PAYMENT ACTIONS SYSTEM USER GUIDE

Accessing the Payment Actions System

1) Loginto Payment Actions system through Portal (portal.pace.edu), or using the following link:
https://appsrv.pace.edu/PmtActionsPROD/

2) Sign into the system using your Pace username and password.

Payment Actions PACE UNIVERSITY

Pleass use your Pace University username and password to log in below

Please Sign In Below

Username: jronquillo

—

UNIVERSITY
Work toward greatness.

Navigating the Payment Actions System
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| ‘ Initiate Payment Action (NEW)

Review Actions Requiring My Approval Reports Manage Logout

Welcome to the Payment Actions
Online System

Please select a menu option above.

Initit

1. Initiate Payment Action (NEW): Click
here to begin the Payment Action
Process.

2. Review Actions Requiring My 3. Reports: Click here to view the status
Approval: Click here to review payment of payment actions you have initiated,
action requests requiring your approval. approved / disapproved, or cancelled.

4. Manage: Click here to view approval
steps for each payment action request
reason as well as workflow.

5. Help: Click here to download this 6. Logout: Click here to logout of the
Guide for the Payment Action system. system.



https://appsrv.pace.edu/PmtActionsPROD/

Initiati
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ng a Payment Action

1) Click on “Initiate Payment Action (NEW)”. A list of all employees in your organization will populate

automatically.

2) Find an employee (or Search by Last Name in search box along the top if you are a Super user.)

3) Select the position number or payment option associated with this payment action from the
dropdown menu. The list will include some or all of the following:

a.

b
c.
d

4) After

Employee’s own position number: for payments/changes to their current position or salary
Enter active position number: if payment action is for a new position for the employee
Generic one-time (OP9999): one-time stipend payment

Generic series payment (QP9999): stipend paid over more than one pay period

Select a position number for employee
you would like to initiate action for

Mo Action

Emplovee's own position number (BHRO11}
Enter active position number...

Generic one-time payment (OPSS5S9)
Generic series payment (QPS999)

II"ILl FLLILTT w I

selecting the position number or payment option, you will be able to click the Submit button

below your selection.

Select a position number for employee
you would like to initiate action for

5) On the next screen you will now select the Reason for this Payment Action, and specify an Effective

Date,

Number of payments, and Total Payment Amount. Also, the Description of the Reason for

the Payment Action is required, along with any other relevant notes. If you do not complete all

fields, you will receive an error message.

Number of

P it Total
Empioyes | Empioyee | Type | Position | Below are the payment action reasons vaiid for the empioyee ciass of | Effective start | (SMEEC | T Descrintion of Reason for Action
Last Name | First Name | Selected HNum this employee and position number you have selected Date itnoend | amount - P
y -

date) @
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6) Verify that the Type of Position selected and the Position Number are both correct before you
Continue to Next page.

- If the information is NOT correct, go to the bottom of the screen and click Disregard any
changes made above and go back.

|
v

Continue to Next Page [hsregz::::yn;: I;ngaecshmade Cancel this Payment Action

7) Select Reason for this Payment Action: Only reasons relevant to that employee and selected

position/payment will now be displayed.
a. Select the Effective Start Date from the drop down menu.

b. Enter the Number of Payments that you wish to pay the employee, or enter “99” if no end
date.

c. Enter the Total Payment Amount that you wish to pay the employee.

i. If the payment action is for more than one pay period, this is the TOTAL dollar

amount that will be divided among the multiple pay periods.

ii. If processing a salary increase or hourly rate increase, enter the new salary or new

hourly rate the employee is to have.
d. Enter the Description of Reason for Action and any other pertinent information.

8) Double check your entries and click Continue to Next Page. On this page, double check the
information entered previously (e.g., Calendar Year, Effective Start/End Dates, Number of Payment,
Total Amount, etc.).

Based on the position numbers supplied, labor distribution info has been retrieved if available.
If any fields are highlighted below in yellow, additional labor distribution information is needed, otherwise click 'Continue to Next Page'

" . Number
Employee Last | Employee First | Position (Calendar R . Effective Total Payment .
Name Name Num Year L Dir b e S Start Date L Pay;fents Amount Heas i

a. Ifanyinformation is incorrect, click Disregard any changes made above and go back, to

return to the pFEViOUS screen.

b. If necessary, enter Labor Distribution Information (i.e., from where the payment action will
be charged.) Labor distribution information will be automatically filled in if available. If
highlighted, enter the necessary labor distribution information:
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I Labor Distribution Information @ I

enter distribution info »

[100.00 %

[ e

i3

%

i3

i3

i3

i3

| | |l |
| | |l |
| | |l ||l
[ | |l ||l
| | |l ||l
| | |l ||l
| | |l | Lk
| | |l ||l
| | |l ||l
| | |l ||l

i3

Note: clicking on “enter distribution info” will minimize or maximize the labor distribution
information section.

i. Enter Index number.
ii. Enter Account number. For a list of commonly used Account Codes, click the
symbol next to “Account”

Account &

iii. Check Percent: If the payment is to be charged to more than one budget line, divide
the percentages accordingly. The total percentages must equal 100%.

