UCPath Recurring Additional Pay (E-330)

This job aid explains how to submit and view recurring additional pay requests such as a monthly
stipend or temporary additional pay, in the UCPath system.

¢ Note: Any request for recurring additional pay in which the effective date does not start
at the beginning of the payroll period or the end date is not at the end of the payroll
period will result in a prorated amount. See Proration and Retroactive Pay section for
specific information.
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To submit a Recurring Additional Pay Request: Workforce Administration > Payroll Tasks >
Payroll Transactions > Self Service Transaction Links. Approvers can view submitted requests
via the Approve link.

To view a previously submitted Recurring Additional Pay Request: Workforce Administration > HR
Tasks > PayPath/Additional Pay > Self Service Additional Pay

Submit a Recurring Additional Pay Request

Payroll Tasks

[ Configuration e Self Service Transaction Links
1. Access the Additional Pay Page: From the A [ ————
- Request for One ch as Star Award, Incentive Pay, Z Payment, etc.
. . . . I Deductions v
navigation path, click the Create link for Upst o OnTim oy i 151
’ ’—l Paycheck G Mass Transact tion -Time Payments such as Star Award, Incentive Pay, Z Payment, etc.

Additional Pay (E-330). PR ——

1 Payroll Transactions ~ Request for Final Pay, Overpayments, or an Off-Cycle check.

. o Create / Upload | Approve Mana
Self Service Transaction Links reats [ Upload / App
Request for Adjustments to Accrual

cruals (E-
lits, or Prior Period and/or Mass Transactior
Adjustments to Ac Credits, o erio
I Reporting/Dashbogrds v
Create / Approve Additional Pay (E-330)
Request for Recurring \g Additional Pay such as Stipends, Teaching Certification Pay, Uniform Allowance, etc

Additional Pay

Employee Selection Criteria

2. Locate the Employee: Enter the employee’s ID ey [T a0
in the Empl ID field (recommended for fastest search). Empl Red Q
Select Get Employees. Last Name Q

First Name Q

Business Unit Q

0

Department
Job Code Q

Get Employees Return
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UCPath Recurring Additional Pay (E-330)

3. Select the Employee’s Name to display the page on which you enter pay request details.

4. Enter Recurring Pay Details (* indicates a required field):

*Earnings Code: Identifies the type of additional pay (e.g., bonus, stipend).
o *Effective Date: The date the Additional Pay begins.

e End Date: The date the Additional Pay ends — (This is Optional)

e Pay Period Amt: Amount paid each pay period.

e Goal Amount: Total amount to be paid over time.

LYD.Dsamond LVDZemodia  EMP e 1DI0CNS Expl Fmcon 1
New Additional Pay Find | View A3 First & 1of1 & Last Currant Additicasl Pay Find | View A2 First ‘& 1001 & Last
*Earmings Code =} .= Eamings Cioda A% Shend-Aarme- S
EMective Date Find | View 22 Firit 4 1001 b Ladt Efective Date Fieed | Viirw A3 Fel 4 1001 (b Lot
“Effective Date NANNZS =" *] (=] EMectve Date 1201/2020
v P t I Fiead | View AR Fiest 4 Tel1 ) Last
= Paymast Dotails Find | ViewAd  Frst 4 1001 (b Last Sy D :
+] =] Ahddl Sag ¥
Aadl S & End Date 0531021 Reanon Yol Spenfes
End Date ) Redion ol Epeciied = Pay Pariod Amt $675 82
Py Period Amt {ktal Amcunt 053 T2 Geoal BAlants 3009 an
Lrnal Amognt Goal Balancs N 80 Py
B Prorate Adaitional Pay Applies To Pay Pericds
To Pay P
Appliss To Pay Perlods First Second Third
[ [ Second Third 1

5. Provide Additional Details:
e Click the drop-down menu to the right of the Reason field.
e Select the Prorate Additional Pay check box
e Review Applies to Pay Periods.

e Note: The Prorate Additional Pay check box defaults to selected. If you clear it, the
system pays the entire additional pay amount in the pay period.

6. Review Job Information and Attach Documentation:

¢ Review Job Information.
e Attach supporting documents if needed.

7. Add Comments and Submit:
¢ In the Initiator Comments field, enter any notes to document this transaction. This
information is reviewed by the approver.
e Click the Submit Button to initiate the approval routing process.
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Job Infoamation

Employes Type

Compensation Rate
Detault Job Data

Sadred

Podaan: 40BN T4
Business Lt SR
Deparament ALEC
Job Code DO5e54
FTE 1.000805

Employes Stalus  Actve

Upload | View Supporting
Documnenty
{7 I

EN3552 505813

Slafetaid Hours

EVENTE MGAR 2

U Santa Barbara Campus
ARTS AND LECTURES OFFICE
EVENTE MGR 2

Expecied Jobs [nd Date

InBalor Commenl

Fatyen

Frequency Type Manmly

Job Informastion

Employes Type
Compansation Hate
Dedault Job Data

Pontion
Business Unit
Depariment
Juob Code
FIE

Emgdoye Status

] $aandard Mours

513 652 595833 Fiwquancy

AOENTAIS EVENTS MGR 2

SHCMF kants Barbars Camput
ALEC LECTURES OFFICE
O EVENTS MGR 2

1000303

Aciva Expectid End Date

&0 00

MGy

e Note: To override an existing Additional Pay request, add a new Additional Pay
transaction and ensure the Earnings Code and Effective Date match the original
record.

