Payroll Coordination &
Analysis

One Time Payment Tool

User Guide

One Time
Payment Tool

Training Manual and Guidance

U c Ri’vgfﬁ’g'i'ﬁ"ﬁ BFS - Business & Financial Services
A Division of Planning, Budget, and Administration

Last Saved: October 7, 2020




One Time Payment Tool

Training Manual and Guidance Last Updated: October 7, 2020
Contents
OVBIVIBW e 3
LU Tg oo LY N o ] A CTU T Lo [T 3
Security Roles and ReSPONSIDIlILIES .....cccieeiiiiiiiieee e e e e e e e et e e e e e e e e e raaeeeeeas 3
TiMING Of REQUEST PrOCESSING ..uuiiieieiiiiiiiiee e e eeeeetceee e e e e e ettt e e e e e eeeeat bt e eeeeeeeessstaaaaeeeeeessssannaaeeeseessssnnnns 5
Understanding the OTP Tool Processing Schedule and Deadlings..........cccccvvviiiiiiiiiiiiiiiiiiiiiieeeeeeeeee, 5
OTP TOO!  SUPPOIT i 5
Page-DY-Page DEtails fOr USEIS ..uuuuuuuuuuuiruiiiiiutiuuuuiuuuuuuuueereurerreeraraeaeeeeaeeeaeeaeaeeeaaeeeeeaeaeeaeeseeeeseessssssssssssnnnnes 6
LauNChING OTP TOO! ...ciiiiiiiiiccccc e e e e e e e e e e e e e e e e e e e e e e e eaees 6
L LA To o gy Yol 1 o] o L SRR 6
(Y gTo g T gl oY oL I =Y Y Vo o ] P 6
Searching by DepartmMent ......ccciiiiiiiii 8
Searching by EMPIOYEE ..o i 10
Searching by Position NUMDBET .......coiiiiiiiicc e 11
Prepare REQUESTS SCIEEN ... ettt e e e e e et e e ettt e e e e tba e e eenba e eernaeeennannns 12
WOrK-IN-Progress QUEBUE...........cciiiiiiiieecceceee e e e e e e e e e e e e e e e e e e e e e e e eaeaaeees 25
Viewing APProver(s) fOr REQUEST .....cc.vuiiiiieee ettt e e e eecre e e e e e e e s e e e e e e e e s eatsaaeeeeeeeeeennesenes 31
CaNnCelliNg @ REQUEST....cci i 32
LAY o] o] 0)VZ=T g Yol 4 o] 1O TP OO PP PR PR PUPPPPPPPIRt 35
Y gL g T gl oYL Il A o] o] o N =Y PRt 35
APProve REGUEST QUEBUE ... ..ceeiiiiiiiee ettt ettt e e e e e e e e ettt e e e e e e e eeaebaaa e eeeeeeenstsnanseeeeeessssnnnns 36
FiY o] o] 0o )V I - PP 36
Review and APProve REGQUEST SCIEEIN .....uuuuuuuuruiuiuriruruureruurtrrrerererererereeerrrerarerrarerar——————————.. 37
Organizational Level (Secondary) APProver ACHIONS ........cceeeeiccciiirieeeeeeeccciiieee e e e e e essrerre e e e e e e e e saneeeees 46
Landing Page — Organizational LeVel APPrOVEr ...........uuuuuuurueriiiuirurrrrrererrrrrnrrrrrrrrrerrrrrer——.. 46
APPIOVING REGUESTS c.evttiieeeeieetiiiiiies e e ettt iese e s e e e et tttass s s e e eeettaba e s seeeeeatasaaaaeeeeeeeesssnnnnaseeeseeenssnnns 46 v
FaTo [UTT =T g AN o 4 o] o F- 3PP PO PPPPPPPPPRR 49
SEANCN REGUESES PAEE ceiiiiiiie it e ettt e e e e e e e ettt e e e e e e e e e asttan e eeeeeeeasssnnnaeeaaaennes 49 v
EMail NOTITICAtIONS. ..t e e e e e e e e e s s e et e e e e e s e s annrreeeeeeesenaanns 54
0o 11 (o B N [ 1T o SO PP P PP PUUPT R PPPPI 54 E
=L
EM@IIS T0 APPIOVET ...ttt ettt ettt ettt et e et e et e e ettt e e bt e e e beeeeabeeeebaeeeabeeeetbeesbaeeenbeeensseesteeesnrens 56 T
EMails tO Org/SECONT APPIOVET ...cccuiiiieeeciiee e ettt e e ecttte e e e taeeeestaeeaesttaeeeesstaeeeeasseeaessssaeeeenssaeeanns 57 a
Instructions — Walk Through Of SCENATIIOS .....eiiiiiiiciiiiiiee e e e e e e e e e e e e s enarraeeeaee s 58 E
m: —
BFS — Business and Financial Services 1|Page

A Division of Planning, Budget, and Administration



One Time Payment Tool

Training Manual and Guidance Last Updated: October 7, 2020
TR ANSACEONS e 58
Submitting a Request for ONe EMPIOYEE........vuuiii i e e e et eee e e e e e e eaataeaeeeaeeeeees 58
Submitting a Request — One Employee — FAU OVEITide . ....cceeeeeeeiiiiiiiiieeeeeeeeeeee e e et e e e e eeens 62
Submitting Requests — Employee with Multiple Jobs.........ccccoiiiiiii, 65
Submitting Requests by DepartmMeENt........ouiiiiiiiiiiiii 70
Continuing a Request in the Work-in-Progress QUEUE..........ccuiieiiiiiiiiieieeeeeeeiieeeee e e e erirreeeeee e 73
CancelliNg @ REQUEST....ccii i, 75
JAY o] o] fo V=] &SP PO PPR PPN 78
Approving a Request for One Employee with No FAU Override.......ccccccvviiiiiiiiiiiee, 78
Approving a Request for One Employee with an FAU Override.......ccccccvvviiiiiiiii, 81
Returning a Request 10 the TranSaCtor.........u i i i uuiiiiieiiiiiiieieririreerrrrererererrerrrrrererreer. 84
Denying an FAU OVErride ON @ REOUESE.....uuuuuuuuiieriiereereeereerereeerereereeeeeenereeereerereerree. 87
Approving a Request with an FAU from Another Department (Multiple Approvers)..........cccccuvvuee.. 90
Organizational/SECONT APPIOVET ......cccuviie ettt e ettt e et e e e e stbe e e e s tbae e e s stbaeeessatbeeeestbaeaessraeans 96
Appendix A — OTP TOOl DEAAIINES ....ccciiiieeeeeeeee e 98
Appendix B — REQUESE STatUSES ....cciiiiiiiiiiicccc e 99
REQUEST SCENATIOS ...ttt ettt s e e e ettt e e e e e et eetaa e e e e eeeeetas e s eeeeeeeessnaneseeeeeeensnnnn 99
SEANAAI FIOW ...ttt ettt e e e e e sttt et e e e e e s bbbttt eeeesssaanbbbaeeeeeeessaaanreeeens 99
Standard Flow — Second Approval Required.........ccooviiiiiiiiiii 100
T o TUTTy A 0= o ol =1 1 =T PP PPPPPPPRt 100
Returned t0 TranSactor DY APPIOVE .......uuuuuuuuueerrereeerererereeeeeerreereeererreeeeree——. 100
Returned to Transactor by Org/2™ ADPPIOVE ........ccvcveeeeeeeeeeeteeeeeeeeseeseese e e ee e ere e esseneeneens 100
Approver Returns Request - CanCelled..........ooe i e e e e e aae e 101
ApPPeNndiX C— EArninNgs COUBS....ciiiiiiiiiiiiiiiiiiieiceeeeeee et e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaeas 102
v
\/

o

<=:

e

- = B

m..’

=]

m: —

BFS — Business and Financial Services 2|Page

A Division of Planning, Budget, and Administration



One Time Payment Tool

Training Manual and Guidance Last Updated: October 7, 2020

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

One Time Payment Tool Transactor | e Initiates payment requests in the One Time Payment
Tool and ensures appropriate documentation to
support the payment is attached to the request.

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

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

e 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.

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

e (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).

One Time Payment Tool o If a request exceeds a specified dollar amount (by
Organizational Approver (aka earn code based on configuration), then it will
Approver 2)

Assigned By
Department SAA

Department SAA

Application SAA

BFS — Business and Financial Services
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One Time Payment Tool
Department Inquirer

require secondary approval at the organizational
level.

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

Has “inquiry only” access to the tool and cannot Department SAA
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.

BFS — Business and Financial Services 4|Page
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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. V]
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.
R |V ERS' D E BIWEEKLY ONE TIME PAY TOOL SCHEDULE - 2020 - V1 [10/02/2020)
Bl 09-20-20 10-03-20 Mon 10-05-20 Tue 10-06-20 ‘Wed 10-07-20 Thu 10-08-20 Wed 10-14-20
B2 10-04-20 10-17-20 Mon 10-19-20 Tue 10-20-20 Wed 10-21-20 Thu 10-22-20 Wed 10-28-20
B1 10-18-20 10-31-20 Sun 11-01-20 Mon 11-02-20 * Tue 11-03-20 Wed 11-04-20 Tue 11-10-20
B2 11-01-20 11-14-20 Mon 11-16-20 Tue 11-17-20 Wed 11-18-20 H‘&l 11-19-20 Wed 11-25-20
B1 11-15-20 11-28-20 Mon 11-30-20 Tue 12-01-20 Wed 12-02-20 Thu 12-03-20 Wed 12-09-20
B2 11-29-20 12-12-20 Mon 12-14-20 Tue 12-15-20 ‘Wed 12-16-20 Thu 12-17-20 Wed 12-23-20
B1 12-13-20 12-26-20 Sun 12-27-20 Mon 12-28-20 Tue 12-29-20 Wed 12-30-20 Wed 01-06-21
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.
v
v
v
v
v
A/
m:
2
N
me:
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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.

€ € KK

MIVEREITY OF CALIFORNIL

UCRIVERSIDE | serviceLink

# Working Remotely &l Make a Request * Submit Support Ticket & Browse Knowledge

wr contact phone number UCPath - Instructions
lesyis
-Factor Aul {MFA} -« Emaibed or Downloaded

Infermation Technology

Submit Support Ticket
Meke a Request
Faculty/Staff Password Reset

Student Passvwond Reset

Human Resources &
Academic Personiel

Gnboarding - New Hire
Update Position
Offboarding

Edended Leave Administration

Finance

FAL) Change Request
Salary Cost Transfer Reguest

Sales & Service Fund Request

Software Downloads

Jesb and Comp Data Changes

And more!

1T Tuterials More Services

IT Policies & Standards

Browse Knowladge

Transactor Actions

Landing Page - Transactors

ONE TIME PAYMENT TOOL
RIVERSIDE

o Role: Transactor

‘Welcoma, Jennifer Rodrigue:

/7 Q (2

Begin Request Work in Progress Search Requests Help
(3)
e Begin Request
0 Transactors will click this icon to create a new One Time Payment request. —§
e  Work in Progress Queue m:

0 Saved requests that have not yet been submitted will appear in this queue. Transactors zc}
can either continue editing their requests or cancel their requests. mar
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v
e Search Requests v
0 This screen can be used to view all requests within your accountability structure. This v
includes requests that are a work-in-progress, pending approval, cancelled, and
processed.
e Help
0 Link to the feedback email (otpfeedback@ucr.edu )
0 Support website (coming soon)
0 This Guide (pdf)
Begin Request Screen
To create a new One Time Payment request, users will click on the Begin Request icon.
Begin Request
After clicking Begin Request, the Employee Search screen will be displayed.
Employee Search Screen
ONE TIME PAYMENT TOOL
RIVERSIDE |
Employee Search
Search Name -
Search Employes 1D Clear Search
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:
v
e Employee Name: first and/or last name
e Employee ID: UCPath employee ID v
e Position Number: UCPath position number (¥’
e Department Search: will display all departments under your accountability structure; allows you v
to create a request for an entire department.
v
eV,
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Searching by Department v
One Time Payment requests can be initiated for an entire department within a Transactor’s v
Accountability Structure.
Employee Search
.Mn.ntl;ly v Paosition Number Search Position Number
Employes Name Search Name Department Search A
Employee ID Search Employee ID Clear Search
By clicking the “Department Search” dropdown, Transactors will see all departments they have access
to, based on their Accountability Structure.
DO01040 - CNAS Dean’s Office
earch
D01044 - Agricultural Operations I
DO01045 - Biochemistry
D01046 - Evolution, Ecology & Orgns Bio
D01047 - Botany and Plant Sciences
After selecting a department to search by, all results based on that selection will be displayed in the
search grid.
» 1]
[t 2
By default, all search results in the grid will be selected. Transactors have the option of deselecting v
employees if they should not be included on a One Time Payment request.
e
(g X
—
=:
me:
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Select All DeSelect All v
Select Employee ID Employee Name Position

