated

•Request 
initiated in 
tool.

Work-In-
Progress

•Initiator 
saved 
request.

Pending 
Approval

•Initiator 
submits 
request for 
approval.

Return to 
Initiator

•Approver 
returns 
request to 
Initiator with 
edits noted in 
comments.

Pending 
Approval

•Initiator 
makes edits 
and submits 
request for 
approval.

Approved

•Approver 
approves the 
request.

Processed

•Data 
submitted to 
UCPath via I-
618 interface 
based on pay 
schedule.

Initiated

• Request 
initiated in tool.

Work-In-
Progress

• Initiator saved 
request.

Pending 
Approval

• Initiator submits 
request for 
approval

• Approver 
approves the 
request.

Pending 2nd 
Approval

• 2nd Approver 
receives the 
request.

Returned to 
Initiator

• 2nd Approver 
returns request 
to initiator with 
edits noted in 
comments.

Pending 
Approval

• Initiator makes 
edits and 
resubmits for 
approval.

• Initiator submits 
request for 
approval.

Pending 2nd 
Approval

• Request routes 
to 2nd approver 
due to dollar 
amount.

Approved

• 2nd Approver 
approves the 
request.

Processed

• Data submitted 
to UCPath via I-
618 interface 
based on pay 
schedule.
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Approver Returns Request - Cancelled 

 

 

 

  

Initiated

•Request initiated in 
tool.

Work in 
Progress

•Initiator saved 
request.

Pending 
Approval

•Initiator Submits 
request for 
approval.

Returned to 
Initiator

•When an approver 
returns a request 
during the approval 
process.

Cancelled

•When a request is 
cancelled by an 
Initiator.
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Appendix C – Earnings Codes  
The following earn codes are available for selection (when appropriate) in the OTP Tool.  

Earn Code Description Employee Type 
ACA Additional Comp- Admin SALARIED 
ACR Additional Comp- Research SALARIED 
ACS Additional Comp-Summer- 403 SALARIED 
ADC Additional Comp-General All 
AFR Additional Comp-FY Research All 
ASN Additional Comp-Summer-No 403 All 
FRA Faculty Recruitment Allowance SALARIED 
HON Honorarium ALL 
HSZ HLTH Sciences-Z (General) SALARIED 
HZA HLTH Sciences-Z (Admin) SALARIED 
HZC HLTH Sciences-Z (Clinical) SALARIED 
RFA Regular-Flat Amount ALL 
RGN Regular Pay-Non Base ALL 
RSF By Agreement-Self Supp Program ALL 
SAS Stipend Admin Staff ALL 
UNT Uniform Allowance- Taxable ALL 
UNX University Extensions ALL 
XSC Star Spot Award Central ALL 
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