Example

An employee is receiving a monthly $500 stipend entered as Additional Pay with:

e Earnings Code: STP

o Effective Date: January 1
e End Date: blank (ongoing)

I':lew Additional Pay

Find | View All First (4) 10f1 (k) Last
Eamings Code STP SIipend«StaﬁI
i Find | View All First (4 10f1 () Last
Effective Date 01/01/2026
Payment Details Find | View All First (4) 10f1 (b Last
Addl Seq #: il
End Date I Reason Mot Specified v
Pay Period Amt $500.00

Later, suppose you need the stipend to stop as of August 31. To override the existing record, you
Create a new Additional Pay transaction using:

e The same Earnings Code (STP)
e The same Effective Date (January 1)
e An End Date of August 31

New Additional Pay

Find | View All First (4) 10f1 (» Last

I *Eamnings Code STP Q, Stipeng-Staff I [#[=]
Effective Date Find | View All First (4) 10f1 (b Last
*Effective Date |01/0112026 5 | ==
Payment Details Find | View All First (4) 10f1 (b Last
3=

Addl Seq #: 1
End Date 08/31/2026 |[5) I Reason Mot Specified vl
Pay Period Amt 500

Because the key fields match, the system recognizes this as an update to the original entry and

ends the stipend starting in September.
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UCPath Recurring Additional Pay (E-330)

Proration

A Retroactive Transaction is a pay change made after the original pay period has been processed.
When you enter Additional Pay transactions in the system, the system automatically prorates
payments based on the Effective Date and End Date. This ensures employees are paid
accurately for partial pay periods, such as when they start or end mid-pay period.

System
System Prorates Calculates Retro Retro Pay Retro Pay
Enter Additional Payment based Pay For Any Reviewed By Finalized
Pay Transaction On Effective And Retroactive Retro Team
In PeopleSoft End Date Transaction

9 + QY9 &
= ey (%) 58 =

a

v

¢ Note: Do not make manual adjustments or create one-time Additional Pay
transactions for partial month periods. The system automatically manages all
proration and retro pay calculations.

Retroactive Pay

The system calculates the correct retro pay and displays it in specific reports:

¢ Retro Calculation Results Report: Shows finalized retro amounts for internal review.

e Payroll Report: Shows retro pay before payroll is finalized.

¢ Employee Paycheck: Shows the final retro pay after payment is issued. See example
below in the Other Earnings section.

Scenario

Assume today is July 10 of the current year. You've been requested to issue a $500 stipend to a
monthly paid employee, beginning on the Effective Dates and Ending Dates shown below.

Effective End E-014 Process Retroactive On Cycle Process Amount Paid for
July Paycheck

On Cycle pays full
amount for July $500

Date Date Calculation

Not applicable,

July 1 July 31 full month paid

Not applicable

System
July 15 | July 31 | prorates half Not applicable
month stipend

On Cycle pays prorated
amount for July $250

$1000

On Cycle pays July Retro - $500 June
On Cycle - $500 July

Retro pays full

June 1 | July 31 | Not applicable | | = "o
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UCPath Recurring Additional Pay (E-330)

Retro pays $750
June 15 | July 31 | Not applicable | partial June On Cycle pays July Retro - $250 June

amount On Cycle - $500 July

$750

Retro - $500 June
On Cycle - $250 July

System
June 1 | July 15 | calculates half
month for July

Retro pays full On Cycle pays prorated
June amount amount for July

¢ Note: A best practice is to enter additional pay with a start date or end date that aligns
with the beginning or end of the pay period. This helps avoid unintended proration or
retroactive adjustments.

View Recurring Additional Pay

Use this task to review details of an employee’s existing recurring additional pay requests —
including payment amounts, effective dates, and approval status.

HR Tasks

[ Search Person . .
Self Service Additional Pay

1. Search for an Existing Request:

] Person Organizational Summary Find an Existing Value

Search Criteria
1 PayPath/Additional Pay ~ Enter any information you have and click Search. Leave fields biank for a list of all values

e Use Find an Existing Value
section to search by Transaction
ID or Emp| ID Self Service Additional Pay |Tra"sa;::|:g

@Rece nt Searches [ Choose from recent searches v|Z/

Create Additional Pay

[egins with v Q
. PayPath Actions mpI Recora) = v
e Click the Search Button. cton (s ] a
PayPath Actions ACAD Approval Status [ = v | v]
A Show fewer options
PayPath Actions STAFF a Search Clear

2. Review the Self Service Additional Pay Page:
1. Header (top): information at the top of the page.

2. New Additional Pay section (left): Used by initiators to create new recurring additional
pay transactions and shows the latest entry.