10000582 John Oliver 40001213
100323434 Marian PEEbGdy 40001213
10009919 June Diaz 40002910
lems Per Page
50 hi
V.
CY%
—
me
=&
.
—
e
=
e
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Transactors have the option of deselecting and manually selecting which employees to include on the v
request for this department. v
Select All DeSelect All
Select Employee ID
O 10012233
O 10000999
O 10000344
Searching by Employee
When searching for an employee, Transactors can search by either the employee’s name or UCPath
employee ID.
e The Employee Name search field is flexible in that Transactors can search using first name only.
The search results will display any employee
m] 10
[m] 10 dre
[m] Andrea W &
O & N
50 v
v
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. v
e Forinstance, the name “Andrea” was entered in the Employee Name field. The results displayed v
show closely related names. .
N
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 E
multiple employees at a time. <'
m:
2
.
me:
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v
Select Employee ID Employee Name v
10010677 Andrea Mea V
O 10006738 Andreas West
O 10022927 Andrea Wheeler
O 10022400 Andrea Wolerson
By clicking the “Begin One Time Payment” button, Transactions will initiate the One Time Payment
request for the selected employee(s).
Begin One Time Payment
Searching by Position Number
When searching for an employee or employee(s), Transactors can search by the UCPath position
number.
e 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.
uc)
RIVERSIDE ONE TIME PAYMENT TOOL
v
Sadect Ensployes 1D Empioyee Name Postion Employee Recond Job Code Department Pay Frequency v
< . = v
Begn One Time Payment v
v
CY
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v
Prepare Requests Screen v
@ | ONE TIME PAYMENT TOOL sonour | [V
RIVERSIOE - -
Apply Entries To All Selected
- " ] v 42020 @5 m]
[ oo secces IR
Prepare Requests
Select All DeSelect All
e “ © Reset All Cancel & Rebum to Search
m NWERSWE © 2019 AEGENTS OF THE UNIVERSITY OF GALIFURNIA
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.
Apply Entries To All Selected
v
v
v
- o o v 8/31/2020 &1 $
O e
Apply To All Selected  [IEESS Vv
A— S
VY,
<§
=0:
—g
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v
Apply Entries To All Selocted v
[ oo st B
Prepare Requosts
| g Begn Ly el Ly Caode Pay Penod End Ul Amound { Crwerrade +ALY i
# 0 r n [ o (=] ]
- . — © L] v " o B @
- ” L] L] ] [u] (=] B
Sedect A1 DaSeiect AR
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.
Prepar Raqueasts
Select A3 DeSalect 20
The section labeled “Prepare Requests” is where we will enter the appropriate attributes for this One
Time Payment.
e 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. v
Prepare Requests v
Select All DeSelect All
e o | | s oot v
v
10001234 Ryan Hemandez 40001112 0 g:ﬁﬁ cc v
/]
O 1002223 Diana Zhang 40024441 0 giﬁfa a
10121510 Antonia Ryan 40009933 0 g?f:j;hl m‘E
2
Select Al DeSelect All N
—
S
=
me:
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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.
I.  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.

BFS — Business and Financial Services 14 |Page
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v

Earnings Dates

Prepare Requests

S Al CeSatect Al
e e 2 e e e e

B oLSN-Lme - w0 B s [m] =] i 1

Select All DeSalact All

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.

MAY 2020 ~ < »

17 18 19 20 21 2 2B

26 il 8 29 30

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

MAY 2020 «

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).

;2020 - < >

JAN FEB MAR APR

MAY ) JUN JuL AUG

SEP OcT NOV DEC

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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v

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.

ERB - ERIT-Stipend

FRA - Faculty Recruitment Allowance

/2020 £ HON - Honorarium

-- LSN - Lump Sum-No Retirement

RFA - Regular-Flat Amount

RGC - REG Paid Leave-ADMIN

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.

Error: Request Amount beyond Earning Code maximum.

v 91232020 @ 9/23/2020 @ STP-Stipe.. v 10/31/2020

Earning End | Earning Code |Pay Period End| Dollar Amount | Override FAU ---

B 0O b +

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.
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v
Override FAU on a Request v
—
~ TH/2020 B 7112020 © LSN-Lump .. ~ 83172020 & 51500 @' +
[ Account | ——-m-
% 1500 %
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.
Confirm Clear FAU
Are you sure you want to clear out all manually entered FAU
values and use the position-level funding for this employee?
When entering FAU elements, the tool will begin to validate characters and narrow down values while
typing.
—-m- (V)
500110 £01420 $ 1000
A01420 - KUCR v
v
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 v
presented with the “Selection Required” message on the field). If an invalid value is entered, the field (V]
will display an error message and clear out entries. This safeguard ensures that invalid FAU elements are =
not being used. ng
e T ) B W T3
Selection Required Selection Required Selection Required Selection Required sto00 w0 00 g
me
litis important to note that the OTP Tool validates the combination of the core FAU (Account, Activity, wze
Fund, and Function) to help avoid erroneous entries. E§
me:
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Splitting an FAU v
Lo [ [ i e | I
D01045 113/ 131 - - 8/22]
oty + 81312020 @ 8/13/2020 & HON-Hon 802212020 & 51000 B @J +
[ Account | Aciviy | Fund | Function | CostCenter | Project Code | _Amount | Amount% |
504120 AD1080 33060 44 NDLX $ 1000 .i,:,, - 7%7
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.
I B ) e e e o
D01045 13/ 13/ - - 822/
ohemiy ~ 81372020 @ 8M3/2020  © HON-Hon 8/22/2020 @ § 1000 B @l +
504120 A01080 33060 44 NDLX $500 50 % +
504120 A01080 23499 44 NDLX $500 50 %
+ X
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:
Error: "Dollar Amount” does not match sum of "FAU $ Amount”
I ) S o o
D01045 131 113 i - 8122 !
Sochemicty w» 81372020 @ 8132020 @ HON- Hon 822200 B m a @l + v
| Account | Acivily | Fund | Funcion | CostCenter | Project Code | Amount [ Amount% | W
504120 A01080 33060 44 NDLX $ 500 50 k3 + v
504120 A01080 23499 44 NDLX $200 20 £
+ X N
To correct this scenario, the Transactor can either decrease the Dollar Amount for the payment to $700 v
or increase the second FAU Amount to $500, depending on what is appropriate. cc%
0
e
—
2
=
=
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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.

FAU Activity Code Has No Approvers

The accountability structure associated with the FAU activity code does
not have any assigned approvers in EACS.
Activity Code(s): AO1135

Please reach out to the following SAA(s) to request an Approver for the
department(s).

FAU Activity SAA Email

A01135 Andrew Jones andrew.jones@ucr.edu

Submit Anyways

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

Department Eaming Begin | Eaming End | Eaming Code |Pay Period End| Dollar Amount | Override FAU ---

D01045 , . o
8/13/2020 @ 81372020 (] - 8/22/2020 g 51000
Biochemistry T HON-Hon. = / E @I +

Projct Code

504120 AD1080 33060 44 NDLX $ 1000 E‘fn +
To add a comment to a request, Transactors can simply click on the “Add a Comment” button.
Add Request Comment
STAR Award for Andrea charged to Graduate Division FAU per June Diaz.
Save Comment Cancel
BFS — Business and Financial Services 19| Page
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v
Adding Multiple Rows on a Single Request v
Prepare Requests
Selact All DeSeilact All v
||armg|u¢n | Eaming End | aming Code Plrl’lﬂn!lm. Dodar Amount | Owaeride FALT
Submt One Time Payment m Heset A3
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.
Prepare Requests
i Emming Bagin | Emning End Eaming Code |1‘U|FHMEM| ollar Amount | Ohverida FALK
- O
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).
Select AN DeSslect Al v
Earming Begn Eaming End Earming Codo | Pay Pofied End | Dollar Amount | Owvervide FALI
_ v
oz ADON1ING i i o ] O igk-lump. w MMM B 50 o
Acound | pety ] Fencin | CostCwster | Project Cade Amoust Amaa % v
+
L .. b L a = I x v
SelectAn DeSelect All v
ey - v,
=0
.
—
me
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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.

€ € KK

Prepare Requests

Select Al DeSelect AN
T e e e N e e e e e e

40011206 T oracapAnvisoRd © v - MUNRD W ORVASD B igN-Lemp. v SNGNH @ 1500 (= ]

Select Al DeSelect Al

wm ks SRR e

Action Buttons

Submit One Time Payment Reset All Cancel & Retumn to Search

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.

Confirmation

| certify that the Additional Pay Request(s) has been prepared
in accordance with the UCR Policies and Procedures and any
applicable terms and conditions of the funding source(s)
listed, the request is allowable against the fund source(s)
listed and funds are available, and etc.

O | certify to the terms.

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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Confirmation
| certify that the Additional Pay Request(s) has been prepared
in accordance with the UCR Policies and Procedures and any
applicable terms and conditions of the funding source(s)
listed, the request is allowable against the fund source(s)
listed and funds are available, and etc.
| certify to the terms.
[ simsims ] ot
Submit Successful
The requests have been submitted.
Request ID: 1000498
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 v
“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. v
Save Successful W
The requests have been saved. <'E
Request ID: 1000821
rm:
| o 73
i .
(—F
me:
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Reset All v
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 v
take. Clicking “reset all” on this warning message will finalize the action.
Reset Employee Records?
Are you sure you want to reset all the employee records? This
cannot be undone.
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.
Cancel and Return to Search?
Are you sure you want to cancel and return to employee
search? Any unsaved work will be lost.
v
v
v
v
v
N/
m:
2
N
(=
m:
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v

Preventing Duplicate Requests

v

Prepare Requests

Select A¥ Deseiect Az

- TRE " e B USholums v S1020 @ 06 B

T T S e T I T
4120 san00 “ +

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

e EmployeeID

e Employee Name

e Position #

o EmplRcd #

e Job Code

e Earnings Begin Date
e Earnings End Date

e Earnings Code

e 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:

Duplicate Requests Not Allowed

Duplicate Requests are not allowed. Change the information
before submitting.

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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v

Work-In-Progress Queue

ONE TIME PAYMENT TOOL

RIVERSIDE

(LT

Welcome, lennifer Rodriguez

/7 Q @

Begin Request Work in Progress Search Requests Help
(3)

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.

ONE TIME PAYMENT TOOL | sewour |

RIVERSIDE

HOME ORI FOCRESS.

Work in Progress

Searcn Naine e Search Request 1D
Errgiyee [0 Search Emphiyee 10 Diejdistieol Selacti = Claar-Sach
RequestiD status Employee I Employes Name Eam Code Pay Period End Earn Bagin Eam Ena Department Transaztar Date Created
AD00E31 Al MK
1900624 EAa

1000697 Wicek in Progross

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.

Regquest ID Status |:| Empiayes D Emplayse Nams Earn Code Pay Puriod End Eamn Begin Earn End Duopartmant Transactor Date Craated
1000631 Refuim N Ardtiea M C; v
00069
1000631 v
%) - - v
Values under each column can also be sorted from ascending to descending order or vice-versa, by C‘v'
clicking the arrow next to each header. c%
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Resuming a Request in the Work-in-Progress Queue v
ONE TIME PAYMENT TOOL SIGN OUT l

RIVERSIDE v
Work in Progress
Search Name Search Reguest IO
Request Status Emgiloyes [T Employes Mame Earn Code Pay Penicd End Earn Begin Eam End Departmant Transactor Duate Craated
1000636 AR
1000697
a
To resume editing a request via the Work in Progress queue, the Transactor must click the Request ID.
Edit Request - Request ID: 1000631
Department ‘Dolll]() - Accounting
e 3 S ey v
10000214 Amelia Bennett 20002234 © 206944'”““0““” ~ BA/2020 B 6/30/2020 F) ~ 10/31/2020 B $500 a
Submit Request for Approval Close
Processed Comments
Status By Processed On Comments
Returned to Eric loy 09/04/2020 More zero's are needed on the dollar amount. Please
Transactor 08:55 and Thank You
Show/Hide Full History
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 v
Request for Approval” and the request will route to an Approver and disappear from the Work-in-
Progress queue. v
e Submit Request for Approval v
O Routes request to the appropriate department Approver(s) based on Accountability v
Structure.
e Close v
0 Closes the current screen and makes no changes to request. 'i v
/.

e Cancel Payment Request
0 Cancels request and removes it from the Work-in-Progress queue.
e Save Changes
0 Commits any changes entered on the request to history.
0 Once clicked, the screen will disappear and the Work-in-Progress queue will be in view.
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v

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.

