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Adding Overtime Pay

In this example, you will include an Additional Pay in your budget.

1. Navigate to: My Task List > Budget Preparation > Manage position and employee data >

Maintain filled positions.

Forms
My Task List

—_— i Budget Preparation

B i Review employss information

= & Mass adjust compensation and frings
i Manage position and employes data
= 5 Maintain position data

b4 E':--'lr-‘laintain filled Eusitiunsl

3 B Maintain employees by position

b4 v Fill to-be-hired vacancies
» B caleulations

> B Review entity compensation budgests
» I all Funds Budget
» & support Unit Budget

2. Right click on the Name of the person to whom you want to add overtime.

3. Click the Edit Employee Details object.

P_0D004085% Carter, Jerome LECTURER - 000531 7/1/16

P 00004082 Thoms,Jim [ Calculate Compensation Expanss 7/1/16
E& Allocate Compensation Budget to GL Accounts

P_0D004778 Wilson, Amy 7/1/16

P_0000488% Johnson, Mack [ Delste Employee Assignment 7/1/16

P_00005734 Greenhill, Tawny 7116

Assign Employee 3

P 0D005736 Corden,James |_[E| Edit Employee Details | 7116
@ Change Status

P_00005737 James,Pamela 7116
E Review Employee sllocation Results

P_00D00573% Lawrence,Gina Edit r 7116

.. Adjust 3

P_00005814 Felicitano,Malcolm 7116
@Comments

P_00008608 Curtis,Dominigue *= supparting Detail 7if1s

P 00008831 Clarke,Victoria (i Change History 7/1/16

-
P_00002022 ‘Merton,Carrie Fiscal Assistant II - 002009 71116
P_0000S080 Morrow,Holly Web Developer - 001899 7/1/15
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4. Click the Additional Earnings tab.

5. Right-click within the Additional Earnings Elements portion of the screen.

6. Click the Add Additional Earnings option.

st Type Change

Status Changes  Salary I Additional Eamingsl Fringes = Benefit Elections ~ Distributions

ings Elements

Ie Allows

e Earning Value

@Calculate Compensation Expenss

@;&llncate Compensation Budget to GL Accounts
[Eﬁﬁew Budget Impact of Additional Eamings

Right click

Return to Previous Form

in this space

[£jAdd Additional Earmings

G}J Delets Additional Eamings

Filter 3
Apply b
7. Click the Search button.
Runtime Prompts - Add Additional Earnings
Prompt Text Value
&F = Enter Additicnal Earning "NEE_LSP" 7 ¥,
{8 = Enter Effective Start Date 7-1-2015 ’

=]
8. For the descriptions rather than the code, click the Display Properties button.

9. Click the Member Name: Alias option.

Member Selection

Dimensions Element | v

Members = Variables 8

-a P YEWom

Alias

Membar Name

Element 9, =—>

& Alias

= ASB Ashestos Pay

= CWE Campus or Weather Emergency
= OCH 230-0n Call Hol-Wikend Diff Pay
= OCW 225-0n Call Week Day Diff Pay

Membar Name:Alias
Alias:Member Mame

Additional Display Properties ¢
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10. Select OTS Overtime.
11.Click the right arrow to move the item to the right side.

12. Click the OK button.

Member Selection
Dimensions E En'ertﬂ

Members Variables

ots AP P ETHRT®
Member Name Alizs Member Name Alias
Element Element Elemant Element
| »eEoTs QTS Quertime | BE_OTS "OTS Overtime™
b
Add
g
Remove
K&
Remove All
Help Cancel

13. If you want to make this effective as of November 8, 2016, click inside the Effective Start Date

field. For example, change the date to "11-8-2016".

14. Click the Add button.

Runtime Prompts - Add Additional Earnings

Prompt Text Valus
& * Enter Additional Eamning BE_OTS

{3 * Enter Effective Start Date 11/8/16

",

Cancel

15. Click in the Override Option Value field and enter the Amount of the additional earnings. For

example, enter "500.00."

16. Click the End date field. For example, enter "12/31/16.”

17.Click the Amount - Spread with Salary field and a drop down list will appear. Select Amount -

November.
General  Position Details  FTE  Status Changes  Salary  Additional Earnings  Fringes  Benefit Elections  Distributions
Allows
Crverride Option Start  Option End Value
Option Valus Date Date Value Type Input Eaming Type Change
OTS Overtime  1st Element Change 500 11/8/2016 12/31/2016 |Amount - November ¥ | Benefit Eligi..  Yes
15. 16. 17.

18. Click the Save button.
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19. If you want to run the calculation individually, you can run the two calculations in this step.
If you need help with...

e Technical issues, contact the UF Help Desk:
0 392-HELP(4357)
0 helpdesk@ufl.edu

e Policies and Directives, contact the UF Budget Office:
0 392-2402
0 http://cfo.ufl.edu/administrative-units/budget/
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