3. Current Additional Pay section (right): Displays the same latest entry; if no payments
exist, both sections show no data.

HR Tasks
. New Window | Help
f”] Search Person Self Service Additional Pay
7] Person Organizational Summary
o Transaction ID AP00485850
- X o EMP 1D: - Empl Record:
1 PayPath/Additional Pay A LVDDesmond LVD-Zamud 10004 mpl Recol 1 -
New Additional Pay Find | View All First (4 1of1 (b Last Current Additional Pay Find | View All First (4 10f1 (b Last
Eamings Cod + Admin-
Create Additional Pay amings Code  SAS Stipend-Admin-Staff Eamings Code . StpendAdmin-Staf
Effective Date Find | ViewAl  First () 10f1 () Last Effective Date EIEA | T ) D (N
Effective Date 12/01/2020
] B Effective Date 12/0172020
Self Service Additional Pay -
Payment Details Find | View All First 4/ 10of1 (r) Last Payment Details Find | View All First (4) 10f1 (») Last
Add! Seq #: 1
PayPath Actions End Date 05/31/2021 Reason Not Specified ~ Addl Seq # 1
End Date 05/3112021 Reason Not Specified
Pay Period Amt  |$675.62
PayPath Actions ACAD 5T Pay Period Amt $675.62
Goal Amount Goal Balance
o o Goal Amount 205372 Goal Balance 5935 a5
PayPath Actions STAFF ‘rorate Additional Pay OK to Pay
Applies To Pay Periods : :
Applies To Pay Periods
First Second Third
A Job Data Related h First second Third
: 1
A Personal Data Related v Job Information
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3. Focus on the Current Additional Pay Section:

e Earnings Code: If the employee has multiple earnings codes, use the navigation buttons
in this section to scroll through them.

e The Effective Date: Displays the effective date for the currently selected earnings code. If
the additional pay has changed over time, multiple rows will appear in this section.

4. Review Payment Details:
e End Date if applied
e Reason for the payments
e Pay Period Amt (Amount)
e Goal Amount and Goal Balance may display for some transactions
e The OK to Pay check box is selected, by default when created by the Initiator.

5. Review Pay Period and Job Information:

e The Applies to Pay Periods section indicates in which pay periods the additional pay
should be processed.

e The Job Information section displays data from the employee's Job Data record,
including Compensation Rate.

LVD Desmond LVD Zamudi VP D 1000L Empl Record: 1
New Additional Pay Find | View All First (4) 10f1 (b Lasl Current Additional Pay Find | View All First (4) 10f1 (») Last
*Eamings Code Q ®=HE Eamings Code SAS Stipend-Admin-Staff
Effective Date Find | View All First (40 10f1 (b Last Effective Date Find | View All First (4) 10f1 (») Last
*Effective Date 1111212025 5 [#[=] Effective Date 12/01/2020
v il Find | View All First (4 10f1 (») Last
Payment Details Find | View All Fi ™) L) (N Payment Details ind | View irs of as
=HE Addl Seq # 1
Addl Seq #: 1 End Date 05/31/2021 Reason Not Specified
End Date [  Reason [Mot Specified ] Pay Period Amt $675.62
Pay Period Amt Goal Amount 405372 Goal Balance 5056 g5
Goal Amount Goal Balance OK to Pay
[ prorate Additional Pay e Applies To Pay Periods
SppResioiayiREriods First Second Third

First Second Third

Job Information Job Information

Employee Type Salaried Standard Hours ~ 40.00 Employee Type s Standard Howrs 40,00
Compensation Rate ~ $13652.595833 Frequency Type Monthly Compensation Rate $13,652.505833 Frequency Monthly
Default Job Data Default Job Data
Position: 40817436 EVENTS MGR 2 Position 20817436 EVENTS MGR 2
Business Unit SBCMP UC Santa Barbara Campus Business Unit SBCMP UC Santa Barbara Campus
Department ALEC ARTS AND LECTURES OFFICE Department ALEC ARTS AND LECTURES OFFICE
Job Code 005954 EVENTS MGR 2 Job Code 005054 EVENTSMOR 2
FTE 1.000000 Expected Job End Dat e 1000000

4 Xpecied. /o0 End D Employe Status Active Expected End Date

Employee Status  Active

e Upload / View Supporting Initiator Comment
Documents

4
~ Submit e Return |

6. Review Comments and Supporting Documents:
e At the bottom of the page, you can review the Initiator Comment, Requester ID and the
date/time when the request was submitted.
e The Upload / View Supporting Documents link is not enabled for inquiry-only users
7. Return to Search:

e Select Return to go back to the list and review Approval Status.
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UCPath Recurring Additional Pay (E-330)

Contingency Plan

If you need to update an existing recurring additional pay and the Self Service transaction link or
PayPath is not available, complete the Recurring Pay Change Request in the Transactor Hub
under Payroll Forms on the UCPath Home Page.

When a recurring update cannot be processed right away, locations may still issue a one-time Flat
Dollar payment through the E-353 or I-618 tools so the employee receives timely pay while the
recurring entry is pending.
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