@J Attachments
Pay Period | Dollar Amount | Override FAU

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

¥ Attachments *

Existing Attachments

Fite Name Creatnd By Date Created

=4 Upload New File

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.

@ Open
« < 4 I > ThisPC » Desktop v & | Search Desktop

Organize « MNew folder

A Name
o Quick access
& Bandwidth Pedormance PG

v @ OneDrive - University of California, Riverside g'J OTP Teol Screenshots.png
o Attachments
Bl Desktop
& Documents
r Favorites

-]
@ Microseft Teams Chat Files
@ Microsoft Teams Data

-]

Netebocks

v €

File name: | OTP Tocl Screenshots.png «| | anFiles =9

Cancel
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Upload Successful
The file has been uploaded successfully.
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:
Upload New File
Maximurn (il sire 10MB
167 UB
Coy, rr'a
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.
Attschaments
ek accens S v
e Onelivive - Linivessty of California, Riveside : ;T:mm'::a:é:rl_m::s:_»wsoun‘_zﬁaeosmi. :I
M B o e e b T v
W Oviginal SVCMP_AVOMP 1187 HRSONLY_20000518014502 ERROR_.  5/15
W PUEE Mg Bl 1181 Brviw e o
B e G i T v
B RSSC Pt Confiern Watged Biwiekly 1151 Erordis
& Unsversicy of Calfomia, Reverside v
@ Bomem Snterm Anshyun - 850 Brojects
@ Buninwm Sypterm Ak - £ACS
e, e v
v
CY
2
N
_:
S
=
m:
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v
Attachments X v
Existing Attachments v
File Name Created By Date Created
andreamc 05/27/2020 03:41 i
Citrus Merged Biweskly 11181 Emors.dsx andreamc 05/27/2020 03:42 i'
Upload New File
Maximum file size 10MB
. Drop files to upload. I
(or click)
Close
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.
Delete Attachment?
Are you sure you want to remove this attachment?
|
Once all attachments have been uploaded, the Transactor can now click on the “Close” button to exit v
the screen and return to the Edit Request page.
v
v
CY
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v

Viewing Request History

Status Processed By

Donna Meagle

Approved

Show/Hide Full History

Processed On

09/22/2020 14:14

Comments

Approved

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.

Processed Processed
Status
By On
09/23/2020
Approved Donna /23/2
Meagle 16:10
Pending . 09/23/2020
Darcy Silva
Approval 15:26
Returned to Donna 09/23/2020
Transactor Meagle 15:25
Pending EN— 09/23/2020
Approval e 15:23
Show/Hide Full History

Comments

Reviewed request and | approve.

Darcy Silva has certified that the Additional Pay Request(s)

has been prepared in accordance with the UCR Policies and
Procedures and any applicable terms and conditions of the funding
source(s) listed, the request is allowable against the fund source(s)
listed and funds are available, and etc.

Please select earn code HON for this payment. Also, request does
not include email approval from Dr. Lopez.

Darcy Silva has certified that the Additional Pay Request(s)

has been prepared in accordance with the UCR Policies and
Procedures and any applicable terms and conditions of the funding
source(s) listed, the request is allowable against the fund source(s)
listed and funds are available, and etc.

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.

Submit Request for Approval Close

Status Processed By Processed On

Work in Progress Alex Shakespeare 07/10/2020 16:34

Cancel Payment Request

Save Changes

Comments
Comments

BFS — Business and Financial Services
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v
Viewing Approver(s) for Request v
Transactors have the ability to see whose approval queue their request has routed to. Although v
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.
Edit Request - Request ID: 1000696
riment +)(11053 Environmental Sciences
I B 0 3 e g e e oy e
10074006 Chris Nguyen 40060250 0 004922 -STOT 1 v Tie2020 @ TBR2020 @ EAA-Emp.. v 552020 @ §199 O
m-mlm-
500130 AD1265 CKGEI $111
Status Processed By Processed On Comments
Alex Shakespeare 07/10/2020 16:34
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.
Request Approvers
v
v
Name Email V
John Wick john.wick@ucr.edu V
v
K -*-'?
VY,

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 v
request. v
Request Approvers
Name Email
lacob Marquez Jacob.Marquez@ucr.edu
Marigold Cuscervas Marigald.Cuervas@ucr.edu
lennifer Costco Jennifer.Costco@ucr.edu
Approvers for FAU: 500110-A02001-19900-40
Name Email
Patrick Crawley Patrick.Crinwley@ucr.edu
Edith Bates edith.Bates@ucr.edu
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.
ONE TIME PAYMENT TOOL sureonr - | [ sianour |
RIVERSIDE | e emmemnsa |
Search Requests
Search Request ID Eam Begin Das B Eam End Dai B v
Search Name ¥ Pariod End Dl ) Open & Pending -
Search Employee ID t == v
Clear Search v
Request ID Seatus Employes ID Employes Name Earn Code Event 1D Pay Period End Earn Begin Eam End Cepartment Datwe Created
s

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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Request - Request ID: 1000553 X v
Department ‘DOI,’;H]?-Slem Cell Center

10003334 Mark Sanchez 40002221 004322-STDT1 06/22/2020 06/22/2020 HON - Honorarium 06/27/2020

Amount
Status Processed By Processed On Comments
Pending Approval John Taylor Thomas 06/23/2020 13:28 OTP test

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.
|
Cancel Payment Request
Are you sure you want to cancel this Payment Request.
This action will remove the Payment Request and it cannot be
reversed.
Determined this paymentisno .
longer needed. Cancelling as of

A message will appear to confirm that the Transactor wants to take this action. Transactors must enter a v

comment to specify why they are cancelling the payment request. After entering a comment, click on s

the “Cancel Payment Request” button to finalize this action. Transactors can also click on the “Close” if v

they no longer wish to cancel the request.

v

CY%
Payment Request Cancelled 3
The Payment Reguest has been cancelled. z‘s
e
[ o | —F
S
=
z
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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.

m ONE TIME PAYMENT TOOL
RIVERSIDE

HOME

Search Requests

Seasch Request 1D

Search Mame

Search Employes 1D

SIGN OUT

Emn End Date n

Coen & Fendig

- Claar Search
Reguest i Status Empiloyes ID Employes Nams Eam Code Evant IO Pay Partod End Eam Bagin Eam End Dapartmant Date Croated
1001637 10012222 Seling Ky 101 - 58S
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v
Approver Actions v
Landing Page — Approvers W
SINERHIIE ONE TIME PAYMENT TOOL SURPORT "~
Welcome, Vivian Ford
Approve Requests Search Requests Help
(6)
e Approve Requests
0 Requests routed to an Approver based on Accountability Structure will appear in this
screen.
0 The number below Approve Requests will signify how many pending requests are in the
gueue. (Example above shows there are 6 pending requests).
0 All requests in this queue will have a “Pending Approval” status assigned.
e Search Requests
0 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.
e Help
O Support website coming soon.
0 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.
w ONE TIME PAYMENT TOOL v
RIVERSIDE
v
Role: Transactor
Role Selection v
We noticed you have more than one role assigned. Please select the role you would like to use for this session. v
o) 0
= o f:
Transactor Approver L%

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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v
Approve Request Queue v
| .
s ONE TIME PAYMENT TOOL v
Approve Requests Pty 2 St st ot oy P
8 Days for BiWeekly Payroll 09/22/2020 13:45
8 Days for Monthly Payroll 09/22/2020 13:45 |
toc0ga? ‘ B
100845 10002221 Marigold Craey. 40000011 01080 " i RIM GSRPAATIAL FEEREM | MONTHLY ASN AN Pater Gabeial 5300 N ']
plrccto
1000851 10001127 Cabir fohns ADODL110°  DO10sE Lr‘ . 0GFTG GHR-PARTIAL FEE REM  MONTHLY P a0 Peter Gabrlel 3300 No B
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
‘ Pending Approval (9) FAU Activity Approval (2) Pending Second Approval (0) ‘
The Approve Requests queue contains various tabs to assist an approver with multiple types of approval
abilities.
v
v
v
v
v
VY,
me:
=&
N
—
=:
me:
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v
Review and Approve Request Screen v
Request Employee Position
9 v ey Employee Name Department Dept Desc v
ID ID i
. _ Evolution, Ecology &
1000456 10012222 MEgaﬂ MBFC]UEZ 40001234 D01046 ) =
= Orgns Bio
1000451 10014444 Chris Chu 40001948 DO1100 Accounting
1000450 10015355 Elichbet s et 40092223 DO1100 Accounting
To approve a request, an Approver must click on the hyperlinked Request ID.
Review and Approve - Request ID: 1000456
-M-E-ﬂ-----
mployee ID Position # Eaming Begin| Earning End Earning Code Override FAU [Dollar Amo
10012223 Jenny Jones 40001122 ] ggzﬁsst;VFlzNANCIAL 07/01/2020 07/17/2020 :::r;u::;rlw?r.ﬂllowance 09/30/2020 D $500
Status Processed By Processed On Comments Comments
Pending Approval Sally T. Williams 08/04/2020 10:33
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 v
FAU override since the check box under that column is unmarked. As an Approver, the request can N
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 v
cancel the request completely. v
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. A/
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One Time Payment Tool v
Training Manual and Guidance Last Updated: October 7, 2020
Overview of Approver Buttons v
s | v
e 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!”.
Confirm Approval
| approve this payment request and certify: 1) this request for
payment is reasonable, cost effective, and exhibits the best
use of university funds in support of the campus mission; 2)
the request is allowable against the fund source listed and
funds are available for this request; and 3) the payee(s) on
this reguest is not a near relative (e.g. spouse, domestic
partner, child, parent, etc.) and/or | do not report directly or
indirectly to the payee (exception: when the required higher-
level Organizational/Executive approval is attached as
support).
O | certify and approve this Request.
Request Approved v
The request have been approved. v
e Return to Transactor — This button allows Approvers to return a request to the original V]

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.).

BFS — Business and Financial Services
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One Time Payment Tool

Training Manual and Guidance Last Updated: October 7, 2020 v
Approving FAU Override on a Request v
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 v
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.
Review and Approve - Request ID: 1000785
Department *)(Ill(l(l-lﬂ:mnﬁrg
o Empl | . . . Pay Period .
e ey g e ey
10012223 Jenny Jones 40001122 0 gngSSUIF;VFIZNANCIAL 07/01/2020  07/30/2020  HON -Honorarium  09/30/2020 $200
[ Account [ Actviy | Fund [ Funciion | Cost Genter | Project Code |
500110 AD1206 15900 72 $200
Status Processed By Processed On Comments Comments
Pending Approval Sally T. Williams 08/04/2020 10:33
VY,
m:
2
N
—
| E
=
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Denying FAU Override on a Request v
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. v
Review and Approve - Request ID: 1000785
oo s
e Il = I e B I e e e
Employee ID Position # Job Code Event Eaming Begin| Earmning End Earning Code End Override FAU |Dollar Amount]
10012223 Jenny Jones 40001122 o ESQGSSJF;VZNANCIAL 07/01/2020  07/30/2020  HON -Honorarium  09/30/2020 £200
mml
Deny FAU 500110 AD1206 19900 $200
Status Processed By Processed On Comments Comments
Pending Approval Sally T. Williams 08/04/2020 10:33
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.
Review and Approve - Request ID: 1000598
e v
e e e e e
Employee ID Position # Job Code Eaming Begin| Earning End Eaming Code End Override FAU |Dollar Amount]
10012223  Jennylones 40001122 0 001100 - PROF-AY 07/12/2020  07/13/2020 éi:rjmspm Award 302020 O $1000 v
| You cannot approve Requests you created. v
Retumn to Transactor Close
= <
CY%
Status Processed By Processed On Comments Comments m
Pending Approval June Diaz 06/29/2020 12:04 <E;
m:
=&
An Approver who attempts to approve a request they created will see the message above. The “Approve 22
Requests” button will be inactive and prevent them from approving. =§
m:
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Routing a Request Back to a Transactor v
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 v
Approver, then submit for approval again.

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

Return to Transactor

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.

©

Comment Required

Retum to Transactor Close

Please update the dollar amount. Employee was only
approved to receive $500 STAR award.