9) Click Continue to Next Page.

a. Check information. Also, be sure to check the Calendar Year and that the End Date is what
you expected for the Number of Payments you selected on the previous screen.

b. If additional reviewers are needed before Dean or Business Rep for approval, select number
of additional approvers in the dropdown menu.

c. Ifallinformation is correct, click Send for Approval.
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Reviewing Actions Requiring My Approval

1. You will be notified via e-mail that there is an action awaiting your approval, however you may
enter the system at any time to check to see if there are actions requiring your approval. When
you log into the system, click on Review Actions Requiring My Approval, and you will see the
action(s) listed.

PACE UNIVERSITY Pace Home | A-2 Listing | Site Map  0F B

Manage

Payment Actions NEW FLOW TEST SITE

Review Actions Requiring My Approval

Initiate Payment Action (NEW)

“ou have access to employees in: XHROOH, XHRO0Z, XHRODZ, See All
“You are logged in

“four Roles: Business Representative, Requestor, HRIS, Super Use

Payment Actions requiring your spprowal st this fime|

Expor | ExportLabor Distribution %9

Emploves
Depz

Excess(Overtime 199970 10/1/2012 HRIS  Approved /182012 11/16/2012  BS Muse College of  NUO201 View
Supplemental Fay 03:54 Fht Education Health Details
Overage - Supp Frofessions

Rate

WagerSalan: $1,100.40  FHOZOZ 10712012 108 Step: 3- HRIS  Approved MOT2012 1082012 Graduate College of  HUO2ZOZ i
Regular Pay- PT 01:08 Pt Depatment Health Details
Faculty 8-10 LSN Fiofessions

Wagersalan: F257.13 FHOZOZ 117102012 108 Step: 3- HRIS  Approved MO72012 1082012 Graduate College of  NUO20Z iz
Regular Pay- PT 02:51 Pt Depatment Health Details
Faculty 210 LEN Frofessions

WagerSalan: $21,500.00  HRSTPZ  11/1/2012 102 Step:5- HRIS  Approved 1022012 1022012 Employes Human XHRO1Z Vi
Regular Pay- FT 04:33 Pl Relations Resources Details
Staff Exempt

*Note:
The Export and Export Labor Distribution links located at the top right of this window will populate a
Microsoft Excel spreadsheet with the following information:
e Export link — will provide a general export of the table below with one record per payment
action recipient
e  Export Labor Distribution link — will provide a table of split labor distributions, each on its
own row allowing for sorting/filtering
These exporting features can also be found within the Reports menu.

2. Click on View Details.

3. You will see the details of the payment action. Review for accuracy.

4. The bottom of the screen (below the Approve/Disapprove/Cancel buttons) lists the Approval
Workflow Steps for the payment action. This will show all steps in the workflow and their status.
e Note: Clicking View history log will expand the section and allow you to view any
previous Description/Comments entered during the approval process entered by
previous approvers.
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View history log »

(NOTE: All comments submitted during the approval process are available in the history log)

Date Logged Log Type Step Number | System User Name Workflow Sent To

111112 2:48PM | Initiated Payment Action 1 Anthony Cuffari Initiated Initiated and sent for approval

11/112 2:48PM | Initiator Comments 1 Anthony Cuffari Position number will now reflect the correct area they work out of.
111112 2:48PM | Workflow step assigned to 2 Christopher Elarde | CELARDE@PACE.EDU

111112 2:48PM | Workflow step assigned to 2 Lorianne O'Donnell | LODONNELL@PACE.EDU

11/6/12 9:36AM | Approval 2

11/6/12 9:36AM  Workflow step assigned to 3

11/6/12 9:36AM  Workflow step assigned to 3

Christopher Elarde

James Marshall imarshall@pace.edu

Karen Buckwald KBUCKWALD@PACE.EDU

5. If you approve and want to move the payment action forward in the workflow, click on Approve.

6. A new screen appears confirming that your approval of the payment action for the employee has
been recorded and the workflow has been advanced to the next step.

7. You may now click on Logout to exit the system, or continue reviewing actions requiring your
approval.

(Note: If you click Disapprove to disapprove this payment action, the workflow will go directly back to the
original requestor of this payment action, step 1 of the approval process. The user who initiated the action
has the ability to make changes and then send a revised action out for approval. You will be asked to
provide comments before this disapproval gets submitted.)