Comments

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

Confirm Return to Transactor

Are you sure you want to return this Payment Request to the
Transactor?

Yes, Return to Transactor! m

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.

J0ISYIAY <1« « « « «
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v

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.

3

RIVERSIDE

ONE TIME PAYMENT TOOL

HOME AFPROVE REGUESTS

Approve Requests

6 Days for BiWeekly Payroll 09/22/2020 13:45
6 Days for Monthly Payroll 09/22/2020 13:45

Request
o

Eam
End

Eam
Code

Job Code
Desc

Employes
D

1002099 10012222

1001707 10013544 Ighn lahnsan ABOO1113

Employes Position
Name #

Job
Code

de’
Frequency

FAL
Ovarride

Department Dept Desc Transactor Amount Attachments

303 SYSADM 2

KLY RFA OT2020 loe Bo $1000

RSCH ADM h
006208 MONTHLY SAS OBIZEI2020  Jow D $1000 Y U]

1001705 10001354 Bill Badiond ADONO1TS DO17 y B ”:'“': MONTHLY HOM OTIOR2020  desl £1000 No Fg

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.

BFS — Business and Financial Services
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One Time Payment Tool
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Review and Approve - Request ID: 1002099

Department +)II2013 SOM Finance & Administration @J Aitachments
Pay Period
e m. S fe—— E

. RFA - Regular-Flat
10012222 Marco Antonio 40001111 0 007303 -S5YSADM 2 09/17/2020  09/17/2020 Amnuntag 09/19/2020 $1000

Approve FAU Deny FAU 500110 A02093 19900 MSADD $500

500110 | A01175 ‘

The Activity entered on this FAU is under a different 19900 |

Accountability Structure

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

Confirm Approval

| approve this payment request and certify: 1) this request for
payment is reasonable, cost effective, and exhibits the best
use of university funds in support of the campus mission; 2)
the request is allowable against the fund source listed and
funds are available for this request; and 3) the payee(s) on
this request is not a near relative (e.g. spouse, domestic

partner, child, parent, etc.) and/or | do not report directly or

indirectly to the payee (exception: when the required higher-

level Organizational/Executive approval is attached as
support).

| certify and approve this Request.

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.

Partial Approval

All parties are required to approve the whole request. Once all
FAUs are approved the Request will be processed.
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Approver B - Point-of-View

ONE TIME PAYMENT TOOL

RIVERSIDE

HOME

Ap p rove R e q ues ts eemmvee = Cierys Lt} 16 Sastiennt Tinepiants e Curveen Pary Paeing

6 Days for BiWeekly Payroll 09/22/2020 13:45
6 Days for Monthly Payrell 09/22/2020 13:45

Pending Approval (1) FALL Actnaty Approval (9] Pending Second Approval ()

Request  Employee Employee Position Department Dept Desc Job Job Code Pay Eamn Eam : — ey FAU =i
o e Name # Code Desc Frequency Code End Override

SOM Finance & : "
1002089 le012:22 Marco Antonio 40001111 DOZ013 :\(‘ 007303 SYSADM2 HIWEEKLY REA T T7R2020 Pater Gabelel $1000 Yas
s tration

SOM Finance & . ; ;
100084 10002222 Marigold Crawley - 0000011 DO2013 S 007303 SYSADM2  BIWEEKLY  RFA 001712020 Pamwe Gabeiel  $1000 Yos

Rocroaton/Student. LONE B il
1604803 40112939 Pupper Bodrigues 40001334 DOIHT i HEET posate BIWEEKLY  %5C 08/07/2020  PeterCabriel  gagg Yes
AL Rec Cantar MECH

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).

Review and Approve - Request ID: 1002099

1 !
[Pay Period [Dollar
Job Code Evenl Earning Bagin| Eaming Code A, Override FALH|
(Amount

RFA - Regular-Flat
Amount

10012222 Marco Artonio 30001111 0 007303-SYSADM2 08/17/2020  08/17/2020 09192020 E $1000

The Activity entered on this FAU is under a different | - Aecaunt £ i Function | Cost Ce ISR

500110 AD 40 SAD $500
Accountability Structure i *

500110 AD1LTS 19900 Lrd $500

Retum to Transacior
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Review and Approve - Request ID: 1002099

10012222 Marco Antonio 40001111 007303 - SYS ADM 2 09/17/2020  09/17/2020

The Activity entered on this FAU is under a different ezt Gy
500110 AO1175
Accountability Structure

500110 AD2093
Approve FAU Deny FAU
- Return to Transactor

Status Processed By Processed On Comments

I FAU Approved Nina Marie 09/17/2020 16:30 FAU Approved: 500110-A01175-19900-72 I

Show/Hide Full History

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.

Request Approved

The request have been approved.
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Training Manual and Guidance Last Updated: October 7, 2020 v
v
Organizational Level (Secondary) Approver Actions v
Landing Page — Organizational Level Approver W
e ONE TIME PAYMENT TOOL J—
RIVERSIDE {—]
HOME
Welcome, Shanshan Sylvia
Approve Requests Search Requests Help
e Approve Requests
e Search Requests
e Help
Request Approved
You have approved the request, however it requires a second
approval.
Approvers will receive the message above after approving a request that requires organizational level
approval. N
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. v
v
v
Y
me
=&
N
—
=:
me:
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ONE TIME PAYMENT TOOL

RIVERSIDE

€ € KK

HOME APPROVE REQUESTS Role: Approver

Approve Requests e of S Lt b S Mesassie e Curremd Py Presd

5 Days for BiWeekly Payroll 09/22/2020 13:45
5 Days for Monthly Payroll 09/22/2020 13:45

Punding Approval (0} FALI Activity Approwed (1) Poncing Second Approval (1)

Job
Regquest Employee Employee Position Dept Job Pay Eamn Eam FAU
rtmes T Amo
) ] Hame # EegmENOnE S ase Code cD::: Frequency  Code  End TRERONO. oL veige (achments

SOM FINANCIAL

100210; 1 4 Marla Clemmons 40001234 DOZON [rEa T MONTHLY TiD ORBZ020  Mark Do SB000 Ha
1002102 | Resderch o4
% . B

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.

Review and Approve - Request ID: 1002102

Department ‘Do2011 - SOM Research Attachments al

o Empl . . . . IPay Period . Dollar
Employee ID Position # Job Code Event Earning Begin| Earning End Earning Code Override FAU
Red End Amount

Maria 007710 - FINANCIAL TID - Travel of
10002344 40001234
Clemmons 0 ANL4 09/18/2020  09/18/2020 \ndefinite Duration 09/30/2020 $3000

- Return to Transactor Close

Comments

Processed Processed
Status Comments
By On

09/18/2020
Approved  Jenn Sylvia /18] Request approved.

08:40
Mark Do has certified that the Additional Pay Request(s)
Pdng  warkse 0982020 e ot conians of h uin
Approval 08:38 Vel 5

enircalg) listad the rennact ic allnwahle acainat the fiind ennirral)

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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Confirm Approval

I understand this transaction is exceptional and requires
confirmation from an Organizational Approver. Based on the
information provided, | agree the transaction is policy
compliant and approve.

| certify and approve this Request.

Comments

I understand this transaction is exceptional and requires confirmation
from an Organizational Approver. Based on the information provided, |
agree the transaction is policy compliant and approve.

Processed Processed
Status
By On
10/05/2020
roved Jill Garci
App ill Garcia 17:03
10/01/2020
roved Emelda
— Patake 16:50
Pending lennifer 10/01/2020
Approval Henderson 16:49

| approve this payment request and certify: 1) this request for payment
is reasonable, cost effective, and exhibits the best use of university
funds in support of the campus mission; 2) the request is allowabls
against the fund source listed and funds are available for this request;
and 3) the payee(s) on this request is not a near relative (e.g. spouse,
domestic partner, child, parent, etc.) and/or | do not report directly or
indirectly to the payee (exception: when the reguired higher-level
Organizational/Executive approval is attached as support).

Jennifer Henderson has certified that the Additional Pay Request(s)

has been prepared in accordance with the UCR Policies and Procedures
and any applicable terms and conditions of the funding source(s) listed,
the request is allowable against the fund source(s) listed and funds are
available, and etc.

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.

BFS — Business and Financial Services
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Inquirer Actions

ONE TIME PAYMENT TOOL | sicnour |

RIVERSIDE

[0 s tmenl Inguirer

Welcome, Tony Alberto

Q @

Search Requests Help

€ € KK

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

L ONE TIME PAYMENT TOOL SIGN OUT

RIVERSIDE

Hookan Role: Department Inguirer

Welcome, Tony Alberto

Q &

Search Requests Help

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.

F-‘B ONE TIME PAYMENT TOOL SIGN OUT
RIVERSIDE :

Role: Department Inquirer

Search Requests
Request 1D Sparch Request 1D Eam Begin Date [a] Eam End Date a]
Employes Name Soarch Nama Pary Penod End Date 3] olpn:\a;::numg -
Employos ID Search Employes 1D Dopartmeont Search - Eamang Coda -
Event 1D ot Date Created Start ] Date Created End 2] Clear Search
:;QUSOI Status FDMNOWO Emmweo Name ::!:' E:N" :::FQI’!W ;:'ur:n :::’ lanmnl g:::ﬁ!d
1000558 Panding Approval 10003334 Mary lansen XSC OR300 071132020 O7ANINID  DO1045 - Biochornistry DERYI00
1000805 10003345 Matio Gonzales FRA DEAEAI00 02020 DEOWAOZ0 DO1100 - Accounting DB
000606 Ii":::.':;_'!:_:,': 10009987 Viviana Coles FRA 525 001020 772020 OFARZ000  BOT100 - Accounting OG20020
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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

@ | ONETIME PAYMENT TOOL TErew |
RIVERSIDE o e |

O SEARCH RECUESTS ment Inquirer

Search Requests

Employes Name Search Name Pay Pariod End Dale 3] Opon & Pending -
Employes 10 Search Employes 1D Department Search - Eaming Code -
Event (D - Diate Creatod Start = Date Crésated End B Cloar Soarch

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.

Request ID Status Employee ID Employes Name Eamn Code Event 1D Pay Period End Eamn Begin Eam End Department Date Created

Pending Approval 10012020 Jane Brown HON 05312020 0512012020 052172020 001100 - Accounting 0212020

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.

@ :
i ONE TIME PAYMENT TOOL Sen o0

Role: Departmant Inguirer

Search Requests

Roquost 10 Search Request 1D Eam Bogin Date L] Eam End Data mn
Employee Name Request Stat;
Ader Search Name Pay Period End Dale ] Ogran & Pending -
Emplayos 10 Search Employes 1D Depariment Search - Eamang Code -
Evont [0 - Date Croatod Start =] Date Croated End (] Clear Saarch

Request ID Stxtus Empioyes D Empioyes Nams Earn Cods Event ID Pay Panod End Earn Begen €xm End Departenant Date Created

1000353
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One Time Payment Tool

Training Manual and Guidance Last Updated: October 7, 2020 v
| Take note of the Request Status selected before clicking the search button. If a request cannot be s
found, try updating the Request Status to “All” before executing the search. V]
Open & Pending =
All
Work in Progress
Pending Approval
Pending Second Approval
Returned to Transactor
nd -1
Searching for a Request by Employee ID
@ | ONETIME PAYMENT TOOL " sowour |
RIVERSIDE e -
HOME SEAHCH RTQUESTS Role: Department Inguirer
Search Requests
Request 10 Search Request ID Eam Begin Date a Eam End Date (o]
Emplayee Name Saatch Name Pay Pesiod End Date 2] :.l'mn &Peu.‘mu d
Search Employee 1D Department Search - Eaming Gode -
Event ID - Date Created Start 2] Date Created End a Cloar Soarch
Request 1D Status w | Employes I Empioyes Names Earn Code Event ID Pay Period End Eam Begin Earn End Department Date Created
10D0MES FA
1000217 1 A
1000081 X8¢
To search for a request by Employee ID, enter the exact UCPath employee ID in the Employee ID field. v
Click on the Search Employee ID button to execute the search. Results will be displayed under the search ¥
area. v
VY,
m:
=&
N
—
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Searching for Requests by Department

€ € KK

Search Requests
Reguest ID Search Request ID Eam Begin Date (2] Eam End Date (]
B Search Name e ] Open & Pending -
En e Search Employee 1D Eaming Code -
= 001040 - CNAS Dean's Office
E [1+] - Clear Search
01048 - Entomalogy
001100 - Accounting
Request ID Status Employee ID Employee Name Earn Code Event 1D D017 - Recreation/Student Rec Center d Department Date Created
1000008 Pending Approval 10012020 Jane Brawn HON | DO1338 - CNAS Personnel Service Center ail D01100 - Accounting
1000018 Waork in Progress 10011001 Mark Takano SMN 2 03312020 D01100 - Accounting
1000017 Work in Progress. 10030432 Marion Rodriguez  FRA 0X212020  DOMOO - Accounting

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.

Search Request ID Earn Begin Date 2] Earn End Date =
Employes Name Search Name Fay Period End Date 2] Open & Pending -
Empioyee D Search Employee 1D D01100 - Accounting - Eaming Code o
Event 1D d Clear Search
Request ID Status Employee ID Employee Name Earn Code EventID Pay Pericd End Earn Begin Earmn End Department Date Created
1000006 Pending Approval 10012020 Jane Brown HOM 5112020 05/2012020 05/21/2020 | DO1100 - Accounting
1000016 Wark In Progress. 10011001 Mark Takano SMN 2 05/31(2020 03/01/2020 03/31/2020 | DO1100 - Accounting
1000017 Work In Frogress 10030432 Marncn Rodriguez  Fra 1 OSM31/2020 0308/2020 03023/2020 001100 - Accounting

1000020 Pending Approval 10001111 Totes McGotes XSC 2 053112020 03082020 D3/21/2020 D01100 - Accounting 02114/2020

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.

Reguest ID Search Reguest ID

™
H\(?I(((((

Empiiyen Hame Search Name Pay Petiod End Date o] Open & Pending

Work in Progress

Er Search Employes 1D Depa A = —
Pending Approval <
i = Returned 10 Initlator l I l
Ri tID Stat Empl =] Empl N E Code Event 1D Pay Period End Earn Bag Eam End i tod —
aquas abus mployee imployee Name arm ven ay Peri ! m in axrn En =
-
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Searching for Requests by Earn Code

Search Requests

Search Request ID La g [ £ -! x B

Searsh Name Peniod End Dat ] Cpen & Pendng

Sesrch Empicyee 1D HON = “;\ﬂ:ld T
LSN - Lunp Scen-MNo Retrement

R - RegutarFia amoun

RGN - Reguisr Pay-Non Base
RequestiD St Employes IO Empiayes Mame Eamn Code Event ID Fay Period End Earn Bagin Earn End RST « Syveimide Respanse Tean

SAAN « SUDONG-SerTmai-AL MemaC

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 Emplayee ID - HOM - Honaraiem -

Clear Search

Request D Status Employee ID Employee Hame Earn Code Event ID Pay Period End Eam Begin Eamn End Department Date Created
00205
1000922

1000024
000G

1000143

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.

Search Request ID Earn Begin Date () Earn End Date o)
Request Status
Search Name Pay Period End Date ol All -
Search Employee 1D Department Search - Earning Code -
Date Created Start Date Created End
9/1/2020 ] 9/25/2020 = Clear Search
Employee Name Earn Code Event ID Pay Period End Earn Begin Earn End Department Date Created
Mary lansen UNX 535 10/03/2020 08/01/2020 08/08/2020 D01123 - Police 09/02/2020
Mario Gonzalez UNX 535 10/03/2020 08/01/2020 08/08/2020 D01123 - Police 09/02/2020
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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.

UG )
avergpe | Ome Time Payment Tool

One Time Payment Requests Submitted for Approval

Below is a list of Request IDs submitted.

Request ID Name Position DeptID |Earn Code|Pay Period End| Amount

1001001 Janey Donalds | 40001234 D01059 | ACA 10/31/20 $1001.0

One Time Payment Tool

‘This email is an automated notification. If you believe you have received this email in error, please contact the corresponding Department SAA and delete the material from any computer. The sender email address is unable to receive replies;
should you "Reply” to this email it will be returned to you by the Mail Delivery System as “Undeliverable”. If necessary, please use the "Forward" email action to send this message to specific recipients.

To: courtney.davis@ucr.edu

EHIVERSIDE ® 2019 REGENTS OF THE UNIVERSITY OF CALIFORNIA

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

@ One Time Payment Tool
RIVERSIDE

Returned to Transactor

Payment Request [D: 1002127 was not approved and has been returned to transactor.

Please login to review comments.

One Time Payment Tool

This email is an automated notification. If you believe you have received this email in error, please contact the corresponding Department SA4 and delete the material from any computer. The sender email address is unable to receive replies;
should you "Reply" to this email it will be returned to you by the Mail Delivery System as “Undeliverable". If necessary, please use the "Forward" email action to send this message to specific recipients.

To: courtney.davis@ucr.edu

1€« € € € «

@ RIVERSIDE ® 2019 REGENTS OF THE UNIVERSITY OF CALIFORNIA
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Transactors will receive the following email when their request has been approved.

Uc] :
RIVERSIDE One Time Payment Tool

Payment Request was Approved

Payment Request 1002127 was Approved and will be processed according to the Pay Period End Date.

One Time Payment Tool

This email is an automated notification. If you believe you have received this email in error, please contact the corresponding Department SAA and delete the material from any computer. The sender email address is unable to receive replies;
should you "Reply” to this email it will be returned to you by the Mail Delivery System as "Undeliverable". If necessary, please use the "Forward" email action to send this message to specific recipients.

To: courtney.davis@ucr.edu

€ € KK

m RIVERSIDE © 2019 REGENTS OF THE UNIVERSITY OF CALIFORNIA

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.

[ One Time Payment Tool
RIVERSIDE

Returned to Transactor

Payment Request [D: 1002130 was not approved and has been returned to transactor.

Please login to review comments.

One Time Payment Tool

This email is an automated notification. If you believe you have recsived this email in error, please contact the corresponding Department SAA and delete the material from any computer. The sender email address is unable to receive replies;
should you "Reply" to this email it will be returned to you by the Mail Delivery System as "Undeliverable”. If necessary, please use the "Forward" email action to send this message to specific recipients.

To: corey.smith@ucr.edu

@ RIVERSIDE © 2019 REGENTS OF THE UNIVERSITY OF CALIFORNIA

Transactors will receive the following email when they cancel their request.

One Time Payment Tool

RIVERSIDE

Request Cancelled

Payment Request [D : 1002130 has been cancelled by Corey Smith.

One Time Payment Tool

This email is an automated notification. If you believe you have received this email in error, please 544 and delete the material from any computer. The sender email address is unable to receive replies;
should you "Reply” to this email it will be returned to you by the Mail Delivery System as "Undeliverable”. If necessary, pl the "Forward"” email action to send this message to specific recipients.

To: corey.smith@ucr.edu

m RIVERSIDE ® 2019 REGENTS OF THE UNIVERSITY OF CALIFORNLA
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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.

o One Time Payment Tool
RIVERSIDE

€ € KK

Review and Approve Pending Requests

Courtney Davis has submitted Payment Request(s), awaiting approval.

Please login to review Payment Request.

Request ID Name Position | DeptID |Earn Code Pay Period End|UCPath Submission Date| Amount

1001001 Janey Donalds | 40001234 D01059 | ACA 10/31/20 10/21/20 $1001.0

One Time Payment Tool

This email is an automated notification. If you believe you have received this email in error, please contact the corresponding Department SAA and delete the material from any computer. The sender email address is unable to receive replies;
should you "Reply" to this email it will be returned to you by the Mail Delivery System as "Undeliverable”. If necessary, please use the "Forward" email action to send this message to specific recipients.

To: elaine.dawson@ucr.edu ; brian.jimenez@ucr.edu ; mary.chu@ucr.edu

mRIVERSIﬂE © 2019 REGENTS OF THE UNIVERSITY OF CALIFORNIA

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.

UG :
RIVERSIDE One Time Payment Tool

One Time Payment Requests Submitted for Approval

The following Payment Requests are awaiting approval with an FAU in your accountability structure. Please review.

Request ID Name Position DeptID |Earn Code|Pay Period End |[UCPath Submission Date| Amount

1002130 John Martinez 40001124 D01045 | ACA 10/31/20 10/21/20 $1200.0

FAU Information
500110 - AD2093 - 19900-40- $1200

One Time Payment Tool

‘This email is an automated notification. If you believe you have received this email in error, please corr 544 and delete the material from any computer. The sender email address is unable to receive replies:
should you "Reply" to this email it will be returned to you by the Mail Delivery System as "Undeliverable". If necessary, please use the "Forward" email action to send this message to specific recipients.

To: francis.johnson@ucr.edu ; mary.rodriguez@ucr.edu ; alberto.fernandez @ucr.edu ;

m RIVERSIDE @© 2019 REGENTS OF THE UNIVERSITY OF CALIFORNIA
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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.

€ € KK

Uc] :
RIVERSIDE One Time Payment Tool

Review and Approve Pending Requests

Payment Request ID: 1002130 had an FAU denied and the request has been returned to Transactor.

FAU: 500110-A02093-19900-40

One Time Payment Tool

This email is an automated notification. If you believe you have received this email in error, please contact the corresponding Department SA4 and delete the material from any computer. The sender email address is unable to receive replies:
should you "Reply” to this email it will be returned to you by the Mail Delivery System as "Undeliverable". If necessary, please use the "Forward” email action to send this message to specific recipients.

To: nancy.marquez@ucr.edu ; anna.navarro@ucr.edu ; amy.lozano@ucr.edu

m RIVERSIDE ©® 2019 REGENTS OF THE UNIVERSITY OF CALIFORNIA

Emails to Org/Second Approver

One Time Payment Tool

RIVERSIDE

Review and Approve Pending Requests

Payment Request [D: 1002148 is exceptional and requires Organizational /Second Approval. Please login to review the One Time Payment request and view under the "Pending Second
Approval".

Please login to review Payment Request.

One Time Payment Tool

This email is an automated notification. If you believe you have received this email in error, please contact the corresponding Department SAA and delete the material from any computer. The sender email address is unable to receive replies;
should you "Reply” to this email it will be returned to you by the Mail Delivery System as “Undeliverable”. If necessary, please use the "Forward” email action to send this message to specific recipients.

To:ronald.hall@ucr.edu
@ RIVERSIDE © 2019 REGENTS OF THE UNIVERSITY OF CALIFORNIA

Organizational/Second Approvers will receive the notification when a request requiring a second
approval routes to their queue.

™
Y<lc ¢ « « «
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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. Tocreate 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.

UGR | ONE TIME PAYMENT TOOL SWITCH USER ‘ ‘ SUPPORT ~ ‘ ‘ SIGN OUT

EMPLOYEE SEARCH

Employee Search

Monthly -
Employea Name Search Name Department Search -
Employes 1D Search Employee ID Clear Search

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.

Employee Search
Monthly

BiWeekly

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.

Employee ID
10012222 Search Employee ID

5. Click on the Search Employee ID button to execute the search.

BFS — Business and Financial Services 58| Page
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6. Search results will appear below the Employee Search criteria grid. When using just a first name v
to search, you will see results of employees who share that entry. v
mﬂms ONE TIME PAYMENT TOOL supeort ~ | | sionour |
Employee Search
E_"Ji'_“ Sasrch Mame Depar :.r-c-_-.i.:...-_h -
él) )‘?) Search Emplayee 1D Clear Search
Select Employee ID Employes Name Positian Employee Record Job Code Department Pay Frequency
D 10012222 Rhonda Naval 40001111 0 007376 - ADMIN OFCR 2 DO1040 - CNAS Dean's Office BIWEEKLY
50. Par-Poge B -
Begin One Time Payment Search Resulls 1 Employosis) found
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.
Begin One Time Payment
Apply Entries To All Selected
Prepare Requests
Select All DeSeluct All v
T H N T N T | v
10012222 RhondaNaval 400011110 oo 8 8 - o » O 8 - I v
Select All DaSelect All v
Submit One Time Payment Resat All v
v
CY
9. The section labeled “Prepare Requests” is where we will enter the appropriate attributes for this m
One Time Payment. Begin by clicking into the Earnings Begin field to select the appropriate Ez’
Earnings Begin date for this request. Refer to Earnings Dates Detailed section for more >
information. el
a. In this scenario, we will select 6/30/2020. A
S
=
m:
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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. Inthis 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. Inthis scenario, select “XSC — Star Spot Award Central”.

SAS - Stipend-Admin-Staff

SMN - Stipend-Summer-Academic

STP - Stipend-Admin-Academic

TID - Travel of Indefinite Duration

UNT - Uniform Allowance-Taxable

UNX - University Extensions

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.