Viewing the Status of Payment Actions

1. Click on Reports.

Wiew Actions | Initiated

View Actions | ApprovediDisapproved
View Actions | Initiated that were Cancelled

2. Depending on your Role in the workflow, you may be able to select these or more in the
dropdown menu:

e View Actions | Initiated
e View Actions | Approved/Disapproved
e View Actions | Initiated that were Cancelled

3. For example, after clicking View Actions | Initiated, the payment action will appear in one of two
sections:
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Actions you have initiated — not yet fully approved: These payment actions are not yet completed. This
screen will also indicate the current workflow step. For example, if Compensation approved in Step 2, it
would show Step 3 (the Dean/VP), meaning that the payment action is pending the Dean or VP’s
approval. You can also click on the View Details button to see the payment action and see the Approval
Workflow Status near the bottom of the screen.

OR

Actions that you have initiated that have been completely approved: This will confirm that the
payment action is with HRIS for processing.

Payment Actions NEW FLOW TEST SITE PACE UNIVERSITY

Review Actions Requiring My Approval Reports Manage Logout
You have access to employees in:
“ou are logged in as: Jonne Jose Ronquillo (JROMQUILLO)
Your Roles: HRIS, Super User

— I View Actions Initiated: All | This Month | Last Month | This Week | Last Week | Last 15 Days | By date Action was initiated| ‘@tnl ‘@ I

I Actions you have initiated - not yet fully approved: I

Export | Export Labor Distribution @

Employee | Employee | Employee u P—';'é%;" Total Dollar | Position | Effective | Eaming “Sc‘_‘r"::z:w Rﬁt Date Payment | Employee [ View
Last Name First Name number @n Amount Number Start Date Code T m Action Initiated Dea rtment tails

Mo records found.

Actions that you have initiated that have been completely approved: I

Export | Export Labor Distribution L ]

Date Exported Employee Employee Employee U Payment Total Dollar | Position Effective Eaming | Date Payment Employee Division| Crganization View
To Banner Last Name First Name number Action Reason Amount Number Start Date Code Action Initiated Department Code Details

Mo records found.

ey Note: Along the top of the screen, you will have the ability to show and view actions by the dates they
were initiated. You can click on one of the options, or manually enter in a range of dates.
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View Approval Steps for Each Reason

1. Click on Manage.

2. Click on View Approval Steps for Each Reason.

3. Inthe window below you will see the approval steps used for each payment action reason. Scroll
through the list to see all of the different payment action reasons. (Please note that additional
steps may be inserted also if the labor distribution is Endowment Funded, Grant Funded, or if
split percentages are used.) You may also click on View Approval Steps for Each Reason to see
the approval steps required for each payment action.

Payment Actions NEW FLOW TEST SITE PACE UNIVERSITY

Initiate B equiring o Repors hanage

mployees in: XHROO1, XHROD2, XHROO:
| are logged in as: :
55 Representative, Regquestor, HRIS, S

Below are the approval steps used for each Payment Action reason. These ¢

i administrator at this time.
Please note that additional steps may be inserted also if the labor distributic

iplit percentages are used.

Academy of Management (For use by Academy of Management ONLY):

Academy of Mgt - Additional Comp - Staff - Supplemental {pay cycle:51) [earning code:502] [reasonlD:100]

Approval Step  Role will be sent to for Approval User will be sent to
1 Business Representative Different users based on labor distribution organization code
2 Dean”P Different users based on labor distribution organization code
3 Compensation Jim Marshall Karen Buckwald
4 HRIS Pedra Figueroa,Jennifer Samuels,Jonne Ronguillo Jessica Yaro

Academy of Mgt - Administrative Stipend [earning code:306] [reasonlD:107]

Approval Step  Role will be sent to for Approval User will be sent to
1 Business Representative Different users based on labor distribution organization code
2 DeanfvP Different users based on labor distribution organization code
3 Compensation Jim Marshall Karen Buckwald
4 HRIS Fedro Figueroa,Jennifer Samuels, Jonne Ronguillo Jessica Yaro
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Logging Out of the Payment Actions System

1. Click the Logout button at the top of the screen to log out of the system.

Payment Actions NEW FLOW TEST SITE PACE UNIVERSITY e (e [ 2 i | s iz

Initiate Payment Action (NEVY) Review Actions Requiring My Approval Manage Logaut
You have access to employees in: ¥HROOT, XHRO02, *HROO3
You are logged in as:
Your Roles: Business Representative, Requestor, HRIS, Su