O $ 500 “ @J +

15. Enter a comment to provide the Approver with appropriate details regarding the nature of this

payment. Then click “Save Comment”.

Add Request Comment

STAR Award approved hy Karen Jones in Botany & Plant Sciences for FY2020. Refer to
attachment for details regarding approval.

Cancel

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”.

BFS — Business and Financial Services
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17. Review all entries on the page one last time, just to verify no information was entered v
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 v
certify” check box and click Yes, Submit for Approval.
Confirmation
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.
Submit Successful
The requests have been submitted.
Request ID: 1000671
v
v
v
v
v
N/
m:
2
(g X
=:
me:

BFS — Business and Financial Services 6l|Page
A Division of Planning, Budget, and Administration



One Time Payment Tool

Training Manual and Guidance

Last Updated: October 7, 2020

Submitting a Request — One Employee — FAU Override
Walk-Through 2: Submit a One Time Payment request for one employee and override the FAU.

1. Tocreate 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.

Employee Search
Monthly
BiWeekly

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.

Begin One Time Payment

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. Inthis 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. Inthis scenario, select “UNT — Uniform Allowance-Taxable”.

SAS - Stipend-Admin-Staff )
SMN - Stipend-Summer-Academic
STP - Stipend-Admin-Academic
TID - Travel of Indefinite Duration
UNT - Uniform Allowance-Taxable
UNX - University Extensions
XSC - Star Spot Award Central
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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.

€ € KK

Projoct Code

$ 1000 00 %

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

S S “ S e --

/2020 | 7/2/2020 B UNT - Unifor_. v 7/11/2020 B Uniform Allowancs FY ¥ 1000 [ +] @

Projec Cod
100 %)

5001 $ 1000

500110 - Staff, Career

—— 500120 - Staff, Casual Restr (Student)

500130 - Staff, Limited

500140 - Staff, Contract

© 2019 RFGFNTS OF THF LINIVFRSITY OF!

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

500110 AQ1420 $ 1000 100

%

A01420 - KUCR

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”.

Add Reguest Comment

Uniform Allowance payment for fiscal year 2021. Charged to local funds per Dr. Liza Villegas.

™
J&lc « « « «

Caﬂcel

19. Upload any necessary files that will assist the Approver with approving this request. Once all
files have been attached, click “Close”.

YINHO4I1TIVD 40 ALISHIAIND
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20. Review all entries on the page one last time, just to verify no information was entered v
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 v
certify” check box and click Yes, Submit for Approval.
Confirmation
I certify t & term
PpE—
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.
Submit Successful
The requests have been submitted.
Request ID: 1000671
L o v
v
v
v
v
N/
m:
2
.
=:
me
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Submitting Requests — Employee with Multiple Jobs v
Walk-Through 3: Submit a One Time Payment request for an employee with multiple jobs and override v
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.
UBR ‘ ONE TIME PAYMENT TOOL [ sueeonr - |
Employoe Search
o
a
: [ |
Begn One Time Payment 2 v
7. Since a One Time Payment is needed for both jobs, click on the check box under the Select (¥
column for each row.
v
Select Employee ID Employee Name Pesition Employee Record v
10012222 Megan Marguez 40001224 0
v
10012222 Megan Marquez 40001234 1 - .
z - =
=:
m:
8. Click on the “Begin One Time Payment” button to continue. a:
—
me:
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v
Y
—
ONE TIME PAYMENT TOOL sian ouT
RIVERSIDE e
o | 1
Eaming Begn | Earang End Eaming Code FI'I‘MGEM.
]
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. Inthis 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. Inthis 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. Inthis scenario, select “UNT — Uniform Allowance-Taxable”. ¥
. . - v
SAS - Stipend-Admin-Staff
_ , v
SMN - Stipend-Summer-Academic
v
STP - Stipend-Admin-Academic
v
TID - Travel of Indafinite Duration —
UNT - Uniform All Taxabl m"v"'
- uUnirorm owance- laxable
UNX - University Extensions -
m:
XSC - Star Spot Award Central - w 5
N
—
=
me:
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13. Enter the appropriate payment amount in the Dollar Amount field. In this scenario, we will enter v
$1,000.
14. To use an FAU specific to this request, click on the “Override FAU” checkbox. Click into the v
Account field.
51000 R
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.
Add Reguest Comment
[Uniform Allowance pargfmen{ for FY 20:2 1. Please refer to attached email approval from Director of
Student Rec Center.
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.
Prepare Requests
e e e ) e N e e
1 10013223 degan Marquez 40001734 Dt B T B UNT- Unifor, w FIL030 B Uniform Alswancs FY . 1 B +
= = " O [ + | i v
Select All o Al v
- v
21. Begin by clicking into the Earnings Begin field on the second row to select the appropriate v
Earnings Begin date for this job. v
a. Inthisscenario, we will select 7/03/2020. e
22. Select the appropriate Earnings End Date for this payment. This date should be the last day of V

the earnings period in which the work for this payment was performed.
a. Inthis 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. Inthis scenario, select “RGN — Regular Pay-Non Base”.

HON - Honorarium

LSN - Lump Sum-No Retirerment

RFA - Regular-Flat Amount

RGC - REG Paid Leave-ADMIN

i

RGN - Regular Pay-Mon Basa I

RSF - By Agreement-Self Supp Program

RST - Systemwide Response Team

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”.

0 100 % T

500130 AD1266 64070 68 CKMBI $ 2000

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”.

Add Request Comment

Payment for cycling class instruction on 7/3. Refer to attached email for approval from Diana
Castro in Student Rec Center office.

Save Comment Cancel

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.
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v
33. Once ready to submit, click on the Submit One Time Payment button. v
Prepare Requests v
Select AN DeSelect All
o o | T e o e
..... - ‘ ri312020 B T B UNT-Unifee. = TIE0Z0 B Unifar Alowssica Y 1000 [ +] |5J|
Actkdty | Fund | Funcilon Liasi Conter Project Cadn Amoost | Amows %
gan Marg 1 . ]
Selact A DeSelect All il I sl
Reset All Canced & Return o Seach
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.
Confirmation
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.
v
v
v
Submit Successful v
The requests have been submitted. v
VY,
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Submitting Requests by Department v
Walk-Through 4: Submit One Time Payment requests for select employees within the same department v
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 DO1040 — CNAS Dean’s Office.
e ONE TIME PAYMENT TOOL | slanour |
HOME EMPLOYEE SEARCH
Employee Search
EmbloyeeName . Sawrch Name
DO1040 - CNAS Dean's Office
Employee 1D Search Employee ID
D01044 - Agricultural Operations
D01045 - Biochemistry
D01046 - Evolution, Ecology & Orgns Bio
D01047 - Botany and Plant Sciences
v
v
v
v
v
VY,
_:
me
2
N
—
=
me:
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Employee Search v
Wonthiy v
10003333 Freds Loper 20003327
50 n
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.
Select Employee ID Employee Name Position
10002223 Jason Mark 40001111
10003333 Freda Lopez 40002222 v
10002222 Emmanuel Jones AQQSTTTT v
v
10023444 June Carter 40009991
v
v
N/
m:
2
N
m:
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v
6. The Prepare Requests page will display all Monthly employees in the selected department. v
Frepare Requests v
Sedect AR DeSelect All Prev Next Showng rows 1 - 25 of 78
.';-.4.-\-11| Emphoyee 10 pe o 8 Job Code Enrning End | Earing Code Dyf!’elr.d[nlj - Owertide FALL | Daltar Amoant
10002221 Marco Polo apopzziz 7 T LTEAN " " e 7 a s )
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. Inthis 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.
Apply Entries To All Selected
T ) e T N e e ey
o] = v 83172020 @ v 5 D
8. Click into the Earning Begin field. Select July 28", 2020 on the calendar.
9. Click into the Earning End field. Select July 28, 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.
v
Apply Entries To All Selected v
v
e e e B e e ey
v
7/28/2020 @ 7/28/2020 @ XSC-Star ... w 8/312020 @ v 5500 D + v
S
= &,
—
0
.
—
3
z
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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.

m ONE TIME PAYMENT TOOL | sianour .
RIVERSIDE L :

HOME

Welcome,

/7 =

Begin Request Work in Progress Create New Event Edit Existing Event
(71)
Approve Requests Search Requests Help
(26)

€ € KK

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

m ONE TIME PAYMENT TOOL | sanour
RIVERSIDE =

HOME WORK 1N PROGRESS

Work in Progress

Employee Nams Search Name Depatment Search -
i Search Employes 10 Clear Search
ReguestiD Satus Emgloyes ID Employes Name Eamn Code Pay Period End Eamn Begin Eamn End Deparument Date Created
1000604 Work in Progress 10002212 FRA 02312020 OG0 2070 0573020 DOTI00 - Accountng B0

Work in Progriess FRA 0EA172020
g

1000607 Wark in Progress FRA DB 2030

1000808 Wark in Progress 10002223 FRA 0725020 DOD/2020

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.

w ONE TIME PAYMENT TOOL S1GN OUT

RIVERSIDE

Work in Progress

Search Name -
;‘m:; Search Employes 1D Clear Search
Request ID Status. Employee ID Employee Hame Earn Code Pay Period End Earn Begin Earmn End Department Date Created
o . 1]
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Edit Request - Request ID: 1000604 s
PSR —— v
e T e e e e e e
10039921 Mark Williams 40001122 o D0SS70-GEN 6/1/2020 @ 6232020 [ FRA-Fac.. v 8/31/2020 & M O 5500

ACCOUNTANT 5
Submit Request for Approval Close
Status Processed By Processed On Comments Comments
Work in Progress June Daly 06/29/2020 14:43
5. Inthis 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”.
Confirmation
listed and funds are avallable, and efc,
B | certify to the terms.
==
7. After submitting the request, the following message will be displayed to confirm that the W
submission was successful. The request will then route to the appropriate Approver. v
v
Submit Successful Y
The request have been submitted. Request ID: 1000604 _:EL
f
2
N
—
S
=
m:
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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. Goto the “Search Requests” page in the tool.

Q

Search Requests

2. Inorder 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

RNERSIDE ONE TIME PAYMENT TOOL | sanon |

sl STARCS REQUESTS

Search Requests

Seeen Request 10 = arn Segin Date = S n
L] Open & Penaing -

Search Name

Search Empicyee 1D

Requestio Status Empiayss I0 Empicyss Nams Eaen Coce Event D Pay Pariod End Exrm Bogim Earn End Deparntmart Dats Created

01EET sinding Approval

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.

Request - Request ID: 1001697 X

Department *)(Ill(ll - SBS/Cashiers [|]J Attachments
Es Period
S “m Overide FA polor Aot

10012222 Sslina Kyle 40001111 o 004631 - FINANCIAL Jnion Wage 08/25/2020 087252020 DLP - Discretionary 09/30/2020
SVCSUPY 2 mplementation: /251 /251 Lump Sum /20 O

Status Processed By Processed On Comments Cancel Payment Request

Pending Approval Marco Polo 08/26/2020 09:38

$1000
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v

4. Click on the Cancel Payment Request button. v

LM UWVETTIUE MAL [LAOIRD Armun
End v
nar
4 09/30/2020 O $1000
Cancel Payment Request
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. Entera comment and click “Cancel Payment Request”.
Cancel Payment Request
Are you sure you want to cancel this Payment Request.
This action will remove the Payment Request and it cannot be
reversed.
Request is no longer needed per Dean.
See attached email for full details.
P
o ]| ome

v

v

v

v

v

Y
rm
2
N
—
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6. A window will be displayed confirming the request has been cancelled. Click OK to close the
window.

Payment Request Cancelled

The Payment Request has been cancelled.

7. Transactors will still be able to see the activity/history on this request by using the Search
Request page.

Search Requests

Search Request ID £ain Begin Dale B "
© Name Sodrch Naee - P .
Enphee i Search Empkree 10 Depanmant Seven . Eame .
- ‘Clear Seach
Request D Status Empiloyee ID Employes Name Eamn Code Event ID Pay Panod End Earn Begin Earn End Departmant Date Creatsd

1001647 10012222 Sefina Kyle (i 534 030020 08252020 (ER62020 D101 - SESCasters CER62020

Request - Request ID: 1001697 X

Pay Period
Employee ID Position # Job Code Eaming Begin| Earning End Earning Code End Override FAU [Dollar Amount)

. 004631 - FINANCIAL Jnion Wage DLP - Discretionary

10012222  Selina Kyle 40001111 a I I
Y 0 SvC SURY 2 mplementation: 08/25/2020  08/25/2020 Lump Sum 09/30/2020 D §1000

Status Processed By Processed On Comments
Cancelled A . 08/26/2020 Request is no longer needed per Dean. See attached email

ntonieselis gg.50 for full details.
Pending Marco Polo 08/26/2020
Approval 09:39
Show/Hide Full History
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Approvers

€ € KK

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

ONE TIME PAYMENT TOOL

RIVERSIDE

HIME

Welcome, Shannon Jonas

@ Q @

Approve Requests Search Requests Help
(10)

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.

ONE TIME PAYMENT TOOL

RIVERSIDE

10ME APTROVE AEOUESTS

Approve Requests e o Pyt ) s et Mot Gt Py P
9 Days for BiWeekly Payroll 09/08/2020 13:45
23 Days for Monthly Payroll 09/22/2020 13:45

Gogmt T cpient PN Geeied  Daois P T T - I
e T r— so0nz o020 r RSCHADM 3 TN N 00252020 oe Gomes w B
4. After clicking the Request ID, a screen with all request information will be displayed.

™
J&lc € « € «
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Review and Approve - Request ID: 1000845 (V]
Deparment 001055 Bomedical Scincs v
Pay Period
e ey [ e g g e e
007300- ASN - Additional
10001122 Katherine 40002213 0 APPLICATIONS 08/01/2020 08/12/2020 Comp- Summer- No 09/30/2020 D $200
Archer PROGR 3 403
Status Processed By Processed On Comments Comments
Pending Approval Jane Dixon 08/17/2020 14:08
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
[y Amachments
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: | approve this request.
| approve this request for Katherine Archer/ASN
payment.
7. Once ready to approve, click on the Approve Request button.
Review and Approve - Request ID: 1000845
riment +)(Il(l5'.} Biomedical Sciences
Pay Period v
S
007300 - ASN - Additional
10001122 Katherine 40002213 0  APPLICATIONS 08/01/2020 08/12/2020 Comp- Summer- No 09/30/2020 D $200
Archer PROGR 3 403 v
o = | Y
| thi st for Katherine Archer/ASN _‘;
Status Processed By Processed On Comments p:;;r::s 1s request for Rathering fucher <£
Pending Approval Jane Dixon 08/17/2020 14:08 :
=0;
72 X
—
| w—
=
m:
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8. A message will be displayed to ask the Approver to confirm this action. Click on the “l 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.

Confirm Approval

| approve this payment request and certify: 1) this request for
payment is reasonable, cost effective, and exhibits the best
use of university funds in support of the campus mission; 2)
the request is allowable against the fund source listed and
funds are available for this request; and 3) the payee(s) on

this request is not a near relative (e.g. spouse, domestic

partner, child, parent, etc.) and/or | do not report directly or

indirectly to the payee (exception: when the required higher-

level Organizational/Executive approval is attached as
support).

| certify and approve this Request.

Request Approved

The request have been approved.

BFS — Business and Financial Services
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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. Toreview 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.

ONE TIME PAYMENT TOOL

RIVERSIDE

i APITOVE R CUESTS

Approve Requests

 Days for BiWeekly Payroll 09/08/2020 13:45
23 Days for Manthly Payroll 08/22/2020 13:43

Ragquest Empileyss Positian Job Pay Eam Eam FAU
9 PR¥ Employes Name Department  Dept Desc Job Cods Dess ¥ Transacter  Amount ~  Attachments
o o [ Coge Erequency Code Eng avernde

624 PAYROLLANL 3 MONTHLY LSN CT42020  Joe Gumer sa00

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

Review and Approve - Request ID: 1001707

Department F)(IZ(IB SOM Finance & Administration @] Attachments
Pay Period
Employee ID Position # Eaming Begin| Earning End Earning Code Override FAU |Dollar Amol

SOM Health 5AS - Stipznd-Admin-
10002233 Louise Keeley 40001223 0O ooezoa—RSCHAomaEvemtzzazo 08/26/2020 08262020 _ PENE-ACIIN 69/20/2020 $1000

I T T T R [

Approve FAU Deny FAU 500110 AD2195 15900 MSADD $1000
 Approve Request e — Close

Comments

Status Processed By Processed On Comments

Pending Approval Jane Dixon 08/28/2020 13:20

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. Inthis 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.

Attachments X

File Name Created By Date Created

S0M Health Event Calculations xisx JDixon 06/28/2020 01:19

Approvals from SOM Direclor - 8282020.msg 08/28/2020 01:19

IDixon

Close

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.

SOM Health SAS - Stipend-Admin-
10002233 LouiseKeeley 40001223 0 DOGZ06-RSCH ADM 3 _ t2:ﬁ20 08/26/2020  08I26/2020 _ PENe-AEMIN he130/2020 $1000
ven a

oo | scomy | una | _runcon | GostCantr | Prosctcode | mount |
40

Approve FAU Deny FAU 500110 AD2195 19900 MSADD $1000
_ Retum to Transactor Close

b. Click onthe Approve FAU button to acknowledge FAU is appropriate.

[ Account | Actvity | Fund | Function | CostCenter | ProjectCode | Amount |
40

Approve FAU Deny FAU 500110 AD2195 19900 MSADD $1000

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.

Request approved; FAU override approved as well.

BFS — Business and Financial Services 82|Page
A Division of Planning, Budget, and Administration

€ € KK

™
H\(?I(((((

WINHOAITVD 40 ALISHIAIND



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

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

Review and Approve - Request ID: 1001707

Department *)(IZ{IIS SOM Finance & Administration @] Aftachments
Pay Period
mployee jon o e aming Begin| Earning arning Code rride r Amoun]
Employee ID Position # Job Cod: E: Be; E End E End Override FAU |Dollar A

10028673 AnaMAldana 40019117 0  00B206 - RSCH ADM 320Mt"'2$;h 08/26/2020  08/26/2020 2?‘2 Stipend-Admin- o0 ~02020 $1000
ven a

m

Approve FAU Deny FAU 500110 AD2195 19900 MSADD $1000
_ Return to Transactor Close

Request approved; FAU override approved as well.

Status Processed By Processed On Comments

Pending Approval Jane Dixon 08/28/2020 13:20

10. A message will be displayed to ask the Approver to confirm this action. Click on the “l approve
this Request” check box.
11. Click on the “Yes, approve” button to continue.

Confirm Approval

| approve this payment request and certify: 1) this request for
payment is reasonable, cost effective, and exhibits the best
use of university funds in support of the campus mission; 2)
the request is allowable against the fund source listed and
funds are available for this request; and 3) the payee(s) on

this request is not a near relative (e.g. spouse, domestic

partner, child, parent, etc.) and/or | do not report directly or

indirectly to the payee (exception: when the required higher-

level Organizational/Executive approval is attached as
support).

| certify and approve this Request.

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 v
Walkthrough 3: Approver returns the request back to the Transactor after reviewing; determines the v
request is missing supporting documentation.
1. Toreview 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.
ONE TIME PAYMENT TOOL
RIVERSIDE
Appf(}\re Requests Mo of Clrpn Lot 85 St Bincraasts for Carret By Sunsd
 Days for Biweekly Payroll 08/08/2020 13:45
23 Daya for Manthly Payrall 09/22/2020 13:45
:jequssr IEE:“PIWH Employes Hama :05“‘0"' Dagartrant Dapt Dase ‘::J':E Job Cods Dete :;‘:‘qu!!\t‘,\‘ Z;:‘e ::: Transactar Amoint ;’::”m - Attachmants
1000708 10002312 Albert Goldman ALIST3 MONTHLY SAS BRS2000  Joa Gomer S500
1001105 2013 DOG205 1000 es L]
1000758 100 52 -
1001705 10001 805 Jimmy Benson 40025901 o013 , HR NERALIST HI Al $501 Yes @
1000847 10023333 Marian Radman A0001125 I’ [ SN 1 2
4. After clicking the Request ID, a screen with all request information will be displayed.
Review and Approve - Request ID: 1001706
Department MB SOM Finance & Administration
poer] = == == | = ] = |F7° mmes)
mployee ID Position # Eaming Begin| Earning End Earning Code Override FAU |Dollar Amol
10001806 Jimmy Benson 40029901  © gﬁf’;i;% iﬂ‘ﬂ';ﬂ? 08/25/2020  08/25/2020 2’;‘2 Stipend-Admin- oo 13012020 $500 v
mm v
500110 AD2195 19900 MSADD $500
e aa)| v
Status Processed By Processed On Comments Comments C;
Pending Approval Joe Gomez 08/28/2020 12:04 C’ 4
5. Approvers should carefully review all values entered on the request by the Transactor to ensure rﬁi
requests are accurate and in compliance with UC policies and procedures. That includes the -:
o
employee information (i.e. name, ID, position), earnings period, earnings code, dollar amounts, ~ €&/-
—
attachments, FAU override (if applicable) and transactor comments. )
me
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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. m

a. Inthis 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.

€ € KK

Attachments

File Name Created By Date Created

No attachments available

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

Review and Approve - Request ID: 1001706

Department. PWB - SOM Finance & Administration
o . o q . Pay Period .
Employee ID Position # Job Code [Earning Begin| Earning End Eamning Code lEnd Override FAU |Dollar Amount]

007595 - KR SOM Health SAS - Stipend-Admin-
10011806  CarieSmith 40000881 0O =2 08/25/2020  08/25/2020 pend-AdMIT ge/z012020
GENERALIST2 Event 2020 Staff

40

Approve FAU Deny FAU 500110 AD2195 19900 MSADD $500
 Approve Request e — close

Joe, request is missing supporting documentation.
Please upload approval email from Dr. Alesh, especially
for this FAU.

$500

Status Processed By Processed On Comments

Pending Approval Joe Gomez 08/28/2020 12:04
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9. A message will be displayed to ask the Approver to confirm this action. Click on the “Yes, Return v
to Transactor” button to continue.

v
Confirm Return to Transactor
Are you sure you want to return this Payment Request to the
Transactor?
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.
Return Successful
Request ID 1001706 has been Returned to Transactor.

v
v
v
v
v
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Denying an FAU Override on a Request v
Walkthrough 4: Approver determines that the FAU being used on a request cannot be approved. v
1. Toreview 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.
m ONE TIME PAYMENT TOOL
RIVERSIDE
HOME. APFRONT REQUESTS
Approve Requests
9 Days for BiWeekly Payroll 09082020 13:45
23 Days for Manthly Payroll 09/22/2020 12:45
;!m‘e“ IED":;IOVH Employes Name SOSI‘JDF Department Dept Desc :::i Job Code Desc :r:vﬂUInt.\l i::; :::’ Transacier Amount :A\‘:”lﬂ! - Attachments
1001706 10002712 Alfiert Galdman omin:  ofemy 0 O TR porses il A 1,'5
1001100 1 & Wing: o HSCHADM NTHLY a; e 5 1}
AD0OTEL 000 Agadar 5 I 0 ¥ LEN 0 200
1000507 0111 Sl 0081744 1 Ak St " .: MONTHLY  ASN 130 ()
1004708 g AOO043 kL 3] CLMF i o £ = i
4. After clicking the Request ID, a screen with all request information will be displayed.
Review and Approve - Request ID: 1001708
Department  D02018. SOM Pediatcs
e e T e ey g
10003333 Jane Castro 40000331 0 gDRi[;E_.JOFSST CLIN 08/24/2020 08/24/2020 HON - Honerarium 09/30/2020 $2000
[ hccom | hctway | runa | runcion | Cost Center | Prject Code | — Amoun_|
Approve FAU Deny FAU 300110 AD2195 80144 44 $2000 v
s v
Status Processed By Processed On Comments Comments
Pending Approval Joe Gomez 08/31/2020 16:25 v
5. Approvers should carefully review all values entered on the request by the Transactor to ensure 'i v
/.

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. Inthis 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.

Attachments x

File Mame Created By Date Created

SOM Healih Event Calculations visy JGomer DBA12020 0425

g

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.

I T B AT e e T

Approve FAU Deny FAU 300110 AD2195 80144 $2000

8. Inthis 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.

FAL not appropriate for this request. Please submit again
using an unrestricted fund source.

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

9. Click on the Deny FAU button.

IR T T T ey T

Approve FAU Deny FAU 300110 AD2195 80144 $2000
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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.

Confirm FAU Deny

Are you sure you want to deny this FAU? This action will return
the request to the Transctor.

€ € KK

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.

FAU Denied

The FAU has been denied. Payment Request has been set to
status "Returned to Transactor”

BFS — Business and Financial Services
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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. Toreview 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.

ONE TIME PAYMENT TOOL

RIVERSIDE

oML APFRIONT REGUISTS

Approve Requests Marcine i Gy Lt b S ot o Ciavwet

1 Days for BiWeakly Payroll D0/22/2020 13:45
Peniting Apgirovil (7] AL Acthvity Agiecral (3] Penang Secand Appraoval ()

1 Days for Manthly Payroll 09/22/2020 13:45
Request Employes Empioyee Pasitian Job Job Code

ay am
mpartment wpt Desc nsact i
[ L] Hame L Code Desc Frequency Code End Ovemide

1000754

1002100 10002332 Marigald Cravdey

e [

€ € KK

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.

Review and Approve - Request ID: 1002116

|D01132 Infrastructure and Systems Ops @ Attachments
Empl Pay Period .
Employee |D Job Code Earning Begin Earning End Eaming Code End Override FAU (Dollar Amount

000499 - INFO 5¥5 RGN - Regulsr Bay-Non .
10112222 Pepper 40001234 4 00/22/2020  09/22/2020 2 o 00/20/2020 [ £1000

Rodriguez ANL 4
m Cost Contor _Projoct Codo | _Amount |

| | 500110 A02003 19900 MSADD $500
The Activity entered on this FAU Is under a different SLILY AT T $500
Accountabllity Structure

- I Return to Transactor Close

School of Medicine FAU spproved for this payment.|

S Processed  Processed P
By On

lohn Marshall has certified that the Additional Pay Request(s) has
been prepared in accordance with the UCR Pelicies and Procedures
and any applicable terms and conditions of the funding source(s)
listed, the request is allowable against the fund source(s) listed and

Pending John 09/22/2020
Approval Marshall 1202

funds are available, and etc.

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.

To review attachments, click on the “Attachments” button.
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 onthe Approve FAU button to acknowledge FAU is appropriate.

Approve FAL Deny FAL so0110 ADZ0O3 19000 MSADD 5500

m Cost Canter _Projsct Code | _Amount _|

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.

‘001132 Infrastructure and Systems Ops

S

40001234

10112222 Pepper

Rodriguez ANLA

Approve FAU Deny FAU

Accountablilty Structure

Review and Approve - Request ID: 1002116

mpl . . . . Pay Period .
Job Code Event Earning Begin Earning End Earning Code End Owerride FAU [Dollar Amount

000490 - INFO 5YS

The Actlivity entered on this FAU Is under a different

x € €K

@J Attachments

RGN - Regular Pay-MNon
6/22/2020
Bass

Cost Gantar _Projact Coda

500110 ADNZ003 19900 MSADD

b o - --

09/22/2020 09/30/2020 £1000

== =
10. A message will be displayed to ask the Approver to confirm this action. Click on the “l approve
this Request” check box.
11. Click on the “Yes, approve” button to continue.
Confirm Approval
| approve this payment request and certify: 1) this request for
payment is reasonable, cost effective, and exhibits the best
use of university funds in support of the campus mission; 2)
the request is allowable against the fund source listed and
funds are available for this request; and 3} the payee(s) on
this request is not a near relative (e.g. spouse, domestic
partner, child, parent, ete.) and/or | do not report directly or
indirectly to the payee {exception: when the required higher-
level Organizational/Executive approval is attached as
support).
B | certify and approve this Reguest.
12. In this scenario, the request still needs approval from another FAU Approver for department v
D01132 — Infrastructure and Systems Ops. The following message will be displayed:
v
) Y%
Partial Approval -
All parties are required to approve the whole request. Once all é
FAUs are approved the Request will be processed. z“".:;
e
N
s =
2
z
H
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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. Toreview 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.

RIVERSIDE | ONE TIME PAYMENT TOOL

Approve Requests

15 Days for Biteckly Payrall 10/06/2020 13:45
30 Days for Manthly Payrall 10/21/2020 13:45

[ ] o

Roquast Emplayee Empicyen Position dob Job Code Pay Eam Eamn A Fau
e panment apt Desc 2 = J
{1 1 Hame # g Code Desc Frequency Code End Tverride

1000754 10002244 - Crystal Waners A1

00F100 000HZT Yot Janes AD001110 D055 r i 003276 GSR-PARTIAL FEEREM  MONTHLY  ASN DRI PeterGatrial 5200 Na ';l
[Foazis | \C112222  Pepcer Ridiiguer 40001234 01132 1
P ’ 5]

€ € KK

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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Review and Approve - Request ID: 1002116 (V]
S — v
-ﬂ----_-
Employee ID Pogzition Job Code Event Eaming Begin| Eaming End Earning Code Owverride FAU Dollar Amound
10112222 Pepper 40001234 0 000499 - INFOSYS oo22/2020  ogazzoze LonTeEMlErPayNen o o030 [ 1000
Rodriguez AMLA o
Approve FAL I:Nzny FAU 500110 AO1374 $500
The Activity entered on this FAU Is under a diiferent SOOI GEARE Q00 o0 RSADD SETD
Accountabllity Structure
et =
Processed Processed bomments
Status Comments
By On
FAU Donna 0%22/2020
Approved Meagle 14:48 FAU Approved: E00110-A02093-19900-40
John Marshall has certified that the Additional Pay Request{s) has
Pending o 09/22/2020 been prepare_:l in accordance with t.h_e UCR Peolicies .and Procedures
Anproval Marshall 12-02 and any applicable terms and conditions of the funding source(s)
! listed, the request is allowable against the fund source(s) listed and
funds are available, and etc.
Show/Hide Full History
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. Y
7. Inthis 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 v
because their approval will be the final step in getting this request processed. Y
Stat Processed Processed c A
atus By On omments v
Fau Donna O922IZ020 o m ed: 500110-A02093-19900-40 v
Fovea: - -
Approved  Mesgle  1aag i oA
CY

John Marshall has certified that the Additional Pay Request{s) has

been prepared in accordance with the UCR Policies and Procedures
Pending  John 09/22/2020 et

and any applicable terms and conditions of the funding source(s
Approval Marshall  12.02 ¥ app g (=)

listed, the request is allowable against the fund source(s) listed and
funds are available, and etc.

Show/Hide Full History
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8. The Approver must now review the FAU Override values entered on this request to ensure this v
funding source is authorized for this OTP request. v
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 onthe Approve FAU button to acknowledge FAU is appropriate.
=0 B S hconure | ety | Fund | Funcion  CostCemer | ProjcrCods Amouns
Approve FAU Deny FAU 500110 ADL3T4 20000 63 $500

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 “l 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:

Request Approved

The request have been approved. Y
L o | y
v
v
v
V.

-

2

(g X

(=

m:

BFS — Business and Financial Services 95| Page
A Division of Planning, Budget, and Administration



One Time Payment Tool

Training Manual and Guidance Last Updated: October 7, 2020 v
Organizational/Second Approver v
Walkthrough 6: Request routes to Organizational/Second Approver due to dollar amount threshold v
assigned to earn code.
1. Toreview and approve a One Time Payment request, the Second Approver must sign into the
tool and access the Approve Requests page.
avrnsne | ONE TIME PAYMENT TOOL
HOME Rolo: Approver 2
Welcome, lonathan Jones
Approve Requests Search Requests Help
(1)
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.
Eﬂ ONE TIME PAYMENT TOOL
RIVERSIDE
st APPRONT REGUTSTS Rolez Appraver 2
Approve Requests b Do Lt it ecpmit o Gt P Pt |
13 Days for BiWeekly Payroll 10/06/2020 13:45
28 Days for Menthly Payrell 10/21/2020 13:45
Pending Approval (0} FAL Actity Approval () Ponding Second Approval (1) [
g G e S e ST S S P e e e e
1000HERS Darcy Silva $0001132 pozoLE |1.. oo20ar MONTHLY ACH OWE42020  Frank s $10000
;.r- e . n
3. Click on the hyperlinked Request ID that is being reviewed and approved. In this scenario, we
will click Request ID 1002126. v
4. After clicking the Request ID, a screen with all request information will be displayed. N
Review and Approve - Request ID: 1002126 ¥
Department |Dl)2019 - S0M Medicine v
T ————
v
10008388 Darcy Silva 40001132 0 il;i;)g:c;fssoc CLIN 09/24/2020  09/24/2020 ;\E;;»I-;\qzdni:ii:nal 10/31/2020 D $10000 c 4
2
N
_:
S
=
m:
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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.

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.

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

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

Click on the “Yes, Approve” button to continue.

Confirm Approval

I understand this transaction is exceptional and requires
confirmation from an Organizational Approver. Based on the
information provided, | agree the transaction is policy
compliant and approve.

| certify and approve this Request.

Yes, Approve! Gancel

10. A message will be displayed confirming the request has been approved.

Request Approved

The request have been approved.
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Appendix A— OTP Tool Deadlines

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

e 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:

e https://accounting.ucr.edu/payroll-coordination > Payroll Calendars > One Time Payment >
Monthly OTP Tool Schedule > 2020
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Appendix B — Request Statuses W
For each request, a status will be assigned to assist the user in determining where the request is in the V]
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 When an Approver approves a request that exceeds the dollar amount
Approval 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 (1-618) 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 v
Request Statuses are denoted in the chevron patterns below. Each item walks through a different
scenario to show where the statuses can vary. WV
Standard Flow v
Work in Pending v
Approved Processed
Progress Approval V]
eRequest elnitiator saved  elnitiator submits eApprover eData submitted _V
initiated in tool. request request for approves the to UCPath via I- z
approval. request. 618 interface —
based on pay <§
schedule. M
2
N
—
me:
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Standard Flow — Second Approval Required

Work in Pending Pending 2nd

Processed

Progress Approval Approval Approved
*Request initiated eInitiatorsaved  elInitiator submits *Requestroutes ¢2nd Approver
in tool. request. request for to 2nd Approver approves the
approval. since request request.
eApprover exceeds the
approves the dollar amount
request. threshold by
earn code.

Request Cancelled

Work-in-Progress

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

eRequest initiated in tool. *When a request is saved by
an initiator but not

submitted for approval.

Returned to Transactor by Approver

Cancelled

*When a request is cancelled
by an Initiator.

Work-In- Pending Return to Pending Aporoved Processed
Progress Approval Initiator Approval PP

eRequest e|nitiator e|nitiator eApprover  elnitiator
initiatedin  saved submits returns makes edits
tool. request. request for  requestto and submits

approval.

Initiator with request for
edits noted in approval.
comments.

Returned to Transactor by Org/2" Approver

Work-In- Pending Pending 2nd Returned to Pending Pending 2nd
" Approved Processed
Progress Approval Approval Initiator Approval Approval

eApprover

eData

approves the submitted to

request.

UCPath via I-
618 interface
based on pay
schedule.

* Request « Initiator saved ¢ Initiator submits e 2nd Approver e 2nd Approver e Initiator makes ¢ Request routes » 2nd Approver e Data submitted
initiated in tool. request. request for receives the returns request edits and to 2nd approver approves the  to UCPath via I-
approval request. to initiator with resubmits for ~ due todollar ~ request. 618 interface
* Approver edits noted in  approval. amount. based on pay
approves the comments. o Initiator submits schedule.
request. request for
approval.
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Approver Returns Request - Cancelled v
Work in Pending Returned to v
" Cancelled
Progress Approval Initiator
eRequest initiatedin elnitiator saved e|nitiator Submits eWhen an approver eWhen a request is
tool. request. request for returns a request cancelled by an
approval. during the approval Initiator.
process.
V.
Y%
_g
0
2
—
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Appendix C — Earnings Codes

The following earn codes are available for selection (when appropriate) in the OTP Tool.

ACA
ACR
ACS
ADC
AFR
ASN
FRA
HON
HSZ
HZA
HZC
RFA
RGN
RSF
SAS
UNT
UNX
XsC

Additional Comp- Admin
Additional Comp- Research
Additional Comp-Summer- 403
Additional Comp-General
Additional Comp-FY Research
Additional Comp-Summer-No 403
Faculty Recruitment Allowance
Honorarium

HLTH Sciences-Z (General)

HLTH Sciences-Z (Admin)

HLTH Sciences-Z (Clinical)
Regular-Flat Amount

Regular Pay-Non Base

By Agreement-Self Supp Program
Stipend Admin Staff

Uniform Allowance- Taxable
University Extensions

Star Spot Award Central

SALARIED
SALARIED
SALARIED
All

All

All
SALARIED
ALL
SALARIED
SALARIED
SALARIED
ALL

ALL

ALL

ALL

ALL

ALL

ALL
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